LLondon Councils

Code of Practice on Civil Parking Enforcement

Appendix 1

Sample Documents

In the sample documents attached, some of the text is required by law. The remainder is for
guidance and may be amended to suit individual circumstances.

Authorities are recommended to seek legal advice when preparing their notices.

1.1 TMA Regulation 9 PCN issued by a CEO On-Street

1.2 TMA Regulation 10 PCN issued using CCTV

1.3  TMA Regulation 9 PCN issued due to Prevention from Service
1.4  TMA Regulation 9 PCN issued due to Vehicle Drive-Away

1.5 Declamp Sticker

1.6  Removal Authorisation Sticker

1.7  Vehicle Removal and Release Record

1.8  Removal Release Fee Receipt

1.9  Representations against Removal of Vehicle

1.10 Clamping Authorisation Sticker

1.11 Clamping Waming Notice

1.12 Declamping Instruction Card

1.13 Representations against Immobilisation of Vehicle

1.14 Notice to Owner for CEO issued PCNs

1.15 Charge Certificate for CEO issued PCNs

1.16 Form TE3 Order for Recovery of unpaid penalty charge (Parking)
1.17 Form TE9 Witness Statement — unpaid penalty charge (Parking)

1.18 Form TE7 Application to file a statement out of time/extension of time
(Parking)






Document 1.1 TMA Regulation 8 PCN issued by a CEO On-Strest (Front)

b

i IEnforcement Authority Name]

.L’:-‘;; ! PENALTY CHARGE NOTICE {(PCN)
ondon Traffic Management Act 2004

It Is an offence for an unauthorisad panson to remove or Interfere with this notice.

PCN Number: [JPCN Number] Date of Sarvice of this Notice: fissus date]
Vehicle Ragistration Number: [ViM] Meke: [Vahicle make]
Tex Dioo Number: {Tax Disc Noj Tex Dise Expiry Date: [Tax Disc Expiry Date]

Location: fdefafed contravention location]
Contravenilon: fconiravention code and description]
Date of Contravention: feoniravention date) Time: [ooniravention time]

ﬂndﬂlEﬂumemOMMMEOnmnbajmﬂuwhbemﬂﬂadMﬁum[absM

to fobs end] on [coniravention date] and belisves a penalty charge is payabis in reapact of that
vehicle on the grounds that the contravention set out above was being commitied.

The Penalty Charge Is £/l amount]
The penally charge must be paid not later than the last day of the period of 28 days beginning
with the dais on which this panalty charge nofice was served.

Ammmmdwmmhmmunmmclm
Ifthapemllyohugaispaidmthterﬁlanﬂnhtdnyufthapﬂhdofudwtbﬁlmngwmh
datemuﬂdnﬂﬂsmﬂoemuamd.ﬂwpunﬂydmrgsmlhamduoedbyﬁﬁhwm

HOW TO PAY
To pay:-

BY TELEPHONE: On[PmmtphonenuaMbeMeean[dan]uﬂmmofﬂndeﬂt
or credlit cards listed on the payment slip.

BY INTERNET: Go to /weballe address] and follow the online instructions.

BY POST: Complets the payment slip and refum to foayment address] with either:

- & cheque or postal order payable to /payee detaiis], or

- yaur payment or card psyment authorisation.

Al cheques and postal orders must have the PCN number and vshicle registration number written
on the baok. Plsasse send a slamped seii-addressed envelope IF you would llke & receipt.

Any othar form of payment, inciuding cash, will not be accepted.

IN PERSON: Complete the payment sfip and bring it with your PCN and payment to [payment

csnhadtnn{u)]hdwunﬂnes]on[dan].ﬁmuﬂmbmadodﬁmhydnqm.m
order, credit or debit card or In cash. If you pay by cash, please ensure that you obtsin s

Please do not make any payment If you want to chalienge this PCN.




Document 1.1 Regulation 9 PCN issusd by a CEO On-Street (Back)

DO NOT IGNORE THIS NOTICE

i the penalty charge Is notpaidbaforatlwendofthezedaysbegimﬂﬂgwimthedateonmlchmis
psnalty charge notice was sarvad, a Notice to Owner may bhe sarved by the enforcement authority
on the owner of the vehiol.

A parson on whom & Notice to Ownar Is garvad will be enlitied to meke represantations to the
enforcement authorlty sgainst the psnalty charge and may sppeal to an adjudicator if those
rapresentations are rejected.

If representations agsinet the penaity charge are rocelved at fcorrespondence address] before &
Notice to Owner 18 esrved, those representations will be congidered, but if & Notice to Owner is
served notwithstanding those representetions, representstions against the penalty charge must be
made in the form and manner and et the time spedified in the Notice to Oumer.

If we recelve representafions sgainst the penalty charge not later than the last day of the period of
14 days beginning with the date on which the Notice Is served, but reject the challenge, we will
allow a further 14 deys from the date an which the rejection letier is lesued in which to pay the
reducsd penally charge.

......._...._._._.___...._.___.m...__.—,_..__-_—-*.m—-—.—wﬂ“—-—_—.——u_—.——.-c-.q..wm--—-m.—u—-...

The fenforcing authorily namej will use Information, including personal Information, collecied
through the issuing of this Penalty Charge Notice for the enforcement of treffic confraventions and
it may alsc be used for compatible purposss. The information may be disclosed to London
Councils, other anforcement agencles and third parties where it s necessary and lawful to deo s0
e.g. for the prevention and detection of crime. All information will be processed in accordance with
the Data Protecilon Act 1888, -

—-—.—._-mma————-_n-_—-———_—;—-——.———_—.——_mn—--—-—-—.———-m-——-—--————-.—-—-.-—-—-.u

Payment Slip- Please return with 2l payments asnt by post or mads in person.

Panally Charge Nofice number: [PCN aumberf VRM: [VRM]
Date of Notioe: [Date of notice] Time; [contravention time]

The full panalty charge is £{fulf amount]. A reduced charge of £freduced amound] ' payeble i paid not later
h\nthehstdayoﬂhapui:doﬂ‘dayabeg!nnlngwlﬁtl:adﬂhonnhhhhemmsmd,

BRI fillnes N =~ e —————————————————— _

wm-——-————.——————m_————.-....-..-_..________...-.—._.——-..—,__._...._--n..-u-..‘-_—...«

St B S —— T pt g —

Only compiate the detsils below if you are maldng payment by credit or debit card.
Please debit my MasterCard / Visa / Massiro / Dalta (delste as appropriste): -
Amourt:£____ __ Date:

Cait lssue Date: _ _/__ Cardexplrydate; /[ __ Issue number: __ _

e T

Name of Cardholder: Signature of Cardholder:

e e et i — e o AT S e el S S — i WAAS A R e Sy T bkt 728 W



Dowmant1.2TMAReguhbn10PONhﬂndlBimCCW

[Enforcement Authority Namesj

PENALTY CHARGE NOTICE (PCN)
Traffic Management Act 2004

Owner Neme PCN Number: [PCN numberf
Owner Addreas 1
Owner Address 2 Vehicle Roglstration Number: [VRM]
_?wneerma Make

awn : [Vehicle Make]
Postcoda

Tax Disc Number: [Tax Disc NoJ

Date of this Notice: [Postal dafe] Tax Disc Explry Date: [Tax Dinc Expiry Date]

TMPGHhhhuundbmeﬂnh.hdamdedbynmdm
ﬂwwhbblduﬂﬁadabmmohamdﬁm[obufaﬂ]bphmd]m[mmdamm
ﬂbau&mlybohmﬂntnmmlwdmhmnuamhmdadﬂnﬂbﬂmaﬂq‘d

parking confravention:
mammue}-mmmnmw
Locatlon:MdoommfocaﬂmJ

Date of Contravention: [Conéravention date] Time: [Contravention time]

DO NOT IGNORE THIS NOTICE

Tothe@thapluﬁmtakmﬁnmﬂnvidoomﬂngofwur
vehicle committing the alleged contravention.

The penally charge Is £/l emouny
ﬂn;nalvdmmmmtbopﬁnnthhrﬂmhhltdaydh s
poﬂodof!&dmbeghrﬁuwﬁnﬂndahunwlﬂﬁﬁopanﬂly e
charge nofice is served.

A reduced charge of Efreduced amouny s payable In the !
following clrcumstances:
if the panally charge s paid not later than the last day of the pariod of 21 days beginning with the
date on which this notice was served, the penally cherge will be reduced by 50%.

HOW TO PAY

You may pay this penalty churge online, by telephone, by post or In person. Full details on these
mathods of payment can be found with the detachable payment sfip.

Pleass make uuandpnlhlordaupnyﬁ.bmmmlndwﬂhhmﬂmberm
bv:lidom:?ﬁnumbermhm Fh-udomummuddaqmnmmumt
aocepted.

Pleass do not make any payment if you want to challenge this PCN.

mmmm-mmmnml mmmudmmmmmd
mmmmmmmamﬂmmtmmnmum-m
The informelion may be diacloesd London Counclie, ofher gnforcement agendies and thind whare k In

to provention and dstection of efime. Al Information be proosased in




Document 1.2 TMA Reguiation 10 PCN issued using ccTv

Entittement to view a recording or obtaln images free of charge

There are two ways In which you can arrange viewing of cartain records or images, free of charge.
ﬁrst.elmaryouoryourrapmantaﬂvemyvbwatemnﬁm of the contravention produced by the
approved device which rasulted In the PCN. To arrange this, please wiite to us at
[correspondence address], spedfylngwhi&dhafohwlngofﬂcesyuuwlshtooomah
faddresses], and stating a date and time between joffice hours] at which you wish o do so.
Alfernatively we can send to your address such etill images s In our opinion establish that the
contravention occurred.

Uponmcaiptofyourrequestmwillauapend pmgmsaofyoureaseanduﬂllrespondmynur
request within & reasonable time. Once the Imagee have been sent to your address or the
racording has been viewed at our officas, as appropriate, progress of your case will continue.

HOW TO CHALLENGE

You may make repregentations to us sgainst the imposition of the pengliy charge in this PCN,
Representations may be made online et fwebpage], by email o Jemall addrass], by fax to [fax
number] or by post ¥ [correspondence addross]. Pleass inciude any avsilsble supporting
evidence. Representations must include the name, postal address and signature of the person
making them. if representatione are made online or by email then the nams of the person making
them must be In the messago haader or main body text, and will be taken to be the eignature of
ihat parson.

The authority may disregard any representations received outside the period of 28 days beginning
with the date of setvice of the PCN.

The statutory grounds for making representations are fisted below. Whether or not any of the
gtatutory grounds apply, you may aiso give other compelling reasons why we should cancel the
penafty charge or refund any sum paid on account of the penalty charge. The stetutory grounds for
representation ars thet:

s the alleged contravantion did not oucur;
L] you—
o werenever the owner of the vehicle In question,
o had ceased to be the owner before the date en which the alleged contravention ooourred,

or
o became its owner after that date;
. the vehicle had besn permitted fo remain at resi in place in question by a pereon who was in
control of the vehicle without the owner's consent;
« you are a vehicle-hire firm and -
o the vehide in guestion wae on hire under a hiring agreement at the time of the
contravention, and
o tha person hiring the vehicle had signed a statement of flability in respect of any penalty
charge notice served during the period of the hire agresment;
« the penalty charge exceeds the amount applicable in the circumstances of the case;
v meu“r:;" has besn a procedural impropriety (described below) on the part of the enforcement
a ity
« the fraffic order (except whem it is an order made under Scheduls 9 of the Road Treffic
Reguiation Act 1984) which ls slieged to have been contravenad is invalid;
¢ the PCN has aiready been paid.

“Procedural impropriety* means a fallure by the enforcement authority to observe any requirement

Imposed an i by the Traffic Management Act 2004, or the relevant Regulations made under that
Act In respect of the civil enforcament of parking contraventions, in relation to the imposition or
recovery of a penalty charge or other sum.

¥ you ara meking mmasenlnﬁonstomaaﬁwtﬂ\atynuaoqmmd the vehicle after the date of the
alleged contravention, oroaaaadtobsﬂnownerofﬁnvehldebefm’ematdm.hanyour
reprosentations must include the nams and address of the person from whom you ecquired the
vehicle, or to whom you dieposad of it, If you have that information.



Document 1.2 TMA Regulation 10 PCN Issued using CCTVY

If you are a hire firm and are making representations to the efflect that the vehlcls was on hire at
the time of the alleged contravention then your representations must include the neme and
address of the person o whom the vehicle was hired at the time,

A parson who knowingly or recklessly makes a false representation regarding & material fact is
guilty of an offence and on summary conviction may be liable for a fine of up to £5,000.

We will conalder your rapresentations and any supporting avidencs, and serva a notics on you of
our declsion, Mthlnﬂ'lapsﬂadofsodayahqlnnlngwﬂhhednhonwhld:mmueivom
representafions, excepi where we have decided fo disregand your representations by reason of
thelr being received after the end of the period of 28 days baginning with the date of service of this
PCN. If wa accept your representations, we will cance! thie PCN and you will not have to pay the
penally charge. If you have mede representations within the perlod of 268 days beginning with the
date on which this PCN Is ssrved, or If you heve made represeniations outside that period but we
mmmmm.mdwedonmwthaunmmyouwlmwum
of rejeclion. This will state, amongsi other things, that you may appeal against the notice of
re;jecﬁon to an adjudicator and it will give information about the time limits for appealing to an
adjudicator.

If after the last day of the period of 28 days beglnning with the date on which this PCN is served no
sudtmpmumtiunshambunmada.nﬂhpemltydwehnnmbmpnfd,mm
Increass the penalty charge by 50% to £/lnareqsed smoung and may take sieps to enforce
payment of the Iincreasad charge.
AtmeandnfthisPCNywwillﬂndafnrmMyoumayfhdhelpmlasnmeensofmaklm
msuiaﬂurs.Hmevar.ynudonotneedbmItandyoumaymakeraprasenhﬂonslnanyd
the ways set out above,

HOW TO PAY
To pay:-

BY TELEPHONE: On [Fayment phone number] butwoen [times] on [days] using one of the debit or credit
cards listed on the payment slip.

BY INTERNET: Go to jwebsile address] and follow the online Instruciions.

BY POST: Compiste the payment sip and return to foayment atidress] with elther:

= achegua or postal order peyable to foayee defalis] or

- your payment or card payment authorisation
N!dnquasmdpaslaiwnmmmmmmwwmmmthnmmwmmmﬂﬁ
back.Plauenndashmpedaﬁ-addmdemdupaffyoumuIdIluamaIpi.

Any other form of payment, Including cash, will not be accepted.

IN PERBON: Complets the payment slip and bring & with your PCN end payment o fpayment cenire
address{en)] between imea] on flays). Payment cen be mada either by cheque, postal order, credit or debtt
card or in cesh. f you pay by cash, pleass ensure that you obtain a receipt.

Please do not make any payment If you want to challenge this PCN

x ...............................................................................................
Payment slip- Pleass return with sl payments sent by poet or made in person.

Fenaity Charge Notice number: JPCN number] VRM: [VRM]

Date of Motice: [Date of notive]

Thea full penally ch thwnﬂ.AmdumdMMWmmﬂbmrpﬂdmthm
‘Iﬂ'lan tmofm period of 21 days baginning with tha date on which the PCN was seived.
rIM -

L L R e i o e S e e e e P [ e e S o B e e o . P Y B e e ey P S o S e

_______________________________________ Posicode:
Only compiete the detalls below If you are making payment by credit or dabit card.
Please debl! my MasterCard / Visa / Masstro / Delta (delete as approprisie):-

Card Number;_ / ) d Amount£__ Date: __ ____.

A et e e e, e



Document 1.2 TMA Regulation 10 PCN issued using CCTV

MAKING REPRESENTATIONS

You may find the foliowing form helfpful as & means of making representations. Howevar, you do not need to
use it and you may make representetions in any of the waye set out above.

Hyouthhkanydmegmundsbduwapplm.plmlndmmchbytmmgmmlovammxorbnm.

In all cases, please give detalis In the space provided.

0 Thealhgedmnhavanﬂondidnutom.-ﬂemsxphhwhyywﬂmknommwnﬁmbokplau

| ImvammemdmavehldeorImnutmeawnuofmowhﬂeattmmnaoﬂhealeged
contravendion or | became its owner after thet date. — Where you ceasad io be the owner of the vehicle
mmmammwmmwmmaMMdmmammd
mmmmmmmwmrmtwummm.mmm
ﬂ:amufmawhfakaﬂsrmm,yauMMaMmeMdmenmmmww
mmmmmmmmd,fmmmmnmmpmm.mm
evidence of the disposa¥acquisition {e.9. & seles receipt).

m] mvahldshadbaenpomlﬂadhmalnatmstin,maplwalnqmﬁmbyaparmuMomln
mmmmmmmame-mmmmM@.g.mm
report, insurance claimj.

O IamMeamahlreftmandilwvaliclelnqumbnmathmahrialﬂmﬂmdfromﬂnfhnundua
thgagreamem;andﬂmpmnhiﬁmithadalgnedaahtamemmsimlhbﬂitylnmpedﬁ
mypmallydmelmolvlmmewhldsduﬂmmepﬂbdufmohiaagrwnem.-Youmuaumiudea
MdMnmmdﬁMndﬂwmmmmWhhhmsMatMmmm
mmmmwﬂwydmnhmmmmmmmm.

r Thepenanyd\agaemedsmsmwmapplhablelnﬂwdreummnfthem.-—%emywmm
mwbohnea'mdtopaymﬁmyuuafnddlegaﬂypay.

u] Therahasbeenpmeewrﬂlmpmpﬂatymmepaﬂdmaenfommemmw—Pmmw
alleged impropriely.

[w] Thetratflnordorwhbhlsallsgedtohavebmeorﬂmmadwaaimaild.—mrayuubeﬂaw#w
paﬂ(hgreshhlbnhqussﬂonmmtkiwm. )

(m] ThatmepemllyohargehaaalraadybunpaldInﬁ:ll.nrhasbmpsldatthamduoadmountuﬁmh
maspadﬂadpedod.—ﬁussmvﬂedahﬂsomepaynnmmﬂmd,dmandmt.

O Anyother ground you wish to raies.

Daotalle:

(Pisaga continie on another sheet if necessary)

"Ownership delalis: | was not the ownerikeepsr of the veiscie when the PGN was Tesuad bocause:
11 1 have never cwnad the vehicle,

T | disposad of the vehicle bufore the contravention on: ‘I;iama g person from whom acquined/io whom

leposad. .
O | acquired the vehicla after the eontravention on: Aﬂdreesdd person from whom acquired/to whom
disposed:

3 Wa are a hire fiem end the vehicle was on hira at the
tima.

Please maks sure you sign the following deciarstion If you want us to conslder your rpresontations.

leorﬂmhattluabovahfomaﬂonlammdbﬂ\ebedofmym.Iundmtanduutmakingafuhe
statement may result in prosacution and a possible fine of up fo £6,000.




Document 1.3 TMA Regulation 10 PCN Issued due to Prevention from Service

JEnforcement Authority Name]
PENALTY CHARGE MOTICE (PCN)

Traffic Management Act 2004
Owner Na PCNN : [PCN number]
Dwneerml:a 1 S
Owner Address 2 Vehicle Registration Number: [VRAM]
Owner Address 3
Town Make: [Vehicle Make]
Postcode

Tax Disc Number: [Tax Disc Noj

Dats of this Nnﬂee:[Postah} Tax Disc Expiry Date: [Tax Disc Exphy Data]

Theau&mrlyheﬁavasﬂzatapenallymamahpayab!awlm respect to the above vehicle on the
grounds of the following alleged parking condravention:

[Contravention cods] - [Contravention descripiion]

Location: [Detalod contravention locationf

Date of Confravention: {Contravention date] Time: [Cordravention time]
DO NOT IGNORE THIS NOTICE

The penally charge is £[Vulf amount]
The penalty charge must bonidnotlatnrtlnnﬂnlaetdayofﬁuporbd of 28 days baginning with
the darte on which this panally charge notice Is served.

Audueoddnrguofﬂmamounﬂh payable in the foowing clrcumstances:

if the penally charge ja paid nof later than tha kast day ufﬂveperindofMdaysbeghningwﬂhihe
date on which this notice was served, the penaily charge will be reduced by 50%,

HOW TO PAY

You may pay this penalty charge oniine, by telaphane, by post or in person. Full details on these
methods of payment can be found with the detachebla payment slip.

Pleaze make ue:mdpwhlordammpbhh[pqyasdaﬁb},anﬁwﬂbthamﬂnwnbermd
:ehide rlﬂllllsi?}l number on the back. Pleass do not send poat-dated cheques, s they will not
e anoepiad.

Please do not make any payment If you want to chalienge this PCN

do 60 a.g. for fhe prevantion and detection of crine. Afl informalion will be proosssed
acoordence wilh the Data Protection Act 1008,




Document 1.3 TMA Regulation 10 lesued due to Prevention from Service

HOW TO CHALLENGE

YounuymakompmnlaﬂommuamlnstmimposwnofﬂmpenaltydﬂrgemmlsPcN,
nsmybemademhatW].byunailto{wnaladdmssI. by fax to ffax

nimber] or by post fo feomespondence address]. Plesse Include any avaliable supporting

avidence. Rapnuntnﬁommustlndudomenm.poahladdreuand signature of the person

maklngthem.Hreproeanuﬂonemmdeomknorbyemallmanﬂnmmofﬂwpmmkm

g::thbalnﬂlelegeheadarormalnbndywﬂ.amwlllbemnhbeﬂndgmmuf
person.

mammmaydmmawmmmmmmmmﬁmmmmm
with the date of service of the PCN.

mmmgmmmrmuwm«mm.mmwmﬂydm
slahﬂowgmundsapply.wumaymoglveoﬂnrcommnhgmw“shmndmmﬂm
MmmumemHMMﬁmmmmMgmm
representation are that:

e that the alleged coniravention did not socur;

*  you

o mmmwﬂwwdmmueinquuﬁon.

o hadmsadbbeﬂummbehmﬂndnhmmmmmmverﬂmmnd.

or
o became its owner after that date;
® ﬂnwﬂdehadbaenpannlﬂedtoromainntrastinplaeehqueaﬁnnbyapemnmmh
oontrolofhevahldowlﬂnutﬂnmr’omem;
® youareavahlds-hlreﬁmmd-
o the vehicls in question was on Nmunderamnmaamnentatﬂ\atlmeofﬂw
contravention, and
o mcpamnNﬂmmevehlebhadsigmdasmmamallahﬁwnkmMImhlsliabﬂﬁy
mmpectofanypemltydnmomﬂmmvudduﬂngmapoﬂodofmommwmt
© Rmpunliydmeemedshammtappﬂmbhmmadmnmnmafﬂumu:
* ﬂ\emhasbeonapmadwﬂwopmmawibedbebw)onﬂmpNofﬂnwmﬂ

authority;

o wmm(emmnhanomMUmdeubodeTmfﬂc
RogulaﬂonMﬁM) whlmlsallegodtohavabeanoonﬁawmdlslnvalld;‘ ,

# advllenfommmﬁoﬁearmnmtprmnhdﬁmumgﬁnﬂlmalpemwdmgemuuby
am:dngittoﬂwwhidaorhandmntotrnmorpuminmdﬂwm;

» the PCN has aiready been paid.

'Pmuedumllmpmpﬁetfmumafaﬂnbyﬂmmmntammobmanymumm
hnpooadonltbvﬁuTruMcMamgmentAdm mmmmnmmmmm
MlnmaddﬂndﬂlmfaeemWofmmmﬂons.Mmhﬁmhmmwﬂonw
recovery of a penalty charge or other sum.

If you are making j ﬁomoaﬂautﬂmtyouaoqulwdmewmmaﬂarmmdm
mnﬁmﬂbﬂ.umdﬁhohmofﬁwwﬂdahafmﬂmtdﬂa.hnwur

ﬂonsnwsthdudemenameandaddraasofﬂmpemnﬁummmywacqmmdthe
vehicle, or to whom you disposed of it, If you have that information.

ﬁyoumahlmmmandmmaldmnpmmwnmtoﬂnmmmavwdamonhlmat
ttntkmnfﬂleuﬂagadmnﬂonﬂnnmmnmmmmmemmd
addmufmapomnhmnmttnwhldemhlmdattheﬂm

Apmwhokmﬂhmlyorroddosalymahuafalnmnhﬁonngmdim an important fact is
gultyofanoﬁmmmﬁmammwmﬁdbnmhlhﬂafmamaupmﬁs.m.



Document 1.3 TMA Reguiation 10 tasuad due o Pravention from Service

penally charge. If you have made represeniations within the perfod of 28 days beginning with the

lflﬂorﬂnhltdnyofthlpnhdofzadlysbqimlngﬂmtlwdahonummthhmmurvedna

suchremantatlonshmbeenmade,andmepenanydﬁmahasnothaenpald.wamy

Increase the penalty chamabyﬁﬂ%tommassdanmﬂand may take sleps fo enforce
increased charge.

At the end of this PCN you will find & form which youmyﬂndhalpﬁllaannunsnfmaﬁm
representations. However, you do notnudbmltundyuummakonpmanhﬁcmhnmd
the ways set sut above.

HOW TO PAY
TG pay:-

BY TELEPHONE: O [Paymant phone number] between [timeaf of the debit
or credit vards listed :ntmmntsllp. o Shiagrens

BY INTERNET: Go tv /website addressj and follow the online ingtructions.

BY POST: Complete the payment slip and refum to [payment address] with either:

- acheque or postal order payabis to {payee detalls] or

= Your payment or card payment suthorisation.

All cheques and postal ordere must have the PCN number and vehicle registration number writisn
on the back. Pleass send a stamped self-addressed envelope If you would like a recelpt.

Any other form of payment, including cash, will not be accepiad.

IN PERSON: Complete tho payment slip and bring it with your PCN and payment to [payment
centre aﬂnu(eq}]bcbamnﬂma]on[dw Payment can be mads elther by cheque, postal
or::;bhmdtor debit card or in cash. if you pay by cash, please snsure that you obtaln a
re

Please do not make any payment if you want to challenge this PCN

x ...............................................................................................
Paymontdip-PImerelumwﬂmeamemmrtbypmtorMhpamn.
Penaity Cherge Notice number: [PCN number] VRM: [VRM]

Date of Notice: [Dafs of notive]

The full penally chargs is £Jfull amount). A reduced charge of Efreduced amount] is payable if pald
not later than the last day of the periad of 14 days beginning with the date on which the PCN was
aerved.

— ——— s o

Please debit my MasterCard / Viea / Masstro / Delta (dolsts as appropriate):-

cardNunbu:____l__,__J____J____ Amount £__ __ Dete: _____
Card issue Date: __/_ Card expiry date: _ _/_ lssue number:
Name of Cardholder;: __ ___ =~ Signature of Cardholder:




Document 1.3 TMA Regulation 10 issued due to Prevention from Service

MAKING REPRESENTATIONS

You may find the following form halpful as & means of meidng represenialions. However, you do not need i
usa!tandyoumaymakempmantaﬁmlnanyofmeways get out above.

Iif you think any of the grounds below applies, pleese mdicate which oy ticking the relevart bOX O boxes,

lnaﬁmas.piaaseglvedataﬂsmmaspaoeprwﬂed.

0 The alieged contravention did not ovcur, = Please explain vihy you think no confravention took plate.

[m| Inevarwasthewmeroftheveh!deﬂlmmmemdtmvm&mﬁﬂmaofmaalmed
contravanﬂonorlbawnalhmaﬁa'muah.—mwummmbomamdﬂwwmm
mmmwmwmnﬁmmwumMMammdﬂmmded
mewmmmMmmd#MMkawmm.kwbsm
ﬁwmerdﬂ:evahicbaﬂarmatdah,yaumustmdudaam&mmtofwm and addrass of the
mwmwmmwmmmm,rmmbhmmw.mw

repor, insuanoce claim).

(w] IamANeareehireﬂrmandhewhldehqmﬁmvmmﬂwmahmltlmmd&mﬂwﬂm under a

hifdng agresment; and the person hiring # had signed a statement acknowledging Habllity in respect of
anypensjtyd\argainvoiwlngthevahicledudngﬂwpoﬁodofthehimagmmant-vaumusthdudea
sﬂummofﬂ:enmandaddmssofmmmmenMQchbwasWafﬂmma!ﬂfa!m.
Pieass also supply a copy of the hire mmmmmrammtaammdgmmm.

] ThapenaltychargaexeeedsmamountappllcableInmmmnmdﬁeme-#youmhkwu
mhhgaskedtnpaymmﬂmnwushmﬁdbgaﬂypay.

En | ThmehasbeenpmwduralImwopdetyonhpartof&smfomnarﬁauﬂuﬁty.-ﬂasodowibem
allaged Impropriety.

u Thetraﬁlcorwwhinhisallauedmhavabeenmnuavanedwasimlld.—wrmwubwlewﬂw
parking restriction in question was invaiki or flagal.

O Thstmapenaltychamahasaimdybeenpaldlnﬁm.ormemdumdd\argahanbewpawmlnm
specified period, ~ Please provide defafis of the payment mathod, date and amaunt,

n TheCMiEnfotwmentoﬁbwmMpmdmmmm.ummbﬂnwemtm
suchmwnfbnofunﬁwmukplaw.

0 Anyoﬂmrgroundyouwlshtomlse.

Detalls:

o (Pisase continue on anuther shesl if ni
Oumership detells: | was not the vamerfkes ruflhevehiulewhmlhePclessuad becauss:
T 1 have never owned the vehicie. '
1 (disposed of the vehicle before the contravention on: | Name of person from whom actulredito whom
o dis| i .
I3 1 aoquired the vehicle after the confravention on: Address of parson from whom acquiredito whom
disposed:

0 Wearea hlrellnnandtl'ievehldawasonhimntﬂn
fime.

Plaase maka sure you sign the following declaration If you want us to consiler your reprassntationa.

{ corfirm that the above Information I comoltnﬂnbastnfmykrmtledga.lundmm that making a fajse
statement may result in prooawtionandaposnbleﬂneof up to £5,000.




Document 1.4 TMA Reguiation 10 PCN Issued due to Vehicle Drive-Away

[Enforcement Authortty Name]
PENALTY CHARGE NOTICE (PCN)
Traffic Management Act 2004
Owner Na PCN N ]
il ms . umber: [PCN numberf
Owner Addnass 2 Vahicle Registration Number: {VRMT
Owmer Address 3
Town Make: [Velcle Make]
Posfcode
Tax Disc Numbeor: [Tax Disg Noj

Date of this Notice: {Postai date] Tax Disc Expiry Date: [Tex Disc Expiry Dato]

The authorily belleves that penaily charge Is payable with respect to the above vehicle on the
gmunds of the following alleged parking confravention:

{Contravention code] ~ [Contravention description]
Location: jDetafed contravention location]
Date of Contravention: [Contraverition date] Time: [Contravention time]

DO NOT IGNORE THIS NOTICE

the penalty charge notice or had served it o5 stated above.

The penalty charge Is £/hll amount]
The penalty charge must be pakd not later than the last day of the period of 28 days beginning with
the date on which this penaily charge notice is served.

A reduced charga of I[Wamounﬂis Payable in the following circumstances:
ﬂ‘thapomlwdmrgahpaﬂmtlatermntfnluldayofmapwbdofudayahqhnlmwlmh
dete on which this notics was servad, the penalty chargs will be reduced by 50%.

HOW TO PAY

You may pay this penality charge online, by telephone, by post or in person. Full defails on these
methods of payment can be found with the detachable payment siip.

Please make cheques and posial orders payabis to {payse dotalls], and write the PCN number and
:hicle repistration number on the back. Please do not send post-dated cheques, as they will not
accepled.

Ploase do not make any payment if you want to challenge this PCN,

Daty Proteciion Statement
The [Enforcoment suthorily nama] wil use Informadion, Including parsona! informetion, collocied through the lssuing of
mmmmmmumwmmmm:mdnumm purposes.
The Information mey be discicead o London Oommwonhrumﬂqmduwmmmm itls
nemﬂhﬁumdnnwbrmnwﬂm-ﬂmﬂ ofmmlnhnnﬂmilbopmmuh
accordance with the Date Protecion Act 1098,




Document 1.4 TMA Regulation 10 PCN issued due to Vehicle Drive-Away

HOW TO CHALLENGE

You mey make representations to us against the imposition of the penaity charge i this PCN.
Representations may be mede online at fwebpage]. by amail to femall address], by fax to ffax
number] or by post to [correspondence address]. Pleass Include any avallable supporting
evidence. Representations must indude the name, postal addrees and signature of the person
making them. If representations are mads oniine or by amall then the name of the person making
them must be In the msugeheadarormlnbodym and will be taken to ba the signature of
that person.

The authority may distegard any representations recelved outside the pericd of 28 days beginning
mmmmm«amm.

The statutory grounds for making representations are fisted balow. Whether or not any of the
statutory grounds apply, you may aleo give other compeling reasons why we should cancel the
penalty charge of cefurid any sum paid on account of the penalty charge. The statutory grounds for
representation &re that:
s the alleged contravention did not occur;
¢« youU-—
o wera never the owner of the vehicle in question,
o had ceasad fo be the owner before the date on which the alleged contravention ocourred,
or
o became Ifs owner after that date;
o the vehicie had been permitied to remain at rest in piace in question by a person who was In
oontrol of the vehicle without the owner's consent;
v yousarea vahigie-hire firm and -
o the vehicle in question was on hire under @ hiring agreement at the time of the
contravantion, and _
o the parson hiring the vehicle had signed & statement of tiabillty acknowdedging his fiabliity
in respeoi of any penalty charge notice served during the period of the hire agreement;
» the pemalty charge exceeds the amount applicable tn the circumstancee of the case;
s there ﬂh;s besn & procedural impropriety (described below) on the part of the enforcement
authonty;
. fhe traffic order (except where it is an order mads under Schedule 9 of the Road Traffic
Regulation Act 1984) which Is alleged to have been confravenad is ivalid;
« @ civii eforcement officer was not prevented from serving the original penaliy charge notice by
affixing 4 to the vehicle or handing I to the owner or person in charge of the vehicle;
» the PCN has already been paid.

*procedural impropriety” means a8 fallure by the enforcement authority tv observe any requirement

imposad on it by the Traffic Management Act 2004, or the relevant Regulations made urkier that
Act in respect of the civil enforcament of parking contraventions, In relation to the imposition or
recovery of a penalty charge or othar sum.

If you are making representations to the effect thet you acquired the vehicle after the date of the
alieged contravention, or ceased to ba ihe owner of the vehicle before that dals, then your
representations must inelude the name and address of the person from whom you acqulred the
vehicle, or to whom you disposed of It, If you have that information.

If you are & hire fim and are making representations fo the effect that the vehicls was on hire at
the tme of the alleged contravention then your represantations must inciude the name end
address of the person o whom the vehicle was hired at the time.

A person who knowingly or recklessly makes a false representation regarding an important fact is
guilty of an offence and on summary conviction may be Hable for a fine of up to £5,000.

We will coneider your representations and any supporting evidence, and serve 2 notice on you of
our decision, within the period of 56 days beginning with the date on which we recslve your
representations, except where we have decided to disregard your representations by reason of
their being received afier the end of the period of 28 days beginning with the dats of service of thie
PCN. HmaooeptywrmpreuntaﬁonawamumlmisPCNandymwmnothavetopayﬂ\e
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penalty charge. If you have made repressniafions within the period of 28 days beginning with the
date on which this PCN Is eerved, or if you hava made represeniations ouiside that period but we
have not disregarded them, and we do not accept those representations, you will receive a notice
of rejection. This will stale, amongst cther things, thet you mey appeal against the notico of
rejection to an adjudicator and it will give information about the fime limits for appealing to an
adjudicator.

If after the last day of the perlod of 26 days beginning with tha dade on which this PCN Is served no
such representations have bsen made, and the penalty charge has not baen paid, we may

increase the penalty charge by 50% to Sfincreased amourd] and may take steps o enforce
payment of the increasad charge.

At the end of this PCN you will find a form which you may find helpful as a means of making
reprasentations. However, you do not nead fo use it and you may make representstions in any of
the waye set out above.

HOW TO PAY

To pay:-

BY TELEPHONE: On /Paymert phone number] between [timas] on [days] using one of the debit
or credit carde lsted on the payment slip.

BY INTERNET: Go to [iweballe address] and follow the oniine Instructions.

BY POST: Complete the payment slip and retum to [payment address] with either:

« a cheque or postal order payable to [payes dedails), or

- your payment or card payment authorisation.

All cheques and postal orders must have the PCN number and vehicle registration number written
on the baok. Please send a slamped self-addressed envelope If you would like a receipt.

Any other form of payment, including cash, will not be accepted.

IN PERSON: Complete the payment slip and bring It with your PCN and paymant to Josyment
cenire address{es)] between jflimes] on [days] Payment can bs made either by cheque, postal
order, credit or debit card or in cash. if you pay by cash, please ensure that you obtaln a
recsipt.

Plsass do not make any payment If you want to challenge this PCN

x ...............................................................................................
Payment slip- Please retum with all paymenis sant by post or made in person.

Penalty Charge Notice number: [PCN numbar] VRM: [VRM]

Date of Nolice: {Dade of nofice]

The full penally charge is £/ftalf amount]. A reduced charge of £freduced amount] is payabls if paid
not later than the last day of the period of 14 days beginning with the date on which the PCN was

L e s B P e e . St . P Ay Pl 4 B Y e e e e vy v e e . i B S e P e PP RS G M T It et S e S
" O R e M ek M Gl e b ———— Gt e — — — — — — — — i b — v — p— p— —— — P bt Y] sy ey e S s S W @ M. y——

S S S S S S T B B BN S L AN e e Al Gy S A S S S e S e Gde A S i e e e — — —— — e —

Only completa the detalls below if you are making payment by credit or deblit card.
Please deblt my MasterCand / Visa / Maestro / Delta {(delete as appropriate):-

CardNumbesr:__ _ _[/ __ (¢ Amountf£ == Dale: ____
Card issua Dete; __/_ Card axpity date: __/__ {ssue number; _
NameofCardholder: =~ SignatureofCardholder: _____
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MAKING REPRESENTATIONS

You may find the following form helpful 88 & means of making representations. However, you do not need lo
use it and you may make representations in any of the ways set out above.

if you think any of the grounds below applies, pleass indicafe which by ticking the reievant box of boxes.

In all cases, plaase give detalls In the apace provided.

I The allegad confravention did not acour. - Please explain why you think no coniravention took place.

O | never was the owner of the vehicle or | was not the owner of the vahicle at the time of the afleged
contravention or | became s owner after that date. - Wherne you csased io be the owner of the vehicle
before the date of the alleged contravention, you must inciude a siatement of the neme and address of
the parson fo whom the vehicis was disposed of, if that information i in your posseasion. If you hecame
the owner of the vehicle elier thet date, you must inciude a siatement of the name and eddress of the
pemmﬁwnudmﬂwwhﬁemanquhd,#ﬂmmmaﬂmfsmmpmmm.mw
evidence of the disposslfacquisition {e.g. # 8a/es receipl).

1 The yshicla had been permitted {0 remain at rest in the place in question by @ person who was in
voritrol of the vehicle without the consent of the owner. — Please encfose evidence (e.g. police orime
report, insurance claim).

[1 | amMe are a hira firm and the vehicle In question wes at the material time hired from the firm under a
hiring agreement; and the peraon hiring it had signed a stalement acknowledging lability In respect of
anypenaﬂycharpsinvulvlngtlmvahidadu'imuﬁperiodnﬂhahireagrament.-Youmusrmludea
siatement of the name and address of the person lo whom the vehicle was hired at the materiel fime.
Plaase also supply & capy of the hire agresimant and the hirar's atatement acknowisdging his liability.

] Thapamllyuhnrgaemeadsthaamnumapplleablahﬁmolrwmstamunmam.-myoum
you are being asked o pay more than you shouid legally pay.

[0 Thers has besn procedurat Impropriety on the part of the enforcament authority. — Please describe the
alleged Impropriely.

0 The traffic order which la alleged fo have been confravened was invald. — Where you believe the
parking restriction in quastion was invaild or fegal,

O That the penalty charge has already been pald in full, or the reduced sharge has been paid within the
specifted period. - Plesse provide delalls of the payment method, date and amourt.

! The Civil Enforcemant Officar was not prevented from serving the notice. — Whers you belleve that no
such prevention of sarvice look place.

1 Any other ground you wish to relse.

Botaiin:

_ __(Plesse continue on anolter sfheet if necessay) |
Gvnorshlp detalie; | was not the owner/kesper of the vehicle when the PCN was Issued because:
[ | have never owned the vehicle.
O 1disposed of the vehicle before the contravention on. | Name of paraon from whom acquired/Ao whom
disposed:

O | acquired the vehicle after the contravention on: Addrass of person from whom acquired/to whom
dieposed:

T We are a hire firm and the vehicls was on hire st the
time.

Please make sure you aign the following declaration i you want us to consider your repressntations.
| corfirm that the above Information is cotrect to the best of my knowledge. | understand that making a false
statement may result in prosecution and a pesalble fine of up to £5,000.
....................................... (nems in BLOCK CAPITALS)
....................................... {posiion in compeny, if relevant)
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Lwendon

London Borough of London

VEHICLE (with VRM)........... —"

DECLAMPED AT

WARNING: This vehicle should be moved as soon as possible. If it







Document 1.6 Removal Authorisetion Notice

b
s e

Lendon

London Borough of London

THIS VEHICLE

PO ITEBEEE R AN SAP SOR N MRS AP RN SN RA A A I d can R OB BB

ILLEGALLY PARKED
AND
HAS BEEN

AUTHORISED FOR







Document 1.7 Vehicle Removal and Release Record (Front)

London Borough of London { ad
Vehicle removal and release record :

ENNANEENEEE ENEREENEEN
T T T CITTTT CTT L]

e h VA A e b makdd s b bn el B B e P YR TR e A A et T armm il P P 4 a et e b - e gy 21V b s A A R o

""'__ iy [ ] e et [ (T T

Authorislng OCer ......coienimmansesrmasas st mnessmcs s sasssrnsraes C.AD. Ref

NEARSIDE © %#
insert damage codes as applicable.

" Additonsl datalis/remerks (e.g- vislble proparty, adio etc.):




Document 1.7 Yekicle Rumewn and Release Record (Back)

Driver returned Vehicle refumed at (ime) ............... to (eigneture) ..o e
Authorising officer

{Prind BUMBMB) ..vvvinivni e in e e s s s WINeas ...........

Y.E.L. Explry dals V.E.L. number

Lilil] HERURRRE

Complete this section in block letters, Verlly detalls and shuw how verified
Driver's name

[T 1TT [] [TTT] (Tl
Il address

Hmm’m llllllllll WPEIBSFe A LRl RN PP P AT SHENERAAnl AR BuiNr TIZADN JEPRUD AN R NAN A0 s« &L
i@l

[T:lﬂﬂlff:[_l LLLLL_U (1) CTT LTI

HOUE VRIS ...ooovireerenserevnnrnrremens s igarescssen momsnnms sapabessy ARE R frnrkubn KRR SSS CHnSLE RDETHORE £210 10r0nn puvmrn srmnE

Please tick as eppropriate:
| was the driver who lef the vehicle, IndeX no.: ..o vvrenecB s s
| am claiming vehicle, index no.. .........cccovvven s et onbahnlfofﬂiadﬁverdmwnabwe

Print BUMNBITNG .oonvewaviciences sarosimrnremsvrmasssnsnioias BIGNBY ..o icar s rninne e an e e e aas

“Remari CHARGES
Includs pares, sigkens 2 phone namber of claimant, and how veriBed (f
diffearii fom sbays) PCN foay B enniens

Remaval Vg U

L ey O
{.... days ot £...Adey)

i

2L 1T LT P TR P PRI DI PPPTR LTI CASH
PrIAE LI IBITIO weevurrenrannn crnsranerssnanrmemserain s rersssssiissainmnmensanantess 25130043110 E 10N 008 Amount ree'd T

T U B B

Vehide merk. CHELRIE

J Chogus numlar .......cccvvevieneeme
Gode gnd Surid nusnber ‘ Bank sort code . .

Vehlole FemEREd 10 ... e ccsisenmmsn s e PO [ i niansasn s e

l {time} ... - SO | (-7 U —— Cand type
Reocelvad the wehicle deacribed abwaat(ﬂme)

Pﬂm M) . — e i B P P gt e _r .
BUMame ... vensarinn T L TR T LR T rrrry PP E TP PERTEET PR

Tolalamount £ e




Documant 1.6 Removal Releass Fee Raselpt (Front)

London Borough of London
Removal release fee receipt

l°l Ltln

PCM Number

[TTITTT]

Code / Serlal Number

[ 1111
L1i]]

Vehlsle Loostion

Vahicle Mark

REENEE

Month Yeor

e

I VAR N RN R PENI D AR ENAdwh bR i ra A NS INE RN QAR

NN NN A R AR RAEEE R A UL RRE e %llg.ﬁl £----upu TR Tt

‘IIII dm ‘EM ——
Total amount £

L LT IO PN RATRITS ITY (1)

Driver detafis:

Mdl'l‘ alaena

Ll L LN I S DTN Y EINE LA LT T T T T P LYY T

IRE RN F AT N S B RIF IR I GER R D NN PP N FURE RIS U RO FRE AN I A Ph Comma A W

METHOD OF PAYMENT

mmlm !uuununnnn-"

" Gvner Gotals:

R R I L R TSR P IR T T e

A NS REEEE TN AR RN A (g AL S S

FAS UMK BUB AN S 1S NNV ENE BREANENEOPBINIL ULl Nnl nilank L L L T P TR L E TR T T T T T T T P PER Y PTT Y T P )

Nates — forms of ID produced ete.:

CREDIT/IDEBIT CARD

Card typs
Card number

BREBSe SR NervArirasERE

SN BEMARMMy I pEEER IR rAR IR S

—— AR S e
ASAREgARFAA RN FRUTRRILI S




Document 1.8 Removal Release Fee Receipt (Back)

OBJECTION PROCEDURE

Under the provisions of the Road Traffic Act 1891, you are required to pay the cost of the Penalty

Charge Notice (PCN), as well as the removal fee before your vehicle can be released. You do,

ﬁﬁhn:mwripr;ave the right fo object but you must maks your representations within 28 days of tha date of
recsipt.

;Lht:dcouneli will conslier any objections but there are also legal grounds for representations which are

{g) that tha contravention did not ocour — you will need to axplain why you think no contravention fook

1

(b)thatﬂnevehiolewaapadcedbyaparsonwhowaslnoontmlofltwithowma owner's congent — you
will nesd to enclose evidence (e.g. police crime report, insurance ofeim);

{d) that less than 15 minutes had elapsed after than end of paid for time — please nofe thef & parking
lick':tam%bngiissuedknmedatdyaﬂerﬂmendofpaldfwm but the vehicle cannot be clamped for
af loast nutes;

{e) that the penalty or other charge exceaded the amount applicable in the circumetances of the cass —
you will need to explain why you think the charges are foo high;

(f) that the relevant traffic order was invaild - ihis only applies if the Councir's regulations are legalfy
defective.

If you want fo make repressntations, you shoukl wnite to us at the foliowing address:
[Comespondance address delals]

Please quote the Penalty Charge Natice number and your vehicle's repistration number ¢n all
comespondence. In all cases when you are making representations, you should provide as much
evidence as possible to support your abjection.

After wo have considered your reprasentations, we will writs back to you. If we accept your
represantations, we will cancel the Penalty Charge Notice and refund the fees you have pald. If we do
not accept them, you will have a 28 days to appeal against our decision to the independent
Adjudicator. We will tell you how to do this when we write to you.

If you want any more help or information, please call our help line on [heipline phone number]
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[ENFORCEMENT AUTHORITY NAME]

London

REPRESENTATIONS AGAINST REMOVAL OF VEHICLE

You have a right to make representations to [Enforcement Authority name] if your vehicle was
found in a civil enforcement area for parking contraventions, it was removed and:

(a)

(b)
(c)
(d)

you are required to pay an amount on recovery of the vehicle under s101A of the Road
Traffic Regulation Act 1984, being the penalty charge payable in respect of the parking of the
vehicle in the place from which it was removed, such unpaid earlier penalty charges relating
to the vehicle as may be prescribed, together with any removal fee and any storage fees
(“relevant charges®);

you have received the sum by which the proceeds of sale of the vehicle exceed the amount
of the relevant charges;

you have been informed that the proceeds of sale of the vehicle did not exceed the relevant
charges; or

you have been informed that the vehicle was disposed of without there being any proceeds
of sale.

The statutory grounds for making representations are listed below. Whether or not any of the
statutory grounds apply, you may also give other compelling reasons why, in the particular
circumstances of the case, the authority should:

(a)
(b)

refund some or all of the amount paid to secure the release of the vehicle or deducted from
the proceeds of sale; or

waive its right to recover all or any of the sums due to it on account of the removal or
disposal of the vehicle.

Please ensure your representations are recsived by the authority before the end of the period of 28
days beginning with the date that you were informed in writing of your right to make
representations as the authority may disregard any representations received outside this 28 day
period.

The statutory grounds for representation are that:

the vehicle had not been permitted to rematn at rest in a civil enforcement area for parking
contraventions in circumstances in which a penalty charge was payable by virtue of
regulation 4 of The Civil Enforcement of Parking Contraventions (England) General
Regulaticns 2007 (“General Regulations”);

the Civil Enforcement Officer (CEQ) had not, in accordance with regulation 9 of the General
Regulations, fixed a penalty charge notice (PCN) to the vehicle or handed such a notice to
the person appearing to him to be in charge of the vehicle, before the vehicle was removed:;

at the time the vehicle was removed, the power, under paragraph (2) of regulation 5C of the
Removal and Disposal of Vehicles Regulations 1986, to remove the vehicle

- to another position on the road where it was found,

- to another road, or

- to a place which is not a on a road,

was not exercisable by virtue of paragraph 3 of that regulation in that the vehicle concerned
was in a parking place and a PCN had been served by affixing the PCN to the vehicle or by
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handing the PCN to the person who it appeared to the CEO was In charge of the vehicle and

the contravention consisted of or arose out of a failure to

- pay a parking charge with respect to the vehicle,

- to properly display a ticket or parking device, or
remove the vehicle from the parking place by the end of the period for which the
appropriate charge was paid,

and the appropriate period had not elapsed since the PCN was issued in respect of the

contravention, being

- 15 minutes in the case of a vehicle as respects which there are three or more penalty
charges outstanding, or

- 30 minutes in any other case;

. the vehicle had been permitted to remain at rest in the place where it was by a person who
was in control of the vehicle without the consent of the owner;

. the place where the vehicle was at rest was not in a civil enforcement area for parking
contraventions,

. the penalty charge or other charge paid to secure the release of the vehicle exceeded the
amount applicable in the circumstances of the case; or

. there has been a procedural impropriety on the part of the enforcement authority.

“Procedural impropriety” means a failure by the enforcement authority to observe any requirement
imposed on it by the Traffic Management Act 2004, the General Regulations or the Civil
Enforcement of Parking Contraventions (England) Representations and Appeals Regulations 2007
in relation to the imposition or recovery of a penalty charge or other sum.

Representations may be made online at fwebpage], by email to femail address], by fax to ffax
number] or by post to [correspondence address]. Please include any available supporting
evidence. Representations must include the name, postal address and signature of the person
making them. If representations are made online or by email then the name of the person making
them must be in the message header or main body text, and will be taken to be the signature of
that person.

We will consider your representations and any supporting evidence, and serve a notice on you of
our decision, within the period of 56 days beginning with the date on which we receive your
representations, except where we have decided to disregard your representations by reason of
their being recsived after the end of the period of 28 days beginning with the date you were
informed in writing of your right to make representations.

If we accept your representations on the basis that one or more of the statutory grounds apply, we

will:

(@) refund the relevant charges paid to have the vehicle released or otherwise deducted from the
proceeds of sale except to the extent (if any) those sums were properly paid or deducted,;
and

(b) inform you that the authority has waived the right to recover any sum which might otherwise
have been due to it by way of a penalty charge or on account of the removal, storage or
disposal of the vehicle.

If we accept your representations on the basis that there are compelling reasons why, in the
particular circumstances of the case, some or all of the sums paid to secure the release of the
vehicle or deducted from the proceeds of sale should be refunded, or the authority’s right to
recover all or any of the sums due to it on account of the removal or disposal of the vehicle shouid
be waived, we will:
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(a) refund the relevant charges paid to have the vehicle released or otherwise deducted from the
proceeds of sale, or such of them as we consider appropriate; and

(b) inform you that the authority has waived the right to recover any sum which might otherwise
have been due to it by way of a penalty charge or on account of the removal, storage or
disposal of the vehicle.

If you have made representations within the period of 28 days beginning with the date on which
you were informed in writing of your right to make representations, or if you have made
representations outside that period but we have not disregarded them, and we do not accept those
representations, you will receive a notice which will state, amongst other things, that you may
appeal to an adjudicator against our decision not to accept your representations and the notice will
give information about the time limits for appealing to an adjudicator.

At the end of this document you will find a form which you may find helpful as & means of making
representations. However, you do not need to use it and you may make representations in any of
the ways set out above.

To make an enquiry about this document, or for any other information, please telephone
[Helpline phone number] or send an e-mail to [email address]. Parking information is also
available on [website address].

Data Protection Statement

[Enforcement Authority name] will use information, including personal information, collected by
means of this document for the enforcement of traffic contraventions and it may also be used for
compatible purposes. The information may be disclosed to London Councils, other enforcement
agencies and third parties where it is necessary and lawful to do so e.g. for the prevention and
detection of crime. All information will be processed in accordance with the Data Protection Act
1998.
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MAKING REPRESENTATIONS

Representation made in respect of PCN number:

Date of Contravention:

Date of Vehicle Release:

Vehicle Registration Number:

Name and Address of Driver Name and Address of Payer

Name Name

Address Address

Postcode Postcode

Please specify whether you are the:

Owner: Driver: Keeper: Hirer:

Grounds for Representation
If you think any of the statutory grounds for making representations applies, please indicate which
by ticking the relevant box or boxes. In all cases please give details in the space provided.

The vehicle had not been permitted to remain at rest in a civil enforcement area in
circumstances in which a penalty charge was payable by virtue of regulation 4 of the General
Regulations.

The CEO) had not fixed a PCN to the vehicle, or handed it to the person appearing to him to
be in charge of the vehicle, before the vehicle was removed.

The power to remove the vehicle under paragraph 2 of regulation 5C of the Removal and
Disposal of Vehicles Regulations 1986 was not exercisable by virtue of paragraph 3 of that
regulation

The vehicle had been permitted to remain at rest in the place where it was by a person who
was in control of the vehicle without the consent of the owner — please provide evidence (e.g.
police crime report, insurance claim).

The place where the vehicle was at rest was not in a civil enforcement area for parking
contraventions.

The penalty charge or other charge paid to secure the release of the vehicle exceeded the
amount applicable in the circumstances of the case.

There has been a procedural impropriety on the part of the enforcement authority.

Please give a detailed account of the circumstances in which you parked the vehicle and
provide any further evidence supporting your representations.
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|_F‘!§asa use another sheet if necessary

Please make sure you sign the following declaration if you want us to consider your
representations.

_______________________________________ (name in BLOCK CAPITALS)
....................................... (position in company, if relevant)

Seeeeeeeeeeeeeeiiceeaeeo ... ___. (Signature) = _________________ (date)
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Document 1.12 — Declamping Instruction Card (Front)

London
London Borough of London

Declamping instruction card

Your vehicle has been clamped — DO NOT try to move it while the clamp is in place.

Do not try to remove the clamp yourself as it is an offence to do so for which you could
be fined.

In order to have the clamp removed, you have to pay a fee of £ (This includes a
penalty charge of £ and a clamp release fee of £ )

You can make this payment either:

a) by phone — call our payment line on [phone number] using one of the following debit
or credit cards — [Swifch, Defta, MasterCard, Visa]. Please have details of your
vehicle’s registration number and location with you when you make the call,

or:

b) in person — take this declamping instruction card to one of the payment centres
listed below, where you can pay by cash or using a debit or credit card, or using a
cheque supported by a cheque guarantee card (provided it will guarantee cheques to
the required value).

iv. [Car pound address and opening times]
v. [Other possible payment centre address and opening times]
vi. [Further possible payment centre address and opening times}

Please make payment and have the clamp removed as soon as possible as there is a
possibility that your car will be removed if it is left clamped for too long, in which case
the fee to recover your vehicle would be £ .

For other enquiries or in case of any emergency, please phone [24 hour helpline]

Please note that once you have had the clamp removed, you should move your vehicle
as soon as possible in order to avoid any other enforcement taking place.
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Document 1.13 Representations against Immobilisation of Vehicle

[ENFORCEMENT AUTHORITY NAME]

Lo nzl_o‘n
REPRESENTATIONS AGAINST IMMOBILISATION OF VEHICLE

In accordance with Regulations made under the Traffic Management Act 2004 you are required to
pay the penalty charge payable under the penalty charge notice (PCN) and the clamp release fee
before your vehicle is released.

You have a right to make representations to [Enforcement Authority name]. The statutory grounds
for making representations are listed below. Whether or not any of the statutory grounds apply,
you may also give other compelling reasons why, in the particular circumstances of the case, the
authority should refund some or all of the amount paid to secure the release of the vehicle.

Please ensure your representations are received by the authority before the end of the period of 28
days beginning with the date that you were informed in writing of your right to make
representations (normally the lawful vehicle clamp release date) as the authority may disregard
any representations received outside this 28 day period.

The statutory grounds for representation are that:

- the vehicle had not been permitted to remain at rest in a civil enforcement area in
circumstances in which a penalty charge was payable under regulation 4 of The Civil
Enforcement of Parking Contraventions (England) General Regulations 2007 (“General
Regulations”);

. the vehicle had been permitted to remain at rest in the place where it was by a person who
was in control of the vehicle without the consent of the owner:;

. the place where the vehicle was at rest was not in a civil enforcement area for parking
contraventions;

. in accordance with regulation 13 (limitations on the power to immobilise vehicles) of the
General Regulations, there was in the circumstances of the case no power under those
Regulations to immobilise the vehicle at the time it was immobilised or at all;

. the penalty charge, or other charge paid to secure the release of the vehicle (“clamp release
fee”), exceeded the amount applicable in the circumstances of the case;

. there has been a procedural impropriety on the part of the enforcement authority.

“Procedural impropriety” means a failure by the enforcement authority to observe any requirement
imposed on it by the Traffic Management Act 2004, the General Regulations or the Civil
Enforcement of Parking Contraventions (England) Representations and Appeals Regulations 2007
in relation to the imposition or recovery of a penalty charge or other sum.

Representations may be made online at [webpage], by email to femail address], by fax to [fax
number] or by post to [comespondence address]. Please include any available supporting
evidence. Representations must include the name, postal address and signature of the person
making them. If representations are made online or by email then the name of the person making
them must be in the message header or main body text, and will be taken to be the signature of
that person.

A person who knowingly or recklessly makes a false representation regarding an essential fact is
guilty of an offence and on summary conviction may be liable for a fine of up to £5,000.

We will consider your representations and any supporting evidence, and serve a notice on you of
our decision, within the period of 56 days beginning with the date on which we receive your
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representations, except where we have decided to disregard your representations by reason of
their being received after the end of the period of 28 days beginning with the date you were
informed in writing of your right to make representations.

If we accept your representations on the basis that one or more of the statutory grounds apply, we
will refund the penalty charge and the clamp release fee paid to secure the release of the vehicle
except to the extent (if any) those sums were properly paid. If we accept your representations on
the basis that there are compelling reasons why, in the particular circumstances of the case, some
or all of the sums paid to secure the release of the vehicle should be refunded, we will refund these
sums or such of them that we consider appropriate.

if you have made representations within the period of 28 days beginning with the date on which
you were informed in writing of your right to make representations, or if you have made
representations outside that period but we have not disregarded them, and we do not accept those
representations, you will receive a notice of rejection. This will state, amongst other things, that you
may appeal against the notice of rejection to an adjudicator and it will give information about the
time limits for appealing to an adjudicator.

At the end of this document you will find a form which you may find helpful as a means of making
representations. However, you do not need to use it and you may make representations in any of
the ways set out above.

To make an enquiry about this document, or for any other information, please telephone
[Helpline phone number] or send an e-mail to [email address]. Parking information is also
available on [website address].

Data Protection Statement

[Enforcement authority name] will use information, including personal information, collected by
means of this document for the enforcement of traffic contraventions and it may also be used for
compatible purposes. The information may be disclosed fo London Councils, other enforcement
agencies and third parties where it is necessary and lawful to do so e.g. for the prevention and
detection of crime. All information will be processed in accordance with the Data Protection Act
1998.
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MAKING REPRESENTATIONS

Representation made in respect of PCN number:

Date of Contravention:

Date of Vehicle Clamp Release:

Vehicle Registration Number:

Name and Address of Driver Name and Address of Payer

Name Name

Address Address

Postcode Postcode

Please specify whether you are the:

Owner: Driver: Keeper: Hirer:

Grounds for Representation
If you think any of the statutory grounds for making representations applies, please indicate which
by ticking the relevant box or boxes. In all cases please give details in the space provided.

The vehicle had not been permitted to remain at rest in a civil enforcement area in
circumstances in which a penalty charge was payable under regulation 4 of General
Regulations.

The vehicle had been permitted to remain at rest in the place where it was by a person who
was in control of the vehicle without the consent of the owner — please provide evidence (e.g.
police crime report, insurance claim).

The place where the vehicle was at rest was not in a civil enforcement area for parking
contraventions.

In accordance with regulation 13 (limitations on the power to immobilise vehicles) of the
General Regulations, there was in the circumstances of the case no power under those
Regulations to immobilise the vehicle at the time it was immobilised or at all — please provide
evidence that a valid disabled person’s or other recognised badge was properly displayed at
the time of the alleged contravention; or please provide evidence, if you were parked in a
parking bay that, following service of the PCN, the clamp was fitted before the appropriate
period had elapsed, being 15 minutes where there were three or more penalty charges
oulstanding in relation to the vehicle or 30 minutes in any other case .

The penalty charge or other charge paid to secure the release of the vehicle exceeded the
amount applicable in the circumstances of the case.

There has been a procedural impropriety on the part of the enforcement authority.

Please give a detailed account of the circumstances in which you parked the vehicle and
provide any further evidence supporting your representations.
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F
—_—

Please use another sheetl if necessary

Please make sure you sign the following declaration if you want us to consider your
representations.

| confirm that the above information is correct to the best of my knowledge. | understand that
making a false statement may result in prosecution and a possible fine of up to £5,000.

_______________________________________ (name in BLOCK CAPITALS)
_______________________________________ (position in company, if relevant)

_______________________________________ (signature) SR (0 =1 )]
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[ENFORCEMENT AUTHORITY NAME]

NOTICE TO OWNER

Traffic Management Act 2004 London
Owner Name PCN Number: [PCN number]
Owner Address 1
Owner Address 2 Vehicle Registration Number: [VRM]
Owner Address 3
Town Make: [Vehicle Make]
Postcode

Date of this Notice: [Postal date]

On [PCN issue date] a PCN was served by civil enforcement officer [CEO number] with respect to
the above vehicle on the grounds of the foliowing alleged parking contravention:

[Contravention code][{Contravention description]

in: fContravention location] At: [Contravention time] On: [Contravention date]

DO NOT IGNORE THIS NOTICE

This Notice to Owner is being served as THE PCN HAS NOT BEEN PAID. YOU ARE
LEGALLY RESPONSIBLE FOR COMPLYING WITH THIS NOTICE TO OWNER. Do not pass
this Notice to the person who was in control of the vehicle at the time the alleged
contravention occurred.

To the right is a photograph or other camera evidence of your
vehicle committing the alleged contravention.

The full penaity charge is £[full amount]. £famount received]
has been paid. PAYMENT OF £/BALANCE] IS NOW DUE.

The penalty charge must be paid not later than the last day of
the period of 28 days beginning with the date on which this
Notice to Owner is served.

You may make representations to the authority against this Notice (refer below to the section
headed “How To Challenge”). The authority may disregard any representations received outside
the period of 28 days beginning with the date on which this Notice to Owner is served.

If you do not pay the penalty charge in fuli, or if you have not made representations to the
authority, within the period of 28 days beginning with the date on which this Notice to Owner is
served, the authority may increase the penalty charge by 50% to £fincreased amount] and may
take steps to enforce payment of the increased charge.

Data Protection Statement

The [Enforcement authority name] will use information, including personal information, collected through the service of
this Notice to Owner for the enforcement of traffic contraventions and it may also be used for compatible purposes. The
information may be dlsclosed to London Councils, other enforcement agencies and third parties where it is necessary
and lawful to do so e.g. for the prevention and detection of crime. All information will be processed in accordance with the
Data Protection Act 1998.

Reg 19 NtO — TMA 2004 July 2013
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HOW TO PAY

You may pay this penalty charge online, by telephone, by post or in person. Full details on these
methods of payment can be found with the detachable payment slip.

Please make cheques and postal orders payable to [payee details], and write the PCN number and
vehicle registration number on the back. Please do not send post-dated cheques, as they will not
be accepted.

Please do not make any payment if you want to challenge this Notice to Owner.

HOW TO CHALLENGE

You may make representations to us against this Notice to Owner. Representations may be made
online at fwebpage], by email to femail address], by fax to [fax number] or by post to
[correspondence address]. Please include any available supporting evidence. Representations
must include the name, postal address and signature of the person making them. If
representations are made online or by email then the name of the person making them must be in
the message header or main body text, and will be taken to be the signature of that person.

The authority may disregard any representations received outside the period of 28 days beginning
with the date of service of this Notice to Owner.

The statutory grounds for making representations are listed below. Whether or not any of the
statutory grounds apply, you may also give other compelling reasons why we should cancel the
penalty charge or refund any sum paid on account of the penalty charge. The statutory grounds for
representation are that:
» that the alleged contravention did not occur;
* you-—
o were never the owner of the vehicle in question,
o had ceased to be the owner before the date on which the alleged contravention occurred,
or
o became its owner after that date;
« the vehicle had been permitted to remain at rest in place in question by a person who was in
control of the vehicle without the owner's consent;
e you are a vehicle-hire firm and -
o the vehicle in question was on hire under a hiring agreement at the time of the
contravention, and
o the person hiring the vehicle had signed a statement of liability acknowledging his liability
in respect of any penalty charge notice served during the period of the hire agreement;
the penalty charge exceeded the amount applicable in the circumstances of the case;
there has been a procedural impropriety (described below) on the part of the enforcement
authority;
e the traffic order (except where it is an order made under Schedule 9 of the Road Traffic
Regulation Act 1984) which is alleged to have been contravened is invalid;
» a civil enforcement officer was not prevented from serving the original PCN by affixing it to the
vehicle or handing it to the owner or person in charge of the vehicle;
¢ the Notice to Owner should not have been served as the penalty charge had already been
paid in full or had been paid within the specified period at the reduced amount.

“Procedural impropriety” means a failure by the enforcement authority to observe any requirement
imposed on it by the Traffic Management Act 2004, or the relevant Regulations made under that
Act in respect of the civil enforcement of parking contraventions, in relation to the imposition or
recovery of a penalty charge or other sum.

If you are making representations to the effect that you acquired the vehicle after the date of the
alleged contravention, or ceased to be the owner of the vehicle before that date, then your
representations must inciude the name and address of the person from whom you acquired the
vehicle, or to whom you disposed of it, if you have that information.

Reg 19 NtO — TMA 2004 July 2013
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If you are a hire firm and are making representations to the effect that the vehicle was on hire at
the time of the alleged contravention then your representations must include the name and
address of the person to whom the vehicle was hired at the time.

A person who knowingly or recklessly makes a false representation regarding an essential fact is
guilty of an offence and on summary conviction may be liable for a fine of up to £5,000.

We will consider your representations and any supporting evidence, and serve a notice on you of
our decision, within the period of 56 days beginning with the date on which we receive your
representations, except where we have decided to disregard your representations by reason of
their being received after the end of the period of 28 days beginning with the date of service of this
Notice to Owner. If we accept your representations, we will cancel this Notice to Owner and refund
any sum paid in relation to the Notice. If you have made representations within the period of 28
days beginning with the date on which this Notice to Owner is served, or if you have made
representations outside that period but we have not disregarded them, and we do not accept those
representations, you will receive a Notice of Rejection. The Notice of Rejection will state that you
must either pay the Penalty Charge or appeal in writing against the Council's decision to the
independent adjudicator, including any further representations that you wish to make. Appeals
must be made before the end of the period of 28 days beginning with the date of service of the
Notice of Rejection or within such longer period as the adjudicator may allow.

If after the last day of the period of 28 days beginning with the date on which this Notice to Owner
is served no such reprasentations have been made, and the penalty charge has not been paid, we
may increase the penalty charge by 50% to Lfincreased amount] and may take steps to enforce
payment of the increased charge.

At the end of this Notice to Owner you will find a form which you may find helpful as a means of
making representations. However, you do not need to use it and you may make representations in
any of the ways set out above.

HOW TO PAY

To pay:-

BY TELEPHONE: On [Payment phone number] between [times] on [days] using one of the debit or credit
cards listed on the payment slip.

BY INTERNET: Go to fwebsite address] and follow the online instructions.

BY POST: Complete the payment slip and return to fpayment address] with either:

- acheque or postal order payable to [payee details] or

- your payment or card payment authorisation

All cheques and postal orders must have the PCN number and vehicle registration number written on the
back. Please send a stamped self-addressed envelope if you would like a receipt.

Any other form of payment, including cash, will not be accepted.

IN PERSON: Complete the payment slip and bring it with your PCN and payment to jpayment centre
address(es)] between [times] on [days]. Payment can be made either by cheque, postal order, credit or debit
card or in cash. if you pay by cash, please ensure that you obtain a receipt.

Please do not make any payment if you want to challenge this PCN

Payment slip- Please return with all payments sent by post or made in person.
Penalty Charge Notice number: [PCN number] VRM: [VRM]

Date of Notice: [Date of nofice] Time served: fissue time]
The full penalty charge is £ffull amount].

mrniMrs/ms/Miss:_ o
Address;

Only complete the details below If you are making payment by credit or debit card.
Please debit my MasterCard / Visa / Maestro / Delta {delete as appropriate}):-

CardNumber.___ _/( __ [ | Amount. £__ Date: __
Card Issue Date: _ _/_ Card expirydate: _ _/_ _ Issue number: _ _
Name of Cardholder: _ _ _ Signature of Cardholder: __

Reg 19 NtO — TMA 2004 July 2013
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MAKING REPRESENTATIONS
You may find the following form helpful as a means of making representations. However, you do not need to
use it and you may make representations in any of the ways set out above.

If you think any of the grounds below applies, please indicate which by ticking the relevant box or boxes.

In all cases, please give details in the space provided.

O The alleged contravention did not occur. — Please explain why you think no coniravention took place.

OO0 | never was the owner of the vehicle or | was not the owner of the vehicle at the time of the alleged
contravention or | became its owner after that date. — Where you ceased to be the owner of the vehicle
before the date of the alleged contravention, you must include a statement of the name and address of
the person to whom the vehicle was disposed of, if that information is in your possession. If you became
the owner of the vehicle after that date, you must include a statement of the name and address of the
person from whom the vehicle was acquired, if that information is in your possession. Please supply
evidence of the disposal/acquisition {e.g. a sales receipt).

O The vehicle had been permitted to remain at rest in the place in question by a person who was in
confrol of the vehicle without the consent of the owner. — Please enclose evidence (e.g. police crime
report, insurance claim).

O |am/We are a hire firm and the vehicle in question was at the material time hired from the firm under a

hiring agreement; and the person hiring it had signed a statement acknowledging liability in respect of

any penalty charge involving the vehicle during the period of the hire agreement. — You must include a

statement of the name and address of the person to whom the vehicle was hired at the material time.

Please also supply a copy of the hire agreement and the hirer’s statement acknowledging his liability.

The penalty charge exceeded the amount applicable in the circumstances of the case — if you think you

are being asked to pay more than you should legally pay.

There has been procedural impropriety on the part of the enforcement authority. — Please describe the

alleged impropriety.

The traffic order which is alleged to have been contravened was invalid. — Where you believe the

parking restriction in question was invalid or illegal.

The Notice to Owner should not have been served as the penalty charge had already been paid in full,

or the reduced charge had been paid within the specified period. — Please provide details of the

payment method, date and amount.

O Any other ground you wish to raise.

O O o o

Details:

(Please continue on another sheet if necessary)

Ownership details: | was not the owner/keeper of the vehicle when the PCN was issued because:

O | have never owned the vehicle.

O | disposed of the vehicle before the contravention on: | Name of person from whom acquired/to whom
disposed:

O 1 acquired the vehicle after the contravention on: Address of person from whom acquired/to whom
disposed:

1 We are a hire firm and the vehicle was on hire at the
time.

Please make sure you sign the following declaration if you want us to consider your representations.

| confirm that the above information is correct to the best of my knowledge. | understand that making a false
statement may result in prosecution and a possible fine of up to £5,000.

_______________________________________ (name in BLOCK CAPITALS)
....................................... (position in company, if relevant)

_______________________________________ (signature) e . (date)

Reg 19 NtO — TMA 2004 July 2013
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[ENFORCEMENT AUTHORITY NAME]

CHARGE CERTIFICATE
Traffic Management Act 2004

Owner Name PCN Number: [PCN number]

Owner Address 1

Owner Address 2 Vehicle Registration Number: [VRM]
Owner Address 3

Town Date of contravention: [Contravention date]
Postcode

Location of contravention: [Contravention
Date of Charge Certificate: [Postal date] location]

[Contravention Code and description]

A [Notice to Owner was sent to you on [NtO postal date] / Penaity Charge Notice (PCN) was
issued on [PCN issue date]] which stated that you had to pay the penalty charge or to make
representations as to why you believed you did not have to pay it within 28 days beginning with the
date on which the Notice was served on you.

This Charge Certificate has now been served as you have not paid the penalty charge within the
appropriate period and

[delete as appropriate]

[no representations were made in response to the [Notice to Owner / PCN]]

[we issued a Notice of Rejection of Representations made against the [Notice to Owner/PCN] and
we have not been informed of an appeal having been made to the adjudicator]

[we issued a Notice of Rejection of the Adjudicator's Recommendation]

[an appeal was made to an adjudicator which was either unsuccessful or withdrawn].

As a result, the penaity charge has now increased by a surcharge of 50%:

Penalty Charge: £[amount of PCN]
Charge Certificate Surcharge: £famount of increase]
Total Increased Penalty Charge:  £/full amouni]

Amount Already Paid: £/payment received]
Amount Now Due: Efamount owed]

If we do not receive the amount now due before the end of the period of 14 days beginning with the
date of service of this Charge Certificate, we may apply to the county court to register the Charge
Certificate and, if a county court so orders, recover the amount due as if it were payable under a
county court order. If the court makes such an order this will result in an additional charge of £7
and ultimately, if the charges remain unpaid, a warrant may be issued to Civil Enforcement Agents
to recover the debt.

We strongly advise you to deal with this matter now, as Civil Enforcement Agents will add their
costs, which may significantly increase the amount that will need to be paid.

To make an enquiry about this charge certificate, or for any other information, please
telephone [Helpline phone number] or e-mail on [email address]. Parking information is also
available on our website [website address]



Document 1.15 Charge Certificate

Data Protection Statement

The [Enforcement Authority name] will use information, including personal information, collected
through the issuing of this Charge Certificate for the enforcement of traffic contraventions and it
may also be used for compatible purposes. The information may be disclosed to London Councils,
other enforcement agencies and third parties where it is necessary and lawful to do so e.g. for the
prevention and detection of crime. All information will be processed in accordance with the Data
Protection Act 1998.

HOW TO PAY
To pay:-

BY TELEPHONE: On [Payment phone number] between ftimes] on [days] using one of the debit
or credit cards listed on the payment slip.

BY INTERNET: Go to [website address] and follow the online instructions.

BY POST: Complete the payment slip and return to fpayment address] with either:
- a cheque or postal order payable to [payee details] or

- your payment or card payment authorisation

All cheques and postal orders must have the PCN number and vehicle registration number written
on the back. Please send a stamped self-addressed envelope if you would like a receipt. Any
other form of payment, including cash, will not be accepted.

IN PERSON: Complete the payment slip and bring it with your PCN and payment to [payment
centre address(es)] between ftimes] on [days]. Payment can be made either by cheque, postal
order, credit or debit card or in cash. If you pay by cash, please ensure that you obtain a receipt.

Please do not make any payment if you want to challenge this PCN

Payment slip- Please return with all payments sent by post or made in person.
Penalty Charge Notice number: [PCN number] VRM: [VRM]

Date of Notice: [Date of notice] Time served: [issue time]
The full penalty charge is £ffull amount].

Mr/Mrs/Ms/Miss:

Only complete the details below if you are making payment by credit or debit card.
Please debit my MasterCard / Visa / Maestro / Delta (delete as appropriate):-

Card Number: / / f Amount; £ Date:

Card Issue Date: _ _/_ _ Card expiry date: _ _/

Name of Cardholder: Signature of Cardholder:



Doecument 1.16 Form TE3 Order for recovery of unpaid penalty charge (Parking)

Form TE3

Order for recovery of unpaid penalty charge (Parking)

To the respondent

Penalty Charge No.

Vehicle Registration No.

Applicant

Location of Confravention

Date of Contravention

Amount of charge

Court registration fee

Total amount to pay

An order to recover a penalty charge has been made against you at the Traffic Enforcement Centre at the

County Court Business Centre,

this is the date by which you must either; pay the total amount shown above
or file a statement if you believe you have grounds for not paying the charge.

Note: If you have a query regarding the original penalty charge, you should contact the Local Authority that

issued the penalty charge.

Paying total amounil
All payments and enquiries must be
directed to this address:

Filing a statement

Note: there are only four limited grounds on which you
can make a statement (see form TE9 for details).
Proceedings for contempt of court may be brought
against you if you make or cause to be made a false
statement in any document verified by a statement of
truth without an honest belief in its truth.

If you want to file a Witness statement - unpaid penalty
charge (parking — form TE9), you can do so by email
or by post

» By email - download form TE9 from
www.hmcourts-service.gov.uk/cms/tec.htm complete
form and send it to
customerservice.tec@hmecourts-service.gsi.gov.uk

* By post - by completing the enclosed form TE9 and
sending it to the Traffic Enforcement Centre at the
address below.

If you need any help or further information
regarding payment you can call this
number:

If you need any help or further information on
completing the form then visit
www.hmcourts-service.gov.uk/cms/tec.htm

If you do nothing your possessions may be removed and sold to pay this charge.

If you need more time to file a statement, you may apply using form TE7. For details on how to make an
application or to discuss further please contact the Traffic Enforcement Centre on 0300 123 1059

TE3 Order for recovery of unpaid penalty charge (04.08)

® Crown Copyright 2008



Drawn on the authority of: Traffic Enforcement Centre, County Court Business Centre,
St Katharine's House, 21 — 27 St Katharine’s Street, Northampton, NN1 2LH or tec@hmocts.gsi.gov.uk

An order fo recover a penalty charge has been made against you at the Traffic Enforcement Centre at the
County Court Business Centre.
You must by the date shown (overleaf) either
«Pay the total amount due to the local authority detailed;
OR
« File a Witness Statement on the enclosed form TE9 and send it to the Traffic Enforcement Centre at
the address given below.
Making a Witness Statement
You may make a witness statement under the following grounds, which apply to you.

Note: If your penalty charge relates to a London Borough Parking Contravention you may make a witness
statement under ONE of the foliowing grounds

*You paid the penalty charge notice in full. You must provide details of the date payment was made, the
method of payment i.e. cash, cheque etc. and who the payment was made to. Please note you may
be asked to provide proof of payment upon request.

«You did not receive the notice to owner / penalty charge notice.

» You made representations about the penalty charge to the Local Authority within 28 days service of
the notice to owner and you did not receive a reply (rejection notice).

+You appealed against the Local Authority’s decision to reject your representation within 28 days
service of the rejection notice, but you had no response to your appeal.

Proceedings for contempt of court may be brought against you if you make or cause to be made a
false statement in an application verified by a statement of truth without an honest belief in its truth.

if you need more time in which to file your witness statement you may apply using form TE7 - Application fo
file a statement out of time. This application is only to extend time for filing the witness statement, it is not
why you are disputing the original penalty charge.

The application MUST be completed by the named ‘respondent’.

The application can only be completed and signed by a litigation friend if the respondent is a protected
party

(a party who lacks capacity within the meaning of the Mental Capacity Act 2005 to conduct fegal
proceedings).

What is a litigation friend? - A person who conducts legal proceedings on behalf of a person who lacks
capacity within the meaning of the Mental Capacity Act 2005 (see Part 21 (children and protected parties)
of the Civil Procedure Rules).

For details on how to make an application or to discuss further please contact the Traffic Enforcement
Centre on 0300 123 1059

If you do nothing your possessions may be removed and sold to pay this charge.

Drawn on the authority of: The Traffic Enforcement Centre at County Court Business Centre,
St Katharine's House, 21 — 27 St Katharine’s street, Northampton, NN1 2LH

TE3 Order for recovery of unpaid penalty charge (04.08) © Crown Copyright 2008



Document 1.17 Form TE® Witness Statement — Unpaid Penalty Charge (Parking)

Form TE9
Witness statement — unpaid penalty charge (Parking)

Please complete this form in black ink using BLOCK CAPITALS

Penalty Charge No.

Traffic Enforcement Centre

County Court Business Centre Veehicle Registration No.

St. Katharine's House Applicant
21 — 27 St. Katharine' Street - -
Northampton, NN1 2LH Location of Contraventicn

Date of Contravention

You must ensure that all details above are correctly entered from the form TE3 - Order for Recovery of
unpaid penalty charge (Parking).

Title ] Mr. (1 Mms [ Miss [] Ms. [ Other

Full name

(Respondent)

Address Company name (if vehicle owned

and registered by a company)

Postcode

The above named witness, declares that: Tick all boxes that apply to you.
Note: If your penalty charge relates to a London Borough Parking Contravention tick only ONE box

] 1did not receive the Notice to Owner / [] | appealed against the local authority’s
Penalty Charge Notice decision to reject my representation, within
(Parking contravention). 28 days of service of the rsjection notice,

but have had no response to my appeal.

[0 I made representations about the penaity [0 The penalty charge has been paid in full.
charge to the enforcing authority concerned Date it was paid

within 28 days of the service of the Notice to

. . N . How was it paid Cash/Cheque/Debit/Credit card
Owner, but did not receive a rejection notice. P o

To whom was [t pald

Proceedings for contempt of court may be brought against you if you make or cause to be made
a false statement in an application verified by a statement of truth without an honest belief in its
truth.

Statement of truth
(f believe) (The witness believes) that the facts stated in this application are true.

Signed Date

(witness) (person signing on behalf of the witness)

Print full name

If you are signing on behalf of the witness, are you

M An officer of [] A Partner ] A Litigation friend acting on behalf of a protected party
the company of the firm within the meaning of the Mental Capacity Act 2005

© Crown Copyright 2008



You may make a witness statement under the following grounds, which apply to you:

Note: If your penalty charge relates to a London Borough Parking Contravention you may make a
witness statement under ONE of the following grounds

»You paid the penalty charge notice in full. You must provide details of the date payment was made,
the method of payment i.e. cash, cheque etc and who the payment was made to. Please note you
may be asked to provide proof of payment upon request.

*You did not receive the notice to owner / penalty charge notice.

» You made representations about the penalty charge notice to the Local Authority within 28 days of
service of the notice to owner but did not receive a reply (rejection notice).

*You appealed against the Local Authority’s decision to reject your representation within 28 days,
but you had no response to your appeal.

Proceedings for contempt of court may be brought against you if you make or cause to be made

a false statement in a witness statement verified by a statement of truth without an honest belief
in its truth

You must file the witness statement by the date shown on the Order for recovery.
Once completed send to the Traffic Enforcement Centre at

County Court Business Centre

St Katharine's House,

21 — 27 St Katharine's Street

Northampton

NN1 2LH

or tec@hmcts.gsi.gov.uk

© Crown Copyright 2008



Document 1.18 Form TE7 Application to file a statement out of time/extension of time (Parking)

Form TE7
Appiication to file a statement out of time/extension of time (Parking)

Please complete this form in black ink using BLOCK CAPITALS

Traffic Enforcement Centre Penalty Charge No.
County Court Business Centre Vehicle Registration No
St. Katharine's House ° g skl

21 - 27 St. Katharine’ Street
Northampton, NN1 2LH

k!

You must ensure that all details above are correctly entered from the form TE3 - Order for Recovery of unpaid
penalty charge (Parking).

This application must be complsted (Read notes overleaf) before sending the statement to the Traffic
Enforcement Centre at the above address or tec@hmcts.gsi.gov.uk

i your application is refused you may apply to review the Court Officers decision. The matter will then be
transferred to your local county court. Please note: The District Judge will only consider whether there is good
reason to file the Witness Statement out of time and will NOT hear the case of the alleged traffic contravention.

Title ] Mr [] Mrs [1 Miss [ Ms. [J Other

Full name (Respondent)

Address Company name (if vehicle owned
and registered by a company)

Postcode

The above named respondent applies for permission to file a statement Choose option ¢, fie 4 witness
statemsant:
Reason(s):

Proceedings for contempt of court may be brought against you if you make or cause to be made a
false statement in an application verified by a statement of truth without an honest belief in its truth.

Statement of truth

Choose option ¢hat the facts stated in this application are true.

Signed Date

Choose option

Print full name

Iif you are signing on behalf of the respondent, are you

] An officer of ] A Partner 0 A Litigation friend acting on behalf of a protected party
the company of the firm within the meaning of the Mental Capacity Act 2005

TE7 Annlicatinn tn fila 2 etatamant not of timea (Parkinn) (05 14) @ Crown Convrioht 2014



Making an application to file a statement out of time

You may make an application to file a statement out of time under one of the following:

« You request permission to file a statement as the date shown on the order for recovery, has since
elapsed.

Or

« You are still within the deadline given on the order for recovery, however require more time to
file a statement, extension of time.

You must give the specific reasons why you are applying for an extension of time or filing an out of
time application.

These should NOT be the reasons why you are disputing the original penalty charge.

Please note: If you are applying to file a statement out of time you must attach the statement TES to your
application.

The application will be referred to a Court Officer for a decision without a hearing. If your application to file a
witness statement out of time is refused you may apply to review the Court Officers decision. The application
will be transferred to your local county court.

Please note: The District Judge will only consider the application to file the witness statement out of time
NOT to hear the case of the alleged iraffic contravention.

Proceedings for contempt of court may be brought against you if you make or cause to be made a
false statement in an application verified by a statement of truth without an honest belief in its truth

The application MUST be completed by the named ‘respondent’.

The application can only be completed and signed by a litigation friend if the respondent is a protected party
(a party who lacks capacity within the meaning of the Mental Capacity Act 2005 to conduct legal proceedings).

What is a litigation friend? - A person who conducts legal proceedings on behalf of a person who lacks
capacity within the meaning of the Mental Capacity Act 2005 (see Part 21 (children and protected parties) of
the Civil Procedure Rules).

Once completed send to the Traffic Enforcement Centre:
County Court Business Centre
St Katherine’s House,
21 - 27 St Katherine’s Street
Northampton
NN1 2LH

TE7 Application to file a statement out of ime (Parking) (05.14) © Crown Copyright 2014



