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Admin checks 
CTA/OTL is Signed 

forwards to 
contracts.toowoomba 

Admin emails 
contract to tenant 

and owner/landlord  
and CC's 

contracts.toowoomba@

Create Deal Register 
Number update deal 

sheet

Copy of CTA emailed 
Request Conjunction 

Invoice from 
conjuncting agent

Notifies deposit 
received

No

Email Tenant Trust 
Account Receipt

Change status to 
unconditional and tick 

deposity box 
received in REX

Sign CTA as deposit 
holder, scan in, save 

and photocopy

Monitor 
contract.toowoomba@

Stage to Contract 
Entered

Agent completes 
Deal Sheet and 

notifies

Stage Set to Deal 
Sheet Complete

Is Conjuction? Yes

At Lease 
Commencement 

Date send email to 
agent

From CTA 
Request: Signed 
Contract Stage 

Create the 
Commission Work 

sheet in rex

Stage Set to Deal 
Registration 
Complete

From EMAIL: 
contracts.toowoomba@colliers.com

Deposit/Bond

Bank 
Guarantee-Don't 
receipt the bond
If bond paid in 

cash. We need to 
receipt  in cash.
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Add Tenant (legal 
entity) and associate 
contact person as a 

related contact

Mark Contract status 
as "Accepted" and 

add contract date in 
REX

Create Deal Sheet 
for property

Setup Lease Start 
date as REX 

reminder (add agent 
and admin) 7 month 

prior to expiry

Who Manages the 
Property

7 days before:Lease 
Commencement 

Date
Send Email to Letting 

Agent 

If Agent replies with 
the date that it should 

be sent:
Record it in the 

system 

If Lease 
Commencement date 

is also moved: 
Please update in 

REX

Update Marketing 
Overrides, hide sold 

price.

Self 
Managed

Managed 
by Others

Managed by Colliers

Email Owner CC 
Admin and Agent:
Prepare Account 
Sale and request 

Bank Account details 
for bond using the 

same email

Admin Process 
Settlement

Mark as Setttled in 
REX

Email Owner CC 
Admin and Agent:

a copy of 
Commission Invoice

Send Email to Admin

Send Email to Admin

Add CTA in REX in 
Legal tab 

-Put in deposit 
amount

Offer date = Date the 
CTA/OTL is signed

Unconditional 
Date=Lease 

commencement Date 
and Settlement Date SOLD/LEASED 

Process

Add property to 
internal agents 

board

Move stage to Send 
to Client

Monitor Trust 
Account 

payments

Is deposit paid 
within 48 hours

No 
Send Reminder 

email

Monintor Trust 
Account 

payments

Is deposit paid 
within 24 hours

NoNotify Agent

Dear Client,
CC: {agent}

CONTENT REQUIRED FOR 
SENDDING CTA AND 
REQUESTING DEPOSIT
AND BOND

Kind regards,
Commercial Admin

Dear {Agent}
CC: {Admin)

Please be advised that the 
deposit for {property address} 
remains outstanding. Please 
action at your end.

Kind regards,
Commercial Admin

Start Monthly 
Reporting Process

Check the Trust 
account to see if 

bond is paid

Is 7 days after 
contract date and 

not paid

Send Reminder 
email

Yes

Check the Trust 
account to see if 

bond is paid

if not paid 48 
hours after 
reminder

Notify Agent

Yes

EMAIL TEMPLATE

Dear {Commercial PM - Kim},
CC: Dan, 

Please be advised that the commercial team 
has just secured a new tenant for {property 
address}, would you please discuss with the 
agent if a commercial property submission is 
required. 

BUTTON: Acknowledge

Thankyou

EMAIL TEMPLATE

Dear {Agent},

The CTA/OTL for {property} is now entered 
into the system. Can I please request you 
complete the deal sheet for the property via 
the following link and notify us when 
complete by clicking the button below. 

LINK:  Dealsheet

BUTTON: Complete

Thankyou

(MANUAL) EMAIL TEMPLATE
Agent
SENT FROM 
contracts.toowoomba@colliers.com

Dear {Agent},

Can you please confirm if hand over has 
been done for this property.

BUTTON: COMPLETE

Thankyou

(MANUAL) EMAIL TEMPLATE
Admin
SENT FROM 
contracts.toowoomba@colliers.com

Dear {Admin},

This Lease is managed by CPM, please 
email the commission invoice and pass on 
to CPM Department.

BUTTON: COMPLETE

Thankyou

(MANUAL) EMAIL TEMPLATE
Admin
SENT FROM 
contracts.toowoomba@colliers.com

Dear {Admin},

This Lease is managed by another agency, 
please transfer bond and deposit to the 
other agency.

BUTTON: COMPLETE

Thankyou

(MANUAL) EMAIL TEMPLATE
Agent
SENT FROM 
contracts.toowoomba@colliers.com

Dear {Agent},

Please be advised Lease Commentment for this Property is scheduled 
to occur shortly. If the date has been moved can please advise via 
return email the revised date. 

Thankyou

Dear Client, TEAGAN TO DRAFT 
TEMPLATE IN REX
CC: {Agent)

We note that we have not yet recieved the 
deposit for {property adress}. Could you 
please arrange payment at your earliest 
convinience. 

Please note our trust Account Details are as 
follows: 

If you have paid this within the last 24 hours 
please ignore.

Kind regards,
Commercial Admin

Dear Client,
CC: {Agent)

We note that we have yet recieved the Bond 
for {property adress}. Could you please 
arrange payment at your earliest 
convinience. 

Please note our trust Account Details are as 
follows: 

If you have paid this within the last 24 hours 
please ignore.

Kind regards,
Commercial Admin

Follow up Admin if 
CPM or Lessor holds 

not the client

If signed lease 
recieved

Yes

No

14 days prior to 
lease 

commencement 
send reminder to 

admin 

Admin notifies

Create Tax 
Invoice 

(MANUAL) EMAIL TEMPLATE
Agent
SENT FROM contracts.toowoomba@colliers.com

Dear {Agent},

Can you plesae advise the status for the {Proprety Address}
by clicking the relavent button below. 

BUTTONS:SELF MANAGED
BUTTON:MANAGED BY CPM
BUTTON:MANAGED BY ANOTHER AGENT

Thankyou

REX TEMPLATE
CC:Agent

Dear {Landlord},

Please be advised that we are now 
holding $..... for the deposit in respect 
of {Property Address}.

Thankyou

Nicole to provide 
sheet. Add 

property then 
report monthly

Internal Agents 
Reporting

Details from 
Nicole

Dear {Agent}
CC: {Admin)

Please be advised that the bond 
for {property address} remains 
outstanding. Please action at 
your end.

Kind regards,
Commercial Admin

REX TEMPLATE
CC:Agent

Dear {Landlord} 

Congratulations on the securing Tenants NAme to lease your 
premises at PropertyAddressUntilStreet. We would like to thank you 
for selecting Colliers Toowoomba International to assist you with 
your property requirements and we are pleased we were able to 
achieve a successful outcome on your behalf.

As the lease has commenced, please see attached our account 
sale, with the balance now due and payable.

Could you please send us your bank account details for us to 
transfer the bond to you.

Should you have any questions, please don?t hesitate to contact our 
team.
We look forward to assisting with your property requirements in the 
future.

Attach 
PDF from 
REX 

EMAIL TEMPLATE

Dear Admin

Please see below the details for the Bond Transfer of {Property Owner} for 
their property at {Property Address}

Bank Account Details

Account Name: [*item_value_name*]
BSB Number: [*item_value_card-number*]
Account Number: [*item_value_account-number*]

Thank you.

REX TEMPLATE
CC:Agent

Dear {Tenant},

Please find attached your trust account 
receipt for the bond paid. 

Thank you

EMAIL TEMPLATE

Dear {Admin},

{Agent} has now completed the Deal Sheet for {property}. 
Please complete the following tasks and kindly let us know 
when the deposit has been received.

Deal Register Number: [*deal-register-number*]

Can you please sign the CTA as Deposit Holder if required, 
scan, save to REX;

If this property is a conjunction Lease;
1. Send a copy of the OTL/CTA to the conjucting agent;
2. Request a conjunction invoice from the conjucting agent

BUTTON: Deposit Received 
BUTTON: Lessor Holds Deposit
BUTTON: CPM Holds Deposit

Thankyou

Manual Email Template
contracts.toowoomba@colliers.com

Dear {Seller Solicitor},
CC:Admin, Agent

Please find attached Account Sale Letter for 
the .........(address)..... for your information.

Regards

AUTO EMAIL

Dear Admin,

Please note we have not recieved 
notofication of a fully siged lease on 
{property} is this propety now 
unconditional? 

BUTTON: Yes Lease is in REX
BUTTON: No

If no please advise an update.

Kind Regards,
Lan
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