
Sale Key Stages

We generally  say it  takes between 8 and 10 weeks to  complete a sale.  This  is
dependent upon the response times of the other parties involved in the transaction
such as the buyers solicitors and other parties in the chain. The process is set out as
follows: 

1. Upon  receiving  instructions,  we  will  have  the  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.

With the client  care letters,  we will  also send the Property  Information Form
(TA6), the Fittings and Contents Form (TA10) and if applicable, the Leasehold
Information Form (TA7).  These are the Law Society  Protocol  Forms and are
required to be completed on every sale and form part of the Contract pack which
is sent to your buyer' solicitors. 

2. We wont 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. When we have received the client care letters, completed protocol forms and a
payment on account from you we will then send the Contract pack to your buyers
solicitors. At this stage, we will download the Office Copy Entries from HM Land
Registry. 

The Office Copies are the Title Register which confirms your ownership of the
property and refers to any relevant covenants that affect the property and the
Title Plan which sets out the boundaries. The Contract pack will be issued on the
date that your payment clears. Debit card payments take 3 working days to clear
and bank transfers are classed as cleared funds on the date of receipt. 

If you have a mortgage, we will also apply for a redemption statement which will
initially be used for information purposes to ensure that the sale price exceeds
the amount necessary to repay your charge. A copy of this redemption figure is
sent to you on receipt for you to check.

4. On receipt of the enquiries from your buyers solicitors, we will respond to those
which we are able to deal with and refer the remaining enquiries to you for your
responses. 

We will also have the Contract and Transfer agreed with the buyers solicitors at
this stage and will ask you to sign these documents in readiness for exchange of
Contracts and completion. 



5. When  all  enquiries  have  been  answered  to  the  satisfaction  of  the  buyers
solicitors, we will be in a position to start discussing completion dates.

6. When a date has been agreed between all parties involved in the chain, we will
apply for a final redemption figure and prepare the completion statement. The
statement will include details of all costs, fees and disbursements. 

7. You are reminded that from exchange of Contracts you are legally bound to sell
the property and you will not be able to withdraw from the transaction without
facing financial penalties to include the loss of the deposit which is 10% of the
sale price which you will be obliged to make up. Further losses may arise, so you
must not instruct us to exchange Contracts unless you wish to be legally bound
to the transaction.

8. On the day of completion, we will wait for the sale proceeds to come in to our
client account. 

9. Unfortunately, we are unable to give a time for completion as we are dependent
upon  the  banking  system.  The  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. You can be assured that as soon as
monies enter our account we will act on them.

10. On receipt of the funds (and only after the full sale proceeds have been received
in to our client account) we will ring you to confirm completion has taken place.
At this point, you should hand the keys over to your buyer if you hold them. If the
keys are being held at the Estate Agents, we will ring them to advise that the
keys can be released to the buyers.

We  will  then  pay  off  any  mortgages  you  have,  pay  the  Estate  Agents  and
arrange for the sale proceeds to be returned to you. If you have opted for the
funds to be returned by bank transfer, the proceeds will be in your account by
5pm on the day of completion. 

Our closing letter is sent out to you on the day of completion confirming that we
have sold the property and your signed Transfer Deed, transferring the property
at the Land Registry to your buyer, is sent to the buyers solicitors to enable them
to lodge their application at HM Land Registry. 


