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Our 3 step 
marketing theory	
Market, test, re launch...

tenants  



Timeline

•Follow up all open 
house attendees 
by phone.

•500 designer brochures mailed to The Novak Agency 
database and properties surrounding your property.

•Exclusive Realestate.com.au showcase 
advertises open time.
•Open house is conducted.
•Receive a progress call from Mark Novak.

Day 8 Day 9

•Follow up all open 
house attendees by 
phone.

•Property appears in the Manly Daily.
•Open house is conducted.
•Receive a progress call from Mark Novak.

•Follow up all open house attendees by phone.
•Receive progress call from Mark Novak. 
•Relaunch property if not let at by this stage.

Day 11 Day 13 Day 15

•500 designer brochures mailed to The 
Novak Agency database and properties 
surrounding your property.

• Exclusive Realestate.com.au 
showcase advertises open time.
Open house is conducted.
•Receive a progress call from Mark 
Novak.

• Follow up all open house attendees by phone.
• Receive progress call from Mark Novak.

Day 18 Day 19-20Day 16-17

• Agreement authorised and collected by Mark Novak.
• Property key given to Mark Novak.
• Payment for Marketing Expenses given to Mark Novak  if 
required.

Day 2-3
•Photo shoots on property.
•Property Management team inspect property.
•Draftsperson visits property for floor plan if required.
•Advertising Saturday Manly Daily is booked and prepared.
•Signboard is installed.•Property appears on all 4 websites.
•Brochures are prepared.•Property emailed to all  
prospective tenants on The Novak Agency database.
•Advise Corporate re-location companies of property.

•Property appears in the Manly Daily.
•Open house is conducted.
•Receive a progress call from Mark 
Novak.

Day 1 Day 6(sat)

(sat)

Day 10 (wed)

(wed)

LEASED



General Information
Tenant Selection
We recommend  as the marketing method for renting your property. Are you comfortable with this. This is done by 
way of written application by the prospective tenant giving details of current and previous employment status, 
current and previous rental references and personal referees. The Novak Agency is a member of RP Data Australia, 
this service is a national database of blacklisted tenants.

Condition Report
This is a comprehensive 4 page written report detailing the condition of the property, pre and post tenancy.

Statements
These are issued on the last working day of every month showing all incoming and outgoing monies during the 
month. All original invoices are annexed. This is also available on email format.

Open For Inspection Guide
 Clean your property thoroughly before inspections 

 Avoid clutter

 Try to keep kitchen and bathroom benches free and tidy

 Clean windows

 Fresh flowers bring warmth and freshness to your family rooms

 Create ambience and utilise space effectively

Suggested Improvements
The Novak Agency believes that your property requires no major improvements for management purposes.

The following cost-effective improvements could be performed to achieve a significant improvement in rental price:

What kind of agent do you need?
Many agents specialise in areas of practice such as residential sales, property management, commercial property 
and industrial sales, property management, rural real estate or strata sales.  For instance, you may find a real estate 
agency that sells residential properties but does not manage residential property.  It’s important to find an agent 
who has skills and experience in the location and practice area that you need.

TIP
Don’t choose an agent 
just because they are the 
cheapest.  Compare the 
services offered, the level 
of skills and experience 
for the price before 
making a decision.



Case Study
Maria wanted to rent her unit in Harbord.  She went to the ‘Find an Agent’ section of the   
www.realestate.com.au website to locate agents in Harbord.  Maria also searched on the internet to see if 
any of the agents had websites and looked at what the agents offered and the range of property and prices 
for rent.  Maria talked to three agents and asked lots of questions.  She asked them about their proposals, their 
experience, how they would estimate the value of her property in the current rental market, their fees, their 
success rate, their ideas on preparing her unit for rent and how they would organise the rental of her unit.  She 
also asked them for a recent past client who could recommend their work.  

After speaking with three agents and contacting past clients Maria felt she was in a position to make an 
informed choice.  She chose an agent who was experienced, had a satisfied past client and who felt she 
could communicate easily with.

Questions to ask
•	 What experience do you have in real estate (Eg. Property sales, strata management, commercial, property management,  
	 valuation, business agents)?
•	 What is your area of specialty?
•	 What fees do you charge? 
•	 Are there any additional charges?
•	 Who is the person I will be dealing with?  Will it be you?
•	 How will you handle the property management of my property?
•	 Can you give me the name of a recent client I can talk to about their experience of dealing with you?

Devise an investment strategy
Most financial advisers suggest that when investing in property, you should think long term.  This means not selling your property for 7 to 
10 years, the average length of the housing cycle.  Well selected residential property should double in value over this time period.
But you must always consider your assets, including your cash reserves and the proportion of your current home you own.  What 
impact might the birth of a child have on this investment plan?  Does it mean a lot to you to have an overseas trip in several years 
time?
To make the most of your investment, you should aim to borrow some or all of the purchase cost.  This is called leverage: using the 
‘level’ of credit you can make a much more substantial investment and, in the end, reap much greater rewards.  Financial advisers 
may recommend that you follow a long-term goal of building up a property portfolio, where the rewards from your first investment are 
ploughed into buying a second investment property, and so on until you own a substantial amount of real estate.

One way to build up a diversified investment portfolio at a reasonable cost could be through a property trust or a syndicate.  Both 
of which give you a stake in the real estate market at a low starting cost, and without the burden of maintaining and managing a 
property yourself.

•	 A property trust owns and manages a number of investment properties for its unit holders
•	 In a syndicate, you own the assets directly, and have a degree of control over which properties the syndicate invests in.



How is land tax calculated?
For the 2007 and future land tax years the land tax threshold will be averaged. The threshold will be the average of the ‘indexed 
amount’ for the new tax year and the previous two land tax years, as calculated annually by the Valuer General. 
As the land tax threshold was abolished for the 2005 land tax year, a ‘notional’ threshold of $342,000 will be used for that year. The 
threshold cannot fall below that of the previous year and where the average threshold is less than the previous year’s threshold, then 
the previous year’s threshold will continue to apply
Further inquiries in relation to your individual situation or possible changes to the rate or criteria should be directed to either the Office 
of State Revenue telephone (02) 9685 2122 or www.osr.nsw.gov.au or your accountant.

Insuring your Investment Property
We have a legal obligation to inform you that you have an insurable exposure as an owner of a rental property.  This includes the 
potential for loss of rent, property damage and loss and legal liability claims. Whilst we are unable to arrange insurance on your behalf 
we can refer you to a licensed landlord insurance provider with whom we have experienced exceptional levels of service.

As we do not hold an Australian Financial Services Licence we are not able to provide advice on insurance however, we are able to 
arrange payment on your behalf upon your request.

Please find enclosed brochures about services available you may wish to compare with other service providers in the market.

Case Study (continued)



Trusting 
successful

driven



Services Guide
Renting Services 
The Novak Agency provides you with:
	 Networking with leading corporate relocation companies
	 On call 24 hours per day, 7 days per week
	 Open Hours 7am – 7pm 6 days per week
	 Inspections by appointment 6 days per week
	 Open house inspection every Saturday and Wednesday
	 We arrange for connection of your new tenants telephone, gas, electricity and internet/cable TV
	 Processing of applications, 100 point ID check and checking of references
	 Checking if the tenant has been black listed (RP Data System) Australia-wide
	 Lodge tenants 4 week bond with the Rental Bond Board
	 Format leases and have them executed and organise handover of property
	 Complete comprehensive 4 page ingoing condition report
	 Servicing all prospective tenant enquiries

Property Management Services 

The Novak Agency provides you with:
	 Commitment & dedication to offering a service that is unique. This service sets a standard for the real estate industry
	 E.M.S. Exclusive Manager Service
	 On call 24 hours per day, 7 days per week
	 Open Hours 7am – 7pm 6 days per week
	 Regular market rent reviews
	 Managing outgoing tenancy
	 Payment of Water Rates, Council Rates and Strata Levies on your behalf
	 Monies deposited to an account of your choice by electronic transfer on the last working day of every month.  
	 Payments can be arranged by request on the fifteenth day of each month.  Split transfers to a variety of accounts can  
	 also be arranged.
	 Routine inspections – four (4) times per year
	 All general maintenance and repairs organised, at discounted rates
	 Management of Body Corporate issues including advice, instructions and repairs
	 Collecting of rent in office or via DEFT, Australia Post, Direct Deposit and Credit Card payment
	 Experienced mediation & negotiation between landlord and tenants
	 End of financial year reports



Advertising Guide
Included advertising 
The Novak Agency provides you with:

Print Advertising – Manly Daily
First page loading in the rental section of the Manly Daily 
Weekly display ad (picture module) including photograph in the Manly Daily rental section. Appearing each Saturday. 
Clear, informative and industry leading advertising

Direct Mail Advertising – For Lease Booklet
Available properties for lease booklet generated daily and distributed also at Saturday and Wednesday opens

Direct Mail Advertising – 500 Designer Brochures
Designer brochure created and mailed to The Novak Agency database and properties neighbouring your property

Sign Board
High impact 1.2m x 1.2m FOR LEASE sign board installed

Internet Rental Advertising 
www.thenovakagency.com

www.realestate.com.au - massive exposure, exclusive showcase
		  marketing & larger exclusive ADs

www.domain.com.au - Gold Member

www.justlisted.com.au

Photography
Professional photo shoot (internal & external) to capture the highlights of the property for advertising 

Satellite Mapping Service – To highlight sought after locations surrounding the property (Eg. Beaches and parks)
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The Novak Agency properties get 5 times more 
exposure than any other competing agency.

Internet Statistics for June 2011



Optional and Recommended  
Advertising
Floor Plan  $120

Optional Marketing
The Sydney Morning Herald – Rental Section
Saturday - $12.16 per line
Monday to Thursday - $11.30 per line
If you place your ad on 2 days, you get a third day free within that week

Photography
Sydney’s leading property photographer – Mike Chorley $350 per session
Custom Aerial Photography Package $357
Library Aerial Photography $140
Virtual Tour $88

Signboard Custom
6’ x 4’ custom photo signboard $300 including GST

+



Tenant Sourcing
Currently we have over 68 groups of prospective tenants on our 
database that are interested in a rental property within your 
proposed rental range.

We are confident that one of these clients will be the successful tenant!

Over 70% of properties rented by The Novak Agency have come from our Tenant Sourcing database.

This method involves matching prospective tenants within a price range to the current available stock.

The Prospective Tenant Database has been compiled from the following sources:

 Open For Inspections
 Walk-in Enquiries
 Client Referrals
 Telephone Inquiries
 Sign Board Inquiries
 Personal Referrals
 Internet Inquiries
 General Advertising
 Direct Mail Inquiries

It is statistically proven that 70% of your prospective tenants live within 10km of the property they rent.



The steps for first time investors

1.	 Contact The Novak Agency for:
	 A Comprehensive Appraisal on the rental value of your property
	 Preparation of Agency Agreement
	 Organising of access, inspection arrangements and keys
	 Organising of advertising and promotional material
	 Placing the property on the market For Lease!

2.	 Organise disconnection of the following:
	 Electricity	 Tel: 131 535
	 Telstra	 Tel: 132 200
	 Optus	 Tel: 1300 300 937
	 Gas	 Tel: 131 245

3.	 Notify change of address to the following:
	 Phone/Internet supply
	 Drivers Licence
	 Registration
	 Motor Insurance
	 Household Insurance
	 NRMA membership
	 Subscriptions
	 Electoral Role
	 Bank Accounts
	 Credit Cards
	 Post Office
	 Doctor, Dentist
	 School
	 Library



Best of the best guide
We live, work & breathe the Northern Beaches so felt that we 
should share with you those businesses that shine in and around 
our local area. 

CONVEYANCER	 The Conveyancing Practice............................................................................... 9981 6277
SOLICITOR	 HPL Lawyers, Freshwater (Anthony Mete)......................................................... 9905 9500
ACCOUNTANT	 ZM Partners, Ground Fl, 123 Clarence St, Sydney............................................. 9262 2266
FINANCE BROKER	 Wagland Salter & Associates, Pymble (Warrick Howson)............................... 9497 4200
VALUER	 Propell National Valuers (Mark Nassif).......................................................... 0425 756 610
BANK	 Westpac, Brookvale............................................................................................. 9939 6044

 
I.T. SPECIALIST	 SGS Computer Solutions (Steve)................................................................... 0403 197 982
INTERIOR DESIGN	 Living Edge Furniture Rental................................................................................ 9415 0500
CITY WIDE MASTER PLUMBING	 Deegan 0411 802 548.......................................................................................... 9972 0601
ELECTRICIAN	 EDWARD INGRAM ELECTRICAL (Ed).............................................................. 0401 783 227
HANDYMAN	 ARCHER’S HANDY WORK (Robin).................................................................. 0431 446 122
PAINTER	 Steve Kovacevic............................................................................................. 0418 298 546

CARPENTER	 BNB QUALITY CONSTRUCTIONS (Brett).......................................................... 1300 798 262
CARPET LAYER	 All style flooring (Dave)................................................................................... 0417 413 400
PENINSULAR CLEANING SERVICES	 Collaroy plateau............................................................................................. 0418 464 898
TOTAL WINDOW CLEANING	 Stan Draca....................................................................................................... 0422 612 556
REMOVALIST	 connectnow     www.connectnow.com.au................................................ 1300 554 323
RUBBISH REMOVAL	 United Resources Management, Frenchs forest.............................................. 9450 1599
STORAGE	 Rent a space (Terri) 0417 213 212....................................................................... 9905 6222

 
POOLES HARDWARE	 Pittwater Road, Dee Why.................................................................................... 9971 5745
HILLS FLORIST	 Terrey Hills.............................................................................................................. 9450 1743
FRUIT & VEG	 Dee Why Market, Oaks Ave, Dee Why.............................................................. 9971 0122
DEE WHY MARKET BUTCHERS	 Dee Why Market, Oaks Avenue, Dee Why....................................................... 9299 3855
LAVOTI’S CAFÉ	 Francis Street, Dee Why....................................................................................... 9981 3550
HIT CAFÉ	 Shop 6, 27-33 Oaks Avenue, Dee Why.............................................................. 9971 2635
THE ITALIAN PASTA COMPANY	 Dee Why Market, Oaks Avenue, Dee Why................................................. 1300 8 PASTA

DEE WHY SEAFOODS	 13 Oaks Avenue, Dee Why................................................................................. 9972 4449 
CHICK’N’RUN	 7 Oaks Avenue, Dee Why................................................................................... 9972 9798
CHILL BAR ICE CREAM	 20 The Strand, Dee Why...................................................................................... 9971 8459

 
Need more?	 www.yellowpages.com.au



Where are we & how do I contact you?
Dee Why...the heart of the Northern Beaches

Phone:	 1300 4 NOVAK or 8978 6888 HOTLINE
Address:	 651 pittwater rd dee why nsw 2099
Web:	 www.thenovakagency.com

The P.O box		  PO box 1665 Dee Why NSW 2099

The fax number		  8978 6800

The skype number	 thenovakagency

The youtube channel	 thenovakagency

The twitter account	 thenovakagency

The flickr account		 thenovakagency

The blog		  the novak agency blog

parking via 
mooramba rd(         )

P

P Available Parking



Management Agency Agreement (Residential)
Agent:	 Fresh Management Group Pty Ltd Trading as The Novak Agency  (the “Agent”)
	 651 Pittwater Road, Dee Why NSW 2099           LICENCE #:  1649690	 ABN:   76 145 330 221
	 Telephone 8978 6888	 Fax 8978 6800	 E-mail  info@thenovakagency.com
	 (Hereinafter “us” or “we” means the Agent).

Licensee Name:	 Mark Novakov	Licence Number: 962172
Licensees Business Name:	 THE NOVAK AGENCY 

Principal:   	 Mrs Jenny Citizen & Mr Paul Citizen		  ABN:
Address:	 1 Novak Street Novakville NSW 2099	 GST Registered. NO  
	 H: 	 M:  

Premises Address	
	 1 Novak Street  Novakville NSW 2099

Appointment of Agent
	 1. The Principal warrants that he has the authority to enter into this agreement
	 2. The Principal appoints the Agent as his exclusive agent to let and manage the Premises or any part of it.
	 3. This agreement begins on  continues until terminated by either party.
	 4. This agreement can be terminated by either party giving at least 90 days written notice to the other.

Agents Obligations
	 5. The Agent must
	 a) obtain references from prospective tenants
	 b) provide the Principal with monthly statements detailing all amounts collected and paid out by the Agent.
	 c) account to the Principal at the time of provision of the monthly statements for the net credit after subtracting the Agent’s authorised expenses
	 d) provide the Principal with a Tax Invoice at the time of provision of the monthly statements for any supply made by the Agent to the Principal which is subject to GST.	
	 e) receive rental bonds from tenants for lodgement with the Department of Fair Trading in accordance with the relevant statutory requirements.
	 f) account to tenants for rental bonds on termination of tenancies after making all authorised deductions on behalf of the Principal.

Advertising
	 6. The letting or re-letting of the Premises is to be advertised or otherwise promoted in the following way:  Manly Daily, Internet, Rental list, brochures and signboard

Inspections
	 7. Prospective tenants may inspect the Premises in the following circumstances:  By appointment with The Novak Agency Staff  , unless the Principal instructs otherwise.

Letting Terms
	 8. Unless the Principal directs otherwise in writing the Premises are to be let on the following terms:
	 a) Period of tenancy agreement:  6-12 months
	 b) Rent $400-$430 per WEEK 
	 c) Rental Bond - the amount equal to FOUR (4) weeks rent
	 d) Options - nil

Accounting to Principal
	 9. Monthly statements will be sent to and copy(ies) will be sent to: 

	 10. Cheques will be made payable to :

	 OR  directly credited to:
	 Bank:		  Branch:	
	 BSB:		  Account No.:		  Account Name:

Agents Authority
	 11. The Agent is authorised by the Principal to
	 a) Select tenants as and when required.
	 b) Subject to the limitations in clause 8, lease the Premises on behalf of the Principal, including the entering and signing of tenancy agreements.
	 c) Take any action to enforce or terminate tenancy agreements, recover monies or possession of the Premises including serving notices, commencing proceedings and  
	      representing the Principal at proceedings.
	 d) Pay outgoings in connection with services performed by the agent on behalf of the Principal.
	 e) Effect repairs to and maintain the Premises by engaging appropriately qualified tradespersons, in accordance with clauses 12 to 14.
	 f) Perform all services referred to in clause 15.
	 g) Perform any other service, duty or action referred to in this agreement.

Repairs / Maintenance
	 12. The Agent will arrange and pay for from rent received repairs and maintenance to the Premises to the extent of the Principal’s responsibility to the tenant for same.
	 13. The Agent may authorise repairs or maintenance without reference to the Principal up to $200.  Where the cost of repairs is greater than that the Agent must (subject to  
	       clause 14) obtain the Principal’s approval.
	 14.The Agent may authorise repairs to restore basic services or which the Agent reasonably believes are essential for the safety of the tenant or the Premises without  
	      reference to the Principal even if they exceed the limit shown in clause 13.

Page 1 of 2
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Management Agency Agreement (Residential)
Outgoings
	 15. The Agent will pay from rent received the following outgoings:
	 a) Council and Water rates and charges	 Yes/No 
	 b) Owner Corporation levies	 Yes/No        If yes strata Number	 , Strata Company                                                                      
	 c) Landlords insurance concern will be maintained by the landlord.  YES 
Agents Fees
	 16. The Agent is entitled to the following fees upon performance by the Agent of the relevant service:
	 a) Letting fees 
	      For letting the Premises:  One weeks rent  PLUS GST
	      For the preparation of each Tenancy Agreement:  $33.00
	 b) Management Fees including GST
	      7.7% of all rent and other amounts collected or received by the Agent on the Principal’s behalf
	 c) Additional Service Fees including GST:
	 For inspecting the Premises:		  $Nil
	 For arranging and checking repairs: 		  $Nil
	 For negotiating rent variation: 		  $Nil
	 For preparing and issuing a notice to the tenant:	$Nil
	 For commencing proceedings:		  $Cost
	 For serving proceedings:			   $Cost
	 For attending on proceedings: 		  $150.00 per hour
	 For applying for a court or tribunal order:	 $At Cost

THESE FEES HAVE BEEN NEGOTIATED BETWEEN THE PARTIES TO THE AGREEMENT. The Agent is entitled to these fees and they become due and payable at the time of performance of the relevant service 
by the Agent, but will normally be deducted by the Agent at the time it accounts to the Principal.

Reimbursement to Agent
	 17. The Agent is entitled to be reimbursed monthly by the Principal for the following expenses (if it has incurred them on behalf of the Principal):
	 a) Advertising and promotion expenses for each letting: $Nil
	 b) Office expenses for each statement including postage, fax transmissions, telephone calls and out of pocket expenses: $10.00 per month
	 c) State and Federal Taxes (excluding income tax) and any bank or other charges payable by the Agent in respect of the Principal’s affairs.
	 d) Other:  Nil
Goods & Services Tax
	 18.
	 (a)	 “GST” means goods and services tax, value added tax, consumption tax or a similar tax.
	 (b)	 If any supply made by the Agent under this agreement (including the supply of the Agent’s services and the supply of any other rights, goods, services, benefits or other  
		  things) is subject to GST and is not identified in this agreement as being a GST inclusive cost, the Principal must pay an additional amount to the agent.

	 (c)	 The additional amount:
		  i) 	 is equal to the consideration payable by the Principal for the relevant supply multiplied by the prevailing GST rate: and
		  ii)	 is payable at the same time and in the same manner as the consideration for the supply to which the additional amount relates.

Principal’s Obligations and Acknowledgements

	 19.	 The Principal authorises the Agent to deduct any monies due by the Principal to the Agent whenever the Agent accounts to the Principal. If the monies due to the  
		  Agent exceed the amount for which the Agent is accounting the Principal will pay the shortfall when the Agent requests it. 

	 20.	 The Principal indemnifies the Agent against all actions or claims by third parties against the Agent in respect of anything properly done by the Agent in accordance  
		  with this agreement.

Date: 

-----------------------------------     --------------------------------                  _________________________________
Signature of Owner/s					              Signature of Mark Novak

IMPORTANT ACKNOWLEDGMENT:
The Owner acknowledges that he or she was given a copy of this Agreement as soon as possible after it was signed by the Owner and the Agent.

----------------------------------       -------------------------------		  --------------------------------------------------
Signature of Owner/s					     Date received

(Note - Owner sign this acknowledgment only on the form retained by the Agent AFTER the Owner has been handed its copy)

RE001a    ©Copyright Universal Forms 2001	 All rights reserved



Compare Us
We tick all the boxes, do they?
Most innovative – Manly Daily photo advertising

Have 67 prospective tenants registered on their database right now?!

The largest advertising budget per property at no extra charge

The property management team on call 24 hours/day

The property management team on call 7 days/week

Have Saturday opens

Have Wednesday opens

Provide feedback reports after each open

Clearest, most inviting & industry leading advertising

Gold Members of domain.com.au

Gold Members of realestate.com.au

Member of www.justlisted.com

Support division to make your property manager even more efficient

Provide a direct mobile line to your agent

Provide a direct land line to your agent

Provide 2 “For Lease” sign boards

Provide satellite mapping service

Supply a floor plan option

Check black-listed tenants on RP Data Australia

Complete 100 point ID check on new tenants
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