
CON/02: Letter of engagement – Conveyancing Sale
Dear [Client Name]
Re:
 Sale of [address]
Thank you for instructing this firm to act on your behalf. This letter of engagement 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 sell [address] ("the Property") for the agreed price of £[amount], subject to contract. 
Action to be taken
I will prepare a draft contract and other papers relating to the title to the property. This will be forwarded to the buyer’s solicitor who, when instructed will begin the requisite searches in respect of the property which I estimate will take two weeks. I shall contact you as soon as I receive pre-contract enquiries from the buyer’s solicitor. I will forward in writing a sales report enclosing all documents for your signature.
Enclosed is a Property Information Form. Please complete and return this to us. 

Also enclosed is a Fittings and Fittings Form. Fixtures are attached to and form part of the land; fittings are only included in the sale if you expressly agree to leave them behind. Disputes over small items are, sadly, not uncommon and this form is intended to provide certainty for both you and the buyer as to what is being included in the sale. 

An Additional Enquiries Form is enclosed as it is likely that during the course of your transaction your buyer’s solicitors will raise the enquiries referred to on the form.  Could you therefore please reply to these now to avoid any delay in the future.  If you are uncertain about any matters, please do not hesitate to telephone us for clarification.
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.   Please also let me have details of any other loans or mortgages secured against 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.
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 sale. The work will consist of the following:
(a) investigating the title to the property, to include:

(i) preparing a sale contract and forwarding protocol and title documents for the property to the buyer’s solicitor;

(ii) answering  pre-contract enquiries raised by your buyer;

(b) negotiating a transfer document;

(c) advising you in respect of your mortgage/s  redemption;

(d) proceeding to exchange of contracts and then completion of the sale;

(e) transferring redemption funds by telegraphic transfer to the lender

(f) forwarding the deeds and documents to the buyer’s solicitor on completion of your sale.

The price has been calculated on the basis that:
(a) one contract is submitted to one purchaser;

(b) the sale 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 sale 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 send you a statement prior to completing your sale showing all the other amounts due, including our fees, shortly before completion.

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) Insurance: Please do not cancel your insurance until the sale is completed.
(b) Capital Gains Tax: Capital Gains Tax does not arise when you sell your principal private residence. However, the sale of other property may well have such consequences. We are not permitted to give financial or taxation advice and it is your responsibility to seek appropriate advice from a suitably-qualified adviser.  

(c) Mortgage: Please do not cancel your mortgage repayments until the sale is completed.
(d) Disclosure: 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.
(e) Energy Performance Certificate (EPC): If the sale is of a residential property you must arrange an EPC.
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. 

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.  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] 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.

We have eight weeks to consider your complaint. If we have not resolved it within this time, or if you are not happy with our handling of your complaint, you may complain to the Legal Ombudsman (PO Box 6806, Wolverhampton WV1 9WJ, telephone 0300 555 0333, website www.legalombudsman.org.uk). 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 six 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.

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: 

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