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Your Guide To The Conveyancing Process
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The Conveyancing Process 
Selling

Working with your Conveyancer and understanding the legal process will 
help ensure you have a smooth and efficient Conveyancing experience.

IMPORTANT
This guide has been prepared to help you understand the 

Conveyancing process.
 

Ask your Conveyancer for clarification if you do not understand anything they say or send to you:

The national average timescale for house buying currently stands at between 14-20 weeks 
depending on whether the purchase is of a Flat or a House.  It could be sooner and we will always 

look to complete at the earliest opportunity, however, it is important that we inform you that we 
are only as fast as the slowest in the chain or third party such as Local Authority/Lender. Please 

note that this timescale usually begins once a contract pack has been issued by a sellers Solicitor.

 PLEASE BE AS CLEAR AS POSSIBLE WHEN YOU GIVE YOUR CONVEYANCER INSTRUCTIONS ON 
THE SALE OF YOUR  PROPERTY.

INSTRUCTION

PREPARE THE CONTRACT PACK AND ANSWER ENQUIRIES

EXCHANGE OF CONTRACTS

TRANSACTION COMPLETION DAY 

AFTER COMPLETION
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YOU HAND OVER THE PAPERWORK TO YOUR 
CONVEYANCER.

1

ESTATE AGENT TELLS YOU AND YOUR  CONVEYANCER WHEN AN 
OFFER HAS BEEN ACCEPTED AND ISSUES THE SALES MEMO TO 
YOU, YOUR BUYER AND BOTH SOLICITORS ACTING.

3

YOUR CONVEYANCER WILL CHECK YOUR 
IDENTITY AND ONCE APPROVED REQUEST 
INITIAL PAYMENT ON ACCOUNT.

2

The Conveyancing 
Process - Selling
STAGE 1
 
INSTRUCTION

Our New Business Team will begin the legal process 
of selling your home, they will provide you with all the 
necessary paperwork to complete within a client care pack. 
This will consist of personal details, information about the 
property and transaction, bank account details and other 
additional forms, which will provide information about the 
property

Please read, complete, sign and return this paperwork to 
your New Business Team Executive as soon as possible, so 
everything is ready to move forward when an offer is agreed.

As part of the client sign up process and to meet
professional regulations, your Conveyancer is required 
to verify your identity and explore any potential money 
laundering risk.

This is usually a very quick and straightforward process,
however speak with your Conveyancer if you have any
questions.

There are some things you can do to help your
Conveyancing experience run smoothly:

•	 Ask for clarification if you don’t understand anything 
your Conveyancer says or sends to you

•	 Return paperwork promptly
•	 Be as clear as possible when you give instructions.
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STAGE 2

PREPARE THE CONTRACT PACK 
AND ANSWER ENQUIRIES

Your Conveyancer will prepare a number of documents 
called the ‘contract pack’ which they will then send to your 
Buyer’s Conveyancer.
	
The contract pack contains information about:

•	 The sale price
•	 Property boundaries
•	 Fixtures and fittings that will be included (like	

carpets and kitchen units)

The Buyer’s Conveyancer will conduct searches and ask us 
questions (called enquiries) to clarify issues such as:

•	 Legal restrictions or rights, which may include 		
public footpaths or rules about using the property

•	 Planning restrictions
•	 Services to the property (e.g. drainage, electricity and 

gas

Your Conveyancer will work with you to answer any
reasonable questions that the Buyer’s Conveyancer asks 
and provide any documents requested. 

Your Conveyancer will also ask you to sign the contract 
and the transfer document which the Buyer will need 
after completion to register their new ownership at Land 
Registry. 

YOUR CONVEYANCER WILL SEND A CONTRACT PACK 
TO THE BUYER’S CONVEYANCER ON 
YOUR BEHALF.

1 THE BUYER’S CONVEYANCER WILL 
CONDUCT SEARCHES, REVIEW THE 
CONTRACT PACK AND RAISE ENQUIRIES.

2

YOUR CONVEYANCER WILL ASK YOU TO SIGN 
THE TRANSFER DOCUMENT & CONTRACT AND 
PROVIDE REPLIES TO ENQUIRIES OR FORWARD ANY 
DOCUMENTATION REQUESTED.

3

The buyer if obtaining a mortgage will make an application to the mortgage lender who 
will perform a survey on your property. Even if the buyer is not having a mortgage they 
may possibly have a survey.

If you have a mortgage your conveyancer will request a redemption statement and a copy 
will be sent to you. 
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STAGE 3

EXCHANGE OF CONTRACTS

You will be sent a detailed statement in relation to your 
sale for approval, known as a completion statement. When 
the contract is agreed and all questions are
answered, your Conveyancer will send you the contract to 
sign.

The Buyer’s Conveyancer will also send a copy of the 
contract to the Buyer for their signature.

After the contracts have been signed by both parties, 
finance is in place, and all enquiries including a moving 
date have been agreed, your Conveyancer will exchange 
contracts with the Buyer’s Conveyancer. 

ONCE CONTRACTS HAVE BEEN EXCHANGED THE BUYER 
CANNOT BACK OUT OF THE CONTRACT WITHOUT A 
FINANCIAL PENALTY AS THE SALE IS LEGALLY BINDING!

The conveyancers will then send the contract they had to each other.
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STAGE 4

TRANSACTION COMPLETION DAY 

The time completion takes is largely dictated by the 
number of parties in the chain and the position you are in 
the chain. For example, if there are three parties below you 
in the chain, you are likely to complete later than if there is 
only one party below you.

This is because the completion monies have to travel up 
the chain between the Conveyancers’ client accounts - and 
the more there are, the longer this process will take.

On the day of completion the Buyer’s Conveyancer will 
send to your Conveyancer the balance of funds required to 
purchase the property. You will need to vacate the property 
on the day of completion (unless the property is sold with 
a tenant in situ). When the money has been received, your 
Conveyancer will let both the Estate Agent and you know 
that completion money has been received and that the 
keys can be released to the Buyer. 

There may be a slight delay in your Conveyancer 
receiving funds - this is common and usually caused as 
a result of a property chain. Funds are usually expected 
from 10.30am onwards on the day of completion. Many 
transactions complete early afternoon, but be reassured 
that your Conveyancer will contact you as soon as funds 
are received.

YOU TAKE METER READINGS OF THE PROPERTY 
TO GIVE TO THE UTILITY PROVIDER SO YOU CAN 
GET THE FINAL BILL.

1

BUYER WILL HAVE TO TRANSFER THE FUNDS TO THEIR 
CONVEYANCER BEFORE THE DAY OF 
COMPLETION, WHO ON THE DAY OF COMPLETION 
TRANSFERS THE FUNDS TO YOUR CONVEYANCER.

3

YOU LEAVE THE PROPERTY KEYS WITH 
THE ESTATE AGENT AND THE ESTATE AGENT 
GIVES THE KEYS TO THE BUYER.

2

YOUR CONVEYANCER WILL CONTACT YOUR 
ESTATE AGENT AND YOU ONCE THE FUNDS 
HAVE BEEN RECEIVED TO 
CONFIRM COMPLETION AND RELEASE THE 
KEYS.

4
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STAGE 5

AFTER COMPLETION

Once the funds have been received on the day of 
completion, your Conveyancer will pay off any existing 
mortgages on your property and pay your Estate Agent.

Your Conveyancer’s bill will be settled and the balance of 
the sale proceeds will then be sent to you. 

If you are buying another property, this will form part or 
all of the purchase money for your new property. You will 
be sent a final detailed statement in relation to your sale, 
known as a completion statement.

FUNDS TRANSFERRED TO YOU.1

MORTGAGE REDEMPTION 2 ESTATE AGENT FEES3

OUR FEES4
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CONTRACT RECEIVED, FINANCE OBTAINED, ENQUIRIES 
RESPONDED TO, SEARCHES RECIEVED

EXCHANGE OF CONTRACTS

TRANSACTION COMPLETION DAY

AFTER COMPLETION

The Conveyancing Process 
Buying

IMPORTANT

Ask your conveyancer for clarification if you do not understand anything they say to you or 
send to you:

Make sure you send your Conveyancer your deposit funds in plenty of time ahead of exchange 
as they need to be cleared in your Conveyancer’s account in order for them to proceed with the 
transaction. 

The national average timescale for house buying currently stands at between 14-20 weeks 
depending on whether the purchase is of a Flat or a House.  It could be sooner and we will 
always look to complete at the earliest opportunity, however, it is important that we inform 
you that we are only as fast as the slowest in the chain or third party such as Local Authority/
Lender. Please note that this timescale usually begins once a contract pack has been issued by 
a sellers Solicitor.

Before sending monies to us please call our switchboard on 0333 305 5189 to verify our 
account details.

PLEASE BE AS CLEAR AS POSSIBLE WHEN YOU GIVE YOUR CONVEYANCER INSTRUCTIONS 
ON THE PURCHASE OF YOUR NEW PROPERTY.

INSTRUCTION
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STAGE 1
 

INSTRUCTION

Similarly to when you’re selling, when your New Business 
Team Executive begins helping you buy your home, they will 
provide you with all the necessary paperwork to complete 
within a client care pack. Please read, complete, sign and 
return this paperwork to your New Business Team Executive 
as soon as possible, so everything is ready to move forward 
once your offer is accepted. 

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, so it is up to you to make sure they have 
all the relevant information they need.

It is at this point it’s recommended that you make your 
mortgage arrangements if required.  

As part of the client sign up process and to meet
professional regulations, your Conveyancer is required 
to verify your identity and explore any potential money 
laundering risk. 

This is usually a very quick and straightforward process, 
however speak with your Conveyancer if you have any 
questions. 

The Conveyancing 
Process - Buying

ESTATE AGENT CONTACTS YOU AND YOUR 
CONVEYANCER WHEN YOUR OFFER HAS BEEN 
ACCEPTED AND THEY WILL ISSUE A SALES 
MEMORANDUM. THIS PROVIDES THE DETAILS OF THE 
SOLCITORS ACTING FOR THE SELLER AND YOU AS WELL AS 
THE SELLERS DETAILS.

YOU APPLY FOR MORTGAGE, EITHER WITH A 
MORTGAGE BROKER OR DIRECT WITH THE LENDER.

4

YOU HAND OVER THE PAPERWORK TO YOUR 
CONVEYANCER.

1 YOUR CONVEYANCER CHECKS YOUR 
IDENTITY AND OBTAINS AN ELECTRONIC 
VERIFICATION OF YOUR ID TO COMPLY WITH AML.

2

3
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STAGE 2

CONTRACT RECEIVED, SEARCHES SUBMITTED 
AND ENQUIRIES RAISED

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. 

Your Conveyancer considers this very carefully - this is 
known as ‘Investigation of Title’. If your Conveyancer 
finds any issues, they will discuss and advise you on these 
immediately. Your searches are submitted and these can 
take a few weeks to be returned. Please note we are not in 
control of third party turnaround times.

Your Conveyancer relies on you to provide accurate 
information in the questionnaires and throughout the 
transaction; it is all they have to work with and they are 
on there to act in your best interests. They do not visit the 
property.

•	 Are there any legal restrictions or rights?
•	 Are certain services like water and drainage, 

connected to the property?
•	 Are there any planning restrictions?
•	 Have there been any structural alterations	 or 

extensions which need local authority consent? 

The Lender will provide its mortgage offer valuation to us. The 
Lender will provide your Conveyancer with all the necessary 
information relating to your mortgage offer. This includes the 
paperwork required to release your mortgage funds and the 
document you will need to sign called the Mortgage Deed.

YOUR CONVEYANCER WILL INVESTIGATE THE TITLE AND RAISE 
ENQUIRIES ABOUT THE PROPERTY ON YOUR BEHALF. THESE 
WILL BE SENT TO THE SELLER’S CONVEYANCER SO THEY 
CAN PROVIDE THE REPLIES USUALLY BY SENDING THEM TO 
THE SELLER FOR INFORMATION I.E. PLANNING DOCUMENTS.  
THEY ARE SENT ALONG WITH TR1 - THE DOCUMENT WHICH 
TRANSFERS THE PROPERTY ON COMPLETION INTO THE 
BUYER’S NAME.

3

THE SELLER’S CONVEYANCER SENDS THE 
REPLIES TO ENQUIRIES AND ALL 
DOCUMENTS RELATING TO THE 
COMPLETION OF THE TRANSACTION I.E. THE 
BANK DETAILS TO ENABLE THE TRANSFER OF 
MONIES ON THE DAY OF COMPLETION.

4

THE SELLER’S CONVEYANCER WILL SEND A 
CONTRACT TO YOUR CONVEYANCER ON THE 
SELLER’S BEHALF.

1
AS THE BUYER, YOUR CONVEYANCER WILL 
CONDUCT THE NECESSARY SEARCHES ON THE 
PROPERTY ONCE THE CONTRACT 
DOCUMENTS HAVE BEEN RECEIVED.

2

THE MORTGAGE OFFER IS RECEIVED AND A 
REPORT IS SENT TO YOU WITH THE MORTGAGE 
DEED FOR SIGNING & RETURNING TO YOUR 
CONVEYANCER.

5
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STAGE 3

EXCHANGE OF CONTRACTS

On receipt of all answers to any enquiries made about 
the property, your Conveyancer will then send you a 
report advising on their findings, along with a copy of the 
contract. Be sure to read the report carefully before you 
sign the contract. 

Once both yourself and your Conveyancer are happy , it is 
time for you to sign and return a copy of the contract and 
other legal documents. 

The next document is a 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). 

You will need to: 
•	 Provide evidence of the source of your funds unless 

you already have done earlier in the process
•	 Send the deposit and any other monies set out 		

in the completion statement
•	 Ensure that you have buildings and contents	

insurance from the date of exchange 

When your deposit has cleared in your Conveyancer’s 
account, the contracts are signed by you and the Seller, 
finance is in place and all enquiries (including a move in 
date) have been agreed, your Conveyancer will exchange 
contracts with the Seller’s Conveyancer.

At this point, you cannot back out of the deal without a
financial penalty. Your Conveyancer will explain more 
about this when they send the contract to you to be 
signed.

YOUR CONVEYANCER WILL SEND YOU THE TITLE 
REPORT, THE CONTRACT FOR SIGNING AND ALL THE 
DOCUMENTS I.E. TITLE PLAN, FIXTURES & FITTINGS 
FROM SELLERS.

1

YOU SIGN THE CONTRACT & OTHER 
DOCUMENTS AND RETURN IT TO YOUR 
CONVEYANCER WITH YOUR DEPOSIT.

2

EXCHANGING CONTRACTS WILL 
REQUIRE YOUR CONVEYANCER TO CALL YOU 
ON THE DAY TO CONFIRM YOUR AUTHORITY 
TO EXCHANGE BY GOING THROUGH THE 
CONTRACT CONFIRMING NAMES, PRICE 
AND COMPLETION DATE. ONCE YOU AND 
ANYONE YOU ARE PURCHASING WITH GIVES 
AUTHORITY YOUR CONVEYANCER WILL 
TELEPHONE THE SELLER’S CONVEYANCER TO 
EXCHANGE CONTRACTS.

3
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STAGE 4

AFTER COMPLETION

If you have a mortgage, your lender will send the 
mortgage funds to your Conveyancer. Similarly, if you are 
selling a property on the same day, your Buyer’s 
Conveyancer will send the balance of funds from your sale 
to your Conveyancer. Any other funds such as stamp duty 
will have been discussed with you by your Conveyancer 
and by this stage they will have received these funds from 
you. 

Therefore, all the funds required to buy your new 
property need to be in place at this stage. 

On the day of completion the following things occur:

•	 The funds are transferred from your Conveyancer to 
the Seller’s Conveyancer. 

•	 The legal documents needed to transfer ownership 
are handed to your Conveyancer.

•	 The Seller moves out and leaves the property in the 
state agreed in the contract.

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

•	 The property now belongs to you.

If there are any delays with receipt of funds by your 
Conveyancer’s bank, this may delay the release of the 
keys. Your Conveyancer will keep you informed of progress 
throughout the day. 

YOUR LENDER WILL SEND YOUR  
CONVEYANCER THE MORTGAGE 
FUNDS.

YOUR CONVEYANCER WILL TRANSFER FUNDS TO THE 
SELLER’S CONVEYANCER. ONCE THIS IS DONE, THE 
PROPERTY IS YOURS AND YOU SHOULD BE ABLE TO PICK 
UP THE KEYS FROM THE ESTATE AGENT. IF HOWEVER 
THERE IS A RELATED PURCHASE THE KEYS ON THE 
RELATED TRANSACTION WILL NOT BE RELEASED UNTIL 
FUNDS ARE RECEIVED. ALL PARTIES SHOULD BE OUT 
OF THE PROPERTY THEY ARE SELLING BY 2PM. N.B. THIS 
IS NOT ALWAYS THE CASE AS DELAYS IN FUNDS BEING 
RECEIVED CAN AND DO OCCUR.

1 PRIOR TO THE DAY OF COMPLETION YOU SEND YOUR 
CONVEYANCER THE BALANCE OF FUNDS INCLUDING 
ANY FEES.

2 3
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THE SELLER’S CONVEYANCER TRANSFERS THE 
BALANCE OF FUNDS TO THE SELLER.

1

YOUR CONVEYANCER REGISTERS YOUR 
OWNERSHIP AT LAND REGISTRY.

3

YOUR CONVEYANCER TRANSFERS THE STAMP 
DUTY FUNDS TO THE 
GOVERNMENT.

2

ONCE EVERYTHING IS COMPLETED, YOUR 
CONVEYANCER WILL SEND YOU THE TITLE 
DOCUMENT FOR YOUR PROPERTY. 
DEPENDING ON TYPE OF TRANSACTION THIS 
COULD BE WITHIN A WEEK OR A NUMBER OF 
MONTHS.

4

STAGE 5

AFTER COMPLETION

When you move in you should take meter readings and 
consider changing the locks. 

Your Conveyancer will have already collected any stamp 
duty that’s due and will pay it on your behalf to the Inland 
Revenue. 

Your Conveyancer will register your ownership of your new 
property at Land Registry and give you a copy of your title 
once the registration is completed. 

This may take a few weeks as the Land Registry process 
takes time and can be complex.
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