
 
 
 
 
 
 
 
 
 
 

 

Terms of Engagement – Conveyancing Excellence 
 

Thank you for choosing Conveyancing Excellence for your conveyancing. The scope and terms 
of our engagement are as follows: 

What we will do 
Conveyancing Excellence agrees to perform the conveyancing for the above transaction. This 
includes: 

• the preparation and lodgement of documents required for the transfer; 
• conducting necessary searches and inquiries regarding the property; 
• advising on the conveyancing process; 
• adjusting outgoings; 
• calculating stamp duty and registration fees; 
• coordination with relevant parties for the settlement of the property transaction; and 
• notifying rating authorities of the change in ownership. 

Conveyancing Excellence will exercise due care and skill in accordance with the Conveyancers 
Act 2006 (Vic.) and associated regulations, and in adherence to the Model Participation Rules 
(MPR) provided by the Australian Registrars’ National Electronic Conveyancing Council. 

The services provided under this retainer do not extend to: 

• legal advice or representation beyond the conveyancing, including matters regarding 
estate planning, taxation advice, family law, building law and litigation; 

• financial advice, including investment, loan or mortgage advice; 
• commercial advice, including whether you should purchase/sell the property and for 

what price; 
• building/pest advice, including inspecting the structural soundness or presence of pests 

at the property and advising on same; or 
• surveying or measuring the property. 

Should you require services outside the scope of this retainer, Conveyancing Excellence can 
refer you to an appropriate professional, including inspectors, surveyors, lawyers, financial 
advisors, brokers, advocates or accountants, upon request. The decision to engage any referred 
professional and the costs associated with such engagement remains your sole responsibility. 

Conveyancing Excellence’s liability under this retainer is limited to the provision of 
conveyancing services as defined above. Conveyancing Excellence will not be liable for any 
losses, damages, costs, or expenses you incur arising from services outside the scope of this 
retainer or from your failure to provide accurate, complete, and timely information relevant to 
the conveyancing transaction. 

What you will do 
You agree to: 

• provide full and honest instructions relevant to your matter and any material change in 
your circumstance that might impact on your matter; 



 
 
 
 
 
 
 
 
 
 

 

• co-operate in the matter and do all that we reasonably request of you in a timely 
manner; 

• accept and follow our reasonable advice; 
• not instruct us to do anything which is unethical or unlawful; and 
• provide funds in advance on account of our charges or disbursements when we 

reasonably request you to. 

Conflict of interest 
We are allowed to act jointly for clients only when their interests are not in conflict. The 
following will apply to any joint representation of you: 

• Where we are retained to act for more than one person, we will assume that each of you 
has authorised the other to give instructions on behalf of both of you. 

• You will be liable for our costs individually and together. 
• We will always act in each of your best interests and will not favour the interests of one 

of you over the interests of another or allow anything to interfere with our loyalty to each 
of you. If we are unable to fulfil this, we will cease acting for both of you in the matter. 

• If we receive information from any source that makes it clear that we are in a conflict by 
acting for you jointly (for example, if one of you advises us that you want to change your 
instructions without the other knowing), we will cease acting for both of you in the 
matter. We will take this course of action rather than being prevented from disclosing to 
each party all information relevant to the matter within our knowledge. 

Feedback 
We encourage our clients to offer feedback on review sites or refer us to others. If you’ve had a 
negative experience with Conveyancing Excellence, we would appreciate if you could speak 
with us directly first, so that we can try to fix the situation. 

Ending this agreement 
You may terminate this agreement at any time.  

Without limiting the circumstances in which we are otherwise by law entitled to terminate this 
agreement, we may terminate this agreement and cease to act for you if you: 

• breach this agreement; 
• require us to act unlawfully or unethically; 
• fail to give us adequate instructions within a reasonable time; 
• give instructions that are deliberately false or intentionally misleading; 
• act in a manner which makes it impossible for the firm to have a reasonable 

conveyancer/client relationship with you or give instructions that causes us to consider 
that our services are not appropriate for your needs; 

• fail to accept advice we give you; 
• indicate that you have lost confidence in us; or 
• fail to pay our accounts or deposit monies as required from time to time. 
• If the retainer is terminated either by you or by us, you will be required to pay our fees 

and disbursements up to the date of termination (including a portion of any fixed fees 
referable to the work completed, as reasonably assessed by us). 



 
 
 
 
 
 
 
 
 
 

 

We will retain possession of all documents, records, papers, titles and any other materials, until 
all outstanding fees, costs and disbursements have been paid. 

Security for unpaid costs and interest 
If any invoices remain unpaid after the due date, Conveyancing Excellence may lodge a caveat 
against the title of any real estate that you own. This caveat shall serve as security for the 
payment of all overdue invoices. Conveyancing Excellence will provide notice to you of our 
intention to lodge a caveat prior to doing so and will only proceed if the outstanding fees are not 
paid within a reasonable time following such notice. Interest will be charged on invoices that 
remain unpaid after 14 days of giving you the invoice. The rate of interest is the cash target rate, 
specified by the Reserve Bank of Australia as at the date of the invoice, plus 2 per cent. 

Secure transfer of funds 
Conveyancing firms are increasingly targeted by cybercriminals, aiming to misdirect funds. To 
mitigate this risk, you must provide all bank details and sensitive financial information through 
secure channels. Additionally, before you transfer any funds, you must verify the transaction 
details to the recipient via a direct phone call (and we will do the same). This double-verification 
process is designed to protect against unauthorised interception and ensure the security of 
your financial transactions. Conveyancing Excellence takes cybersecurity seriously and 
implements stringent measures to safeguard your information, however, your participation in 
these security protocols is essential to their effectiveness. 

Cybersecurity 
Conveyancing Excellence will primarily communicate with you by email. You agree to provide a 
secure password-protected email account and access it on a secure computer and network. To 
enhance the efficiency of our practice, Conveyancing Excellence uses a variety of technology, 
including third party cloud-based platforms, to store documents, communicate with clients and 
other activities. We have exercised due care in selecting vendors whose security practices meet 
applicable confidentiality requirements and engage in ongoing oversight of their services. 

Unfortunately, no data transmission over the Internet can be guaranteed as totally secure. 
Whilst we choose services that we think offer appropriate levels of security, we are unable to 
give an absolute promise that your personal information will always be safe. If we become 
aware of any security breach relating to your personal information, we will advise you as soon as 
we can. 

Disclosure of your personal information 
Conveyancing Excellence understands the importance of protecting the privacy of your 
personal information. Conveyancing Excellence will not use or disclose any information about 
you other than the purpose for which it was collected, unless the use or disclosure is permitted 
under the Privacy Act, required by law or with your agreement. 

As part of our conveyancing services, it may become necessary to disclose certain confidential 
and personal information about you to third parties involved in your matter. This includes, but is 
not limited to, the State Revenue Office, an Electronic Lodgement Network Operator (ELNO) 
such as Property Exchange Australia (PEXA), real estate agents, banks, councils, water 
authorities, owners corporations and other entities that play a role in the conveyancing process. 
By signing this retainer, you authorise Conveyancing Excellence to share information on your 



 
 
 
 
 
 
 
 
 
 

 

behalf as required to complete your conveyancing transaction. We commit to disclosing only 
the information that is necessary for the specific purpose it is required and will take all 
reasonable steps to ensure that your information is handled securely and in accordance with 
privacy legislation. 

We may also need to obtain information from or make representations to third parties on your 
behalf. This includes dealings with real estate agents, banks, and local councils. By signing this 
retainer, you authorise Conveyancing Excellence to act as your agent in such matters to the 
extent required to effect the conveyancing transaction in accordance with your instructions. 

Retention and destruction of documents 
Upon the conclusion of your transaction, and in accordance with the MPR and the 
Conveyancers Act 2006, we will retain your files, documents and personal information for a 
minimum period of seven years, either electronically or in paper format, at the discretion of 
Conveyancing Excellence. After this period, unless you instruct us otherwise, all documents 
other than original titles will be securely destroyed. 

Fees and disbursements 
Our fees will be communicated to you via email, which will detail the basis of our charges and 
any disbursements we anticipate incurring on your behalf.  Once you have accepted to use our 
services by instructing us either in writing, verbally, or by way of completion of the buying/selling 
questionnaire form, the Terms of Enagement will apply. 

Your continued engagement of Conveyancing Excellence after receiving this document will 
constitute your acceptance of these terms.  We thank you for your instructions.  

 


