
How to make your own Seller’s Pack 
 

Buying and selling property can be stressful especially when there are 

systems in place which are not designed to make the process easy. 

Scotland has a relatively simple system involving advance provision of a 

‘Home Report’ and sale by tender but England and Wales have a complex 

system which some (including me) believe is intended to maximise the 

fees for the professionals involved rather than promote efficiency. A 

scheme involving ‘Home Information Packs’ was put into practice in 

2007 but never successfully adopted  – a GOOD idea badly implemented 

which was formally abandoned in 2010.  

 

This is a typical house selling procedure under existing rules: 

 

1. Vendors decide to sell and request valuation from agent 

2. Agent values house and compiles brochure 

3. House marketed in agent’s office, newspapers and on internet 

4. Vendors appoint solicitor 

5. Potential purchasers view property 

6. Most go away without making offer, until… 

7. An offer is made via the agent 

8. Sellers consider offer and respond via agent 

9. Offers refused until… 

10.  An acceptable offer is received 

11.  Offer accepted, subject to contract (STC) 

12.  Buyers’ solicitor initiates searches 

13.  Buyers appoint surveyor to prepare Home Buyers Survey (HBS) 

14.  Searches and HBS received by buyers (about a month later) 

15.  Buyers decide not to proceed 

16.  Return to step 4 until… 

17.  Another acceptable offer is received (step 7) 

18.  Repeat steps 7 to 14 (at the buyers’ expense) until one decides to 

proceed having viewed their own searches and HBS 

19.  Vendors contact their solicitor and request preparation of contact 

20.  Vendors’ solicitor drafts contact and sends to buyers’ solicitor 

21.  Vendors commission Energy Performance Certificate (EPC) 

22.  After resolving issues contract is signed and deposit paid 

23.  Buyers’ solicitor prepares transfer and engages with vendors’ solicitor 

24.  Vendors transfer purchase money to their solicitor 

25.  Solicitors arrange transfer - sale goes through after transfer of funds 

26.  Property now owned by buyers who can move in on the agreed date. 



Complicated, isn’t it? Well, most of the steps are necessary but some are 

not. The tooing-and-froing whilst potential buyers obtain searches can be 

avoided if the seller takes them out using his own solicitor and appoints a 

surveyor for the HBS. This can cost as much as £1,000 and most sellers 

reject the idea as they see it as the buyer’s responsibility. This is 

misconceived for a number of reasons: 

 

1. Some potential buyers are put off and decide not to risk the cost of the 

HBS and searches should they decide not to proceed 

 

2. The cost (even £1,000) is small compared to the value of the property 

 

3. It can be added to the purchase cost of the house, or you can include 

reimbursement in the contract when it is drawn up by your solicitor 

 

So, we actually have a ‘no risk’ situation assuming that you definitely 

intend to sell and do actually proceed; this up-front cost will only be 

abortive if you do not proceed with the sale and this decision is in your 

hands. If you decide not to compile a sellers’ pack then you will still have 

to provide an Energy Performance Certificate (EPC).  

 

The revised procedure reads thus: 
 

1. Vendors decide to sell and request valuation from agent 

2. Agent values house and compiles brochure 

3. House marketed in agents’ office, newspapers and on internet 

4. Vendors appoint solicitor and request searches 

5. Vendors commission HBS and EPC; compile Sellers’ Pack 

6. Potential purchasers view property and, if serious, are given copy of SP 

7. Most go away without making offer, until….. 

8. An offer is made via the agent 

9. Sellers consider offer and respond via agent 

10.  Offers refused until…. 

11.  An acceptable offer is received 

12.  Offer accepted, subject to contract (STC) 

13.  Buyers’ solicitor examines searches, HBS and EPC 

14.  Buyers decide to proceed 

15. Vendors’ solicitor prepares contact and sends to buyers’ solicitor 

16.  After resolving issues, contract is signed and deposit paid 

17.  Buyers’ solicitor prepares transfer and engages with vendors’ solicitor 

18.  Vendors transfer purchase money to their solicitor 

19.  Solicitors arrange transfer - sale goes through after transfer of funds 

20.  Property now owned by buyers who can move in on agreed date 



Whatever you do, the process is complicated and expensive, however, 

advance preparation of the full sales details will save time and effort. It 

avoids repeating the process of abortive searches and surveys which dog 

the existing system. If both parties’ costs are considered this procedure is 

cheaper overall. 

 

Either way, despite abandoning a good idea, the government retained the 

requirement for the EPC - probably the least useful of all of the 

paperwork involved in the chain! But one that created jobs. 

 

Some solicitors are wary of suggestions from clients, considering that 

they are the experts and beyond advice. In the event that yours’ raises his 

eyebrows at using this procedure find another solicitor who will do as 

instructed. 

 

 

What follows is a sample Sellers’ Pack based on the one I produced for 

the sale of my last property. The contents page is structured to line up 

with a standard set of section dividers which can be purchased from any 

stationers. The Pack is compiled in a 1” (25mm) four ring binder in a 

colour of your choice. If it has a transparent plastic cover, you can insert a 

photograph as a cover. Make more than one copy. 

 

When offering the Pack to a potential buyer, request a £20 returnable 

deposit. 

 

PWS 

October 2013 

 

 

 

 

 

 

 

 

 

[All of the views expressed here are my own and based on personal 

experience.] 
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Seller’s Pack 

 
 
 

Vendors 
Telephone 



CONTENTS 

 

  1 House Agent’s Details 

 

  2 Homebuyer’s Survey 

 

  3 Fixtures, Fittings and Contents 

 

  4 Seller’s Property Information Form 

 

  5 Guarantees 

 

  6 Utility Bills 

 

  7 Maps 

 

  8 Local Land Charges Search 

 

  9 Local Authority Search (Con 29) 

 

10 Water Services Search 

 

11 Land Registry Search (Deeds) 

 

12 Environmental Search 

 

13    Energy Efficiency Report 

 

14 Local Facilities and Sellers’ Comments 

 

15 Draft Contract 

 



1. House Agents’ Details 
 
If the property is being sold through an agent then the first thing that a 

potential buyer should see is the Agents’ prospectus for selling the house. 

If it is being sold without the services of an agent then the sellers should 

compile one themselves. This can easily be achieved using a desktop 

publishing package or even, like this document, in Microsoft Word. 

 

The front page should feature a picture of the property and, it goes 

without saying, it should be flattering. Use one taken in the late spring, 

summer or early autumn if the garden is featured. Include the address and 

basic contact details. 

 

Subsequent pages include details and dimensions of each room preferably 

in both metric and imperial measurements. Each room description should 

include a photograph of the room. Don’t include irrelevances such as 

electrical sockets as agents often do. 

 

The back page should include full contact details and a photograph of the 

garden or rear of the property. 

 

2. Homebuyers Survey 
 

The most important part of a ‘Seller’s Pack’ is the Home Buyers’ Survey 

(HBS). The expense of getting one done may often be the reason why 

potential buyers do not proceed beyond the first stage. If it’s there for 

them then it’s not a problem. 

 

The cost of the HBS is normally a percentage of the property value and 

part of the cost is taken up by the Surveyor’s indemnity insurance. 

Normally it is commissioned by potential buyers but, in the event that 

they decide not to proceed then the cost is wasted as the survey is not 

transferable to other potential buyers. If the survey has been 

commissioned by the sellers they may make it potentially transferable 

subject to a time limit and possibly an additional fee. If the property is a 

modern one then this should not create a problem, however, the surveyor 

may wish to indemnify himself against changes in the time between 

carrying out the initial survey and the exchange of contracts. 

 

Without this report it is hardly worth compiling a ‘Seller’s Pack’. 



3. Fixtures, Fittings and Contents 
 

This is a standard form which can be obtained from your solicitor or from 

The Law Society. 

 

It states what will be included in the property sale and therefore left 

behind when the vendors move on. 

 

 

 

4. Seller’s Property Information Form 
 

Another form which is available from The Law Society, this tells the 

potential buyer about a number of things such as: 

 

 The boundaries of the property 

 Planning and building regulation issues 

 Guarantees for installations such as double glazing and central 

heating 

 What services are connected to the property such as gas, water, 

telephone and electricity 

 Any shared rights such as access 

 Occupiers of the property 

 Building works 

 Outstanding debts and expenses 

 How the sale is to proceed and the moving date (if known) 

 

 

5. Guarantees 
 

Copies of relevant guarantees for building works, double glazing, kitchen 

units, central heating etc… 

 

 



6. Services 
 

Provide recent copies of utility bills to include: 

 

 Electricity 

 Gas 

 Telephone 

 Water 

 Sewerage 

 Television and broadband 

 

 

7. Maps and Plans 
 

This is not essential but many potential buyers will find it useful if copies 

of local maps are included. Care with copyright must be taken. A plan of 

the building showing the layout may be useful. 

 

 

8. Local Land Charges Search 
 

This is to check that the property is not subject to any impediment to it 

being sold. It can be obtained by your solicitor and a copy included here. 

 

 

9. Local Authority Search 
 

This can be obtained by your solicitor and a copy included here. 

 

 

10. Water Company Search 
 

This can be obtained by your solicitor and a copy included here. 

 

 

11.  Land Registry Search 
 

This confirms that the seller is the current owner of the property and can 

be obtained by your solicitor. 

 

 



12. Environmental Search 
 

This can be obtained by your solicitor from the Environment and a copy 

included here. If there is history of mining in the area then another report, 

from the Mining Authority may also be required. 

 

 

13. Energy Performance Certificate 
 

This is the only remaining requirement of the ill-fated ‘Home Information 

Pack’ scheme of 2007.  It is compulsory. 

 

 
14. Local Facilities and Seller’s Comments 

 

Being entirely voluntary, anything which has not already been included 

may be added in the form of comments. People move house for different 

reasons and they may wish to know your views on local schools and or 

social facilities including religious establishments and sports facilities. 

 

 

15. Copy of the Contract 
 

The seller’s solicitor prepares the contract and the buyer’s solicitor 

completes the transfer, thus it is possible to include a copy of the draft 

contract here. 

 

 

 

 

 

 

 

 

[Footnote: the cost of the searches can be substantial, which is why they 

are best commissioned by the seller and therefore, only carried out once. 

It may be specified in the contract that the cost will be reimbursed by the 

buyer on completion.] 


