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1. The sales Memorandum is 

issued by your estate 

agent/or details of your 

Buyer/ Buyers Solicitor are 

provided to us. 

 

2. We write to all parties including 

you, with a Client Care Letter, 

Questionnaire & Forms to request 

further information. 

 

3. You then provide us with details 

of your mortgage lender to 

include your account number, so 

that we can immediately get a 

redemption statement and apply 

for any Title Deeds or documents 

they hold. 

 
4. You return your signed Client 

Care Letter, Questionnaire and 

Identification documents in 

person and completed Seller 

Information Forms. We will obtain 

the office copies from the Land 

Registry to provide evidence of 

your ownership of the property 

and entitlement to sell it. 

 

5. We will need original 

copies of any Guarantees, 

Notices, Certificates, 

Planning Consents, and 

Receipts relating to the 

property.  

(not photocopies) 

 

6. We send the 

Contract and the 

completed forms to 

your Buyer’s Solicitor. 

 

7. The Buyers Solicitors will 

raise specific enquiries which 

we will attempt to answer 

from the Title Deeds & 

documents but we may need 

to seek your help. 

 

8. Effectively, once we have 

answered specific enquiries 

arising, we are ready to proceed 

to exchange contracts but can 

only do so when your Buyers 

are ready to proceed and their 

funding is in place. 

 

9. At this stage, we send the 

Contract and Transfer to you 

for signing together with a 

statement setting out the 

finances in the transactions 

and ask you for your 

preferred completion date. 

 

10. When the Buyers 

Solicitor is ready to 

exchange Contracts,  the 

Solicitors exchange the 

relevant parts of the 

contract which their 

respective Clients have 

signed.  The Buyers 

Solicitors will send us a 

deposit, normally 10% of 

the purchase price. 

 

11. A completion date, which we 

will agree with you in advance , is 

specified in the Contract and this is 

the day when the Buyers Solicitors 

will pay the balance of the 

purchase monies to us.  On receipt 

of the purchase monies, we will 

then redeem your mortgage and 

complete your sale.  This is when 

you will move out and allow the 

Buyers vacant possession.  The 

property must be vacated by 

2.00pm under the standard 

conditions of sale provided for in 

the contract. 
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