TO DO LIST

Chapter 1 - What’s New in the Industry

Strata Update
· Make sure you check OFT’s website and read up on the latest information regarding the new Strata and Community Scheme Management legislation

Rental Bonds Online
· Talk to your licensee about registering for Rental Bonds Online
· Update your leasing processes and new tenant information to include instructions for paying their bond online
· Log into the new system and compare the list of rental bonds linked to your agency to your agency’s bond records.

Swimming Pools Update
· Check the swimming pools register website for confirmation of the start date.
· Ensure that information is provided to all current and new landlords about compliance inspection and certificate requirements.
· Update appraisal and listing processes for both sales and leasing/management to ensure that swimming pool compliance information is obtained from the property owner.
· Keep a register of all managements with swimming pools to track compliance inspections and certificate expiries.

Loose Fill Asbestos Update
· Update listing documentation to include Loose-Fill Asbestos Questionnaire (both sales and leasing/management)
· Check OFT’s website for release of updated New Tenant Checklist
· Check for release of updated Residential Tenancy Agreement
· Ensure that adequate disclosures are made to all relevant prospective buyers and tenants regarding the potential for loose-fill asbestos to be present at the property.

Chapter 2 - General Office Compliance
Essential Employee Records
· Check that all commission agreements are in writing and up to date
· Ensure that the agency has an employee register
· Ensure that the employee register adequate tracks all important employee information

Preparing for an OFT Spot Check Audit
· Check agency displays
· Verify the agency has Supervision Guidelines
· Confirm that all current employees have been issued with and signed a copy
· Confirm that the agency maintains complaints registers
· Conduct regular internal audits of property files and agency records

Work Health & Safety
· Include WHS as an agenda item at your regular staff meetings
· Record outcomes of consultation
· Check that you have an adequate first aid kit/s in your agency
· Ensure that any staff who use their personal car for work purposes has a first aid kit
· Nominate a staff member to manage first aid kits
· Provide first aid information and instructions to all staff
· Maintain records of any first aid that is given
· Use the WorkCover Emergency Management Plan checklist to review current plan
· Update current plan as necessary
· Ensure that regular testing of the emergency plan is carried out and documented
· Ensure that the emergency management plan is reviewed regularly and updated as required.

Chapter 3 - Property Management Compliance
Ingoing Condition Report
· Ensure all PM’s are trained in what to look for when carrying out an ingoing and routine inspection
· If you haven’t already, explore the option of iPad/tablet apps to make the process more efficient
· Review your inspection scheduling system to see if it can be improved
· Review your agency agreement terms to see whether the current frequency of inspections is viable and in line with your fee structure
· Check your last few reports to ensure that your level of commenting is sufficient - are you covering all the right areas?
· Have follow up procedures to ensure that the tenant’s copy of the ingoing report is returned.

Tenant Induction
· Update agency new tenant procedures to include an induction meeting.
· Update or create a New Tenant Pack to include all important tenancy, agency and area information.
· Create tenant acknowledgment documents to confirm what was discussed and provided at the induction meeting.

Chapter 4 - Sales Compliance
Surviving an OFT Property Audit
· Use a standard template for recording comparable sales information.
· Ensure that agent comments are included on a comparable sales template.
· Update agency procedures to ensure that all sales records are made in a consistent manner.
· Determine an agency policy regarding the use of an advertised or verbal quote price during an auction campaign.
· Determine an agency pricing policy regarding “offers over” private treaty campaigns.
· Review all printed material that is provided to buyers during a campaign to ensure that it is clear and concise about its purpose. Insert a disclaimer if necessary.
· Ensure all buyers are followed up to gain feedback.
· Provide a weekly written vendor feedback report.
· Audit current sales file to ensure that all required and best practice records are being retained.
· Regularly audit sales files to ensure that compliance is maintained.

General Sales File Compliance
· Make sure you use standard templates wherever possible to ensure that all salespeople are recording information and obtaining authorities in a consistent manner.
· Audit a  current or recently completed file (hard copy and electronic) to identify whether you have all the necessary records available.
· Review all agency templates and record keeping procedures to ensure that they are sufficient and efficient for you to use.
· Implement regular internal auditing to ensure that you maintain compliance.






