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Instructions
for Intermediaries

Intermediary company name:

Consultant name:

FSA number:

If part of a network, network 
name:

Telephone number:

Email address:

£Amount of broker fee to be 
charged:

Document 
checklist

Before submitting the application, please ensure that all parts of the application 
form are completed in full, that the following information is given and that all 
documents required are attached.

Please note that if there is more than one applicant, we will require the 
information for all parties.

The following documents are required on ALL applications:

Valuation fee (including non refundable application fee*)

Last 3 months bank statements for all bank accounts held†

Last 3 payslips and latest P60†

(If self employed: 3 years accounts or 3 years’ Tax Assessments)

Signed Direct Debit mandate (see page 16)

Completed Income Expenditure Planner (see page12)

Proof of deposit (in the form of a bank statement, unless all of the deposit 

is from the equity in the property)†

(If this is being gifted please supply copy of letter, etc.)

KFI issued to intermediary                Copy enclosed               

Date of issue                                           Quote number   Q                                

AIP issued to intermediary                Copy enclosed

In addition, the following may be required in specific circumstances:

New build property declaration (if applicable)

If a property is owned other than the one to be mortgaged, please complete 

an Asset & Liability sheet (see page 14)

*If this payment is to be made by card, please telephone us on 0800 072 1100 with the 
details. If payment is not made we will be unable to proceed.

† These must be certified as true copies

Y Y Y YM MD D

Mortgage account number

Existing Mortgage customer
account number

Consultant

For Society use only

Advised                                                                        Face to Face

Telephone                                                                   Non-advised

Product required

Broker’s signature

Level of service provided 
(please tick) - to be completed 
by all

To be completed for ALL
applications
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Section one Personal details Personal details
First customer Second customer

D  D  M  M  Y  Y  Y  Y  

1.	 Title (eg Mr/Mrs/Miss)

2. 	 Surname

3.	 First names (in full)

4.	 Have you ever been known 	
	 by any other name?

Yes

If Yes, please give details

5.	 Date of birth

6.	 National Insurance Number

No Yes No

D  D  M  M  Y  Y  Y  Y  

Married Single7.	 Marital Status
Separated/
Divorced

Living with 
partner Widowed

Civil 
partnership

Separated/
Divorced

Living with 
partner Widowed

Civil 
partnership

8.	 Nationality

               		  years          	             months9.	 Length of residency in the 	
	 UK

               		  years          	             months

10.	Do you have permanent 	
	 residency rights?

Yes No

If No, please give details

Yes No

11.	Telephone number

Home telephone number

Mobile telephone number

12.	Email address

13.	Dependants

Full name	

Relationship

Date of birth

We can provide updates to 
you/your representative/your 
solicitor via email. Currently 
this is an unsecure link, please 
tick the box if you do not 
wish updates to be provided 
electronically.

Dependants

Full name	

Relationship

Date of birth

Dependants

Full name	

Relationship

Date of birth

Work telephone number

Please continue on page 14 
if necessary

Married Single

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  
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Section two Details of current home Details of current home
First customer Second customer

1.	 Current address

Postcode

If Other, please give details

Owner Tenant2.	 Residential status

Living with 
parents Other

4.	 If less than three years, 	
	 please list all previous 		
	 addresses for the three year 	
	 period, including postcodes

               		  years          	             months3.	 Length of residency at this 	
	 address

               		  years          	             months

5.	 Sale price or estimated value 	
	 of current residence if you 	
	 are the owner

Owner Tenant

Living with 
parents Other

Postcode

Owner TenantPrevious residential status

Living with 
parents Other

Owner Tenant

Living with 
parents Other

               		  years          	             monthsLength of residence                		  years          	             months

If Other, please give details

Please continue on page 14 
if necessary

£ £

Yes No
6.	 If the owner - are you 		
	 selling? Yes No

Yes No
7.	 Have you had a mortgage/	
	 secured loan before?

Yes No
If No, go to 
point 8

If No, go 
to point 8

If Yes, please give names 
and addresses of all lenders 
for the last three years 
and provide mortgage 
statements for the last year

Name and address

Postcode

Account number

£Approximate balance 
outstanding £

£Monthly payment £
Date of mortgage

Name and address

Postcode

Account number

£Approximate balance 
outstanding £

£Monthly payment £
Date of mortgage

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  
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Section two Details of current home (continued) Details of current home (continued)

First customer Second customer

Please note that the Society may request a 
reference from your current mortgage lender. 
The lender may charge you a fee for providing us 
with a reference.

8.	 If you are currently in rented 	
	 accommodation, please 	
		  provide Landlord 

Name and address

Postcode

Current monthly rent paid £ £

Please continue on page 14 
if necessary

Please note that the Society may request a 
reference from your current mortgage lender. 
The lender may charge you a fee for providing us 
with a reference.

9.	 Will you be repaying your 	
	 existing mortgage with this 	
	 application?

If No, please give details

Please continue on page 14 
if necessary

10.	Apart from details already 	
	 supplied, do you have 		
	 any other mortgage 		
	 commitments or own any 	
	 other property?

If Yes, please give details

Please continue on page 14 
if necessary

Yes No Yes No

Yes No Yes No

Section three Personal bank details
First customer

Personal bank details
Second customer

Name of Bank

Sort code

Address of Bank

Postcode

Your Bank account number

Name(s) of account 
holder(s)

Section four	 Employment and income details
First customer

Employment and income details
Second customer

Are you: Employed - please complete sections A and C 

Self-employed/Sub-contracted/
Partner or you and your family own 
35% or more shares in the company 
you work for - please complete sections B 

and C

Employed - please complete sections A and C 

Self-employed/Sub-contracted/
Partner or you and your family own 
35% or more shares in the company 
you work for - please complete sections B 

and C
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Section four Employment and income details 
(continued)

First customerSection A - Employed

Employment and income details 
(continued)

Second customer

Employed Retired1.	 Employment status Not working Employed Retired Not working

2.	 Job title/occupation

3.	 Present employer's name

5.	 Employer's telephone 		
	 number

4.	 Present employer's address

Postcode

6.	 Nature of business

7.	 Date present employment 	
	 commenced
8.	 Person to contact for 		
	 references

Position held

Contact telephone number

9.	 Gross salary before 		
	 deductions £ per £ per

Guaranteed overtime £ £
Non-guaranteed overtime £ £
Bonus £ £
Other benefits (eg company 
car)

Percentage of shares owned 
in company % %

Permanent Contract10.	Is your current job Probation Permanent Contract Probation

End date of contract or 
temporary employment

Full 
time

Part 
time

Full 
time

Part 
time

Are you

Please continue on page 14 
if necessary

Yes No Yes No
11.	Are you under notice of      	
	 redundancy or 		
	 job termination

If Yes, please give details

Please continue on page 14 
if necessary
If less than three years in 
current employment, please 
give details of previous 
employment

12.	Previous employer's name

14.	Previous employer's 		
	 telephone number

13.	Previous employer's address

Postcode

15. Previous job title/occupation

               		  years          	             months16.	How long were you in this 		
	 employment

               		  years          	             months

17.	Date this employment 		
	 commenced

18.	Date you left this 		
	 employment

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

£ £
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Section four Employment and income details 
(continued)

First customerSection B - Self-
Employed

Employment and income details 
(continued)

Second customer

1. Business name

2. Nature of business

3. What is your position in the  
 Company

If less than three years 
trading, please give details 
of previous employment

4. On what basis do you trade?

5. How long have you been  
 trading?

6. Business address

7. Telephone number

Postcode

10. Accountant's name

                 years                       months                  years                       months

Sole 
trader

Limited 
Company

Partnership % shareholding

Sole 
trader

Limited 
Company

Partnership % shareholding

                 years                       months                  years                       months

8. VAT registration number

9. Company registration   
 number

11. Accountant's address

Postcode

12. Accountant's telephone  
 number
13. Accountant's fax number

14. How long have they been  
 your accountants?

If less than three years, 
please give details of 
previous accountant's name, 
address and telephone 
number on page 14

15. Financial year end date

16.  
 years £ ££

Year 1 Year 2 Year 3

£ ££
Year 1 Year 2 Year 3

Section C - All 
customers to 
complete

£ per1. Other gross income   
 (eg pension, investment,  
 maintenance, rent,   
 dividends etc)

Source

£ per

Source

£ per

Source

£ per

Source

£ per

Source

£ per

Source

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  
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eight	

Outstanding	 Monthly	 Remaining 	 To remain  	 Name of bank/finance 	 In whose 	 Reference                
balance 	 payments 	 term         	 outstanding   	 company, etc             	 name            	 number                                                              
            			   on 
			   completion	                                    				  
  £	 £	                Yrs	 Yes         No				    Yes             No 

  £	 £	                Yrs	 Yes         No				    Yes             No

  £	 £	                Yrs	 Yes         No				    Yes             No

  £	 £	                Yrs	 Yes         No				    Yes             No

  £	 £	                Yrs	 Yes         No				    Yes             No

Section five Outgoings and credit declarations

First customer

Outgoings and credit declarations

Second customer

1.	 Please give details of all personal loans, credit card balances, hire purchase loans, liability for rents, service and maintenance charges 	
	 under any lease, etc

Please continue on page 14 
if necessary

Yes No
2.	 Do you make any 		
	 maintenance/child support 	
	 payments?

Yes No

If Yes, please give details £ £
Voluntary Child Support Act payments

per mth per mth

£
Court order

per mth

£ £
Voluntary Child Support Act payments

per mth per mth

£
Court order

per mth
Are you responsible in 
law for any of the above 
payments?

Yes No Yes No

Yes No
3.	 Do you have any other 		
	 liabilities? (if Yes, please 	
	 give details on page 14)

Yes No

4.	 Have you ever:   
	 Been in arrears with your 	
	 mortgage payment/rental 	
	 payment or any other loan?

Yes No Yes No

	 Been refused a mortgage?

	 Been convicted of, or are 	
	 currently being charged 	
	 with any offence other than 	
	 a driving offence?

	 Discharge certificate 		
	 enclosed?

	 Been declared bankrupt or 	
	 had a bankruptcy petition 	
	 presented against you?

	 Been refused credit?

Have you any pending 
or imminent court 
proceedings against you?

If you have answered Yes to 
any of the above questions, 
please give details

Yes No Yes No

Yes No Yes No

	 If Yes, date of discharge

Yes No Yes No

Yes No Yes No

Yes No Yes No
	 Had a County Court 		
	 Judgment registered 		
	 against you?

Yes No Yes No

	 Failed to keep up payments 	
	 on another loan?

Yes No Yes No

	 Had a property repossessed 	
	 voluntarily or otherwise?

Yes No Yes No

Yes No Yes No

Have payments been 
kept up to date? If No, 
please give details

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  
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Section six Property details

1. Address

Postcode

2. Name of present owner

3. Telephone number of   
 present owner

Yes No4. Are you related to the   
 present owner?

If Yes, state relationship

5. Type of property Detached Semi-
detached

Terrace

House Bungalow Flat/maisonette Other

 If Other, please give details

Please continue on page 16 
if necessary

6.	 If	the	property	is	a	flat	or		
 maisonette, please give full  
 details

Studio Converted Purpose built What	floor	number	is	the	flat?

How many storeys in the block? Yes NoAre	any	flats/maisonettes	over	
retail/business premises?

7. What type of construction  
 is the property?

WALLS Brick Stone Timber frame Other

 If Other, please give details

Slate/Tile Thatch Other

 If Other, please give details

ROOF

8. If the property to be   
 mortgaged comprises   
 land or outbuildings in   
 addition to residential   
 gardens/garages,  please   
 enter the approximate   
 acreage and other details

Acreage

Use of outbuildings/land

9. Age of property Years

 If less than 10 years old,  
 is there:

	 Architect's	certificate?

 NHBC?

 Zurich Building Guarantee

10. Are there any planning   
 restrictions (eg  agricultural  
 restrictions, listed buildings  
 etc)? If Yes, please give   
 details on page 16

Yes No

Yes No

Yes No

Yes No

11. Tenure 

 Freehold

 Leasehold

 Commonhold

Yes No

Yes No

Yes No

 If Leasehold, please enter  
 unexpired term of lease Years

pa£
pa£

Bedrooms Living rooms Bathrooms WCs

Kitchens Outbuildings Garages
Parking 
Spaces

12. Accommodation:   
 Number of:

Ground rent 
 
Service charge

If ground rent or service 
charge payable, please 
enter annual amount

 Foundation 15?

Yes No
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Section six Property details (continued)

13.	Are you currently occupying 	
	 the property?

Yes No

14.	Is this a right to buy 		
	 purchase?

Yes No £If Yes, discounted price

£Open market valuation

15. Are you purchasing as a 	
	 sitting tenant?

Yes No

	 If Yes, start date of current 	
	 tenancy agreement

End date of current tenancy 
agreement

16. Are you purchasing 		
	 under shared ownership 	
	 scheme?

Yes No

How much rent will you 
be paying to the shared 
ownership body each month?

£

	 Name of association/		
	 authority you are 		
	 purchasing from

Tranche share %

£Total property price

Full name	

Relationship

Date of birth

17. Will there be any occupants 	
	 of the property over age 17, 	
	 other than the applicants?

Yes No

If Yes, please give details 
below. 

Full name	

Relationship

Date of birth

Full name	

Relationship

Date of birth

Section seven Agents details

1.	 Name of selling agent

Postcode

3.	 Telephone number of 		
	 selling agent

D  D  M  M  Y  Y  Y  Y  D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

2.	 Address of selling agent

4.	 Email address of selling 	
	 agent

Please confirm that the 
Shared Ownership Lease 
contains

The right to staircase to 100%

A Mortgagee Protection Clause

If you are at all uncertain about this question, please speak with the Housing Association who are selling 
the property or visit www.saffronbs.co.uk/intermediaries/underwriting.php for more information.
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If house purchase:

Section eight Mortgage requirements

1. 	 Purchase price £
2. 	 Amount of loan required £

Years3. 	 Loan period required

4. 	 If any funds are to be 		
	 supplied by other lenders, 	
	 please give details

Amount of loan required £
YearsLoan period required

£5.	 Personal deposit

	 Is the deposit from your 	
	 own resources? Yes No

Please provide evidence of your personal deposit (eg 
Building Society passbook)

6.	 Is the purpose of the 		
	 proposed loan for the direct 	
	 financial benefit and 		
	 advantage of all applicants?

Yes No

7.	 Which method of loan 		
	 payment do you require? Repayment

Interest 
only

An endowment policy which 
you do not wish to assign Sale of housePension plan

An expected inheritance Other
Investment 
savings plan

	 If Other, please give details

8.	 Details of life/investment 	
	 policies to be used with this 	
	 application

£

£

D  D  M  M  Y  Y  Y  Y  

D  D  M  M  Y  Y  Y  Y  

Policy number

Maturity date

Commencement 
date

Sum assured (if applicable)

Life assured (if applicable) Monthly 
premium

Company name

Policy type

If you have selected Interest only as your repayment method you should be aware that you will only be 
paying interest on this mortgage advance and that the original amount of the loan (together with any 
accrued or unpaid interest) will have to be repaid at the end of the mortgage term. Please indicate how 
you propose to repay this advance.

If you are expecting your circumstances to change in the short term, please give details below. Please 
inform the Society of any changes in your circumstances after your application is submitted. 

Section nine
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The valuer will contact you to inform you 
of the fees for housebuyer/flatbuyer’s 
report or full structural survey

Section ten Solicitor's details

2. Firm name and address 

Postcode

3. Telephone number   
 

If you have arranged a legal adviser to assist you in the transaction, please give details below. Please 

authorised legal practice which may act independently of your legal adviser. 

1. Name

4. Fax number    

5. DX number    

6. Number of partners

Section eleven Property valuation
A valuer may be instructed to inspect the property and make a report to enable the Society to 
determine the value of the property for mortgage purposes. Where an internal inspection is conducted 
you will be given a copy of the valuer’s report but it is emphasised that the report is not a structural 
survey. No responsibility is implied or accepted by the Society or the valuer in respect of the condition 
or value of the property. We  strongly  recommend that you arrange a more comprehensive inspection 
for your own protection, as there may be defects in the property which such an inspection would 
reveal. The valuer whom the Society instructs may be prepared to undertake this for you.

1. Type of valuation report  
 preferred

Valuation report for mortgage 
purposes only

Housebuyer/Flatbuyer report

Full structural survey

2. Valuation fee to   
 include a non-refundable  
 £135 application fee. The  
 balance will be paid to an  
 external valuer

Valuation Fee £ (inc. VAT) Valuation Fee £ (inc. VAT)

Up to £50,000 £245.00 £250,001 to £300,000 £420.00

£50,001 to £100,000 £295.00 £300,001 to £350,000 £455.00

£100,001 to £150,000 £320.00 £350,001 to £400,000 £510.00

£150,001 to £200,000 £345.00 Above £400,001                    Price on 
application

£200,001 to £250,000 £370.00
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First customerIncome
Main employment    
(take home pay) £

Second customer
INCOME EXPENDITURE PLANNER

Total

£
Secondary employment    
(take home pay) £ £
Investment & other income 
(please state source) £ £

Repairs £ £

Council tax/water rates £ £

TV licence/Sky/Cable 
subscription £ £

Telephone £ £

Electricity/Gas etc £ £

TOTAL NET MONTHLY 
INCOME £ £ £

Expenditure
Anticipated mortgage 
payment £ £
Endowment/Life Assurance 
premium £ £
Buildings/contents 
insurance £ £
Accident, Sickness & 
Unemployment insurance £ £

Shared ownership rent £ £

Ground rent/service charge £ £

TOTAL MONTHLY HOUSING 
COSTS £ £ £

TOTAL MONTHLY UTILITY 
COSTS £ £ £

Food £ £

Pension costs £ £

Healthcare/Dentist £ £

Clothing/Hairdressing £ £

TOTAL MONTHLY GENERAL 
COSTS £ £ £

Maintenance £ £

Credit cards/other £ £

Car loan/Personal loan/HP £ £

TOTAL FIXED MONTHLY 
COMMITMENTS £ £

Tax/Insurance/repairs etc £ £

Public transport/Petrol £ £

TOTAL MONTHLY TRAVEL 
COSTS £ £ £
Other (inc: Holidays, 
entertainment, pet bills etc) £ £
TOTAL MONTHLY SUNDRY 
EXPENSES £ £ £

TOTAL MONTHLY 
EXPENDITURE £
EXCESS OR DEFICIT OF 
INCOME OVER EXPENDITURE £

TOTAL MONTHLY INCOME £

£ £ £
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Instruction to your 
Bank or Building Society 
to pay by Direct Debit 
 

 

 

 

 

 Please fill in the whole form using a ball point pen and send it to:   
 Saffron Building Society    
 Saffron  House    
 1a Market Street  

Originators Identification Number
 

 Saffron Walden  4 1 8 8 3 6  
 Essex, CB10 1HX     

Reference
 

 
Name(s) of Account Holder(s)

                    

  

 
   

  

 
  

Instruction to your Bank or Building Society  

 
Bank/Building Society account number

 Please pay Saffron Building Society Direct Debits from the account 
detailed in this instruction subject to the safeguards assured by the Direct 
Debit Guarantee. I understand that this instruction may remain with 

 

          Saffron Building Society and, if so, details will be passed electronically to 
my bank/building society. 

 

 
Branch Sort Code

   

            

 
Name and full postal address of your Bank or Building Society

 Signature(s)  

 To the Manager                                                 Bank/Building 
Society 
 

   

 Address 
 

   

  

 
   

                                                                  Postcode 
 

 Date  

     
Banks and Building Societies may not accept Direct Debit Instructions for some types of account 

 

- - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
 

 
This guarantee should be detached and retained by the Payer. 

 

 

The 
Direct Debit 
Guarantee 

This Guarantee is offered by all Banks and Building Societies that accept instructions to pay Direct Debits 
      

orking days 
     in advance of your account being debited or as otherwise agreed. If you request Saffron Building Society to collect a payment, confirmation 
     of the amount and date will be given to you at the time of request 
 

 Saffron Building Society or your Bank or Building Society, you are entitled to 
      a full and immediate refund of the amount paid from your Bank or Building Society   
 

 pay it back when Saffron Building Society asks you to 
 

by simply contacting your Bank or Building Society. Written confirmation may be required. 
     Please also notify us 
       

 

 

 A4 Instruction Version 2 
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Other information
Please provide any additional information you believe to be relevant in support of the mortgage application.

First customer 

Declaration

Before you sign please check to ensure every question has been answered (enter N/A if not applicable). 
Delays will be avoided by answering all questions fully and supplying all requested information.

D  D  M  M  Y  Y  Y  Y  

Second customer 

Date 

D  D  M  M  Y  Y  Y  Y  Date 

Guarantor D  D  M  M  Y  Y  Y  Y  Date 

You authorise Saffron Building Society to make any such enquiries that they feel necessary, including credit 
reference agency searches. Please see Data Protection section on page 15 for full details.

Please make sure you have signed the direct debit mandate.

By signing this application you are making the declaration as detailed on page 15.
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