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COMPLETING YOUR CLIENT CARE PACK 
 

 
1. Complete the Forms to the best of your knowledge 

Feel free to make hand amendments to the Forms, we use them to open up your file so 
it’s important we have the correct information. 
 

2. Original Documents 
We need to see the originals of all documentation so we can make certified copies. We 
understand most bills and statements are now done online and we, therefore suggest, 
before you come in to see us that you go into your local branch and ask for hard copy 
bank statements with your name and address on. Your bank should be happy to provide 
you with this. 
 

3. Make an appointment 
We need to meet every one of our clients, the easiest way to do this is to make an 
appointment to come into the office to see us. This will ensure you do not have a 
wasted journey as we may not be available to see you if you ‘pop in’. However, if you 
are unable to do this please ask for one of our Client Identity Verification Forms for a 
third party to complete. 
 

4. Money on Account 
This is not an additional charge, it will be shown on your completion statement as 
money received from you. You can pay this over the phone, by cheque or online. Please 
do not make the payment on account until you have been into the office with all the 
relevant paperwork. This way we can link your payment to your file.  
 

~You should inform the estate agent that we shall be acting for you so that they can send a 
“Memorandum of Sale” to all the relevant parties together with a copy of the property 
particulars~ 
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THE LEGAL WORK 
 

 
1. Contract Pack 

As soon as we receive the contract papers from the seller’s solicitor we will examine the 
title, draft contract and supporting documents and raise enquiries. We will send out 
copies to you so please let us know if you have any queries or concerns.  
 

2. Searches 
We will carry out a set of legal searches to ensure there are no other factors you should 
be aware of. Theses comprise of the Local Authority search, Land Registry searches, 
environmental and drainage search and location specific searches (if applicable). 

 
3. Your Mortgage 

You will need to get your mortgage and mortgage valuation in place. We will receive our 
own copy of the mortgage offer and go through the conditions. Before exchange of 
contracts can take place your lender will require you to get buildings insurance for your 
new home. You are responsible for the property as soon as contracts have been 
exchanged so it is in your interests to do so. 
 

4. Timescales 
Please note we have to wait for the contract papers, searches, mortgage offer and 
replies to enquiries to all come in before we can discuss exchange and completion 
dates. We will keep you informed of progress as we move along the process. 
 

5. ‘Buyer Beware’  
You are buying the property ‘as seen’ at exchange of contracts therefore:- 
- You must take every avenue available to you to ensure that your purchase is a sound 
investment. The onus is on you to commission any surveys (such as a Homebuyers Report or 
Structural Survey) to be satisfied that everything is in order.  
- We cannot guarantee that any items shown as included in the Fitting and Contents 
Form are in good working order. Therefore you should check items, such as the washing 
machine, are working satisfactorily. 
-  Before exchange of contracts we strongly advise you visit the property again to ensure 
nothing has changed since you last visited. Please note it will be much more difficult 
after exchange and/or completion, when the seller has moved on, to make any claims. 

 

 

 

https://hoa.org.uk/advice/guides-for-homeowners/i-am-managing-2/how-should-i-insure-my-home/
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EXCHANGE & COMPLETION 

1. Signing your contract and transfer 
Once the contract and transfer have been approved by the solicitors you will need to 
sign them in readiness for exchange. We will contact you to make an appointment for 
you to come into the office to sign or alternatively we can send them out via post or e-
mail for you to sign and return.      
 

2. Exchange of Contracts 
Before an exchange can take place all the parties involved need to agree on a 
completion date. The estate agents are able to talk to all parties in the chain, including 
the sellers, directly. It is therefore useful to speak with the estate agents to discuss 
dates or chase the chain. If you wish to do this please wait until directed by ourselves. 
Otherwise if dates are suggested too early, they may not be achievable and could cause 
disappointment. 
 

3. Between Exchange and completion 
We shall send you a financial statement and invoice detailing funds received and 
required as well as our charges, any Stamp Duty Land Tax payable, Land Registry fees 
and all other outgoings. Any balance due will need to be cleared in our account at the 
latest two working days prior to the completion date.  
 

4. On Completion 
We will send the balance to complete to the seller’s solicitor on the morning of 
completion. As soon as the seller’s solicitor has received the balance to complete, they 
will confirm that the purchase has completed. At this point we will call you to confirm 
completion. You can then arrange to collect the keys from the estate agent. We will 
organise the payment of our fees, Land Registry fees and Stamp Duty Land Tax (if 
applicable) and any other transaction specific charges. Any money due back to yourself 
will be sent using the Telegraphic Transfer Authority Form completed by you.  
 

5. Post Completion 
We will deal with the Land Registry formalities to register the property into your name. 
We will send you a copy of the new Title as soon as it has been completed by the Land 
Registry. The time will vary if you are purchasing a new build or unregistered property.  

~From the point at which contracts are exchanged you are legally bound to buy and the seller is 
legally bound to sell.  Should either party pull out the other will be entitled to claim 
compensation for losses arising~ 
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