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Fees and Charges Summary 
 

Early Collection  

 

Option 1: Solicitors Demand Letter  

 

Standard Solicitor’s Demand Letter £5 
 

 

Option 2: Telephone Collections  

 

First £1,000 recovered 8% 

Next £1,000 recovered 6% 

Next £3,000 recovered  5% 

Recovery over £5,000 3.5% 

Our fee for a successful recovery is subject to minimum commission of £45 
 

 

Prospects of Recovery check - £30.00 

 

Pre-Action Stage 

 

Debt Value Our fee 

Up to £1000 £50 

Exceeds £1000 but no more than £5000 £100 

Exceeds £5000 but no more than £10,000 £150  

Exceeds £10,000  £200  

Our fee for further work in provoking payment following a Letter Before Action will be charged at 6% of 

monies recovered subject to a minimum commission of £45. 

 

These fees are potentially recoverable.  

 

Legal Proceedings 

 

Issuing a Claim (costs recoverable)  

Debt Value Court fee 

(CCMCC) 

Court fee 

(MCOL) 

Our fee 

Does not exceed £300 £35 £25 £50 

Exceeds £300 but does not exceed £500 £50 £35 £50 

Exceeds £500 but does not exceed £1,000 £70 £60 £70 

Exceeds £1,000 but does not exceed £1,500 £80 £70 £80 

Exceeds £1,500 but does not exceed £3,000 £115 £105 £80 

Exceeds £3,000 but does not exceed £5,000 £205 £185 £80 

Exceeds £5,000 but does not exceed £10,000 £455 £410 £100 

Exceeds £10,000 but does not exceed £50,000 5% of debt value 4.5% of debt value £100 

Please contact us to discuss claims exceeding £50,000 

Our fees for negotiating settlement post-issue will be charged at 8% (plus outlays) of funds recovered 

inclusive of disposing of proceedings by methods such as Consent Order or Tomlin Order. 
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Judgment 

 

Claims with a value of £25 - £4,999 £22 - £55 

Claims with a value exceeding £5,000 £30 - £70 

 

The amount recoverable when requesting Judgment is determined by the Defendant’s response to the Claim 

Form.  

 

Other charges for Court work 

 

Filing and serving Notice of Discontinuance £10 

Filing and serving Notice of Change of Solicitor £10 

Aspects of work which fall outside of the fix prices £120 per hour plus outlays 

 

 

Enforcement 

 

Taking Control of Goods by Warrant/Writ of Control 

 

Debt Value Court fee Our fee Amount recoverable 

£5 - £600 £100 £20 £102.25 

£600 plus £66 £51.75 £117.75 

 

Additional fees will be incurred where we are instructed to re-issue a Warrant of Control or extend a Writ of 

Control.  If enforcement by Writ of Control is ultimately unsuccessful, a Creditor Guaranteed fee of £75 plus 

VAT will be payable to the High Court Enforcement Officers.  

 

Order to Obtain Information from Judgment Debtors 

 

Our fee Court fee Service fee Amount recoverable 

£75 £55 c.£75 £55 

 

If a second hearing is required, service fees will be will be payable again.  

 

Attachment of Earnings 

 

Our fee Court fee Amount recoverable 

£70 £110 £110 

 

We recommend carrying out a Means and Employment search prior to pursuing this option.  

 

Third Party Debt Order 

 

Our fee Court fee Agent’s fee Amount recoverable 

£275 £110 c.£100 £208.50 

 

Charging Order 

 

Our fee Court fee Agent’s fee (if 

applicable) 

Other outlays Amount 

recoverable 

£275 £110 c.£100 c.£43 £263 
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Insolvency proceedings 

 

Bankruptcy  

  

Stage of action Our fee 

Pre-bankruptcy Letter  £10 

Drafting and serving Statutory Demand £100 

Drafting and filing Petition £300 

Conduct of proceedings £400 - £600 

 

Outlays  

Service of Statutory Demand c.£100 

Issue fee £280 

Official Receivers Deposit £990 

Service of Petition c.£100 

Agent’s fee for attending Hearing c.£150 
 

 

 

Winding-Up 

 

Stage of action Our fee 

Pre Winding Up Letter £35 - £100 

Drafting and serving Statutory Demand  £100 

Drafting and filing Petition £300 

Conduct of proceedings £500 - £700 

 

Outlays Our fee 

Company Search c.£25 

Service of Statutory Demand c.£100 

Issue fee £280 

Official Receivers Deposit £1,600 

Service of Petition c.£100 

Advertisement fee c.£50 

Agent’s fee for attending Hearing c.£150 

 

Additional costs may be incurred depending on the way in which the debtor responds to the proceedings and 

will be charged at the standard hourly rate (see over page for more details on the standard hourly rate).  If the 

matter is passed to another fee earner their hourly rate will apply.  If the debtor makes a payment to avoid 

insolvency an amount is recoverable towards the costs and the Official Receiver’s Deposit will be returned. 

 

If a deposit is returned by the Official Receiver following a withdrawal or dismissal of a petition the Official 

Receiver will deduct £50.00 administration fee and return the balance.   
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Tracing debtors 

 

 Agent’s fees Our fees 

Desktop debtor trace £26 - £37 (no results no fee) £15 

Chargeable Investigation £100 - £200 (capped) Standard hourly rate  

Means and Employment search £26 - £37 (no results no fee) £15 

Roythornes in-house search N/A £120 per hour plus outlays 

 

International debt recovery  

 

Claims outside of England and Wales 

 

Scotland & Ireland – Case monitoring and liaising with agents is charged at £100 plus agent’s fees 

EU & Worldwide – Cases charged at standard hourly rate plus agent’s fees.   

 

Instalment monitoring 

 

Where we are instructed to collect and monitor instalments in relation to extended payment arrangements (6 

months plus), we will charge you a commission of 8% of each instalment or £5 per instalment, whichever is the 

greater. 

 

Land registry searches 

 

For obtaining and interpreting information on one property, we charge £25 including the Land Registry fees. 

 

Company searches 

 

Our fee for obtaining details of registered Company Directors is £10 per company searched. For obtaining and 

interpreting more detailed Companies House information we will charge a fee of £30.00 per company 

searched.  

 

Standard hourly rate 

The standard hourly rate of the Debts Team is £120 per hour. 
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Debt Recovery Price List and User Guide 
 

Before you start… 

 

Don’t wait until your invoices are overdue before your credit control processes begin as 

this can be too late. Credit control should start each time you open a new customer 

account or take any new orders from an existing customer. Before allowing any credit, you 

should be confident that you know who you are trading with, that they know when payment 

is due and that they have the means to pay.  

 

If you would like some guidance on how to apply some simple but effective practices for 

credit control, please do not hesitate to contact us. 

 

Whilst instructing us to pursue a debt has never been easier, we strongly recommend that 

before you instruct us, you take simple steps to verify: 

 

 that there have been no formal insolvency proceedings against the Debtor; 
 

 that the address and phone number that you have for the Debtor is correct; 

 

 that the Debtor is likely to be able to pay (you may wish to carry out a credit 

search), and  
 

 whether the Debtor is the registered owner of the property they occupy. 

 

To get the best available information prior to incurring any significant cost, we recommend 

taking advantage of our Prospects of Recovery Check. Alternatively, we are happy to help 

train your staff to deal with these checks and to help you put in place systems to ensure that 

they are done.  

 

Please be aware that our debt recovery service is designed to deal with debts that will not 

be disputed. If a claim is defended, you may incur additional expense and put yourself at a 

disadvantage by using this service. If you are unsure whether our debt recovery service is 

appropriate for your claim, please call us and we will be happy to advise you. 

 

 

 

 

Leigh White 

Debt Recovery Manager 
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Early Collection  
 
Option 1: Solicitor’s Demand Letter (SDL) 

 

Standard Solicitor’s Demand Letter £5 

 
 

Instructing us to send an SDL cannot be easier.  Simply log on to the Roythornes Matter Tracker, 

enter the details of the debt and click “Create.” If we receive your instructions before 3pm, the 

letter can be posted the same day. An example of our SDL can be found in Appendix 1.  

 

You will receive an automated email on the expiry of the SDL. The automated email is our way of 

seeking your further instructions once time to pay has expired. This automated email will also 

contain details of the information that we require should you wish for us to proceed.    

 

Where you ask us undertake further work in negotiating payment arrangements or settlement 

agreements following an SDL, our fees will be charged at 6% of any funds recovered.   

 

The SDL fee of £5 is waived if you subsequently instruct us to proceed with the Pre-Action Stage, 

effectively giving rise to a FREE demand letter service. 
 

Option 2: Telephone Collections  

 
An alternative options to sending an SDL is our Telephone Collections. In return for a commission 

on the money we recover, we will send a series of letters and make a number of telephone calls to 

the Debtor in attempts to provoke payment. Once instructed to undertake telephone collections, 

we will continue until we have recovered the full amount owed to you, believe that you have no 

choice but to consider progressing the matter to the Pre-Action Stage or reach a stage where the 

prospects of recovery are not sufficiently strong to warrant further action.  

 
Unless we agree otherwise in writing, we will charge you a fee based on the amount of money 

recovered using the following scale of commission: 

 

First £1,000 recovered 8% 

Next £1,000 recovered 6% 

Next £3,000 recovered  5% 

Recovery over £5,000 3.5% 

Our fee for a successful recovery is subject to minimum commission of £45 
 

 

Where we are instructed to close a telephone collections file whilst we still believe that there are 

prospects to recover the sum owed to you, this will be treated as a successful recovery and our 

commission will be charged accordingly.  
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Prospects of Recovery Check 

 
For a fee of £30.00 plus outlays, we will carry out a Company Check and obtain information from 

sources such as Companies House, the Land Registry, the Individual Insolvency Register and the 

Electoral Roll in order to give you a better idea of the debtor’s circumstances. This will help 

determine the best course of action and the likelihood of a successful recovery.  

 

Your right to interest, compensation and pre-action costs  

 
There are three ways in which you may be entitled to claim interest on an unpaid debt: 

 

Contractual Interest 

 

If your contractual terms provide that you are entitled to interest at a certain rate, then you are 

bound by those terms. This is the same whether you have a particular contract, which covers the 

debt in question, or general terms and conditions that apply.  

We ask that you provide us with a copy of your terms and conditions so that we can check the 

interest provisions.  

County Courts Act 1984 

Section 69 of the County Courts Act entitles all claimants to include a claim for interest at 8% per 

annum when they issue proceedings. There is no right to this type of interest unless, and until, a 

claim is issued.  

Late Payment of Commercial Debts (Interest) Act 1998 

 
If the debt is owed by a business, in respect of dealings undertaken as part of a commercial 

transaction, you may have a statutory entitlement to: 

 

 charge interest at the rate of 8% above base rate on all debts that are not paid within your 

trading terms; 

 

 charge a fixed sum of between £40 and £100 by way of compensation for late payment for each 

unpaid debt; and 

 

 recover other reasonable costs of recovery (this includes the cost of a Prospect of Recovery 

check and Pre-Action costs) 

 

You do not have to issue proceedings to be entitled to recover these amounts. Your entitlement 

arises as soon as a debt is overdue. You could issue legal proceedings just for the recovery of the 

interest, compensation and recovery fees if you wish to do so.  

 

If you issue an invoice for interest and/or the fixed sum yourselves, and then instruct us to collect 

this as a debt, you must make sure you tell us, so that we do not duplicate your claim. 

 

Your rights to use this legislation is not compulsory. We assume, however, that if you are using our 

services, you would want to recover as much as you can. Therefore, we will always include a claim 

for interest, late payment compensation and recoverable costs for eligible debts, unless you tell us 

you do not want us to.  
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Pre-Action Stage 

 

Debt Value Our fee 

Up to £1000 £50 

Exceeds £1000 but no more than £5000 £100 

Exceeds £5000 but no more than £10,000 £150  

Exceeds £10,000  £200  

Our fee for further work in provoking payment following a Letter Before Action will be charged at 6% of 

monies recovered subject to a minimum commission of £45. 

 
Our Pre-Action Stage consists of a fully compliant Letter Before Action (LBA) and telephone calls in 

attempts to provoke payment or settle your matter without the need for it to progress to legal 

proceedings.  

 

On the expiry of an SDL you will receive an automated email which advises you of the information 

we require to proceed with the Pre-Action Stage.  

 

On receipt of your instructions to proceed with the Pre-Action Stage, we will raise an invoice for 

our fees of between £50 and £200 (as stated above). For this fee we will consider the 

documentation you provide, calculate your full entitlement to interest and other charges then 

prepare and send a fully compliant LBA. The comprehensive LBA will include a demand for interest, 

Late Payment Compensation and the Pre-Action costs, if it is possible to include these charges. 

 

We are now required to allow a debtor 14 days to respond to a LBA. Within this time we do as 

much as possible to provoke payment. 

 

If we are instructed to engage in further correspondence and or telephone calls after the Pre-Action 

stage in order to formalise a payment arrangement, negotiate settlement or monitor instalments for 

a period of up to 6 months, our fees will be charge at 6% of the monies recovered as stated in the 

table above. Where possible, these costs will also be passed on to the debtor.   

 

It is important to comply with the Pre-Action rules. Failing to do so can result in delays, unnecessary 

costs and/or the Court imposing cost sanctions against you.   

 

In the event that we are unable to provoke payment or negotiate settlement throughout our Pre-

Action Stage, we will contact you to seek your instructions to proceed with issuing a Claim. 

 

This year we anticipate the arrival of the Pre-Action Protocol For Debt Claims which will require 

amendments to our Pre-Action Stage when dealing with debts owed by Individuals, Sole Traders and 

Partners. Amongst other things, the current proposals include the need to send the debtor a 

prescribed response pack with the LBA and allow at least 30 days for respond. Watch out for our 

regular updates on this!   
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Legal Proceedings 
  

Issuing a Claim  

 
If you ask us to issue legal proceedings we will issue your claim using Money Claims Online (MCOL) 

where it is possible to do so. By issuing your claim this way, we can pass on to you a discounted rate 

for court fee as shown in the table below and your claim will be issued within two working days 

(claims received by the Court before 4:30pm will be issued the following day). A sample MCOL 

Claim Form is shown in Appendix 2. 

 

Where we are unable to issue your claim using MCOL we will prepare the Claim Form and send it 

to the County Court Money Claim Centre (CCMCC) for issue. If your claim is being issued in the 

CCMCC, it can take up to six days for your claim to be issued. A sample Claim Form is shown in 

Appendix 3.  

Prior to issuing your claim, we will send a copy of a MCOL Summary Report or the CCMCC Claim 

Form and Particulars of Claim for your approval. It is important that you check these details carefully 

for each claim as the smallest error can cause difficulties that may result in your claim failing or 

avoidable costs being incurred. 

 

Once your claim has been issued, the fixed costs details in the table below are recoverable from the 

Defendant.  

Debt Value Court fee 

(CCMCC) 

Court fee 

(MCOL) 

Our fee 

Does not exceed £300 £35 £25 £50 

Exceeds £300 but does not exceed £500 £50 £35 £50 

Exceeds £500 but does not exceed £1,000 £70 £60 £70 

Exceeds £1,000 but does not exceed £1,500 £80 £70 £80 

Exceeds £1,500 but does not exceed £3,000 £115 £105 £80 

Exceeds £3,000 but does not exceed £5,000 £205 £185 £80 

Exceeds £5,000 but does not exceed £10,000 £455 £410 £100 

Exceeds £10,000 but does not exceed £50,000  5% of debt value 4.5% of debt value £100 

Please contact us to discuss claims exceeding £50,000 

Our fees for negotiating settlement post-issue will be charged at 8% of funds recovered inclusive of disposing 

of proceedings by methods such as Consent Order or Tomlin Order. 

 

Unfortunately, once your claim has been sent to the Court we are not permitted to withdraw it.  If 

you receive full payment of the debt before the date that your claim is issued, you will not be able to 

recover the costs of issuing the claim.  

Where we are instructed to engage in settlement negotiations or instructed to take steps to 

implement a payment arrangement post-issue, our fees will be charged at 8% of funds recovered plus 

outlays. For this fee we will also dispose of the proceedings by methods such as Consent Order or 

Tomlin Order where it is appropriate to do so.  
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Statement of Truth 

 

The court rules require that we explain the implications of signing a Statement of Truth to you. All 

Claim Forms must contain a signed Statement of Truth, which verifies that the information set out 

on the Claim Form is correct. As your solicitors, we sign this on your behalf based on your approval 

of the MCOL Summary Report or the Claim Form and Particulars of Claim. If for any reason the 

proceedings contain a false statement, proceedings can be brought against you for Contempt of 

Court. 

 

The Arbitration Act 1996  

 

You cannot issue proceedings if your contract with the Defendant contains an agreement to use 

arbitration to resolve disputes. If you do issue proceedings contrary to a provision in the contract, 

the court proceedings can be frozen until arbitration has taken place and this can result in 

unnecessary costs being incurred. Please check that this does not apply to you before instructing us 

to issue a Claim.  

 

Construction & Engineering Claims 

 

The court rules lay down particular steps that have to be taken by the parties in respect of a 

construction and engineering dispute. The Court can impose penalties on a Claimant who issues 

proceedings before following the appropriate Pre-Action Protocol. If you are aware of any disputed 

issues relating to your claim then it is important that you seek advice from us about this before 

instructing us to commence proceedings. 

 

Discontinuing a Claim 

 

If you decide to withdraw your claim after it has been issued by the court - for example, if a Defence 

is filed and you realise that the Defendant is likely to succeed, or if you simply change your mind 

about pursuing it – a mechanism exists whereby you can discontinue the action simply by filing a 

Notice of Discontinuance. However, it is important to bear in mind that this is treated by the Court 

as an acknowledgement that you will lose your case, and therefore gives the Defendant an automatic 

right to recover any costs that they have incurred to that point. Whilst there can be ways to avoid 

this, it is vital that you make sure you are certain of your grounds for making a claim before you 

embark on legal action.  

 

Other charges for court work 

 

Filing and serving Notice of Discontinuance £10 

Filing and serving Notice of Change of Solicitor £10 

Aspects of work which fall outside of the fix prices £120 per hour plus outlays 
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The Defendant’s response to the Claim Form 

 
Once your claim has been issued, the Court will serve the Claim Form and a response pack to the 

Defendant by first class post. The way in which the matter will then progress will largely be 

determined by the manner in which the defendant chooses to respond. In responding to a claim, the 

Defendant has the following options: 

 

 pay the debt, or make an offer of payment 

 file a Full-Admission with or without an offer of payment 

 file a Part-Admission with or without a defence for the remaining amount 

 file a Defence to your Claim. In this event the file will be referred to our Litigation 

Department who have the expertise in dealing with dispute resolution. 

 file an "Acknowledgement of Service".  

 
Judgment 
 
A Judgment is a formal declaration from the Court ordering the Defendant to pay you. An example 

of a Judgment can be found in Appendix 4. 

 

The amount recoverable when requesting Judgment is determined by the Defendant’s response to 

the Claim Form. Our fee for requesting Judgment is capped at the sum recoverable. Please see the 

table below for further details.    

 

Claims with a value of £25 - £4,999 £22 - £55 

Claims with a value exceeding £5,000 £30 - £70 

 

If the Defendant fails to respond to the claim, you are entitled request Judgment by default. 

 

If the Defendant responds by admitting the amount owed and makes an offer of repayment, you are 

entitled to request Judgment in accordance with the offer if this is an acceptable rate of repayment. If 

the offer of repayment is unacceptable, you are entitled to request Judgment by determination; this 

means the matter will be referred to a Judge to determine an appropriate rate of repayment. 

 

If the Defendant files a Part-Admission and defends the remaining balance, you can request Judgment 

for the amount admitted and either accept this amount is full settlement of the claim or ask the 

Court to commence defence proceedings to deal with the amount in dispute. 

 

If the Defendant responds with a defence, or a defence and counterclaim, you will be referred to our 

litigation department for further assistance. Alternatively, you may wish to save costs and deal with 

the defence proceedings yourself with out guidance.  

 

If an Acknowledgement of Service is filed, the Defendant has an extra 14 days to file a response or 

pay the amount claimed. 

 
The Judgments Register 

 
All Judgments are automatically registered on the Register of Judgments, Orders and Fines. This is a 

public register, access to which is open to all. Credit reference agencies are constantly updating their 

records from the Register, and individuals or businesses with Judgments registered against them will 

find their ability to obtain credit severely affected. This is why the issuing of a claim is a good way to 

place pressure on a debtor to make payment to you.  
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If a Judgment is paid within 30 days, the Defendant is entitled to apply for a Certificate of 

Cancellation, and the entry will be removed from the Register. If paid after that time the Defendant 

can obtain a Certificate of Satisfaction directly from the court. This leaves the entry on the register, 

but it is marked as having been paid. (If the debtor requests a letter from you confirming when 

payment was made then this should be provided). 

 

Setting Aside Judgment 

 
The Defendant has plenty of opportunity to reply to the Claim Form if they wish to defend a claim 

against them, but they will often not do so and will later seek to challenge a Judgment. One common 

reason for challenging a Judgment is that they say they did not receive the Claim Form in time to 

respond, or at all because they had moved house, or were on holiday when it was served, and that 

they would have disputed the claim if given the chance.  

 

There is a mechanism by which a Defendant can apply to have a Judgment set aside. Unless there has 

been some procedural error, it’s not enough for the Defendant to simply claim that they didn’t 

receive the Claim Form; they also have to show that they have a Defence with “reasonable 

prospects of success”.  

 

In order to challenge a Judgment the Defendant has to make an application to the Court and pay a 

fee. The application is dealt with at a hearing at which you are entitled to be present or be 

represented to oppose the application if you wish to do so. We will advise you about the merits of 

any such application. If we feel the Judgment is likely to be set aside, we may advise you to consent. 

This is because, if you oppose an application that is ultimately successful, you may be ordered to pay 

the Defendant’s legal costs. If Judgment is set aside in this way the Defendant is usually given 14 days 

to file their full Defence, and the case continues as a defended action. 

 

We will charge our standard hourly rates for advising on and dealing with Judgment Set Aside 

applications.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 



 

 16 

 

 

Enforcement 
 
The consequences of having a Judgment are often enough to persuade a Debtor to pay.  If not, the 

law provides several methods to "enforce" the Judgment. 

 

It is important to bear in mind that it may not be possible to enforce a Judgment, either because the 

Debtor has no money or assets, or because they deliberately evade enforcement. We will always 

use our best efforts to secure payment but we cannot guarantee success.  

 

The key to successfully enforcing a Judgment is making best use of the information you have about 

the Debtor, rather than taking a “one size fits all” approach. Before instructing us to undertake 

enforcement action, we recommend that you speak to us to discuss the most appropriate method. 

We may be able to suggest a different approach, or a way of discovering more about the Debtor’s 

financial circumstances. 

 

The available methods of enforcement are: 

 

 Taking Control of Goods  

 Order to Obtain Information  

 Attachment of Earnings 

 Third Party Debt Order 

 Charging Order 

 

The Court Rules permit Claimants to use any one of these methods in any order, or more than one 

at a time if you wish to do so.  

 

Insolvency proceedings can also be used as a method of enforcement.  More information regarding 

insolvency as a tool for debt recovery can be found on pages 20 and 21. 

 
Taking Control of Goods  

 
Enforcement by way of taking control of goods can be undertaken by a County Court Bailiff or a 

High Court Enforcement Officer (HCEO), both of which are now commonly referred to as 

Enforcement Agents.     

 

The purpose of the Enforcement Agents is to try and locate, remove and sell assets, goods or stock 

owned by the Debtor, and then apply the proceeds of sale against the debt. In reality we find that it 

is rare that assets are required to be removed and sold. This is because if a Debtor has assets of 

value, the threat of their removal will generally provoke payment instead, or at least a reasonable 

payment plan.  
 

The Enforcement Agents are quite heavily regulated in respect of what they can and cannot do to 

obtain payment or goods from a Debtor. They cannot force entry into residential premises, and they 

cannot remove goods unless it is clear that the likely proceeds of sale at a public auction are going to 

be greater than the costs of the removal and sale. It is important to bear in mind that household 

items which may be of great value to a Debtor can have little or no auction value. If it is unclear 

whether the sale proceeds will be sufficient, the Enforcement Agent may ask you, as the Creditor, to 

provide an indemnity for the costs.  

 

Judgments up to £600 are enforced by the County Court Bailiff using a Warrant of Control; over 

this sum they can be enforced by a HCEO using A Writ of Control. We would always recommend 

using the HCEO where possible. The costs of obtaining a Writ or Warrant of Control are shown in 

the table below. 
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Debt Value Court fee Our fee Amount recoverable 

£5 - £600 £100 £20 £102.25 

£600 plus £66 £51.75 £117.75 

 
A typical Warrant or Writ of Control lasts for 12 months. This time limit can be extended on 

application to the court for a fee of £50. However, it is not guaranteed that an extension will be 

permitted. For these reasons, you may simply just wish to request a new Warrant or Writ after 12 

months if further enforcement is necessary. A Writ on Control will not expire whilst the debt is 

being repaid under a controlled goods agreement, which is an payment arrangement between the 

debtor and the HCEO. Should the debtor default on the controlled goods agreement, the 12 starts 

again from the point of default.  

 

If you wish for us to apply to extend a Writ of Warrant of Control, our fee for making the 

application will be charged as per our standard hourly rate. 

 

Whereas a Writ of Control permits an Enforcement Action to attend numerous addresses, a 

Warrant of Control is issued in respect of a single address. There is a court fee of £30 if the 

Warrant is required to be re-issued to a new address. Our fee for requesting that a Warrant of 

Control be re-issued is £10.   

 

If the HCEO is ultimately unsuccessful in enforcing the Judgment, a Creditor Guaranteed Fee of £75 

plus VAT is payable by you to the HCEO. 
 

The difference between the County Court Bailiff and the HCEO 

 

The County Court Bailiff 

 

A team of Bailiffs is employed by each County Court.  Regardless of the number of visits it is 

necessary for the Bailiff to make, the Court charges one fixed fee which is recoverable from the 

Debtor. A small amount of legal costs are also recoverable.  

 

Because the County Court Bailiffs are salaried civil servants, there is a perception that they do not 

always “go the extra mile” to recover a debt. Progress can appear slow and it often takes at least six 

weeks for the Bailiff to return their first report. The Bailiff reports also usually contain only limited 

information.  

 

Once a Warrant of Control has been issued, you must advise us if you receive any payments directly 

from the Debtor so we can notify the Bailiff. 

 

The High Court Enforcement Officer 

 

A HCEO is employed by a Limited Company that has been empowered by the Court to enforce 

Judgment. As the HCEO's remuneration is partially based on the amount of the debt recovered, 

there is a higher success rate. They are also a little more flexible in their approach – for example 

they will make more ‘out of hours’ visits. The HCEO’s reports are more detailed and, therefore, of 

more use even if they have not been successful in recovering the debt.  

 

The costs of instructing the HCEO are recoverable from the Debtor.  The HCEO will collect these 

costs in addition to the debt. The HCEO will also charge further fees that are payable by the 

Debtor. Further details in relation to the fees that the HCEO will add to the debt can be provided 

on request.  

 

You will not be invoiced for these additional fees as the HCEO also collects these from the Debtor.  

Very occasionally you may have to pay more than the Creditor Guaranteed Fee. For example, when 
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the HCEO has already taken control of goods and then later discovers the debtor is bankrupt.  We 

must stress, however, that this scenario is very rare. 

 

As stated above, if the HCEO is unable to collect any money at all from the Defendant, you will be 

charged a fixed Creditor Guaranteed fee of £75.00 plus VAT which is payable to the HCEO. 

 

The HCEO can and will collect extra interest on the debt at 8% per annum.  

 

Please note that you should not bank money received from a Debtor if the HCEO has 

been instructed, and you must take care when accepting a lump sum settlement from a 

Debtor.  If you accept any money directly from the Debtor the HCEO is entitled to 

treat this as a successful recovery, and will invoice their fees to you. 

 
Order to Obtain Information  

 
This method sees the Defendant ordered to attend court for examination under oath about their 

financial circumstances.  In the case of a limited company, a director and/or company secretary can 

be ordered to give details of the company's assets and liabilities.   

 

The Debtor is given the opportunity to make payment proposals at the hearing, which you can then 

accept or reject based upon the information provided. 

 

If a Debtor fails to attend the hearing when ordered, a further hearing date is set to give the Debtor 

a second chance to attend.  If they do not attend on the second occasion, the Judge will make a 

Committal Order and the County Court Bailiff has the task of arresting the Debtor and bringing 

them to Court for questioning.  If the Debtor refuses to be examined, they can be sent to prison 

until they comply. In practice, this is extremely rare. 

 

Our fee Court fee Service fee Amount recoverable 

£75 £55 c.£75 £55 

 

Attachment of Earnings Order 

 
Where a Debtor is an individual, and is employed, you can apply to the Court for an Order that 

requires their employer to pay a certain amount towards the debt directly from the Debtor’s 

wages/salary. The Debtor is often given the opportunity to pay you voluntarily via a “suspended” 

order – the employer does not have to make deductions providing that the Defendant pays you 

directly. If the Debtor defaults, the Court will lift the suspension.  

 
This Order is made in respect of a specific, named employer, so if the Debtor changes employment 

you unfortunately have to re-apply.   

 

Our fee Court fee Amount recoverable 

£70 £110 £110 

 
 

Third Party Debt Order 

 
This is an Order whereby a third party who owes money to the Debtor is ordered to make 

payment directly to you instead.  This method of enforcement is available against both individuals 

and companies. 
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Our fee Court fee Agent’s fee Amount recoverable 

£275 £110 c.£100 £208.50 

 

 
A bank or building society can be a third party for this purpose. Therefore, if you know that a 

Debtor has a bank or building society account that is likely to be in credit, you can obtain an Order 

requiring the bank or building society to freeze that account and pay money from the account to you 

to satisfy the debt. Alternatively, you may know that one of the Debtor’s customers makes regular 

payments for goods sold to them, these are also third parties whom can be ordered to pay you 

instead of the Debtor. 

 
Charging Order 

 
A Charging Order does not enable you to obtain payment of the debt immediately, but instead gives 

you security for the debt similar to a mortgage. A Charging Order allows you to register a charge 

over the Debtor’s property or the Debtor’s interest in the property if they are joint owners. The 

charge is registered at the Land Registry. If the Defendant is a sole proprietor, it is almost impossible 

for a Debtor to sell or transfer any property or land that is charged without first paying you.   

 
This method of securing the debt is only available if you know the address of a property owned by 

the Debtor, as there is no central register of property you can search using the Debtor’s name. 

 

With effect from the 6th April 2016, it will no longer be necessary for the Court to list a hearing to 

deal with Charging Order applications. From this date, Charging Order applications will be dealt 

with by the centralised County Court Money Claims Centre and only transferred to a debtor’s local 

Court for a hearing if an objection is received. This means that in most cases, an Agent’s fee will not 

be incurred.  

 

Our fee Court fee Agent’s fee (if 

applicable) 

Other outlays Amount 

recoverable 

£275 £110 c.£100 c.£43 £263.00 
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Insolvency proceedings 
 
We will advise you at an early stage if we feel that insolvency proceedings are more appropriate than 

proceedings in the County Court.  Insolvency proceedings constitute bankruptcy for individuals, or 

winding-up for limited companies.  The threat of bankruptcy or winding-up tends to be a powerful 

one and, used in the right circumstances, can be very effective in provoking payment. 

 
Bankruptcy  
  

Stage of action Our fee 

Pre-bankruptcy Letter  £10 

Drafting and serving Statutory Demand £100 

Drafting and filing Petition £300 

Conduct of proceedings £400 - £600 

 

Outlays  

Service of Statutory Demand c.£100 

Issue fee £280 

Official Receivers Deposit £990 

Service of Petition c.£100 

Agent’s fee for attending Hearing c.£150 
 

 

 
Winding-Up  

 

Stage of action Our fee 

Pre Winding Up Letter £35 - £100 

Drafting and serving Statutory Demand £100 

Drafting and filing Petition £300 

Conduct of proceedings £500 - £700 

 

Outlays Our fee 

Company Search c.£25 

Service of Statutory Demand c.£100 

Issue fee £280 

Official Receivers Deposit £1,600 

Service of Petition c.£100 

Advertisement fee c.£50 

Agent’s fee for attending Hearing c.£150 
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It is important to note that insolvency proceedings are, strictly speaking, not a method of debt 

recovery, but a public remedy for the benefit of all creditors.   However, it is frequently the case 

that payment is made in response to such action, as the creditor must be paid, if a debtor wishes to 

avoid the Court making a Bankruptcy or Winding-up Order. 

 

A Winding-Up Petition can be based either on a Formal Demand (Pre-Winder Letter) or a Statutory 

Demand. However, a Statutory Demand is required in order to pursue the Bankruptcy of an 

Individual.  

 

The deposit paid to the Official Receiver is refunded in full if payment is made by the Debtor, or if 

for any other reason an Insolvency Order is not made. 

 

Recovery of all costs is sought from the Debtor as a condition of withdrawal of a Petition if payment 

is tendered. If a Bankruptcy or Winding-Up Order is made, you will be a Preferential Creditor in 

respect of the costs incurred, but this does not guarantee recovery. 

 

The minimum threshold for a bankruptcy petition is a debt of £5000. The minimum threshold for a 

winding up petition is £750.  

 

The costs stated above are based on a straightforward undefended action. In the event of any 

dispute, lengthy negotiation or other complicating factor, additional work will be charged on an 

hourly rate basis and if necessary your file may be passed to a specialist insolvency solicitor. 

 

If a deposit is returned by the Official Receiver following a withdrawal or dismissal of a petition the 

Official Receiver will deduct £50.00 administration fee and return the balance.   
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Additional services 
 
Tracing debtors 

 
One of the most common difficulties in recovering a debt is tracing the whereabouts of a debtor. 

This can apply to companies where the trading address may have changed, but more often to 

individuals, who are unlikely to give their creditors a forwarding address when they move house.  

 

We use the services of a variety of tracing agents. Charges can vary but guideline charges are as 

follows: 

 

 Agent’s fees Our fees 

Desktop debtor trace £26 - £37 (no results no fee) £15 

Chargeable Investigation £100 - £200 (capped) Standard hourly rate  

Means and Employment 

search 

£26 - £37 (no results no fee) £15 

Roythornes in-house search N/A £120 per hour plus outlays 

 
Debtor tracing is not an exact science and we cannot guarantee the accuracy of trace reports. Most 

of our Agents will provide a free re-trace or credit their fees for a successful trace if it becomes 

apparent that the information they have provided is incorrect and this is highlighted to them within 

30 days.  

 
International debt recovery  

 
Claims in Scotland and Northern Ireland 

 
The general rule is that persons in other parts of the UK (Scotland and Northern Ireland) should be 

sued in the Courts of that part. However, in “matters of contract” the Defendant can be sued in the 

place where a contractual obligation was to be performed. In debt recovery cases, that means the 

place where payment should have been made, which is at the Claimant’s premises.  

 
Creditors who wish to pursue a debtor in another UK jurisdiction therefore have a choice either to 

sue in England and Wales or to sue in Scotland/Northern Ireland. However, due to the additional 

costs and delays incurred when issuing proceedings outside the Jurisdiction of the Courts in England 

and Wales, it is often more economical to instruct lawyers in Scotland or Northern Ireland to act as 

Agents in the proceedings and have the Claim issued in the Defendant’s local Court.  

 

We have established good relationships with the Agents that we use and we are confident that we 

get an excellent service from them.  

 

If you choose to sue in another UK jurisdiction, we will instruct an agent to undertake the necessary 

work on your behalf. They will invoice us their standard charges and we will pass these charges on 

to you in our own invoices. In addition, we will charge you a fixed administration fee of £100 for 

instructing the agents, monitoring the case and passing on reports.  

 

Due to our proximity and long working relationship with a law firm in Ireland, we are able to offer 

the above service when pursuing debtors in the Republic of Ireland.  

 
If the matter becomes contested, or for any other reasons the matter is required to be transferred 

to another department, additional fees may be incurred.  
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Claims outside the United Kingdom 

 
We are experts in the law in England & Wales, and have some knowledge of proceedings in Scotland 

and Ireland, but we are not able to conduct legal proceedings outside the UK.  

 

If you instruct us to act on a matter that requires a claim to be issued outside the UK, we will 

instruct a Law firm within the Debtor’s jurisdiction to act as agents in the proceedings.  

 

The agents will invoice us their standard charges and we will pass these charges on to you in our 

own invoices. In some cases, funds may be required on account in order to provide payment to the 

agents when instructing them. 

 

Our fees for dealing with international debt recovery matters will be charged as per our standard 

hourly rate.  

 

Instalment monitoring 

 
If you wish us to receive and monitor payments on your behalf, we can do so. We charge a fixed 

percentage commission of each instalment collected, subject to a minimum fee per instalment.  
 

Where we are instructed to collect and monitor instalments for extended payment arrangements 

(six months plus), we will charge you a commission of 8% of each instalment or £5 per instalment, 

whichever is the greater. 

 
Land Registry searches 

 
We have the facility to obtain online information from the Land Registry, which is useful for 

investigating the ownership of property at any stage of a recovery action. Land Register entries will 

tell you not only who the registered proprietor of a property is, but how long they have owned it, 

and what other parties have mortgages over the property or other interests in it. Often you can also 

discover the price paid for the property. 

 
For obtaining and interpreting information on one property, we charge a fee of £25 including the 

Land Registry fee. 

 

Company searches 
 
We have access to a large amount of company information filed at Companies House, including 

registered office and incorporation date details, details of directors and shareholders, filed accounts 

and annual returns. In addition we can obtain credit reports of varying detail about businesses, to 

assist you in both deciding whether to grant credit, or how to pursue debts.  

 
Our fee for obtaining details of registered Company Directors is £10 per company searched. For 

obtaining and interpreting more detailed company information we will charge a fee of £30.00 per 

company searched.  

 

Please note that basic company details are available without charge from 

www.companieshouse.gov.uk 

 
Standard hourly rate and VAT 

 
The prices quoted above relate to work undertaken by the debt recovery team. The standard hourly 

rate of the debts team is £120 per hour.  

 

All fees are subject to VAT at the appropriate rate. 

http://www.companieshouse.gov.uk/
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Appendix 1 – Sample Solicitors Demand Letter  
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Appendix 2 – Sample MCOL Claim Form and Particulars of claim (pages 1 to 2)  
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Appendix 3 – Sample CCMCC Claim Form (page 1 and 2) 
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Appendix 4 – Sample Judgment  
 

 


