
 
 

Purchase Key Stages 
 
We generally say it takes between 8 and 10 weeks to complete a purchase. This is 
dependent upon the response times of the other parties involved in the transaction, 
such as the sellers solicitors along with other parties to the chain. The process is set 
out as follows:  
 
1. Upon receiving instructions, we will have a file opened up on our case management 

system and your client care letters and other documents will be prepared and either 
posted or emailed to you. We endeavour to open new files and prepare the 
preliminary paperwork the day we receive your instructions but, in any event, within 
2 working days. 

 
2. We won’t be able to proceed any further until you return the documents as set out 

in our letters, confirming your instructions and you have let us have your payment 
on account.  

 

3. Provided that you have dealt with point 2 above, when we receive the draft Contract 
documentation from the sellers solicitors, we will apply for your searches and your 
file will be passed to Helen Kirk, our Solicitor, for her to review the pre-Contract 
documentation and raise any enquiries she deems relevant of the sellers solicitors 
and any third parties. She will also prepare a note to you reporting on the Contract 
papers so far.  

 
Within this report you should receive the sellers replies to the Property Information 
and Fittings and Contents Forms (and Leasehold Information Form is a Leasehold 
property) along with a copy of the additional enquiries raised. You will be invited to 
check over the documents for yourselves and let us know if there is anything further 
you wish us to deal with.  
 

4. We will prepare a draft Transfer Deed which is checked by the sellers solicitors and 
when agreed between us, we will ask you to sign it ready for completion.  
 

5. Some of your searches will be returned within days, the Local Authority and 
Drainage and Water searches tend to take several weeks. The company we use to 
carry out our searches will always give us an estimated return date which we can 
advise you of.  

  
6. Whilst the enquiries are being dealt with and we are waiting for your search results, 

it is likely that we will receive your mortgage offer (if applicable). We will report to 
you on the mortgage offer, usually on the day of receipt but in any event, within 3 
working days. We will post out our mortgage report to you setting out the key facts 
of the offer and enclosing the Mortgage Deed for your signature. In that letter we 
will ask you for a copy of your Valuation Report. Within the report, we will also inform 
you of the reinstatement value of the property which you will need in order to ensure 
your buildings insurance gives adequate cover.  



 
 

7. Once the Contract and Transfer are agreed between solicitors, we will ask you to 
sign them in readiness for exchange of Contracts and completion. 

 

8. You will be reminded that you will need to have adequate buildings insurance in 
place prior to exchange of Contracts as it will be become your legal responsibility 
from that moment and if any damage is sustained, it would be at your risk and cost.  

 

9. We will send you a draft Stamp Duty Land Tax (SDLT) form for you to check to 
ensure that all the details are correct. You will be asked to sign and return it to us 
ready for us to file it with HMRC following completion. We will need this form 
returning before we exchange Contracts. 

 

10. At this time we should be in a position to send you a completion statement showing 
the balance we require from you to complete your purchase. The statement will 
include details of all costs, fees and disbursements. The balance cleared funds will 
be required prior to completion and you will be reminded of our bank details for that 
purpose. We would advise against a cheque being presented as clearance will take 
8 working days and is likely to delay exchange of Contracts and completion.  
 

11. Once all enquiries are satisfied, including those which you may have raised, or 
which may arise as a result of your searches, we will be in a position to discuss 
completion dates. When a date is agreed with all parties, we will be able to 
exchange of Contracts. 

 

12. To enable us to exchange Contracts, we will need from you a correctly signed 
Contract, Transfer and SDLT form. We will discuss beforehand the requirement of 
a deposit. The Contract provides for 10% of the purchase price but, the 
circumstances of your case will dictate whether this amount is required from you, 
whether sufficient deposit is being made available on your sale to utilise on your 
purchase or whether time is short between exchange of Contracts and completion 
and we shall require the whole of your contribution towards the purchase price. We 
will have the relevant discussion in good time for exchange of Contracts and 
completion. 

 

You are reminded that from exchange of Contracts you are legally bound to buy the 
property and you will not be able to withdraw from the transaction without facing 
financial penalties to include the loss of your deposit. If the deposit paid on 
exchange of Contracts is less than 10%, you will be obliged to make up that 10%. 
Further losses may arise, so you must not instruct us to exchange Contracts unless 
you wish to be legally bound to the transaction.  
 
 

13. Before exchange of Contracts we will carry out a search at the Land Registry 
(assuming that the property is registered) and searches at HM Land Charges 
Registry to ensure that none of the parties to the transaction are bankrupt – this 
includes your sellers. This is to ensure that the Title Register remains the same as 
it was when received it from the sellers solicitors with the Contract papers and to 



 
give us priority over any third party to ensure that your purchase is registered 
without objection. This is known as having “priority” and gives you and your lender 
(if any) assurance that your transfer and the lenders mortgage will be registered in 
priority to any other application which may be lodged after the date of our searches. 
 

14. Before or on exchange of Contracts we send a report to your lender (if any) 
requesting your mortgage funds and confirming that the property is good and 
marketable for them to have adequate security for their lending.  

 

We generally ask for your mortgage money for the day before completion is due to 
be sure that we are in funds in good time.  
 

15. After exchange, if you have only paid a deposit, we will require you to send us the 
remaining funds for the purchase. We will need to have these in our client account 
1 working day prior to completion at the latest.  
 

16. On the day of completion, we will send your purchase monies to the sellers solicitors 
and they in turn will arrange for the release of the keys to you. You will be notified 
that completion has taken place and you can collect the keys, usually from the 
Estate Agents. 

 

We will write to you confirming completion along with a receipted invoice. 
 

Unfortunately, we are unable to give a time for completion as we are dependent 
upon the banking system. Our funds are sent by CHAPS (Clearing House 
Automated Payment System) which are guaranteed payments for that working day 
but, that could be any time up to 5pm. If we have a sale for you, we will need to wait 
for your sale monies to receive our bank account before we can send them on for 
your purchase. We can be hampered by other parties delays. 
 
You can be assured that as soon as monies enter our account, we will send them 
out immediately.  

 
17. Following completion, we will submit the SDLT Return to HMRC and pay any tax 

due. We will apply to the Land Registry to register your ownership and any 
mortgage within the priority period referred to at point 13 above.  
 
Once the registration has been completed, we will send a copy of the updated Title 
Register to you along with any other relevant documents for your safe keeping and 
will write to you with closure of your file.  


