[image: ]
72467891




Mr H Thompson and Mrs C Thompson
11/1 Douglas Crescent
Edinburgh
Lothian
EH12 5BB


Our Ref: KARST//T7398/2
6th October 2025


RE: 	Engagement Letter
	Purchase of 76 St Batholomew's Court


Thank you for your recent instructions. This Engagement Letter together with the enclosed Terms and Conditions set out the basis upon which we will act for you. Please make sure you read and understand these documents before signing and returning one copy of this letter together with one copy of our terms and conditions as confirmation of your instructions for us to act.

[bookmark: Scope_of_our_work]Scope of our work

You have instructed us to act on your behalf in your proposed purchase of the above property at a price of £425,000 

[bookmark: Responsibility_for_the_work]Responsibility for the work

[bookmark: I_am_a_Conveyancing_Executive_and_will_b]I am a Consultant Residential Property Solicitor and will be responsible for this work. I will carry out most of the work on this matter personally. I shall therefore be your primary contact on a day-to-day basis. I shall be assisted by the administration team at Setfords Law Ltd and may be assisted by other solicitors and fee-earners from time to time. Victoria Mellon is ultimately responsible for your matter and oversees this department.

Our practice is accredited as part of the Law Society’s Conveyancing Quality Scheme. The scheme is designed to improve transparency of transactions, raise service levels and provide better communication and a more efficient process. To achieve this we need your authority to enable us to share information with other parties involved in this transaction and any related chain of transactions; and this is requested at the end of this letter.

Your continued instructions in this matter will be deemed as your authority to provide information to other parties in accordance with the Law Society Conveyancing Protocol. If you do not wish us to do so please inform us immediately in writing.

[bookmark: Payment_of_Fees/Billing_arrangements]Payment of Fees/Billing arrangements

We will send you a bill and completion statement and will require payment of all required funds prior to completion of your matter, which will include not only our fee but also all disbursements. Failure to pay a balance of funds on time may result in additional charges and your work may be suspended.   Payment may be made by cheque or our preferred option of sending the funds direct to our Client Account by BACS or CHAPS (details of which are obtainable by contacting us). Please notify us if you intend making an online payment so we know when to expect your funds and please quote your file reference on any payment. If you do send a cheque then this will be required at least 10 days in advance of when the sums are required to ensure it has time to clear through our account.

[bookmark: Payment_on_account_of_costs]Payment on account of costs

I enclose an estimate of the costs and expenses that are likely to be incurred in your transaction. If we have asked in our initial letter for a payment on account of our initial costs and expenses, please arrange to send this to us. If you wish to transfer this sum by BACS please ask us for our bank details and quote, when making your payment, the matter reference given at the top of this letter to ensure that your payment is correctly allocated to your matter. Otherwise please send us a cheque made payable to Setfords Law Ltd; however we will be unable to draw on funds paid by cheque for 10 days after receipt.

The work on your matter(s) will consist of the points below. 

1. Investigating title to the property, raising searches and enquiries
2. Advising you in respect of your mortgage offer
3. Preparing a report on title
4. Calculating stamp duty land tax (SDLT) on the purchase and preparing and submitting to HM Revenue and Customs the appropriate SDLT form
5. Registering you as the new owner at the Land Registry

Please note our fees have been calculated on the basis that:

1. the property is currently held under a single title at the Land Registry with no title defects
2. there will be only one contract
3. the matter will be proceeding on the basis of an unconditional contract and the property will be bought or sold with vacant possession
4. completion takes place on the date agreed in the contract


If it becomes apparent that there are unforeseen circumstances in connection with the purchase we may have to increase our charges but, if that is the case, I shall inform you before we incur any additional costs.

If we find that any additional expenses need to be incurred after we have considered the contract, searches and title documents, I shall let you know the reason for the extra expense, the likely amount, and when I shall need payment.

If, for any reason, we have to abort the transaction, I will break the transaction down into stages and advise what percentage of the estimated fee will be charged at each stage.

PLEASE DO NOT TRANSFER ANY MONEY TO OUR CLIENT ACCOUNT WITHOUT FIRST CALLING YOUR LAWYER (OUR SWITCHBOARD IS 0330 058 4012) TO CONFIRM OUR ACCOUNT DETAILS. PLEASE BE ALIVE TO THE RISKS OF FRAUD – IF IN ANY DOUBT, CONTACT YOUR LAWYER.

Leasehold property and the Building Safety Act 2022

The Building Safety Act imposes certain obligations and protections where there are two or more residential units in one building. If this applies to your property, it is important for you to make yourself aware of the height of the building and the number of storeys it has as this is not something that we are able to verify. It is also important for you to pay particularly careful attention to the section of the report on title that deals with Building Safety Act issues.

We will make certain enquiries relating to the Building Safety Act on behalf of you and, if applicable, your lender. We cannot take responsibility for the accuracy or sufficiency of any responses to those enquiries.

As a result of the Building Safety Act, a small number of lenders have imposed requirements on conveyancers that we do not consider appropriate. This means that are not able to work with those lenders on residential leasehold transactions. We will let you know if your mortgage provider is one of those lenders. Please note that if you change lender or your current lender changes its policy, we may not be able to provide the information that your lender requires to complete the transaction. We do not believe that this position is unusual among residential conveyancers and some lenders are removing the requirements in question.

Next steps

Purchase
I have asked the seller’s solicitors to let me have a draft contract and other papers relating to the title to the property. As soon as I receive these, I shall begin the requisite searches (further information below) in respect of the property and raise any relevant enquiries. When I have received replies to enquiries, search results and mortgage offer I will report to you on the paperwork. The timeframe for me reporting is approximately 8 to 12 weeks from receipt of contract papers.

Once I have reported and you have signed the contract I shall then be in a position to exchange contracts with the seller’s solicitor, after which both you and the seller will be bound to proceed to complete the sale and purchase. A non-refundable deposit of 10% will usually be payable by you on exchange of contracts and I shall ask you to let me have this amount when we are ready to exchange. The timing of the exchange will also depend on when the seller is in a position to do so. When we exchange contracts we shall agree a mutually convenient date for completion, the day on which you gain possession of the house.

The balance of the purchase price, including our fees but excluding the amount of your mortgage loan (if any), will have to be paid to us a few days before the completion date to allow us to have cleared funds for the completion.

If you have informed me that you wish to complete by a particular date then we will do our best to achieve this, but, our ability to do so may be affected by matters outside our control.

Searches

When purchasing a property it is necessary and/or advisable to carry out a selection of third party searches to provide information on the property which would not otherwise be available  to us in a timeframe suitable for a property purchase. Below you will find information on the Local Authority Search, Water and Drainage and Environmental Risk Report, however unless we receive instructions to the contrary we will also instruct other searches, further information being available in the report I refer to above.

Local Authority Search
All lenders require a search to be carried out on information held by the Local Authority in which the property sits. Each Local Authority will hold information for individual properties and the search will provide this information for the property which you are purchasing. The search is specific to the property which is searched against, and does not extend to information affecting other or surrounding properties. Therefore if there has been an application to extend the property to the rear of the one which you are purchasing this will not be revealed by the Local Authority search.

As a summary the following information is revealed by a Local Authority search although it is not designed to be an exhaustive list:

· The planning history for a property (usually from a certain date and will not generally extend to the beginning of time) including any enforcement notices;
· The building control history for a property, again usually from a certain time and will not extend back indefinitely;
· Whether the road on which the property sits is adopted, unadopted, or there are plans for it to be adopted (which may result in you being required to pay towards the road being ‘made up’);
· Whether the property is subject to a Tree Preservation Order;
· Whether the property is a Listed Building or within a Conservation Area or in a Green Belt Area;
· The planning designations and proposals for the property, for example showing that only certain types of development may be allowed.

As with all searches they are only as accurate as at the time they were undertaken, therefore any decisions made, notices issued or consents granted after the time of the search will not be revealed by the search result. Whilst the seller is required to provide to you copies of any notices they receive until the point of completion there are numerous reasons why these may not be passed on, many of which are entirely innocent, and we therefore advise checking public information available from the Local Authority (including their website), speaking with neighbours close to the property which you are purchasing, and asking questions of the agent and seller directly.

Nonetheless you should be careful when speaking to the Local Authority as if you alert them to an issue you will be bound by any decisions or actions which they take, which may limit your options (including indemnity insurance) and could result in you being unable to purchase the property. Accordingly you should make any enquiries which you have before exchange of contracts as once you have exchanged you are bound to purchase the property and will not be able to withdraw from the transaction.

Water and Drainage Search
Enquiries are raised of the water authority who serve the property for the water and drainage facilities. The key information which is obtained from the search is as follows however this is not an exhaustive list:

· Whether the property is connected to mains water;
· Whether the property is connected to mains foul and surface water drainage;
· Whether there are any public sewers within the curtilage of the property.

Whether there is a public sewer within the curtilage of the property is important as if you wish to extend your property within 3 metres of a public sewer then you would need to approach the water authority for a build over agreement. A build over agreement is the water authority seal of approval for the building work you plan to have carried out over or near a public sewer. It gives assurance that you have given the sewer the correct clearance from the new foundations, and sufficient access to the sewer is maintained so they can clean or repair the sewer where necessary. There is no guarantee that the water authority will consent to works which you may wish to carry out and therefore it is always advisable to liaise with the water authority prior to committing to your purchase. The water authority will charge a fee for such an application.

Further, if the search result shows a public sewer within the curtilage of the property it is essential that you notify us prior to exchange of contracts if any part of the property or outbuilding may sit within 3 metres of the public sewer as we may need to undertake further work in this regard. I have not visited the property and therefore you should ensure that you inspect the property carefully and rely upon the advice of your surveyor as to whether the property may sit within 3 metres of the public sewer.

Unfortunately the question of whether there is any public sewer within the curtilage of the property is not always an easy one to answer. From 1st October 2011 the water authority has adopted many drains which prior to this date would have been private. The position now is that any drain which is shared with another property has been adopted and is now a public sewer, and any drain which runs from the edge of the curtilage of your property to the main sewer in the road are also public sewers. Any drain not shared with anyone else and lying within your curtilage remains private and you are responsible for the upkeep of the same.
The water authority records are not yet completely up to date and accordingly your search result may state that there are no public sewers within the curtilage, which based on the criteria above is incorrect. It is therefore important that you rely on your own survey and inspections in this respect, as well as the result of the water and drainage search.

Environmental Risk Report
This is an environmental risk search that reviews contaminated land, flood, ground stability, radon, planning, energy and transportation issues specific to the property. The search also includes information assessing the property for certain future risks arising from climate change. We will be providing you with a copy of the search when we report to you prior to exchange of contracts but we should make clear from the outset that we are not able to advise you in relation to any environmental risks that may be identified in the search result. If any risks are revealed in the search we strongly recommend that prior to exchange of contracts you seek professional advice from the appropriate specialist which may be your valuer, a flood risk specialist, structural engineer or other relevant specialist.

Personal or Official Search?
In order to offer the most economic solution to our clients, and to avoid the delays which are often experienced at the various Local Authorities and some water authorities, we now arrange for our Local Authority Search and Water and Drainage Search to be carried out personally (a ‘Personal Search’). A Personal Search is one that is carried out via a fully insured search agent. The difference between a traditional Local Authority or Water and Drainage search (an ‘Official Search’) and a
Personal Search is that neither the Local Authority nor water authority guarantees the accuracy of the replies given in a Personal Search in the same way that they do with an Official Search. However, in the event the replies to a Personal Search are incorrect or inaccurate a claim resulting in a loss suffered by you would be made against the insurance carried by the search agent.

A Personal Search is accepted by the majority of lending institutions but some lenders will require an Official Search. The list of which lenders do and do not accept a Personal Search changes regularly and as a result it is not possible for us to supply you with a definitive list of the same. WE ARE HOWEVER HAPPY TO CHECK THE STATUS OF A PARTICULAR LENDER AND IF THIS IS SOMETHING WHICH YOU WOULD LIKE US TO DO THEN PLEASE LET US KNOW AS SOON AS POSSIBLE.

If you do not wish to use a Personal Search, or the lender you are using does not accept a Personal Search, then we will order an Official Search and you will be charged the fee levied by the Local Authority or water authority, which is likely to result in the cost of the searches increasing. It is often found that an Official Search takes longer to return to us and there may be a delay if this is required.


Progress reports

We confirm that we will keep you informed of progress during the matter either by telephone, email or post.

Level of service

We aim to provide an efficient level of service to all clients throughout the transaction.   We do receive a high volume of calls. As a result, it is not always possible for the lawyer dealing with your matter to take every incoming call or enquiry. Consequently, other legal assistants in our office may deal with client enquiries to ensure those clients are kept informed during their matter. In instances where clients do need to speak to individual lawyers, our staff may book appointment times for return phone calls which (subject to the call being received prior to 3pm) we endeavour to make on the same working day as incoming enquiries. If you are making calls to our offices we would request that where possible these are made before 3pm.

Our responsibilities

We must comply at all times with the SRA Code of Conduct 2019, which you may access at http://www.sra.org.uk/solicitors/handbook/code/content.page. Amongst other things, it requires us to act in the best interests of each client and not allow our independence to be compromised.

Your responsibilities

You are required to provide us with clear instructions throughout the transaction and, where requested, provide these instructions in writing.
The Consumer Protection from Unfair Trading Regulations (as amended) regulate transactions between traders and consumers and prohibit trading practices that amount to unfair commercial practices and misleading acts and omissions. Neither you, the client, nor we, your legal representative, must mislead a buyer or tenant either by providing incorrect or ambiguous information, or by omitting to provide material information about the property you are selling. Certain information will be revealed through searches and other enquiries of public databases, surveys and valuation reports. However, you must disclose to us any known defects and other material adverse matters relating to the property known to you and failure to do so may mean that, in certain circumstances, the buyer or tenant would have rights of redress against you. We encourage you to make all known disclosures as early in the transaction as possible to prevent delays. If we become aware of any such existence of material information, and you decline to authorise disclosure to the buyer or tenant, then we would have to consider whether it was possible to continue to act for you as the Regulations impose a duty to act fairly towards you as our client and also towards third parties, especially those that are unrepresented.

*** IMPORTANT ***

You may have heard of an increasingly common scam whereby fraudsters intercept online payments destined for solicitors' client accounts. In order to protect yourselves and your money it is essential that you maintain the highest possible level of security on devices that you use for e-mail to prevent fraudsters becoming aware of your transaction and impersonating us in order to divert your funds to themselves. It is safest to transmit all personal information, including payment and your bank account details, to us by post rather than e-mail, and to verify our bank account details with us by telephone before making any payment to us.   We will never send you an e-mail changing our bank account details so if you receive such an e-mail please report it to us immediately and under no circumstances send any money to that account. Please see also paragraph 12 of our Terms and Conditions.

[bookmark: Agreement]Agreement

Please sign and return to us a copy of this Engagement Letter and also a copy of our Terms and Conditions as confirmation that:

a) You have read this letter of engagement and our Terms and Conditions
b) You have received and agree with the enclosed estimate of costs and expenses
c) You understand and accept the basis upon which we will act for you, particularly our statutory obligation under the Proceeds of Crime Act and Money Laundering Regulations.

When returning the signed documents please make sure that you have dealt with any payment requested on account of costs and also our request for proof of your identity. Failure to do so will delay your matter.

In the event that we have not received your signed documents, any continuing instructions from you in this matter will amount to your acceptance of our Terms and Conditions and this Engagement Letter.

I authorise disclosure in accordance with the Conveyancing Quality Scheme

Client 1
[image: ]

Signed:		_________________   	(Print name) Henry S. Thompson

Date: 2025-10-21

[image: ]Client 2 if appropriate


[bookmark: _GoBack]Signed:		_________________          (Print name) Catharine Ward Thompson

Date: 2025-10-21
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