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The following guide is intended to explain the main stages involved in the sale of your 
property. We are here to help you at all times, so please feel free to contact us if you 
are unsure about anything.

Your guide to selling your property

1) Before exchange of contracts

The agreement to sell your property is not legally binding until 
contracts are exchanged. This normally happens 3 – 5 weeks 
after we are instructed but can vary depending on factors 
such as progress on your buyer’s own sale and how quickly 
your buyer’s mortgage application is processed. We will not 
exchange contracts without your authority. 

Please do not book your removers until contracts have 
been exchanged. You should, however, check what dates 
are available but do not commit to a date.

What we do:
Obtain details of your title: 
If you have a mortgage you need to tell us the name of your 
lender and your account number.

Ask you to complete property information forms: 
These contain standard information for your buyer such as 
ownership of boundaries, disputes, planning consents and 
covenants, together with leasehold aspects, if relevant, such 
as payment of ground rent and service charges.

Please note: You have a duty to disclose any defect in the 
property and any other matters which affect its use and 
enjoyment of which you are aware. You will also have to 
disclose to your buyer any rights which other persons may 
have over your property.

Ask you to complete a fittings and contents form:

This details which items are included in the sale and which you 
will be removing. You can also say if you have agreed or are 
willing to sell any items to your buyer. If you are intending to 
sell anything for more than a nominal amount, we suggest that 
the details be included in the contract to avoid any possible 
problems recovering the money. 

We prepare a draft contract: 
We send this to your buyer’s solicitor with the forms you have 
completed and details of your title.



2) Signing the contract
When the terms of the contract are agreed we will ask you to sign your copy, this does not create any legal obligations.  
This only happens when contracts are exchanged.

3) Exchange of contracts
When you and your buyers are ready to commit to the transaction, we will obtain your authority to exchange contracts. You will 
need to agree a completion date i.e. when you will move out and your buyers will move in. A completion date will be fixed at the 
time contracts are exchanged. 

On exchange, your buyer will pay a deposit. Normally this is 10% but may be less if your buyer is selling a cheaper property 
or has a large mortgage. If the buyer does not complete the purchase, the deposit is forfeited to you. If the buyer has paid a 
reduced deposit, they must pay the balance of the 10% deposit but in practice it may be difficult for you to recover it. You must 
be aware of this risk when agreeing the accept a reduced deposit on exchange of contracts. 

You should:
    Finalise your removal arrangements.
     Inform the gas, electric and telephone companies  

of the completion date. They will discuss with you 
the arrangements for reading the meter. 

     Notify the water authority and apply for a refund of  
water charges.

     Inform your local authority for council tax purposes. If you 
are staying with the same authority, they should make 
any necessary adjustments. If you are moving to a new 
authority you should obtain a refund from the old one 
and re-register with the new one.

     Contact your bank and cancel any standing orders for 
mortgage payments, council tax etc.

    Notify the post office of your change of address.
     Continue to insure your property until completion has 

taken place (unless insurance is arranged by the freehold 
under a lease).

We will:
     Ask your lender (if applicable) for the amount required to 

pay off your mortgage on the completion date.
     Prepare a statement showing you the financial position and 

the amount due to you.
     Send you a copy of the estate agent’s account and ask for 

your authority to pay it following completion.
     Arrange for you to sign the Land Registry transfer which 

will be handed to your buyer’s solicitor on completion.

4) Following exchange of contracts 



Your guide to selling your property

For more detailed advice about selling your property and how it can affect you and your personal circumstances, 
please contact your nearest Humphries Kirk office.

The information contained in this brochure is for guidance only. You should always seek professional advice before undertaking any legal matter. Humphries Kirk is  
a limited liability partnership. Registered in England OC352286. Registered office: Glebe House, North Street, Wareham, BH20 4AN. ©Humphries Kirk LLP 2021.
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