SERVICE CHARGE GUIDE
County Court speaking note
HOW TO USE THIS TEMPLATE — DELETE THIS OPENING GUIDE BEFORE SENDING, SERVING OR FILING
Prepare a concise route through the issues, evidence and outcome sought for a small-claim hearing.
	Use this when
	Do not use this when

	You need an oral prompt based on already-filed statements and evidence.
	Do not introduce new evidence or arguments contrary to directions, read it as a script regardless of the judge’s questions, or include mediation communications.



Before you start
The latest County Court order or issuing-service instructions, including the deadline, format and service method.
The claim number and exact legal names of the parties.
The source documents, amounts and evidence references needed to complete the body.
Complete it in this order
1. Read the latest directions, order or online-service instructions. They take priority over this template.
2. Save a working copy. Replace every yellow [ENTER …] placeholder and deal with every [DELETE IF NOT APPLICABLE …] instruction.
3. Complete the body from the source documents and use neutral, specific language.
4. Check every date, amount, name, exhibit and page reference against the source document; do not rely on memory.
5. Delete this opening guide and every drafting note. Export or print the clean body only if that is what the recipient requires.
Miniature completed example
Example completed entry: ‘Issue: [specific issue]. Evidence: document A12, page 34. Action: [specific next step and date].’
Final accuracy, privacy, filing and service check
Accuracy: names, property, dates, amounts and cross-references match the source records.
Privacy: remove signatures, bank details, private addresses and unrelated personal material unless they are required.
Clean copy: remove this guide, yellow highlighting, drafting notes and unused alternatives.
Court requirements: check the current order, form or issuing-service instructions and any live word or character limit.
Claim basis: the parties, material facts, legal basis, calculation and remedy are consistent across the documents.
Filing and service: use the required method by the deadline and retain the exact filed and served copies.
Official sources and review date
Practice Direction 32: https://www.justice.gov.uk/courts/procedure-rules/civil/rules/part32/pd_part32
CPR Part 27 and Practice Direction 27A: https://www.justice.gov.uk/courts/procedure-rules/civil/rules/part27
Legal content reviewed: 27 August 2026. Recheck the sources and any case-specific directions before use.
Legal information, not advice. This template cannot select the correct party, remedy, evidence or legal basis for your case.


County Court speaking note
	Claim number
	Parties
	Hearing

	[ENTER]
	[ENTER CLAIMANT v DEFENDANT]
	[ENTER DATE / VENUE / FORMAT]



One-minute opening
This claim concerns [ENTER SHORT LEGAL BASIS AND SUM]. The central issues are [ENTER NO MORE THAN THREE]. The claimant relies on [ENTER KEY DOCUMENTS / WITNESS STATEMENT PARAGRAPHS] and seeks [ENTER EXACT ORDER].
Route through the issues
	Issue
	Short answer
	Evidence / paragraph
	What I ask the judge to decide

	[ENTER]
	[ENTER]
	[ENTER]
	[ENTER]



Calculation
Principal: £[ENTER] — source: [ENTER].
Interest: £[ENTER] to [ENTER DATE] at [ENTER BASIS / RATE].
Court fee and other recoverable amount: £[ENTER].
Total sought today: £[ENTER].
Questions and closing
Questions from the judge: [ENTER LIVE NOTES].
Closing request: [ENTER ORDER, PAYMENT DATE, INTEREST AND COSTS POSITION].





