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Pre-Action Protocol for Debt Claims
Process and Timescales

Send Letter of Claim (LOC) to debtor before proceedings are commenced. *Enclose:

- Information sheet - Reply form

- Financial Statement Form - Statement of Account

- Summary of Rights and Obligations

Has debtor replied within 30 days?
YES ‘1' \L NO

Does the debtor have a

Debtor has
requested
additional
documents?
e.g. a copy of the
full lease?

Creditor should not
commence pro-
ceedings less than
30 days after provi-
sion of the docu-
ments.
Documents must be
provided within 30
days or creditor
must explain why
they are not availa-

Debtor is seek-
ing debt ad-
vice?

Creditor must
allow debtor a
reasonable time
to obtain
advice before
proceedings are
commenced;
therefore file will
be on hold dur-
ing this time.

Debtor has
requested time
to pay or
proposed a
payment plan?

Revert to the
Managing Agent
to take
instructions to
accept payment
plan or
commence
proceedings

Where agreement cannot be reached, the creditor must give at

Arrears settled
and file closed.

lender?

Approach

mortgage

lender as
appropriate

Pursue via
mortgage
process

Creditor can
commence
proceedings

least 14 days’ notice of intention to commence proceedings and/or
advise the debtor, in writing, that we are approaching their
mortgage lender. In all instances we will consider ADR

*There is no requirement to enclose a copy of the agreement with the letter of claim but it must be made clear to the debtor that a copy of the lease can be
requested from the creditor. We are enclosing an official copy to provide supporting evidence of the parties and date of the agreement
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