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MATRICS DRAFT CODE OF PRACTICE (September 2004) 
 
A Code of Practice for Money Advice Organisations with Approved Money Advisers 
(hereafter referred to as DAS Service Providers) under the Debt Arrangement and 
Attachment (Scotland) Act 2002 and subsequent Regulations 
 
THE OUTLINE 
 
This Code of Practice provides an operational quality assurance framework, particularly, but 
not solely, for organisations intending to provide the services of an Approved Money Adviser.   
 
The Code recognises that advisers are operating in a variety of organisations, and contexts, 
and that the organisations prescribe the tasks they will, and will not carry out, and the 
manner in which these tasks will be completed.   
 
DAS Service providers will be expected to adhere closely to this Code, in particular, to those 
aspects that directly relate to the administration of the Debt Arrangement Scheme.  
  
The Code of Good Practice covers the relationships between the Approved Money Adviser 
and: 
 

1. The DAS Service Provider 
2. The Client (debtor) 
3. The Creditor 
4. The DAS Administrator 
5. The Payments Distributor 

 
The Code also aims to offer all parties a clear ethical framework within which to operate.  
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1. THE APPROVED MONEY ADVISER AND THE DAS SERVICE PROVIDER 
 

The DAS Service Provider will ensure that the service provided by the Approved 
Money Adviser is: 
 
1.1 Impartial, independent, confidential and free to the client at the point of delivery 

 
1.2  Non-discriminatory on the grounds of gender marriage, race, colour,  ethnic or national 

origin, disability, age, sexual orientation or religion, except where a service exists 
specifically to meet the needs of a particular client group. 

 
The DAS Service Provider will ensure that the Approved Money Adviser is working 
within a legal, safe and supportive environment by ensuring that the agency: 
 
1.3 Is licensed by the Office of Fair Trading under category D to provide a debt 

counselling/debt adjustment service, unless exempt, and takes cognisance of the 
OFT’s Debt Management Guidance. 

 
1.4       Has adequate current professional indemnity and public liability insurance in place. 
 
1.5 Processes all data held in line with Data Protection and Freedom of Information 

legislation as appropriate, and has a procedure in place to ensure that  the client is 
asked whether they have any objections to their data being processed etc, and that 
Copyright law is adhered to. In addition, where required for the purposes of ensuring a 
credible and robust system of certification of Money Advisers, to ask clients’ 
permission for their anonymous case details to be used in respect of that certification 
process.  

              
1.6 Complies with all Health & Safety, Equal Opportunities and Human Rights legislation. 
 
1.7 Recognises that money advisers can operate in a stressful environment and ensures 

that appropriate support is provided to assist the money adviser to deal with such 
stress.  

 
1.8 Provides a system of review of cases by someone other than the Approved Money 

Adviser, which is conducted on a regular basis. 
 
1.9 Provides support for those Money Advisers, who, where applying for certification have 

not met the competences requirements set by MATRICS, or where an adviser had 
their application revoked on the basis of not being a “fit and proper person”  

 
1.10 Provides policies and procedures in respect of point 1.9 
 
1.11 Provides access to training and gives support for ongoing learning, and personal 

development of the Approved Money Adviser. 
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The DAS Service Provider will demonstrate that they have: 
 
1.12 A system of feedback and a complaints procedure in place and that all service users 

are made aware of the process. 
 
1.13 Quality Assurance monitoring systems in place. 
 
To ensure good practice, the DAS Service Provider will: 
 
1.14 Be aware of the content of the Scottish Executive's DAS Guidance for Money 

Advisers. Although the Guidance is not prescriptive, it does describe accepted good 
practice, and the DAS Service Provider and the Approved Money Adviser, in 
particular, should have regard to its contents. 

 
1.15 Provide Approved Money Advisers with a written statement of the roles and 

responsibilities of both the client and the Adviser.  This should specify the conditions 
where the Adviser could withdraw their services.  The terms of this statement should 
also be put in a form that can be given to the client. 

 
1.16 Ensure that where an Approved Money Adviser is working on a  Debt Payment 

Programme (DPP), procedures are in place to ensure that the  Adviser is allocated the 
time and resources to fulfil their statutory role, including adequate administrative 
support, appropriate legislation and Guidance, and other financial and human 
resources. 

 
1.17 Ensure that adequate up-to-date Information Technology is available to the Approved 

Money Adviser in respect of processing applications for Debt Payment Programmes. 
Where IT is not accessible to the Adviser then every effort should be made to assist 
them in order to satisfy the requirements of the legislation, through the provision of 
paper copies of applications for DPP applications. 

 
1.18 Ensure that where any money adviser, and in particular an Approved Money Adviser, 

is dealing with time-sensitive legal issues, procedures are in place to ensure that they 
have the time and resources to deal with those issues. In addition,  ensure that 
adequate systems, and staffing cover are in place to take account of annual leave, 
sickness and other absences. 

 
1.19 Ensure that where an Approved Money Adviser, for any reason, ceases  to  perform 

their statutory functions, the DAS Service Provider will attempt to find an alternative 
Approved Money Adviser and provide written notice to the DAS Administrator relating 
to the changes, taking cognisance of the duties of the client (debtor) and the Approved  
Money Adviser respectively in this regard - Regs. 7 & 9 refer. The DAS Service 
Provider will assist the client to provide the required written notice to the DAS 
Administrator where help is needed. 

 
1.20 Ensure that where a DAS Service Provider no longer wishes, or is able to provide the 

services of an Approved Money Adviser that they advise the DAS Administrator 
accordingly - see also 1.19 above.  

 
1.21 Ensure that all issues relating to the provision of new cases for certification as part of 

the approval process are dealt with appropriately and on time, in order to meet the 
requirements of MATRICS and the DAS Administrator. 
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To avoid misunderstandings, the DAS Service Provider should: 
 
1.22 Come to a written agreement with the Approved Money Adviser to: 
  

Deal with the implications of the statutory requirements of the DAS and 
provide a protocol for informing the DAS Administrator and/or MATRICS, as 
appropriate, about any issues that could affect the Money Adviser’s approval, such as 
revocation or suspension. 
 

1.23 Ensure that there is a procedure in place to obtain a signed statement from the client, 
in cases where there are major legal implications to an action, such as assisting a 
client with a Debtors Petition for Bankruptcy or entering a  DPP indicating: 

 
 that all relevant alternative options  have been reviewed, 

 
AND 

 
that the client understands the possible implications of their actions in relation to 
signing a Trust Deed, obtaining credit, housing, assets, employment, and in the case 
of Bankruptcy possible exclusion from particular activities e.g. becoming an MP, 
Councillor or member of a school board. 

 
 
2. THE APPROVED ADVISER AND THE CLIENT (DEBTOR) 
 
The Adviser, and in particular the Approved Money Adviser, will: 
 
2.1 Provide the client with details of the type and level of the service that is provided, 

and the boundaries of that service. 
2.2 Offer the client the full range of options according to their individual circumstances, 

including a Debt Payment Programme (DPP) where appropriate. 
2.3 Provide impartial advice and not seek to favour any particular creditor or group of 

creditors.  
 

2.4 Explain clearly the consequences of non-payment in general, and in particular, 
through the DPP, and that applications can be made for a variation in respect of a 
change in circumstances. 

 
2.5 Be non-judgmental, and give advice and assistance in good faith regardless of how 

debts have arisen. 
 
2.6 Not knowingly aid or abet the commencement or continuance of fraudulent activity 

by a client, taking cognisance of current legislation and their organisation’s protocol 
in this regard. 

 
2.7 Ensure that priorities in dealing with debts are those of the informed choice of the 

client, not those of the adviser.  
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2.8 Reserve the right to withdraw their service from any client who wishes to pursue 

courses of action which could be detrimental to the credibility of the organisation and 
advise of the consequences of such courses of action. 

 
2.9 Attempt to empower the client to take control of his or her own financial affairs and 

avoid unnecessary dependency upon the adviser. 
 
2.10 Explain to the client the requirement for them  to provide information when requested 

to do so, with regard to the DAS. 
 
2.11  Give the client information on paying ongoing liabilities through a DPP and     explain 

the costs that may be involved in administering those debts. 
 
2.12 Record clearly all issues relating to the DPP in the client’ case record, including such 

issues as what conditions the DAS Administrator may apply to a DPP. 
 

2.13 Develop and agree a course of action, which clearly specifies methods, timescales 
and responsibilities for delivering the client’s requirements, and record this plan 
clearly in the client’s case record. 

 
2.14 Identify appropriate opportunities, including those prescribed by the DAS, to 

communicate on a regular basis with the client and record details of the outcome of 
these communications in the client’s case record, in accordance with the 
organisation’s recording system. 

 
2.15 Review a DPP in every sixth month of operation, making contact with the client as 

appropriate. 
 
2.16 Advise of the level of support and advocacy available, and where no support is 

available in respect of lay representation as it relates to a DPP. 
 
2.17 Carry out action in line with service delivery standards, and in particular the Scottish 

Executive’s DAS Guidance for Money Advisers. 
 
2.18 Plan the effective implementation of referral, where issues fall beyond the 

boundaries of their service, with the permission of the client, for example, where the 
agency does not provide a lay representation service.  

  
2.19 Ensure that all correspondence is written in plain English to the greatest extent 

permitted by legal formalities. 
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3 THE APPROVED ADVISER AND THE CREDITOR 
 
The service provider offers the creditor the following assurances: - 
 
The adviser, and in particular, the Approved Money Adviser will: 
 
3.1 Treat all creditors impartially and fairly at all times and will not seek to give any 

creditor priority over any other in a similar position. 
 
3.2 Supply written authority, from the client, when requested, in line with data protection 

legislation. 
 
3.3 Undertake to inform the creditor of all relevant facts; in line with relevant legislation, 

Scottish Executive’s DAS Guidance for Money Advisers and Service delivery 
standards. 

 
3.4 Not discuss opinions or judgments, of client’s behaviour or circumstances, with 

creditors. 
 
3.5    Carry out all agreed actions in line with service delivery standards. 
 
3.6 Maintain regular contact with the client and where the client’s financial 

circumstances have changed, offer to draw up a revised action plan with them, and 
where appropriate offer to complete a Variation of the DPP. 

 
3.7 Undertake to write to creditors and request that interest be frozen in terms of any 

DPP. 
 
 

4 THE APPROVED MONEY ADVISER AND THE DAS ADMINISTRATOR  
 
  The approved money adviser will: 

 
4.1 Ensure that they comply with any Guidance laid down by the DAS Administrator    
 
4.2 Ensure that requests for information are dealt with timeously, or where there are 

issues with regard to the supply of information that these issues are made known to 
the DAS Administrator without delay. 

 
 
5. THE APPROVED MONEY ADVISER AND THE PAYMENTS DISTRIBUTOR 
 
     The Approved Money Adviser will: 
 

5.1 Supply information on request to the Payments Distributor. 
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APPENDICES 
 
 
The following forms are to be used by Approved Money Advisers as part of their Good 
Practice. Additional letters and forms are currently under development and will be made 
available at a later date. 
 
Reference should also be made to Money Advice Scotland’s Good Practice Guide (or 
equivalent), for forms and letters relating to cases which are not necessarily suitable for a 
Debt Payment Programme, under the Debt Arrangement Scheme Regulations. 
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GUIDELINES FOR CLIENTS USING THE 

MONEY ADVICE SERVICE 
 
We will: 
 
· Assess your income and advise, where appropriate, how this may be increased (e.g. 

claiming benefits) 
· Compile a financial statement showing income, essential expenditure and a list of 

creditors and balances. This will show if you have any income available with which to 
make offers 

· Discuss with you, all of the options available to resolve your difficulties; pointing out 
the ‘pros and cons’ of each option 

· Help you to decide which option might be best for you 
· Keep you informed of the progress we are making in your case by contacting you on 

a regular basis 
· Refer you on to other appropriate organisations with your permission 
· Maintain confidentiality at all times, only taking action after discussing it with you first 
· Hold all information kept on computer in line with our Data Protection policy (i.e. use 

secure passwords and only retain information which is necessary to assist you) 
· Be non-judgmental. It does not matter to us how or why you are experiencing 

difficulties. All clients will be offered the same, impartial service 
· Reserve the right to withdraw our services if you do not maintain contact, or if you 

wish to pursue a course of action to which we do not wish to become party (we will 
advise you of the consequences of such action) 

· Not discriminate between clients on grounds of race, gender, religion, disability, 
sexual orientation or age 

 
We would like you to: 
 
· Attend any appointments arranged, or let us know in advance if you are unable to 

attend. If you miss more than two appointments without letting us know, we may 
assume that you no longer need help and close your case. 

· Supply all of the relevant details of your circumstances, including all income and 
outgoings (payslips should be shown). We need this information in order to ensure 
we give you correct advice 

· Keep us informed of any change in your circumstances or difficulties in making any 
agreed repayments 

· Not enter into separate arrangements with your creditors and not take out any further 
credit 

· Not approach another money advice service while asking us to act on your behalf. 
Similarly if another money advice agency is helping you, we would not be able to 
assist you until you had ceased contact with them. Creditors will not deal with two 
agencies acting on your behalf at the same time 
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INITIAL CONTACT SHEET 
 
Date Ref. no. Adviser Ref. By 
 
CLIENT  Mr Mrs Ms PARTNER Mr Mrs Ms 
Surname Surname 
First Name First Name 
Address Address 
Postcode Postcode 
Tel. No. Tel. No. 
Email address Mobile No. 
D.O.B.  D.O.B 
N.I. No. N.I. No. 
Capital: 
 (For benefit calculation purposes) 

Capital 

Health Problems/Special Requirements (give details) 
 
 
 
 
 
DEPENDANTS  DETAILS EMPLOYMENT STATUS CLIENT 
Name Relationship Age Employed Unemployed Other 
   Part-time Self-employed  
      
   PARTNER  
   Employed Unemployed Other 
   Part-time Self-employed  
      
NON-DEPENDANTS  DETAILS PENSIONS 
   State pension   
   Partner pension  
   Works pension   
   Private/Stakeholder  
   HOUSING 
RESIDENT in UK for last 26 weeks      Y/N Council Tenant Owner Occupier 
   Private Tenant No Householder 
   Housing Assoc. Homeless 
   Length of Tenancy/Ownership (years)  
Summary of Presenting Problem: 
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PERSONAL BUDGET 
Name: Address: 
Number of people in 
household 

 Case No. 

ESSENTIAL EXPENDITURE Weekly/Monthly INCOME Weekly/Monthly 
Mortgage  Wages/Salary  
Mortgage arrears  Child Benefit  
Secured loan  Tax Credit  
Secured loan arrears  Jobseekers Allowance  
Rent  Incapacity Benefit  
Rent arrears  Income Support  
Council Tax  State Pension  
Council Tax arrears  Work Pension  
Building/Contents Insurance  Maintenance  
Life/Endowment Insurance  Non-dependant 

contribution 
 

Pension contributions  Other  
Maintenance/Child Support   TOTAL INCOME  
Gas  UNSECURED CREDITORS 
Gas arrears  Creditor Balance Repayment 
Electricity     
Electricity arrears     
Other fuel e.g. oil, coal etc     
Telephone     
Telephone arrears     
Internet payment     
Food and Housekeeping     
Clothing      
Children expenses/school 
meals 

    

Regular prescriptions     
Health payment – 
dental/glasses 

    

TV rental/satellite/video     
TV licence     
Fines     
Hire Purchase Agreement     
Pets/vet costs/insurance     
Social Fund Loan payment     
Student Loan payment     
Travel expenses     
Road Tax     
Car Insurance     
Petrol/Diesel     
Administration Fees for DPP     
*Other     
TOTAL EXPENDITURE          
     

 * Please insert type of 
expenditure  
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ORGANISATIONS ADDRESS / LOGO AND REF.  NO. 

DETAILS OF CLIENT ACCOUNT 

CREDITOR NAME:  

ACCOUNT NUMBER:  

CLIENT NAME:  

CLIENT ADDRESS:  

 

 

 

INFORMATION REQUIRED 

 Type of  Contract 

Contract Date  

Amount Borrowed (if appropriate)  
Duration of  Agreement (eg 48 x 
£120)  

Date of First Payment  

Date Final Payment Due  

Payment Protection Insurance Yes            No     

Arrears (Date and Amount)  

Default Letter Issued Yes            No      If YES When? 
Are arrears currently subject to any  
recovery  action  

Amount/frequency of contractual 
payments  

Amount of agreed payments  

  

  

  

Creditor Signature:  

Date:  
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OPTIONS SHEET 
 
Client Name: Ref. No. 
 
Date when options discussed: 
 
Option Indicators Discussed Chosen 

Pro Rata 

Disposable income; terms of 
repayment (if over 3 years other 
option may be more suitable); 
client’s desire to repay debt.  
Worry about loss of assets (e.g. 
house) 

  

Token Payments 

Little or no disposable income; 
client wants to pay ‘something’; 
knowledge of creditors (e.g. 
creditor known not to accept 
‘holds’) 

  

Moratorium 

No disposable income or deficit; 
need to see some prospect of 
repayment in future; client doesn’t 
want to take more ‘drastic’ step of 
sequestration.’ 

  

Trust Deed 

Disposable income/assets; 
enough to cover trustee’s full fee 
and partial repayment of creditors; 
pro rata would take longer than 3 
years 

  

Sequestration 

No/little prospect of repaying debt 
now and little future prospect due 
to age, health, other.  Desire to 
have closure of debt situation – 
e.g. due to client’s emotional state, 
possible loss of assets (e.g. 
house, car); effect on employment.

  

Write Off 

Ill health – mental or physical and 
little prospect of improving 
situation; last resort and it is 
unlikely creditors will agree unless 
in exceptional circumstances. 

  

Debt Arrangement 
Scheme (DPP) 

Must have surplus income; unable 
to settle due debts on payment 
dates; homeowner (but not 
exclusively); have secured loans; 
must be willing to sell non-
essential assets 

  

Other 
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CONFIDENTIALITY POLICY/ 
AUTHORISATION TO HOLD INFORMATION 
 
 
The                         Advice Service will ensure that any information about our clients’ financial 
circumstances is treated in a confidential manner.  We aim to: 
 
• Ensure that any meetings with clients are held in a private interview room, or in their own 

home in appropriate circumstances, if any other party is present (e.g. in relation to Health 
& Safety policies) their role will be clearly explained to the client. 

 
• Obtain written authorisation from clients to approach creditors or any other relevant third 

party. 
 
• Ensure that any documentation pertaining to clients is stored securely. 
 
• Discuss our clients’ financial circumstances only with relevant parties. 
 
• Inform the client, that if they disclose any criminal activity in relation to their financial 

affairs (e.g. fraud) we reserve the right to withdraw from the case unless full disclosure is 
or has been made to the party wronged.  In such circumstances the client is advised to 
take appropriate legal advice. 

 
• Destroy any paperwork relating to the case in accordance with Data Protection legislation. 
 
• Maintain computer records in a secure manner with restricted access in accordance with 

Data Protection legislation. 
 
NOTES 
 
Our duty of confidentiality extends to the financial affairs of our client.  Our staff  will not 
solicit any information from clients which is not relevant to the provision of money advice.  
Clients will be discouraged from volunteering information that is not relevant to his or her 
financial affairs. 
If a client reveals information about the commission, or the intention to commit, any criminal 
act not connected with his or her financial affairs, the officer will be obliged to report the 
matter directly to the police or other appropriate agency.  
 
 
DATA PROTECTION ACT 1998 
In order to help you with your problems, we need to collect certain information from you, 
to ensure we deal effectively with your case.  This may include sensitive personal data 
(including health information), which we will use to ensure that we can meet your access 
needs etc.  This will be discussed with you beforehand. 
 
In order to improve service provision we would like to collect social data in this area.  
When using this, we will not divulge any details, which can identify you.  In order to 
comply with The Data Protection Act 1998, we need your permission to hold this data.  
We would be happy to reassure you about which data we collect and the way it will be 
handled; if you are not happy with the situation, you do not need to sign this document.  
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As long as we hold the necessary information to proceed with your case, you will receive 
the same level of help from our service.  Even if you do agree to allow us to hold the 
information, you can withdraw your consent at any time during our involvement with you. 
 
I/we consent to                                      Money Advice Service processing  personal data 
about me/us.  I/we understand that this information will be held in compliance with the 
Data Protection Act 1998. 
 
 
Signature       Date        
 
Signature       Date        
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SERVICE AGREEMENT/AUTHORISATION FORM 
ORGANISATIO
N’S DETAILS 

 
 
The Money Advice Service offered by                    is free, confidential and is manned by a 
team skilled in Money Advice.  Our aim is to help you gain control of your financial affairs.  In 
order to assist you we need to assess your financial position.  The procedures we use are 
recognised by most creditors. 
 
In order for you and your creditors to gain the maximum benefit from our service it is 
essential that you have an understanding of what the service is able to do and what will be 
expected from you. 
 
You will be expected to - 
 
• Attend all appointments or advise us if you are unable to attend.  (Failure to keep 

appointments may force us to stop dealing with your case). 
• Supply accurate details of your circumstances, including all income and outgoings.  (We 

need this information to ensure we give you and your creditors correct advice and 
information). 

• Keep us informed of any change in your circumstances or difficulty in maintaining any 
agreed repayments, particularly where you have a Debt Payment Programme in place. 

• Not enter into separate agreements with creditors and not to take out further credit 
without reference to the service, who will advise you accordingly. 

• Provide your written permission to contact creditors and act on your behalf, and for the 
service to forward any application for a Debt Payment Programme to the DAS 
Administrator. 

 
 
We will – 
 
• Assess your income and advise, where appropriate, how this might be increased (e.g. 

claiming benefit) 
• Contact creditors if appropriate (following consultation with yourself), on your behalf and 

again where appropriate, request they suspend recovery action and interest charges etc. 
• Help you prepare a Financial Statement. 
• Discuss your options based on your financial problems. 
• Help you make an informed choice based on options. 
• Send, with your permission, your financial details, if appropriate, to creditors in order to 

negotiate affordable repayments.  Where appropriate assist you to complete relevant 
forms and act for you in respect of Debt Payment Programmes. 

• Keep you informed of the progress we are making on your case. 
 
This Service may be unable to continue to act on behalf of any client who fails to maintain 
this agreement and in such circumstances where necessary creditors would also be 
informed. 
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TO WHOM IT MAY CONCERN 
 
I/We agree to abide with the conditions of this agreement and authorise the above named 
agency to act on my/our behalf in all matters relating to my/our financial affairs, including 
court proceedings. 
Specifically, I/we authorise all creditors including the DAS Administrator and organisations 
with whom I/we have a financial relationship to disclose any information concerning my/our 
account to the above named agency. 
 
Signature 1. 

 
Name 1. 

Signature 2. Name 2. 

Address  
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CASE PROGRESS SHEET Case No. 

 Action Required Date Initials Comment 
     
 Authorisation Mandate 

signed 
   

 Draft Financial Statement    
 Proofs of income checked    
 NI No. checked    
 Benefit entitlement 

checked 
   

 Priority Debts checked    
 Liability checked    
 HP Debts checked    
 Payment Protection 

checked 
   

 Case brief 
 
 
 

 Options discussed  (based in information given on) date: 
Repayment Plan  Token Payments  Moratorium  
Trust Deed  Bankruptcy/Sequestration  Write Off  
Other  Debt arrangement    
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Date 
Rationale for option: 
 
 
 

 Financial hold    
 Creditor hold letters    
 Discussion FS    
 FS finalised    
 Copied to client    
     
     
     
     
     
     
     
     
     
     
     
 Case Management Date 
 Total debt logged £  1st Review  
 Income generated £  2nd Review  
 Case closed Date  3rd Review  
 Case reopened Date    
 Period of repayment Months    
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CLIENT’S CHECKLIST 
 
You may find it difficult to remember all the information we have asked for, or have given you, 
so the following checklist may help. 
 

Client  Name:                                                                     Date.: 

Things we have advised you to do: 
Claim:                                                            

Income Support   Tax Credit    

Housing Benefit   Council Tax Benefit    

Job Seekers Allowance   25% Council Tax Discount    

Disability Living Allowance   Tax allowances/relief    

Pension Credit   Other (give details)    

Bring in or send us copies of : 

Wage slips   Telephone Account    

Benefits books   Gas Account    

Rent/Mortgage details   Electricity Account    

Council Tax   Bank Statements    

Creditors details   Payment Protection Insurance    
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Tasks we have agreed to carry out: 
 
 
 
 
 
 
 
 
 
 

Adviser’s Name                                               Contact No. 
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FINANCIAL 
STATEMENT 

Name: 
Address: 
 
Number of dependant children - _____ Number of dependant relatives - _____

Box 2 - Income 
 Weekly/Fortnightly/ Monthly  £ 

Wages/Salary  
Wages/Salary - Partner  
Child Benefit  
Tax Credit  
Jobseekers Allowance  
Incapacity Benefit  
State Pension  
Works Pension  
Maintenance  
Non-dependant contribution  
Pension Credit  

TOTAL INCOME     Box 2 £ 
* Please insert type of income  
Box 3 – AVAILABLE INCOME 

Box 2  less  Box 1   = £ 

Box 1 – Essential Expenditure or Outgoings 
Weekly/Fortnightly/Monthly £

Mortgage  
Mortgage arrears  
Secured loan  
Secured loan arrears  
Rent  
Rent arrears  
Council Tax  
Council Tax arrears  
Building/Contents Insurance  
Life/Endowment Insurance  
Pension contributions  
Maintenance/Child Support   
Gas  
Gas arrears  
Electricity  
Electricity arrears  
Other fuel e.g. oil, coal etc  
Telephone  
Telephone arrears  
Internet payment  
Food and Housekeeping  
Clothing   
Children expenses/school meals  
Regular prescriptions  
Health payment – dental/glasses  
TV rental/satellite/video  
TV licence  
Fines  
Hire Purchase Agreement  
Pets/vet costs/insurance  
Social Fund Loan payment  
Student Loan payment  
Travel expenses  
Road Tax  
Car Insurance  
Petrol/Diesel  
Administration Fees for DPP  
*Other  
*Other  
*Other  

TOTAL EXPENDITURE £ 

 
* Please insert type of expenditure 

Box 4 – List of all Unsecured Creditors 
 Creditors  

If more than 12 please 
use additional paper 

Balance  
£ 

Φ Total  
Weekly 
/Fortnightly 
/Monthly  
Offer   £ 

1    
2    
3    
4    
5    
6    
7    
8    
9    
10    

   
     
Total amount owed £ 
[Available Income Figure { see box 3] 
Total Weekly/Fortnightly/Monthly 
Payments to all creditors 

 
£ 

To the best of my/our knowledge this statement is an 
accurate record of my/our  financial position 
 
Signed: _______________________________________ 
  
Signed: _______________________________________  
 

 Date:    ________________________________________
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SAMPLE REFERRAL FORM 

Referring Agency:  
 Date: 

Adviser Name:  
 

Adviser Tel. No.:  
 

Email address:  
 

Address:  
 

SERVICE USER DETAILS 

Name: 
 
 

Address:  
 

Tel. No.:  
 

Email address:  
 

Appointment 
details 

Date: 
 

Time: Place: 

REASONS FOR REFERRAL 

 

List relevant documents attached including client authorisation 
 
 

Referral discussed with client: Yes/No 

  

Referral agency has agreed to take on 
future responsibility of case: Yes/No 

 



 

25 

 

INDIVIDUAL CREDITOR SHEET 

Client: Case No. 

Creditor Name:  

Account No.:  

Balance Offer:                                        per week/month 

Interest Frozen? Yes/No 

Write Off Requested? Yes/No 

DATE CONTACT DETAILS 
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CREDITOR LETTER SUMMARY  SHEET 
 
Client Name: Ref No. 
 
Creditor Name/Address Account No. Type of letter Date Sent Reply Date Nature of reply 

 

 
 
 
 
 

  
Standard letter 1 
Offer Letter etc. 

   

1. 
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Implementation Plan 
 
Clients Name(s) ________________________________________________ 
 
Date Plan Agreed _______________________________________________ 
 
Dates Plan Reviewed ____________________________________________ 

 
 
 
 
The client(s) will: 

 
Complet
e (tick) 

  
  
  
  
  
  
  
  
  
 

 
The  Money Advisor will: 

 
Complet
e (tick) 
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