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Dear  
 
Residential Conveyancing Purchase 
 
Thank you very much for instructing me to act for you in the purchase of your new property. 
 
You will be buying your new property as seen. The seller will give no warranty as to the 
property’s state of repair and condition and will have no liability to you for any defects in the 
property. Any valuation inspection that a bank obtains is for the banks purposes only and is 
not a survey and you will have no claim against the inspector providing the report for the bank. 
I would therefore strongly advise you to have a full survey of the property. The survey will: 
 

(a) confirm whether or not the value of the property equates with the price you have 
agreed to pay for it. 

(b) point out any defects which exist. 

(c) give you early warning of potential problems or major repair works that will be required 
in the future.  

(d) highlight any minor matters that may need attending to. 

(e) recommend any further inspections or reports that you should obtain. 
 
If you decide not to have a survey and issues come to light following completion, you will have 
no claim against the seller. 
 
Client Care Contract 
 
Please read the enclosed Client Care Contract, as it contains important information about us, 
our procedures, costs, the basis upon which we undertake work for you and related matters. 
 
People Responsible for your Work 
 
I am a member of Thomson & Bancks LLP.  I will in the main be dealing with the matter for 
you on behalf of Thomson & Bancks LLP. If I am not available at any time please ask to speak 
to my secretary. She cannot give legal advice but should be able to assist with routine 
procedural enquires. If she cannot help you herself she will take a message, make an 
appointment or hand the file to one of my colleagues. 
 
Whenever possible a colleague or I will try to respond to any communication: letter, fax, e-mail 
or telephone message, the day we receive it, but in any event within 24 hours, even if only to give 
an acknowledgement with an indication of when I would hope to provide a substantive reply.   
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Legal Status 
 
The expression LLP means Limited Liability Partnership.  All of our professional business with 
you will be through the LLP. For the protection and peace of mind of clients the LLP maintains 
professional indemnity insurance cover to a value of not less than £5 million (the upper limit 
of our liability to you as explained in the Client Care Contract). As a client of the LLP all charges 
for work done, by me or by any of my colleagues, will be invoiced by the LLP.   
 
Charges 
 
Sections 11 to 15 in the Client Care Contract and the Departmental Annex set out how we charge 
for our work.  
 
In addition to our own professional charges for acting for you, there will also be a number of 
expenses that we will pay on your behalf (these are called disbursements). To obtain an 
estimate of our professional charges and disbursements please click the link below to use our 
quote calculator or phone one of our offices. 
 

Click here to view our online quote calculator 
 
On occasion a matter will not be completed. There are many reasons why that can happen, 
including when searches or reports reveal a problem or a party withdraws. You may decide not 
to proceed with a matter. In those cases we will charge for work undertaken as explained at 
paragraph 18 of the Client Care Contract. 
 
 
Anti Money Laundering 
 
Please note section 22 of our Client Care Contract.  Legislation requires that we undertake a 
client due diligence process for all clients both new and existing. This is to formally identify our 
clients and to ensure that money or assets that a client is using are not the proceeds of a criminal 
activity.  
 
Please therefore complete the enclosed Client Due Diligence Questionnaire fully. Please let 
me have the identification documents as referred to on the enclosed list and complete the 
Evidence of Identity section of the Client Due Diligence Questionnaire accordingly.   
 
We also have to verify the source of any money or other asset over the value of £1,000.00. 
Please therefore confirm whether you are providing any such money or asset, and if so the 
value and provide documents to show the source. For example in the case of an inheritance 
or sale of property or other assets; copy solicitors letters will provide evidence or in the case 
of savings; bank statements or investment certificates; please let me have a copy of a recent 
statement. If the money is from savings; over what period have the savings been 
accumulated? 
 
I am sorry to trouble you with all this but we now have to comply with anti-money laundering 
legislation, requiring that we must positively identify all our clients, including established 
clients, no matter how long they have been established and to verify the source of funding. 
Please reply as soon as possible, as we cannot undertake any work for a client until these 
procedures have been completed. Thank you for your understanding and co-operation. 
 
Gifts and loans from family or friends 
 
Please also let me know immediately if any part of the monies being used to fund your 
purchase is being provided by a friend or family member; either by way of a gift or as a loan. 

https://www.tbsolicitors.co.uk/publication-of-prices/residential-conveyancing-pricing/


 

 

This is important information which needs to be provided at the earliest opportunity to avoid 
any delays later in the process. I will need to know who is providing the money, why, whether 
it is repayable and evidence of the source of those funds. If you are buying with a mortgage, I 
will be obliged to notify your mortgage lender of this information. Again thank you for your 
understanding and co-operation.   
 
General Data Protection Regulations  
 
We are required by the General Data Protection Regulations to give you information on how 
we collect hold and use personal and other data. I enclose a Data Protection Privacy Notice 
which includes our Data and File Retention Policies. Please read these documents carefully 
and indicate your acceptance on the Acceptance of Terms of Engagement. 

Cyber Fraud 
 
There has recently been a substantial increase in the incidents of cyber fraud. One method 
used by criminals is to intercept emails passing between solicitors and their client giving bank 
details. The criminals substitute details of a fraudulent bank account before passing the email 
on to the recipient. The recipient then instructs their bank to send money to the fraudulent 
account thinking that was being paid to the intended beneficiary. 
 
As a consequence, you should never send your bank details by email and neither will we. I 
enclose our bank details which please use if you need to send money to us. (If this letter is 
being sent to you by email I will send the bank details to you separately by post.) We will not 
change our bank without writing to advise you. If you receive any communication (email or 
telephone call) apart from a letter from us telling you that our bank details have changed and 
asking you to send money to a different account, please let us know immediately. 
 
If we have to send money to you by a bank transfer we will always check your bank details 
with you before giving our bank instructions. 
 
Quality of Service 
 
We are committed to providing you with high quality legal advice and client care. If you are 
unhappy about any aspect of the service you have received or about the bill, please in the first 
instance raise it with me. If I am not able to deal with your concerns, please contact my 
supervisor at 37 High Street Pershore, Worcestershire WR10 1AH Tel: 01386 562000.       
 
I would be happy to supply you with a copy of our written complaints policy and procedure on 
request or you can view it on our website by clicking on the following links 
 

Click here to view our complaints procedure 
Click here to view our publication of complaints procedure page 

 
Action to progress the matter 
Please let me have as soon as possible: 

• the signed Acceptance of Terms of Engagement 

• the completed Client Due Diligence Questionnaire 

• the Identification Documents 

• details of the source of any money that you are providing 

• £300.00 for the preliminary search fees, either by cheque made payable to 'Thomson & 
Bancks LLP' or by direct transfer to our bank in accordance with the enclosed instructions. 
Please quote the reference on a direct bank transfer. 

• Overriding Interests Questionnaire 
 

https://www.tbsolicitors.co.uk/about/complaints-procedure/
https://www.tbsolicitors.co.uk/about/publication-of-complaints-procedure/


 

 

I look forward to hearing from you in confirmation of your instructions. 
 
Yours sincerely 
 
Thomson & Bancks Solicitors 
 


