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1. YOUR SALE, YOUR CHOICE

Moving to a new house can be both a joyous and very stressful period of your life, so 

it’s important to receive the right support throughout.  

There are several ways to sell your property and each come with their advantages 

and disadvantages. It comes down to personal preference.  

TRADITIONAL 

Usually, there are no upfront costs to the seller if they choose to go down this route. 

The seller will have a dedicated agent that does the viewings and provides feedback 

both in regard to the viewer(s) motivations and finance, and the changing property 

market conditions. The majority of sellers prefer the traditional agent approach when 

selling their property.  

ONLINE 

Online agents can be affordable depending on your requirements and offer fixed 

fees versus percentual commission like traditional agents. The fees can increase as 

you add services to your basic fee package. This can include if you decide to add, 

for example, accompanied viewings, instructing solicitors, and/or marketing 

resources. It’s a growing choice among sellers.  

HYBRID 

Sitting somewhere between the traditional and online agents, the hybrid model 

enables traditional agents to capture the online movement, and the online  agents 

to provide traditional agency services. Many agencies are adopting a bit of both. This 

ultimately provides the seller with more options.  

AUCTIONS 

Auctions have a specific and intense marketing period, culminating in 10 minutes or 

less of bidding on a specific day. When the hammer falls, contracts are exchanged. 

The buyer is then granted 28 days to complete the transaction. It’s become more 

popular among sellers. While factors may influence the price, properties can be sold 

above asking price.  

FAST CASH 

This usually requires the seller to sell the property promptly. This can happen for a 

number of reasons, for example, financial difficulty, family issues or relocation. Fast 

cash allows for the seller to obtain cash quickly in a short period of time but quite often 

below the market asking price.   



2. SELLING YOUR PROPERTY: STEP-BY-STEP OVERVIEW

Whether you need your estate agent to sell traditionally, online, hybrid or any other 

way, understanding the sales process is important to manage your expectations. Take 

a look at each step and if necessary discuss with your agent.   

STEP ONE 

ACCURATE VALUATION 

An integral part of the sales process. 

Agents can try to inflate prices to get 

your house. The best chance of selling 

is by getting a realistic price based on 

local market knowledge.  

STEP TWO 

INSTRUCT A SOLICITOR 

Why instruct a solicitor at this stage? 

Well, the sooner you get a solicitor, the 

less chance of delays further ahead. 

Usually your agent can recommend an 

experienced solicitor.  

STEP THREE 

MORTAGE ADVICE 

If you haven’t thought about it yet, it’s 

important you do. Whether you are 

selling your home to purchase a 

another, or a first-time buyer, 

understanding your mortgage options 

can alleviate headaches in the future.   

STEP FOUR 

PRESENT AND MARKET YOUR PROPERTY 

First impressions count. Spring cleaning, 

decluttering or maybe a lick of paint 

can make a difference. Understand 

where your agent is advertising, so you 

get maximum property exposure.  

STEP FIVE 

ACCOMPANIED VIEWINGS 

Not all agents do accompanied 

viewings. However, accompanied 

viewings allows for the property seller to 

continue their personal errands while 

the agent shows the property in the 

best light to the potential buyer.   

STEP SIX 

OFFER RECEIVED 

As soon as an offer is made on a 

property, the seller will be informed. 

There are a number of ways to be 

advised on an offer. Understanding 

how much negotiating space there is 

between the buyer and seller. Here, an 

experienced agent can help.    

STEP SEVEN 

SALE AGREED 

The most stressful part of the selling 

process can often be after the sale has 

been agreed. An experienced agent 

will be able to iron out many problems 

before they happen.  

STEP EIGHT 

CONTRACTS EXCHANGED 

At this stage, it may feel like the house 

has been selling forever. However, 

when contracts are exchanged, both 

the buyer and seller are legally bond to 

the sale.  

STEP NINE 

COMPLETION 

Your solicitor will let you know when the 

money has been cleared and 

arrangements made to discharge any 

mortgage repayments to the lender. 

Congratulations the property is SOLD! 



3. DRESS YOUR HOME FOR SALE1

The main objective of any seller is to sell their home at the best possible price in the 

shortest time. Remember that the buyer is looking at other properties, and any 

advantage you have should be highlighted at the first viewing.  

Home staging is the period when the seller prepares the home for sale. This can 

include putting forward the best features of the property to the prospective buyers in 

order to raise welcoming emotions. This guide looks at inexpensive ideas and tips for 

interior design or home improvements to sell faster for more money.  

Remember: a home that is perceived as comfortable, attractive and well cared for, 

has a better chance of a sale.  

The following points need to be considered when selling a property. Remember that 

detail is important when you are home staging your property for sale.  

MAKE YOUR FIRST IMPRESSION COUNT 

Many buyers form an opinion within seconds of seeing a property for the first time. The 

prospect buyer will be around 15 minutes viewing the property, while viewing other 

properties on the market with identical features, benefits and characteristics.  

LET’S START FROM THE OUTSIDE 

“CURB” APPEAL 

Go outside and take a look at your property from the front. View it as if it was the first 

time you saw your property. The view from the outside is the first impression that any 

prospect buyer will have of your property. Ask yourself the question “what can I 

improve now that can make a difference to anyone who views it from the outside”. 

Spend some time freshening up the exterior with flowers, use that half can of paint you 

have lying in the shed, place pot plants around etc. Another good way of viewing 

your property is by writing down the best and worst features of your property. Odds 

are that the viewers will, just like you, like your best features too. Therefore, focus on 

highlighting the best and improving the worst features.   

ATTENTION TO THE HARD SUFACES AND LANDSCAPE 

Do you have weeds on your pathway? Is your driveway free of debris? With effort, 

clear the passages, remove grease/oil spots, and fill the cracks in the driveway.  

So besides fixing, maybe you should add or remove some items from the front of your 

house. On the one hand, a splash of colour helps liven the walls with some fresh flowers 

or add some rocks along the walkway. While on the other hand, survey the area and 

remove any broken pot plants or remove those shrubs that never seemed to grow to 

their potential.  

Remember: most buyers cannot visualise changes, and often won’t take a second 

look at a house if the first isn’t appealing to them. Those who can visualise changes 

1 Century 21 Action Realty. “Dress” Your House For Sale. http://century21-

actionrealty.com/documents/preparing_your_home_for_sale.pdf 



are prepared to make them but expect you to reduce the price of the house to 

compensate for the work.  

FRONT DOOR 

Restore the front door with some varnish and a fresh coat of paint. Maybe even 

change the colour. Do not forget to check if the front door bell works and the outside 

lights work. This is particularly important if you have late afternoon viewings and you 

need to switch the lights on during viewings.  

BACK GARDEN 

Buyers like to do their research. Part of their research is trying to view the property 

when the seller or agents aren’t around. Ensure that also your back garden is free from 

clutter particularly if it is visible from the street. Put away the toys or clear the chairs. 

Don’t forget that your home is being staged until the right buyer comes along.  

MOVING TO THE INSIDE 

HOOK THE BUYER AT THE ENTRANCE 

Don’t overpower the senses but layout some fragrances at the entrance. This will 

trigger the buyer’s senses upon entering the house. Maybe include some fresh flowers 

together with gentle music in the background. Try to avoid strong smells like pet, 

cooking or tobacco odours.  

LIVING AND DINING ROOM 

Spruce up the rooms with a deep cleaning of furnishings, floors, walls and ceilings. Any 

unnecessary clutter hanging around, like toys, open packets, countertops or books 

should be removed to make the room(s) look bigger. This also includes removing some 

furniture to make the room appear more spacious.  

Lighter colours (white, beige or light pastels) tend to make a space larger, open and 

airy. Open the blinds and curtains, switch the lights on (if there is not enough light 

available), and try circulating the air cross the room so that it’s not stuffy but ensure 

it’s not cold. The ideal room temperature should be between 18°C to 22°C. For 

children, the ideal temperature is between 21°C to 22°C.  

KITCHEN AND BATHROOMS 

Ensure that the kitchen and bathrooms are immaculately cleaned. It’s important to 

highlight that some buyers are meticulous in the home hunting, therefore ensure all 

appliances are working together with all the taps and toilets in working order. A quick 

and easy trick to look decluttered is by removing magnets from fridges. Clean mirrors 

and good lighting are good ways of making the house welcoming. Adding some 

scents help to elevate the senses.  

BEDROOMS AND CLOSETS 

If you are thinking of selling, you are clearly thinking of moving. Use this period to start 

to remove out-of-season clothing and décor, and place them in boxes ready for the 

big moving day. This declutters the wardrobes making them more spacious and 

organised.   

BASEMENT AND GARAGE 

Predominantly overlooked, this area of the property is an important part of selling. 

Why? Because while you may just see a basement or garage, potential buyers may 



see a great storage space or an additional room for guests. Each buyer has a different 

set of motivations and having a basement or garage could tilt your home from a 

‘maybe’ to a ‘yes, let’s place an offer’. Keeping the basement and garage clean 

and clutter free is a good way of stimulating the imagination.  



4. WHERE DO I LIVE NOW?2

So, you have successfully accepted the offer from the buyer and the process is 

moving along. All sorts of questions are coming in from solicitors, the lenders and 

surveyors.  

In all this, your role has changed. You’ve changed from a seller to a buyer. The papers 

have reversed, however it’s important you understand your family needs and define 

a plan for your preferred property.  

THINGS TO CONSIDER 

• Assess what size house you will need and take into account factors such as the

number of bedrooms and bathrooms, garage, kitchen size, family room, and any

interests or hobbies.

• Determine the style of the house you ‘do and don’t’ want. For example: modern,

Victorian, renovated, or one with an extension, maybe you don’t want to spend a

penny more, or one that gives you the scope to decorate as you please.

• Include any other features that would appeal to you i.e. a home office, a pool, an

established garden, a view.

• If you are contemplating a move to a new county, spend some time getting to

know it.

WHAT YOU SHOULD LOOK OUT FOR 

• What is the public transport like?

• How is the traffic, especially during peak periods?

• How long will it take you to get to work?

• Does the area cater for your lifestyle with schools, hospitals, shops, restaurants,

parks, sports and other services?

As your home may be your largest financial outlay, you also need to consider the area 

from an investment point of view, particularly it’s potential re-sale value.  

PROPERTY ASSESSMENT 

You’re not a surveyor. However, assessing the property can save you money and 

disappointment. Here are some features you should consider during your viewings: 

OUTSIDE 

• Condition of fences, walls, paths, pavement or gates

• Garden and outdoor living spaces (how will these fit your lifestyle?)

• Aspect of property, specifically the amount of sun, shade and wind the property

receives

• Exterior buildings such as garage and tool shed

• External condition of the building including paintwork, dampness, roofing and

guttering

• Off-street parking

• Proximity to amenities

2 Century 21 Australia. Your Guide to Real Estate. 

http://www.century21.com.au/agentarticlesystem/agents/75/uploadedfiles/yourguidetorealestate.pdf 



• Noise levels

• Check if any adjacent properties are subject to development

INSIDE 

• Condition of walls and ceilings

• State of carpets, floor boards, and floor coverings

• Insulation and ventilation of property

• Level of natural lighting and types of light fittings

• Condition of windows and doors

• Living space – imagine how your furniture will fit

• Bedroom sizes and built-in robes

• Kitchen benches, cupboards and major appliances

• Laundry appliances

• Size and condition of bathroom and toilet

• Home office or attic space

THINGS TO DO WHEN YOU’VE FOUND THE PERFECT HOME 

While it may not look like it, over time you probably accumulated many things in your 

home. Now, it’s time to aggregate all items, appliances, devices and memories, and 

package them.  

This process is usually overlooked. However, here’s a guide to making things a little 

easier when moving home: 

• Be aware that if you are doing the

packing, the company’s transit

insurance may not cover any

damage.

• When you request an estimate

quote, be sure to show them

everything that has to be moved

and advise them of the potential

difficulties at the other end. i.e.

access problems, too many winding

staircases, narrow streets. The more

information you provide, the less

chance of having additional

charges levied. For example, the

hire of another van because the

truck was too wide for the street.

• Be sure you understand the terms of

the contract, such as the hourly

rate; when the charge commences

and finishes; how you will be

charged; how you will pay; and the

exact definition of “subject to

increase” clauses.

• Give the moving company as much

notice as possible, especially for

peak moving times, such as summer

and the last week of the month.

Confirm dates once the sale is 

finalised. 

• Commence the clearing out

process as soon as possible to make

it less of a torture test. Get rid of as

much as you can before you move,

and clean items as you go. For

example, wash all the dusty, rarely

used items in the china cabinet

before packing. The last thing you

need when you are settling into a

new place is to have to wash and

polish everything as you unpack.

• Arrange for the disposal of old paint,

garden chemicals, fuel etc. Drain

fuel from the mower, remove

batteries from battery-powered

devices, empty gas cylinders and

bottles.

• Pack a survival kit containing cups,

kettle, tea, coffee, sugar, milk,

snacks, toilet paper, light bulbs, bin

liners, cleaning materials, tools, a

torch and, in case you don’t get

unpacked by bedtime, a change of

clothes, sheets and blankets.



• Obtain packing boxes in a variety of

sizes from the removal company or

a package company. You’ll also

need tape and a dispenser,

marking pens and bubble wrap or

tissue paper for delicate items. Use

the butchers’ white paper for a

cleaner pack, for example.

• Pack by room – it’s quicker and

more rewarding. Move boxes away

from doorways and beds and tape

closed at the last minute.

• Clearly label boxes on the top and

list one side with the room they are

to go in. Add other information for

your own benefit about the

contents.

• Fill boxes only to within three to five

centimetres of the top to provide

cushioning. Don’t let items protrude

the top of the box, or bulge out at

the sides, because they won’t stack

properly and may split.

• Don’t make boxes too heavy,

especially when packing items like

books. Leave the piano, mirrors and

valuable paintings to the experts.

• Slap fragile stickers or write “fragile”

over boxes containing anything

breakable and use more packing

paper between items just in case.

• Check the insurance cover offered

by the removal company. It may

not be “new for old” cover, but

instead reimbursement based on

market value. Seek the removal

company’s advice/support about

additional insurance you may need

such as transit insurance, which

bridges the gap between your 

household contents cover in the 

home you are leaving, and the one 

to which you are moving to. This 

provides uninterrupted security. If 

you are putting anything into 

storage, you will need additional 

insurance to cover your goods 

during the storage period. Get 

quotes and organise your policy as 

soon as possible.  

• Have an unpacking plan. List boxes

in order of practical importance –

don’t exhaust yourself unpacking

non-essential items first.

• To keep your children occupied on

arrival have their toys or the

television ready, leaving you free to

unpack in peace.

• Get a good night’s sleep and plan

to get up as early as possible on

moving day so that you are ready

for when the truck arrives.

• When the last box has been loaded

onto the truck, secure the property

and leave the keys at a pre-

arranged location.

• Before the removal truck arrives –

inspect the property closely to

ensure that everything has been left

as agreed. Refer any omissions to

your solicitor.

• Organise electricity, gas and phone

to be turned on in your name for the

day you arrive.

• Buy a bottle of champagne and

juice for the kids to celebrate – you

deserve it!



LET THE FOLLOWING PEOPLE/ORGANISATIONS KNOW OF YOUR MOVE 

DESCRIPTION TICK 

Bank 

Internet and broadband provider 

Computer and software registrations 

Landlord (if letting out the property) 

Credit/debit cards 

Local council 

NHS 

Magazine and newspapers subscriptions 

Post office (redirect mail service offered) 

Driver’s licence and vehicle registration 

Electoral roll 

Schools, colleges or universities 

Employer 

Family and friends 

Solicitor 

Finance company 

Sporting, social and service clubs 

Insurance company 

HMRC 

Household services: cleaning, lawnmowing, dog washing, etc. 

Telephone provider 



5. TERMS TO EXPECT DURING THE CONVEYANCE PERIOD

BANKRUPTCY SEARCH 

If a buyer is taking out a mortgage, their conveyancer will need to check that they 

have not been made bankrupt at any time.  

BANK TRANSFER FEE 

The fee charged by banks for the electronic transfer of money required to complete 

a transaction. 

BUYER'S SEARCHES 

Various searches may be carried out by the buyer's conveyancer including local 

authority, environmental, drainage, coal mining, bankruptcy and land registry 

searches.  

CHAIN 

On many occasions a number of sellers and buyers are 'linked' so that their respective 

sale and purchases are all dependent of each other.  

COAL MINING SEARCH 

Occasionally, this search needs to be carried out, where a property is situated in a 

known coal mining area.  

COMPLETION DATE 

This is the date that the balance of the purchase price is paid, the ownership of the 

property is transferred, and the keys are released by the seller to the buyer. A 

suggested date should be discussed and agreed between the seller and buyer at an 

early stage and the respective conveyancers should be notified of this date. There 

may be various reasons why an agreed date will not be attainable such as delays in 

receiving a mortgage offer or the results of the local authority search. There may also 

be a breakdown in the chain. Arrangements to book removal companies should not 

be made until an exchange of contracts has taken place, whereupon the completion 

date is binding.  

CONTRACT 

This is the formal agreement between the buyer and the seller and contains all 

essential details of the sale and purchase including the names of the parties, property 

details and the price. The seller's conveyancer prepares the contract in duplicate and 

once it is approved by the buyer's conveyancer, each party signs one copy of the 

contract.  

DEPOSIT 

On exchange of contracts, the seller can insist on receiving from the buyer a non-

returnable deposit amounting to 10% of the purchase price. If you are a buyer and 

borrowing more than 90% of the price by way of a mortgage, it is often possible to 

agree to pay a reduced deposit on exchange of contracts. If a reduced deposit is 



agreed and the property transaction does not complete through no fault of the seller, 

then the buyer will be required to make the deposit up to the full 10%. In addition, the 

buyer may have to pay compensation for any other losses which the seller suffers as 

a result of the matter not being completed.  

DRAINAGE SEARCH 

This is often carried out to establish whether the property is on mains drainage and to 

identify the location of the water and drainage pipes. 

ENVIRONMENTAL SEARCH 

It is recommended that this is carried out to find out about any environmental issues 

which affect the property, such as flooding or contamination, which may affect the 

value of the property and the level of building insurance premiums.  

EXCHANGE OF CONTRACTS 

When both parties are ready to legally commit, and a completion date is agreed, the 

two signed contracts are dated and exchanged. The transaction becomes binding 

from this moment. Until this time, either party can withdraw from the transaction.  

FIXTURES, FITTINGS AND CONTENTS FORM 

This is completed by the seller and identifies which items are being left at the property 

and which are being taken. This is sent to the buyer at an early stage so that any 

confusion as to what is included in the price can be avoided.  

FREEHOLD  

Ownership of both the property and the land it is built on. 

LAND REGISTRY  

A Government body that retains records of who owns the land and sets out details of 

any mortgages or other conditions/restrictions which may relate to the property.  

LAND REGISTRY FEE  

A fee payable to HM Land Registry on completion. 

LAND REGISTRY SEARCH  

A search carried just before the completion date to ensure that the title deeds have 

not been altered since exchange of contracts. 

LEASEHOLD 

The right to occupy a property for a given period of time, in return for payment of a 

(usually) annual ground rent to the owner of the freehold. Ownership of a flat is nearly 

always on a leasehold basis. Service charges in respect of the maintenance of any 

communal areas, such as shared access ways, parking areas, landscaped areas, 

internal staircases and lifts, are usually payable in addition to the ground rent.  



LOCAL AUTHORITY SEARCH 

A search carried out at the local authority on behalf of the buyer. It discloses such 

things as planning applications or tree preservation orders affecting the property, 

whether the road in which the property is situated is publicly maintained and whether 

there are any proposed major road improvements within the immediate surrounding 

area. The search does not, however, disclose details of any planning applications 

made in respect of neighbouring properties. The fee payable for this search varies 

between each local authority. It is generally between £100-£200.  

MORTGAGE 

This is a long-term loan taken from a bank, building society or another lender to fund 

the purchase of the property. The mortgage is secured on the property and is 

registered on the title deeds. This means that the property cannot be transferred or 

sold without the mortgage lender's approval or until the mortgage is paid back in full. 

MORTGAGE DEED 

This is the document which confirms the buyer's acceptance of the terms of the 

mortgage being offered by their lender. This is sent to the Land Registry and attached 

to the title deeds.  

MORTGAGE OFFER 

The buyer will receive their formal offer once their application for a mortgage has 

been approved by their mortgage lender. Their conveyancer will also receive a copy 

and the offer will include a list of questions and conditions that the lender will require 

them to answer and comply with before they will release the mortgage funds for 

completion.  

PROPERTY INFORMATION FORM 

A form completed by the seller which gives practical information about the property 

such as which domestic utility services are connected to the property, ownership of 

fences, copies of central heating and double-glazing guarantees. It also gives details 

of any alterations or extensions that have been made to the property. A seller is under 

a duty to disclose to the buyer any matters which affect the property.  

OFFICE COPY ENTRIES  

An official copy of the title deeds.  

REDEMPTION  

Repayment of seller's outstanding mortgage (if any). 

REDEMPTION FIGURE  

The amount required to pay off the seller's outstanding mortgage including any 

administration or penalty charges which their mortgage lender may impose as a result 

of early repayment. 



REGISTRATION 

The process of recording the change of ownership of the property or new mortgage 

at the Land Registry once the transaction has been completed.  

STAMP DUTY 

This is a tax charged by the government and has to be paid by the buyer. It is based 

on the price of the property. Please see HMRC for latest fee structure.  

SURVEY 

It is important that buyer's take all necessary steps to ensure that the property has no 

physical defects. Although a valuation may have been carried out by their mortgage 

lender this only establishes that the price of the property is reasonable. Conveyancers 

usually advise their clients to have a RIGS Homebuyer's Report prepared by a qualified 

surveyor. This will highlight any areas of concern and whether further investigations 

should be carried out by way of a full structural survey, or other specialist reports.  

TITLE DEEDS 

These are the original documents which prove ownership of the property. If the seller 

has a mortgage then their bank or building society will hold their title deeds. The seller's 

conveyancer will need to obtain them in order to sell or re-mortgage the property.  

TRANSFER DEED  

The final document which transfers the property from the seller to the buyer. 



6. NOW THE MARKETING BIT…

CENTURY 21 is part of the world’s largest residential estate agency organisation at 

your doorstep. Operating in over 77 countries and territories worldwide, more than 

7,000 offices are dedicated to providing the highest quality service.  

CENTURY 21 is truly international brand that combines a wealth of experience 

with local market expertise. There is no better place to showcase your property.  

LOCAL 

Each CENTURY 21 office is 

independently owned and operated, 

so you receive a service tailored to your 

local marketplace, delivered by our 

passionate and experienced agents.  

We recognise that each property is 

different, so we will develop a bespoke 

marketing plan to suit your individual 

requirements.  

NATIONAL 

We can advertise your property on the 

UK’s leading property portals such as 

Rightmove, Zoopla and Onthemarket, 

amongst others. 

We will advertise your property on 

century21uk.com, our national website; 

with offices throughout the UK, this 

increases the exposure of your 

property. 

INTERNATIONAL 

CENTURY 21 can also showcase your 

property on century21global.com, the 

international property portal exclusive 

to CENTURY 21. This means our 

outreach extends to many companies 

and individuals overseas seeking to rent 

a property in the UK.  





CENTURY 21 United Kingdom

T: 0333 313 2121

E: info@century21uk.com

Chilwell, Nottingham, NG9 6RZ

W: www.century21uk.com

A: 3-4 Regan Way, Chetwynd Business Park, 




