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1. Claim Number
This is a unique reference number for the case. It will be on the paperwork you received, such as the Claim Form (N1). Enter this number accurately.
2. Defendant’s Details
Name: Write your full legal name. If the defendant is a business, the business name should be used.
Address: The defendant’s current address. Make sure it’s the one you want any official correspondence to be sent to.
3. Part 1: Response to the Claim
Section 1A: Admission of the Claim
If you admit the claim in full, you’ll need to state that you owe the full amount requested by the claimant. If you are agreeing to pay the full amount, you can also include details about how you plan to pay.
Section 1B: Partial Admission
If you admit that you owe part of the amount, but not all of it, you can state the amount you admit and explain why the rest is disputed.


Section 1C: Dispute the Claim
If you dispute the claim, you can mark this option. Here, you might explain the reason why you believe you are not liable for the debt or responsibility that the claimant says you are. You may also state if you have any counterclaim.
4. Part 2: Your Defence
In this section, you will provide your defence statement. If you’re disputing the claim, you must explain clearly why you disagree with the claimant’s case. You can:
Deny liability for the debt
Explain any errors or mistakes
Provide any facts or evidence to back up your stance
State if the claimant is claiming the wrong amount or if you disagree with the facts
5. Part 3: Counterclaim (if applicable)
If you have a counterclaim (i.e., if you are seeking money from the claimant), you will need to fill out this section. Be sure to clearly explain the amount you are claiming and the reason for your counterclaim.
6. Part 4: Payment Details (if applicable)
If you are admitting the debt or part of it, and you want to suggest an arrangement to pay, you can use this section. You might suggest paying the amount in instalments, and you’ll need to specify how much you propose to pay and how often.
7. Part 5: Statement of Truth
This section requires you to declare that the information you have provided is true and accurate to the best of your knowledge.
You’ll need to sign the form here. If you are submitting it on behalf of a company, the company representative should sign.
8. Additional Information
You may also be asked to provide any other relevant documents, such as receipts, contracts, letters, or other evidence that support your case.



9. Submitting the Form
Once you’ve completed the form, you must send it back to the court by the specified deadline. You should also send a copy to the claimant.
If you fail to respond to the claim in the correct time frame, the claimant may ask the court to issue a judgment against you.
Key Tips:
Ensure all details are accurate and legible.
If you need extra space to explain any point, attach an additional sheet and clearly reference the section.
If you’re unsure about how to fill out the form or how to proceed, consider seeking legal advice or contacting your local Citizens Advice Bureau.
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