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CPL has an automatic process for allowing you to process property sales and will pro-rate charges and
balances owed between the buyer and the seller in the background and ensure that these are correct.

Historically a fee was charged for this as it would have involved quite a bit of admin to be done in the
background. However, using CPL this process is very simple and easy to follow.

There is an option to add a structure of sales fees, known as Apportionment Fees in CPL.

To add Apportionment Fees within your database, follow the steps below.

To add an Apportionment (Sales) Fee within CPL, click on the System option in the header menu.

Select the System Parameter option and then click on the Apportionment Fees option in the
subsequent drop-down menu.

Systemn I Documents  Reports  Tools  Stats Help
oot | System Parameter | » Accounting Basis
<[] Documents ’ Allocation
1: Testing * Apportionment Fees
i Bank Mominals

This will open the Apportionment Fees screen.

4l Close
— Marme Charg_e } Fee Default Late Days Deleted
Description
@ Bt Default Fee Handowver Charge 30.00

Handover Charge (Gardening) DELETED: Handover... 18.00 [ 1]

= Late 7 days After Sale Late Notification: 7 ... 50,00 [ 7 O
E Amend  Late 14 days after Sale Late Motification: 14... 60.00 [ 14 []
Late 21 days After Sale Late Motification: 21...  70.00 | 21 O

Late 28 days After Sale Late Notification: 28... 120.00 [ 28 []

Late 10 days After Sale Late Motification: 10...  20.00 ] 10 O

Week early / 7 days early Week early / 7 days... 10.00 [ 7 []

this is a test for the name length application err Four days after sale ... 13.00 ] [

You may find in your system that there are already some default Apportionment Fees listed in the
screen to help you get started.

You may choose to edit or delete any of these.

To do this, click to highlight one of them and then click on the Amend icon in the action bar on the left
of the screen.
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ﬁﬂ Close
Name g';?srcgriition Fee Default  Late Days Deleted
@ Add Default Fee over Cl 0.00

Handover Charge (Gardening) DELETED: Handover... 18.00 [ 0

= Late 7 days After Sale Late Motification: 7 ... 50.00 [ 7 ]

=~ Amend | | Late 14 days after Sale Late Notification: 14... 60.00 [] 14 L]
Late 21 days After Sale Late Notification: 21... 70.00 [ 21 O

Late 28 days After Sale Late Notffication: 28... 120.00 [J 28 L]

Late 10 days After Sale Late Motification: 10...  20.00 ] 10 |

Week early / 7 days early Week early / 7 days...  10.00 [ 7 L

this is a test for the name length application err Four days after sale ...  13.00 | O

The details from that individual fee will launch in a window and you can edit any of the highlighted
options, choose to mark it as the default fee or delete it.

E Save and Close iiﬂ Close
Rate

MName |Deﬁ|uh: Fee

Fee 30.00

Created 17/06/2013 11:53:00

Created By  Administrator
Updated 31/05/2018 13:57:00

Updated By  Administrator

Default

Late Days

Deleted ||

Charge Description | [mER @M
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If you edit an existing Apportionment Fee, don't forget to click on Save and Close in the Apportionment
Fee window.

One of your fees will have to be ticked as a Default so that this is the one which will show in your sales
screen as the first option.

You can choose to set Late Days against a fee and this will pick up the difference between the
notification date and the sale date to apply a fee automatically in the Sales screen. However, you can
manually edit this on the sales screen itself.

You can also click Add to create a new Apportionment Fee, rather than edit one of the existing fees.

I@Aﬂd

ﬁ Amend

Normally you would be notified about a sale by a solicitor when the new client is moving in.

Sometimes sales fall through or the date gets changed and you would have to retur and amend or
delete the sale in CPL. Please see the Sale Amendments and Deletions Training Guide for further

information on this.

To get started with processing a property sale, click on the Clients tab in the main CPL screen.

File  Systemm  Documents Reports Tools Stats  Help

EF‘urc:hase Ledger Jobs/Maintenance Estimates

Developments| | Cli

Click to select a client account in the grid and then click on the Sale button in the blue action bar
towards the bottom of the screen.

f __-H k7 —ER % J Payment -7 o T.-| ciient ’, Credit Control
2 ) =]
@ Sale -\_/_J Amend %Payments ! Recon [.:}' Global Notices . Summary

This will open the Sale for Client xoo00x screen.
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Sale Process
Seller (Current Client)
Sale Date [08/03/2024 - | Date Solictor Sale Letter Received [08/02/2024 - |
Float Repayment Date |18/03/2024 B- ]
Charge Apportionment. Fee [ Transfer Diarised Charges
Apportionment Fee
|Defaut Fee | [30.00 |
[ sum Insured
Surn Insured
Current Sum Insure: 0.00
lew Sum Insured
Apportion Charges [] Invoice Charges Immediately
Refunds/Charges
Charge - Charge Client Charge Seller Charge
Induded Date Charge Description File DBM Invoice Mo Amount Refund to Buyer
Seller Buyer
Current Balance £1,500.00 £0.00
Total Charges £0.00 £0.00
Apporti t Fee (Including VAT) £36.00
Charge Refunds/Charges £0.00 £0.00

Float Refunds{Charges -£200.00  £200.00
Overall Position £1,336.00 £200.00

f 0K H | Cancel

Please note that the entry and exit dates are listed as the same date in GPL. However, when it comes
to the system pro-rating charges, the seller client will be responsible for all charges up until the end of
the day before and the buyer client will be responsible for all charges from the date of the sale onwards.

All dates will default to the day you are processing the sale.

Select the appropriate Sale Date at the top of the screen. This is the entry date of the new client and
the exit date for the old client.

Sale Process
Seller (Current Client)

Sale Date |12/02/2024 [Ed | Date Solicitor Sale Letter Received |08/03/2024 B-|

Float Repayment Date [08/03/2024 - |

Charge Apportionment Fee [] Transfer Diarised Charges

Choose the correct date for the Date Solicitor Sale Letter Received.

If you have created apportionment fees will late days applied, then based on the date you select to say
you have the solicitor letter (been informed of the sale) and how many days after the sale date this is,
the system will calculate which Apportionment Fee from your structure should be applied.
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Depending upon the structure of your Apportionment Fees, CPL may display a pop-up notification to
let you know that if you have Apportionment Fees set up with late days programmed in that these will
come into effect and the system will set the correct apportionment fee in the Apportionment Fee field.

The sale notification from the solicitor was late so a
non-default fee has been automatically selected.

Sale Process
Seller {Current Client)
Sale Date [12/02/2024 B-] Date Solicitor Sale Letter Received |08/03/2024 B-]
Float Repaymert Date |08/03/2024 - |
Charge Apportionment Fae [] Transfer Diarised Charges

Apportionment Fee

|Late 21 days After Sale | [70.00 |

However, you can always click on the Apportionment Fee drop-down menu and manually select another
fee that you wish to apply.

Apportionment Fee

Late 21 days After Sale |v |?n.un

Default Fee
N Late 7 days After Sale

Late 21 days After Sale
Late 28 days After Sale
Late 10 days After Sale 0o.00
Week early | 7 days early

this is a test for the name len

L

You can choose to set the Float Repayment Date to a date in the future. It will have to be at least one
day later than the date you have selected for the sale date. The Float Repayment is a separate process
from the sale which would enable you to return their float back to their client balance.

If you don't wish to apply a fee at all, you can untick the Charge Apportionment Fee box to remove
any fees.
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Sale Process
Seller (Current Client)

Sale Date [12/02/2024 - | Date Solicitor Sale Letter Received [08/03/2024 B-]

ort Date [08/03/2024 B

[] Transfer Diarised Charges

Late 21 days After Sale 70.00

Choose whether you would like any personal diarised charges to be transferred by ticking the box
labelled Transfer Diarised Charges. These personal diarised charges are set-up and charged to the
individual client and should not be confused with Diarised Charges created at development level to be
charged against an apportionment. These are based on properties in the apportionment and will pro-
rate automatically between the buyer and the seller clients when they are processed.

Sale Process
Seller (Cumrent Client)
Sale Date [12/02/2024 B~ | Date Solicitor Sale Letter Received |08/03/2024 B-]
Float Repayment Date [08/03/2024 B-]
Charge Apportionment Fee | [] Transfer Diarised Charges |

There is a Sum Insured tick box available. Tick this if you wish to update the sum insured for the
property as part of the sale process. For example, this may be useful when ownership of a property is
passing from the developer to a client when the developer has sold the property.

If you don't wish to update this then you can leave this box unticked.

[ 1 Sum Insured

150000.00

The Apportion Charges option will be ticked by default. This is what allows all the pro-rating to be
done against various charges which were already on the seller account.

Apportion Charges [] Invoice Charges Immediately
Refunds/Charges
Charge - Charge Client Charge Seller Charge
Induded Date Charge Description File DBM Invoice No Amount Refund to Buyer
Management Fee 51C Test

s | lmo  loso Jono |
13034 6576.10

12/01/2024 Insurance Policy Adjustment -£4,027.86 £4,027.86
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If there are charges which you don’t wish to be pro-rated but to stay against the seller client account
then you can untick these in the Refunds/C harges grid.

Ticking Invoice Charges Immediately will mean that you are flagging these pro-rated charges and
they could be picked up separately from other charges when you are running an Amended Account.
You could tick this if you were going to post another charge after this and don't want the account to
pick this later charge up.

Apportion Charges | [ Invoice Charges Immeditely |
Refunds/Charges
Charge - Charge Client Charge Seller Charge
Induded Date Charge Desaription File DBM Invoice Mo Amount Refund to Buyer

01/03/2025 |Management Fee 5]C Test -£252.00

12/01/2024 Insurance Policy Adjustment 13034 6576.10 -£4,027.86 £4,027.86

There is no need to tick this if you want to pick up all charges within a certain period.

Once you have added all information you will see a table at the bottom of the screen letting you know
who is going to be charged what between the buyer and the seller.

Apportion Charges [] Invoice Charges Immediately
Refunds/Charges
Charge - Charge Client Charge Seller Charge
Induded Date Charge Description File DBM Invoice No Amount Refund to Buyer
01/03/2025 | Management Fee 51C Test -£252.00
12/01/2024 Insurance Policy Adjustment 13034 5576.10 -£4,027.86 £4,027.86
Seller Buyer

Current Balance -£129.34  £0.00
Total Charges £6,828.10  £0.00
It Apporti t Fee (Including VAT) £0.00
Charge Refunds/Charges -£4,279.86 £4,279.36
Float Refunds/Charges -£200.00  £200.00
Overall Position £2,213.90 £4,479.86

Gonce

Click on OK to process the sale with these pro-rated charges applied to your client accounts.

Seller Buyer
Current Balance -£129.34  £0.00
Total Charges £5,828.10  £0.00
fault Apporti t Fee (Including VAT) £0.00
Charge Refunds/Charges -£4,279.86 £4,279.86
Float Refunds/Charges -£200.00  £200.00
Overall Position £2,218.90 £4,479.86
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This screen will now be replaced by a new Sale Process for Client xo000x screen where you can enter

the details for

the buyer.

[ Save | =i Close

Account Number Hoat Due Cumrent Balance Unit Type
Client Name Hoat Paid Charge Balance Adv. Charge Date Code
Property Manager Hoat O/S Balance Due NOPL Expiry
Payment Type Status PW Balance Debt Inhibition
Activity Diarised Charges Web User Tracking Invoice Preview User Defined Fields Contacts
Account Addresses Memos Documents Transaction Activity Credit Control Hoat Transactions Charge Transaction Allocations Maps/Directions Estimated Charges Court Ledgers
Client Accourt Information
Account Number  —NEW-— Dewvelopment/Property 6 - The Pinnacle Altemnative Account Number |DDDEDDD1'\3 ~
Clert Name | | Defaut Email Address | [ 2] [[send | Request Feedback
Colloquial Name | | Address |1 Pnacle Entry Date 0602024 | -]
Client Category | None vl Exit Date A/
Account Type |Ciett ~ | Garage Space
Payment Type | Nomal ~ | Postcode |PO12 1AA Insurance Date of Advisement
Green Fee (Ex. VAT) Note of Interest
Telephone Number g 0

Always Print Invoices

Opt Out Paperless
Bank Information

Bank Mame

Bank Account Name

Sort Code

Account Number

Bank Reference

[ Papedess

Opt In Marketing []

[ Aways Print Documents [ ] Exclude Apportion Fees [ ] Exclude Management Fees [ ] Exclude Annual Calculations [ ]

O

Resident’s Association [ ]

el e i (]

| Monthly Collection Amount

Date of Mext Collection it

Number of Times to Run

One off Float Amount

| Reset AUDDIS Submission

One off Payment Amount

[] Defer One Off Payment

One off Payment Date s

Balance Cleanng Payments
Normal Monthly Payment

Blevated Payment

Switchover Date

[ A v

Add any details you have for the new client and then you can click Save in the top-left of the window.

e

Account Number Hoat Due Cumrent Balance Unit Type
Client Name Hoat Paid Charge Balance Adv. Charge Date Code
Property Manager Hoat O/5 Balance Due MNOPL Expiry
Payment Type Status PW Balance Debt Inhibition
% aa BHER
Activity Diarised Charges Web User Tracking Invoice Preview User Defined Fields Contacts
Account Addresses Memos Documents Transaction Activity Credit Control Hoat Transactions Charge Transaction Allocations Maps/Directions Estimated Charges Court Ledgers
Client Account Information
Account Number  —NEW- Development./Propety 6 - The Pinnacle Atemative Account Number |DDD€DDD113 ~
Cliert Name [ Mrs AlAppleton | | Defaut Email Address | [ 2] [(sed | Request Feedback
Calloquial Name | Fiona Appleton Address |1 Finnacle Entry Date 06/03/2024 l:‘
Client Category | Mane - Exit Date it
Account Type ‘Ciem ~ ‘ Garage Space
Payment Type ‘ Nomal w ‘ Postcode  [PO12 1AA Insurance Date of Advisement
Green Fee (Ex. VAT) Note of Interest
Telephone Number g 0

Always Print Invoices

Opt Out Paperess

Opt In Marketing []

[[] Aways Print Documents [ | Exclude Apportion Fees [ | Exclude Management Fees [ ] Exclude Annual Calculations [

O Annual Insurance Biling []

Resident’s Association [ ]
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You will be presented with a Sale Confirmation pop-up window for you to confirm that you are
processing the sale for the correct client.

Click on Yes to proceed.

Client: 0006000113 / Lyla Marks is currently in this property.
Do you wish to process the Sale?

You will then be presented with an Information pop-up window confirming which charges have been
pro-rated between the buyer and the seller. You can click on OK to dismiss this pop-up.

Mo Insurance charges adjusted
4 Record(s) updated in this Sale process.
Did not find any budgeted handover charges to transfer.

0 Charge Installments Updated

Your sale is now processed. You will se a final pop-up window confirming this and asking if you would
like to add the new client’s telephone number. Click Yes if you would like to add this and No to dismiss
the message.

Client's (Buyer) Details Updated. 5ale Process is Complete,
Do you wish to add the Client's Telephone Number?

If you click on the Charge Transaction tab for this new client (the buyer) you will see that any charges
which were pro-rated sitting in there.
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Il save | = Close
Account Number 0006000104 Hoat Due £200.00 Cument Balance £0.00 Unit Type Modern
Client Name Mrs A Appleton Hoat Paid £0.00 Charge Balance £2,385.78
Property Manager Brian Lamb PMSU Hoat O/S | Invoice Float £200.00 Balance Due £0.00
Payment Type Normal Status  Normal PW Balance £0.00
» a3
Activity Diarised Charges Web User Tracking User Defined Fields Contacts
Account Addresses Memos Documernts Transaction Activity Credit Control Float Transactions ] Allocations Maps/Directions Estimated Charges Court Ledgers
Charge Transaction Information
Trans Date Batch/DBN Description FL Account Amourt Invoice Excluded DType DR

01/03/2025  [129713171 | Management Fee SUC Test | m | [ m|
12/01/2024  1297/13169  Insurance Poicy Adusimert 213723 O O

If you open the exited client’s account and check their Charge Transaction tab you will see the equal
but opposite charges on there.

For this new client, you could either choose to run an amended account to go out to them just now or
you could leave these charges to be added to their invoice on the next run.

Similarly for the seller client, you may wish to wait to process another invoice to them until you have
processed their float repayment (if applicable). You have the option to wait until the end of the charge
period to process a standard invoice for them, or to run an Amended Account invoice before the end
of the charge period.

There is a separate Amended Account Training Guide available which you may find useful to help with
invoicing your buyer and/ or seller clients rather than waiting until the end of the charge period for the
standard invoice.

There is also a Sale Amendments and Deletions Training Guide to cover what to do when a sale date
needs to be changed or a sale needs to be deleted altogether.

The CPL Knowledge Base will be continually updated with additional guides and information. If you
have any questions or suggestions for further guides we'd be happy to hear from you. You can contact
CPL Support by emailing us at support@cplsoftware.com or through our portal at
https:/ / contact.cplsoftware.com/ portal/ home or calling us on 0345 646 0240 (option 1).
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