
 

ARCHIVED FILE/DOCUMENT RETRIEVAL REQUEST FORM 
 

Our ref (if any on previous correspondence) : 

Your Details 

Client Full Name 

 

Current address 

 

Contact details 

Home: 

Mobile: 

Email: 

Property and Transaction Details 

Property Address this request relates to: 

 

Type of Transaction (i.e Sale, Purchase, Lease extension): 

 

Estimated date of completion (DD/MM/YYYY) 

Date: 



Reason for File Retrieval 

What do you require from your file? 

 

Please explain the reason for this file retrieval request? 

 

Do you intend on sharing this information with other parties (if so, please specify the 
name/area of expertise of the party) 

 

How would you prefer documentation to be returned to you should we be able to retrieve your 
file? 

▢  Digital copy via email ▢ Hard Copy via post 

FILE RETRIEVAL PROCESS 

1. Please return your completed for to request@nfl-legal.co.uk  Once we have received this 
completed form and approved the file retrieval, we will request your file from our off-site 
storage facility. Please note that a file typically takes 6-8 weeks to be returned to our 
offices. This is dependent on the storage facility’s volume of requests among other 
factors. Please refrain from contacting us during this time. 

2. We require the sum of £150 PLUS VAT to be transferred to us to retrieve the file. Please 
contact our offices for our bank details. We will send the bank details over to you 
securely, on a separate email once we know we can assist you with your request.  There 
may be additional copying and scanning charges which we will advise you of once the file 
has been retrieved and reviewed. Please note that if you require copies of 
planning/building regulation documents for a property then these are almost always 
available direct from a local authority at no cost and downloadable immediately via 
their website. 

mailto:request@nfl-legal.co.uk


3. Once this sum is received and the file retrieved, the file will be reviewed by our Head of 
Legal Practice before this can be released to you so as to protect other parties to the 
transaction. There is no obligation on us to provide documents you have requested. 

4. Copies of your file/documentation will be made where appropriate and returned to you 
by your specified preferred method stated in this form. 

5. We will need to ask security questions and obtain identification evidence from you before 
we are able to release any documentation. 

6. You will only ever receive a copy of documentation. We have to retain the original due to 
our regulatory requirements. 

 
STORAGE PERIODS 

It is important to note that your file may have been destroyed if the storage period has exceeded. 
 

From 2017 : We store the following files for the storage period mentioned below. Please note 
this would have been stated in our completion/final letter to you: 

 
 
 
 
 
 
 
 

Before 2017: We store the following files for the storage period mentioned below: 
 
 
 
 
 
 
 
 

** Deeds are likely to have been returned to the relevant party upon completion 
(Buyer/Seller/Lender etc.). However, in circumstances where Deeds have been stored by NFL 
Legal Limited, these will obviously fall outside of the storage periods mentioned above. This 
database will also be searched after you have submitted the file retrieval request. 

 

Transaction Type Storage period 
Abortive Transaction 6 Years 
Commercial Transaction 15 Years 
Lease Extension 15 Years 
Residential Purchase 15 Years 
Residential Sale 6 Years 

 

Transaction Type Storage period 
Abortive Transaction 6 Years 
Commercial Transaction 12 Years 
Lease Extension 12 Years 
Residential Purchase 12 Years 
Residential Sale 6 Years 

 


