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Thank you for your enquiry, 

  

Cairns Leading Real Estate - holds the responsibility of looking 

after your investment in the highest regard and will work 

towards providing you the ultimate real estate service 

experience whether in property management or sales. 

Our results, ethics, service, achievements and 100% total 

commitment to you and your property will stand us apart from 

our competitors. We are committed to working with you to 

achieve the best result.   

Our property management department works in the absolute 

best interest of all our owners. We treat your investment 

property as if it’s our own. As investors ourselves, we 

understand, what you are looking for in property management. 

We are equipped with the most innovative and newly released 

programs and systems available to us today. Rest assured, when 

placing your property in the hands of Cairns Leading Real Estate 

and our highly skilled, knowledgeable and most importantly 

highly trained property managers, you know you are placing 

your investment property in good hands. 

 

If you’re committed to getting the best price for your investment 

and you want the process to be as rewarding and stress free as 

possible, we can help you.   

 

 

  



 
 

 

Cairns Leading Real Estate 

We are a boutique real estate agency and thrive to provide quality 

management possible. 

Our website has been designed to supply valuable information to 

anyone buying, selling or renting in the Cairns & Surrounding 

areas. This is an ongoing and ever evolving process and we would 

welcome your comments on the content and value your opinion 

of our site.  

We have a plan for the future and are constantly reinvesting in our 

staff and resources to provide you with outstanding service. 

 

Mission Statement 

Our mission is to be the real estate agency of choice in the area. 

We will provide effective service with honest attention to each 

investment specialising in listing and selling of homes, marketing, 

sales finance, and property management and information 

technology.  We have built an energetic, diverse and successful 

team of people who strive to provide quality service for their 

clients.   

Our team is absolutely committed to provide the best value, 

maintain a culture of belonging and grow a fresh and strong 

brand.   

 

Guarantee of Service 

Cairns Leading real Estate is a company that you can trust. We 

value your business and guarantee the highest level of service for 

every investment we handle, every sale, every auction and every 

property management for every client. This is our service 

guarantee.  

Our company is independently owned and operated and we are 

contactable 24 hours a day, seven days a week.  

We are a dynamic team, with various expertise.   

Cairns Leading Real Estate is prominently located on 163 Sheridan 

Street, Cairns QLD 4870. 

  



 
 

 

Choosing an Agent 

Choosing the right property manager to manage your 

investment is the most important decision you will possibly ever 

make. The agency and agent you select will be representing you 

in all aspects of the management process.   

Regardless of the market conditions, there are always tenants 

looking for a home. To give yourself the best opportunity of 

leasing your home in the shortest possible timeframe and at the 

best price, you need to select a qualified property manager with 

the knowledge, experience and skills to do a great job for you. 

The presentation and communication skills of a property 

manager are vital in leasing your home to qualified tenants, so 

make sure you are comfortable with the way they communicate 

and present themselves to you.    

The benefit of using a reliable, reputable agency will not only 

ensure that your asking price and actual leasing price are not 

worlds apart, but also ensure that the property is on the market 

for fewer days. The management of an investment property is 

among one of the most stressful things you will ever do in your 

lifetime. Minimise the stress by selecting a reputable and 

experienced property manager so that you can carry onto the 

next chapter of your life.  

Before selecting a property manager to represent you, it could 

be good to ask them some of the following questions; 

1.  How will the agency market my investment property? 

2. What is the process for dealing with rental arrears?  

3.  What systems are in place for dealing with repairs and 

maintenance? 

4.  What can I do to maximise my rental return?  

5.  Can you send monthly statements via email and deposit 

the money into my nominated bank account electronically?  

6.  What is the frequency that the agency will communicate 

with me and what form will it be in. 

 

  



 
 

 

Why Cairns Leading Real Estate? 

  

Our office is situated in a prominent position as well as centrally 

located at 163 Sheridan Street only stone’s throw from Cairns CBD 

We are long-time residents of Cairns and have the local 

knowledge and understanding of our market place, which in return 

will give you an immediate advantage, when it comes to 

promoting your investment property.      

Our staff are specialists in their roles to capitalise on the quality of 

service. Your investment will be managed very professionally. Our 

team undergoes a structured training program to ensure they are 

always at the peak of the industry.   

The property management department has meticulous policy and 

procedure systems that are followed by all our team members to 

ensure high standards of consistent service that property 

investors expect.     

  

We communicate with you on a regular basis to ensure that you 

are informed of all important matters of your investment property, 

account and tenant.   

 

 

  



 
 

 

 
Grant Stone 
Principal/Director 
 
With many years in the Real Estate 
Industry, Grant has become a well-
recognised, well respected, multi 
award winning agent in the Cairns 
region. His extensive knowledge of 
the Cairns market, his passion, total 
dedication and commitment to his 
work is without question truly unique 
and sets him apart from all other 
agents. 
 
 Most importantly Grant just love’s his 
work and working with people, 
achieving outstanding results for his 
clients most other agents and 
agencies can only dream about.   

 
With his success, and the encouragement and support of family 
and friends Grant has now purchased his own real estate agency 
“Cairns Leading Real Estate”, A full sales, rental and property 
management company, holey and solely dedicated to providing 
outstanding service and results. 
 
 
 

“I feel so honoured, and so very proud when a client’s 

hands either myself or our wonderful team their 

property to sell or manage for them.” 

 “I just love Real Estate.” 
 

 

  

https://www.facebook.com/grantstoneclre/
https://www.facebook.com/grantstoneclre/


 
 

 

 
 
 
 
 

Juliette Harper 
Senior Property Manager & Team Leader 
 
 
Having been in the real estate industry for 
nearly 30 years, Juliette’s wealth of 
knowledge as an industry all-rounder is 
immeasurable. Juliette has worked in every 
faces of the industry and for large 
franchises.  
 
Juliette ran her own boutique agency 
“Cairns Front Door Realty” for over 6 years 
after leaving a successful career with the 
Hedley Group in Project Sales. Juliette built 
an enviable property portfolio and thrives 
on giving her clients that person touch 
that she is renowned for.  
 

An excellent communicator, Juliette would rather pick up the 
phone rather than send an email. Juliette believes that person 
contact is the best form of service you can offer, no matter what 
industry you are in. Juliette loves real estate and all the 
challenges that come with it, especially in the property 
management world. A firm believer that educating and 
managing tenants leads to a more beneficial relationship al 
round.  
 
 
 
 

 

 

 

 

 

 



 
 

 

 

Marketing   

 

Our marketing campaign is high impact and innovative, proven to 

find tenants in the shortest possible time frame.   

Once you have made the decision to employ Cairns Leading Real 

Estate as your managing agent, our marketing campaign 

commences immediately.    

The marketing campaign consists of the follow:  

1. A photo and description on our rental list   

2. Advertisement on our websites: 

a. www.cairnslre.com  

b. www.realestate.com.au   

c. www.domain.com.au  

d. www.homely.com.au 

e. www.homesales.com.au 

f. www.ratemyagent.com.au 

g. www.homehound.com.au 

h. www.rent.com.au 

i. www.thehomepage.com.au 

 

  

3. We have new modern highly visible sign boards that will be 

erected at the property. 

 

We also have a tenancy database of qualified tenants looking for 

a rental property and they are immediately notified when a 

property becomes available. 

 

 

  

http://www.cairnslre.com/
http://www.realestate.com.au/
http://www.domain.com.au/
http://www.homely.com.au/
http://www.homesales.com.au/
http://www.ratemyagent.com.au/
http://www.homehound.com.au/
http://www.rent.com.au/
http://www.thehomepage.com.au/


 
 

 

Tenant Selection Process 

 

We pride ourselves on our reputation and referral base business; 

therefore, we have designed a strict tenant interview and 

application process.    

It is our office policy that every prospective tenant is accompanied 

to a property with a member of our property management 

department. Under no circumstances will we issue out keys to 

your vacant investment property. During the property inspection 

with the prospective tenant, our staff member attending the 

appointment conducts an interview to assess their suitability for 

renting a property.   

Once an application is received, we thoroughly check their 100 

points of ID along with confirming employment details. If the 

applicant has a rental history, we contact their previous property 

manager or landlord to discuss their tenancy along with obtaining 

a copy of the rental payment ledger.   

Our office is also a member of Tenancies Information Centre of 

Australasia (TICA) a comprehensive database of defaulting 

tenants. This database is an imperative tool when it comes to 

selecting a tenant.  

Prospective tenants are approved by our property managers 

before any tenancy documentation is entered into.   

 

  



 
 

 

Residential Tenancy Agreements 

Once a tenant has been approved to lease your investment 

property and they are ready to move in, they are required to enter 

into a binding Residential Tenancy Agreement.  

The property manager will prepare the Residential Tenancy 

Agreement along with supporting documentation such as entry 

reports, photocopy of the keys being provided and Bond 

Lodgement forms.   

At the appointment to sign the Residential Tenancy Agreement, 

the property manager will ensure that the tenant fully understands 

the terms of the agreement and their responsibilities and payment 

of two weeks rent in advance by the tenant. By law, your property 

manager will sign this document on your behalf.   

A rental bond equivalent of 4 weeks rent is collected and 

disbursed to the Residential Tenancies Authority for the duration 

of the tenancy. 

Collection of Rent 

 We offer four forms of rental and water usage payments for the 

tenant’s convenience. They are as follows;   

• Direct internet transfer payment  

• Direct debit periodic payment 

• Centrepay deduction   

When these methods are utilised, the funds are transferred 

promptly from the tenants’ bank account directly into our trust 

account. 

Lease and Rent Reviews 

Our Business Development Manager together with the property 

managers are consistently monitoring the market conditions and 

property prices.   

You will be contacted in writing eight weeks prior to the 

expiration of the lease seeking your instructions in relation to 

renewing the lease for a further six or 12 months.   

At this time we will advise you of the current market rate to 

ensure that your investment is receiving a premium return at all 

times.   



 
 

 

Property Inspections 

In order to monitor and ensure that your investment is being well 

maintained at the highest possible standard, inspections are both 

a priority and responsibility of investment management.   

 

Entry Condition Report  

Prior to the tenant moving into your investment property an in-

depth and detailed condition report will be completed by your 

property manager which covers both the internal and external 

property. A minimum of 25 photographs will be taken via a digital 

camera at the time of the condition report being completed for 

the file.     

 

Periodic Inspections   

The first inspection will be conducted eight weeks into the 

tenancy and then once every four months.   

Following each inspection a comprehensive report on the overall 

condition along with any recommended repairs and maintenance 

will be sent to you. Digital photos will also be taken at the 

inspection to remain on file.    

Please advise the property manager if you would like to attend the 

periodic inspections.   

 

Exit Condition Report    

Once the tenant has vacated the property and handed in all of the 

keys to our office, an in-depth and detailed exit report is 

completed and cross referenced with the initial entry report to 

ensure that the property is left in the same condition as when the 

tenants moved in given fair wear and tear.   

  

  



 
 

 

Repairs and Maintenance 

Ensuring that your investment property is in a well maintained 

condition will attract not only a satisfied tenant but also a steady 

capital appreciation.   

Should any repairs or maintenance come to light during the 

tenancy, one of our property managers will contact you to discuss 

how you would like to proceed and obtain quotes if necessary.   

Some owners do prefer to attend to maintenance at their 

investment property or engage their own preferred tradesman.   

Should you elect for our office to look after the repairs or quotes 

our office has a portfolio of preferred qualified tradesman that we 

work with on a regular basis.   

All tradesmen that we appoint for repairs and maintenance must 

provide the following documents to our office;  

• Current workers compensation insurance 

• Current public liability insurance 

• Current licenses for their trade 

• Competitive rates  

• ABN registration    

 Once an invoice is issued for any repairs and maintenance, 

payment can be made from your rental account or the invoice can 

be forwarded to you in order for direct payment to the tradesman.   

  



 
 

 

Arrears Management Process 

  

We have a strict arrears management procedure that is always 

adhered to regardless of the tenants reasoning behind late 

payment.   

This procedure is to ensure effective management of arrears to 

protect your investment.   

Following is a sample of our arrears process;   

3 days in arrears - SMS reminder   

4 days in arrears - Reminder phone call   

7 days in arrears - Letter to remedy the breach and a courtesy 

phone call to landlord to advice of the 

situation    

10 days in arrears - Letter advising that a termination notice will 

be issued for non-payment if not paid 

immediately  

15 days in arrears - Letter of lease termination is issued.  

 Tenants who have not complied with the termination notice and 

paid the arrears in full or vacated the property, an application to 

the tribunal will be made on your behalf.    

 

  



 
 

 

Payment of Invoices 

We can pay a range of invoices that relate to your investment 

property such as;   

• Council Rates 

• Water Rates 

• Strata Levies / Fees  

• Tradesman Invoices  

• Landlord Insurance Renewals    

 If you would like the convenience of Cairns Leading Real Estate - 

having any of the above invoices redirected to our office for 

payment each quarter, all you need to do is fill out the ‘Rates 

Redirection’ form in this pack and give back to our property 

management department. 

 

Monthly Accounting 

Our office has a complete computerised accounting system to 

alleviate errors and confusion.   

Payments are made directly into your bank account either 

fortnightly or monthly.   

A detailed statement with any invoices paid during the month 

attached will be posted or emailed to you.   

An additional ‘income and expenditure’ statement will be 

prepared for you at the end of each financial year for your 

investment property tax return. 

Insurance 

Landlord insurance is for residential investment property. 

Landlord insurance can provide protection for your property and 

rental income as well as providing legal liability relating to injuries 

or damage resulting from management or ownership of the 

property.  

It is imperative that you do have Landlord Insurance. Depending 

on the policy that you decided to go with, it can cover you for 

default of rent, loss of rent (example; due to a fire) malicious 

damage, contents (example; carpet, blinds etc) and public 

liabilities.  



 
 

 

Fee’s – Why Cheaper is not always better 

  

The real estate industry has been inundated by agents prepared 

to work for low fees. On the surface this looks like a great deal, but 

getting a good deal on the leasing of your property with a great 

tenant relies on more than just a low commission.    

Some landlords make the mistake of selecting a property manager 

offering the lowest commission or promising the highest leasing 

price for the home. This often misses the market of potential 

qualified tenants and the best possible price.  This can mean your 

property takes longer to be rented or undesirable tenants 

applying for the property because the agent doesn’t have much 

invested in leasing the property or has the property priced outside 

of the market.   

Property management is a professional service.  Selecting a real 

estate agency who offers the lowest fee can be costly to your 

investment return. In your decision to select a real estate agency 

to manage your investment property, it is imperative that all the 

staff are experienced in applying all lawful procedures, have a 

keen attention to detail and have the systems in place to maximise 

the return on your asset along with managing your property as 

though it was their own. 

  



 
 

 

What Are Our Fee’s? 

You can choose between 2 different fee schedules.  

 

Option 1: 

Commission   8.5% + GST of the rent 
collected 

Administration    $11 per month incl. GST 
Letting Fee    1 Weeks rent incl. GST 
Lease Renewal Fee    $66 incl. GST 
Marketing  $170 incl. GST 
Financial Year Statement    $30 
Tenant Database Checks NO Charge 
‘For Rent’ signboard erection NO Charge 
Rental list NO Charge 
Periodic/routine inspections NO Charge 
Tribunal / Court / Mediation $66 per hour incl. GST if we 

attend hearing on your behalf 
Lodging Insurance Claims $66 per hour incl. GST is 

applied when we prepare and 
lodge insurance documents 

 

 

Option 2 – Flat Fee  

A flat fee of 11% + GST …… This is a set fee with absolutely no more 

to pay 

  

  



 
 

 

Frequently Asked Questions 

Is the property manager’s office location important when it comes 

to managing my investment?  

Absolutely! Property management staff are out and about in the 

local area which enables them to drive past their rental properties 

on a regular basis. If your agent is not local, then they won’t be 

able to frequently check in on the property to ensure the lawns 

and gardens are being are being kept at a high standard.  

Why use a property manager and pay fees when I can do it 

myself?  

There are many owners who choose to manage their investment 

property themselves and in most cases they do very well. 

However, it is extremely time consuming when it comes to 

advertising to find a tenant, collecting rent/water, arranging 

repairs and maintenance, dealing with day to day tenant 

issues/complaints and then conducting inspections.    

 A successful property manager will take all of the time consuming 

tasks off your hands along with helping you make you money on 

the investment.   

Another important factor is the detailed legal aspects of managing 

a property. It is imperative that a property owner/manager 

handles a tenant issue in the correct legal matter otherwise it 

could be a costly and traumatic experience.  

Experienced and successful property managers are well informed 

of the Residential Tenancies Act, Consumer Trader and Tenancy 

requirements and the any change of legislation governing them.  

How can Cairns Leading Real Estate manage my investment 

property if it is currently being managed by another agent?  

Switching the management to Cairns Leading Real Estate is 

simple.   

You can change managing agents without causing interference 

with tenancy even if your property is currently tenanted and 

locked into a current lease.  

Once you have made the decision to move on and appoint a new 

property manager, we can provide a seamless transition taking 

care of everything.  



 
 

 

We will supply you with Transfer of Managing Agent letter that 

you will be required to sign in order for our office to make 

arrangements for the file and keys to be collected from your 

current managing agent.   

We will then fax/email the letter to your current managing agent 

giving the appropriate notice period that is required as per your 

Managing Agency Agreement that was signed with them.   

Once the notice period has expired, we will collect the file, keys 

and any other relevant information from the agent and we manage 

your investment property from there.   

A ‘Change of Managing Agent’ form can be found in this pack if 

applicable to your current situation.   

  

What if I don’t want pets residing at my investment property?  

Property owners may choose to specify if pets are, or, not allowed 

in the Residential Tenancy Agreement for your investment 

property.   

Unless a pet is specifically approved by the property owner, pets 

are not allowed on the property at any time.   

Should you decide to allow the tenant to have a pet, once they 

vacate the property they will be required to have the home 

sprayed professionally for fleas internally and externally.   

  

What happens if my tenant does not pay rent?  

Cairns Leading Real Estate has a zero tolerance arrears policy; 

therefore, we monitor tenant arrears on a daily basis. When a 

tenant is 2 days in arrears they will receive an SMS reminder, 4 

days in arrears a reminder phone call will be made, 7 days in 

arrears – a letter to remedy the breach will be sent and a 

courteously phone call to landlord to advise of the situation, 10 

days in arrears – a letter advising that a termination notice will be 

issued for non-payment if not paid immediately, 15 days in arrears 

- a termination notice is issued and a copy of the notice is sent to 

the landlord.   

It is our intention at all times to minimise any loss to the property 

owner so these actions are imperative to be carried out promptly.  

 



 
 

 

Do I need landlord’s insurance, is it really necessary?  

It is not compulsory to have landlord insurance on your 

investment property; however, we strongly recommend that 

every property investor has a landlord insurance policy in place 

for their investment. Landlord Insurance will protect you in the 

event should a tenant stop paying rent, vacating the property 

early or malicious damage the property. Some policies also include 

public liability and limited cover for contents (e.g. floor coverings, 

curtains).  

For more information on Landlord Insurance policies, please speak 

to your property manager.   

Should I redirect my mail?   

Yes. Tenants cannot always be relied upon to forward your mail 

to our office in a timely manner. We strongly recommend that you 

arrange a mail redirection service with Australia Post.    

A ‘Redirection’ form for Australia Post can be found in this pack, 

simply fill it out and take into your local post office. Please note 

that a fee may be required for this service with Australia Post.   

Where are the keys kept for my investment?  

A set of keys are provided to the tenant and a second set 

maintained in the office. For security reasons, all our keys are 

coded and do not identify the property address.   

Am I liable to pay for Electricity / Gas / Phone?  

No. It is the tenant’s responsibility to have these utilities 

transferred into their name once they take occupancy and to 

arrange disconnection when they vacate the property.   

Who pays for the water, the landlord or tenant?  

The landlord is liable to pay the rates notice in full. The tenant is 

then invoiced for the water usage component of the bill. 

Calculations are made at the beginning and end of the tenancy to 

charge for the correct portion of water usage.   

 


