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Small Claims Court
If you find yourself in the unfortunate position of being owed money

then there are a number of procedures that you need to follow.

It is important that you give the person or company that owes you money time to pay.
Presumably the ‘Terms of Payment’ would have been agreed at the time of booking and
would have been included in your contract.

Once the payment date has passed then you should try telephoning the client and ascertain
as to whether or not there is a problem. Assuming that there is no problem agree to accept
payment.

If you still do not receive payment in a few days you will need to send a polite letter
requesting payment and refer to what the outstanding amount relates to. If you have an
invoice or contract send a photo copy with the letter. You will need to allow 7 - 14 days for
the receipt of payment.

If, following your letter, payment is still not received then you will need to send a second
letter. In this letter, refer to your previous letter and state that if you do not receive payment
within 14 days you will seek payment through the Small Claims Court. Also state that should
the matter go to court you will seek costs. Again enclose copies of your previous letter,
invoice and contract. Send this letter recorded delivery.

If you then need to seek payment through the small claims court there are two ways you can
do this:

1) you can file the papers at your local County Court

2) on line

The online system is easy to use and you can find the necessary forms at
www.moneyclaim.gov.uk.

On entering the site click on ‘Claimant’ and then follow the instruction. You will need to
register. You can then complete the claim form.

Using either method there will be a fee for filing the claim. The fee will depend on the amount
you are claiming. You also need to be aware that should you receive a judgement and the
client still does not pay, you may have additional costs to implement the judgement.

The ‘Money claim’ system is currently being revamped and full details can be seen at the site.
You used to be able to print off forms prior to logging but this is now not available
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