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Find the Title to the 
property at HMLR 
On-Line and order 

copy deeds

RECEIVE 
NOTIFICATION OF 

THE CASE

Obtain completed 
Instruction Form 

from client with ID

PREPARE AND 
SUBMIT DRAFT 

CONTRACT 
PACKAGE

Obtain client's 
signature to the 

Contract

Receive and 
answer additional 

enquiries from 
Sellers 

EXCHANGE OF 
CONTRACTS

Repay any existing 
mortgage(s)

Account to client for 
any surplus funds

COMPLETION 
KEYS RELEASED

Pay Estate Agent's 
Fees

Obtain client's 
signature to the 
Transfer Deed

Obtain redemption 
figure and approval 

from client
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