
OUTLINE OF A SALE TRANSACTION 
 

No one transaction is the same as another.  However, assuming no unusual issues arise (and a 

willing and keen Seller and Buyer) a typical sale occurs in the following stages –  

 

1. Instructions are received from you to act by completion and return of the initial 

information form (attached to the quote or sent to you) and by you signing the duplicate 

of the client care letter.  Until these documents are received no work is undertaken on your 

matter. 

 

2. Estate Agents’ details are required in order for us to have details of the buyer’s solicitors.  

If there are no Estate Agents you will need to obtain the solicitors details. 

 

3. We request your deeds normally from your current lender, apply for official copies of your 

legal title, draft the sale contract and send various forms to you for completion.  If you 

received any paperwork from your previous solicitor when you purchased we request that 

you send this to us together with any planning documentation, building approval, 

guarantees or other documents you hold for the property (perhaps window guarantees, 

Fensa certificates, damp guarantees or boiler guarantees). 

 

4. On receipt of (2) above, we prepare a bundle of legal paperwork for your purchaser’s 

solicitors and forward these to them for consideration.  This is known as ‘issuing the 

contracts’. 

 

5. Your purchaser’s solicitors make their own enquiries and searches following receipt of the 

bundle and often raise additional enquiries relating to the property.  Most of these are sent 

to you for completion with the legal questions dealt with by us.  Often paperwork is 

required to answer these questions and you will be expected to provide this (or obtain 

copies at your own expense if you do not have the necessary).   

 

6. Once the legal enquiries have been dealt with to the satisfaction of the buyer’s solicitors 

(and the buyer) we will send the contract to you for signature and liaise with you and the 

purchaser’s solicitors regarding the anticipated completion date.  Generally you will not 

attend our offices to see us (except for the need for you to provide identification). 

 

7. When your purchaser’s solicitors are in a position to proceed and a final completion date 

is agreed we exchange contracts.  We confirm this in writing to you, send a transfer 

document to you for execution and in due course provide a completion statement showing 

all the financial information associated with your sale. 

 

8. On completion we receive the balance of your sale monies, repay all mortgages you have 

on the property and repay any estate agents and ourselves.  We then account to you for the 

difference and deal with the post completion work to which you will normally not be privy. 

 

Every transaction is different in length.  Variables include the size of the chain, legal technicalities 

and general housing market conditions.  Commonly a transaction will take from 6 – 12 weeks 

from start to finish. 



OUTLINE OF A PURCHASE TRANSACTION 
 

A typical purchase occurs in the following stages –  

 

1. Instructions are received from you to act by completion and return of the initial 

information form (attached to the quote or sent to you) and by you signing the duplicate 

of the client care letter.  We also request payment of some fees and costs on account 

(commonly £300.00). 

 

2. On receipt of the Estate Agents’ details we request from the seller’s solicitors draft 

documentation.  This normally includes a sale contract and supporting paperwork showing 

legal and other matters affecting the property. 

 

3. On receipt of (2) above, we raise additional enquiries on your behalf in relation to the 

property.  Provided you have forwarded the search fees, we will then instigate your local 

search, drainage search and environmental search.   

 

4. Following satisfactory replies to our enquiries and searches we will settle the terms of the 

contract and will have then completed the provisional legal work.   This stage of the 

process will commonly be the longest period. 

 

5. If you are having a mortgage we cannot progress matters until a formal written offer has 

been issued.  On receipt of the offer we will forward various documents for your 

completion and return and will then arrange for you to sign the necessary contracts and 

documents and obtain the purchase deposit from you.  A report will be prepared for you 

about the property at this stage and sent to you.  We will not report to you piecemeal and 

will only do so when all documentation is to hand. 

 

6. Provided you agree to us proceeding we will then liaise with the solicitors acting for the 

seller and agree a completion date (although you should also discuss this with your estate 

agent and the vendor).  Once a date is agreed, we will exchange contracts paying over the 

purchase deposit.  All parties from this stage onward are bound and cannot withdraw. 

 

7. Prior to completion we will drawdown your mortgage funds (if any) from your lender, 

forward a financial statement to you showing the balance due from you to complete (if 

any) and finalise the pre-completion legal work including making the necessary searches.  

If so requested, you must provide any balancing money in good time for completion 

(usually by bankers draft or telegraphic transfer). 

 

8. On completion we pay over the balance of the purchase monies to the solicitors acting for 

the seller and deal with the post completion work including paying any stamp duty and 

registering you as the legal proprietor.   

 

Every transaction is different in length.  Variables include the size of the chain, legal technicalities 

and general housing market conditions.  Commonly a transaction will take 6 – 12 weeks from start 

to finish. 

 


