
CON/01: Engagement letter – Conveyancing Purchase 
Dear [Client Name]
Re:
 Purchase of [address]
Thank you for instructing this firm to act on your behalf. This engagement letter and the accompanying Terms and Conditions of Business set out the basis on which we will carry out the work which you have instructed us to do.  Please read through them carefully.

Your instructions and objectives

You want to purchase [address] ("the Property") for the agreed price of £[amount], subject to contract, with the help of a loan from [name of lender], and you have agreed that we shall also be advising [name of lender] in relation to the purchase. 
Action to be taken
We will ask the seller’s solicitors to let us have a draft contract and other papers relating to the title to the property. As soon as we receive these, we shall begin the requisite searches in respect of the property which we estimate will take approximately two weeks. We shall write to you as soon as we have all the information, including your mortgage offer, and we can arrange a convenient appointment for you to call to discuss the contract and searches.

If everything is in order, we shall then be in a position to exchange contracts with the seller’s solicitor, after which both you and the seller will be bound to proceed to complete the sale and purchase. A non-refundable deposit of [£amount] will be payable by you on exchange of contracts and we shall ask you to let us have this amount when we are ready to exchange. The timing of exchange will also depend on when the seller is in a position to do so. When we exchange contracts we shall agree a mutually convenient date for completion, the day on which you gain possession of the property.

The balance of the purchase price, including our fees but excluding the amount of your mortgage loan (if any) will have to be paid to us a few days before the completion date to allow us to have cleared funds for completion.
Timescales

It is difficult to provide you with an accurate timescale for the transaction as it will be dependent upon numerous factors, some of which will be outside our control. However, if the matter proceeds routinely we would expect it to take between [four and eight] weeks.
Money Laundering Regulations
[Set out any additional arrangements for obtaining proof of client identity]
Costs Information
Please find attached our Schedule of Charges for the transaction. We have agreed a fixed fee with you for completing your purchase. The work will consist of the following:
(a) investigating the title to the property, to include:

(i) carrying out searches with respect to title and local government information for the property;

(ii) reviewing replies given by the seller to pre-contract enquiries;

(b) negotiating a purchase contract;

(c) negotiating a transfer document;

(d) advising you in respect of your mortgage offer;

(e) preparing a report on title;

(f) proceeding to exchange of contracts and then completion of the purchase;

(g) transferring funds by telegraphic transfer to the seller’s solicitors and for relevant taxes;

(h) calculating stamp duty land tax (SDLT) on the purchase and preparing and submitting to HM Revenue & Customs the appropriate SDLT forms; and

(i) registering the purchase and the mortgage at the Land Registry.
The price has been calculated on the basis that:
(a) one contract is submitted to one purchaser;

(b) the purchase will be on the basis of an unconditional contract and the property is acquired with vacant possession;

(c) completion takes place on the date agreed in the contract;

(d) there are no third party interests to take into account;

(e) no disputes or litigation or restrictions on the title

If it becomes apparent that there are unforeseen circumstances in connection with the transaction we may have to increase our charges, but if that is the case, I shall inform you before we incur any additional costs.
If, for any reason, we have to abort the transaction related to the purchase of your property, I will break the transaction down into stages and advise what percentage of the estimated fee will be charged at each stage.
Payment Arrangements

We shall have to pay the search fees listed very shortly. Please therefore let us have the sum of [£amount] on account to cover the cost of these as soon as possible to avoid any delay as we cannot send the searches until we receive this amount from you.

We shall send you a statement prior to completing your purchase showing all the other amounts due, including our fees, shortly before completion.

If we require money from you to complete, we will require the amount to complete together with our costs prior to completion taking place. If you are going to send to us a cheque we must have cleared the cheque at least [6] working days before completion. If you wish to telegraph money directly to our bank, we will provide you with details of our bank account and sort code.

In any event it is a condition of our business terms that all charges must be paid within [28 days] of the date of our account being sent to you.  

Conveyancing Quality Scheme (optional)

We are accredited as part of the Law Society’s Conveyancing Quality Scheme. The scheme is designed to improve transparency of transactions, raise service levels and provide better communication and a more efficient process. To achieve this we need your authority to enable us to share information with other parties involved in this transaction and any related chain of transactions. By signing and returning the copy of this letter you will be confirming that we have your authority to provide information to other parties in accordance with the Law Society Conveyancing Protocol. If you do not wish us to do so please delete the authority at the end of the letter when you sign and return the copy to us.
Other Information

(a) Surveys: If you are obtaining a mortgage to buy your property your lender will arrange for a mortgage valuation of the property to be carried out. The purpose of this is for your bank or building society to be satisfied that the property that you are buying is sufficient security for your mortgage. It is not a surveyors’ report. You should consider therefore whether you require a more comprehensive survey (such as a Homebuyers’ Report or a full Structural Report for any building). Our job is to ensure you get a good legal title to the property.  We will pass on any information provided to us but it is your responsibility to satisfy yourself as to the state and condition of the property and obtain any other information you think may be relevant.
(b) Insurance: It is your responsibility to insure the Property that you are purchasing from exchange of contracts.  If you are obtaining a Mortgage then your Lender will require the Property to be insured.   If you are also selling a Property do not cancel the Insurance until the sale has been completed.
(c) Mortgages: If you are financing your purchase with the aid of a mortgage please let us know the name and address of the bank or building society to whom you are applying. Please also ensure that you sign and return promptly all forms required by your mortgagee so that your application can be processed as quickly as possible.  Please note that we act for your mortgage lender as well as for you.  This means that we are obliged to give your mortgage lender any information that they request and in the unlikely event that a conflict of interest arises between you, we may be unable to proceed to act in the transaction.
(d) Searches: It will be necessary for us to carry out the usual conveyancing searches. If you are obtaining a mortgage from a bank or building society we have to ensure that the searches are no more than three months old. We cannot complete your purchase until we have satisfactory searches in our possession.
Care and conduct

My name is [insert name] and I am [insert status].  I shall carry out most, if not all, of the work on your case personally. I am also required to inform you that my casework is supervised by [insert supervisor], who is a [insert status].  There may be occasions when I am not immediately available and, in these circumstances, please talk to my Secretary, [insert name], who is familiar with your case and will be able to assist you. 

Option 1

At [insert name of firm] we aim to provide the best possible service to our clients and, in order to do this, we need to know from you if you feel dissatisfied. If at any point you become unhappy with the service we provide to you, then please inform the person dealing with your matter so that we can do our best to resolve the problem for you. Most problems can be resolved in this way. Should you wish to make a formal complaint, our [Client Care Partner/Director, Name] is the person who normally deals with these matters. 

You can obtain a copy of our full complaints procedure by contacting our office. Alternatively, it can be obtained online at [insert link].
If we are unable to resolve your complaint, then you can have the complaint independently looked at by the Legal Ombudsman who is responsible for investigating complaints about service issues with law firms. 

The Legal Ombudsman expects complaints to be made to them within one year of the date of the act or omission about which you are concerned, or within one year of you realising there was a concern. You must also refer your concerns to the Legal Ombudsman within six months of our final response to you. Contact details for the 

Legal Ombudsman are as follows:

Address:
PO Box 6806, Wolverhampton WV1 9WJ 

Telephone:
0300 555 0333

Website: 
www.legalombudsman.org.uk)

Option 2

At [insert name of firm] we aim to provide the best possible service to our clients and, in order to do this, we need to know from you if you feel dissatisfied. If at any point you become unhappy with the service we provide to you, then please inform the person dealing with your matter so that we can do our best to resolve the problem for you. Most problems can be resolved in this way. Should you wish to make a formal complaint, our [Client Care Partner/Director, Name] is the person who normally deals with these matters.
Full details of our complaints procedure, including the role of the Legal Ombudsman, are set out in the attached Terms and Conditions of Business. Details are also available on our website at [insert link].
You also have a right to complain about or challenge your bill by applying for an assessment of the bill under Part III of the Solicitors Act 1974. The Legal Ombudsman may not consider a complaint about a bill, if you have applied to the court for assessment of that bill. 

Thank you for your instructions and I hope we can deal speedily and effectively with your case.

Yours sincerely
I/We agree to you providing information to other parties in accordance with the Law Society Conveyancing Protocol.

Signed:
.............................................            .............................................   






Date: 

...........................
