
	UNIT CODE
	CPPREP4005

	UNIT TITLE
	Prepare to work with real estate trust accounts 

	APPLICATION
	This unit specifies the skills and knowledge required to work with real estate trust accounts within established agency controls.
This unit includes the skills and knowledge to:
· describe real estate trust account types and purposes  
· identify the legislative and agency controls for trust accounts
· describe roles and responsibilities of personnel within the agency for trust accounts
· identify risk and established industry controls to maintain integrity of real estate agency trust accounts
· determine status of standard transactions as either trust account or agency transactions.
This unit is a core unit for people currently working in, or seeking to work in, all sectors of real estate.
This unit may form part of the licensing qualification requirements for real estate agents in those states or territories where these are regulated activities.

	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. Access information on purpose, types and regulation of trust accounts within real estate.
	1.1 Access legislation regulating real estate trust accounts in the state or territory of operation.
1.2 Identify the types of trust accounts provided for under the legislation of the state or territory of operation.
1.3 Describe the purpose of real estate agency trust accounts.

	
2. Identify and describe established controls applicable to real estate trust account transactions.
	2.1 Describe roles and responsibilities of agency personnel for trust account activities, including referral of issues.
2.2 Identify and describe scope and limitations of own role for trust account activities.
2.3 Identify sources of common inaccuracies in trust account transactions.

	FOUNDATION SKILLS
This section describes the language, literacy, numeracy and employment skills essential to performance in this unit but not explicit in the performance criteria.
· reading and analytical skills to read and interpret standard real estate processes for trust account transactions and a range of real estate transactions
· spoken and written communication skills to identify and describe roles and responsibilities of personnel within real estate agency operations for trust accounts.

	UNIT MAPPING INFORMATION
	No equivalent unit

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



	TITLE
	Assessment requirements for CPPDSM4XXX Prepare to work with real estate trust accounts

	PERFORMANCE EVIDENCE

	To demonstrate competency in this unit, a person must:
· develop a report that describes
· purpose of trust accounts in real estate
· legal or regulatory framework for trust accounts in real estate in the state or territory of operations
· scope of own role relating to trust account transactions
· common sources of inaccuracy in transaction processing
· impact of errors in trust transaction processing 
· penalties and impact on agency and self, arising from incorrect trust account practices 

· refer to a list including at least ten typical agency transactions including both trust and non-trust transactions and for each transaction, determine:
· whether the transaction is a trust accounting transaction or an agency transaction and the reason for that determination
· who, within established agency processes, has scope of responsibility for executing the transaction.

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:
· purpose of trust accounts in real estate 

· types of real estate trust accounts in the state or territory of operations

· legal and regulatory framework for real estate trust accounts

· impact on consumer confidence and agency brand resulting from breaches to trust account practices

· standard transactions made with trust accounts including:
· deposits – including cash, cheque, electronic funds transfer, direct deposits
· withdrawals – including cheque, electronic funds transfer
· entries to journals and ledgers
· balances and reconciliations
· reports and statements

· actions required where a trust account is overdrawn, compromised or discrepancies identified

· established industry processes to maintain trust account integrity, security, confidentiality and privacy

· role and functions of trust accounting software packages

· purpose of internal and external audits 

· scope and limitations of own role in working with real estate trust accounts.

	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:
· receipts for sales or property management transactions
· banking
· client disbursements
· sales person commissions
· office expenses
· established industry procedures for trust account transactions 
· regulator and licensing standards for trust account transactions
· summary of offences and penalties for breaches of trust account requirements
· [bookmark: _GoBack]sources of further information about real estate trust accounts.

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