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An ‘A to Z’ Guide in using the Documentation 
 
Introduction 

This guide has been produced to aid you in the use of the forms and documentation that have been provided as 
one of the free benefits of the Car Broker Business Opportunity Package. 

These forms and documentation provide you with the necessary paperwork that you would need to maintain 
records of everything you are doing, but of course you are at liberty to design your own if you prefer. Indeed, it is 
normally preferable if you do design your own forms, even if using these sample ones as a guide, because it will 
provide you and more importantly your company or organisation with its own identity as you want people to 
remember you and your company, and identify with you as a professional organisation. 

Ultimately though, the choice is yours – as always. 

All these forms and documentation are covered in Section 10 in the Car Broker Business Manual, but here follows 
a more in-depth guide to their use and when you would use them. 

So, let’s cover them one by one… 
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Car Details Enquiry Form 
This is covered in detail in Section 4 in the Business Opportunity Manual under “What information should I get 
from sellers?” but essentially you need to capture as much information as possible about each car as well as the 
seller.  
 
When you have identified a car that you want to find out more about, then when you make initial contact with the 
seller, this form will allow you to capture all the information you need and will prompt you for all the questions that 
you need to ask of the seller. Much of it is self-explanatory, and you can always add to it of course. 
 
See details on the next page… 
 

Car Details Enquiry Form – What to enter on this form 
 

Customer Details  

  
Customer Name of Seller: 
      

Address: 
 

Post Code: 
 

Enter the full name of the seller here. 
 

Enter the full address and Post Code  

Telephone Numbers: 
 

- Home 
- Mobile 
- Work  

 

Enter all the telephone numbers for the seller. 
 
Make sure you get their mobile – as this is the most important of all. 

Email Address: 
 

Enter the seller’s email address 
 

Price Advertised: 
 

Will Go To: 
 
 
Any other Offers:  
 
‘Book’ Value: 
 
 

Enter the price that the seller had advertised the vehicle at… 
 

Enter the price that the seller is currently prepared to drop to. (This is not 
supposed to be the ultimate low price he will go to but may be). 
 
Have they already had any offers for the vehicle? 
 
What’s the rough ‘book’ value for the vehicle (Glasses Guide) 
 

When first advertised: 
 
No. of weeks advertised:  
 
 

When did they first advertise the vehicle? 
 
No. of weeks that the car has been advertised. 
 

Reason for sale:  Enter the reason why the vehicle is now being sold. 
 

  

Vehicle Details  

  

Make and Model: 
 
Registration Number: 
 
Model year: 
 
Date of Registration: 
  

Enter the full make and model of the vehicle. 
 
Enter the full registration details of the vehicle (i.e. EX 70 YPT). 
 
Enter the year of the vehicle here i.e. 19/68 
 
Enter the date that the vehicle was registered here i.e. 1st December 2019 
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Vehicle Details  

  
Chassis (VIN) Number: If you can, also obtain the vehicle’s chassis (or VIN) number (from the V5 

document). 
 

  
Body Type: 
 

Enter the body type. No. of Doors: Enter the no. of doors 

Engine Type - (Petrol / Diesel /      
Hybrid / Plug In Hybrid 
(PHEV) / Electric / LPG / 
Hydrogen etc:  
 
 

Enter here what type of fuel the car is using – whether this be petrol 
(unleaded or leaded), diesel, hybrid etc. 
 
If it’s a Hybrid – indicate whether it is a petrol hybrid or a diesel hybrid, or 
of course whether it’s a plug in hybrid (PHEV). 
 
Also, then whether it is an Alternatively Fueled Vehicle (AFV), or perhaps 
full electric, or possibly even hydrogen or even LPG. 
 
Make sure you are very clear exactly what fuel the vehicle is actually 
using. 
 

Engine CC: Enter the engine size – in 
cubic capacity 
 

Engine BHP: Enter the engine BHP 

Transmission Type - Manual / 
Auto / Semi-Auto / Dual Clutch 
/ CVT etc: 
 

Enter the transmission type 
of the vehicle. If it’s an 
automatic, is it also a 
Tiptronic (meaning that you 
can manually go up and 
down the gears).  
 
Also whether it has a 
sequential gearbox (which 
means that is has an 
electro-mechanical clutch 
for changing gear), then 
does it also have paddle 
shift (levers behind the 
steering wheel – one to 
change up and one to 
change down). 
 

No. of Gears: Enter the no. of gears 

Body Colour: 
 

Enter the body colour Paint Type: Enter the type of paint 

Roof Colour (if different to 
body colour): 
 

Enter the colour of the roof IF it’s different to the rest of the body 

Convertible – Hood Colour: 
 

Enter the colour of the hood 

Convertible Hood (Powered): 
 

Is the hood powered? – (Y/N)  

Convertible Hood Type: 
 

What’s the type of hood – Fabric or steel?  

Interior Type: 
 

What’s the type of interior? 

Actual Mileage: 
 

Enter the actual mileage. 

‘Book’ Miles for the Year: 
 

Enter the ‘Book’ average miles for this age of vehicle.. 

Private of Trade Sale: 
 

Is this a ‘Private’ or a ‘Trade’ sale? 
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No. of Previous Owners: 
 

How many previous owners have there been – as documented in the V5? 

Where Purchased: 
 

Where did the current owner purchase this vehicle from? 

How long owned: How long has the current owner had the vehicle? 
 

UK Car: Enter whether the vehicle is UK registered… or an import? 
 

MOT’d Until: 
 

Enter the date when the MOT expires. Remember that vehicles up to 3 
years old do not require an MOT certificate. 
 

Taxed Until: 
 

Even though Tax can no longer be transferred - Enter when the vehicle is 
taxed until. 
 

No. of Keys: Enter the number of keys 
 

Car Manual & Service Book: Are these documents present with the vehicle? 
  

 

 

Service History  

  
Service History Type: 
 
       

  
 
 
 
When Last Serviced:  
 

Miles When Last Serviced:  
 

Next Service Due / Date: 
 
Next Service Due / Miles: 
   

Enter here whether the vehicle has a full service history, with all the 
required stamps in the service book. 
 
(It is also important to identify whether the vehicle has a Full Main Dealer 
Service History, or just a Full Service History ie: by an independent dealer. 
The difference will certainly affect the vehicle’s value). 
 

Enter here when the vehicle was last serviced, and where. 
 

Enter here what the miles were when the vehicle was last serviced. 
 

Enter here when the vehicle is next due a service – both in miles to go 
and date. 
 
 

 

 

Finance Outstanding  

  
Any Finance Outstanding?: 
 
Finance Value Outstanding: 
 
Finance Company:   

Enter here if there is finance outstanding on the vehicle – Yes or No. 
 
Enter here the value outstanding on the finance, approximately. 
 
Enter here who the finance is with. 
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Customer Details    Date: Click or tap to enter a date. 

 
Customer Name: Click or tap here to enter text. 

  

Address: Click or tap here to enter text. 

  

Post Code: Click or tap here to enter text. 

  

Telephone No. (Home): Click or tap here to enter text. 

  

Telephone No. (Mobile): Click or tap here to enter text. 

  

Telephone No. (Work): Click or tap here to enter text. 

  

Email Address: Click or tap here to enter text. 

  

Price Advertised: £ Click or tap here to enter text. 

  

Will go to:   £ Click or tap here to enter text. 

  

Any Other Offers:   £ Click or tap here to enter text. 

  

‘Book’ Value:   £ Click or tap here to enter text. 

  

When first advertised: Click or tap to enter a date. 

  

No. of weeks advertised: Click or tap here to enter text. 

  

Reason for selling: Click or tap here to enter text. 

 
 

Vehicle Details 
 

Make and Model: Click or tap here to enter text. 

  

Registration Number: Click or tap here to enter text. 

  

Model Year: Click or tap here to enter text. 

  

Date of Registration: Click or tap to enter a date. 
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Vehicle Details 
 

Chassis (VIN) Number: Click or tap here to enter text. 

 

Body Type: Choose an item.  No. of Doors: Choose an item. 

 

Engine Type: Choose an item. 

 

Engine CC: Click or tap here to enter 

text. 
Engine BHP: Click or tap here to 

enter text. 
    

Transmission Type: Choose an item.  No. of Gears: Choose an item. 

    

Body Colour: Click or tap here to enter 

text. 
Paint Type: Choose an item. 

 

Roof Colour (if different 
to body colour): 

Click or tap here to enter text.  

  

Convertible - Hood 
Colour:   

Click or tap here to enter text.  

  

Convertible Hood 
(Powered): 

Choose an item. 

  

Convertible Hood Type: Choose an item.   

  

Interior Type: Choose an item.   

  

Actual Mileage: Click or tap here to enter text. 

  

‘Book’ Miles For Year: Click or tap here to enter text. 

  

Private or Trade Sale:   Click or tap here to enter text. 

  

No. of Previous Owners: Click or tap here to enter text. 

  

Where Purchased:   Click or tap here to enter text. 
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Vehicle Details 
 

How Long Owned:   Click or tap here to enter text. 

  

UK Car: Choose an item. 

  

MOT’d Until: Click or tap to enter a date. 

  

Taxed Until: Click or tap to enter a date. 

  

No. of Keys: Choose an item. 

  

Car Manual & Service 
Book: 

Choose an item. 

 
 

Service History 
 

Service History Type: Choose an item.   

  

When Last Serviced: Click or tap to enter a date. 

  

Miles When Last 
Serviced: 

Click or tap here to enter text. 

  

Next Service Due / Date: Click or tap to enter a date. 

  

Next Service Due / Miles: Click or tap here to enter text. 

 
 

Finance Outstanding 
 

Any Finance 
Outstanding?: 

Choose an item.   

  

Finance Value 
Outstanding: 

£ Click or tap here to enter text. 

  

Finance Company: Click or tap here to enter text. 
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Vehicle Interior Condition 
 

Check the condition of all the following interior areas of the vehicle, identifying ANY soiling, dirt, 
mud, scratches, tears, fading etc. ‘Check’ the appropriate boxes below as required.  
(Do not miss anything). 
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Vehicle Exterior Condition 

 

Check the condition of all the following exterior areas of the vehicle, identifying ANY minor dents, 
scuffs, scratches, stone chips etc. ‘Check’ the appropriate boxes below as required.  
(Do not miss anything). 
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Vehicle Exterior Condition 
 

Check the condition of all the following exterior areas of the vehicle, identifying ANY minor dents, 
scuffs, scratches, stone chips etc. ‘Check’ the appropriate boxes below as required.  
(Do not miss anything). 
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Vehicle Glass Condition 
 

Check the condition of ALL glass areas for ANY scratches, cracks, stone chips etc.  
‘Check’ the appropriate boxes below as required. 
(If there are any major cracks or chips in the driver’s vision, then this is an MOT failure and 
will mean that the screen will have to be replaced). 
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Vehicle Exhaust 

 

Check to see what type of exhaust the vehicle has. Whether it is steel or stainless steel for example. 
Also, whether it has a catalyst converter. Then state whether it is in good or poor condition together 
with any comments on its condition. 
 
(Bear in mind that if there are any issues with the exhaust, then this can be a major, and 
expensive, item to replace. Better to get it checked properly now). 

 

 
 

 
Vehicle Lights 
 

Please check that ALL the lights, indicators etc. Is everything working. If anything isn’t working, 
request that the seller fixes it.  
 
If something isn’t working when the buyer arrives to inspect the vehicle, this could affect the price 
previously agreed. 
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Key Features / Options 
 

Please ensure that you have identified ALL the options that come with the vehicle (standard or not) 
– as this will certainly help its desirability as far as the buyer is concerned – even if not necessarily 
the value. 
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Wheels 
 

Please note that if any wheel is damaged, kerbed or scratched in any way, this will mean that it 
probably needs to be refurbished – and if one needs to be refurbished, then they will possibly ALL 
need to be refurbished.  
 
Bear this in mind when negotiating a ‘sales’ price with the owner. 4 wheels refurbished will cost in 
excess of £240 (absolute minimum) and could well be more. The larger the wheels and more 
expensive the car - the greater the cost of refurbishment. (It has been known on top end luxury or 
sports cars for wheel refurbs to cost in excess of £1,000 per wheel). 
 
You do not want a potential buyer turning up to find damaged wheels that haven’t been previously 
noted. This will certainly mean the ‘sale’ price having to be re-negotiated. You have been warned. 
 
Also, please identify the size of the wheels – ie: 18”, 19” etc. This is very important. 

 
 

 
 

 

 

  



 
 

 

18 

Documentation Guide 

 
 

 
Tyres 
 

Please note that any serious marks or cuts on a tyre or damage to any of the sidewalls, will mean 
that the tyre has to be replaced, regardless of whether it still has plenty of tread left. And 1.6mm is 
the absolute legal minimum for tyres. Each tyre needs to have at least 1.6mm throughout a 
continuous band in the centre 3/4 of the tread and around the entire circumference of the tyre for it 
to be ‘road legal’.  
 
Anything less than 3mm and the tyre is likely to have to be replaced before it can be sold on. This 
needs to be born in mind when negotiating any ‘sales’ price. (Replacing 4 tyres could be very 
expensive – and you do not want a potential buyer turning up to find damaged or worn tyres that 
haven’t been previously identified – and they believe that they will need to be replaced). 
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Digital Images & Video 
 

Please note - digital images of the vehicle in question are absolutely essential, and the more the 
better. If a seller really does want to sell their car, then this is what you need. 
 
Any potential buyer (who may not be able to see the car beforehand) needs as many pictures as 
possible so that they can make a real assessment of the vehicle if they’re to make a bid on it.  
 
If the seller is reluctant to take this many pictures, or even a video, then this tells you that they’re 
really not that serious or committed to selling it. 
 
Up to 30 digital images should be taken as well as a 3 minute video. 
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Notes 
 

Detailed time spent now with the seller is absolutely critical. This is the one chance you have of 
obtaining ALL the information you require about the overall history and condition – and ultimately 
authenticity of the vehicle. 
 
Any errors made now, information missed or anything incorrect at this stage could well affect 
everything later on in the transaction. So, take care. 
 
It is your responsibility, whilst working with the seller, that when a buyer turns up to inspect and pay 
for the vehicle, you have ensured that the vehicle is ABSOLUTELY AS DESCRIBED by you.  
 
A buyer will not want to turn up to find something that hasn’t previously been identified or been 
documented.  
 
They will:  

a) be upset, 
b) not want to pay what has previously been agreed. 

 
That is why, once you have compiled all this information, it is then committed in writing (by email) 
back to the seller and they have to confirm back to you that it is correct, and that nothing has been 
missed. 
 
This way, you then have it confirmed in writing (by the seller) that this is a 100% factual statement 
about the history and condition of their vehicle and that if anything is different come the point of sale, 
then this could well affect the price that had previously been agreed.  
 
It is so important that the seller is aware of this – hence why everything always needs to be in 
writing! This way, nothing can be disputed further down the line. 
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Intent to Find a Buyer 
Again, this is covered in more detail in Section 4 of the Business Guide under “What information should I confirm 
back to the sellers?”  
 
Once you have completed your initial conversation with the seller, it is important to confirm back to them everything 
that you have discussed about the vehicle they’re selling and this way there can be no confusion about what was 
said about its condition and history. 
 
Putting everything in writing is very important because you’re confirming everything about the car with the seller 
before you go looking for a buyer for it. It also allows the seller to come back to you with any changes or alterations, 
and it makes the seller aware that this information will be shared with potential buyers and therefore MUST be an 
accurate description of the vehicle’s condition and history if they are to submit a realistic offer for it. 
 
A big part of this of course is the description of the overall condition of the vehicle, both interior and exterior – and 
for example whether there are any minor dings, dents, stone chips, chips in the windscreen, marks on the carpet, 
any tears – indeed every single point that can be noted.  
 
Then you also confirm the details of the vehicle’s service history, and the condition of the wheels and the tyres 
which are particularly important. 
 
In other words, make sure that everything you have noted from the ‘Enquiry Form’ is included here so that 
everything is in writing and there can be no come back in terms of everything about the vehicle. 
 
Ideally you would email this information to the seller, but if they don’t have an email address then post them a copy 
in the mail. Ask them to confirm everything back to you. 
 
See details on the next page… 
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Intent to Find a Buyer 
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Car - Sales Confirmation 
This form is for your own internal records and when you have found a buyer for each vehicle. 
 
It allows you to maintain a documentary record of every vehicle that you sell, and it can be used to check / confirm 
the basic details of the car as well as the owner / seller of the vehicle. 
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Sales Confirmation – Buyer (Dealer) 
This is the documentation that will go out to dealers to confirm the cars that they are purchasing through you. This 
should include: 
 

1. Full details of the vehicle itself 
2. Full name, address and contact details of the seller 
3. All price information, including: 

a. The purchase price that the dealer is paying 
b. Outstanding finance (where applicable) 
c. The amount owed to the seller 
d. The balance payable (as commission) to you 

4. Do not forget to include VAT if it’s applicable to your business. 
 
And, you must ensure that all your documentation prominently displays and highlights all the 
information about what you need the buyer to do re: their appraisal of the car when they arrive to inspect, 
pay for and collect it. 
 
This is absolutely essential as you must ensure that the buyer (or his representative) conducts a reasonably 
thorough inspection of the car, and then calls you if there are any irregularities. 
 
The last thing you want is for the buyer (or his representative) to collect and pay for the car, take it back to their 
dealership, then inspect it and finally call you with the news that two tyres need to be replaced, four wheels (and 
not two as originally described) need to be refurbished, and there’s a scratch on one panel which will need re-
painting. 
 
If these faults are not picked up before the car is driven away from the seller, then often you will not have a leg to 
stand on, and you will probably lose your commission. 
 
You are now the only person in this whole transaction who has not seen the vehicle, so you need to protect not 
only yourself but also your credibility. 
 
This starts with your initial conversations with the seller to ensure that the car really is accurately and correctly 
described in your original documentation.  
 
Your paperwork must detail everything in writing - that you have not seen the vehicle and that it should be 
inspected in detail before the transaction is completed. This is your only safeguard. 
 
So, ensure that you are protected, and that the sale is protected (as we have said above) by making sure that the 
buyer (or his representative) does conduct a reasonably thorough inspection of the vehicle before any money is 
handed over and the transaction is concluded.  
 
Your paperwork should also state that if there are any discrepancies in the vehicle on inspection then you should 
be called in order to discuss this with the owner and re-negotiate the price as required in order to ‘broker’ a deal 
to everyone’s satisfaction, and primarily yours. 
 
If you are working with a new buyer, then make sure that they understand this and go through the process with 
them. Don’t assume that because you have written all this on your paperwork, that they have actually read it. 
Often they won’t. All they have bothered to read is the financial part, and where the car is. They’re not bothered 
with the small print. 
 
However, you are. It’s your livelihood, so make sure they are aware of everything.   
 
So, once you have completed this document, either fax or email it to the buyer (dealership). Fax is often better 
because you know that a ‘hard’ copy is going to arrive at the dealership and will be picked up immediately by 
someone there.  
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Contract of Sale - Seller 
This is the documentation that will go out to the seller that confirms (in writing) the details of the transaction in full, 
and confirms everything about the car that they have gone through with you, including the detailed description 
about the condition of the vehicle etc.  
 
This document is absolutely critical, and needs to spell out in no uncertain terms that the price you have agreed 
with the seller is entirely based on the description they have given you about the overall condition of the vehicle.  
 
This document reconfirms all the details that you originally confirmed to the seller when you first contacted them 
about the vehicle, and will now give you the chance to update this with any additional information to ensure that 
everything is 100% correct. 
 
You MUST emphasise that if any discrepancies are found when the buyer arrives, then the previously agreed price 
may need to be re-negotiated if any faults are found that you were previously unaware of. 
 
Also, you need to protect yourself in case the seller should be approached by another potential buyer who might 
possibly offer more for the vehicle. This can sometimes happen if there is a delay between the sale being agreed 
and the dealer collecting the car. Although dealers will try to collect the vehicle asap, sometimes delays can occur 
and if the seller gets nervous or perhaps receives a better offer for his car, then you need to ensure that you are 
protected. 
 
The seller needs to be made aware (through this ‘Contract of Sale’) that they have entered into this agreement 
voluntarily and that if they should subsequently sell their car to someone else before the transaction is completed, 
then they will be charged for all costs incurred to date. 
 
The seller needs to be made aware that the dealer will start to incur expenses in organising the collection of the 
vehicle, arranging a banker’s draft, arranging drivers etc, and the seller must be made aware that these costs may 
be passed on if he decides to pull out of the transaction before the car is collected. 
   
The seller should sign this document and send it back to you, confirming everything about the transaction. This 
way, if there is any discrepancy with the vehicle when the buyer arrives to collect it, there can be no 
misunderstanding about “You said this, or you said that”. It’s all in black and white, so there should be no 
contentious issues to contend with. 
 
Of course, not everyone will sign and send this back. You need to consider how you might want to handle this, i.e. 
whether you should insist on this document being signed and returned, or wait to see if problems occur when the 
car is collected. 
 
Either way, it is an accurate and detailed record of the transaction – because the seller cannot refute what is 
detailed here.  
 
  



 
 

 

28 

Documentation Guide 

 
 

 
 



 
 

 

29 

Documentation Guide 



 
 

 

30 

Documentation Guide 



 
 

 

31 

Documentation Guide 
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Invoices – To Dealer 
This is the document that goes to the dealer once the car has been collected because you now want to invoice the 
dealer, requesting payment for your commission for ‘brokering’ the deal. 
 
You can either go to the expense of having your blank invoices printed as proper stationery, or put your own 
together fairly simply, together with your own logo if you have one. 
 
The quickest way to send the invoice to the dealer is to fax it across, or if you haven’t got a fax then to email it. Fax 
is always better because you know that a ‘hard copy’ of the invoice will have arrived at the dealership in question. 
 
If you are VAT registered, don’t forget to add VAT to your commission at the appropriate rate (20% being the 
current rate). Obviously if you are not VAT registered, or operating as a sole trader for example then clearly you do 
not need to charge any VAT. 
 
Payment Terms – Stating 7 or 14 days is entirely appropriate in this situation. 
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Statements 
There is no real need to produce statements, but if you are selling quite a few cars to just one dealer, you might 
want to do this to make sure they are aware of the outstanding monies due to you. 
 
As with invoices, you can either go to the expense of having your blank statements printed as proper stationery, or 
put your own together fairly simply, together with your own logo if you have one. 
 

Emails / Faxes  
Emails are obviously the easiest, cheapest and quickest way for you to send out sales confirmations, invoices etc 
to both sellers and buyers.  
 
Some dealers may still use faxes, rather than email. But these are possibly only smaller independents. 
 
Only resort to post is you absolutely have to. 
 

Internal Sales Records 
This is an essential part of your administration as it should allow you to accumulate your records for compiling 
details of all the cars that you are working with, together with those that have been sold and also those that you 
haven’t sold. 
 
Using a spreadsheet (Excel or other) is by far the easiest and most efficient way of compiling and maintaining your 
day-to-day records of all the vehicles you are working with and selling. 
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