SERVICE CHARGE GUIDE
Money-claim readiness checklist
HOW TO USE THIS TEMPLATE — DELETE THIS OPENING GUIDE BEFORE SENDING, SERVING OR FILING
Check that a proposed County Court repayment claim has the correct party, legal basis, amount, pre-action steps and evidence before issue.
	Use this when
	Do not use this when

	You are considering a fresh money claim after reviewing an FTT decision or service-charge account.
	Do not use it to assume CPR 70.5 is available, skip the correct-defendant analysis, or replace the current online-service/form instructions.



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
Pre-Action Conduct: https://www.justice.gov.uk/courts/procedure-rules/civil/rules/pd_pre-action_conduct
Make a money claim: https://www.gov.uk/make-court-claim-for-money
CPR Part 16: https://www.justice.gov.uk/courts/procedure-rules/civil/rules/part16
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.


Money-claim readiness checklist
Claim identity
Claimant’s exact legal name and address for service checked.
Defendant’s exact legal identity and service address checked from current reliable records.
Property, lease and account identifiers match the evidence.
Any limitation issue identified for advice or careful legal review.
Legal and factual basis
The legal basis for repayment is stated—not merely ‘the FTT said so’.
Every FTT finding relied on is identified by decision and paragraph.
Any express payment order is distinguished from a declaratory determination.
Payments, credits, apportionment and later account entries have been reconciled.
Pre-action and ADR
Focused letter before claim sent with amount, basis, key documents and response date.
Response and any disclosure considered.
Reasonable settlement/ADR option considered and recorded.
Proof of sending and receipt retained.
Amount and issue route
Principal schedule independently checked.
Interest basis, rate, dates and daily rate checked; no double counting.
Court fee confirmed on the date of issue.
Current online service or paper form, particulars method and service steps confirmed.
Evidence and filing
Particulars identify parties, material facts, legal basis, amount and remedy.
Statement of truth is current and signed by an authorised person.
Private and irrelevant material removed.
A complete issue copy and service record will be retained.
Decision: [ENTER READY / NOT READY]. Outstanding action: [ENTER]. Owner and date: [ENTER].





