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Agent holds deposit.

Lawyer instructs 
Mortgagee to prepare 
Discharge of Mortgage
in readiness for 
settlement.

Client may need to sign 
documents for their bank.

CONTRACTS 
EXCHANGED
DEPOSIT PAID
(Cooling off period may 
apply)

Buyer found or property 
sells at auction.
Agent sends Sales Advice 
Notice to lawyers acting
for Seller and Buyer.

Client starts preparations 
for move, including 
organising removalists, 
ending services 
accounts etc.

Lawyer deals with Lawyers
for potential buyers who 
have enquiries or wish to 
negotiate the conditions 
of Contract.

Agent negotiates with 
all buyers and liaises 
with client.

Client provides 
instructions to Lawyers.

Lawyer prepares 
Contract.
Sends copy to Agent and 
Client.

Agent advertises property 
for sale either by auction 
tender or private treaty.

Ask Lawyer to prepare 
Contract.  
Instruct Lawyer with 
details of inclusions and 
any special conditions.

LAWYERCLIENT

Prepare property for sale.  
Appoint Agent & sign 
Agency Agreement.
Locate old records, 
Survey, Building Certificate, 
approved plans, title deeds.

AGENT

Agent will obtain Zoning 
Certificate from Council  
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Buyer’s Lawyer sends 
calculations on final 
figures for settlement.

Seller’s Lawyer sends 
to client.

Client checks figures.

Advises Lawyers how 
balance of purchase 
monies is to be paid.

Sellers’ Lawyer sends 
Transfer to be signed by 
Seller. After seller has 
signed, it is held pending 
settlement.

Sign Transfer and return
 to Lawyer.

Buyer’s Lawyer sends 
Requisitions on Title.

Lawyer responds.

Buyer’s Lawyer prepares 
Transfer and sends to 
Seller’s Lawyer to be 
signed by Seller.

LAWYERCLIENT

Provide Lawyer with 
instructions, if needed, 
in relation to Requisitions.

AGENT
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Bank funds as directed 
by client.

Report to client.

Agent deducts commission 
and accounts to client for
balance of deposit.

Client receives report 
from Lawyer.

Property sold.

Attend settlement, receive 
monies and hand over 
Title documents to buyer.

Advise agent that 
settlement has taken place.  
Agent hands keys to buyer.

Mortgagee receives funds 
to discharge and hands 
over Title documents.

Figures approved.

Time and place for 
settlement organised.

Agent advised of time and 
place for settlement.

Client advised of time and 
place for settlement.

LAWYERCLIENT AGENT
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