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HAVE WE ACTED FOR YOU BEFORE        YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

How did you hear of Skilled Conveyancing?       
FULL NAME/S OF OWNERS
     
Contact Details
Mailing Address      
Telephone       Work       Facsimile      
Mobile/s            
Email/s            
ADDRESS OF PROPERTY BEING SOLD
     
Do you live in the property?  
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If not, is the dwelling vacant?
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

Is the property rented?
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 If YES, please provide a full copy of the Tenancy Agreement/Lease which is to be included in the Section 32 – Vendor Statement
Is the rent currently paid up to date? 
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 If NO, please advise details of arrears and what action has been taken 

      
GST - If the property is not your residence, is there a GST component involved with the sale?        YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

SELLING AGENT DETAILS
Company       Agent      
Address      
Telephone       Facsimile       Mobile      
Email      
AUCTION - IS THIS PROPERTY BEING SOLD AT AUCTION?
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, date:       
NOTE:  It is now a requirement that a formal Contract of Sale be prepared. (Contract Notes no longer exist).  
We suggest that our office, rather than the Real Estate Agent, prepare the Contract of Sale for you. This will ensure that all relevant conditions/Sections of the Contract are completed and/or deleted as required. 
If the property is proceeding to Auction, a Contract must be prepared.
OUR FEE TO PREPARE THE CONTRACT OF SALE IS $100.00 PLUS G.S.T.
Do you wish our office to prepare the contract of sale for you? 
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

PLANNING 
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Has any Town Planning Permit issued with respect to the property?  YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 If yes, please provide a copy

PROPERTY
Are there smoke detectors installed?
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 If yes, how many   



    


Do you have a swimming pool or spa?
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, does the pool/spa meet the council regulations as from 01/07/1997 relating to the appropriate fencing and locks?




YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

Are there any restrictions that affect the property?  Ie. Adverse possession (neighbours own any part of the land) / restrictive covenants?


YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, please provide details      
Are you aware of any misdescriptions of the title boundaries?
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, please provide full details      
Is there access to the property by road?
    YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 Is the road made or unmade?      
How is the property zoned (ie residential 1 etc)?      
Name of your local council      
How much do you pay to the council per year? $     
Are there street constructions charges payable?
    YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, provide details      
Name of your water board      
How much do you pay to the water board per year? $     
(we need just the drainage fee and annual parks & gardens charge shown on your account)
What services are connected?          (please advise your service provider)
Electricity 
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 (ie TRU/AGL       
Gas

YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 (ie Origin/United      
Water

YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 (ie South East/Yarra valley      
Sewerage
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 (ie south east/yarra valley      
Telephone
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 (ie telstra / optus      
Septic tank
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

Water by trunk line agreement      
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
If yes, please provide copy trunk service agreement
Water licence (diversion/irrigation/bore/other) 
   YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
If yes, please provide copy of the licence
Are you transferring the licence with the property YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If any of the beforementioned services are not connected, are they available to the property?
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, please provide details      
NOTICES
If any notices have been issued with respect of the property full details must be provided, including:-
Are you aware of any council proposals or received any notices, letters, orders etc. regarding proposed street construction scheme, water authority relating to installation of sewerage, widening of roads, fencing notices from neighbours, etc. which affect your property, matrimonial notices or orders, legal notices or orders?
     
INSURANCE                                     
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Do you have insurance cover over your home?   
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

(you must keep your property insured until settlement) (unless vacant land)
Name of insurer           

Policy number          

Amount insured for $      

Period of insurance       

BUILDING WORKS/PERMITS






     
How old approximately is the dwelling/building?      
Is the building a house / unit / factory?       
BUILDING APPROVALS ISSUED IN LAST 7 YEARS
During the past seven years, have you (or previous vendor) obtained a permit to erect a dwelling/unit, pergola, verandah, garage, carport, shed, install a woodheater, addition, swimming pool, fence, retaining wall or any other matter requiring a building permit?

YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 If yes, please provide full details 
Permit for      
Date of permit      
Date of occupancy/final inspection certificate      




Number of permit (if details to hand)       
Have all the conditions of the permits obtained to build been satisfied?     
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If no, please provide details      
Have all final inspections taken place?     




YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, please provide details       
**Please provide Certificate of Occupancy (or Certificate of Final Inspection) and Certificate of Builders Warranty Insurance (if over $12,000.00).

Have you built anything without obtaining a building permit?  
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, please provide full details      
Has there been anything built over the easement? 

YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, please provide details      
Was it built with a building permit & consent to build over easement from the relevant authority? YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, please provide a copy of consent to build 
HOMES BUILT BY REGISTERED BUILDER





Name of the registered builder (if less then 7 years old)       
**If the dwelling/building is less than 7 years old you will need to provide us with a copy of the Occupancy Permit and Builders Warranty Insurance.
BUILDING WORKS AS AN OWNER BUILDER
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Is your name shown on the Building Permit as the owner and also the Builder? 
YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

IF YES, THEN YOU ARE AN OWNER BUILDER…!

IF NO BUILDING PERMIT OBTAINED FOR WORKS, THEN YOU CARRIED OUT THE WORKS AS AN OWNER BUILDER
All owner builders and renovators need to be aware that when selling their home, they may be required to provide the purchasers with Owner Builder Warranty Insurance. If you do not have the Warranty Insurance you CANNOT sell the property. The Insurance is to cover the purchaser in the event of faulty workmanship. The period of warranty is for 6 years from the date of the Occupancy Permit or Certificate of Final Inspection. Owner Builder Warranty Insurance is only required where the cost of the works is over $12,000.00. Below this amount it is not a legislative requirement, but you will still need to provide an Owner Builder Inspection Report.

You will be required to provide a Defects Inspection Report (Owner Builder Inspection Report pursuant to S137b of The Building Act 1993) which will detail any defects in materials or workmanship and any incomplete work. If you have built a new home, bought a home and renovated, extended or done building work on the property then you will need an Owner Builder Defects Report if the work is less than 6 ½ years old (NOTE: 6½  years from Date of Occupancy Permit, or Certificate of Final Inspection). The report is only valid for a period of 6 months.  If you have not sold your home within this period, you will be required to provide an updated Inspection Report.   

**NOTE YOU WILL REQUIRE AN OWNER BUILDER DEFECTS REPORT IF YOU HAVE – 

Built a new home, Purchased & Renovated, Taken out a permit in your name but had a builder to do the work, Replaced the kitchen or bathroom, Built a deck, Built a small or large pergola, Attached a verandah to the house, Erected a steel kit garage on the property, Installed retaining walls, Built a carport or garage, Installed a swimming pool or spa, Built a new boundary fence.
NEW LEGISLATION SINCE 31 DECEMBER 2007



OWNERS CORPORATION
   (previously known as BODY CORPORATE)

an owners corporation certificate MUST be included in the vendors section 32 statement 

(if more than 2 units on the property).

Are there more than 2 units on the property?       YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 
 If yes, please provide the following information:
Owners Corporation Management Company / Secretary 
Name       

Address       

Telephone       Facsimile       Email      
The Owners Corporation Management Company will charge a fee of $150.00 for preparation of the Owners Corporation Certificate (for each Owners Corp No. that the unit forms part of).

Please immediately contact the Owners Corporation Management Company to obtain the Owners Corporation Certificate and provide a copy to our office once to hand. The vendors section 32 statement cannot be prepared until the Owners Corporation Certificate is received by us.

If there are more than 2 units on the property and you do not have an Owners Corporation Management Company, you still need to provide an Owners Corporation Certificate (which gives details of insurance, rules, and minutes of Annual General Meeting etc).    
If you are unsure of what you need to provide, please contact our office to discuss.
MORTGAGE DETAILS                                                    Page 5 

REQUIRED FOR SECTION 27 (EARLY RELEASE OF DEPOSIT MONIES) & DISCHARGE MORTGAGE

Loan Account Number   (check your Loan Statement)      
Loan Reference / Customer Ref (if different to above)      
How much did you borrow (total amount borrowed)?  $     
Does the Mortgage provide for further advances or redraw   YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

The rate of interest presently payable under the Mortgage is      %
The amount paid as monthly instalments is $     
Are you in default under the Mortgage    YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

How much do you owe….approximately   $     
**What is the anticipated sale price for your property $     
Bank/Mortgagee details
Bank       Branch      
Address      
Bank Manager       Telephone       Facsimile      
Email      
Originator (if applicable)

Name      
Address       Telephone      
Is the Mortgage secured over other property or linked collaterally to anther Mortgage?             YES  FORMCHECKBOX 
 NO  FORMCHECKBOX 

If yes, are you discharging mortgage in full or part (please provide details)      
IF THERE IS NO MORTGAGE, WHO HOLDS THE ORIGINAL CERTIFICATE OF TITLE?
Name/Company      
Telephone       Facsimile       Email      











TITLE PARTICULARS TO THE PROPERTY BEING SOLD
LOT NO.       PLAN OF SUBDIVISION NO.      
VOLUME       FOLIO      
If you are unsure of particulars, you should refer to your Rate Notice, your file when you purchased the property or ring your bank and ask for them
ACKNOWLEDGEMENT
I / We understand that the submission of this Vendor Instruction Sheet constitutes my/our Instructions for you to act on my/our behalf and proceed with the preparation of the Vendors Statement on my/our behalf 
I/we confirm that all information contained herein is complete and correct to the best of my/our knowledge.

