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1. Workspace Preparation – Invitations and Settlement Date and Time 

Stage Guideline Timing 

1a - Incoming Mortgagee Creates the workspace. 

Proposes a settlement date and time that is at a minimum of 
10 business days from when the invitation is sent to the 
Mortgagee on Title. 

Monday, Tuesday, Wednesday, Thursday after 
2.30pm are preferred settlement days/times for 
Refinances except where the Refinance is linked to a 
Transfer.  

Invites the Mortgagee on Title as soon as the workspace is 
created including the customer’s account number or loan 
number. 

Uploads the Discharge Authority into the Files section of the 
workspace.   

Note Discharge Authority preferences: 

https://community.pexa.com.au/t5/Help-
Centre/Financial-Institutions-Discharge-Authority-
Preferences/ba-p/7743 

 

As early as possible. 

 

 

 

 

 

 

 

 

1b - Mortgagee on Title Accepts or declines the invitation.  If declining, a reason is to 
be provided. 

Should the Mortgagee on Title struggle to identify the 
customer, they should accept the invitation and initiate a 
conversation (using the PEXA Conversation tool) asking for 
additional customer details.  

Acceptance of an invitation should be considered a 
commitment by the Mortgagee on Title to process the 
discharge through PEXA, subject to:  

- Receipt of a Discharge Authority; and  

- Execution of a retention strategy/process.  

An invitation cannot be declined because the Discharge 
Authority is not held or is invalid.  

Settlement Date and Time should be accepted when a 
Discharge Authority has been received and verified. 

Within 2 business days of 
receipt. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://community.pexa.com.au/t5/Help-Centre/Financial-Institutions-Discharge-Authority-Preferences/ba-p/7743
https://community.pexa.com.au/t5/Help-Centre/Financial-Institutions-Discharge-Authority-Preferences/ba-p/7743
https://community.pexa.com.au/t5/Help-Centre/Financial-Institutions-Discharge-Authority-Preferences/ba-p/7743
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2. Settlement date and time changes 

Stage Guideline Timing 

2 - Incoming Mortgagee 

Mortgagee on Title 

 

 

 

 

 

 

 

If documents are not received within sufficient time to meet 
settlement date and time, the Incoming Mortgagee or the 
Mortgagee on Title can extend the date at their discretion.  

If the Incoming Mortgagee wishes to bring forward 
Settlement, they should consider the impact on the 
Mortgagee on Title if the original Settlement Date and Time 
has not been accepted or the Discharge Authority has not 
been received. Refer to Service Level Agreements for 
Financial Institutions here: 
https://community.pexa.com.au/t5/Help-Centre/Bank-
Transfer-Checklists-tips/ba-p/6974 

If either party proposes a change of settlement date or time, 
the other party should respond: 

- Reset to Pending if Documents are not yet received;  

- Accept if Documents have been received and verified and 
new proposed settlement date and time can be 
accommodated; or  

- Propose new date/time if Documents have been received 
and verified and settlement is required sooner than proposed 
date. 

If a change is proposed on the day of settlement, a phone 
call is recommended to alert the other party. 

 

All Parties should respond to a 
new proposed Settlement Date 
and Time as soon as possible. 

 

 

3. Completion and Signing of Documents 

Stage Guideline Timing 

  3a - Incoming Mortgagee Complete their mortgage and lodgment instructions. When documents are received 
and verified. 

Note Panel Law firms may sign 
documents closer to the day of 
settlement. 

 

3b - Mortgagee on Title Creates and signs the discharge of mortgage 

document. 

If NSW: 

›  The Mortgagee on Title also creates and signs the 

Consent document. 

If VIC: 

›  Where the certificate of Title is paper, the Mortgagee 

on Title signs and lodges the Nomination  

› Where the certificate of title is electronic a nomination is 
not required if CT Controller is Transacting Party. 
 
 
 
 
 
 

When Discharge Authority is 
received and verified. 

If a Nomination is required it 
should be completed and 
lodged the day before 
settlement where possible. 

Note Panel Law firms may sign 
documents closer to day of 
settlement. 
 
 
 
 

https://community.pexa.com.au/t5/Help-Centre/Bank-Transfer-Checklists-tips/ba-p/6974
https://community.pexa.com.au/t5/Help-Centre/Bank-Transfer-Checklists-tips/ba-p/6974
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4. Indicative Loan Proceeds 

Stage Guideline Timing 

4 - Incoming Mortgagee Enters the Loan Proceeds into the Financial Settlement 

Schedule 

When documents have been 

received and verified and at 

least 5 business days before 

settlement 

 
 

5. Indicative Payout Figure 

Stage Guideline Timing 

5 - Mortgagee on Title Enters indicative payout figure into the Financial Settlement 
Schedule. 

This figure is deemed to be confirmed once the Financial 
Settlement Schedule is signed. 

When discharge authority has 
been received and verified and 
at least 2 business days before 
settlement. 

 
 

6. Completion of Financial Settlement Schedule 

Stage Guideline Timing 

6a - Mortgagee on Title Updates the indicative payout figure to represent a final 
payout figure and signs Financial Settlement Schedule. 

Conversation to be sent if Final Payout Figure is changed 
after the Incoming Mortgagee has signed the Financial 
Settlement Schedule. 

 

 

 

 

 

 

 

 

 

 

 

 

enters 

 

 destsigns 

At least 1 hour before 
settlement if settlement is on or 
after 12pm or by 10am if 
settlement is before 12pm. 

 

6b - Incoming Mortgagee Confirms the Loan Proceeds in the Financial Settlement 
Schedule and signs the Financial Settlement Schedule. 

At least 1 hour prior to 
settlement when the Financial 
Settlement Schedule is 
balanced. 

 

7. Communicating in PEXA 

Stage Guideline Timing 

7 - Incoming Mortgagee 

Mortgagee on Title 

The PEXA Conversation Tool should only be used to 
communicate information that is not already in the workspace 
or to escalate an issue. 

It is important that both parties respond to conversations in a 
timely manner. 

To minimise the number of conversations, there is no need 
for niceties e.g. thanks, you’re welcome etc. or to respond to 
a conversation requesting completion of a task if the task is 
completed and visible in the Workspace. 

Within 8 business hours after 

receiving the conversation. 

OR 

Within 4 business hours after 

receiving the conversation, if 

settlement is in 2 business 

days or less. 
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Version Control 

For information regarding this document or if you have any questions or suggestions regarding the content, please contact the 

following: 

 

Name Title 

Kate Camilleri General Manager, Integration & Optimisation, Financial Services 

 

Change history 

Version Date Revised By Brief Outline of Changes 

3 July 2020 Leah Milne, Financial Services Team Update to Settlement Date and Time 
preference. 

 


