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You place your property on the market and find a buyer 

You telephone us for a quotation and we 
will confirm all fees and issue you with 

the initial instruction forms to complete 
and return 

We will send the Contract to the buyer’s 
solicitors together with a copy of your 

Title and other relevant documentation 

The buyer’s solicitors will carry out 
searches and raise any enquiries.  We 

may need to take your instructions on the 
enquiries 

EXCHANGE OF CONTRACTS 
This is the point you are legally bound to 

sell the property 

The buyer’s solicitors will prepare the 
Transfer Deed to transfer the ownership 

and we will send the same to you for 
signing.  We will prepare a completion 

statement detailing all financial matters 

COMPLETION 
The buyer’s solicitors will transfer the 

balance of the sale money and once we 
are in receipt, the buyer is entitled to 

collect the keys to the property from the 
estate agent 

We will pay to you the balance due as set 
out on the completion statement either 
by cheque or bank transfer as requested 

by you 

You will need to complete a 
fixtures and fittings form 

and property information 
form 

We will request Title Deeds 
from your lender (if 

applicable) 

The buyer’s solicitor will 
pay to us a deposit (usually 

10%) for us to hold until 
completion 

We will obtain an up to date 
statement detailing the 
amount required to pay off 
your outstanding mortgage 
(if applicable) 

Once the terms of the 
Contract have been agreed, 
we shall send you this for 
signing 

A completion date will be 
fixed on exchange 

You will need to finalise 
your removals 

We will arrange to 
discharge your mortgage (if 
applicable) and pay your 
estate agents account (if 
applicable) 
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