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BUYING A RESIDENTIAL PROPERTY 
The Process  
 
Working with your conveyancer and understanding the process will help to ensure that you have a smooth 
and efficient conveyancing experience.   
 
Ask your conveyancer for clarification if you do not understand anything they say or send to you. 
 
The standard stages of a purchase are as follows and will be detailed in the following sections; 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
  

STAGE 1: Client Care and Initial Instructions 

STAGE 2: Contract Pack and Investigating Title 

STAGE 3: Report on Contract and SDLT   

STAGE 4: Report on Searches 

STAGE 5: Report on Mortgage  

STAGE 6: Report on Title & Enquiries  

STAGE 7: Preparing for Completion 

STAGE 8: Exchange of Contracts 

STAGE 9: Transaction Completion Day 

STAGE 10: After Completion 
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Our Role  
 
We will work with you and guide you through the purchase process. In doing so, we will follow the stages 
set out in this transaction guide, advising you along the way.  
 
This transaction guide aims to address frequently asked questions and set out the roles and responsibility 
of the different parties to the transaction. We aim to manage your expectation in respect of timings and 
process but must emphasise that no two properties and transactions are the same.  
 
We will liaise with you and any surveyor, mortgage broker and estate agent, as applicable, but kindly ask 
you to note the advisory below. 
 

Third Parties 
 
During the purchase process, we are very much reliant on the efficient turnaround of third parties, such as 
Local Authorities, Mortgage Lenders, Seller’s Conveyancers and this can sometimes cause delays. Whilst 
your Conveyancer will endeavour to complete your transaction at the earliest opportunity, please exercise 
patience where delays are out of our control. 

 
Likewise, please do not rely on third parties to provide you with updates on the transaction as they may not 
have all the information needed to provide you with an accurate update. Whilst we endeavour to provide 
you with clear and consistent information regarding the progress of your transaction, agents and brokers 
can misinterpret legal matters and their importance therefore difficulties can arise. We therefore ask that 
you contact us for updates to obtain an accurate response.  
 

Surveyors  

We appreciate purchasing a property is a major commitment and investment. Many purchasers choose to 

arrange for a surveyor to assess the structural condition of their property to better understand the property 

they are buying.  

We must remind you that we are not surveyors and therefore cannot advise on the structural integrity of the 

property. Whilst we can raise your enquiries with the Seller and provide you with their response, we are not 

trained in this field and any concerns and enquiries should be discussed with a surveyor.   

 

Removals 
 
We appreciate wanting to organise your move is important. Until exchange of contracts has taken place, 
there is no legally binding commitment between the parties. We advise you not to confirm or secure 
removal bookings until contracts have been exchanged. Doing so any earlier is against our advice and at 
your risk. 
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STAGE 1: CLIENT CARE AND INITIAL INSTRUCTIONS 
 

We will provide you with all the necessary paperwork to complete within a client care pack.    

 
To avoid delays we cannot stress the importance of fully and accurately completing and returning 
all required documents.  Please fully complete all documentation as soon as possible.  Incomplete 
paperwork will delay your transaction.   
 
We are required to verify your identity. This is usually a quick and straightforward process.  Incomplete 
address or photograph ID verification will delay your contract pack being prepared and sent to your buyer’s 
solicitor.  
 
The Estate Agent will let you know when your offer has been accepted. At this point they will ask you for 
your Conveyancer’s details, pleasure ensure they have all the relevant information they need.  
  
If you have not already done so and a mortgage is required, you should make your mortgage arrangements   
 
 
 

STAGE 1: Key Tasks Checklist  

 
Complete and return the full client pack including the client checklist 
 

☐ 

 
Return satisfactory certified ID or complete digital ID verification 
 

☐ 

 
Make the initial payment on account for costs and searches 
 

☐ 

 
Estate agent notifies all parties when the offer has been accepted and issues a sales 
memorandum  
 

☐ 

 
Apply for mortgage if required 
 

☐ 
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STAGE 2: CONTRACT PACK AND INVESTIGATING TITLE 
 
The Seller’s Conveyancer is responsible for starting the process. They send a contract to your 
Conveyancer and other documents such as the Land Registry title information which relates to the property 
you are purchasing.  

We will consider this carefully - this is known as ‘Investigation of Title’. If we find any issues, we will raise 
enquiries with the seller’s solicitor to clarify the issues. If information is missing, marked ‘to follow’ or 
referred to but not provided, we will also seek clarification on these points. 
 
There can sometimes be a delay in receiving a contract pack where the seller has not completed the 
instruction process with their Conveyancer. This in turn will impact timescales of your purchase.  
Following receipt of contract pack, we will send you a copy of the Land Registry Title Plan to ensure the 
boundaries shown are as expected by you. Subject to this confirmation, we will then put in hand the usual 
conveyancing searches.  
 
Shortly thereafter we will provide you the Seller’s completed Property Information and Fittings and Contents 
Forms. Sometimes, these follow from the Seller’s Conveyancer later in the transaction.  
 
Initial enquiries may also be raised to ensure that there are no defects with the property title and all 
approvals, consents and permissions have been obtained, however without property search results, initial 
enquiries are limited.  
 
Your Conveyancer relies on you to review the accuracy of the property questionnaires as they do not visit 
the property. If you are unsure whether information being provided by the Seller is correct, you should raise 
this with your Conveyancer as soon as possible. 
  
Whilst enquiries and requests for information begin at Stage 2, they can continue for the majority of the 
purchase process until Stage 6 

STAGE 2: Key Tasks Checklist  

 
You will receive a copy of the Title Plan to approve. 
 

☐ 

 
Receive the Property Information and Fittings and Contents Forms and any documents 
referred to. Should you have any enquiries regarding these, please provide us with 
your list of queries. 

☐ 
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STAGE 2: Frequently Asked Questions 

 
1) I am not 100% sure if the title plan is correct, should I raise this with my Conveyancer?  
Absolutely! If the plan reveals boundaries that you are not certain of, please let us know so this can be 
investigated.  
 
2) The Property Information Forms have a couple of questions blank, should I raise this?  
 
We will go through the Property Information Forms at the outset and request any blank questions are 
completed therefore you will not need to raise this with us.  
 
3) There are discrepancies between the Sellers answers and what we have been told about the 
property, what do I do?  
 
Tell us about the discrepancy so we can clarify this with the Seller’s Conveyancer.  
 
4) What are the most important matters to bring to your attention?  
 
Usually, the most important matter for us to consider is alterations and extensions to the property which 
have been undertaken within the last 10 years. We will need to consider whether there has been any 
breach of planning or building regulations.  
 
5) I want the Seller to have the boiler serviced and gas appliances and electrics safety checked. Is 
this a legal requirement?  
 
There is no legal requirement for a seller to undertake routine boiler servicing, gas safety or electrical 
testing, except, if the property has previously been rented to tenants.  
 
6) I have agreed to purchase certain fittings and contents but these are not detailed in the Fittings 
and Contents Form  
 
Please provide us with a list of items agreed to be included, together with any agreed price, and we will 
seek agreement from the seller’s solicitor.  
 
7) What enquiries are likely to be raised?  
 
Examples of likely enquiries, although not exhaustive, could include:  

a) Are there any legal restrictions or rights such as rights of way that affect the property being bought?  

b) Are there any public footpaths on or adjacent to the property?  

c) Are there any historic planning permissions?  

d) Was planning permission obtained in respect of historic extension or alterations?  

e) Are certain services like water and drainage, connected to the property?  

f) Have there been any structural alterations or extensions which need planning permission?  

g) Whether there are any works or installations that need electrical, gas, window or other compliance 
certificates  
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STAGE 3: REPORT ON CONTRACT AND STAMP DUTY LAND 
TAX 
 
Once searches are underway, we will begin reporting to you. 
 
The first report is likely to be the Report on Contract and Stamp Duty Land Tax. 
 
This report is designed to provide you with information at the outset regarding the transaction documents 
including the contract, transfer deed, and the legal implications of signing them. The report also confirms 
whether any stamp duty land tax is payable.   
 

PLEASE NOTE: 

• You will not be legally committed to purchase the property or pay stamp duty land tax at this 
stages.   

• This is not an indication that we are ready to proceed or that we are satisfied with legal 
matters.   

• These are preparatory administrative steps only.   
 

Dealing with these documents now, avoids a rush during the final stages of the transaction. 

STAGE 3: Key Tasks Checklist  

 
You will receive a copy of the Report and all documents you are required to sign and 
return 
 

☐ 

 
You will return to us original hard copy documents bearing a wet physical signature 
(not digital) following the instructions in our letter 
 

☐ 

 

STAGE 3: Frequently Asked Questions 

 
1) Now I have signed this first set of documents, can we discuss completion dates?  
Unfortunately not. Until search results are received, your mortgage is received and enquiries have been 
replied to, we cannot discuss dates at this stage.  
2) There is an error with the documents I have received.  
 
If you disagree with any part of the report, you must notify us immediately so we can correct this.  
3) There is a typographical or spelling error?  
 
Every effort is made to ensure this is avoided. Any typographical mistakes should be amended in writing 

and initialled. 
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STAGE 4: REPORT ON SEARCHES 

After confirming the boundaries accurately reflect the property you are buying, we will order your property 

searches.   

If you are purchasing with a mortgage, your lender may request you obtain a different kind of searches. If 

applicable, this will be discussed with you.  

Our searches pack includes as standard 3 search results: 

• Environmental Search – reveals any issues with ground stability, flooding and environmental 
issues 

• Water and Drainage Search – reveals who provides these services, whether any sewers, pipes or 
drains run under your property and any drainage issues 

• Local Authority Search – reveals whether any planning or land charges apply to the property, any 
applications have been made, rejected or granted and other issues affecting the property and its 
locality.  

 

Once your Conveyancer has reviewed the search results, they will prepare your ‘Report on Searches’ and 

raise any necessary enquiries with the Seller. 

Whilst our report summarises the results, it is important that you read the search results. Should you have 

any enquiries regarding the results or the report, you must raise this prior to exchange of contracts.  

We cannot advise on the structural condition, repair and condition of the property and these enquiries 

should be raised with a surveyor, builder or other specialist.  

 

STAGE 4: Key Tasks Checklist 

 
We will send you our Report on Searches together with the search results 
 

☐ 

 

 

STAGE 4: Frequently Asked Questions 

 

1) I have received by Report on Searches, is there anything I need to do? 
Your Report on Searches is for your information only, you do not need to return any documents.  
 

2) I am concerned about something in the Report on Searches, should I contact my 
Conveyancer or a surveyor?  
If your query relates to the search results, you should contact us so that we can advise you. If you 
have concerns about an extension, any alterations or other works not being safe or to standard, you 
should refer to or consider consulting a surveyor. If the query relates to specific works, then you 
may choose to consult an electrician, plumber, builder, drain experts or other appropriate specialist.  
 

3) Can a completion date be agreed?  
Not until stages 5 (if applicable) and 6 are completed. 
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STAGE 5: REPORT ON MORTGAGE  
 
The Report on Mortgage outlines the key details from your mortgage offer and the implications of taking out 
that mortgage. This will include information such as your gross loan amount, your mortgage term, any fixed 
interest period, any special conditions you must comply with and any restrictions.  
 
Although the report summarises the mortgage offer, it is imperative you thoroughly read your mortgage 
offer as your mortgage deed binds you to the terms of the offer, once we have drawn down the mortgage 
funds and completed your purchase.  
 
We cannot advise whether the mortgage is the most suitable mortgage for you and these enquiries should 
be raised with your mortgage broker, financial advisor or whoever assisted you in obtaining your mortgage 
offer.  
 
You must sign and return the original hard copy documents with a wet (not digital) signature as these will 
be required by your lender. We cannot accept photocopies or photographs of signed mortgage deeds. We 
must be in receipt of your original, hard copy, undated, properly signed and witnessed mortgage 
deed prior to exchange of contracts.  

 

STAGE 5: Key Tasks Checklist  

 
You or Your Mortgage Advisor/Broker will receive your Mortgage Offer from your 
lender 
 

☐ 

 
Your lender will provide a copy of the offer to your Conveyancer with a letter of 
instruction to deal with the offer. 
 

☐ 

 
You must read the Mortgage Offer and Report on Mortgage thoroughly 
 

☐ 

 
You must sign and return the Mortgage Deed, Mortgage Confirmation Form and any 
other documents requested from you.  
 
REMINDER: You must return the original hand-signed copies. We cannot accept 
photocopies or photographs of signed copies. 
 

☐ 

 

 

 

 

 

  



 

9 
24/01 

STAGE 5: Frequently Asked Questions 

1) Can I witness my partner’s signature and vice versa? 
No. We require an independent witness over the age of 17, who is not related to you or the 

transaction. 

2) Can the same witness, witness more than one signature where there are two or more 
buyers?  
Yes, provided they are an independent witness over the age of 17, who is not related to you or the 
transaction. They will need to sign and state their full name and address details next to each 
signature they witness. A single signature as witness for two or more parties is not sufficient. The 
witness must sign their name as witnesses to each party whose signature they are witnessing.  
 

3) Do I need to request the mortgage monies myself?  
No, we request the funds on your behalf.  

4) Why do you need to report changes to the transaction to the lender?  
We are usually instructed to act on behalf of the lender as well as yourself. We are required by your 
lender to ensure the transaction is compliant and meets the lender’s lending criteria. 
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STAGE 6: REPORT ON TITLE AND ENQUIRIES 
 
In the majority of transactions, this will be the final report.  
 
The Report on Title and Enquiries will detail the property you are purchasing, what type of ownership you 
will acquire, summarise any legal matters to be brought to your attention.  
  
Enquiries, are a crucial part of the purchase transaction. We will act on behalf of you and any lender (if 
applicable) to ensure your investment complies with legal and lender requirements, and protect the 
saleability of your property for when you come to sell.  
 
It is important to note that we will always seek to ensure you acquire good and marketable title.  
This does not mean perfect title. There are often legal defects which are able to be overcome with 
suitable evidence, and/or indemnity insurance.  
 
The timing of providing this report depends on many factors and the provision of satisfactory 
replies to the enquiries raised. If there are delays in receiving replies or factors delaying our report 
to you, we will advise you of these. Information being provided from third parties such as landlords, 
management companies, councils, sellers or their solicitors are a common cause of delay. 
 
Once we receive sufficient replies to conclude our Report on Title and Enquiries, you will be provided with 
an ‘Authority to Exchange’ which confirms you are happy with our reports and happy to proceed with your 
purchase. 
 

IMPORTANT NOTE:  

Most clients at this stage are hoping for a completion date. We fully understand.  We have duties to you 
and can accept your instruction to not pursue certain enquiries where you are cash buyer. Where a lender 
is involved, we must comply with their instructions.   

We rely on information being provided by Sellers, their solicitors and other third parties.  We are not 
therefore fully in control of the timescales in which the information is provided and third party information 
from landlords, management companies, councils or referrals to lender are a common cause of delay.  

 

STAGE 6: Key Tasks Checklist  

 
We will provide you with a Report on Title and Enquiries 
 

☐ 

 
You must thoroughly read the entire report so you are informed about your purchase  
 

☐ 

 
You must return a signed Authority to Exchange form  
 

☐ 
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STAGE 6: Frequently Asked Questions 

1) Can we exchange while enquiries are outstanding? 
No, where your purchase has a mortgage lender.  If you are a cash buyer you could take a view on 

the outstanding issues but should you proceed without resolving issues we will ask you to sign a 

disclaimer accepting the risk and that proceeding is against our advice.  

 

2) Can I proceed with unresolved questions about repair and condition? 

An enquiry about replacing a broken shower fitting or fence panel (for example), is personal 

preference.  If you are happy to proceed without this being dealt with, it is understandable.  

However, if an enquiry is outstanding regarding probate, legal ownership, planning and building 

regulations, or other legal matters, we cannot proceed without resolving these issues. If you are a 

cash buyer, we may agree to proceeding on certain matters without resolving, subject to you signing 

a disclaimer, acknowledging that proceeding is against our advice. If 

If you have a mortgage, the matter may need to be referred to the lender for their consideration. 
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STAGE 7: PREPARING FOR COMPLETION  
 
The majority of our legal work is completed during stage 1-6. 
 
This stage is a further compliance check to ensure we have received all the correct signed paperwork, all 
enquiries and issues have been dealt with and the source of your deposit funds and the balance required to 
complete your purchase (known as “Source of Funds”) is satisfied.  
 
You are advised at the outside of the legal requirement for us received adequate proof of the source of their 

funds to their Solicitor. Due to the time from initial instruction to preparing for completion, it may be necessary 

to provide updated information or to provide further clarification on the information previously supplied.  

We will provide a draft completion statement, which sets out the financial aspects of your purchase. This 
includes stamp duty and any breakdown of funds your Conveyancer will receive such as mortgage 
advances as well as money from your sale (if applicable).  
 

Until we have received from you satisfactory source of funds evidence, we will not provide bank 

details for receipt of your deposit. 

 
STAGE 7: Key Tasks Checklist  

 
 
Returned all signed paperwork from the reporting stage 
 

☐ 

 

 
Provide any additional proof required in accordance with Source of Funds checks 
 

☐ 

 

 
Once Source of Funds is satisfied, receive bank details from us arrange payment of 
the deposit  
 

☐ 

 

Call our office to verify bank details for the transfer of deposit monies.  ☐ 

 

Pay the deposit and if close enough to completion, the balance required to complete 
the purchase 

☐ 

 

 

STAGE 7: Frequently Asked Questions 

1) I previously provided evidence, why is further information required?  
Depending on the previous evidence it may be necessary to provide further updated evidence 
closer to completion due to the passage of time.    
 

2) If I am buying with a Help-To-Buy / Lifetime ISA, what information do you need?  
Where a Help-To-Buy/Lifetime ISA is involved, we ideally need to see a bank statement revealing 
the company dealing with your ISA, the amount held and your account number. We will need this 
information if we are to correspond with your Financial Institution about your ISA 
 

3) Can funds be sent to you by a third party?  
Funds must only be received from our client for who we hold satisfactory proof of identity. The only 
exception is receipt of gifted deposit monies from parties who have completed the necessary 
formalities. Separate guidance will be provided in the event of gifted deposits. 
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STAGE 8: EXCHANGE OF CONTRACTS 
 
Once you have: 

1) Signed and returned all documents sent to you.  
2) Satisfied source of funds 
3) Arranged payment of the deposit 
4) Agreed a date for completion 

 
We will be able to proceed to exchange of contracts.  
 
You should note that exchange can only take place when all parties in a chain and their solicitors are in a 
position to do so. A lot of legal preparatory work happens in the background and it may not be possible to 
achieve exchange as early as you might like. We will provide further information as applicable closer to the 
point of exchange of contracts.  
 
Following exchange, neither party can withdraw from the transaction without a financial penalty. 

STAGE 8: Key Tasks Checklist 

 
Your Conveyancer will provide a copy of the completion statement for you to review 
 

☐ 

 

 
You must send to your Conveyancer the deposit. If exchange is to take place within a 
week of completion, please arrange to send all monies required to complete the 
purchase as set out in the completion statement. 
 

☐ 

 

 
Arrange buildings and contents insurance from the date of exchange, NOT the date of 
completion. 
 

☐ 

 

 
Your Conveyancer will contact you to ensure they still have authority to exchange 
contracts on the day 
 

☐ 

 

 
Provide to us a copy of your buildings and contents insurance, if requested. 
 

☐ 

 

 
We will contact you to ensure we still have authority to exchange contracts on the 
day and to confirm completion details.  
 

☐ 

 

 
Your Conveyancer will liaise with the Seller’s Conveyancer to exchange contracts 
and deposit monies 
 

☐ 

 

 
Your Conveyancer will contact you to confirm that contracts have been exchanged 
and you are legally bound by the contract. 
 

☐ 
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STAGE 9: COMPLETION DAY 
 

Prior to the day of completion, you must send your conveyancer the balance of funds including any fees. 
 

If you have a mortgage, your lender will send the mortgage funds to us following our request.  
 
If you are selling a property on the same day, your Buyer’s Conveyance will send to us the balance of 
funds.  
 
On the day of completion, the following things occur:  

• The funds are transferred by us to the Seller’s Conveyancer.  

• If you  have a related sale, we cannot transfer the funds until we are in receipt of monies from your 
sale. 

• The Seller moves out and leaves the property in the state agreed in the contract. This is usually 
vacant apart from the fittings and contents agreed in the Fittings and Contents form.  

• The Seller hands over the keys to you, usually via the Estate Agent.  

• CONGRATULATIONS, the property now belongs to you.  
 
We will keep you informed of progress throughout the day. 

 

STAGE 9: TRANSACTION COMPLETION DAY 

 
No later than the day of completion, send your conveyancer the balance of funds 
including any fees  
 

☐ 

 

 
The Seller’s Conveyancer will confirm receipt of the completion monies and we will 
confirm completion of the transaction  
 

☐ 

 

 
The Seller’s Conveyancer will contact the Estate Agent (if applicable) and authorise 
the keys to be released to you. 
 

 

 

STAGE 9: Frequently Asked Questions  

1) Where do I collect the keys from ?  
These are usually available from the estate agent. If you are buying via an online agent without a physical 
premises, or there is no estate agent involved, please notify us and we will seek confirmation of 
arrangements where you are not in direct contact with the seller.  
 
2) What time will complete occur?  
There is no exact timescale. Completion occurs when monies are received by the seller’s solicitor. 

Timescales depend on the number of properties in a chain of transaction. Timings are therefore not 

guaranteed but we will update you throughout the day. 
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STAGE 10: AFTER COMPLETION 
 
When you move in to a new property, you should notify the utility providers of meter readings. You may 
wish to consider changing the locks.  
 
We will undertake the post-completion steps including registering your ownership at Land Registry and 
attending to any Stamp Duty Land Tax formalities.  A copy of the completed registration will be provided 
once the registration is completed.  Land Registry registration can take place many months after 
completion, especially for transfers of new build properties, unregistered properties, or where a purchase is 
only of part of a property.  
 

Your ownership and responsibility for the property, utilities and other outgoings begins on the day of 

completion, not the day registration completes at Land Registry. 

 

STAGE 10: AFTER COMPLETION 

 
You have moved into your new property. You should take meter readings and 
consider changing the locks.  
 

☐ 

 

 
We provide a copy of the new title showing your ownership and forward to you any 
deed and documents for safe keeping, advising you of the firm closure and file 
storage policies.   
 

☐ 

 

 


