
  

Dear [ ]
Re: 
Sale of [  ]
Your Instructions

Thank you for instructing this firm to act on your behalf in the sale of the above property.  This letter and the accompanying Terms and Conditions of Business set out the basis upon which we will carry out the work which you have instructed us to do. Please read through them carefully.
Next steps

I enclose herewith Form of Authority to authorise me to incur disbursements and costs on your behalf.  I should be grateful if you would please sign this and return it to me as soon as possible.

I should also be grateful if you would confirm the whereabouts of your Title Deeds.  If a Bank/Building Society is holding your Deeds I will require the name and address together with the account number.   Do you have any other loans or mortgages secured against the property?  If so, please let me have full details so that any such loans can be repaid on completion of the sale.

I enclose herewith Property Information Form and List of Fixtures and Fittings that will form part of the contract documentation and will be sent to the Buyers solicitors.  I should be grateful if you would kindly complete the same and return them to me at your earliest convenience.  

As soon as everything is in order, we shall be in a position to exchange contracts, after which both you and the buyer will be legally bound to complete the sale and purchase.  The timing of the exchange will also depend on when the buyer is in a position to do so.  When we exchange contracts we shall agree a mutually convenient date for completion, the day upon which you must vacate the property.

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.
Costs Information

The total amount payable by you may change if rates of VAT, stamp duty or other disbursements are altered after the date of this estimate.

Costs

Our professional charges


£

VAT thereon




£

Disbursements

Office Copy entries



£
Total due




£

Our account and all disbursements and Land Tax (if applicable) must be paid in full prior to completion.  

If for any reason the above transaction fails to proceed to completion then the firm’s charges for the transaction will be £50.00 plus VAT plus any disbursements incurred.

In addition to the above you may have to provide for payments to other parties e.g. your building society or other lender for their survey and other fees, or your surveyor and you should check with them the amounts they will require, inclusive of VAT where appropriate.
It is our policy in appropriate circumstances to ask for disbursements to be repaid promptly upon request and to be paid in advance when substantial.

We will send a completion statement and bill out to you shortly before the matter is completed.  

Any monies due to complete this transaction must be in the form of cleared funds.  It is essential therefore that any deposit or balance to complete is received by us five working days prior to exchange/completion and must be in the form of a banker’s draft, bank branch cheque or bank transfer.  I apologise for any inconvenience this may cause.

If this requirement is not met then this will result in a delay of exchange/completion and may also result in financial penalties being imposed against you in accordance with the terms of the contract.

Obviously I wish to avoid such a situation arising and must insist that you adhere to the above procedure.

Additional points

Capital Gains Tax does not arise when you sell your principal private residence. Tax advice does not form part of our retainer with you. Please ask if you wish to instruct us separately concerning your tax affairs.

Please do not cancel your mortgage repayments or insurance until the sale is completed.

We are required to disclose to the purchaser the existence of any occupiers in the property and you are under a duty to disclose any defects in your title (for example, breach of restrictive covenant) to the property. In these circumstances insurance may be available – we will advise you if any defects are discovered.

Money Laundering Regulations

The law now requires Solicitors, as well as Banks, Building Societies and others, to obtain satisfactory evidence of the identity of their client. This is because solicitors who deal with money and property on behalf of their client can be used by criminals wishing to launder money. In order to comply with the law on money laundering, we need to obtain evidence of your identity as soon as practicable. We would be grateful, therefore, if you would provide us with documentary evidence to verify your identity and address as soon as possible.
I enclose a list of suitable documents to verify your identity and should be grateful if you would please let me have sight of one document from List 1 and two documents from List 2.  

Who will be dealing with your case?

My name is Geoff Gardner and I am a Conveyancing Legal Executive. I am also required to tell you that my casework is supervised by Mr Trevor Vickers who is a Partner in the firm. There may be occasions when I am not immediately available and, in these circumstances, please talk to my secretary who is familiar with your case and will be able to assist you.
Care and Conduct

I am the person with the conduct of and responsibility for your matter. My name is [name] and I am a [status] in the firm. [The person responsible for the overall supervision of the matter is [name and status]]. Occasionally, if I am absent from the office for any reason, one of my colleagues will see you or undertake some of the work but it will always be supervised by me.  If you are unable to contact me for any reason then please do not hesitate to speak to my secretary [name] who will be able to take a message for you.

Our offices are open from [9.00 am] to [5.00 pm] [Monday to Friday] when both our reception and switchboard are staffed and you can contact either me or my secretary.  If neither of us is available then please leave your telephone number with our receptionist.  I shall return your call as soon as possible.  If you wish to call at the offices to see me it is preferable to make an appointment so that I can be available and allow adequate time for our meeting.

Quality of Service

At [insert name of company], we try 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.  Should you have any occasion to feel unhappy about our service, or about the bill, please let me know straight away and I will discuss this with you.  Should you wish to make a complaint, [insert name of complaints manager] is the person who deals with these matters and s/he [as applicable] will be prepared to meet with you to discuss your complaint. We have a procedure in place which details how we handle complaints which is available upon request.

If you are not satisfied with our handling of your complaint you can ask the Legal Ombudsman (PO Box 6806, Wolverhampton WV1 9WJ, telephone 0300 555 0333, website www.legalombudsman.org.uk to consider the complaint. The Legal Ombudsman will expect you to have given your lawyer a chance to resolve your complaint before it will get involved. Normally, you will need to bring a complaint to the Legal Ombudsman within 6 months of receiving a final written response from us and within six years from the date of the act or omission about which you are complaining or three years from the date you should reasonably have known there were grounds for complaint.
Summary of what we need you to do

In order for me to progress your purchase please provide me with the following information and details:

1. Two proofs of identity as scheduled within the enclosed list. 

2. A completed Form of Authority
3. 
Please provide me with any title deeds you may hold for the property or which may be held by a third party such as a mortgagee. 

4. 
If you have a mortgage please provide me with your Lender’s details and the account number.

5. 
A signed and completed Property Information Form and List of Fixtures and Fittings [ and Leasehold Information Form].
I look forward to hearing from you and I hope I can deal speedily and effectively with your matter.

Yours sincerely,

G K Gardner









