
Tenant Handbook

Looks like you’re 
moving in!
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When renting...
You must:

• Pay your rent on time 

• Keep the property clean and 
undamaged and leave it in the 
same condition it was in when 
you moved in (fair wear and tear 
excepted)

• Abide by the terms of the tenancy 
agreement

• Respect your neighbours’ right to 
peace and quiet

The property owner/manager must:

• Ensure the property is vacant, 
clean and in good repair at the 
start of the tenancy 

• Respect your privacy and comply 
with entry requirements

• Carry out repairs and maintenance

• Meet all health and safety laws

• Lodge your bond with the RTA
You have been approved because we are confident that like all our 
tenants, we believe you will be able to pay the rent on time, keep the 
inside clean and maintain the property, lawns and gardens. 

Congratulations 
on your tenancy 
approval!

Tenancy is a two-way responsibility. You have obligations 
to us, and we have obligations to you, but it is not 
normally difficult to make it a happy association. 

Our staff are always available to help you. If there is 
anything concerning your tenancy which you wish to 
discuss, please contact our Property Management Team. 
We have created this guide to assist you with being 
prepared for your tenancy induction and to also assist 
you with having the right expectations during your 
tenancy with PG Property Management. We believe that 
a smooth relationship can only occur when we all have 
the right expectations and work diligently to ensure we 
fulfil our tenancy obligations.

We would like to extend 
to you and your family on 
behalf of our client, your 
landlord, our very best 
wishes for a comfortable 
and happy tenancy. 
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Moving in
A General tenancy agreement (Form 18a), 
also called a lease, is a legally binding written 
contract between you and the property owner/
manager. It must include standard terms and 
may include special terms (e.g. keeping pets)

You and the property owner/manager must sign 
the agreement and you should be given a copy. 
Period of tenancy agreement:

Fixed term agreement – has a start date and an 
end date and you agree to rent the property for a 
fixed amount of time (e.g. 12 months)

• A rental bond is a security deposit you 
pay at the start of a tenancy and is lodged 
with the RTA. 

• The property owner/manager must not 
hold your bond. 

• Once the bond is paid the property owner/
manager must give you a receipt and 
complete a Bond lodgement (Form 2) 
which you must sign. 

• Your bond can be increased if your rent is 
increased. 

• It must be at least 11 months since the 
last increase, and you must be given 1 
months’ notice. 

• Any extra bond money paid by you must 
be lodged with the RTA by the property 
owner/manager or you. You can do this 
directly via the RTA website.

Bond Increases

Periodic agreement – when you agree to rent 
the property for an unspecified amount of time 
(there will be a start date but no end date) 

Temporary variations to the tenancy 
agreement may be negotiated during the 
COVID-19 emergency. 

Visit rta.qld.gov.au/COVID for more details.

• The property owner/ manager must lodge 
the bond with the RTA within 10 days.

• Alternatively, you can lodge your bond 
directly with the RTA via the RTA website. 
Check with the property owner/manager. 
You will receive notification from the RTA 
once the bond has been lodged.

Things to know about 
your bond
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• You can be charged full water 
consumption costs only if the property 
owner/manager meets a specific set of 
conditions.

• Check your tenancy agreement and our 
website for more detail. 

• Water bills may be issued quarterly or 
half-yearly. 

• Check with your property owner/
manager how often and when bills are 
issued. 

• These bills should be provided to you 
within a reasonable timeframe, and you 
must pay within one month of the bills 
being provided.

• Check your tenancy agreement – in 
most cases you will need to arrange 
connection and pay for the services. 

• Check with the property owner/manager 
to clarify arrangements for internet or 
TV connections, satellite dish installation 
or solar electricity rebates (if applicable)

• The property owner/manager must give 
you an Entry Condition Report (Form 
1a).

• It is important for you to take the time 
and check the condition of the property 
at the start of the tenancy. This will help 
to avoid disputes about the condition of 
the property when you move out. 

• You must complete the report and return 
a signed copy to the property owner/ 
manager within 3 days. 

• The property owner/manager must give 
you a copy of the final report within 14 
days. 

• The RTA also recommends taking 
photos and attaching them to the report 
as proof of the condition of the property. 

Water Usage

Electricity/Gas/
Phone/Internet

Entry Condition Report

Generally, you will be asked to pay rent in 
advance before, or when, you move in. 

• For a fixed term agreement: a 
maximum of 1 month’s rent in 
advance

• For a periodic agreement: a 
maximum of 2 weeks rent in 
advance 

You can’t be asked to pay more rent until the 
rent in advance has been used up.

• It must be at least 6 months since the 
tenancy started or the date of the most 
recent rent amount was changed.

• Rent cannot be increased during a fixed 
term agreement unless it is stated in the 
agreement and even then, 2 months’ 
notice (in writing) must be given.

• Rent can be increased in a periodic 
agreement by giving 2 months’ notice 
(in writing). 

Rent Increases

• Rent decreases may occur when there 
is a drop in the standard of the property, 
a decrease in services provided (e.g. the 
availability of car parking), or if a natural 
disaster (e.g. flooding, fire) makes the 
property partially unfit to live in. 

• Any agreement about a rent decrease 
should be put in writing and signed by 
the property owner/manager and tenant

Rent Decreases

If you are 
renting...
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• You are responsible for looking after 
the property and keeping it, and any 
inclusions (like the oven), clean. 

• The property owner/manager is 
responsible for ensuring the property is 
fit to live in and in a good state of repair, 
including carrying out general repairs 
and maintenance during your tenancy.

• They must also make sure the property 
complies with any health and safety 
laws.

• You should notify the property owner/
manager of any necessary repairs. 

• They will generally carry out repairs or 
organise someone to do them.

• You should not carry out repairs without 
written consent. 

• When entering the property for repairs 
the property owner/manager must 
provide the appropriate entry notice 
period. 

• If you or your guests damage the 
property, you will have to pay for the 
repairs.

• Fixtures can only be added with the 
property owner/ manager’s written 
consent and they do not have to agree 
to the request if they give a good reason. 

• A tenant experiencing domestic and 
family violence can arrange for a 
qualified tradesperson to change the 
locks in their rental property to ensure 
their personal safety. 

• The tenant must provide copies of the 
keys to the property owner/manager 
unless the property owner/ manager 
agrees to not being given a copy of the 
key. 

• A tenant cannot change locks to 
common property in community title 
schemes. 

Maintenance

Repairs Fixtures

During a 
tenancy
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• Routine inspections can be carried out 
every 3 months to ensure the property 
is well cared for and there are no 
maintenance or health and safety issues. 

• The property owner/manager may also 
need to enter the property for repairs or 
a viewing if it is being re-let or put up 
for sale. 

• In most cases they must give you 
an Entry notice (Form 9) before they 
can enter. 

• If you want to rent out a room or part 
of the property, you must seek written 
permission from the property manager/
owner, and they must have good reason 
to say no. 

• Check your tenancy agreement first, talk 
to your property owner/manager and get 
any agreed arrangements in writing. 

• Head-tenants have the same 
responsibilities as a property owner/
manager including giving their sub-
tenant a receipt for bond money paid 
and lodging the bond with the RTA.

Inspections And Viewings

Sub-Letting And 
Co-Tenancies

• If the property owner/manager or 
nominated repairer listed on your 
tenancy agreement cannot be contacted, 
you can arrange for a qualified person 
to carry out emergency repairs, to a 
maximum value of 2 weeks rent. 

• A list of what is deemed emergency 
repairs can be found here:

https://www.rta.qld.gov.au/renting/during-
a-tenancy/maintenance-and-repairs/who-is-
responsible-for-repairs

• Property owners/managers must install 
and maintain smoke alarms in rental 
properties, in line with Queensland 
legislation. 

• Visit Queensland Fire and Emergency 
Services (qfes.qld.gov.au) for more 
information. 

• Tenants also have responsibilities 
including cleaning smoke alarms and 
replacing batteries. 

What to do in an emergency Smoke Alarms

• If you pay the repairer you will need to 
give the receipt to the property owner/
manager, who must pay you back 
within 7 days. 

• Keep copies of all receipts. Check your 
tenancy agreement to clarify what is 
meant by an emergency repair.

• However, they may enter in an 
emergency or if you verbally agree with 
the entry. 

• Entry must occur at a reasonable 
time. For open home inspections 
(when multiple inspections occur at 
the same time), your written consent 
must be sought by the property 
owner/ manager.
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• Good communication is the key to 
resolving most problems. 

• Find out your rights and responsibilities 
and try to resolve disputes with the 
property owner/manager directly. 

• If this does not work, the RTA’s free and 
impartial dispute resolution service may 
be able to help. 

• If it remains unresolved, you may be able 
to take the matter to the Queensland 
Civil and Administrative Tribunal 
(QCAT).

Resolving problems

• If you breach the agreement, the 
property owner/manager can issue a 
Notice to remedy breach (Form 11). 

• Example: you fall more than 7 days 
behind in rent or do not keep the 
property in the agreed condition. If 
you don’t fix the problem you may be 
given a Notice to leave (Form 12) by the 
property owner/manager. 

• If the property owner/manager breaches 
the agreement, you can issue a Notice to 
remedy breach (Form 11). 

• Example: the property owner/manager 
fails to keep the property well 
maintained, does not respond to a repair 
request or enters the property without 
the correct notice. 

If you do 
something wrong 

If the property 
owner/manager does 
something wrong 

Problems
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Moving out
• You cannot move out at the end of a 

fixed term agreement without giving 
notice. 

• If you wish to leave you must give 14 
days’ notice in writing. If the property 
manager/owner wants you to leave they 
must give you 2 months’ notice. 

• You must continue to pay rent until you 
move out. 

• You must leave the property in the same 
condition it was in before you moved in, 
fair wear and tear excepted. 

• Remember to disconnect your electricity, 
gas, telephone and internet from your 
current property and redirect your mail 
when you move out. 

• If you want to stay on under a new 
fixed term agreement, and there are no 
changes other than the end date, you 
and the property owner/manager should 
sign a letter or statement that includes 
the new date. 

• If there are any changes to any of the 
terms of the agreement, the property 
owner/manager will need to prepare a 
new written tenancy agreement and 
you must both sign it before the old one 
ends. 

Extending your fixed 
term tenancy

• If there is a significant change (e.g. a 
rent increase you think is excessive) 
you can dispute it, but only after you’ve 
signed the new agreement. 

• Note that the rent cannot be increased 
unless at least 6 months have passed 
since the last rent increase. 

• If the end date of a fixed term 
agreement goes by without any contact 
between you and the property owner/
manager, it continues as a periodic 
agreement.
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• If you experience excessive hardship 
and are unable to continue the tenancy, 
you can make an urgent application to 
QCAT to end the tenancy. 

• Examples of excessive hardship 
can include serious illness or loss of 
employment. 

• The person applying to QCAT will need 
to show evidence of their circumstances. 

• QCAT may make orders regarding 
compensation to the property owner/
manager and terminating the tenancy 
from an agreed date.

• You must complete an Exit Condition 
Report (Form 14a). 

• It shows the condition of the property 
when you leave. 

• If possible, you should try to arrange 
a final inspection with your property 
owner/manager. 

• The property owner/manager must 
complete their side of the report, sign 
it and return a copy to you within 
3 business days of receiving it. 

Excessive hardship

Exit condition report

• If you break the tenancy agreement 
(e.g. you decide to leave early), you may 
be responsible for compensating the 
property owner/manager for lost rent 
until another tenant can be found or the 
tenancy ends. 

• You may also be liable for other costs 
such as the cost of re-letting the 
property and advertising. 

• The property owner/manager must 
make an effort to limit your loss 
or expense. 

• Temporary changes to tenancy 
laws apply during the COVID-19 
emergency period. 

Visit rta.qld.gov.au/COVID for more details.

Breaking your tenancy 
agreement
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• You get your bond back at the end of the 
tenancy as long as no money is owed to 
the property owner/ manager for rent, 
damages or other costs. 

• You can apply on, or after, handover 
day to have your bond money returned. 
You need to provide the RTA with your 
contact details, forwarding address and 
bank account details to receive your 
bond refund. 

• Bonds can only be refunded into 
Australian bank accounts. 

You and the property owner/manager must 
sign the Refund of rental bond (Form 4) and 
submit it to the RTA. The RTA will  refund 
the bond as directed within a few days. 

Getting your bond back

If you and the property 
owner/manager agree on 
the refund amount 
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• You or the property owner/manager can 
submit a bond refund form. 

• Whoever lodged the form that is 
processed first (Party A) triggers the 
dispute process, and the other person 
(Party B) must dispute the claim to 
prevent payment. 

• The RTA will send Party B a Notice of 
claim and Party B can submit a Dispute 
resolution request (Form 16). 

• If the RTA does not receive a completed 
Form 16 from Party B within 14 days, 
the bond will be paid out, as directed on 
Party A’s bond refund form. 

If you and the 
property owner/
manager disagree 

• If Party B does respond, the RTA’s 
dispute resolution service will try to help 
resolve the disagreement. If agreement 
is reached, both parties sign the bond 
refund form and the bond is paid out as 
agreed. 

• If agreement is not reached, Party B can 
apply to QCAT for a decision. They must 
do so within 7 days and notify the RTA 
in writing of the QCAT application within 
the correct time frame. 

• If no QCAT application is lodged by 
Party B within 7 days, the RTA will pay 
the bond as directed on Party A’s bond 
refund form. 

• More details on dispute resolution 
are available at rta.qld.gov.au and 
information about QCAT can be found at 
qcat.qld.gov.au.



It’s Property
The Proper Way
Talk to us today and see how we’re different from the rest. 

thepropergroup.ptyltd

thepropergroupptyltd

thepropergroup.ptyltd 

07 3924 1515
1 Breakfast Creek Road
Newstead QLD 4006

PGPROPERTYMANAGEMENT.COM.AU


