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Refer to No. 7 of the Guidelines

Daytime
telephone:

For 
Applicant

For 
Respondent

1.  Suburb or place where conveyancing
services were purchased or supplied
(OR if purchased through a website, what was
the internet address?) 

2.  Your Name
 (Your full name/s as shown on your purchase

or service agreement)

3.  Who is the application against? 
 

 Respondent’s postal address for Notices

4.  Respondent’s ACN
 (Australian Company Number)

5.  Is an interpreter needed?
 

What language/s? Other special needs?

6.  What order or orders do you want?
 You must estimate a dollar amount for the order(s) you want. The monetary limit for a consumer claim is $30,000. (You may tick more than one box)
 

   
An order to pay to me the amount of

  A n order that I do not have to pay the amount of or refund the amount of

* An order to return documents in possession or control of another party

7.  Give as much information as possible about the agreement you have with the respondent.
 

8.  List all Tribunal reference numbers
 for previous applications involving the same dispute

9.  If there are any exceptional circumstances
 which would stop you from attending a hearing in the next 28 days, provide details
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CONSUMER, TRADER AND TENANCY TRIBUNAL

GENERAL DIVISION APPLICATION / NOTIFICATION
Under Part 4 of the Conveyancers Licensing Act 2003

The CTTT brochure ‘What happens at the Tribunal?’ must be read before completing this form.
This brochure and other CTTT forms are available at www.cttt.nsw.gov.au or from CTTT Registries.

A copy of this application and any attached information will be provided to the other party.

Consumer Claims about Conveyancing Costs

Your postal address for Notices

Total value of claim

*You must also specify the documents that you want returned. (if applicable).

(Describe briefly the services, their price, the amount you paid, when you received the
 goods or services.)
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10.  What are your reasons for asking for the order/s? 
 

11. Date of receipt of Bill of Costs.

12. Your Name(s) (Please print)  Your position (if a company) DateYour Signature(s)   

Fee details:  A fee must be paid with an application.  Refer to the separate fee schedule.  You may claim a concession and pay a fee of $5.00 if
you receive a Government pension, social security or education benefit, or hold a Seniors Card.  If so, enclose a photocopy of your current pension 
or benefit card or Austudy advice.  If this fee is payable and it is not paid, the application may be dismissed. 
Please make cheques payable to: Consumer, Trader and Tenancy Tribunal.

Return application with fee to: Registrar, Consumer, Trader and Tenancy Tribunal

This application and attachments will be forwarded to the other party. You must describe why you are seeking the order/s so that the other 
party can be prepared for the hearing. If you do not provide this information your application may be dismissed or adjourned. Please advise if 
there were any complications/special circumstance which may have affected the cost of the conveyance. You may attach additional information 
to this form which may include a copy of the Costs Agreement, the Bill of Costs and the Contract of Sale.

 Q1  Were the services purchased or supplied in NSW? (refer to No.1 in the Guidelines)  Yes   No

 Q2 Have you notified claim to the Tribunal within 60 days of delivery of Bill of Costs. (refer to No.5 in the Guidelines) Yes   No

 Q3 Is the Respondent a legal entity? (refer to No.7 in the Guidelines) Yes   No
 Q4 Is this the first time that the matter has been before a Court or Tribunal? Yes   No
 Q5 Have you checked if the Respondent is in liquidation or bankrupt? Yes   No

The answer to all the questions must be YES otherwise the application may be dismissed.

Check these questions before submitting your application

CTTT-GNCV-02/2009

For all CTTT Registry Offices     T: 1300 135 399      F: 1300 135 247     www.cttt.nsw.gov.au 

Sydney Registry
Level 12, 175 Castlereagh Street
Sydney  NSW  2000
GPO Box 4005, Sydney NSW 2001

Hurstville Registry
Level 3, 4-8 Woodville Street
Hurstville  NSW  2220
PO Box 148, Hurstville BC NSW 1481

Liverpool Registry
Level 3, 33 Moore Street
Liverpool  NSW  2170
PO Box 723, Liverpool BC NSW 1871

Penrith Registry
Ground Floor, 2-6 Station Street
Penrith  NSW  2750
PO Box 988, Penrith NSW 2751

 

Newcastle Registry
Level 1, 175 Scott Street
Newcastle  NSW  2300
PO Box 792, Newcastle NSW 2300

 

Tamworth Registry
Suite 3- 5, Kable Korner Complex
Cnr Kable Ave & Darling St
PO Box 1033, Tamworth NSW 2340

 

Wollongong Registry
Level 3, 43 Burelli Street
Wollongong  NSW  2500
PO Box 319, Wollongong NSW 2520
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Guidelines for completing an application in the General Division

1 Place of Contract or Supply
The Tribunal can hear matters where the contract was entered into, 
goods supplied or services given in New South Wales. If the place 
of contract is not clear, you should seek legal advice.

2 Who can lodge an application?
A consumer or conveyancer can lodge an application.

3 Are you a ‘consumer’?
If a supplier has supplied or agreed to supply goods or services, 
whether under contract or not, and if you are one of the following, 
you can lodge an application as a consumer:

•  a  natural person, or

•  a  firm, or

•  a  small proprietary company, or

•  a n owners corporation constituted under the Strata Schemes 
Management Act 1996, or

•  a  company that owns an interest in land and has a 
memorandum or articles of association conferring on each 
owner of shares in the company a right to occupy under a lease 
or licence a part or parts of a building erected on the land, or 

•  a n incorporated association, or

•  a n unincorporated body whose members are associated for a 
common purpose, or

•  a  company limited by guarantee (not being a company limited 
both by shares and by guarantee).

4 How services defined?

Services includes any rights, benefits, privileges or facilities 
that are, or are to be, provided, granted or conferred in trade and 
commerce, but does not include:

•  r ights or benefits being the supply of goods or the per formance 
of work under a contract of employment.

•  a ssurance cover in respect of a person’s life.

•  m atters arising in relation to the fair ness of a bill charged by a 
barrister or solicitor.

5 Are there any time limits for lodging 
an application

• Notification of a costs dispute must be made within 60 days after
the conveyancer has delivered to the client an account or Bill of
Costs being the subject of the dispute. (Clause 12 of the
Conveyancing Licensing Regulation 2006)

The Tribunal in certain circumstances has a discretion
to extend time. (Section 81 of the Consumer, Trader and Tenancy
Tribunal Act 2001).

•

6 What orders can I claim for?
You may claim for:

•  t he payment of a specified sum of money

•  r elief from paying a specified sum of money

•  return of specified documents

•  a  combination of the above.

7 Who is the party you are claiming 
against?

The supplier is defined as a person who in the course of carrying 
on a business, supplies goods or services.

The Tribunal can only make orders against a legal entity.

However, often a contract or invoice will not stipulate the full 
registered name of the company or business and may only state the 
trading name, for example ‘John Smith Conveyancing' and this
not a legal entity.

The most common legal entities are:

•  A  corporation, eg ‘Kenram Pty Ltd’ or

•

•

  A  sole trader, eg ‘John Smith trading as John Smith ’Conveyancing

•
•

•

  A  natural person, eg ‘John Smith’ or 
Natural persons in a partnership, eg ‘John Smith & Mary Smith
trading as John & Mary Smith Conveyancing’ or

•  An  owners corporation, eg ‘Owners Corp Strata Plan 00001’ or

•

•

  An  incorporated association, eg ‘Kenram Inc.’

It is your obligation to identify the parties to an application and 
the address for service.

8 Special Procedures for
Conveyancing Disputes

The application form acts as both notification of a dispute and as an
application to the Tribunal. Upon receipt of the application form the
Tribunal will determine if the matter should be referred to an 
independent expert for resolution of the dispute. In most cases an 
expert report will only be obtained if the disputed amount is in 
excess of $1,000.00.

A recent company or business search will give the address of a
company and this address will be the one to which the Tribunal
will serve copies of the application and all notices. 

Applicants may search on the ASIC National Names Index
website: www.asic.gov.au or contact the Office of Fair Trading 
for further information.

The legislation requires that you must provide this information.
If you do not give the Tribunal the correct name for the respondent,
the Tribunal will not be able to deal with your application.

CONSUMER, TRADER AND TENANCY TRIBUNAL

GENERAL DIVISION APPLICATION / NOTIFICATION
Under Part 4 of the Conveyancers Licensing Act 2003
Consumer Claims about Conveyancing Costs

If the Tribunal does not refer the claim to an independent expert, the
matter will be listed for conciliation and/or hearing. The parties will 
be notified of a hearing date within 28 days of lodgement of the 
application.

If an expert report is required, there will be an additional cost as each
party will be required to share the costs of the report. If the report is
accepted by the parties, legally binding orders in accordance with the
expert’s report will be made by the Tribunal and forwarded to both
parties. If the report is disputed the matter will be listed for hearing
before the Tribunal.



If you need interpreting or translating help, telephone the Translating and Interpreting Service (TIS) office in your State.

Telephone interpreting is available 24 hours a day, 7 days a week on 131 450.

The translation service operates during business hours.

Information for Non-English Speaking People
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