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RESIDENTIAL PROPERTY:  
A GUIDE TO BUYING  
 

 

WHAT YOUR SOLICITOR DOES ON A PURCHASE 
This guide was created to give you some idea of the procedures involved and the work Clifton Ingram would 
undertake when acting on your behalf to buy a house. They are of course intended to give a brief guide only to 
the main steps in a normal purchase; we are always pleased to answer any questions that may arise, so do not 
hesitate to telephone to discuss them or to make an appointment to see us. 
 
BEFORE EXCHANGE OF CONTRACTS (Before you and your sellers become legally bound) 
We receive your instructions and ask you to fill in a questionnaire to provide your contact information, details of your 
property and how you will fund the purchase. We ask you for a sum to cover search fees and we will also ask you to 
verify your ID. 
 
We ask your sellers’ solicitors for a draft contract and other documents so that we can check them. We send a search 
application to the local authority and to the water authority and the other agencies to obtain information on such matters 
as sewers, roads, planning and local land charges affecting the property. This normally takes up to two weeks. There 
are other searches which we may carry out in addition such as coal mining searches depending on the nature of the 
property and where it is situated. 
 
We ask your sellers’ solicitors enquiries about such matters as boundary responsibilities, fixtures and fittings, guarantees, 
disputes and any particular points that arise. Once you have arranged your mortgage offer we receive details of the offer 
and instructions to act for the mortgage company in approving the property from their point of view and completing the 
mortgage documents. 
 
We approve the contract, searches and enquiries and any mortgage offer, and report to you on everything with a view 
to you signing the contract. You will be sent a full written report on the property together with copies of all the relevant 
documentation. Your sellers should also be signing their part of the contract, and both parties agree on a completion 
date when the move actually happens.  
 
We may ask you for up to 10% of the price as a deposit to be paid to your sellers’ solicitors when we exchange contracts; 
sometimes your sellers will accept less than 10% if this helps and usually if you have a sale transaction we will use the 
deposit from your sale towards the purchase deposit. 
 
EXCHANGE OF CONTRACTS 
We then exchange contracts with your sellers’ solicitors. Now you are bound to go ahead with the purchase  
and you can safely confirm your removal arrangements. You will also need to insure the property from now. 
 
AFTER EXCHANGE OF CONTRACTS 
We prepare the final documents to transfer the property to you and also prepare any mortgage papers.  
We carry out any final searches to protect your position and that of any mortgage company. We report to  
any mortgage company and ask them to send us the mortgage advance. We ask you to sign the mortgage  
papers and any other documents. We ask you for any sums needed to cover the balance of the price payable, 

together with our costs and disbursements, and send you a statement of the figures. 
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ON THE DAY OF COMPLETION 
We send the balance of the price to the sellers’ solicitors by direct bank transfer as early as possible in the morning; the 
money usually takes an hour or so to reach the solicitors’ bank, at which stage the keys will be released to you by the 
estate agents or possible directly by the sellers. You can then move in. 
 
Sometimes delays can occur in the transfer of funds between banks, and this delays the release of the keys; this is 
unavoidable but we do what we can to minimise any problems. On completion we receive the transfer and other relevant 
documents; we then pay any Stamp Duty Land Tax (SDLT) and register your ownership and any mortgage at the Land 
Registry, who will issue a Title Information Document. Once this is done, it is sent to the mortgage company (with a copy 
to you) – if there is no mortgage then we will send the Title Information Document to you together with any other relevant 
paperwork. 
 
ABOUT CLIFTON INGRAM’S’ RESIDENTIAL PROPERTY TEAM 
Clifton Ingram’s Residential Property Team are members of the Law’s Society’s Conveyancing Quality Scheme which 
recognises the high standards and excellent service levels we provide to our residential property clients. We understand 
that buying or selling a property can be exciting, but also stressful. We pride ourselves on our efficient, personal service 
and will work with you to ensure the transaction goes as smoothly as possible. 
 

 

Tina Crow, Partner and Head of Residential Property 
Tel: 0118 912 0259 E: tinacrow@cliftoningram.co.uk 
 
Tina qualified as a solicitor in 1985 and specialises in all aspects of residential conveyancing 
including sales, purchases and re-mortgages of residential property. She has extensive experience 
of dealing with freehold and leasehold transactions and is able to advise on restrictive covenants, 
rights of way, defects in title, statutory declarations, easements, possessory titles, plot sales and 
new builds. 

 

Helen Andrews, Senior Associate 
Tel: 0118 912 0268    E: helenandrews@cliftoningram.co.uk 
 
Helen qualified as a solicitor in 1983 and has specialist experience in all aspects of residential 
conveyancing for freehold and leasehold property. She handles a wide range of property 
transactions including freehold and leasehold transactions, lease extensions, restrictive covenants, 
rights of way, defects in title, statutory declarations, easements, possessory titles, plot sales and 
new builds. 

 

Sara Dixon, Associate  
Tel: 0118 912 0211    E: saradixon@cliftoningram.co.uk 
 
Sara qualified as a solicitor in 2004 and specialises in residential conveyancing. She has 
experience in dealing with freehold and leasehold transactions, new builds, deeds of variation, 
unregistered land and lease extensions.  

 

Lesley Quinn, Associate 
Tel: 0118 912 0228    E: lesleyquinn@cliftoningram.co.uk 
 
Lesley worked in local law firms for over 10 years before joining Clifton Ingram’s Residential 
Property Department in 2017. She assists in all aspects of property purchases, sales and 
refinancing for freehold and leasehold, registered or unregistered properties and has particular 
expertise in dealing with Help to Buy and New Builds. Lesley is a Fellow of the Chartered Institute 
of Legal Executives (FCILEx). 

 
Clifton Ingram Wokingham Office: 22-24 Broad Street, Wokingham, RG40 IBA   T: 0118 978 0099 

Clifton Ingram Reading Office: County House, 17 Friar Street, Reading, RG1 1DB   T: 0118 957 3425 

Disclaimer: This information is provided for interest only, and is a brief and generalised summary. It may contain errors or be incorrect in the 
circumstances which apply to you, and it does not attempt to cover all developments in the law. It must not be treated as legal advice, and 
you must always take specific advice before taking or refraining from taking action. 
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