


	UNIT CODE
	CPPREP4203

	UNIT TITLE
	Establish and maintain vendor and lessor relationships and networks

	APPLICATION
	This unit specifies the skills and knowledge required to attract vendors and lessors for commercial property listings.  It includes working with vendors and lessors to provide agency services that meet their specific needs and preferences and conducting market research to identify factors impacting the property sale or lease.  It includes completing agency documentation and setting up processes to manage vendor and lessor communications.
The unit requires the ability to use specialised knowledge and skills to establish vendor and lessor relationships for commercial sales and leasing and provide advice with a high degree of self-direction.  It requires exercising autonomy and initiative to deal with routine and sometimes non-routine problems.
The unit may form part of the licensing requirements for people engaged in commercial sales and leasing activities in those states and territories where these are regulated. 

	PREREQUISITE UNIT
	Nil

	ELEMENTS
	PERFORMANCE CRITERIA

	Elements describe the essential outcomes.
	Performance criteria describe what needs to be done to demonstrate achievement of the element.

	1. Prospect to attract potential vendors and lessors.
	1.1 Identify and plan suitable prospecting methods to attract commercial property sale or lease listings according to agency requirements.
1.2 Apply prospecting methods to create opportunities to establish vendor and lessor-agency relationships.
1.3 Explain agency commercial sales and leasing services that meet specific vendor and lessor preferences and requirements.
1.4 Clarify vendor and lessor questions or concerns and offer information or services that attract vendor and lessor-agency relationships.
1.5 Record communications with potential vendors and lessors according to agency requirements.

	2. Confirm client requirements for sale or lease of commercial property.
	2.1 Identify client needs and preferences for sale or lease of commercial property.
2.2 Clarify property ownership, use and contractual arrangements impacting sale or lease.
2.3 Clarify tenancy mix required for commercial property.
2.4 Research and analyse commercial property and market information to identify factors impacting sale or lease according to property type and use.
2.5 Prepare information and advice to support client needs and preferences and clarify their issues and concerns.
2.6 Record client requirements and factors impacting sale or lease according to agency requirements.

	3. Complete agency documentation for listing of commercial property.
	3.1 Explain sale or lease process to client and seek additional information to ensure mutual and comprehensive understanding of agency and client requirements.
3.2 Prepare and execute agency documentation for commercial sale or lease listing according to legislation in the state or territory of operation.
3.3 Secure and maintain client documentation according to agency requirements.

	4. Set up client communication processes for sale or lease of commercial property.
	4.1 Plan communication methods and timeframes for providing feedback on sale or leasing process in consultation with client.
4.2 Record and apply client communication processes according to agency requirements.

	FOUNDATION SKILLS
A person demonstrating competency in this unit must have the following language, literacy, numeracy and employment skills: 
· reading and analytical skills to interpret agency documents that include legal terminology
· spoken communication skills to negotiate between vendor and lessor agreements
· written communication skills to complete agency documentation
· numeracy skills to estimate rental returns and outgoings
· technology skills to access and use agency databases to record vendor and lessor information.

	UNIT MAPPING INFORMATION
	No equivalent unit

	LINKS
	Companion volumes to this training package are available at the VETNet website: http:/
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	PERFORMANCE EVIDENCE

	To demonstrate competency in this unit, a person must:
· develop a documented prospecting plan with timeframes and activities to attract potential vendors and lessors for the sale and lease of commercial property
· establish a vendor relationship and complete agency documentation for the sale of one commercial property
· establish a lessor relationship and complete agency documentation for the lease of one commercial property.
In doing this, the person must meet the performance criteria for this unit.

	[bookmark: _Hlk488743437]KNOWLEDGE EVIDENCE
To be competent in this unit, a person must demonstrate knowledge of:
· agency documentation required to be prepared and executed for the listing of commercial properties for sale and lease
· communication processes that can be implemented to provide vendors and lessors with feedback on the sales and leasing processes
· factors that can impact the sale or lease of commercial property and strategies for addressing each:
· property ownership
· land use, zoning and approvals
· contractual arrangements
· property attributes
· legislation relating to the sale or lease of commercial property in the state or territory of operation
· prospecting purpose and methods used in real estate to attract commercial listings
· regulatory and ethical responsibilities and role of agents when managing lessor and vendor-agency relationships:
· duty of disclosure
· maintaining client privacy and confidentiality
· providing accurate information
· scope of agency commercial sales and leasing services:
· marketing activities
· services provided
· methods for planning tenancy mix to suit commercial property
· vendor and lessor expectations.

	ASSESSMENT CONDITIONS 

	Assessors must satisfy the requirements for assessors listed in the Standards for Registered Training Organisations. 
Assessment must be conducted in the workplace or in a simulated workplace environment.
Assessors are responsible for ensuring that the person demonstrating competency has access to:
· materials and equipment meeting the full industry standard for a real estate agency, including:
· policies, procedures and documentation for establishing vendor and lessor relationships for commercial sales and leasing including listing agreements
· legislation in the state or territory of operation relating to the sale or lease of commercial property
· equipment, communication and data access and storage technology required to develop, manage and monitor vendor and lessor relationships
· one vendor for the sale of a commercial property
· one lessor for the lease of a commercial property.

	LINKS
	Companion volumes to this training package are available at the VETNet website: http://
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