
 
Improving your law firm 

The Legal Shop Conveyancing module  

– For Tikit Users – 

An overview 

Purchase - The steps  

We reorganise a law firm’s existing Tikit case management system, to make the system provide 

greater working efficiencies and improve profitability in their conveyancing department. 

Our solution 

We design a bespoke ‘menu’ of actions which guide the user to undertake different areas within the 

conveyancing transaction at any specific time. 

Steps are actioned in order following the following lines: 

 

The user then processes a step and generates the following: 

- Adding client data purchase 

Add in the purchase price: 
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There are then a series of questions confirming the following: 

• Confirm whether the property is a house or a flat (for the purposes of determining leasehold 

or freehold, which can be changed to reflect the tenure later in the process) 

• Confirm whether the property is registered, unregistered, or unknown 

• The user then gets taken to the ‘contacts’ screen to include the relevant contacts within the 

matter 

• The user inputs the purchase address 

The ‘Purchase Parties Screen’ is then automatically populated and can be seen from the managing 

partner view as follows: 

 

- Initial client-gen documents 

In processing that step the following documents are generated: 
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The documents including the forms are all generated automatically, printed out if required, then 

‘filed’ within the folder titled ‘Client Care/File Open’.  The folder is then ‘compressed’ to hide the 

documents, as they can then be reviewed if required within the folder. 

Feature: Update SDLT and LR fee – ‘Maths’ Wizard for auto calculating such costs, with inclusion 

onto screens and completion statements 

Feature: Built in ‘checker’ to see whether the property is leasehold and if so insert leasehold 

documents to include ‘Excel Leasehold Apportionment’ wizard calculator 

- Client Documents Received? 

On processing this step the user is taken to the screen ‘Source of Funds/Mortgage Screen, as below: 

 

The screen asks the user to check various points from a compliance perspective.  If, say, the 3rd Party 

funding/gifted deposit is set to ‘yes’, then this will generate additional documents for sending out to 

the client(s) to clarify the position and possibly advise the user to raise issues with the lender, if 

there is a mortgage. 

Any concerns and observations can also be recorded on this screen for other users to review. 

The user is asked to specifically confirm the following: 

• Whether there is any third party funding 

• If there is no mortgage, do the client NOT want searches undertaken – this generates a 

search disclaimer for the law firm. 

 

- Have we received Memorandum of Sale? 

In processing this step the following screen appears, which advises the user what they need to do 

next and the information they will be required to enter into the system: 
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The user is then taken to the Contacts screen where the contacts for the matter are loaded into the 

system in the normal way. 

From there, the user is taken to the ‘Purchase Parties Screen’: 
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Within the screen the user can record key features from the mortgage offer. Points like the expiry 

date are then checked when it comes to exchanging contracts and also whether there are enough 

working days between exchange and completion to request funds. 

There is a section for any special observations and requirements for populating into the mortgage 

offer report letter. 

The system asks whether an occupier’s consent is required, which will pre-load the required letter. 

 

The following letters are then generated and filed within the folder ‘Mortgage Letters’: 

 

- Draft Contract received 

The user is asked to have the contract pack ‘to hand’ and whether the client(s) want to delay the 

matter pending any results of a survey.  They need to confirm that all of the contract documentation 

has been received, if not a chaser letter for the balance will be generated. will be taken to the 

following screen: 
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You can see in the top right of the screen that the details from the OCE are then inputted into the 

system.  There is provision for a charge and whether that charge will be redeemed on completion, 

together with the date of the charge.  Each of these actions will allow for different related actions to 

be created when drafting documents like the TR1, AP1 and TA13. 

The following documents are produced, under the folder ‘Contracts, Enq, Rep docs’: 

 

- Do searches - SHP 

The user processes this step and the system checks to see if the search funds on account have been 

received.  Then the following documents are generated: 
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- Enquiries to the Sellers Solicitors (RP) 

On processing this step the user is asked whether any indemnity insurance may be required, if yes 

then additional documents would be generated at this stage. The user is then asked if the Transfer 

and TA13 need to be generated now. 

The user is asked about completing the TR1: 

 

 

And can re-set the information now if required. The user is asked jhow the client(s) will be holding 

the property. 

The TR1: 
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You will see from the above that the amount is shown in words as well as numbers, the joint tenants 

is crossed, with a full title guarantee.  The intended address for service is also completed. 
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The indemnity covenant is automatically populated, due to the need for this identified earlier.  The 

signature provisions all populate automatically according to the number of purchasers and sellers. 

The TA13 is also completed and printed off in duplicate, ready for inclusion with the letter to the 

solicitors.  

- Send contract to client for signature (RP) 

On processing this step, the user is asked whether a letter is required to chase the solicitors for the 

replies to any additional enquiries.   

The following documents are then generated and filed within the folder ‘Docs for Signing’: 
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- Do Report Letters to client  

On processing this step, the user is informed that the property is freehold and then prompted to ask 

which report they want to generate.  This report letter can be further modified to reflect specifics of 

the property found within the title and recorded on the previous ‘Contract’ screen.  In this way the 

report can be built up with specified paragraphs being brought into the letter according to the 

property title. 

The letter is then stored within the folder ‘Contracts, Enq, Rep docs’. 

- Exchange 

The systems checks through to see, amongst other things, whether there is a mortgage to request 

funds and whether there is sufficient time between exchange and completion to request the funds.  

The user is then invited to exchange contracts now and is walked through a series of questions. 

• Enter the name of the person effecting exchange for the purchaser/client 

• Enter the name of the person effecting exchange for the seller 

• Insert the completion date 

• Are there any allowances? 

If yes, then the amount is logged and the reason for this asked. 

• The user then inserts the deposit amount and is asked if this is held to order 

If no, the pink slip is generated for use later for when the deposit comes in. 

• Check the exchange date, which is pre-set for today 

• Insert the time 

• The user has a further opportunity to generate the Transfer and TA13, if this has not already 

been done. 

The memorandum of exchange is generated within the letter to the solicitors, as shown below: 
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The memorandum of exchange is populated incorporating the information above recording the 

deposit as being due and any allowance, as shown above. 

The following documents are generated and filed within the folder ‘Exchange Letters’.  Please note 

the pink slip for the deposit. 

 

- File to go to Completions 

On processing the above, the user then has the option to generate the letter to the client for 

informing them that the matter is now being dealt with in the completions department and then the 

following three actions are available: 
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• Prepare Pink Slips 

On executing this step the user is taken to the following screen: 

 

 

The user can fill in the required fields where they want pink slips to be generated. The user is then 

asked which pink slips they want to generate from the following screen: 
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The pink slips are generated as shown below, all these documents are pre-loaded with no user 

interface required. The miscellaneous1 fee is now showing as Pink Slip – Cashback from Lender, as 

this was the description used for the misc1 pink slip. 

 

• Letters – Completion DP 

The following are auto-generated: 
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The following standard completion statement is created in Excel: 

 

- Letters – Post Completion DP 

On processing the above the following forms and letters are produced: 
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The AP1 is automatically generated as can be seen below: 
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Get in touch  
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Contact - Jason on legalshop@outlook.com  

Direct: 01993 220552 

M: 07717 071649 

 

 
 Improving Law Firm Efficiency 
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