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1 Foreword 
Welcome to our CeMAP 2 Active Learning Workbook. 

You may recall I remember the moment vividly. A few 
years ago, I’d only been training salespeople for a couple 
of weeks and I was boring rigidly the 4 people in front of 
me. 

I was so ashamed and swore never to do that again. 

That was 20 years ago though.  And since then I’ve run all 
sorts of exercises, games and activities to get the whole 
person learning.  Not Death by PowerPoint but 
interactivity and learning technical stuff using all the 
senses.  Enjoying financial services training?  Now there’s 
a novelty. 

This is a collection of exercises, quizzes, short tests, 
crosswords, case studies, activities, art-work and tests that 
I’ve used myself whilst running exam based workshops.  
This one is devoted to CeMAP 2. 

I use it during my training courses but I’ve designed this 
pack for people studying for their exam right now who are 
getting fed up and bored reading the textbook. These 
people need some inspiration, something slightly different 
and more active on their part.  The pack can be worked 
through as part of your revision plan but there’s nothing to 
stop you doing the exercises and constantly referring to 
the textbook or our Revision Guide. 

That’s how I see things but 
you might see it differently.   

Good luck.  

 

 

 
 

 

 

Paul Archer  
Blog – paul@paularcher.com  
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2 The House Buying 
Process 

House Buying Process in 
England and Wales 

This exercise is purely to put the following steps in their 
right order.  

The steps have been jumbled around and placed in 
alphabetical order. 

Using a post-it note, which has each step marked clearly 
on it, stick the notes to the wall in the right order.  The 
answers follow over the next few pages. 

For a description of each step please refer to the Revision 
Guide. 

 

1. Apply for mortgage 

2. Assess all costs 

3. Begin house hunting 

4. Certificate of Title sent to lender 

5. Change of ownership registered at Land Registry 

6. Completion – money paid and keys handed over 

7. Contract for sale drawn up and signed 

8. Estate agent 

9. Exchange deposit paid  

10. Exchange of contracts 

11. Instruct solicitors -  conveyancing 

12. Internet property sites 
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13. Investigation of title at Land Registry 

14. Local authority searches  

15. Make offer 

16. Mortgage Deed signed 

17. Mortgage offer  

18. Obtain Mortgage in Principle  

19. Payment of stamp duty  

20. Preliminary legal work done  

21. Solicitor prepares mortgage deed 

22. Survey property 

23. What’s included/excluded and price agreed 

24. Work out budget  
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Answer 
1. Work out budget  

2. Obtain Mortgage in Principle  

3. Assess all costs 

4. Begin house hunting 

5. Estate agent 

6. Internet property sites 

7. Make offer 

8. Apply for mortgage 

9. Survey property 

10. Mortgage offer  

11. Instruct solicitors -  conveyancing 

12. What’s included/excluded and price agreed 

13. Preliminary legal work done  

14. Investigation of title at Land Registry 

15. Local authority searches  

16. Contract for sale drawn up and signed 

17. Exchange of contracts 

18. Exchange deposit paid  

19. Solicitor prepares mortgage deed 

20. Certificate of Title sent to lender 

21. Mortgage Deed signed 

22. Completion – money paid and keys handed over 

23. Payment of stamp duty  

24. Change of ownership registered at Land Registry 
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3 The Mortgage 
Process 

Earlier in this workbook we discovered the whole process 
of buying property.  This exercise takes out the mortgage 
process and investigates this in more detail. 

In the grid below I’ve put the 4 parties that are involved 
with the mortgage process.  Your task, if you choose to 
accept it, is to jot down under each party what they would 
do or be responsible for to ensure the mortgage is 
arranged and completed 

 

Customer  Mortgage Advisers  Mortgage Lender  Lender’s Solicitor  

Apply for mortgage in 
principle 
Find property  
Apply and complete 
mortgage application 
Pay application and 
valuation fees 

Advise on mortgage 
 
 

 Advise on additional 
protection 

Assess application 
Assess applicant’s status 
– credit checks, verify 
income, confirm outgoings 
and debts, credit score or 
apply multiples. 
Assess security – submit 
valuation request. 
Receive valuation report 
and assess security is 
adequate. 
Consider high loan to 
value fee 
Issue Mortgage Offer 

  Receives Certificate of 
Title 
Reinspects property (new 
build) 
Transfers monies via 
electronic transfer 
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Answer 
Customer  Mortgage Advisers  Mortgage Lender  Lender’s Solicitor  

Apply for mortgage in 
principle 
 
 
Find property  
Apply and complete 
mortgage application 
Pay application and 
valuation fees 

Issue Initial Disclosure 
Document (IDD) 
Complete fact find 
 
Advise on mortgage and 
protection 
Key Features Information 
(KFI) 
 
 

 Submit application, collect 
application and valuation 
fees 

  

Provides additional 
information, if necessary 

Advise on additional 
protection 
Liaises with lender and 
helps with any queries 

Assess application 
Assess applicant’s status 
– credit checks, verify 
income, confirm outgoings 
and debts, credit score or 
apply multiples. 
Assess security – submit 
valuation request. 
Receive valuation report 
and assess security is 
adequate. 
Consider high loan to 
value fee 
Issue Mortgage Offer 

Receive and sign 
acceptance of Mortgage 
Offer 

 Instruct solicitors  

   Investigates title with the 
land registry and 
commons registration 
Prepares Certificate 
(Report) of Title 
Prepares Mortgage Deed 
Ensures Mortgage Offer 
conditions satisfied 
Mortgage Consent Form 
might need signing 
Requests money, advises 
on completion date and 
sends in Certificate 
(Report) of Title 

  Receives Certificate of 
Title 
Reinspects property (new 
build) 
Transfers monies via 
electronic transfer 

 

Signs Mortgage Deed 
Carries out essential 
works 

  
 
Releases any retention 

Arranges for Mortgage 
Deed to be singed 
Redeems any existing 
mortgage 
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4 The Conveyancing 
Poster 

Now we need to extract the solicitor’s process from all the 
other processes we’ve been involved with. 

And we’re going to get visual.  You’ve been asked by a 
local solicitor’s firm to produce a poster which shows 
potential first time buyer clients what the solicitor would 
do when acting on their behalf. 

Please spend some time reading the information on the 
next few pages and then design and create your poster, 
with graphics and text, which highlights the service your 
solicitor’s firm does for its clients. 

Use a piece of blank paper.  When you’re done stick your 
poster on the wall as a visual reminder.  Alternatively you 
could draw your poster on the next page. 

As an idea, here’s one I produced earlier (I’ve always 
wanted to say that!) 
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The buyers guide 
to conveyancing 

Step 1 

Your solicitor will contact the seller (or their solicitors) 
and ask for the "information pack", which contains 4 key 
items: 

1. property information form: a standard 
questionnaire, which will give details of 
boundaries (and disputes) and other key property 
information  

2. fixtures, fittings and contents form:  this tells you 
what is and is not included in the sale of the 
house.  There is often debate about what has been 
included in the sale (furniture, curtains, etc.), so 
you should be careful to agree with the seller 
what you are getting and let your solicitor know if 
there are likely to be any areas of concern.  

3. title deeds:  these documents show that the person 
selling the property owns it, and secondly set out 
any rights or obligations that affect the property.  

4. contract: this is drawn up by the sellers solicitor, 
and sets out the main terms of the proposed 
agreement, including names and the price.   
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Step 2 

The solicitor will then carry out a number of searches.   

�x Land Registry to establish title of registered land. 

�x Land Charges Registry search to establish charges 
over unregistered land 

�x Local land charges search to identify road 
charges, town planning schemes. 

�x Commons registration to check that land being 
sold is not common land. 

�x Environmental search to check on contamination 

�x Mining Search to assess the location of any 
mines, but only in known areas 

Step 3 

You will then need to negotiate and agree the contract, 
based on this and any other surveys you have had carried 
out.  

Step 4   

You next need to get a copy of a mortgage offer (if you 
are buying with a mortgage) on this specific property (not 
just an agreement in principle) which will be given once 
contract terms have been agreed. 

Step 5  

You are now ready to agree a completion date (the date 
when the house becomes yours) and can exchange 
contracts along with a deposit.  This is no longer 
refundable if you pull out of the sale.  The minute you 
exchange contracts, the sale is set in stone - you must buy 
(at the price stated) and the seller must sell. 

Step 6 

Your solicitor now draws up a purchase deed and send it 
to the seller's solicitor, and reports to your lender, with the 
Certificate (Report) on Title and makes a formal request 
for mortgage funds.  
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Step 7 

Your solicitor hands over to the seller's solicitor the 
remainder of the purchase money (buying price less the 
deposit you have provided) and in return you receive the 
transfer document, which is needed to show the house is 
now transferred to you (and will need to be sent to the 
Land Registry) and the title deeds, which is the evidence 
of ownership and sets out the obligations on the owners.  

The seller’s 
guide to 

conveyancing 
Step 1 

Prepare your property for sale:  You and your solicitor 
prepare the seller's pack 

Step 2 

Contract negotiation: You will now need to wait for the 
buyer to get ready.  They or their solicitor will read the 
documents and carry out other required searches.  They 
may also get independent surveys done.  Your solicitor 
should be able to answer some queries, but you may be 
involved in discussing some elements of the fixtures and 
fittings form.  

Step 3 

Contract Exchange: If all of these queries and responses 
go ok, then you and your buyer will need to agree a 
completion date (when you will give over the title deeds 
and move out) and then exchange contracts.   

Step 4 

Completion: Your solicitor will now transfer the Title 
Deed and transfer document to the buyers solicitor in 
exchange for the money for the house.  This will then be 
used to repay your mortgage and the fees associated with 
the sale of the house.   

You then get the remainder, unless you are buying another 
property. 
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5 Be a Surveyor for the 
Day  

Purchasing a property is probably the single largest 
financial commitment that you will make in your lifetime.  

There are often many property defects hidden from the 
layman's eye.  This exercise is quite a lot of fun.  There 
follows a number of photographs of the more common 
defects in property that might make it difficult to lend on. 

 

 

Next to each photograph and description jot down what 
the surveyor might say and how this defect might affect 
the lending decision.  
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Wood boring insect attack  

  

 

Damaged rainwater goods 
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Structural cracks 

 

 

Defective plumbing 
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Parapet/verge wall damage and defective flashings 

 

 

Wet rot 
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Dry Rot 

 

 

External cracks – subsidence and heave 
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Rising damp 
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Missing and defective tiles 

 

 

Heave 

 

 


