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Candidate 
name: 

 Candidate 
number: 

 

Units: (FNSCONV501B) Take instructions in relation to a transaction 

(FNSCONV502B) Prepare and/or analyse and execute documents 

(FNSCONV504B) Finalise conveyancing transactions 

(FNSCONV601B) Obtain and analyse all information for the transaction 

(FNSICORG603B) Negotiate to achieve goals and manage disputes 

Instructions 
To demonstrate you can undertake competency for the above units, your assessor will require 
you to submit two separate conveyancer client files, 1 for a vendor and 1 for a purchaser. To 
assist demonstrate your competency, it is expected you will choose files that are more complex 
in nature. They must be files you have completed and are familiar with, and you may be 
expected to discuss them during your interview. 
 

We appreciate that conveyancing files will not always contain all of the following documents, 
but try to include files that include as many of these documents as possible. If your submission 
does not contain everything an assessor requires, they will contact you to discuss what 
additional information they may need. If your file contains additional documents, add them to 
the bottom of the list and tick which files (vendor and/or purchaser) it applies to. 
 

Provide a brief summary (below) of each file to help explain the overall nature of the file and 
why you chose that particular file. 
 

Remember to submit this summary and checklist, and remove any information relating to 
privacy or intellectual property by striking or whiting it out from portfolio documentation. 
 

Candidate Declaration 
All portfolio evidence submitted as part of my VETASSESS conveyancer 
assessment is from a genuine conveyancing file, with work carried out 
by myself, and includes correspondence, facsimiles and documents to 
and from the client and solicitor/conveyancer on the opposite side of 
the transaction. 

Signed: Date: 

 

Purchaser file summary: 
 
 
 
 
 
 
Vendor file summary: 
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Purchaser 

file 
Vendor 

file Documents to include with each conveyancing file: 

    

Instruction sheet, detailing items such as: 

• vendor/purchaser details 
• terms and conditions including special conditions 
• price and dates 
• estate Agent details 
• details of other parties representative 

    

Contractual documents including: 

• Contract Note 
• Contract of Sale 
• Vendor’s Statement 
• Special conditions which may include: off-the-plan, owner builder, 

major domestic building contract and subdivisions, mortgagee’s sale, 
restrictive covenant, contamination /environmental, s173 agreement, 
approval of planning permit including: off-the-plan, owner builder, 
major domestic building contract and subdivisions 

    GST 

    Goods Statement  

    Other documents relating to SRO requirements 

    Requisition on Titles (and answers) 

    Transfer of Land (any format) 

    Licence agreement (if applicable) 

    Nomination documentation including Form 6A (if applicable) 

    Loan Approval 

    

Adjustments, Settlement Statement and Cheque Distribution, showing 
a range of items such as: 

• land tax 
• pensioner remission 
• arrears of rates 
• mortgage and discharge 
• council and water rates 
• owners corporation fees & levies 
• rent 
• withdrawal of caveat 

 

    Notice of Acquisition 

    Notice of Disposition 
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Purchaser 
file 

Vendor 
file Documents to include with each conveyancing file: 

    Letter of Accounting 

    SRO and Land Titles requirements 

    

A range of correspondence from the file (e.g. letters, emails, diary notes, 
faxes etc.) relating to: 

• the client 
• the other party and their representative 
• relevant financial institutions (re: loans, mortgages etc.) 
• estate agents (re: deposits etc.) 
• booking settlement 
• cheque details 

 

    
Correspondence showing  

• negotiations for a postponed settlement 
• a dispute 

 

     

     

     

     

 

Candidate comments: 

 

 

 

 

 

Assessor comments: 

 

 

 

 

 
Please include a copy of this completed summary and checklist with your application. 

 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


