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 A note from James...  

We put you first  

I understand that choosing the right Property Management company to manage your 

investment is one of the most difficult tasks you will face as a landlord.  

 

On a daily basis, we demonstrate to our existing landlords that we offer the ideal         

combination of professionalism, experience and commitment.  

 

After todays meeting, I hope youõll have noticed our enthusiasm. 

 

I appreciate that you have a choice, and as you weigh all the advice received, I ask you 

to consider the systems and processes that underpin the strength of our agency.  

 

Property management is much more that just collecting rent or striking a deal on fees.  

 

While we are commercially competitive, we donõt compromise on training, systems, 

equipment or standards that enable us to assure selection of quality tenants, timely rental 

payments and minimal vacancies.   

 

V  All property managers have completed the Certificate of Property Management 

 & continue training to keep up to date with current policies and legislation  

 

V  You can feel safe with our òCustomer Service Guaranteeó  (see over) 

 

V  We have a dedicated admin team with a full time accountant, digital marketing 

 & social media manager & efficient front desk team  

 

Please donõt hesitate to contact me directly should you have any further 

questions.  

 

 

James Mullins   | Business Development Manager  
P   03 358 9088      M  021 160 1621  ʓ   james@gpre.co.nz  

1 Wentworth Street, Ilam, Christchurch 8041   
Progressive Realty Ltd, licensed under REA 2008  



Our Customer Service Guarantee...  

In consideration of the trust you have shown towards our Agency, we guarantee to 

provide you with the best possible service in the management of your investment  

Property.  
Communication  

¶ Our office hours are: 9am ð 5pm Monday to Friday.  

¶ We will respond to your telephone call or email within 24 hours  
 

Marketing your Property for Lease  

¶ We will erect a ôFor Rentõ sign on your property on the day the listing is live online 

(if signs are permitted).  

¶ We will place a listing for your property on all the real estate websites that we   

subscribe to  and each listing will include at least 6 photographic images of the 

property, these websites include Trademe & Realeste.co.nz  

¶ Through our online booking system, your property will be available for viewing at 

times convenient to prospective tenants Monday to Saturdays.  

¶ All property viewings will be carried out by one of our representatives (we do not 

give out keys to prospective tenants).  

¶ We will update you on the status of your available property a minimum of twice a 

week and provide you with a weekly activity report until such time as the property 

is leased.  

Leasing your Property  

¶ All information and references provided by tenancy applicants will be verified by 

us within 1 working day of receipt, subject to all reference checks being returned 

and/or finalised.  

¶ All tenancy applicants will be screened on the National Tenancy Database.    

(TINZ Database)  

¶ All potentially suitable tenancy applications will be referred to you for a decision, 

unless otherwise instructed by you.  

¶ We will rent your property for the rental amount nominated in the Management 

Agency Agreement between us (or higher if the market justifies it) and the     

property will not be rented for a lower amount without your prior approval.  

¶ Within 48 hours of the tenancy being approved we will have the tenantõs sign the 

tenancy agreement and pay the required monies to secure the property. We 

charge the maximum bond which is 4 weeks rent to protect your investment.  

Rent Collection  

¶ We have a zero tolerance rent arrears policy.  

¶ On a daily basis, we will follow up all rent payments in accordance with             

legislation.  

¶ Should your tenant fall into arrears, we will contact you to seek your instructions 

regarding possible termination of the tenancy, subject to legislation.  



Our Customer Service Guarantee  

Rent Monies  

¶ All monies received by us will be banked into your nominated bank account, 

within 2 working days of our Rent Statement close off date.  

¶ We will provide you with a Tax Invoice at mid -month and end of month  

Repairs and Maintenance  

¶ We will not arrange any repairs to your property without your knowledge and 

approval (unless the repair is defined as òurgentó under the Act) or if otherwise 

instructed by you.  

¶ We will attend to any òurgentó repair requests within 24 hours of receipt and notify 

you of the action taken.  

¶ All reasonable steps will be taken to obtain the best pricing for your repairs and 

maintenance.  

¶ We will only use appropriately licensed and insured tradespeople for any repairs or 

maintenance work to your property.  

¶ We will provide you with a copy of invoices for all work arranged on your behalf for 

the property with your rental statements.  

Tenancy Agreement Renewals  

¶ We will review the tenancy agreement for your property 80 days prior to its expiry.  

¶ We will conduct a rent review at each tenancy agreement renewal expiry and 

provide a comparative market analysis.  

Periodic Inspections  

¶ We will carry out periodic inspections in accordance with frequency required as 

per your management authority and provide you with a detailed report each time 

including photos within 7 days following the inspection.  

Vacating  

¶ On receipt of vacating notice, we will advise you by phone and confirm the 

details in writing  

¶ After the tenant vacates the property, we will conduct a final inspection within 3 

days of the keys being returned and provide you with a full update on the 

condition of the property and any deductions pending from the tenants bond  

 

Should we fail to perform in any of the above areas, we invite you to register your 

complaint in writing. If the complaint is not acted upon and rectified within 7 days after 

receipt of your letter, we will promptly refund three months of management fees.*  

 

*The property must be under management for more than 90 days.  



Meet The Team... 

James Mullins  
Business Development Manager  
James comes to the BDM role from a background as a property manager & has grown up with a Mum & 

Dad who own & work in the business.  He is passionate about all areas of real estate & as an investor himself, 

he knows what is important to a property owner.  

Listening to his clientõs needs & providing realistic professional advice is what James is very conscientious 

about.    

His clients appreciate his sound business knowledge & know they can trust & rely on his honesty.  

For genuine & dedicated service you need look no further than James.  

Dianne Wright  
Property Management Team Leader  
Hello! I am very excited and grateful to have joined such a wonderful company.  I come from 10 years in 

property management, 8 of those years as the department manager.  

I believe that property management is a changing beast and that the face of property management has 

changed significantly in the last 10 years.  Now it is about Risk Management.  It is about Laws and Acts, and 

Consequences.  And at the heart of all of that is the core of our business.  People.  Relationships.  Building 

trust, Being of service.  Delivering on our promises.  It is about communication, education and negotiation to 

get the best result for all concerned while being aware of all risks and consequences.  Progressive First 

National are building something quite unique here, and I am absolutely stoked to be a part of it.  

Emily Palamountain  
Property Manager  
Emily is positive and highly motivated to achieve excellent results for her clients each and every day.   She 

understands the importance of great customer service & teamwork.  Her focus is to provide top quality 

service to both Landlords & Tenants - her communication skills, positive attitude & motivation will help her 

achieve this.  Efficiency & attention to detail are Emily's natural strengths.  

Her NZQA recognised Level 3 & Level 4 Certificate in Residential Property Management gives her a thorough    

understanding of the Residential Tenancies Act & will provide you with Peace of Mind when managing your 

property.  

Nathan Hill  
Property Manager  
When the phone rings or a client calls in, Nathan will always try to be a listening ear to his clientõs needs. He 

is very approachable & we know this is what his clients appreciate time and time again.  

Nathanõs ability to structure his day effectively ensures that he is able to juggle the many & varied tasks 

required of a successful property manager.  

Of high importance to Nathan is his reputation. He prides himself on bringing high integrity to the role & 

achieves this with outstanding honesty & can be relied upon at all times.  

Kimberley Mardon  
Property Manager  
Kimberley prides herself on providing her clients with a cheerful & enthusiastic communication experience. 

Her active & adventurous nature will always ensure that she continually problem solves in the best interests 

of her clients.  

Always adaptable to the task at hand & ambitious to get the most from her day, Kimberley will always strive 

for the very best result possible for those she works with.  

She is always looking to be in tune with her clients & to listen attentively to their needs.  This then leads to her 

compassionate attention to each individual client.    

A rare and sought after quality.  
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Meet The Team... 

Richard Hu  
Property Manager  
Customer satisfaction and superior service delivery is a top priority. Iõm willing to go above and beyond to 

achieve customer fullest satisfaction. To be successful takes hard work and dedication.  I have several yearsõ 

investment experience, all projects I handled with much precision and efficiency. I interacted with a broad 

range of functions including sales representatives, project manager, tradesman, and property manager. I 

can well balance the scale between property owner and tenant.  Also fluent Mandarin and English make 

the communication smoother with Chinese client.  Looking forward to deliver an over -the -top WOW level 

customer service experience to you!  

Sandy Clark  
Property Manager  
Enthusiasm is the name of the game when you work with Sandy.   Most clients love a sense of enthusiasm 

and a friendly approach and so working with Sandy is always a popular  

option.  

Sandy prides herself on her professional attitude to her  

property management business. She is dedicated to her role as a hard working property manager and 

nothing is ever a bother.  

If you want the job done well, always ask a busy person and you can then rely on getting a result.   

This definitely defines Sandy.  

Robin Zhou  
Accounts  

Robin is dedicated and enthusiastic in his work and manages our Accounts Department in a totally         

professional manner.  He is also quick to grasp new ideas and concepts, and to develop innovative and 

creative solutions to problems.  Robin has a Bachelor of Commerce Degree in Accounting, Finance and 

Information Systems from the University of Canterbury.   

He speaks English and Chinese fluently.  We are privileged to have Robin as a Team Member knowing our 

accounts are in safe hands.  

AJ Singh Gill  
Property Manager - Poulson Street Apartments  
AJ brings a new meaning to hard working. You can  relax in the knowledge that he is totally reliable and will 

just òkeep onó until the job is done. 

He brings common sense to the property management role and has the ability to provide practical solutions 

when problem solving.  

Honesty and sincerity are two sought after character attributes in most working environments and AJ has 

them both in abundance.  
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Why Use A Property Manager?   

Minimum stress, maximum return...  

Having your property professionally managed by Progressive First National can maximise the 

return for you as a landlord, while minimising the stress of dealing with tenants.  With the new 

compliance and legislation we can insure that your investment meets all of the requirements (for 

more information on compliance and legislation see flyer in this pack).  We can manage the whole process 

or just the jobs you would rather not handle.  

We find and manage the tenants for youé 
 

¶ Once your property is advertised potential tenants will view and apply  

¶ Potential tenants are screened, reference checks and credit checks are 

completed  

¶ Feedback is provided to you and you will be given the opportunity to decide 

who lives in your property.  

¶ The successful tenants come into the office to go over & sign the Tenancy 

Agreement, they are told their obligations & expectations in regards to the 

property and rent and bond monies are collected.  

¶ You will then be emailed all of the documentation in regards to the tenancy.  



Marketing  

Marketing your property  
 

First impressions count, we aim to get your property ôout thereõ asap! 
 

We utilize all types of media to market your property.  Online & social marketing play a very 

important role in finding the right tenants for your investment as currently at least 80% of 

enquiries come via the internet.  
 

Once listed your property is automatically sent out to our database of potential tenants as well 

as put on Trademe, Realestate.co.nz,  firstnational.co.nz,  inspect.co.nz and our website 

(gpre.co.nz)   We also create a listing image that is displayed on our digital marketing screens 

in our windows at our office.   Facebook, Instagram & Google are also used to get properties 

out to potential tenants.  We also place a high profile For Rent sign at the property.  
 

We have three Marketing Packages for you to choose from (see over).  Keep in mind the more 

exposure your property has the faster we can find suitable tenants.  
 

Online Booking System for viewingsé 
 

Potential tenants are able to book a viewing online at a time to suit them.   They will then get 

reminders about the viewings.  This makes follow up after viewings efficient, resulting in turning 

potential tenants into applicants.  



BRONZE PACKAGE - BASIC                              $59+gst  
V 8 x websites including Trademe, Realestate.co.nz, Chinese website  

V 8+ x quality standard photos  

V Eye catching For Rent sign displayed at property  

V Dedicated Leasing and New Business team to manage tenant enquiry                         

& show property  

V Viewings arranged at a time to suit the potential tenant  

V Digital window display at our Ilam office  

V Printed rental list give to prospective tenants  

V Alerts sent to our huge tenant database with reach growing daily  

V 24/7 online booking system  

V 24/7 online application system  

SILVER PACKAGE - MOST POPULAR                                      $99+gst 
V All of the above (Bronze package) plusé 

V Just listed flyers delivered around property once listed  

V 1 X Super Feature add for first 14 days  

GOLD PACKAGE - FOR EXECUTIVE HOMES        $199+gst  
V All of the above (Bronze & Silver package) plusé 

V Professional photos  

V Paid social media campaign  

V Asian media magazine advert  

V Feature advert on Trademe for life of listing  

V 1 x feature weekly rental Facebook & Instagram  

V 1 x feature weekly rental WeChat  

Marketing Options  

 

James can advise you on the best  
marketing package for your property 



Hereôs what our clients say... 

My initial inquiry regarding 
renting out my property 

was responded to very promptly 
plus plenty of information given.  
I feel that your staff           
demonstrated a high level of 
knowledge, and that your fees 
are competitive. 
Joanna 

Thanks very much for   
being so easy to deal with 

- easy & quick communication, 
and problems were dealt with 
efficiently. We wouldn't       
hesitate to recommend you to 
others... 
Rhyan & & Kelsi H 

My husband and I were 
very impressed and pleased 

with receiving such a warm    
personal service.  Not to mention 
also finding us a tenant so 
promptly. 
Nicole S 

Thank you for looking   
after the property for us 

and finding us such great     
tenants, we would certainly 
recommend you as a Property 
Manager to anybody that asks.  
Brent & Julie D 

Thank you for responding 
so quickly to our S.O.S.!  As 

always, we continue to genuinely 
appreciate your hard work and 
thank you for the way you take 
special care of us. 
Stephen 

After going through     
several Property         

Managers, we were relieved to 
have James Mullins take over 
our rental property.  James has 
been our Property Manager for 
a few years now and has        
always proven to be very    
helpful, even at the most trying 
of times.  He always takes the 
time to speak to us about any 
of our queries, no matter how 
trivial!  We have recommended 
James as a Property Manager to 
other people and will continue 
to do so.                                
Lauren & Peter O 

We felt happy and satisfied 
with the service from First 

National. The process was quick 
and professional.  As a young 
couple we are thankful to have 
been chosen for our property. 
Alex & Josh 



Getting your property ready  



Cleaning that needs to be completed prior to tenants moving iné we can            

arrange this for you if necessary.  

KITCHEN 

¶ Stove/ oven inside and out including the top under elements (donõt forget walls behind & beside the stove) 

¶ Oven Racks  

¶ Range hood/ exhaust Fan/ filters to be removed and cleaned properly  

¶ Dishwasher ð including the lip of the door  

¶ Inside and out all cupboards & drawers to be wiped/ cleaned throughout  

¶ Backsplash  

¶ Mop floors  

BATHROOM 

¶ Bath  

¶ Shower ðShower door, shower tray, shower frame, plug, trap and remove all soap scum & mould  

¶ Tiles 

¶ Toilet ð including wiping the outside of the bowl  

¶ Vanity Sink, drawers & Cupboards wiped out and mirror cleaned  

¶ If any chips ð Vanity/Bath they need to be professionally fixed  

¶ Dust extraction fans  

¶ Clean off any mould on ceiling  

¶ Mop floors  

LAUNDRY 

¶ Laundry Tub inside & in under it  

¶ Inside and out Laundry Cupboard  

INSIDE GENERAL 

¶ All light covers & switches to be cleaned inside and out  

¶ Blown light bulbs must be replaced  

¶ All light shades must be cleaned and working, power switches to be cleaned too  

¶ All skirtings ð dusted and clean  

¶ Windows inside and out  

¶ Window tracks, frames, ledges, sills and screens cleaned  

¶ Fly screens and security screens if any  

¶ Cobwebs ð all to be removed  

¶ Walls to be washed - wiping all marks off walls & doors  

¶ Air vents to be dusted  

¶ Ceiling fans to be dusted  

¶ Ensure that curtains are clean and free of mould  

¶ Blinds/ nets need to be clean and mould & dust free  

¶ Remove all fly dirt from any surface ð ceiling, light shades, walls etc  

¶ Clean Heat Pump & filters or clear out ash from fireplace  

GENERAL OUTSIDE 

¶ All Cobwebs to be removed from inside & basic outside brush down  

¶ Lawns to be mowed and edges trimmed and gardens weeded, paths and any areas that need weed spray-

ing completed  

¶ All Bins to be emptied and cleaned ð Rubbish, recycling & green bins  

¶ All rubbish to be removed from property including any in the garden  

¶ Driveways, carports, garages and all concrete areas swept out & to be free from oil and grease stains  

¶ Property to be sprayed for fleas inside and out ð if a pet has been kept at the Property  

¶ Pool if any must be chemically balanced and clean  

 

DONõT FORGET TO DOUBLE CHECK, THESE THINGS THAT ARE OFTEN MISSED: 

¶ Clean/ wipe Skirting Boards  

¶ Clean/ wipe Windowsills and surrounds to remove mould if any and dust  

¶ Removing your belongings & rubbish ð please donõt leave anything at property thinking the next tenant would 

like it. 

¶ Clean Light fittings, light shades & replace any blown bulbs  

cleaning checklist  



Rent & Property Management  

Property inspections & maintenance  

Progressive First National carries out comprehensive inspections at the beginning and end of 

each tenancy.  During the tenancy, we complete detailed property inspections up to four 

times a year, or sooner if your insurance indicates otherwise or you request.  We provide you 

with a comprehensive written report with photos.  

Our experienced tradeõs people are able to take care of any issues that arise.  We ensure all 

our contractors have Professional Indemnity Insurance. While we use a team of preferred 

contractors, we are happy to use anyone you recommend to work on your property provided 

they are licensed for the particular maintenance job.  

Letõs talk about the rent 
 

We have a zero tolerance comprehensive policy, for rent arrears.  We receive electronic bank 

statements daily, enabling us to act on arrears promptly.  
 

Payments to you can occur monthly or twice monthly.  We can provide detailed financial 

statements every 1st and 15th working day to you and your accountant.   
 

Rents are reviewed regularly to ensure the rent reflects current market conditions.  We can 

pay expenses such as rates, insurances, grounds maintenance etc. and can attend to any  

insurance claims on your behalf.  



Further informationé  

Tenancy Tribunal  

Our Property Managers are equipped with a thorough knowledge of the Residential Tenancies 

Act 1986, and the workings of the Tenancy Tribunal should an application be needed. We pride 

ourselves on having good relationships with our clients and have a track record of successful 

mediation and know the workings of the Tenancy Tribunal should you require representation.  

Keys and Locks  

A landlord is required to provide a secure dwelling so locks need to be in good working order. 

We require three sets of keys to be provided, two to be given out to tenants and one to be 

retained in our office.  

Inspections  

We will carry out 3 monthly Routine and Maintenance Inspections to ensure your investment is 

kept clean and tidy and no damage has occurred.  At Progressive First National  we have a 

high standard of presentation.  

(Inspections can be carried out as requested by the owner)  
 

Repairs & Maintenance  

Any repairs or maintenance will be dealt with quickly and efficiently by our qualified and 

reliable Trades people.  

(Repairs or Maintenance can be carried out by Trades people requested by the owner)  
 

Lease expiry  

We will ensure that there is minimal downtime between leases when a tenant vacates. Six 

weeks notice is required for a Fixed Term Lease prior to the end of tenancy, 3 weeks for a 

Periodic.  
 

Rent reviews & appraisal  

We will routinely check the Market Rents to ensure that your investment is achieving the correct 

rental amount. If we deem this to be too low, we will carry out a Rent Increase, this will be 

communicated with you prior. Sales appraisals can be organized upon request.  
 

Statements & Payments  

Monies are paid through to Owners accounts Monthly or Twice Monthly.  Along with your 

Payment you will be emailed or posted a Monthly Statement.  
 

Insurance & Rates  

We can take care of your Insurance and Rates upon request.  

We look forward to managing your valuable property assets. Here are some other things you 

may like to know:  

Relationships  

We want you to enjoy the process of having your property professionally managed. You have 

access to our team of Property Managers. Once the tenancy is under contract you will be 

assigned to one manager who will deal with your day -to -day transactions.  

Confidentiality  

We commit to working in a professional manner upholding client confidentiality and not 

disclosing your information to a third party without authority or legal duty to do so.  As members 

of the Real Estate Institute of New Zealand, we abide by an ethical code of conduct.  



At Progressive First National we know that you want to be able to access your    important property 

information when itôs convenient to you.  Online access enables you to log on at your convenience and 

access your information. 

In addition to accessing all this data you can also view and download copies of documents relevant to 

your property.   Perfect for tax time or whenever you need them.  You can access this via our website 

   www.gpre.co.nz 

Contact your Property Manager today  

to find out how you can have  

your property information at your fingertips!  

Our Online Owner and Tenant Portals are         

accessible from our website and allow you, 

the property owner or tenant, to;  

¶ Log into the portal via our company 

website using your secure username and 

password  

¶ Access your property information 24hrs a 

day, 7 days a week  

¶ View important property data and      

financial data anytime  

¶ Download your statements and        

documents  

¶ Directly contact our business from the 

portal  

Access to your  information online... 


