
 

 

 

 
 
 
 

Selling an Apartment 
 
 

 
   

 

Before you start  
 

1. Finance Arrangements 

 Where the property has a mortgage, contact your Lender to confirm their requirements for the repayment of the loan 
and the release of the mortgage.   

 Confirm the costs to release any mortgage over the property, including any early repayment penalties & charges. 

 Where your Lender holds collateral security over other properties, your Lender may obtain valuations of other 
properties to ensure adequate loan to value ratios.  A related issue is the amount your Lender requires to be repaid at 
settlement – and whether you require any of the “surplus” sale proceeds for your own purposes. 

 Where you have ongoing financial requirements, you may also benefit from discussing your circumstances with a 
finance broker. 

2. Taxation Position 

 Contact your Accountant or Taxation Advisor to determine the financial and taxation implications (if any) of a sale, 
such as the potential Capital Gains Tax or the treatment of a capital loss against past or future capital gains.  

 Where negative gearing adjustments have been made, note any changes to be made where PAYG instalments have 
been adjusted to account for the annual loss. 

3. Property Management  

 Where the property is rented, confirm the notice you are required to provide your Manager as the management 
agreement may entitle your Manager to their usual commission and expenses for a period of 90 days.  

 
 
 



 

 

 
 

4. Comply with Statutory Rules & Regulations  

 Swimming Pool Safety Inspection and Certificate Regime 

 Electrical Safety Switch 

 Smoke Alarm 

5. Sales & Marketing Plan 

 Determine the most effective method of marketing the property as some properties may benefit from auctions 
whilst others may benefit from standard sales programs. 

6. Determine a Selling Price or Reserve Price 

 Whilst your Sales Agent may provide a likely selling price, a valuation from a Registered Valuer will provide you 
with a written analysis of your property, including comparisons with recent sales of similar properties in the area. 

7. Furniture Inventory 

 Where the property is being sold with furnishings, determine which items are to be included (& which will be 
excluded).  Prepare a written inventory and take photographs of the furnishings. 

 Any items affixed to the property are fixtures and are sold with the property > if you don’t intend to sell an item, 
include it as an “Excluded Fixture” in the reference schedule of the Contract. 

8. Appoint A Selling Agent  

 Your Selling Agent will provide you with a document setting 
out the terms and conditions of their appointment, including 
the duration, when the Agent is entitled to commission & 
expenses, and the amount of such payments. 

 Provide copies of documents such as the local authority rate 
notice, property management agreement, tenancy agreement 
or holiday letting particulars. 

9. Notify Your Property Manager  

 Notify your Property Manager of the proposed sale as the 
selling process may be enhanced where your Property 
Manager and Selling Agent co-operate with each other. 

 Obtain a copy of all documents concerning the tenancy > the 
tenancy agreement, inspection report, rental bond forms; or 
for holiday let apartments - details of forward bookings. 

 

The Contract Documents  
Whilst your selling agent may present a number of additional forms to 
sign, the main documents are: 

1.   Body Corporate Disclosure Statement 

This document contains minimal details regarding the body corporate, such as the body corporate secretary and manager, 
the amount of the body corporate levies payable for the property, any improvements on the common property which are 
the responsibility of the owner, the regulation module applicable to the scheme, whether a body corporate committee 
exists, and details of any assets owned by the body corporate. 

2.   Contract  

The Contract comprises: 

o Reference Schedule: listing all the contract particulars for the purchase, and any special conditions. 

o Terms of Contract: containing all the standard terms and conditions for the purchase. 

 



 

 

Before You Sign! 

After you have discussed the sale with your finance broker and lawyer and are satisfied that the Contract 
contains the terms and conditions you need, the Contract documents can be signed. 
 
 

Time Of The Essence 

The principle ‘Time of the Essence’ means that Sellers and Buyers must strictly comply with the dates for the satisfaction 
of all contract conditions.  Where the Buyer fails to notify the Seller that a condition has been satisfied or waived by 5.00 
pm on the due date, the Seller may have the right to terminate the contract.   
 

Cooling Off Period 

Buyers may terminate the Contract within 5 business days of their lawyer receiving the signed contract from the Seller.  A 
penalty of 0.25% of the purchase price ($250 per $100,000) may be deducted from the deposit moneys. 
 

Finance Approval 

The Contract is made conditional on finance approval by completing the Reference Schedule with the amount being 
borrowed, the name of the proposed Lender & the approval date.     

Building & Pest Inspection  

The Contract is made conditional on obtaining building & pest inspection reports by completing the due date for the report 
in the Reference Schedule.  The contract contains no warranty that the building is structurally sound, or is otherwise in 
good condition, or is free from termites or pest infestation, or that the improvements have all local authority approvals.   

Body Corporate Records Search 

Where the Contract is conditional on obtaining a satisfactory body corporate records report; or where a report is obtained 
which reveals a failure to disclose material facts; the Buyer may terminate the Contract within the specified time (often 14 
days of receiving the signed contract).   

Property & Contract Searches 

Because Queensland contract documents only contain limited information about the property, buyers conduct extensive 
searches to satisfy themselves with respect to the legal aspects of the property.   

Insurance 

Whilst the property is at the Buyers’ risk from 5.00 pm the next business day after the contract date, you should maintain 
full insurance until settlement of the Contract has been completed.   

 
 

 
 

 



 

 

 

How to Sign a Contract 
The process for accepting an offer to purchase involves signing a valid & enforceable Contract: 

o The Sales Agent will obtain a Disclosure Statement from the body corporate manager 

o The Buyer will provide the Sales Agent with the details of their offer: purchase price / deposit / finance approval / 
building & pest report 

o The Sales Agent provides the Buyer with the Disclosure Statement & the Contract 

o The Sales Agent presents you with the Contract - signed by the Buyer 

o You send us the document to review, & we’ll discuss with you any areas of concern 

o You either accept the offer & sign the Contract, or make a counter-offer and return the Contract to the Sales Agent 
 
 

After you Sign ! 
To assist your understanding of the steps involved with the sale of a property, we have summarised below the 7 stages of 
the selling process: 
 

1. Contract Review & Advice 

We review the Contract and provide you legal advice regarding the contract terms and conditions with our letters of 
advice and associated forms, information sheets and instruction sheets.  
 

2. Instructions from You 

You provide us with the information we need to complete the transaction on your behalf, by completing and returning 
our instructions sheets and forms. 

 

3. Release of Mortgage 

If there is a Mortgage over the property, you notify your bank about the sale of the property; & then complete and 
sign their form authorising them to arrange for the release of the mortgage, and to calculate the payout figure as at 
the settlement date of the Contract. 
 

4. Contract Becomes Unconditional 

Contracts are often subject to the buyer satisfying certain contract conditions (unless bought at an auction) such as 
obtaining satisfactory finance approval and building / pest inspection reports etc.  Where the Buyer confirms that all 
contract conditions are satisfied, the Contract then becomes “unconditional”.  
  

5. Transfer Documents 

The official document used to transfer ownership to the Buyer is the Form 1 Transfer.  We will forward this document 
to you, either by post or by email. There are strict rules for signing this document in the presence of a qualified 
witness (Lawyer, JP or Commissioner for Declaration).  The original signed document must be posted to our office > 
it cannot be scanned & emailed. 

 

6. Finalise Settlement Arrangements 

In the week before the settlement date, adjustments for paid and unpaid property expenses are confirmed with the 
Buyer.  Where there is a Mortgage being released, your Bank will confirm the amount of money to be paid on the 
settlement date. Also, the details of the cheques to be provided by the Buyer at settlement, and the time and place 
for settlement; are confirmed. 

 

7. Settlement 

On the day of settlement, the Contract is completed when the Buyer hands over the bank cheques in payment of the 
purchase price, and your Bank (if any) hands to the Buyer a Release of Mortgage document.  We then send you our 
final letter confirming all of the settlement calculations and adjustments. 
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