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Thank you for choosing Bromford! We are delighted that you are embarking  
on your home-ownership journey with us! 

We are committed to producing quality homes located in desirable locations, 
and working alongside our chosen partnership developers, to build homes 
that residents are proud to live in. Our aim is to make the buying process as 
straightforward, informative and efficient as possible. 

Our dedicated teams will be by your side every step of the way. They fully 
appreciate the magnitude of the investment you have made and will guide you 
through the home buying process.

Our Handy Reservation Guide forms the first part of your journey, which covers 
the process through to completion (upon which you will be presented with the 
Handover Manual, which details how to maintain and care for your new home). 

The Guide has been split into sections, which covers what to expect at each 
stage of the journey to completion and who to contact.

Thank you again for choosing Bromford; we hope you enjoy your new home.

Congratulations on the 
purchase of your  

new Bromford home

Sales Team at Bromford
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Your new home 

Shared Owner’s Manual Part 1

Buying your new home

Part 1 covers buying your new home and in this guide you’ll 
find a step-by-step guide to all the home-buying stages right up 
until you move into your new home.

You’ll also find details about the terms used during  
home-buying, details on energy performance certificates 
and useful health and safety guidance.

Shared Owner’s Manual Part 2

Living in your new home

Part 2 provides practical information about the running in of 
your new home and how to maintain it.

Details of our dedicated Aftercare service can also be found, 
who are on hand to support.

‘Living in your new home,’ also includes essential appliance 
and warranty information, energy-saving tips and other advice 
on how to get the best out of your new home. This will be 
issued during your home demonstration inspection.
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Section 0

Contents

This guide has been designed to provide you all the information that you might need in your 
buying journey at Bromford, but if you do have any questions please do not hesitate to contact 
your sales consultant. 
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• Who we are 7
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• Our vision 7
• Our team 8
• Summary of key stages 9
• Meeting your expectations 9
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• Management estate charges 22
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Buying your New Home
Shared Owner’s Manual Part 1 - presented on reservation
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Section 0

Contents

Page 27	 Section 4 - Safety on site

Page 28	 Section 5 - The completion process

• Preparing for completion 29
• Home demonstration 29
• Let people know you are moving 30
• Getting ready 31
• Moving day 34

Page 35	 Section 6 - Settling into your surroundings

• Warranties 36	
		• Your forms and useful information 37
• Local life 36

Page 39	 Section 7 - The language of home buying

You will be issued with Part 2 of our Shared Owner’s Manual 
during your home demonstration inspection.

Handy Shared OwnerGuide to your
New Bromford Home
Bromford Shared Owner’s Manual Part 2Living in your new home



Yo
ur ne

w
 

ho
m

e
Sha

re
d

 o
w

ne
rship

 
b

uying
 p

ro
c

e
ss

Sa
fe

ty o
n site

The
 c

o
m

p
le

tio
n 

p
ro

c
e

ss
Se

ttling
 into

 yo
ur 

surro
und

ing
s

The
 la

ng
ua

g
e

 o
f 

ho
m

e
-b

uying
A

b
o

ut 
Bro

m
fo

rd
C

o
nte

nts

Bromford Shared Owner’s Manual - Part 1  Buying your new home 6

Section 1

About Bromford

Section 1

About Bromford
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Section 1

About Bromford

Who we are 

We are a housing association, who for have been working in partnership with our chosen 
developers for the past 60 years to provide affordable homes. It’s not just about the homes, 
we care about the people who live in them as well, which is why our purpose is to invest in 
homes and relationships so people can thrive.

What we do 

We build relationships; whether it’s with our residents, our partners or within our communities 
that we shape. This results in homes built on trust, allowing our customers to benefit from the 
Bromford journey from the very outset. 

Our vision

We care about the people who live in our homes and want each of them to be able to achieve 
their goals in life. We know this will be different for each customer but want to do what we can 
to help them to thrive.

The Bromford strategy sets out our course for how we will do this for many years to come. 
We will take a place-based approach to tailoring how we work to the needs and aspirations of 
the individual communities in which we work. And we will use our size, our influence and our 
resources to maximise the social and economic impact we have in these places.
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Section 1

About Bromford

Our team

We will ensure your purchase experience is professional, efficient and enjoyable - as our 
consistently high levels of customer satisfaction clearly show. A dedicated Bromford 
representative is appointed for each part of your journey, so that you always have an expert to 
talk to.

As your initial point of contact, your representative will do everything possible to guide 
you through the purchase of your new home and provide information to make the process 
straightforward.

Following exchange of contracts, your representative will provide regular updates and be your 
point of contact through to legal completion.

After legal completion, your property benefits from a a 10 year build warranty (or in some 
instances a 12 year warranty). The property will also come with a customer care warranty, this 
tends to be for the first 12months (but can vary) so both of these will be confirmed to you via 
your sales consultant upon reservation. The Aftercare service will be on hand to assist with any 
issues that may arise. 

You will also be contacted a number of times after you legally complete, normally around day 
seven days and twenty-eight days to confirm you are happy with your home.
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Section 1

About Bromford

Summary of key stages

The following pages will take you through the key stages of the buying process, up to the point 
of you moving in. Below is a table summarising these stages.

Stage Point of Contact

Reservation Sales consultant

Exchange of Contracts Sales consultant

Progress Reports Sales consultant

Property Visits Sales consultant and Site manager 

Notice to Complete Sales consultant

Home Demonstration Sales consultant

Legal Completion and Handover Sales consultant 

Warranty Period The Aftercare service

Meeting your expectations

In the first instance, please contact your Bromford representative who will give you details of 
who to contact and our complaints procedure.

We will work hard to resolve the matter, but if you are still unhappy, you have the option to 
refer your complaint to the Housing Ombudsman where an independent arbitrator could  
be asked to consider the complaint and provide a ruling as to what action is required. Your  
legal rights are not affected by this process.
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Section 2

Your new home

Section 2

Your new home
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Section 2

Your new home

Laying the foundations
Groundworkers will dig service trenches and lay 
pipes and ducts to proposed stop cock/meter 
positions
Drainage and vent pipes are installed
Brickwork to start the build of the superstructure
Install templates for future windows and doors, etc
First lift of scaffolding required

  1      Foundations

Continue building super-structure 
brickwork to wall plate
Build up additional scaffolding required
The gable end of the building are 
constructed
Plumber fits lead flashing and trays
Bricklaying has been completed
Floors are put in

  2      First floor

  3      Roof tiled

Initial plumbing
Main plumbing
Main electrical work
Main carpentry, staircases installed
Internal ceilings, formation of rooms
Drylining (cladding the walls and 
ceiling in pasterboard

  4      First fix

Taps and sanitaryware
Sockets and switches
Architraves, skirtings 
and doors
Wall tiles, if applicable
Decoration

  5      Second fix

Floor tiles, if applicable
Final plumbing, 
electrical work and 
carpentry
Final decoration
Final site manager’s 
inspection and cleaning 
prior to occupation

  6      Finals

When the building a house, you will see it really 
coming together when its time to add the roof
Roof structure begins and underlay is fitted and 
secured
Tiles/slates laid - please note these can vary in colour
The final stages of fitting the roof are completed         
Guttering fixed
Scaffolding taken down

Building your new home

Below is a step-by-step guide on build stages undertaken by our experienced construction team.

Delays and changes to the build programme

At each stage of the buying process we will endeavour to keep you up to date with the build 
progress. We will inform you if there are any unexpected delays to the completion of your new 
home. Although some delays occur due to reasons out of our control, such as adverse weather 
conditions and material shortages, we aim to keep these changes to the build programme to  
a minimum. 
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Section 2

Your new home

Summary

Your home

Plot Number

Address 

Development information

Address

Sales consultant (Name) 	
		   
Website 		   	           www.bromfordhomes.co.uk

Email 	
				  
Telephone 
				  
Brand information

Bromford

Telephone

An overview of your home

http://www.bromford.co.uk
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Reservation

You will already be familiar with the reservation that you would have been guided through and 
signed with your sales consultant.

All of the information relating to your new home including plot number, development, agreed 
price, postal address (if known as the time of reservation) can all be found in your reservation 
agreement in addition to your contact details.

Your contact details will be kept on file and will be used to contact you throughout the buying 
process, in addition to using for marketing purposes. Your contact details may be forwarded to 
third party suppliers who are responsible for supplying certain services to your new home. 

Should you not wish for your contact details to be used in this way, then please speak to your 
sales consultant.

Reservation checklist explained

At point of reservation meeting with your sales consultant who will complete a checklist, which 
will include the following information:

An anticipated completion date or season, which is when you can expect your new home 
to be ready to move into dependant on build stage.
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Staircasing - buying more shares in your home

You will often have the opportunity to reduce the amount of rent you pay by buying a bigger 
share in your property. This is done through a process called Staircasing. 

As a Shared Owner you may be able to buy more shares in your home depending on the terms 
of your lease. This is called staircasing, and it enables you to increase your share in your home. 
You can purchase additional shares in one go or over time, but the price you pay will always be 
based on the current market value of your home.

What are the benefits of buying more shares in your home?

You reduce the amount of rent you pay, with no rent to pay if you have staircased to 100%. If 
you have staircased to 100%, you are not restricted by the criteria of your lease and can sell 
your property on the open market using an estate agent of your choice. Staircasing to 100% 
means you can sell your home to anyone who is interested. You are not restricted to someone 
matching the eligibility criteria for shared ownership. When you decide to sell your home, the 
higher your share, the more profit you will make if the value of your home has increased. Please 
bear in mind that the value can go down as well as up. 

Are you thinking of buying more shares in your home? See our Guide to Staircasing. 

How do we calculate the rent you pay on our share of your home?

As a general rule, the rate of monthly rent on a shared ownership home at the point of purchase 
is calculated at an annual cost of 2.75% of the landlord’s share, meaning you are only paying 
rent on the portion of the property you do not own. This is often a subsidised rate offered by 
housing associations as part of the government-backed scheme, and enables your landlord to 
assist you in maintaining the structure and surrounding area of your property.

Like many private rental agreements, your rent payments will be subject to annual reviews and 
increases. However, unlike many private lease agreements, the process through which shared 
ownership rents are reviewed will be detailed in full. Typically, any increases in the rent you pay 
will be tied to a standardised index like the Retail Price Index (RPI) or the Consumer Price Index 
(CPI). This ensures the value of your rental payment only increases in a manner that is reflective 
of inflation, and not at the whim of your landlord.

https://www.bromfordhomes.co.uk/home-ownership-hub/living-in-a-bromford-home/our-guide-to-buying-more-shares-in-your-home
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Paying your rent

As a homeowner you are responsible for paying service charges, ground rent and other fees. 
If you are a shared owner, you are responsible for paying rent and buildings insurance to us. 
We cover some of the commonly asked questions here on our changes to your rent page. You 
can still check your rent account and find out how to make a payment. If you own all of your 
property you may be paying a service charge to us.

How can I pay? 
Direct debit is the easiest way to pay, and a condition of most shared ownership leases, please 
contact your income management advisor if you wish to set up a direct debit.

Other payment methods 
Payments can also be made using a debit or credit card via your online customer portal account, 
or by telephone using the automated payment line on 0330 1234 034. You will need your 
account reference number to hand.

If you would like further information please contact us or call our Customer Service Centre  
on 0330 1234 034.

Changes to your rent and other charges 

Each year, there will be changes to your charges. This section explains more about how your 
charges are calculated.

Why does my rent change? 
Our rental income pays for all of the services we provide to our customers. Every year we have 
to make carefully considered decisions relating to rent increases, the increases we apply to your 
rent are set out within the terms of your shared ownership lease. You will be charged rent for 
the percentage share of your home that is owned by Bromford.  

How much might my rent increase by? 
We calculate the rent increase in accordance with your shared ownership lease. Your lease will 
set out the mechanism for increasing your rent, which is usually based on the retail price index 
(RPI) for a month set out within your lease, there may also be an additional percentage applied 
on top.

What does my rent pay for? 
As a not-for-profit organisation, every single penny we receive is reinvested in services for 
customers, such as things like front-line services. 
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What other charges may I have to pay? 

Service charges - A service charge is the amount payable in addition to the rent (if applicable) 
such as for the delivery of communal services, communal repairs & maintenance, estate 
grounds maintenance, buildings insurance, and the landlord’s cost of management. 

For example, if you live on an estate, then the cost of maintaining any shared areas, such as 
shared green areas will be covered by service charges. The amount charged depends on the 
services you benefit from. If you don’t receive any services, then you won’t have to pay any 
service charges.

Ground rent – Some shared ownership customers are required to pay a ground rent charge such 
as those living in a flat where the freehold land is owned by Bromford. This is usually applied 
annually and you will issued with a ground rent notification. Ground rent charges are not 
increased each year.

Building insurance - If you are a shared owner of your property, we arrange the buildings 
insurance for your home on your behalf, and you will have to pay for this by way of a service 
charge. 

We work with our insurance advisors and brokers each year to ensure you get the best value 
for building insurance. Bromford appointed a new insurance provider on 1st December 2023 
and in the event of a building insurance claim made after this date, there is no excess to pay.

If you have any questions about this change, please contact allan.maund@bromford.co.uk

Why do I have to pay for service charges? 
We have a legal obligation to provide certain services where you live and to maintain any 
communal areas, along with management services and you are required to contribute towards 
the cost of providing these services as per the terms and conditions of your lease.

What is included in my service charge? 
The services covered under your service charge are set out in the service charge statement 
we send to you along with your annual rent review letter. They will also be set out within  
your lease.   

How do we calculate your service charge? 
Service charges for shared ownership customers are ‘variable’. This means the service charges 
you will see in your letter will be an estimate of what we believe it will cost to deliver the 
services you receive from April. We calculate how much your services have cost over the 
previous full year, and compare that to what we have charged you for that year. 

mailto:allan.maund@bromford.co.uk
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If we have charged you more than we have spent, the surplus/credit will be offset against the 
following years’ service charges to reduce them. If we charged you less than we spent, then 
the deficit/shortfall will be added on to your service charges for the following year. This means 
customers will only ever pay the actual costs incurred by Bromford, no profit can be made 
through service charges. 

We are required to send customers with variable service charges, a breakdown of the service 
charge account each year. This is normally issued in September of each year and will set out 
the comparison between the costs incurred for the services received, compared to the service 
charges applied, setting out any difference. 

What if I am unhappy with the services I am paying for? 
If you are unhappy with the delivery of the service you are paying for, please contact your 
neighbourhood coach in the first instance.

What if I think my rent or service charge has been calculated incorrectly? 
Please contact your income management advisor with the details of your query. They will liaise 
with our rents and service charge team to review your charges and address any issues where 
applicable.

What if I have already contacted Bromford in relation to my charges, and I am still unhappy? 
We will enclose with your letter, a ‘rights and obligations’ document in relation to your service 
charges. This details your right to refer your charges to the First Tier Tribunal – Property 
Chamber if you remain unhappy with your service charges. The First Tier tribunal can review 
your charges and make a decision on whether they are reasonable. 

More information can be found here: https://www.justice.gov.uk/tribunals/residential-
property#leasehold 

Customers can also contact agencies such as Citizens Advice Bureau for independent advice or 
an independent solicitor. 

You can also contact our customer solutions team to make a complaint here:  
Customer Complaints

Help and support with payments 
It’s really important to talk to us if you have concerns about your ability to pay your 
charges. Your Bromford income management advisor is there to support you and work with 
you to find an affordable solution. They can also assist you to claim benefits and to help you to 
maximise your income. You will find their contact details on the top of your letter. 

You can find additional information about what to do if you find yourself struggling with money 
here. Money matters: The cost of living | Bromford 

https://www.justice.gov.uk/tribunals/residential-property#leasehold
https://www.justice.gov.uk/tribunals/residential-property#leasehold
https://www.bromford.co.uk/contact/customer-feedback/complaints/
https://www.bromford.co.uk/help-and-advice/money-matters/
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The site plan

Shows the development on which your property is situated. 

The development brochure will also detail the location of your new home and the wider 
development.

Open spaces | Roads, noting which will be adopted by the local highway authority 
and those which will remain privately owned | Parking areas if remote parking from 
properties is relevant | Play areas | The location of consented affordable, social 
housing and shared ownership housing.

The conveyancing plan

Shows an extract from a larger scale of the estate development.

Position of your property | The location of surrounding properties | Street light 
locations | Any rights which relate to your new home | Boundary details covering 
walls & fences | Any service easements within your property | Position of any bin 
stores and refuse collection arrangements (if known at time of your reservation) |  
For apartments, the common areas within the blocks. 
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Your sales consultant will also ensure that you have discussed the following:

• Details of any temporary arrangements within the development including parking.

• The Site Compound and expected location upon your moving day, which may be subject
to change as the development progresses.

Should you require information relating to shared services such as drainage, gas or electrical, 
information concerning these both outside of your property and up to the curtilage of your 
home itself, please raise this with your conveyancing solicitor, and these will be made available 
at your request.

House Type

Information for your new home. We will show you plans/drawings available to us, which
can include: 

Approximate room dimensions | The ‘basic’ specification included in your home
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Section 3

The shared ownership buying process

Choices

Your sales consultant will be able to give you more information on this during your purchase.
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Management estate charges

Your home may be serviced by a third party managing agent, which will incur a cost. You will be 
provided with an information sheet which details the charges, although they may be estimates 
at the stage of reservation and could be subject to change. 

The services that will be covered are detailed below, but may differ between developments:

• Services to maintain common areas and public open spaces including communal
landscaping.

• Apartment communal areas and centrally provided services including heat and
hot water (where applicable).

• Enforcing any covenants that may be applicable.

Providing information

We will endeavour to provide you the most up to date information, however, please note that it 
may be subject to change. Your appointed solicitor will be provided with access to updated and/
or further information concerning the development as it becomes available.

In the event you have any queries in relation to any of the information that you have been 
provided, your sales consultant is on hand and will be happy to help.
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Solicitor will send a contract 
to check and sign, which will 
include all of the information 
you need

5

Verbally instruct 
your solicitor

1

Solicitor will issue a “client’s 
letter” for you to read, sign 
and return along with any 
other information requested

2

Solicitor will carry out “searches” 
which will allow them to gather 
information relating to the property 
and the development, spanning 
legal titles, any rights attached to 
your new home and much more.

4

Solicitor will request 
deposit funds to be 
transferred prior to 
legal exchange

6

Solicitor will request to be “put into 
funds” which will allow them to 
commence with the purchase

3      

Solicitor will confirm once 
legal exchange of contracts 
has taken place

7

The reservation agreement explained

The terminology and processes associated with your house purchase are set out below, which 
we hope answers any questions or queries that you may have, but please do not hesitate to 
contact your sales consultant should you require any further clarification.

Conveyancer / solicitor 

It is important that at the time you reserve your property you notify us of who you intend to 
instruct to complete the conveyancing for your purchase and if you intend to use a mortgage 
adviser. This detail will have been requested in order to complete the reservation agreement, 
however, Bromford are able to provide a list of independent companies who you are able to 
contact to act on your behalf.

We always recommend that you seek independent advice on your obligations and rights for 
your house purchase. A conveyancer or solicitor will be able to assist and will be familiar with 
the process of buying a new build home. This includes the timescales that you will agreed to 
upon when signing the reservation agreement, which is know as the ‘Reservation Period’.

We would strongly advise you to keep in close contact with your solicitor/conveyancer 
throughout the process and raise any questions or queries that you have with them.



Yo
ur ne

w
 

ho
m

e
Sha

re
d

 o
w

ne
rship

 
b

uying
 p

ro
c

e
ss

Sa
fe

ty o
n site

The
 c

o
m

p
le

tio
n 

p
ro

c
e

ss
Se

ttling
 into

 yo
ur 

surro
und

ing
s

The
 la

ng
ua

g
e

 o
f 

ho
m

e
-b

uying
A

b
o

ut 
Bro

m
fo

rd
C

o
nte

nts

Bromford Shared Owner’s Manual - Part 1  Buying your new home 24

Arranging a mortgage

If you require a mortgage to help you buy your new home then you will need to apply for this as 
soon as possible. If you have a mortgage in principle from a lender then you will be able to use 
the information supplied on the reservation agreement to submit to the lender who will then 
convert it into a ‘mortgage offer’. 

A mortgage adviser will be able to assist you with the process. Bromford are able to recommend 
a panel of independent mortgage advisers who are familiar with the process for purchasing a 
new build home and timescales involved. 

The reservation period

As there is a limited time to exchange contracts, you will require a conveyancer or solicitor to 
help advise you on your purchase, in particular to explain your obligations and rights.

In the reservation agreement, Bromford have agreed that during the Reservation period the 
plot number detailed in it, will not be sold to anyone else. 

This agreement is on the basis that you exchange contacts to purchase this property within the 
Reservation period at the price agreed in the reservation agreement. 

The Reservation period is 42 days from the date of the reservation agreement and  
Pre-Reservation Checklist unless agreed otherwise and put in writing by Bromford. 

The reservation deposit

At the time of reserving your new home and completing the reservation agreement, you have 
agreed to pay the Reservation Deposit. 

If you do not exchange contracts within the Reservation period then the reservation agreement 
will expire and therefore comes to an end, unless an extension has been granted. 

If this situation were to arise, you have the right to receive a refund for the Reservation Deposit, 
however any costs incurred will be deducted.
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Weeks 1 - 2 : Target

Week 3 : TargetWeek 4 : Target

Week 5-6 : Target

Mortgage 
application 
submitted 

6
Compliance/AML 
and deposit 
verified/satisfied

5

Purchaser’s solicitor 
has received
money on account

4

Solicitors
instructed

3
Contract issued on 
current home with 
42-day deadline

2

Bromford’s solicitors 
issue contract with 
42-day deadline

1

Mortgage 
offer 
received

11

Searches 
are back 

10

Solicitors begin to 
raise initial enquiries

9

Survey 
booked

8
Solicitor has 
applied 
for searches 

7

Contract
signed

15
Solicitors 
report to 
client

14

Final preparations 
for exchange 
of contracts

17

Deposit 
requested 

16New home 
development 
agreement 
summary for 
legal review

13

Enquiries 
answered
and satisfied

12

The timetable to exchange

The reservation period is 42 days. At the end of this period you should be in a position to 
exchange contracts on your new home. 

The buying process and what to expect at each stage

Exchange of contracts 

At the end of the 42-day reservation period, you will need to exchange contracts at which point 
each of us is legally bound to the other to complete on the sale of your new home to you. 

At exchange of contracts, an agreed deposit and will be requested and handled solely by your 
solicitor. This deposit is protected under the terms of the warranty.

The exchange of contracts is an exciting milestone in your home buying process and is to be 
celebrated! The next stage of the process is the lead up to legal completion, where you will be 
able to move into your new home.

If contracts are not exchanged at the end of the reservation period and it is not extended by  
a specific agreement between us then, following its expiry, your new home will be put back  
on the market.
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Section 4

Safety on site
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Section 4

Safety on site

Health and safety is of the utmost importance at Bromford and we will provide you key 
information with regard to the progress of your new home. We will invite you to a home 
demonstration of your property, as soon as access it is safe.

The very nature of construction sites pose significant dangers so it is very important that  you 
abide by the rules and guidelines at all time.
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Section 5

The completion process
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Section 5

The completion process

Preparing for completion

As your new home nears completion we will provide you with an anticipated move-in-date. 
Whilst it is intended that this date is accurate, the completion date is not actually fixed until 
we serve the formal 10 working day notice to complete, which means that legal completion 
must take place on the date specified in that notice.

When your home is nearly complete, we will obtain a certificate (CML - Council of Mortgage 
Lenders certificate) which will trigger the 10 working days’ notice of the specific completion 
date, which will allow you to start preparing for the move into your new home. Legal 
completion can also take place before the 10 working days by mutual agreement.

At this stage, you will be contacted by a member of the team to organise a convenient date 
to attend site to visit your new home. 

Preparing for completion - home demonstration 

Once the 10 working days’ notice to complete has been served, we will invite you to attend  a 
tour of your new home, which is known as the home demonstration. We will share with you 
your Handy Shared Owner Guide.

Our team members will tour you around your new home and demonstrate all the key 
features.
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The intention of the tour is to familiarise you with where everything is and how everything 
works. This would include operation of the central heating and hot water systems, location 
of main switches and the electrical consumer unit. We will give you handy tips to help you 
look after your new home and provide information on what is covered in the warranties and 
guarantees plus how they are maintained. 

This is an opportunity not only for you to ask questions but for you to ensure you are happy 
with your new home and for us to explain what happens on the day of completion and the 
after-sales service which you can expect from us.

We highly recommend that only the Shared Owners attend this meeting as it will cover the 
inner workings of your new home. Our dedicated team have allocated a significant amount of 
time to ensure that you are fully comfortable with all the features of your home and therefore is 
not appropriate for children and family members to attend.

Let people know you are moving

Undoubtedly, there’ll be many people you’ll need to contact to let them know you are moving. 
Not only gas, electricity, water and other service providers, but also your bank, dentist and 
doctor as well as friends and family.

You can save time by using websites set up specifically for this purpose, which are free to use 
and endorsed by major brands. For example www.iammoving.com 

It may also be a good idea to redirect your mail for a few months after you’ve moved just in case 
you’ve missed anyone. This can be done online at: www.royalmail.com

http://www.iammoving.com
http://www.royalmail.com
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Three weeks before you move...

Get quotes from removal firms, confirming what’s included in the price, such  
as packing boxes. The website www.bar.co.uk can help you find firms and  
get quotes.

Check your home contents insurance policy for cover at your new address  
and during your move.

Register with the service providers at your new home.

Book suitably qualified tradespeople to disconnect appliances at your old address 
and re-fit them at your new home if required.

Start packing things you do not need on a day to day basis.

One week before you move...

Confirm your moving arrangements.

Make up a tool kit and keep it handy for your move.

Getting ready

http://www.bar.co.uk
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The day before moving...

Clean the house, including hoovering carpets and wiping down sanitaryware  
and kitchen surfaces.

Empty and defrost fridges and freezers where necessary.

Make sure you’ve removed any fixtures and fittings that you’re taking with you.

Finish packing.

Check the time you’ll be able to have access to your new home with your  
sales consultant.

On the day...

Turn off the heating and all electrical appliances.

Make a note of gas, water and electricity meter readings.

Leave a key with the estate agent for the new owner.
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Gas

Electricity

Water

Employer

Banks 

Building societies

Premium bonds / savings accounts

Credit cards

HP companies

Shop accounts / cards 

Insurance companies 

Schools

DVLA

Car breakdown

Telephone / internet / cable

TV licence / Sky

Doctor

Dentist

Optician

Council tax

Electoral roll

Child benefit

Other benefits

Clubs

Magazine / newspaper subscriptions

Vet

Passport office

Pensions

Cancel milk / other deliveries

Set up mail redirection service

As soon as the legal completion date is agreed you can start telling family, friends and third 
parties of your new address. 

Don’t forget to tell:
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Moving day

This is the final stage of the buying process, taking place on the date specified by the 10-day 
notice to complete and is and undoubtedly the most exciting!

On this date the balance of the monies are paid via your solicitor, all legal formalities are 
completed.

You will then be able to meet a member of the team who will ‘handover’ the keys to your new 
home and you can start moving in! Our team will be on hand to answer any questions you may 
have and will continue to support you as you settle in.

At this stage we will share with you your Handy Shared Owner Guide, which is Part 2 to this 
guide, which will include all the information you will need as you embark on life in your  
new home.

A few weeks after legal completion, you may be invited to take part in a ‘customer satisfaction 
survey’. You will be contacted by telephone by our in house market research department. 
The results of this survey enable us to monitor how we are performing to help us continually 
improve our service. We thank you in advance for your participation.

Before moving day, you should know:

Electricity
Where the consumer unit is and how you can switch off the supply.

Water
How to find the main stopcock and how to isolate the incoming water main.

Gas
The location of the mains gas tap and how to isolate the supply.

Central heating
How to operate it and be familiar with the operating instructions.

Contact numbers
The key contact numbers of the Aftercare service, appliances 
warranty provider and out of hours support services.
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Section 6

Settling into your surroundings

Section 6

Settling into your surroundings
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Section 6

Settling into your surroundings

Warranties

10-year warranty

Your new home comes with the 10-year or 12-year warranty.

This warranty applies to your new home itself and transfers with ownership to anyone 
you sell it to, within this period.

Our warranty to you

As our customer throughout the warranty period, we can arrange emergency visits where 
necessary to respond to emergencies, giving you peace of mind from the day you move in. 
Your sales consultant will advise you of the warranty period for the property you have bought 
upon occupation.

A detailed copy of both warranties form part of your Handover Manual which will be available 
upon completion and will be discussed with your sales consultant at your Home 
Demonstration meeting.

Bromford Shared Owner’s Manual - Part 1  Buying your new home
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Section 6

Settling into your surroundings

Your forms and useful information

To allow both Bromford and yourself to have an accurate record of your whole customer 
journey, we keep all forms and records of information on file and have collated them below:

Your Reservation Agreement

Development brochure and layout

Extract drawing from the development layout showing location 
of your plot and details

House type brochure/leaflet

Standard fixtures and fittings specification for, kitchen, bathroom, appliances 
and flooring

Development information sheet setting out service costs 
(including district heating charges if applicable)

Predicted Energy Performance Certificate (EPC)
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Section 6

Settling into your surroundings

Doctor

Dentist

Hospital

Chemist

Local amenities 

Library

Post Office

Primary school

Secondary school

Travel 

Local life

Listed below are some of your nearest local services that you may find useful.
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Section 7

The language of home-buying

AGENT
A person, firm or company used by a home 
builder to deal with any matter on their 
behalf (for example, an estate agent or 
contractor. 

BUILD COMPLETE
Construction of your new home is 
now finished and once inspections are 
undertaken you will be notified of a legal 
completion date.

BUILDMARK
Your newly built home is covered under a 
buildmark warranty. You will receive a 
booklet (from the NHBC or alternative 
providerbooklet which contains details of 
the warranty cover. 

COMPLETION 
The last stage in the home-buying process. 
When the deeds for your new home, along 
with other documentation, are handed over 
to transfer ownership to you. This is called 
legal completion. 

CONCLUSION OF MISSIVE AND SETTLEMENT 
In Northern Ireland they are known 
respectively as Contract of Sale, Formation 
of Contract and Completion. Where this 
document uses the terms for England and 
Wales, the terms for the other countries  
are implied.

CONTRACT
The legally binding document drawn up by 
solicitors that details a property sale and 
lays out all the agreed terms and conditions 
to which both parties must agree, sign and 
date. Once the contract is signed, exchanged 
and a deposit paid, the sale becomes  
legally binding.

CONVENANCE
Stipulations as to what a freeholder or 
leaseholder, may or may not do with the 
property or within the neighbourhood.

CONVEYANCING
The legal process of buying and selling 
a property. 

COVENANT
A restriction of condition affecting the 
property which must be complied with 
by law. 

DEEDS
Legal papers relating to a property which 
transfer legal ownership to you.

DEPOSIT
A part payment of the agreed purchase price 
paid by the buyer on exchange of contracts.

DISBURSEMENTS
Expenses incurred by your solicitor when 
paying for local searches, stamp duty, land 
registry fees and other associated legal costs.

DRAFT CONTRACT
Prior to the contract being signed, a draft 
contract is prepared by the seller’s solicitor 
and passed to the purchaser’s solicitor. Once 
the contract has reached its final form it is 
known as an ‘engrossment’ and is ready for 
both parties to sign.

ELIGIBILITY
See ‘draft contract’.

ENGROSSMENT
The combination of three factors determine 
whether or not you qualify for a shared- 
ownership home.

You may not be familiar with all the legal and financial terms involved in the home-buying 
process. Below you’ll find a list of all the key words and phrases. We’ve tried to explain them in 
as clear a way as possible, so you have a better understanding of what’s involved at every stage.

A

B

C

D

E
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Section 7

The language of home-buying

F

L

I

H

K

M

EXCHANGE OF CONTRACTS 
The contracts are two identical documents; 
one is signed by the seller and the other by 
the purchaser. When these are exchanged, 
both sides are legally bound to complete the 
transaction.

FIRST TIME BUYER
A person buying a house or flat who has not 
previously owned a home and therefore has 
no property to sell.

FIXTURES
Items permanently installed in a building  
and included in the purchase price.

FREEHOLD
The full ownership of both the property and 
the land on which it stands.

HANDOVER
This is when you are presented with the keys 
to your new home. This generally occurs on 
the day of legal completion.

HOME DEMONSTRATION 
A practical demonstration in your new home 
that takes place before legal completion. The 
demonstration shows you how appliances and 
systems work and allows you time to inspect 
your new home.

INSURANCE
There are two main insurances that you 
should take out when purchasing a new 
home. It is advisable to review insurance 
cover regularly.
1. Contents insurance: which covers all items 

within your home and some policies allow 
you to remove certain items from the 
home and remain covered.

2. Buildings insurance: which cover the bricks 
and mortar of your home. 

	
KEY INFORMATION DOCUMENT (KID) 
Contains essential facts about a shared 
ownership property in an easy-to-read format. 
This document summarises vital information, 
helping you decide wisely before purchasing.

LAND REGISTRY FEES
These are paid through your solicitor to 
register your ownership of the property with 
the Land Registry. The scale of fees is fixed by 
the Government. 

LEASEHOLD
Land held under a lease for a number of years 
on which ground rent is paid. 

LEGAL COMPLETION
See completion.

LOCAL AUTHORITY SEARCH
Carried out by a solicitor, this establishes  
if your new home is likely to be affected by 
any planning decisions. 

MANAGEMENT COMPANY  
Apartment buildings usually have a 
management company responsible for 
maintaining the main structure, common 
parts (e.g. stairs and hallways) and  
landscaped areas. 

On some developments, a management 
company may also maintain roads, street 
lighting and open spaces. The management 
company recovers its costs from each owner 
through a service charge. 

Your sales consultant/solicitor should be  
able to confirm in more detail.

MORTGAGE
A loan secured on your home.

MORTGAGE APPLICATION
The formal request for a mortgage.

MORTGAGE DEED
The formal document that confirms the 
mortgage provider’s financial interest in your 
new home.
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The language of home-buying

N

MORTGAGE INDEMNITY  
(INSURANCE/GUARANTEE 
Your mortgage lender will usually require 
additional security if the loan is in excess 
of 70% or 80% of the purchase price. This 
involves a once only payment which can 
normally be added to your mortgage. The 
amount of the payment varies with the 
amount borrowed and the term of your loan. 

MORTGAGE OFFER
A formal written offer of a mortgage made to 
you by your mortgage provider.

MORTGAGE PROTECTION POLICY 
An insurance policy is often arranged in 
conjunction with a repayment mortgage. 
The policy is taken out to ensure that the 
loan will be paid off should the borrower 
die before the end of the mortgage term. 
Insurance may also be available to protect 
your repayments in the event of redundancy. 

MORTGAGE PROVIDER
A bank, building society or other financial 
institution offering home loans.

MORTGAGE VALUATION SURVEY 
Prior to making a mortgage offer your lender 
will have the property valued for mortgage 
purposes. You will be required to pay a fee 
to your lender which can vary, dependent on 
the purchase price and lender.

NOTICE PERIOD
If you exchange contracts ‘on notice’ that is 
without a fixed legal completion date. The 
notice period is a timescale of 10 days and is 
the period in which legal completion takes 
place on a date agreed by the buyer’s and 
seller’s solicitors.

RESERVATION
When a customer pays a deposit and signs 
a Bromford reservation form, the property 
is reserved at the agreed price for a specific 
time providing exchange of contracts takes 
place on an agreed date.

REGISTERED TITLE
A title of ownership registered at the Land 
Registry guaranteeing ownership.

RESTRICTIVE COVENANT
The seller of the property imposes a 
restriction on a particular use of the land.

SALES CONSULTANT
Your sales consultant is your main point of 
contact throughout the purchase process. 
They will discuss with you every aspect of 
the process and will support you until you 
have moved into your new home.

SECTION 38 AGREEMENT
A legal agreement under the Highways Act 
in which a developer secures the adoption 
of roads and footpaths by the local highway 
authority. 

SECTION 104 AGREEMENTS
A legal agreement made under the Water 
Act in which a developer secures the 
adoption of sewers by a water authority.

SECTION 106 AGREEMENT
A legal agreement under the provisions of 
the Town and Country Planning Act 1990, 
usually made between the house builder 
and the local authority, in which the house 
builder makes financial contributions for 
local infrastructures to help sustain the local 
community in which it is building. This could 
include providing affordable housing, or  
a public open space.

SEARCHES
Enquiries made by your solicitor in the early 
stage of the contract drafting. The enquiries 
are made of the district, or borough council 
to identify any issues that may affect your 
property. This could include proposals to 
build a factory or a road nearby, or historic 
rights such as coal mining or access over 
commons.

R

S
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T

V

W

SERVICE CHARGE
An annual charge for the maintenance 
of communal facilities such as parking 
areas, gardens and communal areas within 
apartment buildings. This fee is normally 
paid to a management company.

SHARED OWNERSHIP
Shared ownership is a government-backed 
scheme that enables the purchase of  
a share of a property, usually between 10% 
and 75%, while paying a subsidised rent on 
the remaining share. By reducing the cost  
of how much you buy, shared ownership 
allows buyers to take their first steps on  
the property ladder with a smaller deposit 
than they would need when buying  
a property outright.

SITE MANAGER
The build sales representative who 
supervises the building of the development. 

SNAGGING
Minor remedial work which arises given  
the method of construction of a new home, 
in which the developer commits to  
rectifying within the timescales set out 
under the NHQC.

SOLICITOR
A qualified law professional who is your 
personal legal representative and will act on 
your behalf to protect your interests during 
the home buying process.

STAIRCASING
Staircasing in shared ownership refers to 
the process by which a shared ownership 
customer gradually purchases additional 
shares of their home from Bromford within 
the timescales set out under the NHQC.

STAMP DUTY
Government tax on the purchase price of 
the property. Your solicitor will automatically 
handle payment on your behalf. 

STAMP DUTY LAND TAX
This is a Government tax paid by the 
purchaser on completion of the purchase.

TITLE DEEDS
The legal documents which prove ownership 
of your new home. 

TO CONTRACT
This is when a sale is verbally agreed only, 
but no contract has been signed, so there 
is no legally binding agreement. Once 
contracts are signed and exchanged, all the 
terms and conditions become legally binding 
for both the purchaser and the seller.

TRANSFER OR LEASE
The formal document that actually transfers 
legal title in your new home to you. The title 
of the property is recorded at the  
Land Registry.

VALUATION
A professional opinion based on experiences 
and knowledge of the housing market at  
a given time, on the value of the property.

VENDOR
The seller of the property.

WARRANTY
Cover, backed by an insurance provider, 
which ensures defects in your home, 
which are covered under the policy, can be 
addressed at no/limited cost to you.

WILL
A will and testament is a legal document that 
expresses a person’s wishes as to how their 
property is to be distributed after their death 
and as to which person is to manage the 
property until its final distribution.



Shannon Way, Ashchurch, Tewkesbury, Gloucestershire GL20 8ND 

bromfordhomes.co.uk

Statements contained within this Guide are provided for general guidance only and are 
accurate to the best of our knowledge at the time of publishing.

Bromford can take no responsibility for inaccuracies in this Guide, nor for any actions taken  
as a result of those inaccuracies. Nothing herein shall form part of an offer or contract or be 

construed as any representation by Bromford or its agents.

Websites quoted in this Guide are for information only and do not constitute recommendations 
by Bromford. Should you use any of the listed websites, you do so at your own risk.

http://Bromfordhomes.co.uk
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