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CONVEYANCING PROCEDURE

The Step by Step Guide

SALE OR PURCHASE

	SALE
PURCHASE
	
	PURCHASE

	
	
	

	When you decide to sell you instruct us to act on your behalf (even though you have not found a buyer so that we can act more quickly when you do find one).
	
	We receive your instructions to act and you forward us monies on account to carry out any searches which are not provided in the HIP.  All searches can be ordered on-line.  Remember we can also submit planning searches at your request.

	
	
	

	We order the Home Information Pack (HIP) for you
	
	We receive draft contracts and supporting documents from the sellers solicitors (hopefully by e-mail) :- check and resolve issues raised by the documents.

We liaise with the managing agents for leasehold properties to check your liability to services charges.

	
	
	

	We apply for the title deeds.

	
	You make your mortgage application and you arrange for a survey to be carried out.



	
	
	

	We apply for an up to date copy of the Land Registry Title (if
registered).


	
	You receive and check the mortgage offer details and we also receive a copy of the mortgage offer.



	
	
	

	We send you a property information questionnaire about the property to complete and return to be added to and form part of the HIP.
	
	We check all the searches and all replies to enquiries, the mortgage offer and the HIP, we then report to you.

	
	
	

	If your property is Leasehold, we write to your managing agents for up to date information of ground rent and service charges and insurance.
	
	We arrange for you to sign the contract and pay the deposit.

	
	
	

	We draft the contracts and send with supporting documents to the buyers solicitors including the HIP (if possible by e-mail)
	
	We check that you have buildings insurance arranged from exchange of contracts.

	
	
	

	We negotiate the terms of the contract and provide the buyer's solicitor with any outstanding information required by them.

	
	We agree the completion date.
receive a copy of the mortgage offer.

	
	
	

	We report to you on the transaction and ask you to sign the contract.
	
	
you to sign the contract and pay the deposit.

	
	
	

	We agree the completion date.

	
	

	
	
	

	EXCHANGE CONTRACTS

	
	EXCHANGE CONTRACTS

	
	
	

	We write to your mortgage lender, estate agent (and managing agents) for final accounts.
	
	You arrange buildings insurance through your mortgage lender, ourselves or independently and arrange to put your life insurance policy into force.

	
	
	

	We agree final documentation with the buyer's solicitors and arrange for you to sign all transfer documents.
	
	We pay the deposit and send your signed contract to the seller's solicitors, apply for the mortgage advance and carry out pre​-completion searches

	
	
	

	We prepare a completion statement showing the net amount due to you on completion.
	
	We ask you to sign the mortgage and transfer documents.

	
	
	

	You arrange for final statements for council tax, water rates and all service accounts.
	
	We provide you with a comprehensive statement of account on the whole transaction and you pay any balance due (usually at least 7 days before completion).

	
	
	

	COMPLETION
COMPLETION
	
	COMPLETION

	
	
	

	You move out and arrange for the keys to be delivered to the
We transfer the purchase monies to the seller's solicitors. agents or the buyer direct.
	
	We transfer the purchase monies to the seller’s solicitors.  
into the property.

	
	
	

	We receive the completion monies, discharge your mortgage, the estate agents account and our fees and account to you for the balance.
	
	The seller's solicitors release the keys and you can then move into the property.

	
	
	

	You cancel buildings insurance on the property and your direct debit for payment of the mortgage.
	
	We receive the title deeds to the property, check that those documents are in order and stamp and register the transfer in your favour.

	
	
	

	We forward your title deeds to your buyer's solicitors.
	
	We advise you to consider carefully how you intend to share ownership if you are buying the property jointly with any other person or persons.  In particular we can advise regarding second mortgages or declarations of trust.
lodge them in our deeds system until you require them for any purpose.

	
	
	

	
	
	When registration is completed the deeds are forwarded to your mortgage lender if you have a mortgage.  Otherwise, we lodge them in our deeds system until you require them for any purpose.  We will forward to you electronically where appropriate an up to date record of the title registered in your name.


Finally, we recommend to all our clients that you make a Will between exchange of contracts and the completion of your transaction whether you are buying or selling. It often takes only a few minutes to give us your instructions and you ensure that your estate passes to whom you would wish to benefit. It could save your next of kin a great deal of unnecessary stress, and gives you peace of mind.  Fixed costs may apply.
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