
 

PLEASE COMPLETE THIS LETTER WHERE 
INDICATED BY A DOTTED LINE AND RETURN 
ALONG WITH T’s & C’s, ID, CLIENT 
INFORMATION AND CHEQUE 

Date: …………………………………… 

Estimate Ref: …………………………….. 

 

 
Name(s)……………………………………….. 
 
…………………………………………………. 
 
Correspondence Address 
 
………………………………………………….. 
 
………………………………………………….. 
 
………………………………………………….. 
 
…………………………………………………... 
  
  

 
Dear Client(s) 
 
Property being Sold  ……………………………………………………………………………….. 
 
We should be pleased to act on your behalf in connection with your proposed sale of the above 
property. 
 
Please now budget a fee of the amount detailed in the estimate of costs, Reference no: ……………… 
to cover conveyancing costs (this reference can be found on the top left hand corner of the cost 
breakdown).  This figure is an estimate based on the information you have given us at the present 
time.  We will inform you immediately if this figure is to change. 
 
Please make a payment on account of £40.00 so we may progress matters, please note this will be 
deducted from our final bill. 
 
Please note that to comply with the Money Laundering Regulations we are not permitted to receive a 
payment by cash (over £250.00), or cheque or a bankers draft from any account other than your own 
bank account.  When paying by bankers draft we will be required to receive a copy of the withdrawal 
slip demonstrating details of the account from which the draft was obtained.   
 
Attached for your completion signature and return along with this letter are: 
 
Sellers Property Information Form (SPIF) 
Fixtures, fittings and contents list 
Overriding Interest Questionnaire 
Utility Information form and Structural Alteration Form..  
Client information sheet. 
Terms and Conditions. 
 

 

71-75 Featherstall Road 
Littleborough 

Lancashire 
OL15 8JZ 

 
Telephone: 0845 094 3358 
Facsimile: 01706 376 385 

Email: enquiries@ttpl.co.uk 
Matthew Montgomery – Licensed Conveyancer. Regulated by the Council for Licensed Conveyancers to provide Conveyancing Services    



Please note these documents will be passed on to your Buyers Solicitors and will form part of the 
Contract therefore should be as accurate as possible.  If any information alters or changes in any way 
you must notify us immediately. 
 
We are able to offer you the opportunity to safeguard your position relating to abortive legal fees.   By 
paying a fee of £36.00 (£30.00 plus vat) you can purchase a guarantee against any legal fees being 
incurred in the event that the matter does not proceed to completion.  If you wish to take out this 
guarantee please forward your cheque/cash to this office within 7 days of the date of this letter. The 
cost of disbursements that have been incurred on your behalf must still be paid. 
 
It is a standard requirement of all legal practices to verify identity for their clients.  We shall be grateful 
therefore if you would supply us with two forms of identification from the lists below for each client: 
 
List A 
(Please supply one document from the list 
below) 

List B 
(Please supply one document from the list 
below) 

Full UK Passport Mortgage Statement  
Driving Licence  Council Tax Demand 
Building Society/Bank   Card/Credit Card Gas/Electric/Phone Bill 
Signed Employers ID Card Copy Electoral Roll 
Fire Arms Certificate Bank/Building Society/Credit Card Statement  
 
Attached are our terms and conditions in duplicate which together with this letter comprise our full 
terms of engagement, please sign and return one copy of the T’s & C’s and one copy of this letter 
confirming you accept the same.  Please note we will not progress matters until we receive 
signed Terms and Conditions  together with ID and cheque.   
 
Once we are in receipt of your signed terms and conditions your file will be activated and you will then 
receive a weekly update call from this office to advise you on progress. 
 
If you feel at any time that the level of service from our practice has fallen below expectations please 
provide full details in the first instance in writing to Mrs Anna Murzell at our office address. If you are 
not satisfied with the outcome of this investigation you may have the matter reviewed by Mr Matthew 
Montgomery. In the event that the final review fails to provide a satisfactory response please refer to 
the Legal Ombudsman, PO Box 15870, Birmingham, B30 9EB. The Legal Ombudsman is an 
independent organisation with official powers to resolve complaints about legal practices. 
 
In all cases please contact the undersigned for any information regarding this transaction.  
 
We look forward to hearing from you. 
 
Yours sincerely 
 
 
 
Helen O'Sullivan 
Title Transfer Property Lawyers 
hosullivan@ttpl.co.uk 
 
 
 
PLEASE SIGN AND DATE TO CONFIRM RECEIPT OF THIS LETTER 
 
SIGNATURE(S) ………………………………………………………………… 
 
DATE …………………………………………………………………………….. 












