
Selling a Property
It is in the interests of a seller to collect as much relevant information about 
the sale property as possible. This will include any necessary planning 
permissions, building regulation approvals and completion certificates, 
guarantees etc. Providing these to us as soon as you have sold your property 
is sensible, as the buyer will inevitably ask for them.

Here is a checklist to help you understand the key stages of the selling process:

Communication
Buying and selling a property can be a very stressful time, for everyone. At SE Solicitors we fully appreciate this and we will 
do our utmost to keep you fully informed of events, as they happen, and make sure you have as much time and as much 
information as possible. In turn you must ensure that you communicate with us, respond to any request for information 
quickly and sign and return documents etc. in the timescale required.

As soon as you decide to sell your property you will need to:
• forward to us all relevant guarantees and documents in respect of your property
• complete and return the following forms supplied by us:
     • Property Information Form  
     • Fittings and Contents Form  

When you accept an offer to sell your property, we will:
• prepare a contract and send it to the solicitor acting for your buyer 
• address any issues or queries raised by your buyer’s solicitor 
• make sure you have signed the contract and it is held by us 

You will need to:
• allow access to your property to the buyer’s surveyor/valuer 
• assist with any unnecessary queries raised by your buyers solicitors 

When contracts are exchanged we will:
• fix the completion timescale 
• request a final repayment figure from your lender (if applicable) 
• prepare a completion statement (financial summary) for you 
• make sure you have signed the Transfer document and it is held by us 

You will need to:
• make arrangements with the buyer for the handover of your keys (usually via your estate agent) 
• confirm your removal arrangements now that a definite moving date is fixed 
• arrange for meter readings to be taken on the day you move out 

On completion we will:
• receive payment for your property from your buyer’s solicitor 
• repay your mortgage (if applicable) 
• pay your estate agent’s fees 
• pay you any sum remaining (if these funds are not needed to purchase another property) 

You will need to:
• cancel your building insurance 
• vacate the property on the day of completion at an agreed time 
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