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Rental Management Activities
PROCUREMENT: FIND, EVALUATE & ONBOARD NEW TENANTS

Viewing 
Appointments

Receive 
Landlord 

Instructions
Advertise

Arrange 
Viewings

Rental 
Applications

Evaluate 
Application

Make 
Recommendation 

to Landlord

SU
CCESFFU

L: 
Collect M

ove-in 
Costs &

 Sign Lease

Enquiries & 
Requests to 

View

UNSUCCESSUL:

Notify Applicant/s

SIGNED

LEASE
Prepare the Property – Ingoing 

Inspection – Key Handover

NEW TENANT ONBOARDING

End of Lease or 
Fixed Term

Negotiate, Document & Get the Lease Renewal Signed

Ad
ve

rt
is

e

Lease Termination Account Billing – Account Queries - Rent Collection –
Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION

EXIT MANAGEMENT

R
E-T

EN
A

N
TIN

G LEASE RENEWAL

LEASE MANAGEMENT: LEASE ADMINISTRATION, LEASE

RENEWAL, RE-TENANTING & EXIT MANAGEMENT
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Procurement Activities / Responsibilities
PROCUREMENT: FIND, EVALUATE & ONBOARD NEW TENANTS
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Rental Management 
Services

Mandates
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Rental Management = Procurement + 
Lease Management
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LEASE MANAGEMENT: LEASE ADMINISTRATION, LEASE

RENEWAL, RE-TENANTING & EXIT MANAGEMENT
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Lease Management
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Inspection – Key Handover

NEW TENANT ONBOARDING

End of Lease or 
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Negotiate, Document & Get the Lease Renewal Signed
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LEASE MANAGEMENT: LEASE ADMINISTRATION, LEASE

RENEWAL, RE-TENANTING & EXIT MANAGEMENT

Other Service Packages 
Offerings

Mandates
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Variations on Service Offerings to 
Landlords
• Credit Check and/or Application Vetting

• Rent Collection, i.e. Procurement & Rental Collection Only
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Upfront Rent Payments
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Rental Management = Procurement + 
Lease Management

PROCUREMENT: FIND, EVALUATE & ONBOARD NEW TENANTS
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Offers to Pay Full Rent Upfront

• Include a Policy & Procedure in Your Mandate so everyone is 
on the same page when this happens

• My Advice:
• Rent held in agency account

• Preferably a ‘Landlord Deposit or Savings Account’ that accrues interest to the 
landlord

• Amount Due each month is released and processed as per usual
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Offers to Pay Full Rent Upfront

• Reasons for My Advice:
• Unless you have changed the lease, the money is only due to the Landlord 

on the 1st of each month
• The Tenant has the right to cancel under CPA S14
• You’re still probably responsible for maintenance management and need 

funds

• Warnings:
• ALWAYS follow your application processing procedures and guidelines 

(including deposit requirements!)
• The offer to pay upfront often goes together with a request for rent payment
• Remember – the money will have run out at the end of the period

New Tenant Onboarding

Management Mandate
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New Tenant Onboarding

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

13

14

15



25 Sep 2020

6

Lease Administration
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Shaun Luyt | Residential Property Rental Procedures, Training & Advice | ShaunLuyt.co.za

Shaun Luyt | Residential Property Rental Procedures, Training & Advice | ShaunLuyt.co.za

New Tenant Onboarding/Lease 
Administration

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Billing – Account Queries - Rent Collection –
Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION
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Inspections

• ‘Complimentary’ Post-moving-in inspection

• Routine Inspections
• How often?
• Included in your management fee, or change extra?

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Billing – Account Queries - Rent Collection –
Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION
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How many agents charge for 
inspections?
IMPORTANT

May not charge 
Tenants for 
in/outgoing  
inspections
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Account Payments 

• Pay Landlord Accounts?
• Rates & Taxes
• Levies
• Etc

• If yes, make sure you include the specific instructions in your 
mandate with details – (PF004 – Mandate Services 
Management)

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Payment - Billing – Account Queries - Rent 
Collection – Arrears Management - Maintenance 

Management – Inspection Management

LEASE ADMINISTRATION
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Billing, Account Queries & Collections 

• Tenant Billing, Account Queries & Collections
• Rent
• Other Amounts

• Make sure you include the specific instructions in your 
mandate with details – (PF004 – Mandate Services 
Management)

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Payment - Billing – Account Queries -
Collection – Arrears Management - Maintenance 

Management – Inspection Management

LEASE ADMINISTRATION
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Landlord Payment Date

• Many mandates include a space for a date, e.g. 1st of the month
• What happens if you don’t have the rent yet?

• I prefer something like “the 1st business day of the month, or 
within 1 business day of receipt, whichever is the later”

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Payment - Billing – Account Queries -
Collection – Arrears Management - Maintenance 

Management – Inspection Management

LEASE ADMINISTRATION
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Arrears Management

• Sometimes Landlords don’t want to issues an LOD 
immediately

• Include your arrears management procedures and action 
dates in your mandate and get the Landlord to agree

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Payment - Billing – Account Queries - Collection 
– Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION
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Maintenance

• Maintenance required under the RHA – YES

• Preventative maintenance – YES

• Management of large projects? - NO

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Payment - Billing – Account Queries - Collection 
– Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION

22

23

24



25 Sep 2020

9

Shaun Luyt | Residential Property Rental Procedures, Training & Advice | ShaunLuyt.co.za

Do Agents Charge a Maintenance 
Surcharge?

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Payment - Billing – Account Queries - Collection 
– Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION
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Do Agents Charge a Maintenance 
Surcharge?
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Payment of Your Commission

• Generally only payable on money collected?

• Is this still a valid way to charge commission?

• Don’t you do more than just collect rent?

• I think commission should be due and payable each month!

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

Account Payment - Billing – Account Queries - Collection 
– Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION
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Lease Renewals & Exit 
Management

Management Mandate
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Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

End of Lease or 
Fixed Term

Negotiate, Document & Get the Lease Renewal Signed

Ad
ve
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is
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Lease Termination Account Payment - Billing – Account Queries - Collection 
– Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION

EXIT MANAGEMENT
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LEASE MANAGEMENT: LEASE ADMINISTRATION, LEASE

RENEWAL, RE-TENANTING & EXIT MANAGEMENT

Lease Renewals

Management Mandate
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• Fixed Terms Leases
• In accordance with Section 14 of the CPA
• Start 90 days prior to the end of the fixed term

• What about month-to-month leases?

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

End of Lease or 
Fixed Term

Negotiate, Document & Get the Lease Renewal Signed

Account Payment - Billing – Account Queries - Collection 
– Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION

LEASE RENEWAL

Lease Renewals

Exit Management

Management Mandate
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• Pre-Exit Inspection

• Exit Inspection (RHA)

Prepare the Property – Ingoing 
Inspection – Key Handover

NEW TENANT ONBOARDING

End of Lease or 
Fixed Term

Negotiate, Document & Get the Lease Renewal Signed

Ad
ve
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is
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Lease Termination Account Payment - Billing – Account Queries - Collection 
– Arrears Management - Maintenance Management –

Inspection Management

LEASE ADMINISTRATION
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Exit Management
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Rental Management Fee 
Structures
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Average Management Fees
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Average Management Fees
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Placement Fee & Management Fee?
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Webinar Review

Need Assistance?

Maintenance & Repairs
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Other Services

• Implement Weekly Portfolio Reporting & Team Meeting Agenda
• Portfolio Compliance Audit
• Rental Training Training
• Rental Team Workshops
• Mandate Review and/or Updates
• Development & Implementation of Policies and/or Procedures
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