
 
 

HOUSE PURCHASE GUIDANCE 
 
Thank you for your kind instructions to act for you in your proposed purchase. Our 
aim is to make the transaction as trouble-free as possible.  
 
You will find enclosed the following documents that will we will need returned from 
you. Please note that it will delay matters if these forms are not returned to us duly 
completed.  
  
 

1. Property Client Questionnaire – please complete this fully and return as soon 
as possible 

 
2. Proof of Identity Form – please let us have the forms of identity as requested. 

 
3. Occupiers Form – please provide details of all other intended Occupiers of 

the property you will be purchasing, aged 17 years or over on the day of 
completion. 

 
4. Joint Ownership Form – please complete it and return it to us if you are 

buying with another person. 
 

5. Source of Funds Form – please advise where the funds for the purchase will 
be coming from. 
 

6. Search Request Form – where you advise us what searches you wish us to 
carry out on the property on your behalf.  
 

7. SDLT/LTT Property Questionnaire – please complete this fully and return as 
soon as possible 

 
 
In the event that you are obtaining a mortgage to purchase the above property, 
please be advised that the mortgage valuation survey does not report on the 
condition or the structure of the property and we therefore strongly recommend 
that you obtain a more detailed independent Survey Report. 
 
We ask all clients to provide us £300.00 in order for the searches to be undertaken 
as soon the draft contract documentation is received from the Seller’ Solicitors.  You 
can pay by credit or debit card by providing your card details over the telephone or 
attend our office with cash. Cheques need to clear before we can use the funds. 
 



We have a specialist Property Department providing a fast, efficient and cost 
effective service. We are committed to exceeding our clients’ expectations and are 
proud to hold the Law Society’s Lexcel accreditation, only awarded to firms with the 
highest standards of management and client care. 
  
We have also been awarded the Law Society’s Conveyancing Quality Scheme 
Accreditation which sets our Property Department apart, recognising that we have 
the mark of excellence in good and efficient practice management standards for all 
residential property transactions. 
 
If you have queries that you would like to discuss relating to our initial paperwork, 
please telephone the office and ask to speak to a member of the Conveyancing 
Department, who will be able to assist you. If you would like to attend the office, 
please arrange an appointment beforehand.  
   
Checklist: 
 
Have you sent us all of the following?:     Please tick 
 

1. Client Questionnaire?        
 

2. Proof of Identity Form and associated documents?    
 

3. Occupiers Form?        
 

4. Joint Ownership Form?        
 

5. Source of Funds Form?       
 

6. Search request Form?        
 

7. SDLT/LTT property questionnaire?                                                       
 

8. Cheque or card payment for £300.00?     


