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The easy way to 
recover debts owed 
to businesses and 
individuals
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The Government’s online 
system is now the most 
popular and efficient way to 
claim monies owed to you – 
and it’s very easy to use.

This booklet will answer 
the most popular questions 
for you, and if you read 
it in conjunction with our 
booklet about enforcing your 
judgment in the High Court 
you will see that we offer the 
complete service of collecting 
your debts efficiently.

Introduction4
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Yes – before starting a claim 
the Court expects you to 
have taken steps with the 
defendant (the person who 
owes you the money) to 
try and settle the dispute 
between yourselves.  This 
is known as ‘Pre Action 
Conduct’.

This normally requires that 
you send the defendant a 
letter before commencing the 
recovery route.  This letter 
should be easy to understand 
and to clearly state your 
position and should give 
them a chance and period of 
time to respond.  All of this 
should be copied so that you 
can produce it to the Court if 
requested.

Is there anything I have to do before I 
can go on line and make the application?5
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Not entirely as there is an upper limit of £99,999.99 but most 
claims fall below this figure. If you are hoping to transfer the 
case to the High Court for enforcement there has to be a debt 
of £600 or more including costs.

Can I claim any amount by 
using MCOL?6

06   |   PENHAM EXCEL   HIGH COURT ENFORCEMENT OFFICERS
FOR HELP CALL 033 000 20700

Are there any further restrictions at 
all for using MCOL?

You are only allowed to claim against two persons or 
organisations on the one claim online.

Additionally you can only claim online if it is to be served on a 
defendant or addresses in England or Wales – SCOTLAND IS 
NOT PERMITTED.

£



There are four things that you will require normally:

1. A valid debit or credit card to pay the court fee.

2. An address in the United Kingdom.

3. A valid email address.

4. Regular access to a computer and the internet.

What do I need to make the claim 
online then?7
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So is there any reason or anything I 
cannot use MCOL for?

Yes – if you are under 18 years of age you cannot use MCOL, 
or if you are making a claim for compensation for an accident 
or injury.  Additionally a claim as a result of a Tribunal Award 
cannot be processed online but there are advantageous 
reasons for gaining an award by normal court proceedings and 
transferring the case to the High Court for enforcement.

One more claim that you cannot make online – against a 
Government or Crown Department!

UNDER

18



First of all you need to 
register with the Government 
Gateway before you can issue 
a claim.  You can visit this via 
the Money Claim Online web 
site which is:
www.moneyclaim.gov.uk

Here you will have two 
options:

You need to register as an 
individual or an organisation 
– for claims that are either 
owed to you personally 
(not as a business or firm) 
you should register as an 
individual.  If you are issuing 

a claim for your firm or 
business you should register 
as an organisation.

Solicitors have a further 
option.  You must be 
registered as a legal 
representative or solicitor 
to issue claims on behalf of 
other people – you cannot 
represent someone else as a 
third party!

It is really important that you 
register correctly otherwise 
you will have to re-register.

Okay I am going to make a claim 
using MCOL what do I do?8
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Example of screen print etc.

You can now enter the details required.

Individuals click here Organisations click here For solicitors only



You have successfully 
registered!  We strongly 
suggest that you write down 
or print out the number.  It is 
your USER ID and you will 
need it every time that you log 
into your account.  This is the 
only time that you will get 
notification of this User ID – it 
will not be emailed to you or 
posted out to you – it is 
important!

You may get an email saying 
that you have successfully 
registered with GATEWAY it 
will not confirm your User ID.
When you have copied the 
number out, or printed it out, 
click on the link “RETURN TO 
MONEY CLAIM ONLINE”.

I have managed to register and can 
now see this screen, what should l 
do now?

9
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Now click and begin a new claim



There are EIGHT stages to the claim – and 
for further details you can check on the 
MCOL web site – but we have condensed the 
information considerably to show what we 
believe you will need:

1. Guidance – this is useful to find out   
 the Court fees for your claim (MCOL is  
 the cheapest way to issue a claim). You  
 need to confirm that you have read the  
 guidance as well before proceeding.

2. Claimant Details - this section is quite  
 clear. It is about YOUR details.

3. Correspondence Address – This is YOUR  
 address where correspondence should  
 be sent to, or an alternative address can  
 be added if required.

4. Defendant Details – 
 (a) Number of Defendants: The defendant  
 is the person or organisation that owes  
 you the money.  In this section list each  
 defendant as a separate defendant (e.g.  
 Mrs Jacqueline Jones and Mr Jack Jones  
 not Mr & Mrs Jones).

 (b) Choosing the Defendants: Each   
 defendant can only be ONE person or AN  
 ORGANISATION.  It is most important  
 here to ensure that the information is  
 accurate and complete - Correct spelling  
 of names is essential.  In relation to   
 Organisations you should ensure that you  
 have the full registered name of the   
 company as it is very easy to make a claim  
 against the wrong company – who may  
 have a similar name!

 (c) Providing a valid address: You need to  
 provide a full address within England and  
 Wales for each defendant including the  
 post code – this is so that service can be  
 effected and is known as their “service  
 address”

5. Claim Particulars: This is where you have  
 the opportunity to explain what the   
 money is owed for and why.  In this   
 section entitles ‘particular of claim’ and  
 you should provide this statement which  
 includes how much you are claiming.
 Interest: There is an opportunity here in  
 this section to make a claim for interest.   
 Interest under the County Court Act is  
 currently 8% per annum.  Details on   
 calculating interest (which is quite   
 complicated) can be found on the MCOL  
 web site.

 Please remember that MCOL can only be  
 used for a fixed amount of money!

6. Summary and Statement of Truth: This is  
 the last chance for you to review your  
 claim, so make sure it is correct. Any  
 amendments after may result in   
 permission being refused by a Judge and  
 there would likely be additional fees   
 added. 

7&8.  Payment Details and Confirmation: You   
 will need to pay a court fee to issue the  
 claim by using a debit or credit card.  A list  
 of the court fees can be found at https:// 
 www.gov.uk/make-court-claim-for-  
 money/court-fees, as the fees vary   
 according to the amount of the claim. It  
 is likely however that you have found out  
 these details previously!

The good news is – you should now get a 
confirmation of the payment and this amount 
will be added automatically to the amount 
claimed from the defendant.

I am now at the point of issuing 
the claim – how much longer?10
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Under normal circumstances 
the claim will be issued to 
the defendant within two 
working days and you should 
be posted a notice confirming 
this giving you the issue date.  
If you can’t wait for this you 
can check online by clicking 
on to the MCOL web site and 
going to “Claim Overview”. 

Log-in with your I.D and 
password, go to the bottom 
of the page and click on 
Claim History, then click on 
the relevant claim to view.

I have completed and submitted 
the claim when will it be issued?11
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The defendant will receive 
in the post a claim pack and 
five calendar days after that 
the ‘date of issue’ will be 
determined.

The defendant then has 14 
calendar days from the date 
of service to file a response.  
The defendant does have 
the chance to extend this by 
filing an acknowledgement 
of service – which you can 
view and download from your 
MCOL account.

How long now does the defendant 
have to respond to the claim?12
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1ST 15TH



If the defendant has failed 
to respond you can request 
judgment via the MCOL web 
site.

At this time it is important to 
request the correct type of 
judgment and so you should 
be careful to request this.

If you need to get a manual 
judgment you can do so by 
completing form N225 (or 
N225A where the defendant 
has filed a part admission) and 
send it to the Court.

The time has now passed and 
I haven’t had the money what 
should I do now?

13
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If you are unsure you can contact MCOL 
on 0300 123 1057 or 01604 619402 or 
email ccbc@hmcts.gsi.gov.uk



Once a judgment has been 
entered the defendant will be 
sent a copy of the Order.  The 
order will tell the defendant 
how much to pay, when to 
pay it and where to pay it and 
where to send the payments.  

The payments should be sent 
to you and not to the Court.  
The judgment will then be 
entered and recorded on the 
public register and then this 
will appear on the defendant’s 
credit report.

Great I’ve now got the judgment 
entered what can I do?14

14  |   PENHAM EXCEL   HIGH COURT ENFORCEMENT OFFICERS
FOR HELP CALL 033 000 20700



This is where we can really 
help you.

You first need to call MCOL 
help desk on 0300 123 1057 
to request a copy of the 
judgment by default. This will 
then be sent to you by email 
or post. Once you have the 
judgment by default we can 
transfer the case to the High 
Court to enforce on your 
behalf - this is where you can 
read our other booklet “All you 
need to know about obtaining 
and enforcing a judgment on 
money owed to you”.

At this stage there is no 
need to apply for a warrant 
– as you will pay another 
fee which is more than the 
transfer up fee to the high 
court and it is not required 
for transferring to the High 
Court.

If the judgment is for £600 
or more our High Court 
Enforcement Officers are able 
to act and collect the money 
or remove goods to sell to 
auction. 

I’ve got the judgment but I’ve not 
had a payment, what can I do?15
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We are here to help, so please don’t 
hesitate to contact us on 

033 000 20700



www.highcourtenforcementofficers.com

Contact Details:

Registered Head Office:
17 Martin Street, Stafford ST16 2LF 

Telephone: 01785 211411

Enforcement Head Office: 
Ashley House, Siemens Road, Stafford ST17 4DT 

Telephone: 033 000 20700 
Email: info@highcourtenforcementofficers.com

Penham Excel High Court Enforcement Officers is the trading name of High Court Enforcement (HMO) Limited. The company is registered in England and Wales. 


