SERVICE CHARGE GUIDE
Judgment and payment record
HOW TO USE THIS TEMPLATE — DELETE THIS OPENING GUIDE BEFORE SENDING, SERVING OR FILING
Record the sealed order, payment terms, requests, cleared receipts and any remaining balance in one auditable document.
	Use this when
	Do not use this when

	A County Court judgment or order has been made and you need to track whether it is satisfied.
	Do not treat an expected transfer as cleared payment, add interest without checking the order/rules, or begin enforcement before the payment date.



Before you start
The decision, order, account or other source record this document will summarise.
The amounts, payment records and dates 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.
Source record: every entry can be traced to the sealed order, decision, receipt or other identified document.
Next step: check any deadline, balance or proposed action against current official instructions.
Official sources and review date
CPR Part 70: https://www.justice.gov.uk/courts/procedure-rules/civil/rules/part70
Enforce a judgment: https://www.gov.uk/make-court-claim-for-money/enforce-a-judgment
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.


Judgment and payment record
	Court
	Claim number
	Order date
	Payment due

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



Amounts ordered
	Component
	Amount
	Order paragraph / basis

	Principal
	£[ENTER]
	[ENTER]

	Interest
	£[ENTER]
	[ENTER]

	Court fee / costs
	£[ENTER]
	[ENTER]

	Total due
	£[ENTER]
	[ENTER]



Payment request and receipt
	Date
	Event
	Method / reference
	Amount
	Evidence kept

	[ENTER]
	Payment request sent
	[ENTER]
	£[ENTER]
	[ENTER]

	[ENTER]
	Funds cleared
	[ENTER]
	£[ENTER]
	[ENTER]



Balance and closure
Total received: £[ENTER]. Remaining balance: £[ENTER]. Judgment recorded as [ENTER SATISFIED / PARTLY SATISFIED / UNSATISFIED] on [ENTER DATE]. Further action: [ENTER / NONE].





