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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 

We will obtain the title deeds from the Land Registry and draft the sale contract and 
send these to your buyer’s solicitor for approval together with a supporting package 
which will include the property information forms you have completed, documents 
dealing with title, planning and any guarantees that are applicable. 
 

2. Leasehold Properties 
If the property that you are selling is leasehold we have to request a sales pack or 
completed LPE1 Form from your Landlord/Managing Agents/Residents Association. 
Please note the cost and the turnaround time varies depending on the 
Landlord/Managing Agents/Residents Association. 
 

3. Enquiries 
Once the buyer’s solicitor has examined the Contract Pack they will need to seek 
clarification on certain points. They are entitled to raise enquiries with us and we will 
need to liaise with you to enable us to provide the information requested. It is 
important that information supplied to us is accurate and that you make a full disclosure 
of any relevant facts about your property. 
 

4. Your Mortgage 
We will make a request to your lender that they supply us with an up to date statement 
detailing the amount which is required to repay your mortgage. All loans secured 
against your property will need to be repaid upon completion of your sale. 

 

~You are selling the property ‘as seen’ at exchange of contracts therefore the onus is on the 
buyer to commission any surveys and/or reports as they see necessary to satisfy themselves 
that everything is in order. However you may wish to have an up to date boiler service record 
etc. available for your buyers~ 
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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 
your buyer or your buyer’s broker, directly. It is therefore useful to speak with your 
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 our charges, mortgages to 
be repaid, estate agent fees and all other outgoings. Any balance due will need to be 
cleared in our account at least two working days prior to the completion date. 
 

4. On Completion 
As soon as we have received the balance to complete from your buyer’s solicitor, we 
can confirm that your sale has completed. You should arrange to drop the keys off with 
the estate agent, we can then authorise the estate agents to release the keys to the 
buyer. We will organise the payment of our fees, the estate agents fees and mortgage 
redemptions (if applicable). Any proceeds of sale will be sent to yourself using the 
Telegraphic Transfer Authority Form.  

 

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