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[bookmark: _Toc24284290]BSBCNV501 BSBCNV511 Take instructions in relation to a conveyancing transaction
[bookmark: O_704229]
[bookmark: O_704230]Application
This unit describes the skills and knowledge required to take instructions from a potential client in order to initiate a real estate, business or personal conveyancing transaction.
It applies to individuals who communicate with clients to establish the client’s needs, and identify conflicts of interest, parties, properties and other interests, and determine terms of engagement and contingency strategies.
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements.
[bookmark: O_704233]Unit Sector
Technical Skills – Conveyancing
[bookmark: O_704234]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Establish the client’s needs
	1.1 Identify and verify the client’s identity according to practice policies and procedures
1.2 Identify and, clarify and assess client needs and expectations in according toaccordance with the practice’s policypolicies  and proceduresprocedures
1.32 Determine and discuss optional courses of action with client
1.43 Check information in relation to the transaction for accuracy and relevance
1.54 Obtain mutual agreement regarding responsibilities, obligations and expectations of all parties to the transaction 
1.65 Record and document client’s needs and responsibilities promptly and accurately

	2. Identify any conflict of interest 
	2.1 Identify and record existing or potential conflicts of interest associated with the transaction 
2.2 Assess Evaluate conflicts of interest to and determine required appropriate action for the client and practice, and promptly advise client of any necessary action

	3. Identify parties, properties and other interests
	3.1 Accurately iIdentify and explain the roles of various parties involved in the conveyancing transaction
3.2 Analyse and explain estates and interests in the property of the relevant transaction
3.3 Analyse documentation and titles to confirm facts pertaining to the transaction
3.4 Communicate accurately to the client the title and contract details and respective consequences

	4. Determine terms of engagement
	4.1 Determine Document appropriate terms of engagement which comply with legislative, regulatory and practice requirements and articulate to client clearly and promptly
4.2 Establish and record client’s agreement with terms 
4.3 Obtain authorities from client and other relevant parties
4.4 Check estimates of fees, disbursements and time for accuracy and completeness and provide to client

	5. Determine contingency strategies
	5.1 Assess Identify contingencies relating to the transaction and advise the client
5.2 Determine contingency strategies and options and agree in consultation with client

	6. Initiate the transaction
	6.1 Select a course of action which meets the client’s needs and complies withaccording to legislative requirements and with theand practice policiesy and proceduresprocedures of the practice
6.2 Advise client of all actions to be implemented to meet their agreed needs and expectations
6.3 Confirm and promptly record instructions from client to proceed or not to proceed 
6.4 Make referrals to other professionals or third parties where appropriaterequired
6.5 Formally open, organise and document all relevant instructions, information, facts and evidence in client file



[bookmark: O_704235]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Accesses and interprets documentation from a variety of sources checking for accuracy, completeness and relevance

	Writing
	Records information accurately using correct spelling, grammar and terminology in appropriate organisational formats
Prepares files and correspondence using logical structure and language appropriate for purpose and audience

	Oral Communication
	Uses questioning and active listening to determine and confirm client requirements and to share information
Uses language and concepts appropriate to audience when participating in verbal interactions

	Numeracy
	Performs mathematical calculations to check accuracy and completeness of numerical and financial data with a focus on identifying errors and discrepancies 
Effectively aAnalyses, records and consolidates financial information

	Navigate the world of workSelf-management
	Takes full responsibility for ensuring that documentation and processes comply with legislative requirements and practice policies

	Interact with others
	Selects and uses appropriate conventions and protocols to gain and provide information relevant to a conveyancing transaction

	Get the work doneProblem solving
	Plans, organises, implements and reviews actions needed to achieve objectives effectively and efficiently
Systematically gathers and analyses information and evaluates options to address complex or non-routine problems 
Anticipates potential problems and develops contingency plans
Uses the main features and functions of digital tools to complete work tasks and to access information

	Planning and organising
	Plans, organises, implements and reviews actions needed to achieve objectives effectively and efficiently

	Technology
	Uses the main features and functions of digital tools to complete work tasks and to access information




[bookmark: O_704237]Unit Mapping Information
Supersedes and is equivalent to BSBCNV501 Take instructions in relation to a transaction.

[bookmark: O_704244]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284291]Assessment Requirements for BSBCNV501 BSBCNV511 Take instructions in relation to a conveyancing transaction
[bookmark: O_704239]
[bookmark: O_704240]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify the client’s requirements and initiate conveyancing transaction according to requirements practice policies and procedures on at least three different occasions.

In the course of the above, the candidate must:
communicate effectively with a client and identify their needs
accurately interpret and document parties, properties and other interests and legal consequences
determine terms of engagement and contingency strategies
accurately record client details and requirements and initiate a transaction compliant with theaccording to practice’s policypolicies  and procedures and relevant legislation.

[bookmark: O_704241]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
identify and explain key business principles and laws applicable to takinge instructions for conveyancing, business and personal transactions
explain current definitions of conflict of interest within legislation and the industry, with examples of conflict of interest situations in a conveyancing transaction
identify and explain key current legislative, regulatory and industry practices, procedures and services
identify and describe key policies, procedures and business requirements of the practice
explain a range of common professional and industry terminology
identify and discuss relevant consumer protection compliance, certificates and any legal consequences
identify and categorise relevant types of contract titles and other required documentation
key compare and contrast types of transactions for personal, business andor real estate conveyancing.

[bookmark: O_704242]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to: 
common office equipment, technology, software and consumables
suitable assessment records showing the establishment of a conveyancing client. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704245]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10




[bookmark: _Toc24284292]BSBCNV505 BSBCNV512 Finalise the conveyancing transaction
[bookmark: O_704363]
[bookmark: O_704364]Application
This unit describes the skills and knowledge required to complete conveyancing transactions and ensure verify that all matters relating toincluding arranging settlement, determining contingency strategies, completing transactions, and implementing post-transaction procedures, as appropriate, are completed in the process. 
It applies to individuals who use specialised knowledge, systematic approaches and strong organisational skills to prepare and process transactions efficiently.
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements.
[bookmark: O_704367]Unit Sector
Technical Skills – Conveyancing 
[bookmark: O_704368]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Arrange the settlement 
	1.1 Identify all parties to the transaction and take all relevant actions to ensure they are ready to complete the transaction
1.2 Fulfil transaction requirements accurately and confirm completelyness including consideration of any relevant electronic requirements
1.3 Identify and collate information relevant to preparation of settlement statements and prepare and reconcile statements 
1.4 Identify funds pertaining to the completion of the transaction and advise relevant parties 
1.5 Receive funds required for the completion of the transaction within the required timeframe
1.6 Attend the settlement, if where required
1.7 Ensure Confirm documents are stamped correctly in accordance with legislative, regulatory and the practice’s requirements

	2. Determine contingency strategies for settlements where contractual obligations remain unfulfilled
	2.1 Identify unfulfilled contractual obligations and assess possible contingencies 
2.2 Identify a and evaluate a range of contingency strategies and options and evaluate and articulate these to the client
2.3 Determine appropriate strategies and options in consultation with client and in accordance withaccording to practice policypolicies  and procedures, and with legislative, regulatory, contractual and professional requirements

	3. Complete transaction
	3.1 Confirm transaction arrangements with all relevant parties and ensure  verify conditions for the finalisation of the transaction, including compliance with special conditions are met
3.2 Arrange and perform final searches and inspections where required
3.3 Examine transaction documents for accuracy and completion
3.4 Complete transaction with all relevant parties
3.5 Lodge stamped documents for registration

	4. Implement post-transaction procedures, as appropriate
	4.1 Advise all relevant parties, including rating and other authorities of transaction completion
4.2 Make outstanding payments 
4.3 Monitor and conclude outstanding matters promptly
4.4 Confirm registration change on title, if applicablewhere required
4.5 Return documents to client and third parties
4.6 Receive and disburse funds as authorised
4.7 Prepare and dispatch invoices to client and other parties
4.8 Update financial, business and client records 
4.9 Close and archive file according to legislative, regulatory, contractual and practice requirements



[bookmark: O_704369]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Interprets and analyses a range of information relevant to key steps within a process

	Writing
	Prepares correspondence for a range of audiences and completes forms accurately using correct language, concepts and terminology

	Oral Communication
	Participates effectively in verbal exchanges using questioning and active listening to determine and confirm requirements and instructions

	Numeracy
	Performs mathematical calculations to check accuracy and completeness of numerical and financial data 
Gathers, interprets, analyses, consolidates and records financial information

	Navigate the world of workSelf-management
	Takes full responsibility for ensuring that all documentation and processes comply with legislative and practice requirements

	Interact with others
	Selects and uses appropriate conventions and protocols to gain and provide information for the conveyancing transaction
Collaborates with others to achieve required outcomes playing an active role in negotiating agreement 

	Get the work donePlanning and organising
	Plans, organises, and implements tasks for effective and efficient outcomes, and in accordance with statutory and organisational requirements
Uses problem solving processes to identify and analyse conveyancing issues 
Anticipates potential problems and implements contingency plans, if required
Uses the main features and functions of digital tools to complete work tasks and to access information

	Problem solving
	Uses problem solving processes to identify and analyse conveyancing issues 
Anticipates potential problems and implements contingency plans, where required

	Technology 
	Uses the main features and functions of digital tools to complete work tasks and to access information




[bookmark: O_704371]Unit Mapping Information
Supersedes and is equivalent to BSBCNV505 Finalise the conveyancing transaction.

[bookmark: O_704378]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: O_704153][bookmark: O_704154][bookmark: O_704157][bookmark: O_704158][bookmark: O_704159][bookmark: O_704161][bookmark: O_704168][bookmark: O_704163][bookmark: O_704164][bookmark: O_704165][bookmark: O_704166][bookmark: O_704169][bookmark: O_646622][bookmark: O_646623][bookmark: O_646626][bookmark: O_646627][bookmark: O_646628][bookmark: O_646630][bookmark: O_646637][bookmark: O_646632][bookmark: O_646633][bookmark: O_646634][bookmark: O_646635][bookmark: O_646638][bookmark: O_1001569][bookmark: O_1001574][bookmark: O_1001573][bookmark: O_1001572][bookmark: O_1001571][bookmark: O_1001570][bookmark: O_1001563][bookmark: O_1001565][bookmark: O_1001568][bookmark: O_1001567][bookmark: O_1001566][bookmark: O_1001564][bookmark: O_674998][bookmark: O_674999][bookmark: O_675002][bookmark: O_675003][bookmark: O_675006][bookmark: _Toc24284293]Assessment Requirements for BSBCNV505 BSBCNV512 Finalise the conveyancing transaction
[bookmark: O_704373]
[bookmark: O_704374]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
complete and finalise a conveyancing transaction on at least three occasions.

In the course of the above, the candidate must:
arrange and attend, or electronically attend, settlement in accordance withand confirm completion of all instructions and requirements, including:
adjustments of relevant outgoings and other fees
confirmation of final payments
checking documents for accuracy 
complete settlement transaction that meets:
agency or practice organisational policies and procedures
legislative requirements of settlement transactions 
contractual requirements
client requirements
monitor progress where actions are delayed, extended or rescheduled and determine contingency strategies for settlement where contractual obligations remain unfulfilled
implement post-transaction procedures, as appropriatewhere required.
communicate effectively with a range of personnel.
[bookmark: O_704375]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
identify the key roles of relevant parties in a settlement
transaction requirements, including electronic requirements 
describe file reconciliation procedures and other financial procedures relevant to settlement transactions
conditions for the finalisation of the transaction, including compliance with special conditions
describe the key features of:
formal and informal industry codes of practice governing settlement procedures 
legislation, regulations and common law relevant to settlement transactions

outline practice, policypolicies  and procedures in relation to transaction settlement and client management
explain monitoring procedures and possible solutions where actions are delayed, extended or rescheduled
compliance requirements of land registry and other relevant agencies   

identify and describe key regulations and procedures of relevant government agencies relating to settlement transactions.

[bookmark: O_704376]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
common office equipment, technology, software and consumables
suitable records showing the completion of a settlement transaction.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704379]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284294]BSBCNV502 BSBCNV611 Read and interpret a legal document and provide advice in a conveyancing transaction
[bookmark: O_704249]
[bookmark: O_704250]Application
This unit describes the skills and knowledge required to read and interpret a legal documents and provide advice to a conveyancing clients within a range of contexts and environments. It encompasses includes defining the nature and function of the documents in the a transaction and advising the client about their rights, obligations and alternative courses of action, if where required.
It applies to individuals who apply specialised knowledge and pay closexercisee attention to detail when interpreting and analysing complex legal documentation and providing advice to others. 
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements. 
[bookmark: O_704253]Unit Sector
Technical Skills – Conveyancing
[bookmark: O_704254]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Define and identify nature of document
	1.1 Define and document the nature of the legal document 
1.2 Identify the function and significance of the legal document in the conveyancing transaction 

	2. Identify Assess relevant legal principles
	2.1 Identify and document statutory and general law principles governing the legal document and its function in the conveyancing transaction 
2.2 Identify and document rules governing construction and interpretation of contracts and other legal documents 
2.3 Identify and document rules for use of precedents, standard form contracts, and statutory forms 
2.4 Conduct appropriate legal research, as required

	3. Identify interests of client
	3.1 Identify legal interests of the client in relation to the subject matter of the legal document 
3.2 Identify terms essential to protect the client’s interests 
3.3 Identify non-legal interests and other needs of the client in relation to the subject matter of the document 

	4. Evaluate Check document for accuracy
	4.1 Check parties, property, information and factual details are accurate and relevantfor accuracy and relevance
4.2 Check annexures to the document for are accuratecy and relevancet
4.3 Check the legal document or an annexure for compliance if it is required to comply with a procedural or formal requirement
4.4 Check the legal document or annexure for compliance with statutory and practice requirements if it comprises a statutory or prescribed form
4.5 Identify information to be obtained from or provided to third parties or other professionals in relation to the legal document 

	5. Examine document
	5.1 EClosely examine the legal document and interpret and analyse relevant legal principles and key terms
5.2 Identify and assess rights, responsibilities and liabilities of all parties, expressed or implied in the legal document
5.3 Identify any lack of conformity with client’s initial instructions and any gaps, lack of certainty or ambiguity in the language 
5.4 Identify any non-compliance with legal principles within the legal document 

	6. Evaluate issues
	6.1 Assess legal and non-legal issues and risks to the client arising from the legal document 
6.2 Interpret extent to which the legal document does or does not protect the interests of the client 
6.3 Interpret key terms or points for negotiation with third parties or other professionals 

	7. Advise client
	7.1 Summarise and clearly communicate rights, responsibilities and liabilities of all parties to the client, including specific rights of the client
7.2 Summarise and clearly communicate legal and non-legal issues and risks arising from the legal document to the client

	8. Clarify instructions
	8.1 Determine and discuss alternative courses of action with the client where it is considered the legal document does not adequately protect the interests of the client, or meet the client’s other needs requirements 
8.2 Summarise and clearly communicate legal and non-legal consequences for each alternative to the client
8.3 Assist client in selecting a course of action

	9. Attending to signing the legal document
	9.1 Identify statutory and other rules governing signing and witnessing of legal documents, including deeds
9.2 Apply relevant rules governing signing and witnessing of documents in the execution of the legal document by the client

	10. Document advice
	10.1 Prepare a file note recording the substance and details of the advice given to the client and the instructions received
10.2 Despatch correspondence to client confirming the advice given in relation to the legal document and instructions received 
10.3 Provide concise instructions on signing and witnessing legal document, where required If the document is not signed in the conveyancer’s office, include, in correspondence dispatched to client, clear and concise instructions on signing and witnessing the document 



[bookmark: O_704255]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Accesses and interprets complex legal documentation from a variety of sources using detailed criteria to closely examine, analyse and check for accuracy, completeness and relevance

	Writing
	Records and synthesises information accurately using correct writing mechanics and organisational formats
Prepares files and correspondence using logical structure and language and concepts appropriate for purpose and audience

	Oral Communication
	Uses questioning and active listening to determine and confirm requirements and understanding 
Presents complex information using vocabulary, tone and pace appropriate for the audience and purpose

	Numeracy
	Effectively analyses, records and consolidates financial information and numerical data

	Planning and organisingNavigate the world of work
	Plans, organises, and implements processes to complete required tasks efficiently and according to statutory and organisational requirementsInterprets and follows relevant legislative requirements explicit and implicit protocols, policies and procedures and meets expectations associated with own role
Ensures knowledge of legislation and regulations relevant to role is accurate, comprehensive and current

	Problem solvingInteract with others
	Uses analytical thinking to anticipate potential problems and form contingency plansSelects and uses appropriate conventions and protocols to gain and provide information of a legal nature
Uses collaborative techniques, language and concepts appropriate to audience when negotiating with and interviewing 

	Get the work doneTechnology
	Plans, organises, and implements processes to complete required tasks efficiently and according to statutory and organisational requirements
Systematically gathers and analyses all relevant information and evaluates options to solve problems or make decisions that could have legal consequences
Uses analytical thinking to anticipate potential problems and form contingency plans
Uses the main features and functions of digital tools to complete work tasks and to access information




[bookmark: O_704257]Unit Mapping Information
Supersedes and is equivalent to BSBCNV502 Read and interpret a legal document and provide advice.

[bookmark: O_704264]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284295]Assessment Requirements for BSBCNV502 BSBCNV611 Read and interpret a legal document and provide advice in a conveyancing transaction
[bookmark: O_704259]
[bookmark: O_704260]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
review and interpret legal documents correctly and explain meanings and implications to clients on at least five occasions.

In the course of the above, the candidate must:
compare legal requirements with client instructions
prepare relevant, accurate and timely written and/or verbal advice forto clients
oversee a legal document signing
maintain accurate and thorough records.
[bookmark: O_704261]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
identify and explain key business principles and principles of law applicable to reading and interpreting legal documents and transactions, including legislative and general law (common law and equity) principles 
identify and explain typekey features of:
transactions for personal, business or real estate conveyancing
contracts and other documents used in conveyancing
•	identify and explain key current legislative, regulatory and industry practices, procedures and services
identify and describe key insurance requirements relevant to a conveyancing transaction
explain, using simple vocabulary, a range of:
words, phrases and terms of conditions
professional and industry terminology 
particular words or terms that could cause problems (e.g. shall/may/must/will)
identify and describe key policies, procedures and business requirements of the practice
identify and apply relevant consumer protection compliance
identify, describe and apply rules and procedures related to:
precedents and statutory forms
construction and interpretation of documents.

[bookmark: O_704262]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
common office equipment, technology, software and consumables
suitable assessment records showing the preparation of a variety of legal documents to support a conveyancing transaction. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704265]Links
Assessment Requirements for BSBCNV612 Identify and apply legal requirements for a conveyancing transaction	Draft

Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284296]BSBCNV503 BSBCNV612 Analyse and interpretIdentify and apply legal requirements for a conveyancing transaction
[bookmark: O_704268]
[bookmark: O_704269]Application
This unit describes the skills and knowledge required to analyse and interpret legal requirements for a conveyancing transactions within a range of contexts and environments. It encompasses identifying and applying statutory interpretation techniques, identifying and tracking changes to relevant legislation and codes of conduct, and maintaining appropriate records.
It applies to individuals who use specialised knowledge and skills to research and evaluate complex information and compliance requirements, and apply that information to relevant tasks. 
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements.
[bookmark: O_704272]Unit Sector
Technical Skills – Conveyancing
[bookmark: O_704273]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Interpret legal principles and legislative requirements affecting conveyancing transactions
	1.1 Identify conveyancing practice’s legal framework of conveyancing practice 
1.2 Access legislation and regulations relevant to the provision of conveyancing services Interpret components of statute law and their relationships with respect to their application to conveyancing practice
1.3 Interpret relevant legislation and its application to conveyancing practice Access legislation and regulations relevant to the provision of conveyancing services 
1.4 Identify and analyse relevant case law for legal principles

	2. Interpret Evaluate legislative requirements affecting conveyancing transactions
	2.1 Interpret and analyse the structure of legislation and regulations that relate to conveyancing transactions 
2.2 Analyse common interpretation problems 
2.3 Apply interpretation rules and techniques for interpretingrelating to legislation and regulations in conveyancing transactions

	3. Track and interpret changes to legislation and regulations affecting agency operations
	3.1 Identify processes that lead to changes in legislation and regulations 
3.2 Access source documents for amendment legislation relevant to the provision of conveyancing services 
3.3 Establish a process and technique for tracking amendments to legislation and regulations 
3.4 Interpret and address implications of changes to legislative and regulatory requirements in line with agency procedures
3.5 Communicate changes to legislative and regulatory requirements to appropriate relevant people in line with agency policypolicies  and procedures

	4. Comply with relevant codes of conduct
	4.1 Source and access relevant codes of conduct 
4.2 Interpret relationship between industry codes of conduct and legislative requirements 
4.3 Apply key principles and responsibilities of codes of conduct to own work in line with industry practice
4.4 Ensure Confirm personal own ethical behaviour complies with relevant codes of conduct

	5. Maintain records of legislation and industry codes
	5.1 Identify practice processes and the personnel responsible for monitoring and communicating changes to legislation and industry codes of conduct 
5.2 Maintain relevant records of legislation and codes of conduct 



[bookmark: O_704274]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Accesses information and uses analytical skills to interpret complex documentation from a variety of sources

	Writing
	Uses correct language and terminology to pPrepares complex documents including formal and informal letters, reports and applications
Accurately cCompletes forms and maintains records

	Oral Communication
	Effectively pParticipates in verbal exchanges to convey and clarify information with range of personnel

	Self-managementNavigate the world of work
	Takes full responsibility for following policies, procedures and legislative requirements and identifies organisational implications of new legislation or regulations
Understands responsibilities of own role to behave ethically and according to codes of practice 
Ensures knowledge of legislation and regulations relevant to role is accurate, comprehensive and current

	Planning and organisingInteract with others
	Plans, schedules and implements processes and tasks to maintain currency of legislation, regulation and codes of practice for organisational useSelects and uses appropriate conventions and protocols to gain and provide relevant information on legal requirements

	Problem solvingGet the work done
	Plans, schedules and implements processes and tasks to maintain currency of legislation, regulation and codes of practice for organisational use
Uses problem solving processes to identify, analyse and resolve issues that could have legal consequences
Uses the main features and functions of digital tools to complete work tasks and access information

	Technology
	Uses the main features and functions of digital tools to complete work tasks and access information




[bookmark: O_704276]Unit Mapping Information
Supersedes and is equivalent to BSBCNV503 Analyse and interpret legal requirements for a transaction.

[bookmark: O_704283]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284297]Assessment Requirements for BSBCNV503 BSBCNV612 Analyse and interpretIdentify and apply legal requirements for a conveyancing transaction
[bookmark: O_704278]
[bookmark: O_704279]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
interpret and comply with legislation and industry codes of conduct relating to conveyancing transactions and agency operations, including:  


conducting legal research 
and applying changes in law to current practice
communicatinge key information effectively to clients and other relevant professionals
, and maintaining accurate file records.
[bookmark: O_704280]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
interpret and analyse legislation to identify legal principles, requirements and amendments affecting conveyancing transactions and agency operations
interpret and explain key features of industry codes of conduct
explain common problems associated with interpreting legislation
identify and reference relevant/recent  case law
identify and explain key features of Commonwealth, and State or Territory legislation and local government regulations relating to:
contracts of sale of land 
disclosure requirements
duties and taxes
government fees and registration requirements 
insurance 
relevant deposit legislation/ and requirements
estate agents’ legislative requirements
competition and consumer protection 
privacy 
corporations and other legal entities.

[bookmark: O_704281]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
a range of common office equipment, technology, software and consumables
suitable assessment records showing the preparation of a variety of legal documents to support a transaction.
 
Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704284]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24284298]BSBCNV504 BSBCNV613 Prepare legal documents for a conveyancing transaction
[bookmark: O_704306]
[bookmark: O_704307]Application
This unit describes the skills and knowledge required to prepare legal documents to support a conveyancing transactions on behalf of a clients.
It applies to individuals who use organisational skills to analyse and prepare legal documents suitable for purpose.
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements.
[bookmark: O_704310]Unit Sector
Technical Skills – Conveyancing
[bookmark: O_704311]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Determine legal nature and relevance of documents
	1.1 Interpret Evaluate the legal nature of the document 
1.2 Determine Identify the structure, function and significance of the document in the conveyancing transaction 
1.3 Interpret and apply statutory and general law principles governing the document and its function in the conveyancing transaction 

	2. Prepare legal document
	2.1 Identify and apply rules governing construction and interpretation of contracts and other legal documents 
2.2 Identify and apply rules for use of precedents, standard form contracts, and statutory forms 
2.3 Use principles of legal drafting, including the use of plain language, to prepare the document

	3. Draft and Rreview document against client’s needs
	3.1 Interpret and draft terms essential to protect the client’s interests 
3.2 Review and Rrectify any lack of conformity with the client’s instructions 

	4. Check document for accuracy
	4.1 Check parties, property information and factual details for accuracy
4.2 Check annexures to the document for accuracy and relevance
4.3 Correct gaps, lack of certainty or ambiguity in language 
4.4 Review and rectify non-compliance with legal principles within the document 




[bookmark: O_704312]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Analyses and evaluates complex documentation from a variety of sources checking for accuracy, completeness and relevance

	Writing
	Uses correct language and terminology to pPrepares comprehensive, clear and accurate legal documents 

	Oral Communication
	Uses questioning and active listening to effectively participate in verbal exchanges to convey and clarify information and resolve issues with range of personnel

	Navigate the world of workSelf-management
	Takes full responsibility for ensuring that all documentation and processes comply with legislative requirements and principles of legal drafting

	Interact with others
	Selects and uses appropriate conventions and protocols to gain and provide relevant information on legal requirements

	Get the work donePlanning and organising
	Plans, organises and implements tasks and workload for efficiency and in accordance with legal and organisational requirements 
Uses problem solving processes to identify, analyse and address issues regarding legal documents
Uses the main features and functions of digital tools to complete work tasks and to access information

	Problem solving
	Uses problem solving processes to identify, analyse and address issues regarding legal documents

	Technology
	Uses the main features and functions of digital tools to complete work tasks and to access information



[bookmark: O_704314]Unit Mapping Information
Supersedes and is equivalent to BSBCNV504 Prepare legal documents.

[bookmark: O_704321]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284299]Assessment Requirements for BSBCNV504 BSBCNV613 Prepare legal documents for a conveyancing transaction
[bookmark: O_704316]
[bookmark: O_704317]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
prepare legal documents for conveyancing transactions  that t:
comply with legislative requirements and 
meet client needsrequirements on at least four occasions	.
are accurate and checked for errors, inconsistencies and omissions.
[bookmark: O_704318]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
identify and explain key business principles and law applicable to drafting legal documents relevant to conveyancing transactions, including legislative and general law  (common law and equity) requirements
features of identify and discuss consumer protection compliance in drafting documents for conveyancing transactions 
discuss current definitions of conflict of interest within legislation and the industry
identify and explain key current legislative, regulatory and industry practices, procedures and services
define and explain a range of:
common legal terms using simple vocabulary
key common professional and industry terminology 
common words or terms relevant to drafting legal documents for conveyancing transactions
contracts and other legal documents relevant to conveyancing transactions
transactions for personal, business or real estate conveyancing

explain the policies, procedures and business requirements of relevant the practice
explain key rules and procedures for:
use of precedents and statutory forms
construction and interpretation of documents.
compare and contrast types of:
contracts and other legal documents relevant to conveyancing transactions
transactions for personal, business or real estate conveyancing.

[bookmark: O_704319]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
common office equipment, technology, software and consumables
suitable assessment records showing the preparation of a variety of legal documents to support a transaction.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704322]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284300]BSBCNV506 Establish and manage a trust accountBSBCNV614 Apply principles of trust accounting in relation to a conveyancing transaction
[bookmark: O_704382]
[bookmark: O_704383]Application
This unit describes the skills and knowledge required to establish, manage and administer a trusts or controlled money accounts in a conveyancing practice. It encompasses reviewing for compliance with trust account requirements, establishing and managing trust accounts, maintaining trust transaction records, and monitoring and reviewing trust accounts.
It applies to individuals who use specialised knowledge and systematic approaches to analyse and manage financial information against specified criteria and compliance requirements.
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements.
[bookmark: O_704386]Unit Sector
Technical Skills – Conveyancing
[bookmark: O_704387]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Review Evaluate trust account for compliance with trust account requirements
	1.1 Clearly iIdentify,  accurately record and continuously update practice trust account requirements in line with relevant legislation and regulations
1.2 Develop policies and procedures for accurate trust account-keeping which according tocomply with trust account requirements, key principles of accounting and financial management, and legislative requirements
1.3 Identify and apply criteria for evaluating electronic and or manual trust accounting systems to and ensure confirm compliance with all trust account requirements

	2. Establish and manage trust accounts
	2.1 Identify and access source documents for trust transactions in line withaccording to legislative requirements and practice policies and procedures
2.2 Produce documentation of trust records and transactions to and confirm documentation isgive an accurate record of practice transactions on behalf of clients
2.3 Ensure Confirm transactions are supported by required appropriate authorisation and documentation and are in lineaccording to with practice and legislative requirements and practice policies and procedures
2.4 Promptly and accurately rRecord entries and transactions in line withaccording to relevant trust account requirements, and provide on demand as requiredto relevant stakeholder where required
2.5 Promptly fIdentify ollow up discrepancies in entries or documentation to and ensure confirm clarification or resolution 
2.6 and rReport discrepancies to relevant authorities, where necessaryrequired
2.6 7 Check audit and security arrangements to and ensure confirm they provide adequate protection for client confidentiality and client funds held in trust

	3. Manage and control trust accounts
	3.1 Authorise and manage disbursements between trust and office accounts within agreed practice protocols and according to legislative requirements and practice policies  and procedures
3.2 Make appropriate required arrangements with third parties and other professionals to and ensure confirm that practice trust accounts comply with legislative requirements
3.3 Disseminate Distributeor make readily available practice trust administration policpoliciesies and procedures to relevant staff in line withaccording to practice and legislative requirements
3.4 Provide Facilitate ongoing continuous training for relevant practice staff to according toensure efficient operation of trust accounts and financial and IT systems, and compliance with legislative practice and legislative requirements and practice policies and procedures
3.5 Develop and implement procedures for monitoring records and ensuring the security of trust account records 

	4. Monitor and review trust accounts
	4.1 Regularly rReview documentation and other reporting requirements for compliance with legislative requirements
4.2 Regularly cCheck and monitor trust account entries and transactions to ensureand confirm compliance with practice and legislative requirements and practice policies  and procedures
4.3 Monitor trust account transactions to ensure appropriateand confirm authorisation is obtained prior to any disbursements

	5. Authorise and verify trust accounts
	5.1 Verify periodic reconciliation in compliance with legislative requirements
5.2 Prepare and discuss periodic financial reports with clients and identify issues, where requiredto ensure continued accuracy
5.3 Maintain records for convenience and proper auditing
5.4 Meet legislative audit requirements 



[bookmark: O_704388]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Learning
	Actively uUpdates and builds own knowledge and personal competence in order to provide training and mentoring to others

	Reading
	Reviews and analyses financial information and data from a range of sources to check accuracy and completeness and to identify key aspects relevant to requirements 

	Writing
	Accurately rRecords information and prepares documentation using clear and accurate language to convey and clarify explicit information and requirements 

	Oral Communication
	Participates in verbal exchanges using active listening and questioning techniques to clarify information and confirm understandings with a range of personnel

	Numeracy
	Analyses and evaluates complex financial information and data against a range of criteria
Performs mathematical calculations to complete tasks and to check accuracy and completeness of financial information

	Self-managementNavigate the world of work
	Develops or modifies organisational policies and procedures that comply with legislative and practice requirements
Takes full responsibility for compliance with legislative and organisational requirements
Maintains knowledge of legislative and practice requirements relevant to current role 

	Planning and organisingInteract with others
	Plans, organises and implements processes to complete required tasks efficiently and in compliance with legislative and practice requirementsSelects and uses appropriate conventions and protocols to gain and provide relevant information on the establishment and management of a trust account

	TechnologyGet the work done
	Plans, organises and implements processes to complete required tasks efficiently and in compliance with legislative and practice requirements
Systematically gathers and analyses all relevant information and evaluates options in order to address problems and make decisions about practice trust account management
Uses the main features and functions of digital tools to complete work tasks and to access information.




[bookmark: O_704389]Range of Conditions
This section specifies different work environments and conditions that may affect performance. Essential operating conditions that may be present (depending on the work situation, needs of the candidate, accessibility of the item, and local industry and regional contexts) are included. 
	Electronic or manual trust accounting system must take into account, the following factors:
	administrative systems
Australian Accounting Standards and codes of practice
bookkeeping
disclosure and reporting requirements
electronic funds management including transfer/deposit/verification
ethical requirements
electronic conveyancing – legislation, regulations and codes of practice
legislative and regulatory requirements
office routines
security requirements
trust account procedures.




[bookmark: O_704390]Unit Mapping Information
Supersedes and is equivalent to BSBCNV506 Establish and manage a trust account.

[bookmark: O_704397]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 


[bookmark: _Toc24284301]Assessment Requirements for BSBCNV614 Apply principles of trust accounting in relation to a conveyancing transactionBSBCNV506 Establish and manage a trust account
[bookmark: O_704392]
[bookmark: O_704393]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
establish, administer and manage a trust and/or controlled money account in a conveyancing practice on at least two occasions.

In the course of the above, the candidate must:
complyies with statutory and legislative requirements for the operation of trust accounts
uses standard accounting principles and financial management practices
follows practice or agency policies and procedures. 
[bookmark: O_704394]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
identify and explain key:
accounting and bookkeeping techniques for financial control
auditing and reporting requirements relevant to trust account operations
professional and ethical behaviour relevant to managing trust accounts
legislative and professional requirements relating to client security, privacy and confidentiality
discuss issues relating to cost-benefit analysis of establishing and /maintaining trust accounts
outline key features of commonly used IT and management systems
practice describe key features of policypolicies and procedures of the practice relating to trust and office accounts
identify and describe relevant financial, privacy, disclosure and business legislation and regulations relating to trust accounts
identify and explain key security and ethical privacy procedures in relation to trust account operations
identify and analyse key statutory standards on the operation, reporting and auditing requirements of a trust account 
analyse and describe key processes required to monitor financial performance evaluation.
outline professional and ethical behaviour relevant to managing trust accounts
outline legislative and professional requirements relating to client security, privacy and confidentiality.

[bookmark: O_704395]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
common office equipment, technology, software and consumables
suitable records showing the establishment and management of a practice trust account.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704398]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284302]BSBCNV615 Interpret search results for a conveyancing transactionBSBCNV601 Identify and conduct searches
[bookmark: O_704401]
[bookmark: O_704402]Application
This unit describes skills and knowledge required forto conduct ting searches, and analyse ing and evaluateing all relevant conveyancing data for the conveyancing transactions following confirmation of initial instructions from the client.
It applies to individuals who use research skills and systematic approaches to organise and collate complex documentation that meets compliance requirements.
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements.
[bookmark: O_704405]Unit Sector
Technical Skills – Conveyancing
[bookmark: O_704406]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Identify information needs
	1.1 Identify sources of information relevant to the transaction 
1.2 Examine documentation and titless to and c
confirm facts relating to transactions
1.33 Define and confirm with client, searches to be performed and confirm with client prior to commencement
1.44 Identify and arrange required reports with the appropriate required bodies to meet agreed timelinesaccording to practice policies and procedures
1.55 Identify applicable fees, taxes, and other expenses and rebates, and promptly and accurately adviseadvise client 

	2. Perform Undertakerelevant document searches and investigations
	2.1 Accurately and thoroughly pPerform searches using appropriate relevant methods according to practice policies and procedure
2.2 Establish and record legal positions in accordance with theaccording to practice’s policypolicies  and procedures
2.3 Obtain Collect required third-party reports from the appropriate relevant bodies

	3. Evaluate issues arising with transaction
	3.1 Identify, summarise and communicate legal issues and risks to client clearly and promptly and in accordance withaccording to relevant legislation, regulations and the practice’s policypolicies  and procedures
3.2 Define and clarify client’s rights within the transaction for the clientand communicate with client
3.3 Establish desired outcomes and devise strategies to achieve them in consultation with client
3.4 Thoroughly aAssess transaction implications for professional indemnity insurance and take appropriate relevant action 

	4. Deal with third parties and other professionalsrelevant stakeholders 
	4.1 Identify relevant third parties and other relevant professionals stakeholders 
4.2 Identify information to be obtained from or provided to third parties and other relevant stakeholdersprofessionals 
4.3 Conduct appropriate consultation with third parties and relevant stakeholdersother professionals and obtain authorities authorisation 

	5. Present information relevant to transaction to client
	5.1 Present documentation clearly and promptly and in accordance withaccording to relevant legislation and regulations and pthe practice’s policypolicies and procedures 
5.2 Record and document information necessary for the transaction to proceed in a legally binding manner in client files
5.3 Advise client of the implications of all information received from or forwarded to relevant parties




[bookmark: O_704407]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Actively gGathers and collates documentation from a variety of sources
Analyses and reviews information for accuracy, completeness and relevance

	Writing
	Accurately and thoroughly rRecords and maintains information 
Prepares correspondence and documents clearly and concisely using correct language, concepts and terminology appropriate for purpose and audience

	Oral Communication
	Participates effectively in verbal exchanges, using questioning and active listening, to determine and confirm requirements and to obtain relevant information from a range of personnel 

	Numeracy
	Effectively aAnalyses, records and consolidates financial information and numerical data
Performs mathematical calculations to determine fees and taxes

	Self-managementNavigate the world of work
	Recognises and responds to relevant legislative requirements, explicit and implicit protocols, policies and procedures and meets expectations associated with own role

	Planning and organisingInteract with others
	Takes responsibility for developing and implementing organisational processes that comply with legislative requirements and achieve required outcomesSelects and uses appropriate conventions and protocols when communicating with others to achieve specific outcomes

	Problem solvingGet the work done
	Takes responsibility for developing and implementing organisational processes that comply with legislative requirements and achieve required outcomes
Systematically gathers and analyses all relevant information and evaluates options to solve problems or make decisions
Uses digital technologies to access, extract and share relevant information to achieve required outcomes

	Technology
	Uses digital technologies to access, extract and share relevant information to achieve required outcomes




[bookmark: O_704409]Unit Mapping Information
Supersedes and is equivalent to BSBCNV601 Identify and conduct searches.

[bookmark: O_704416]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284303]Assessment Requirements for BSBCNV615 Interpret search results for a conveyancing transactionBSBCNV601 Identify and conduct searches
[bookmark: O_704411]
[bookmark: O_704412]Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
identify information needs, complete searches and evaluate and communicate collected information for a conveyancing transaction on at least three occasions.

In the course of the above, the candidate must:
communicate effectively with a client and third parties involved in a transaction
accurately request and record search information from authorities and third parties
assess transaction risk and recommend strategies determined from information in compliance with practice or agency policy and procedures and relevant legislation relating to information searches
present clear, concise and accurate information in relation to a transaction.
[bookmark: O_704413]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
identify and explain key:
business principles and law applicable to conveyancing transactions
current legislative, regulatory and industry practices, procedures and services 
professional and industry terminology
analyse and explain the consequences of searches relevant to the conveyancing transaction
identify and describe current procedures and practices for conducting searches 
identify any key requirements of financial institutions
identify and explain key insurance requirements relevant to the conduct of conveyancing searches 
relevant practice outline policpolicies iesand, procedures and business requirements of the practice relevant to the conduct of conveyancing searches
define and explain a range of professional and industry terminology
outline key registration and conversion procedures and strategies
discuss issues relating toprocedures for risk assessment and evaluation strategies
compare and contrastrelevant types of document searches, including e-conveyancing systems, for personal, business or real estate conveyancing.

[bookmark: O_704414]Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to:
common office equipment, technology, software and consumables
suitable records showing the conduct of conveyancing search.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_704417]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24284304]BSBCNV616 Comply with tax obligations in a conveyancing transaction
Application
This unit describes the skills and knowledge required to research and identify tax obligations for a conveyancing transaction within a range of contexts and environments. It encompasses identifying and applying statutory interpretation techniques, identifying and tracking changes to relevant legislation and codes of conduct, and maintaining appropriate records.
It applies to individuals who use specialised knowledge and skills to research and evaluate complex information and tax obligations, and apply that information to relevant tasks. 
Work functions in the occupational areas where this unit may be used are subject to regulatory requirements. Refer to the BSB Implementation Guide Companion Volume or the relevant regulator for specific guidance on requirements.
Unit Sector
Technical Skills – Conveyancing
Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe the performance needed to demonstrate achievement of the element.

	1. Research tax obligations
	1.1 Identify reliable sources for research information relevant to practice policies and procedures 
1.2 Create and document research strategy and confirm that it contains research of state and federal tax obligations 
1.3 Implement research strategy and collect all relevant information

	2. Identify tax obligations relevant to transaction
	2.1 Identify type of conveyancing transaction
2.2 Identify parties involved in conveyancing transaction
2.3 Assess conveyancing transaction details against research and identify tax obligations 
2.4 Identify tax reduction schemes and exemptions according to completed research
2.5 Assess conveyancing transaction details against tax reduction scheme eligibility criteria 
2.6 Calculate amount of tax to be withheld from transaction, where required
2.7 Consult relevant specialists and confirm own assessment, where required
2.8 Document tax obligations that apply to conveyancing transaction 

	3. Apply obligations to transaction 
	3.1 Communicate identified tax obligations, withholding amounts, reduction schemes, and exemptions to relevant stakeholders
3.2 Apply relevant tax reductions schemes and exemptions
3.3 Withhold relevant amount of tax, where required

	4. Record and lodge tax obligations 
	4.1 Identify and download relevant forms according to legislation, regulation, standards and practice policies and procedures
4.2 Interpret forms and complete using transaction details
4.3 Confirm procedure to lodge completed forms
4.4 Lodge forms with relevant authorities 
4.5 Record all details of transaction and lodgement according to practice policies and procedures

	5. Finalise and file records
	5.1 Identify records required to be archived according to legislation, regulation, standards and practice policies and procedures 
5.2 Close and archive records according to legislative, regulatory and practice policies and procedures



Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	Skill
	Description

	Reading
	Accesses information and uses analytical skills to interpret complex documentation from a variety of sources

	Writing
	Uses correct language and terminology to prepare complex documents including formal and informal letters, reports and applications
Accurately completes forms and maintains records

	Oral Communication
	Effectively participates in verbal exchanges to convey and clarify information with a range of stakeholders

	Planning and organising
	Plans, schedules and implements processes and tasks to maintain currency of legislation, regulation and codes of practice for organisational use

	Self-management 
	Takes full responsibility for following policies, procedures and legislative requirements and identifies organisational implications of new legislation or regulations

	Problem-solving
	Uses problem solving processes to identify, analyse and resolve issues that could have legal consequences

	Technology
	Uses main features and functions of digital tools to complete work tasks and access information



Unit Mapping Information
No equivalent unit. New unit.

Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc21453751][bookmark: _Toc24284305]Assessment Requirements for BSBCNV616 Comply with tax obligations in a conveyancing transaction

Performance Evidence
The candidate must demonstrate the ability to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including evidence of the ability to:
on three occasions, research, apply, and record tax obligations in a conveyancing transaction according to legislative requirements and practice policies and procedures.

In the course of the above, the candidate must:
lodge according to tax obligations arising from conveyancing transaction
create and apply a research strategy to identify all tax obligations
communicate effectively with client 
archive records according to legislative requirements and practice policies and procedures
consult with relevant specialists.
Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of: 
key features of
reliable sources of information
research strategies
types of conveyancing transactions
relevant reduction schemes and exemptions
relevant specialists
GST, CGT and other tax requirements and associated calculations
method to calculate withholding amount
current legislative, regulatory and industry practices, procedures and services
policies, procedures and business requirements of the practice
common professional and industry terminology
common types of transactions for personal, business or real estate conveyancing.

Assessment Conditions
Skills in this unit must be demonstrated in a workplace or simulated environment where the conditions are typical of those in a working environment in this industry.
This includes access to: 
suitable assessment records showing the establishment of a conveyancing client. 

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
