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Check all advertising 
has been invoiced to 
client as per VPA and 

notify 

Email Account Sale to 
seller solicitor and cc 

agent and admin

Change contract 
status and mark as 

settled in REX

Mark REX Listing as 
SOLD enter 

settlement date

Email reception 
property has settled

Create a Commission 
Invoice in REX

Admin print account 
sale and add to hard 

copy file

Change to pending 
settlement

Change to settlement 
date extended

Change Status to 
Contract Settled in 

contracts App

Admin instructs next 
steps

Monitor contracts 
email address 

daily

Change field value to 
Settlement request: 
Buyer or Seller as 

required.

Monitor emails for 
corresponding 

acceptance from 
Buyer or Seller

Agreed by buyer / 
seller?

Update Settlement 
Date in podio and 

REX
Yes

No

Deposit Cheque into 
REX and reference 
cheque number and 

bank

Pay all advertising 
invoices (if any) and 

pay commission 
cheque

If excess money 
transfer to seller 
requesting back 
account details

EFT Transfer in 
Westac of 

Commission to 
general account

Give file to Accounts 
to complete if no 
money left in trust

Commission invoice 
entered

Account Sale Letter 
Sent

Status Changed to 
Unconditional In 
contracts App

Are comms payable > 
2k No

Yes

Admin tasked with gift 
request

Admin to arrange gifts

Stage set to Gift 
Required

Request gift option 
from agent

Stage set to Gift Not 
Required

Admin tasked with 
with Card request

Admin to arrange 
Card Only

If Residential Yes

No

Current Date = Settlement 
Date Less 14 Days

Yes

No

YES

Generate Account 
Sale and Save in 

Server

Send Account Sale 
Letter for Approval

Update any unpaid 
VPA incoice to "Pay at 

Settlement"

Admin Approves and 
notiies

Balance Owing to 
Vendor?

Send Email to Seller

Manual Email for Seller
CC: KAtie and Agent

Dear <Sellers names>,

Congratulations settlement is just around the 
corner.  There will be balance deposit funds 
held in trust at settlement. 

For timely processing at settlement, please 
advise your account details:
Account name:  
BSB:  
Account Number:  

Kind regards,
Yoonet

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,

We have now forwarded the Account 
Sales letter for {property}. Can you please 
print and save on file.

**Button: Completed/Acknowledge

Regards

No

EMAIL TEMPLATE

Dear {Agent},

Can I please request your gift preference for {property 
address} now that this transaction has completed.
OPTIONS

BUTTON: Option 1 Colliers Wine and Gift Box
BUTTON: Option 2 Chalk Hill Luna Shiraz Gift Box
BUTTON: Option 3 Munch Platter - Local Only
BUTTON: Option 4 Online Gift Hamper
BUTTON: Option 5 Agent to arrange own gift
BUTTON: Option 6 Not Required / I will arrange

Thankyou

 

EMAIL TEMPLATE

Dear {Admin},

{Agent} has requested the following gift be arranged for 
the parties associated with the transaction of {property 
address} 

{Selection from agent email}

Please also prepare a Thank You Card for parties to this 
transaction. 

Thankyou

 

EMAIL TEMPLATE

Dear {Admin},

{Agent} has requested a Thank You card be prepared for 
the parties associated with the transaction of {property 
address}.

Thankyou

 

IF Settlement Extension

Settlement 
Confirmation

Termination of
and UNCONDITIONAL

PROPERTY

Auto Email Template

Dear {Accounts}

Please be advised that {Property address} has 
now settled. Please:
1.  Deposit cheque into REX once reieved and 
reference cheque number and bank;
2. Pay all advertising invoices (if any) and 
commission cheque;
3. If any excess money remains please 
request seller's bank details and transfer;
4. EFT Transfer in Westpac Commision to 
general account;

Regards

Auto Email Template

Dear {Agent},
CC:Admin

Congratulations! We have just received 
formal notification of the settlement of 
{property address}.

Could we please request you to follow up 
with the seller and obtain their new 
contact details for our records.

Regards

Auto Email Template

Dear {Agent},
CC:Admin

Please be advised the settlement date for 
the {property} has been extended. The 
revised settlement date is now 
{Settlement Date}

Regards

END

Managed by 
Colliers

Dear <Agent>

Congratulations on the sale on <Property Address>.

We will be preparing a case study for you and need a few 
key details:
 
Sale Price:Yoonet to fill
Appraisal Price Range:Agent to fill
Sales Method:Yoonet to fill
Marketing Budget:Yoonet to fill
Marketing Spent:Yoonet to fill
Days on Market:Yoonet to fill
Days to First Offer:Agent to fill
Days to Offer Accepted:Agent to fill
 
Kind regards
Yoonet Team

Investor Yes

Dear BDM, 

<Property Address> is now 
unconditional.

Is a Form 6 needed? 

Button Yes
Button No

Auto Email

Dear Admin,

We have now created a Commission 
invoice for {property}. Could I please 
request you to confirm that all advertising 
has been invoiced in accordance with the 
VPA in REX and notify us once confirmed.

Button: Confirm 

Regards
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