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Expert advice on the most cost-effective debt recovery process for you.

The vast experience of our in-house debt recovery team and our licensed and certified bailiff is key to ensuring a fast and positive outcome 
to your debt situation. Our experts will review your situation and advise you on what is likely to be the most cost-effective route to recover 
unpaid rent, the likelihood of a successful repayment and rough timescales for the process. Prices below are subject to VAT and mandatory 
court fees will be applied for small claims.

Pre-Court Letter: From £39.00
This letter will show your tenants how serious you are about collecting what is owed to you. This is a formal letter outlining the 
money owed and states payment needs to be made in full within 7 days before Enforcement of Judgment (CCJ) or small claims 
proceedings are issued, or a notice seeking possession is served. We also offer letters for access, pre-action protocol, antisocial 
behaviour, damage, and other issues.

Practice Direction Pre-Action Conduct Letter: From £159.00
Sent in accordance with the Practice Direction Pre-Action Conduct and Protocols (the ‘Practice Direction’), this letter will show your 
tenant/debtor how serious you are about collecting what’s owed to you. This is a formal letter outlining the money owed, setting 
out the particulars of a potential claim, stating payment needs to be made in full or a payment arrangement made within 14 days 
before small claims proceedings are instigated. This letter will also be used to demonstrate that you have tried to work with the 
tenant before taking further action.

Residential/Other Trace Services: From £69.00
If you don’t know where the tenant is currently residing, we have access to internal and third party systems which are more robust 
than electoral roll tracing. Combined with our investigative experience we have very high rates of success with results returned 
anywhere between 7 to 14 days. However, some traces can take longer depending on the tenants, credit history and time spent in 
the UK.  

Small Claim Proceedings: From £339.00                   
If you have not been awarded a Judgment (CCJ) for money owed, we can apply to the County Court for Judgment to enforce the 
debt up to the value of £10,000. Once a CCJ is registered against the tenant, not only will this have a negative effect on their credit 
status it will allow you to enforce collection of the debt for up to 6 years.

Attachment to Earnings Order (AOE): £399.00
If you have a Judgment (CCJ) against the tenant then an AOE could help you to recover the debt quicker. An attachment of earnings 
order instructs the debtors employer to deduct money from their wages to pay back the debt. The employer is obliged to comply and 
will send the payments directly to the court who will send the money on to you. An AOE cannot be applied for if the debtor is self-
employed, unemployed or in the Army, Airforce or Navy. 

High Court Writ of Control (Writ) < £5000 Debt     £399 >£5000 Debt   £499   
A writ commands that a High Court Enforcement Officer (HCO) can take control and/or sell enough of a debtor’s goods in order to 
obtain the funds to satisfy the CCJ. HCO’s have more enforcement powers than County Court Bailiffs and can access the property 
or seize cars and tools, stock and money. With self-employed they can still be pursued. However, employment related tools and 
equipment to the value of £1,200 are protected, above this figure they can be seized along with personal belongings or vehicles 
pertaining to the self-employed status. 

Debt recovery  
Instruction form
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Debtor Information - This information below must be completed 

Amount Owed £

Debtor/Tenant Name/s

Debtor/Tenant Email Debtor/Tenant Phone No

Debtor/Tenant D.O.B Debtor NI Number

Tenancy Address

Last Known Address

Current Address

Employer Name

Landlord Information - This information below must be completed 

Landlord Name

Landlord Address Postcode

Landlord Email Landlord Contact No

Agent Name Agent Contact No

Agent Email 

Our Terms

You should read these terms and conditions carefully and sign where required. Ensuring that all information supplied is correct as 
this will form the foundation of your case. The claimant must complete this instruction form before the matter can be processed 
and issued. Without your acceptance to these terms and conditions LegalforLandlords are unable to assist in the application. 

LegalforLandlords are not solicitors and therefore are not on the court file as acting on your behalf. Instead we assist you in your 
claim and court documents may be sent directly to you the Claimant and not LegalforLandlords, therefore it is your responsibility to 
notify our Compliance Team of any changes, or updates to your case. We do however work with a panel of solicitors when preparing 
your claim. 

Application & Processes

1. On receipt of a completed instruction form and all requested documentation, LegalforLandlords process department will assess 
your documents. We will contact you, or your agent, if necessary, for further evidence in support of your claim. We will start our 
due diligence checks within 5 working days of payment being made. In order to draft and issue a Claim against a debtor we 
require full evidence and a detailed breakdown of the claim

• Tenancy agreement

• Inventories if Repair and Restoration costs are to be claimed

• Guarantor agreement if applicable

• Rent Schedule if arrears to be claimed

• Invoices including repair costs, Administration Costs and Trace fees.

2. A submission to court will only be made once our advisors are satisfied that the documentation is likely to lead to a successful 
application. All relevant papers will be filed with the relevant court and served on the defendant. We will confirm the outcome of 
small claims proceedings within 30 days from submission to court. 

3. Should you receive any information from the Debtor/Tenant/Court it is your responsibility to inform LegalforLandlords immediately 
and forward a copy of all documents to be reviewed. 

4. A defence and/or a counterclaim may be filed by the tenant. On sight of such a document we will review the information and 
provide initial advice. Please note that if a reply to the defence or counterclaim, or a supplementary witness statement is 
considered necessary and you instruct us to draft, file and serve such documents a second fee will be sought as this service is 
not covered by the fixed fee policy. 

5. LegalforLandlords will provide you with updates as and when they are received from the Courts or our partners. You do not 
need to contact us to request an update these will be sent to you proactively. If you do require an update or want to send us any 
additional information  then please email the compliance Team legalprocess@legalforlandlords.co.uk. We will reserve the right to 
charge for any response to unnecessary communication. 



LegalforLandlords Ltd
632-634 Birchwood Boulevard
Fountain Court, Warrington
Cheshire, WA3 7QU

t 0344 567 4001
e legalsales@legalforlandlords.co.uk
www.legalforlandlords.co.uk

LegalforLandlords are authorised and regulated by the FCA.
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Additional Fees/Unsuccessful Applications 

The vast majority of the claims we assist with are successful at the initial hearing and the price you pay covers includes, the court 
application and paperwork. However, there are some cases whereby the Judge may adjourn the court hearing and additional costs 
will apply. This will usually be based on a defence filed by the debtor LegalforLandlords are unable to guarantee that an order for 
Judgment will be obtained and cannot take responsibility for the Judge’s decision. We are also unbale to guarantee that a debtor 
will leave an audit trail to allow for a trace to be successfully completed. Refund Policy 

LegalforLandlords operate a strict refund policy. If an application to court has been made or a transfer request to one of our 
partners, then no refund will be issued.  If an application has not been sent to court, consideration of a part refund minus a 
variable administration fee (dependant on the action we have taken) may apply. Traces & Pre-Court Letters will not be refunded 
unless LegalforLandlords are deemed to be at fault in any way. Refunds will be actioned in accordance with our refund procedure 
and returned to you within 28 days.

Conditions 

Please ensure you review the below carefully. The below information will be used for communication purposes and therefore must 
be correct at the time of completion.

Your declaration and instructions to LegalforLandlords 

I/we accept that the information provided within will form the basis of instruction for LegalforLandlords to issue Court Instructions 
or start debt recovery. The content of which may also be used with the signature provided to produce Certificates of Service and 
Witness Statements. 

I/we confirm that information I have provided is accurate and factually correct and agree that if it is found information to have been 
withheld or incorrectly provided that this could invalidate any Legal Notice or Instruction and/or delay and change the outcome of 
the case through no fault of LegalforLandlords. 

I/we agree to the use of any evidence to be used by LegalforLandlords in preparation for the case and that we or a representative 
on our behalf should attend court. If no one attended this is against LegalforLandlords advice.

I/we accept that the approach to instruction may change if LegalforLandlords identify any additional risk or concerns as further due 
diligence checks are carried out. We accept that whilst this may delay matters, LegalforLandlords will be taking the best course of 
action for the Landlord. However, if LegalforLandlords are instructed by us to continue against their recommendations, we accept 
the risk that the case my get adjourned/or dismissed. 

I/we accept LegalforLandlords Terms of Business & Price List and understand that at times there may be extra work involved which 
is outside of the normal remit of our instruction which may incur an additional charge. Payment is required in advance of services 
provided with refunds subject to a deduction of an administration fee.

I/we accept LegalforLandlords cannot be held accountable for the timescales of 3rd parties such as the County Court, Bailiffs/
Enforcement Officers or the outcome and actions of these 3rd parties. We are aware that the tenant may submit a defence to small 
claims proceedings of which the Judge will make a decision to continue proceedings or adjourn or dismiss. This decision will be 
outside the control of LegalforLandlords. 

I am the Landlord/Landlord’s Agent with full authority to sign this form  

Date:

Signature:

Signing this form: You can you use this icon in the tool bar to create a digital version of your signature 
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