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 Letter of Claim which gives the Debtor 30 days to pay and encloses a prescribed Information Sheet and Reply Form

AGREEMENT MADE

NO AGREEMENT MADE
AGREEMENT MADE

AGREEMENT MADE

Commence 
proceedings

Debtor disputes 
some or all of 
the debt or 
requests copies 
of documents or 
information

Creditor must provide the documents within 30 
days or explain why they are not available

If the parties cannot resolve the dispute 
they should consider Alternative Dispute 
Resolution

Debtor admits 
debt and will pay

Debtor says they 
are seeking advice 

Creditor must allow debtor a reasonable 
period to obtain advice and should not issue 
proceedings less than 30 days from the later of 
receipt of a completed Reply Form or sending 
any documents which may be requested

If the debtor cannot obtain advice within 30 days, 
they must tell creditor who is advising them 
and when - creditor should allow extra time if 
reasonable in the circumstances

Parties review positions and try to narrow the issues
Creditors should give at least 14 days’ notice of intention to commence proceedings

Record the agreement in writing – we recommend a formal settlement agreement for larger debts or more complex terms

Debtor requires 
time to pay or puts 
forward a payment 
proposal

Creditor and 
debtor should 
try to reach an 
agreement for 
payment by 
instalments based 
on the debtor’s 
income and 
expenditure *

RESPONSE RECEIVED NO RESPONSE

Pre-action Protocol Procedure for Recovering Debts
From Individuals and Sole Traders

*  Creditor should give reasons if it does not agree to proposal


