
' Notes for defendant on replying to the claim form
Please read these notes carefu y - they wi[ help you decide what to do about this ctaim.

Further information may be obtained from the court in a sedei of free leaflets
' lf thrs claim form was received with the particutars of claim completed or attached. you must reply within l4
days of the date it was served on you. lf the words 'particulars of claim to follow' are written in the particulars
of claim box, you sho!ld not repry until after you are served with the particulars of craim (which shourd be no
more than 14 days after you received the claim form). lf the claim was sent by post, the date of service is taken
as the_second day after posting (see post mark). lf the claim form was deliveied or left at your address, the
date of seryice will be the day aftef it was delivered.

. You may eitherl
. pay the total amount i_e. the amount claimed, the cou( fee, and solicitor,s costs (if any)
, admit that you owe all or part of the claim and ask for time to pav or
. dispute the claim

. lf you do not reply, judgment may be ente.ed against you.

. The notes below tell you what to do.
' The response pack will tell you which forms to use for your rcply. (The pack will accompany the particulars of
claim ifthey are served after the clajm form).

' court staff can help you complete the forms of reply and tell you about court prccedures- But they cannot give
legal advice. lf you need legal advice, for example about the likely success of disputing the claim, you sho-utd
contact a solicitor or a Citizens Advice Bufeau immediately.
Registration of Judgments: lf this claim resutts in a judgment against you, details wilt be entered in a public
register, the Register of Judgments, oders and Fines. They will then be passed to credit reference agencies
which will then supply them to credit grantors and others seeking information on your financjal standi;g. This
will make it difficult for you to get credit. A list of credit reference agencies is available from Registry Trust
Ltd, 1731175 Cleveland Stfeet, London WIT 6eR.
Costs and Interest Addilional costs and interest may be added to the amount claimed on the front ofthe claim
form. ifjudgmenl is entered against you. In a county court, ifjudgment is for €5,ooo or more, or is in respect of
a debt which attracts contractual or statutory interest for latqpatment, the claimant may be entifled to further
inlerest.

:'

Do not bring any payments to the court - they will not
be accepted.
When making payments to the claimant, quote the
claamant's reference (if any) and the claim numDer.
Make sure that you keep records and can account
for any payments made. Proof may be required if
there is any disagreement. lt is not safe to send cash
unless you use registered post.

Admitting the Claim
Claim for specified amount
lf you admit allthe claim, take or send the money,
including the court fee, any interest and costs, to the
claimant at the address given tor payment on the
claim form, within '14 days.

lf you admit all the claim and you are asking for
time to pay, complete Form NgA and send jt to the
claimant at the address given for payment on the
claim form, within 14 days. The claimant wilt decide
whether to accept your proposalfor payment. lf it
is accepted, the claimant may request the court to
enterjudgment againstyou and you wil l be sent an
order to pay. lfyour offer is lqtaccepted, the court
wlll decide how you shoulC pay.

Form NgA aruLForm N9B (see'Disputing the Claim,
overlea0 and send them to the court within 14 davs.
The claimant wil ldecide whether to accept your part
admission. lf it is accepted, the claimant may request
the court to enterjudgment against you and the court
will send you an order to pay. lf your part admission
is lqt accepted, the case will proceed as a defended
clarm.
Claim for unsDecified amount
lf you admit liability for the whole claim but do
not make an offer to satisfy the claim, complete
Form NgC and send it to the court within 14 days. A
copy will be sent to the claimant who may request
the court to enterjudgment against you for an
amount to be decided by the court, and costs. The
court will enterjudgment and refer the court file to a
judge for directions for management of the case. You
and the claimant will be sent a copy ofthe couns
.order.

.lf you admit l iabil i ty for the claim and ofter an
amount of money to satisfy the claim, complete
Form NgC and send it to the court within 14 davs.
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The claimant wil l be sent a copv and asked if the
offer is acceptable. The claimant must reply to
the court within 14 days and send you a copy_ lf a
reply is not received, the claim will be stayed. lf the
amount you have offered is accepted -
. the claimant may request the court to enter

ludgment against you for that amount.
. if you have requested time to pay which is not

accepted by the claimant, the rate of payment will
be decided by the court.

lf your offer in satisfaction is not accepted -
. the claimant may request the court to enter

ludgment against you for an amount to be decided
by the court, and costs: and

. the court will enter judgment and refer the court
file to a judge for directions for management of the
case. You and the claimant will be sent a coov of
the court's order.

and send them both to the court within 14 days.
The claimant will decide whether to accept your
part admission in satisfaction of the claim (see
under'Admitt ing the Claim - specif ied amount').  l f
the claimant does not accept the amount you have
admitted. the case will oroceed as a defended claim.

lf you dispuie the claim because you have
already paid ii, complete Form NgB and send it
to the court within 14 days. The claimant will have
to decide whether to proceed with the claim or
withdraw it and notify the cou.t and you within 28
days. l f the claimant wishes to proceed, the case
will proceed as a defended claim.

Claim for unspecified amounureturn of goods/
non-money claims

lf you dispute the claim orwish to claim against
the claimant (counterclaim), complete Form NgD
and send it to the court within 14 days.
Personal injuries claims:
lf the claim is for personal injuries and the
claimant has attached a medical report to the
particulars of claim, !n your defence you should
state whether you:
. agree with the report or
. dispute all or part ofthe report and give your

rcasons for doing so or
. neither agree nor dispute the repoai or have no

knowledge of the report
Where you have obtained your own medical report,
you should attach it to your defence.
lf the claim is for personal iniuries and the
claimant has attached a schedule of oast and
future expenses and losses, in your defence you
must state which of the items you:
. agree or
. dispute and supply alternative figures whefe

appropriateor
. neither agree nor dispute or have no knowledge of

Address where notices can be sent
This must be either your solicitor's address, your
own residential or business address in England and
Wales of (if you live elsewhere) some other address
within England and Wales-

Statement of truth
This must be signed by you, by your solicitor or your
litigation fdend, as appropriate.
Where the defendant is a registered company or a
corporation the response must be signed by either
the director. treasurer. secretary. chief executive,
manager or other offlcer ofthe company or (in the
case of a corporation) the mayor, chairman,
president or town clerk

Disputing the claim
lf you are being sued as an individuat for a
specilied amount of money and you dispute the
claim, the claim may be kansfe ed to a local court
r.e. the one nearest to or where you live or carry on
business ifdifferenl from the courl where the claim
was rssued.

lf you need longer than 14 days to prepare your
defence or to ccntest the court's iurisdiction
to try the claim, complete the Acknowledgment of
Service form and send it to the coo( within 14 days.
This will allow you 28 days from the date of serviie
ofthe particulars ofclaim to file your defence
or make an appljcation to contest the court's
jurisdiction. The court will tell the claimant that vour
AcknoMedgment of Service has been received.

lf the case proceeds as a defended claim,
you and the claimant will be sent an Allocation
Questionnaire. You will be told the date by which it
must be returned to the court. The information you
gave on the form will help a judge decide whether
your case should be dealt with in the small claims
track, fast kack or multi-track. After a judge has
considered the completed questionnalres, you will
be sent a notice of allocation setting out the judge's
decision. The notice will tellyou the track to which
the claim has been allocated and what you have
to do to prepare for the hearing or trial. Leaflets
telling you more about the tracks are available
from the court oflice.

Claim for soecified amount
lf you wish to dispute the full amount claimed
or wish to claim againstthe claimant (a
counterclaim), complete Form NgB and send it to
the court within 14 days.
lf you admit part of the claim, complete the
Detence Form NgB Alq the Admission Form NgA
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Please read these notes carefu[y - they wi 

 

herp you decide what to do about this craim, you wi 

 

have rcceived anotice o,f hearing telling you when and where to come lo court with the claim form. A teaflet is available from thecourt oftice about what happens when you come to a court hearing.
. You must reply to the claim form within .j4 days of the date it was served on you. lf the claim form was

' sent by post, the date of service is taken as the second day after posting (see post mark)
. delivered or left at your address, the date ofservice will be the day after tt was detivered
. handed to you personally, the date of servjce willl be the day it was given to you

. You may either
. pay the amount claimed
, admit liability for the claim and offer to make payments to keep the goods
. dispute the claim

. lf you do not reply or attend the hearing, judgement may be entered against you.

. The notes below tell you what to do.

. Court staff can help you complete the forms of feply and tell you about court procedure. But thev
cannot give legal advice. lf you need legal advice, for example about the ljkely success of dispuiing the
claim, you should contact a solicitor or a Citizens Advice Bureau immediately.

Registration of Judgments: lf this claim results in a judgement against you, detaits wj 

 

be entered in apublic fegister' the- Register of Judgments, orders and Fines. Tne/wiI tnln be passeo to credrt referenceagencies which will then supply them to credit grantors and other;seeking informatton on your financialstanding. This will make it difficult for you to get credit. A list of credit ieference agenoes rsavailable from Registry Trust Ltd, .173/175 Ctevetand Street, London W1T 60R.
costs and Interest: Additionar costs and interest may be added to the amount crarmed on the front of the
:l:it fgrT ifjyggrglt is entered against you. In a county court, ifjudgment is for !S,OOO or more, or is inrespect of a debt which attracts contractual or statutory interest fo; la6 payment, the claimant may beentitled to further interesi.

Your response and what happens next
How to pay
Do not bring any payments to the court - they
will not be acceoted.
When making payments to the claimant. quote the
clarmant's reference (if any) and the claim number.
Make sure that you keep recofds and can account tor
any payrents made. Proof may be .equired if there
rs any dtsagreement. lt is not safe to send cash unless
you use registered post.

Admitting the Claim
lf you admit liability for the claim and offer to make
payments in order to keep the goods. Complete
Form Ngu and send it to the court within 14 days.
Remember to keep a copy for yoursell. The court wjll
send a copy of your admission to the claimant and ask
if your offer is acceptable.
lf the claimant accepts your offer and asks the court
to
enterjudgment before the date ofthe hearing, you will
be sent a copy of thejudgment and need not come to
the hearing. lfyou do not hear from the court it is in
your Interests to attend the hearino.
lfyour offer is not accepted, you ;hould attend the
hearing. The court wil l treat your admissron as
evrdence so remember to bring a copy ot your
aomrssron wtth yor, to the hearing.

Disputing the claim
l f  you dispute the claim or wish to claim aginst
the claimant (counterclaim), comptete For; N9D
and send it to the court wilhjn 14 days. Remember
to keep a copy for yourself and to bring it with you
to the hearing. The court will send a copy of your
defence to the claimant. At the heafing the caurt
may make a final order or judgment In the ctaim. lf
the court agrees that you have a valid defence (or
counterclaim), it willtell you and the claimant what
to do to prepare for a future headng. lfyou send
your defence to the court after the 14 days has
expired, and you want to rely on it at the hearing,
the court may take your failure to file il on time into
account when deciding what order to maKe ln
respect of costs.

Statement of truth
This musl be signed by you. by your solicitor or your
Irgaron rleno, as appropriate.
Where the defendant is a registered company or a
corporation the response must be signed by either
tne orrector, treasurer, secretary. chief executive,
manager or other officer ofthe company or (in the
case of a corpofation) the mayor, chairman,
President or town clerk.

N1(FD)conslmer crcdtAci cta'm (04 06)
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Notes for claimant on completing a claim form
Before you begin completing the claim form
' You must think about whether alternative dispute resolution (ADR) is a better way to reach an agreement

before going to court. The leaflet'l\,4aking a claim? - Some questions to ask yourself explains more about
ADR and how you can attempt to settle your claim.

. Please read all of these guidance notes. The notes follow the order in which information is required on the
fofm.

' lf you are filling in the claim form by hand, please use black ink and write in block capitals.
' Copy the completed claim form and the defendant's notes for guidance so that you have one copy for

yourself, one copy for the coud and one copy for each defendant. Send or take the forms to the courl office
with the appropriate fee. The court will tell you how much this is.

. Court staff can help you fill in the claim form and give information about procedure once it has been issued.
But they cannot give legal advice. lf you need legal advice, for example, about the likely success of your
claim or the evidence you need to prove it, you should contact a solicitor or a Citizens Advice Bureau.

Further information may be obtained ftom the court in a series of free leaflets.

Notes on completing the claim form
Heading
You must fill in the heading of the form to indicate
the name of the court where you want the claim to
be issued.

The claimant and defendant
As the person issuing the claim, you are called the'claimant'; the person you arc suing is called the'defendant'. Clajmants who are under'18 years old
(unless otherwise permitted by the court) and
patients within the meaning ofthe Mental Health Act
1983, must have a litigation friend to issue and
conduct court proceedings on their behalf. Court
staff will tell you more about what you need to do if
this applies to you.

Providing information about yourself
and the defendant
full address including postcode
You should provide the full address including
postcode for yourself and the defendant. The
postcode for any address in the United Kingdom
may be obtained free from the Royal MailAddress
Management Guide, or their website at www.
royalmail-com.

lf an address does not have a postcode you will
need to ask thejudge for permission to serve the
claim with this information missing. There is no
additional fee for this, but ifyou omit a postcode
and failto ask permission of thejudge the court wil l
not allow your claim lo be served on the detendant
until you supply the missing postcode or a judge
permits service without it-

You must provide the following information about
yourself and the defendant according to the
capacity in which you are suing and in which the
defendant is being sued.

NrA tu;;r.; Cr;;;;i ioanE J

When suing or being sued as:-
an individual:
You must enter his or her full unabbreviated name
where known, including their first name and any
middle name, their last name and the title by which
she or he is known (i.e. Mr., l\4rs., Ms., Df., etc.) and
rcsidential address (including postcode and
telephone number). Where the defendant is a
proprietor of a business, a partner in a tirm or an
individual sued in the name of a club or other
unincorporated association, the address for service
should be the usual oa last known Dlace of
residence or principal place of business ofthe
company, firm or club or other unincorpofated
association.
Where the individual is:
trading under another name
you must enter his or her full unabbreviated name
where known, and the title by which he or she is
known and the full name under which he or she is
trading, e.g.'Mr. John Smith trading as Smith's
Groceries'.
suing or being sued in a representative capacity
you must say what that capacity is e.g. 'l\4r Joe
Bloggs as the representative of Mrs Sharon Bloggs
(deceased)'.

suing or being sued in the name of a club or
other unincorporated association
add the words 'suing/sued on behalf of followed by
the name ofthe club or other unincorporated
association.
an unincoroorated business - a firm
In the case of a pa{nership (other lhan a limited
liability partnership) you must enter the full name of
the business followed by the suffix 'a firm'.
Enter the name of the firm followed by the wods 'a
firm'e.9. 'Bandbox - a firm'and an address
including postcode for service. This may either be
one ofthe partners rcsidential addresses or the
prjncipal or last known place of business ofthe firm.
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a company registered in England and Wates or a
Limited Liability Partnership
ln the case of a registered company or limited
liability partnership, you must enter the full name of
the company o. partnership followed by the
appropriate suffix, i.e. Ltd, Plc, LLP. You must
provide an address, including postcode whach is
either the company's registered office or any place
ofbusiness in England and Wales that has a real,
or the most, connection with the claim e.g. a shop
where goods were bought.
a corporation (other than a company)
enter the full name of the corporation and any suffix
if appropriate and the address including postcode in
England and Wales which is either its principal
office or any othef place where the corporation
carraes on activities and which has a real connection
with the claim.
an ove6eas company (defined by s744 of the
Companies Act 1985)
You must enter the companys full name and any
suffix if appropriate and address including postcode.
The address must either be the registered address
under s691 ofthe Act or the address of the place of
business having a real, or the most, connection with
the claim.
under 18 write'(a child by l\4r Joe Bloggs his
litagation friend)'after the name. lfthe child is
conducting proceedings on their own behalf write'(a child)'afterthe child's name.
a patient within the meaning ofthe Mental
Health Act 1983write'(by Mr Joe Bloggs his
litigation f end)' after the patienfs name.

Brief details of claim
You must set out underthis heading:
. a concise slatement ofthe nature ofyouf claim
. the remedy you are seeking e.g. payment of

money;

Value
l f  you are claiming a fixed amount of money
(a'specified amount') write the amount in the box at
the bottom right-hand corner ofthe claim form
against'amount claimed'.

lf you arenolclaimjng a fixed amount of money (an
'unspecified amount') under 'Value' write "l expect to
recove/' followed by whichever ofthe following
applies to your claim:

. 'not more than !5.000' or

. 'more than f5,000 but not more than !15,000' or

. 'more than €15.000'

lf you are not able to put a value on your claim,
write'l cannot say how much I expect to recover'.

Pe.sonal injuries
lf vour claim is fof'not more than €5.000'and
includes a claim for pe|sonal injuries. you must also

write'My claim includes a claim for pe.sonal injuries
and the amount I expect to recover as damages for
pain, suffering and loss of amenity is'followed by
either:
. 'not more than €1,000' or
. 'more than €1,000'

Housing dis.epair
lf your claim is for'not more than !5,000'and
includes a claim for housing disrepair relating to
residential premises, you must also write'My claim
includes a claim against my landlord for housing
disrepair relating to residential premises. The cost
of the repairs or other work is estimated to be'
followed by either:
. 'not more than !1,000' or
. 'more than !1,000'

lf within this claim, you are making a claim for
other damages, you must also writel
'l expect to recover as damages' followed by either:
. 'not more than !1,000' or
. 'more than !1,000'

Defendant's name and address
Enter in this box the title, full names, address and
postcode ofthe defendant receiving the claim form
(ie. one claim form tor each defendant). lfthe
defendant is to be served outside England and
Wales, you may need to obtain the courts
permission.

Particulars of claim
You must set out under this heading:
. a concise statement ofthe facts on which you rely
. a statement (if applicable) to the effect that you

are seeking aggravated damages or exemplary
damages

. details of any interest which you are claiming

. any other matters required for your type of claim
as set out in the relevant practice direction

Statement of truth
This must be signed by you, or by your solicitor or
your litigation friend, if appropriate.
Where the claimant is a registefed company or a
corporation the claim must be signed by either the
difector, treasurer, secretary, chief executive,
manager or other officer ofthe company or (in the
case of a corporation) the mayor, chairman,
president or town clerk.

Address for documents
Insert in this box the address at which you wash to
rcceive documents and/or payments, if different
from the address you have already given under the
heading 'Claimant'. The address must be an
England or Wales. lf you afe wil l ing to accept
service by DX, fax or e-mail, add details.
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