
Property Guide
Our property guide will  
help you on your journey.  
No jargon, just straight  
forward advice.

Real People. Really great lawyers.



We look after a large number of 
clients who are buying and selling 
their homes. Sometimes our clients 
are first time buyers and know little 
of the process. 

We have set out in this guide a list 

of common questions we are asked 

by clients and the responses we 

would usually give them. 

In all cases, if you are confused 

and want to talk to us on the 

telephone or make a face to face 

appointment, you are more than 

welcome to do so. 

This guide helps to provide some 

of the answers to the questions 

you may have about purchasing 

your property. 

There are also helpful videos 

and tips on our website at www.

gblf.co.uk that provide further 

information about your property 

purchase.
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On average it will take 8-12 

weeks to buy or sell a home. 

Sometimes it can be much 

quicker or sometimes much 

longer, factors like timing of 

mortgage offers, search results, 

surveys, holidays and the 

requirements of other parties 

in the chain can affect the 

timescales. 

Once you have instructed us to 

act for you, we assure you that 

we will do everything we can to 

complete your property purchase 

as quickly as possible. 

We will keep you informed of the 

progress of your purchase and 

will endeavour to provide you 

with a realistic estimate of the 

earliest achievable moving date 

as soon as we can. 

It is very important that you do 

not make any arrangements to 

vacate your existing property or 

book furniture removals until we 

have confirmed that contracts 

have been exchanged and a final 

completion date has been fixed. 

How long will  
the process take?



4

We will send you a client care 

letter and terms of business 

at the start of the transaction. 

Our client care letter contains 

details of our fees and money 

we anticipate that you will need 

to pay to other parties (e.g the 

Land Registry, HM Revenue and 

Customs and Search Providers)

When your file is nearing 

completion we will send you a 

full breakdown of the amount 

needed to complete your 

transaction with details of how 

you can transfer the money to 

us. The amount we request will 

be a combination of your deposit 

and the fees/expenses we 

have quoted to you during the 

transaction. 

Before you transfer any money 

to us, please make sure that you 

have provided us with evidence 

of the source of your funds. We 

are required by law to check all 

clients’ funds and need to have 

evidence on our file showing 

how you accumulated your funds. 

The more evidence you can 

give us the better. Please do 

not feel offended if we ask for 

sensitive information from you 

or from relatives who might be 

gifting a deposit to you, we are 

legally obliged to ask and cannot 

proceed without satisfying the 

regulations.

How much will it cost me? 
When do I pay my deposit? 

The key   
to a stress  
free move....



Searches  
can begin 
immediately  
after we have 
received the  
money from you.
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Do you need money upfront,  
and when should I pay it?
We are unable to pay for any 

searches until we have received 

the payment from you. 

Depending on where your property 

is located will depend on the 

amount required. In most cases 

we can order a search pack on 

your behalf which is charged at a 

fixed fee, the exact figure will be 

provided in your client care letter. 

Please be aware searches can 

take several weeks to come back 

and delaying your payment should 

be avoided, especially if you have 

been given a short deadline to 

exchange contracts and complete.
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Please read all of the 

documentation we have sent 

you before signing and returning 

the client care letter and 

questionnaire to us, along with 

your identification to enable us to 

start work on your purchase. 

Please don’t delay sending 

these documents back even if 

you are waiting for confirmation 

of your mortgage as we cannot 

begin any work on your behalf 

without having the signed copy 

documentation. 

We are required by government 

rules to formally identify all 

clients. Full details of our 

requirements are set out in your 

client care letter. 

Do I need to do anything with 
the initial paperwork you have 
sent me? 
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We will act as your Conveyancer. 

The term conveyancing refers to all 

the legal and administrative work 

associated with transferring the 

ownership of land or buildings from 

one person to another. 

The conveyancing process 

begins after you have had an 

offer accepted on a property and 

finishes when you receive the 

keys and we have finalised all 

registration formalities with the 

Land Registry. 

What is it that you do in the 
process? 

Conveyancing 
begins after  
you have an 
offer accepted.



There are things you may not 

know about the property you 

are buying just from viewing it or 

having a survey carried out. 

On receipt of payment for 

the search fees we will order 

searches to ensure there are 

no other factors you should be 

aware of. Some searches are 

recommended for all purchases 

and others will be required by 

your mortgage lender to protect 

them from any liabilities that the 

property may have.

What are property searches?
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• Local Authority Searches 
These searches can be wide ranging and are answered by the Local 
Authority. The areas covered include Planning, Building Regulations, 
Traffic Schemes, Road Adoption and Contamination. 

• Drainage and Water Authority Searches  
These searches find out how you get your water at the property and 
if any public drains on the property might affect extensions or building 
works.

• Contaminated land and Environmental Searches  
This report will give you information about contaminated land at or 
around the property, landfill sites, former and current industry, detailed 
flooding predictions, radon gas hazard, ground stability issues, and 
some other related information

• Mining Searches   
This report is sometimes required for properties depending on the 
area where you are purchasing. It will reveal past and present mining 
activity. 
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If you are obtaining a mortgage 

for your purchase, the lender will 

carry out a valuation/ survey on the 

property as part of the mortgage 

application process. 

You will likely need to make a 

payment upfront to the lender 

for this service. Sometimes the 

valuation is free depending on the 

lender and often we see the lender 

add the valuation costs to the 

mortgage sum loaned. 

Please make sure you are aware 

as to how comprehensive the 

lender’s valuation/survey will be. 

Often this is a simple valuation. 

The lender may give you the 

option to pay extra for a full 

homebuyers’ survey. We always 

advise that a homebuyers’ survey 

is carried out, irrespective of cash 

purchase or mortgage. 

You should ensure you are fully 

satisfied with the current condition 

of the property before you 

commit to the purchase by way of 

exchange of contracts. 

The onus is always on the buyer 

to ensure you have carried out all 

checks and investigations on the 

property. The valuation arranged 

via your lender is carried out for 

their benefit and generally its 

contents cannot be relied upon  

by you.

We do not instruct a survey on 

your behalf. If you are to arrange 

a survey, you will need to make 

arrangements direct with your 

lender in the case of a mortgage or 

direct with a surveyor. 

Who does my survey?



As soon as we have details of 

the solicitors acting for the seller, 

we will write to them to request 

the draft contract and the title 

documents. 

We will usually find out from the 

estate agents who the seller’s 

solicitors are. If, however, this is 

a case where there is no estate 

agent involved, we will ask you 

to let us know in the “Additional 

Information” section of the 

questionnaire, who the seller’s 

solicitors are.

Who requests the contract 
documents?
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We will manage 
the process 
to request the 
documents 
required.



We are buying in our joint 
names – what do we need to 
know?  What is the difference 
between Joint Tenants and 
Tenants in Common? 
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As you are buying the property in more than one name, it is important that 
you consider how best to protect your joint and individual interests in the 
property you are purchasing. 

We will ask you at the outset to put your mind to this point and to provide 
us with your instructions. More in depth guidance will be provided to you in 

due course, however in brief you have the following options to consider: 

Joint Tenants  
Joint Tenancy is a special form of ownership by two or more persons of 
the same property. The individuals holding the property as Joint Tenants 
hold a share of equal ownership of the property and have the equal, 
undivided right to keep or dispose of the property. Through natural rights 
of survivorship, in the event of death, the deceased’s share of the property 
with automatically transfer to the surviving owner. 

Tenants in Common   
If you co-own a property as Tenants in Common, each co-owner owns a 
specific share of the property which can be either half each or a defined 
percentage. 

A Tenancy in Common agreement is ideal for people who wish to own 
property jointly but wish to leave their share of the property to someone 
else when they die. 

This is also a way for co-owners who have put unequal deposits into 
a property to protect their share in the case of a split of breakdown of 
relationship.  
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What should I do when I get 
my mortgage offer? Who 
orders my mortgage money, 
how long does it take? 
Our copy of your mortgage offer 

will generally arrive with us 48 

hours after the date you are 

notified that it has been issued. We 

do not need to see your copy as 

our copy is very different to yours.

Our copy of the offer will contain a 

list of written instructions from the 

lender that we need to comply with 

in order to ensure your offer can 

proceed. It will take us a few days 

to process the offer and comply 

with the lenders instructions.

Our copy of the offer is also 

important as it contains the 

mortgage deed – a legal document 

(which you need to sign and have 

witnessed) which will eventually 

go to the Land Registry so your 

deeds can be noted that you have 

a mortgage over the property. We 

will also receive a form to order the 

mortgage monies for completion. 

Please note: Some mortgage 
lenders need at least a week’s 
notice that we require the 
mortgage money. 

Many clients assume that the 
minute they have the mortgage 
offer the money can be drawn 
down immediately, sadly some 
lenders aren’t able to move 
things that quickly.
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Why do you have to give 
my mortgage company 
information when I have my 
mortgage offer?

All mortgage offers are conditional 

and contain a number of 

requirements that solicitors have to 

comply with before any money can 

be released. 

The lender is our client too and 

is relying on us to perform a vast 

number of checks before they are 

satisfied that the mortgage can go 

ahead. 

Please be patient with us if we ask 

you for information you have already 

provided to your broker, this is 

because the lender has asked us to 

double check.

What is Exchange of  
Contracts and Completion?

Exchange of Contracts takes place 

once we have all the information 

required in relation to your 

purchase and we are satisfied  

with it.

On Exchange of Contracts a 

moving date (completion date) is 

agreed and we will swap/exchange 

contracts with the seller’s solicitors, 

(Exchange of Contracts) at this 

point all parties are legally bound 

to proceed with the transaction. 

Please note, you are liable to 

insure the property from Exchange 

of Contracts. 

You will be reminded by us to put 

in place buildings insurance on the 

date of Exchange of Contracts. 

On the completion date, we will 

receive your mortgage monies 

and will also generally require 

any further funds from you to be 

received and cleared into our bank 

account the day before completion. 

Once the completion funds are 

available we will arrange for these 

to be sent to the seller’s solicitors.
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What happens on/after 
completion?
Once we have your mortgage 

money and any other money we 

need from you, we will send it 

electronically to the seller’s solicitor. 

Once the seller’s solicitor has 

received the money, they will 

arrange to release the keys with 

their client or the estate agent. 

Please note that the payment can 

take a few hours to arrive so its 

recommended to not arrange to 

arrive at the new property before 

early afternoon. 

Once you receive your keys, 

you should physically check the 

property on the day of completion 

and confirm to us that the seller has 

vacated or is in the process of doing 

so. If the seller has not vacated the 

property on the day of completion, 

you must advise us immediately. 

Once the matter is completed we 

deal with the payment of Stamp 

Duty and also the submission of 

the transfer documents to the Land 

Registry in order to register you 

as the new home owner of the 

property. This process can take 

several months to be completed. 

Once the property is registered we 

will send you a copy of the Land 

Registry Title Register  showing you 

as the new legal owner.

Why has my file gone quiet? Is 
nothing happening?
A lot of the work a solicitor does 

goes on behind the scenes. For 

example, checking deeds, raising 

enquiries, checking mortgage 

offers & search results, chasing 

solicitors for additional information 

and dealing with all of the lenders 

requirements. This process can take 

several weeks. There will inevitably 

be times in your case when you 

don’t hear from us and this should 

not be a cause for concern. Your file 

will not be sitting idle and our files 

are regularly worked on/reviewed. 

We will always contact you at 

important stages.



Why can’t I complete  
on the date chosen?
Due to there being more than 

one party involved in the process, 

sometimes it is not always 

possible to complete on the date 

you have chosen. 

Our team will work with you and 

the seller’s solicitors who will 

advise of the soonest possible 

completion date.

Once all of the parties have 

agreed upon a date, we will 

arrange to exchange contracts to 

make the date legally binding. 

We wouldn’t advise that you 

book removals or agree a date 

to vacate a rental property until 

we have confirmed to you that 

exchange of contracts has taken 

place. 
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When do I need to send my 
signed documents back?
Every document we send you for 

signature is vitally important and 

should be sent back to us straight 

away. We cannot exchange 

contracts without your contract 

and mortgage deed.

Your TR1/TP1 document transfers 

the legal title into your name and 

we cannot register you as the 

owner without it. We must make 

you aware that you could face 

action from your lender for failing 

to deal with the return of your 

signed documents promptly.
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Who can witness my  
documents for me?
Anyone over the age of 18 can 

witness your documents as long 

as they are not family member 

(including sister/brother in law, 

mother or father in law) or a 

partner.

When will I get a copy  
of my deeds?
When the registration process 

is complete, the Land Registry 

will supply a Title Information 

Document (TID), which confirms 

your ownership of the property. 

This will then be sent to the 

lender for them to retain. 

We will also send you a copy of 

the TID, for your records, showing 

you as the new registered owner.



17

We will make 
your property 
purchase
stress free 
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Chester le Street
Mains House
143 Front Street
Chester le Street
Co. Durham
DH3 3AU

T: 0191 388 1778
F: 0191 389 1476
E: info@gblf.co.uk

Newcastle
Hadrian House
Higham Place
Newcastle Upon Tyne
NE1 8AF

T: 0191 389 5181
F: 0191 340 0151
E: info@gblf.co.uk

Get in touch with our friendly team...
We have offices in Newcastle and Chester le Street

Real People. Really great lawyers.


