
This must be signed by you, by your solicitor or your 
litigation friend, as appropriate.
Where the defendant is a registered company or a 
corporation the response must be signed by either 
the director, treasurer, secretary, chief executive, 
manager or other offi cer of the company or (in 
the case of a corporation) the mayor, chairman, 
president or town clerk

The claimant will be sent a copy and asked if the 
offer is acceptable. The claimant must reply to 
the court within 14 days and send you a copy. If a 
reply is not received, the claim will be stayed. If the 
amount you have offered is accepted -
• the claimant may request the court to enter judgment 

against you for that amount.
• if you have requested time to pay which is not 

accepted by the claimant, the rate of payment will 
be decided by the court.

If your offer in satisfaction is not accepted -
• the claimant may request the court to enter 

judgment against you for an amount to be decided 
by the court, and costs; and

•the court will enter judgment and refer the court fi le 
to a judge for directions for management of the 
case. You and the claimant will be sent a copy of 
the court’s order.

Disputing the claim
If you are being sued as an individual for a 
specifi ed amount of money and you dispute the 
claim, the claim may be transferred to a local court 
i.e. the one nearest to or where you live or carry on 
business if different from the court where the claim 
was issued.

If you need longer than 14 days to prepare your 
defence or to contest the court’s jurisdiction 
to try the claim, complete the Acknowledgment of 
Service form and send it to the court within 14 days. 
This will allow you 28 days from the date of service 
of the particulars of claim to fi le your defence 
or make an application to contest the court’s 
jurisdiction. The court will tell the claimant that your 
Acknowledgment of Service has been received.
If the case proceeds as a defended claim, 
you and the claimant will be sent an Allocation 
Questionnaire. You will be told the date by which it 
must be returned to the court. The information you 
give on the form will help a judge decide whether 
your case should be dealt with in the small claims 
track, fast track or multi-track. After a judge has 
considered the completed questionnaires, you will 
be sent a notice of allocation setting out the judge’s 
decision. The notice will tell you the track to which 
the claim has been allocated and what you have 
to do to prepare for the hearing or trial. Leafl ets 
telling you more about the tracks are available 
from the court offi ce.

Claim for specifi ed amount
If you wish to dispute the full amount claimed 
or wish to claim against the claimant (a 
counterclaim), complete Form N9B and send it to 
the court within 14 days.
If you admit part of the claim, complete the 
Defence Form N9B and the Admission Form N9A 

and send them both to the court within 14 days. 
The claimant will decide whether to accept your 
part admission in satisfaction of the claim (see 
under ‘Admitting the Claim - specifi ed amount’). If 
the claimant does not accept the amount you have 
admitted, the case will proceed as a defended claim.
If you dispute the claim because you have 
already paid it, complete Form N9B and send it 
to the court within 14 days. The claimant will have 
to decide whether to proceed with the claim or 
withdraw it and notify the court and you within 28 
days. If the claimant wishes to proceed, the case 
will proceed as a defended claim.

Claim for unspecifi ed amount/return of goods/
non-money claims
If you dispute the claim or wish to claim against 
the claimant (counterclaim), complete Form N9D 
and send it to the court within 14 days.
Personal injuries claims: 
If the claim is for personal injuries and the 
claimant has attached a medical report to the 
particulars of claim, in your defence you should 
state whether you:
• agree with the report or
• dispute all or part of the report and give your 

reasons for doing so or 
• neither agree nor dispute the report or have no 

knowledge of the report
Where you have obtained your own medical report, 
you should attach it to your defence.
If the claim is for personal injuries and the 
claimant has attached a schedule of past and 
future expenses and losses, in your defence you 
must state which of the items you:
• agree or 
• dispute and supply alternative fi gures where 

appropriate or
• neither agree nor dispute or have no knowledge of

Address where notices can be sent
This must be either your solicitor’s address, your 
own residential or business address in England and 
Wales or (if you live elsewhere) some other address 
within England and Wales.

Statement of truth
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