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Follow the steps throughout your sale or purchase



5 tips to help you prepare your home for sale

It can be daunting putting your property on the market for sale, but there are a few things you can do to 
help improve your chances of securing a buyer. Here’s our top 5 tips to help you prepare your home for 
photographs and viewings:

1 De-Clutter!
Use this opportunity to clear out the old to make way for the new. We’re all guilty of 
keeping things that we haven’t touched in more than 12 months; so maybe it’s time to find 
those things a new home. There are so many ways to de-clutter - you can sell your things, 
exchange them for things you actually do need or give them to charity, where they’ll do 
some good. 

If you can’t quite bring yourself to get rid of excess furniture or items you’ve owned for years, 
try to store them out of sight. A loft, storage unit or even at a friend/family members’ home 

2 All homeowners know the pain of home-improvements...they never end! But now is 
definitely the time to fix that leaky tap and repair that hole in the wall. 

Touch-ups

You don’t have to go all-out on redecorating, but just make good any 
obvious wear and tear where possible. Your agent will be able to advise you 
on which improvements will make a difference.

3 Trigger the senses
If you can see it, clean it. A good scrub of those bathroom tiles 
can work wonders in a viewers eyes.

Think about getting a good quality plug-in or diffuser with a 
subtle scent too.

4 Showcase your space!
Home staging doesn’t just have to be for new-builds. 
There is a lot of small changes you can make to give 
your home that showhome feel.

Things like organising your bookshelf by colour, 
plumping cushions and buying a few succulents can 
be all the difference your home needs to be easy on 
the eye (or the camera!).

5 The exterior of your home is just as important as the 
interior; and creates the first impression on and offline!

Outdoor lighting, trimmed bushes and a mowed lawn 
are good places to start.

Create kerb appeal

The Jacobs Steel Blog has loads of tips to help you prepare 
your home for viewings; including articles from local interior 

designers. Head to jacobs-steel.co.uk/blog.



Estate Agents throw our lingo around as if the whole planet should know what we’re saying…it’s easy for 
us to forget that we’re the only ones dealing with these processes’ day in day out! 

There will be a number of these words that you come across in this booklet and during your transaction, 
so, here’s a breakdown:

The Jacobs Steel Jargon Buster

Cash Buyer

Freehold

Leasehold

Agreement in Principle

Bridging Loan

Someone who is purchasing, or looking to 
purchase, a property using available funds (i.e.. no 
borrowing)

A type of occupancy which means you own the 
building and the land it sits on.

This is where you own the property but not the 
land it is built on – for example, you may own a flat, 
but not the building it sits in

An estimate of how much money you can borrow 
from a money lender for a mortgage. Based on 
your income and credit history, this agreement can 
be used to help you get a mortgage or to have an 
offer accepted on a property.

A temporary short-term loan which enables a 
buyer to purchase a property before selling their 
existing property.

Vendor
Someone who is selling their property

Buyer/Viewer/Applicant
Someone who is purchasing, or looking to 
purchase, a property

Mortgage
A loan of money used to pay for a property, which 
you pay back over time with interest to whoever 
lent you the money. 

Mortgage Valuation
The mortgage valuation is for the benefit of the 
mortgage lender. It is designed to give enough 
information for the lender to decide whether the 
property is safe to lend on, and up to what amount.
Stamp Duty
A lump-sum tax that anyone buying a property 
or land over a certain price in England, Northern 
Ireland and Wales must pay.

Energy Performance Certificate (EPC)
An EPC shows the efficiency of a property and 
gives an indication of how much the energy bills 
will cost.
Building Survey
A report into the physical state of the property, 
this is also sometimes referred to as a full 
structural survey.

Sold Subject To Contract (SSTC)
If a property is sold subject to contract it means that 
the seller has accepted an offer from the buyer, but 
the contracts have not yet been exchanged.

Under Offer

Exchange of Contracts

Completion Date

If a property is under offer it means that the seller 
has accepted an offer from the buyer but the 
contracts have not yet been exchanged.

The point where both parties are committed to 
the transaction; both the buyer and seller can 
walk away at any point before the contracts have 
been exchanged.

When the transaction is complete and ownership 
of the property passes from the seller to the buyer.

Homebuyer Report/Survey
A survey to find and document any problems in 
a property that could cause damage and need 
future repairs.

Chain
A chain is formed when several property sales and 
purchases are inter-dependent.

Sales Memorandum (Memo)
A document sent out via your estate agent to 
you and your conveyancer on acceptance of a 
proceedable offer.
Conveyancer
A solicitor who specialises in the transferring of 
homeownership.

Covenant
A covenant is a provision or promise that has been 
written into a deed which may affect or limit the 
use of the property or land.
Title
The legal right of owning a property or land.

Deeds
Documents that show who owns the title of 
a property or land, along with any burdens 
(obligations/responsibilities) on the property e.g.. 
what you can/cannot alter on the property, any 
access and rights of way on the property. Usually 
held by the mortgage lender until you pay off your 
property, where it can then be held by you or your 
solicitor.



Mortgages
Always speak to your mortgage advisor once you’ve got 
your valuation. They can work through your costs of moving, 
stamp duty, fees and affordability moving forward; giving you 
a better idea of what price bracket you are able to buy within.

Jacobs Steel have advisors 
from The Mortgage Advice 
Bureau working directly 
out of our offices. They 
offer a range of first charge 
mortgages that is repre-
sentative of the whole of 
the market, but not deals 
that you can only obtain by 
going direct to a lender. 

The Dos and Don’ts of instructing an agent
DO be sure to ask the right questions on the 

valuation

DON’T be tempted to immediately choose the 
agent with the highest valuation right 
away.  A good valuation will be done 
using comparable evidence of sold 
and on market properties in a similar 
location to your own; and some agents 
may abuse their power of giving you a 
high valuation to win your instruction. 
L isten to how your property is  going 
to be marketed as well as what price it 
will be marketed at.

DO choose an agent with recent, 
commendable reviews

If you don’t already have a 
mortgage advisor, many agents 
are able to recommend one that 
they work closely with. 

Instructing the right Estate Agent

Should I go with an online agent?

Contact your local branch 
for more information 
or to arrange an 
appointment.

1
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Research
Get yourself online and research local agents. Google is a good place to start and will typically be able 
to give you an idea of the best agents to choose going by Google reviews and websites. Social media is 
also a great place to ask for recommendations. 

The UK is saturated with estate agents, so how can you know that you’re choosing the right one? 

Online agents may seem appealing, but it entirely depends on your circumstances as to whether they 
are the best choice for you. For example, if you are unfamiliar with the conveyancing process or will be 
buying on, it can be helpful and in your best interest to instruct an agent with a high-street presence that 
can offer you regular communication face-to-face or by direct-dial. Also be mindful that an online agent 
simply lists your property online and cannot offer the proactive approach received from a high-street 
agent.

Don’t be afraid to ask

How did you establish the valuation? 
Ask the agent to show you comparable evidence that led them to the figure given to you. 

How will you market my home?
Ask the agent what tools, platforms and portals they will use; as well as any proactive 
methods. Also enquire about their reach in terms of potential buyers. 

How best can we stage our home for viewings? 
Good agents will provide you with honest advice on how you can present your home to 
appeal to buyers

Here’s our top 4 questions you should ask the estate agent when they come to value your home

How will you verify any potential buyers? 
All estate agents are bound by compliance and should be able to inform you of their process 
without hesitation.



Once you’ve chosen your agent 
you will likely be asked to sign an 
agreement, within which a fee and 
length of contract will be agreed. 
This agreement serves as a safety 
net for both you and the agent, 
as both parties must abide by it’s 
terms. 

Your agent should keep in regular 
contact with you during the 
marketing and sales progression of 
your home. Viewings should always 
be booked in with you before they 
happen (unless otherwise agreed) 
and it’s normal to leave a key with 
your agent so that you don’t have 
to be around for viewings. 

You should also get feedback 
within 24 hours after every viewing, 
so that you know where you stand 
with each of your potential buyers. 

Some viewers can feel 
intimidated when a seller is 

present on the viewing; so it’s 
good to vacate the property and 
allow them to have a good look 

around in a relaxed environment 

Going on the market

Marketing

The next steps will include having photographs 
taken of your property, measurements for a 
floorplan to be produced and a Domestic Energy 
Assessor instructed to produce an EPC.
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   An EPC is certificate that measures the energy     
     efficiency of your dwelling (a bit like miles per
          gallon for a car). Your agent may 
             recommend an Assessor, however you     
                are welcome to select your own. 

A brochure will be put 
together by your agent; 
which includes the 
photographs, description, 
floorplan and EPC at a 
minimum. You will be 
asked to ‘sign-off’ a draft 
copy of this to ensure that 
everything within the 
brochure is true to your 
knowledge. 

Your property will then be listed on your agents 
website and whichever portals your agent 
advertises on. 

At Jacobs Steel, we showcase 
our properties on all three 
major portals – Rightmove, 
Zoopla and On The Market. 

If your agent uses social 
media, your property will be 
showcased there too.

At Jacobs Steel, we agree a 
marketing plan with each of 
our vendors. Most of our properties are listed on 
Facebook, Instagram and Twitter; with additional 
social and video packages for our JS Signature 
clients. 

Handy 
to know

Only items that 
will remain in the 
property after the 

sale can be listed in 
the sales brochure. 

Communication

Helpful hint



Your agent has a legal obligation to report all offers to you both verbally and in writing. 

It’s not unusual for a buyer to want to re-visit a property for a second time before offering; or even before 
increasing from their initial offer – so don’t let that panic you!

Offers & Negotiation

The Dos and Don’ts of negotiation
DO listen to your agent ’s advice when it  comes to accepting 

an offer.  Your agent will take all factors in to 
consideration and walk you through the reasons whether 
you should accept or not. 

DON’T try to negotiate directly with your buyer.  In most cases , 
it  doesn’ t work out!  Most buyers find it  preferable 
negotiating through a middle-man, so leave the 
negotiating to the people you’re paying to do it !

DO go away and think it  over.  There is  nothing worse than 
having to tell someone a sale has fallen through, so don’ t 
accept unless you’re sure.  Equally,  if  you refuse before 
you’re certain and decide to go back to that buyer later, 
you may have already lost them. 

DON’T dismiss your first offer because it  comes in 
during the first few weeks of marketing. 
This is  the strongest timeframe within a 
marketed property ’s cycle and an offer at 
the beginning of marketing is  an indication 
that it ’s  been done correctly!

You can place an offer 
on a property regardless 

of your position; but 
unless you are in a 

proceedable position 
the property will remain 

available to other 
buyers.

Helpful hint

Choosing a Conveyancer

Much like with estate agents, there are a huge number of conveyancers out there to choose from. There 
is no harm in doing your research before you are under offer, but you likely won’t give them your formal 
instructions until you are. 

There are online options with conveyancers too and this may be a fair option if you have no chain and 
are not buying on. However, it is always recommended that you take advice from your agent on which 
conveyancers have the best reputation as, after all, we work with them on a daily basis!

Each estate agency will have a panel of recommended conveyancers that they refer business to. At Jacobs 
Steel, our panel consists only of local conveyancers that have proven themselves to be communicative 
and proactive in pushing even the most complicated of sales through to completion. 



Buyer makes an offer on the property, which is accepted by the seller. Assuming the 
buyer is in a position to proceed, you will move on the next step.

Conveyancer instructed and 
sales memos sent out by estate 

agent. Conveyancer confirms 
instructions by letter, setting out 

the terms of business and 
confirming costs.

Buyer arranges a survey on 
the property & makes an 

application for a morgage (if 
required).

Buyer’s conveyancer contacts 
the seller’s conveyancer to 
obtain the contract pack.

Seller’s Conveyancer and seller 
answer pre-contract enquiries. 
Assuming the buyer and their 

conveyancer are happy with the 
response, no further enquiries 

will be raised. 

Buyer’s Conveyancer reviews 
and reports to the buyer on 
the contents of the contract 
pack, pre-contract enquiries, 

the results of the searches 
and mortgage offer. The 
buyer then considers this 

report and raises questions 
on anything that is unclear. 

Seller’s conveyancer will obtain a 
settlement figure to repay the 

outstanding mortgage, if 
applicable. Buyer’s conveyancer 
drafts a transfer deed and sends 

to the seller’s conveyancer.

Seller’s conveyancer carries 
out proof of ID checks and 

send out fixtures and fittings 
form & property information 
form for completion by the 

seller.

Seller’s conveyancer obtains 
title deeds from deeds holder 

and any other documents 
required by The Land Registry; 
plus details of the amount of 
any outstanding mortgage.

Seller’s conveyancer prepares 
the draft contract and 
supporting contract 

documentation and sends to the 
buyer’s Conveyancer.

Buyer’s Conveyancer checks the 
contract pack, raises pre-contract 

enquiries with the seller’s 
Conveyancer, carries out the 

necessary searches and obtains a 
copy of the mortgage offer. 

Once happy, the buyer’s Conveyancer 
will confirm this with the seller’s 

conveyancer and arrangements are 
made for the deposit to be paid to the 
buyer’s Conveyancer in readiness for 

exchange of contracts.

Seller and buyer agree 
on a completion date 

and contracts are 
formally exchanged.

Seller’s conveyancer checks the 
trasnfer deed and sends to the 
seller for signature in readiness 

for completion. 

The sale completes and the 
seller hands the keys to their 
estate agent in readiness for 

the buyer to collect.

Buyer’s conveyancer sends the 
stamp duty payable to HMRC, 

receives the title deeds, transfer 
deed and proof that the seller 

has paid the outstanding mort-
gage on the property.

Once all payments have been 
made, remaining money from 
the sale will be transferred to 

the seller. 

The buyer receives a copy of the 
registered title from The Land 

Registry. Any documents 
required by the mortgage lender 
to be retained by them, are sent 
on by the buyer’s conveyancer.

Buyer’s conveyancer registers 
the property in the name of 

the buyer at The Land 
Registry.

The Conveyancing Process



jacobs-steel.co.uk

Who to inform of your new address

Utilities  
                

Electricity Provider
Gas Provider
Water Provider
Telephone/Internet Provider
Local Authority (Council Tax Office)
Buildings & Insurance Companies

Finance

Bank/Building Society
Credit/Store Cards
Pensions
Stocks and Shares
Premium Bonds
National Savings Certificates
Inland Revenue
National Insurance

Vehicle

DVLA
Insurance Company
Motoring Organisation
Garage

Medical

Doctor
Dentist
Hospital
Health Insurers
National Blood Transfusion Service

Work and Leisure

Employer
Trades Union
Professional Associations
TV License
Cable/Satellite Supplier
Clubs, Societies & Magazine Subscriptions
Mail Order Firms/Mailing Lists
Newsagent
Window Cleaner, Milkman, Grocer etc..

Friends and Family

Change of Address cards/emails
Schools

Pets

Vet
Identification Chip Details
Pet Insurance Provider

Use this checklist to help keep track of who you’ve informed of your new address!

Haven’t arranged a valuation yet?
Call us on 01903 500004 or visit jacobs-steel.co.uk for a 

free online valuation.


