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LANDLORD RESPONSIBILITIES 

Sec 45 (1) The landlord shall – 

(a) Provide the premises in a reasonable state of cleanliness; and 

(b) Provide and maintain the premises in a reasonable state of repair having regard to the age and character of 

the premises and the period during which the premises are likely to remain habitable and available for 

residential purposes; and 

(c) Comply with all requirements in respect of buildings, health, and safety under any enactment so far as they 

apply to the premises 

PREPARING YOUR PROPERTY FOR RENT 

You first need to return your Authority to Act back to us which will be included with this  

document, then our work begins.  

If we haven’t done so already, we will arrange for keys and for photographs to be taken of your property.  
 

The next step is for us to complete a detailed and in-depth Property Condition Report. This report comprises an 

initial inspection and includes photographs of the pre-occupancy state of the property.   
 

A copy of the Property Condition Report is provided to the tenant at the start of the tenancy and helps us to ensure 

that there is a clear understanding of the condition of the property before and after the tenancy. 
 

Back at the office we begin preparing documentation for your property and entering the property information into 

our computerised systems.  
 

We keep one set of keys at the office as we find that it is much cheaper than replacing all the locks when the tenant 

misplaces their set. 
 

We ask that the property be presented in the best manner possible to attract the right tenant for your property.  We 

don’t want a bad first impression to detract the right tenant from renting your property.  We will note that work 

needs to be done to ensure that we get the best possible rental or to comply with health and safety or code of 

compliance. 
 

Minimum standard for vacant property in preparation for rent: 

 Walls, doors and skirting’s - clean of any dirty marks 

 Ceilings - clean of cobwebs, fly-dirt and mould 

 Light fittings - clean of dust, dead insects inside and fittings to be containing bulbs 

 Windows – clean inside and out 

 Stove – clean inside and outside and in working order 

 Heat-pump – front vents and filters clean 

 Curtains – wash if possible or vacuum 

 Carpets – prefer cleaned professionally (at least rug doctor) 

 Lawns and gardens – regularly mowed and removal of weeds, leaves and rubbish 

 Ensure all electrical switches and power points are safe 

 Repair leaking taps, sticking doors, broken lights and switches 

 

Maintenance and upkeep of the property while vacant is the owner’s responsibility – if you wish for Valley Realty 

to oversee any upkeep, there is an 8.5% plus GST on all invoices received.  You will need to advance money to 

your property account to cover any invoices. 

 



FINDING THE RIGHT TENANT 

We always ask the prospective tenant to fill in an application form, signing to give permission for us to check the 

information provided. 

In the process of qualifying tenants, we check current and previous rental histories, employment status, 

character references, the Ministry of Justice Tenancy Tribunal orders, the C.I.A. Debt recovery group, T.I.N.Z 

(Tenancy Information NZ) database, Veda Advantage credit history. 

In some cases where an applicant may not have a tenancy history we try and confirm other information that may 

give us insight to show their ability to maintain a tenancy in your rental property, for example a stable 

employment history. 

Once all of those checks are done the best applicant is offered the property.   A bond is paid by the tenant and 

we hand over the keys. 

The bond is held by the Department of Building and Housing throughout the term of the tenancy. This is only 

refundable after we have carried out a final inspection on the property and found it to be left in a satisfactory 

condition. 

Valley Realty Ltd can never guarantee any tenant’s for your property.  We can only attempt to collect 

information on their past history.  

MONTHLY STATEMENTS AND PAYMENTS 

We provide monthly financial statements, detailing rents collected and payments made on your behalf. These are 

electronically sent to you after the ‘End of Month’ process has rolled over.   

All original receipts are kept on file at our office and a scanned copy will be included with your financial statement.   

Invoices received by Harcourts Paeroa on your behalf will be deducted from the rent collected.    

We have two options for payments -  

Monthly Payments - As a general rule of thumb, you should see payment into your bank account somewhere 

between the 2nd and 5th of each month, depending upon public holidays.   

 

Mid-Month and Monthly Payments - A mid-month payment of funds on the 15th of the month (or the next working 

day) 

Annual statements for the previous year are produced and emailed to you in the first week of April each year. 

Please note that trust based accounting regulations do not allow us to run your account with a negative balance. If 

your expenses exceed your income in any month, you may be asked to cover any outstanding balances.  

 



INSPECTIONS 

Following the initial property condition report the first inspection will take place within the first six weeks into the 

new tenancy. This gives the tenant the opportunity to point out anything that needs fixing which may not have been 

picked up in the property condition report.   

After this initial inspection, we then schedule four times per year at regular intervals. The regularity ensures that any 

potential problems can be found and dealt with early and before they become significant ones.  These periodic 

inspections are undertaken by our Property Assistant. 

A letter is sent to you detailing any maintenance issues and other recommendations.   If there are any areas of 

concern with the tenant, we advise the tenant in writing, and undertake a follow up inspection.                                               

As an owner you are welcome to inspect your property at any time. However, for owners to have access, we must 

give the tenant 48 hours’ notice in writing. We ask that you please try to give us at least two weeks’ notice to allow 

us to arrange this. 

Comprehensive final outgoing inspections are conducted by Valley Realty Ltd to compare the state of the property to 

that in which it was rented and to finalise the bond. 

REGULAR MAINTENANCE 

Your rental property is an investment and as such, it needs regular maintenance to keep it’s rental appeal. 

All needed repair requests from tenants will be attended to and a works order issued to the appropriate 

tradesperson.  Any urgent requests will be attended to immediately. 

We will arrange any repairs to your property as per your instructions on the Management Authority.  We will 

endeavour to contact you, if this is your instruction (unless the repair is defined as ‘urgent’ under the Residential 

Tenancies Act) and we have been unable to contact you in this instance. 

General wear and tear that occurs from tenants just living in a property is expected and legislation provides that it be 

allowed.  A few extra marks and scuffs on the walls, some chips and scratches to doors and doorways will occur over 

time, along with the gradual wear of everything that is in the property. 

If a tenant has caused damage to the property or appliance that is not the result of normal wear and tear, this will be 

charged to the tenant.  Normally, a tradesperson would let us know that the repair was normal or was influenced or 

caused by the tenant. 

Tenants can only be held responsible mowing and a small amount of weeding.  At the end of the tenancy the 

Residential Tenancy Act states that the gardens must be in a tidy condition and rubbish removed.  The tenants are 

not responsible for trimming trees and hedges, spraying or clearing gutters and drains. 

If your property has a chimney, we will also schedule an annual chimney sweep as this is likely to be a requirement 

of your insurance policy. 

Please note that there is also no legal obligation for outgoing tenants to clean carpets. 

 

 

 

 



RENT ARREARS 

"A zero tolerance for rent arrears” - this sounds good in the marketing material, but this kind of statement is 

inflexible and impractical. The reality of our business is that things do change, and sometimes tenants are unable to 

pay rent. When this happens, we need to act in your best interests, not ours. Provided the circumstances have not 

made the tenant unwilling to pay rent, then we believe it may be better to work through the problem and allow the 

tenancy to continue.  After all, vacancy has a cost to you.  We will let you know what is going on, to make sure that 

you are happy with any course of action. 

If a tenant misses a payment, in the first instances we will send them a text or phone them to let them know that 

payment was missed. If we are unsuccessful in receiving funds after this we will issue the tenant with a 14 day notice 

of breach (non- payment of rent). 

Once this notice has been issued, legally we can apply to the Tenancy Tribunal for mediation. 

Some owners opt to purchase Insurance to cover them for rental arrears.  Insurance to protect your investment is a 

very good idea and critical in reducing the investment risk.  Without landlord insurance, the chance of recovering 

owed rent monies in minimal.  If you have no protection for your rent payments, the problem is further 

compounded by the fact that the bond will probably be exhausted with owed rent.  You will then most likely have 

cleaning up and re-letting costs, as well as outstanding debts owed by the tenant.   

Does Harcourts Paeroa guarantee me for any loss of rent?  No. 

OUR FEES  

On all rents collected 8.5% plus GST 

A $15.00 plus GST credit checking charge will apply for new tenancies. 

For each inspection of the property, a fee of $30.00 plus GST 

WATER RATES – WHO IS RESPONSIBLE? 

OWNER - Responsibilities for outgoings: 

 “39 (1) (a) The landlord is responsible for all outgoings in respect of the premises that - are incurred whether or not 

the premises are occupied.” 

This particular Act applies to the ‘Fixed Charge’ detailed on all Water Rates Invoices for Hauraki District council.  Each 

property within the Hauraki District Council catchment area is subject to a ‘Fixed Charge’ of $50.00.  This fixed 

charge is described by the Hauraki District Council as a supply charge and applies whether the property is occupied 

or not.  Hence, this amount is paid by the owner. 

TENANT - Responsibilities for outgoings: 

Tenants are responsible for payment of the metered water that has been consumed from the property.  This amount 

is detailed as ‘Cost of Consumption’ on Water Rates Invoices. 

Please Note – If your Management Authority requires for the tenant to pay for the water consumption - we cannot 

charge the tenants if you do not send us the account.  Please ensure you forward a copy of the water account to our 

office as soon as possible. 

 

 



WHAT IS INVOLVED IF I WANTED TO LIST MY PROPERTY FOR SALE? 

Your rental manager can arrange with any of our experienced sales staff to have the property appraised and then 

listed for sale. This can be a very delicate situation and it is extremely important it is handled professionally and 

efficiently. It is our job to ensure you and your tenants' interests are protected. 

The tenant must be notified in the writing that the property is going to be listed for sale. Once the property is sold, if 

the term of the existing tenancy is periodic and the sale is subject to vacant possession we will issue the tenant with 

42 days’ notice to vacate once the sale becomes unconditional. 

If the term of the tenancy is a fixed term the property must be sold subject to existing tenancies unless the expiry 

date of the fixed term coincides with or falls before settlement date. 

 

The Property Management Team 

 

 

 

Lisa Arden – Property Administrator 

Contact Lisa for any queries in regards to your 

 rent payments and invoices 

Rhys Carmichael –  
Property Assistant and Commercial Co-ordinator 

Personal Assistant to Residential Property Manager and handles 

the day to day enquires for the Commercial Property 

Management 

Christine Laurenson – Property Maintenance  

Contact Christine for any queries relating to periodic inspections 

 and maintenance for all properties. 

Hayley James – Property Manager 

Responsible for the overall management and running of the Property 

Management department 


