
 

 

 
  

SPECIFICATION OF WORK FOR CLIENTS SELLING AND/OR 
BUYING PROPERTY 

 
The purpose of this document is to give you some idea of the procedures involved when buying and 
selling a house. In a straightforward transaction with no unusual problems arising the procedure, in 
brief, prior to exchange, is as follows:- 
 
YOUR SALE      
 

1. Once you have returned the completed forms to us, we will issue the contract to your 
buyer’s solicitors along with the supporting documentation.  
 

2. We will obtain a redemption statement from your mortgage company (if applicable), for 
information only at this stage.  
 

3. Your buyer’s solicitors will raise enquiries with us on the documentation. A number of these 
will be standard questions about the property, and some will be specific to the legal title. We 
will forward to you any enquiries we need you to answer.  
 

4. We will forward the replies to enquiries to your buyer’s solicitors and send you the Contract 
and TR1 for signing in readiness for exchange.  
 

5. Once your buyer’s solicitors are ready to exchange, we will notify you and a completion date 
will be agreed. Exchange of contracts can then take place.  
 

YOUR PURCHASE 
 

1. Once the contract and supporting documentation have been received from your seller’s 
solicitors, we will be able to apply for your searches. The time for the searches varies 
depending on the local authority – however an average timeframe for the return of searches 
is about two weeks. 
 

2.  We will peruse the contract package and raise enquiries with the seller’s solicitors on the 
documentation. A number of these will be standard questions about the property, and some 
will be specific to the legal title.  
 

3. We will forward to you several documents supplied by the seller’s solicitors, for your 
information.  
 

4. Once we have received your search results, replies to enquiries from the seller’s solicitors 
and your mortgage offer (if applicable), we will then prepare our Contract Report and send 
this to you, along with the documentation for signing in readiness for exchange. We will also 
request from you the exchange deposit at this stage.  
 

5. It is at this stage that you should arrange to put your buildings insurance in place to enable 
the exchange of contracts to proceed. It is essential that you have the insurance in place 
from exchange of contracts.  



 

 

 
6. Once we have your signed contract and deposit, we will contact your seller’s solicitors to 

establish if they are ready to exchange. If so, a completion date will be arranged and 
exchange can then take place.  

 
AFTER EXCHANGE OF CONTRACTS AND BEFORE COMPLETION (MOVING DATE) 
 
You will now have a date for completion and you should make arrangements with your Removal 
Firm and to have the gas and electricity meters read and the telephone transferred etc. on 
completion day.  You should also deal with Council Tax and the utility services. 
 
A few days prior to completion we will provide you with a completion statement showing the 
balance required from you to complete, or the balance due to you on completion. We will take into 
account our fees on the completion statement and arrange to pay the estate agent on your behalf 
on a sale. On a purchase, we require the full balance from you including the Stamp Duty and the 
Land Registry fees.  
 
COMPLETION (MOVING) DAY 
 
You should not need to see us on the moving day.  Your Buyer's solicitors will transfer the purchase 
money to our bank account. We then transfer your purchase money to the Seller's solicitor’s bank 
and wait for them to confirm receipt.  The keys and access to your new property is usually available 
between 12.00 noon and 2.30pm on the date of completion, however the contract does state for 
sellers to vacate will need to have vacated the property by 1-2pm. 
 
After completion we send the Stamp Duty Land Tax Form to the Inland Revenue, register your 
ownership, together with any mortgage, at the Land Registry. 
 
This is a short summary of our work and we hope it helps you to understand what we are doing for 
you.  If you require any other information please let us know.  
 
We may not always be able to see you without an appointment therefore please telephone before 
calling in to see us.  
 


