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Request 
 
Under the freedom of information act, could I request a copy of Merseytravel’s debt 
recovery policy please? 
 

 
Response 
 
Thank you for your request made under the Freedom of Information Act. 
 
Please find attached a copy of Merseytravel’s Debt Recovery Policy. 
 
I trust that this if of interest to you. 
 
If you are dissatisfied with the handling of your request, you have the right under the 
Act to ask for an internal review, which should be addressed to:  

Mrs Julie Watling 
Legal, Democratic Services & Procurement Manager 
Merseytravel 
PO Box 1976 
Liverpool 
L69 3HN 
julie.watling@merseytravel.gov.uk  

 
If you are not content with the result of your internal review, you also have the right 
to complain to the Information Commissioner, whose address is  

The Information Commissioner’s Office, 
Wycliffe House, 
Water Lane, 
Wilmslow, 
Cheshire SK9 5AF 
www.ico.gov.uk  

mailto:julie.watling@merseytravel.gov.uk
http://www.ico.gov.uk/
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1. Policy Name 
 
1.1 Debt Collection Policy 
 
 
2. Purpose of the Policy 
 
2.1 This policy establishes Merseytravel’s approach to the collection of 

monies owed to it by third parties including, customers, retailers and 
staff. Where monies are owed to Merseytravel, the Debt Collection 
Procedures will be followed to enable the efficient collection and 
management of corporate debts. 

 
 
3. Policy Statement 
 
3.1 As a result of its varied operations, Merseytravel will encounter situations 

whereby it is owed sometimes significant sums of money by third parties. 
This policy and the associated procedures set out the methods to be 
used in the management and collection of these debts. 

 
3.2 Definitions of Key Concepts or Terms Used in the Policy 
 
 

i) Tunnel Debt 
 
Debt owed by Tunnels users, this usually occurs where a tunnels 
user incurs a charge e.g. a breakdown recovery charge or storage 
charge and does not pay the same. In most circumstances, court 
claims are pursued for these debts where they remain unpaid. 

 
ii) Staff Debt 

 
There are a limited number of circumstances where staff may owe 
money to Merseytravel either through repayment of course fees, 
bike/computer loans, wages paid in error or through maternity pay 
or other monies paid in error. There may also be claims where 
employees fail to return their or their spouses travel passes. 
 

 
iii) Operational Debts 

 
There are debts that arise through a variety of operations from the 
commissioning of temporary bus stops to delegate fees for 
conferences and events or debts incurred via our subsidiary 
companies such as The Beatles Story. Substantial debts are 
sometimes incurred where bus operators cease to provide a bus 
service contract and are charged for the re-tendering of that 
service. 

 



 

 

 
   
4. Scope 
 
4.1 This policy applies to all employees within Merseytravel whose work 

involves the collection of monies owed to Merseytravel including agency 
staff, temporary employees and any paid consultancy staff acting on 
behalf of Merseytravel.   

 
 
5. Policy Evaluation 
 
5.1 Evaluation of the policy will be undertaken annually by the Litigation 

Solicitor 
 
 
6. Responsibilities 
 
6.1 The Litigation Solicitor will be responsible for deploying this policy across 

the organisation and monitoring its implementation. 
 
 
7. Guidance 
 

7.1  For general enquiries regarding the day to day operation of the Debt 
Collection Policy and Procedure please contact the Litigation team in 
Legal & Democratic Services.  

 
  



 

 

MERSEYTRAVEL DEBT COLLECTION PROCEDURE 
 

 
 
INVOICES 
 
The primary mechanism for the recovery of monies owed to Merseytravel is 
through invoices raised by Finance. Invoices afford the debtor between 14 and 
28 days to pay. Thereafter Finance will send an initial reminder and following 
this if no payment is received a notice of intention to issue a claim letter before 
referring the matter to Legal and Democratic Services. 
 
LEGAL 
 
If the debt is still unpaid then Legal will send a reminder of the intention to 
commence court proceedings to the debtor. Further reminder letter(s) may be 
sent at the discretion of the officer handling the matter. Agreements for 
instalment payments are considered when requested at the officer’s discretion. 
As a general rule instalment payments should aim to clear the debt within 10 
months, i.e. each instalment should be 10% of the debt. Any default within an 
instalment arrangement will result in immediate court action. 
 
COURT ACTION 
 
Where debts remain unpaid, claims are then issued via the County Court small 
claims procedure. A significant number result in default judgements whereby 
the defendant either fails to enter a defence or accepts the debt. In a small 
number of cases the debtor disputes the claim and the matter may proceed to a 
contested trial. All debts below £10,000 are treated as small claims by the 
County Court. In the ordinary course of event legal advisors costs are not 
recoverable within small claims disputes. Ordinarily this is not a concern as 
Merseytravel do not seek to recover their internal costs and only recover court 
approved fixed costs on claims. 
 
Claims are commenced online using the Money Claims Online Service which 
reduces court fees and expedites the commencement of legal proceedings. 
 
Claims for more than £10,000 will not be treated as small claims and carry a 
risk of an adverse costs order. Equally if the claim is successful then a costs 
order may be made in Merseytravel’s favour. If there is any scope for dispute 
over debts above this value then it should be borne in mind that costs can 
rapidly escalate beyond the value of the sum in dispute.  
 
ENFORCEMENT 
 
Once a judgement is obtained, there are a variety of enforcement options 
available; 
 



 

 

a) Bailiff, for sums under £600 the County Court bailiff is instructed to 
attend on the debtor and either seek money or goods to the value of 
the outstanding judgement debt. 

b) High Court Bailiff, for debts over £600 the matter is transferred to the 
High Court Bailiff where the bailiffs are theoretically better able to 
extract payment 

c) Charging Order, if the debtor owns property, the debt can be secured 
by obtaining a Charging Order on the property from the court. Usually 
this process is used for larger debts. The debt is secured on the 
property and paid out of the proceeds of any sale. Whilst an order for 
sale can be sought this is not usually granted unless the debt is 
substantial. Care must be taken when seeking a Charge against 
property that is already mortgaged or subject to other significant 
charges as if there is insufficient equity in the property then obtaining 
a further Charge may be worthless. 

d) Attachment of Earnings, where a debtor has a job or other means of 
income an order may be sought that directs his employer to pay a 
proportion of that income to a creditor (such arrangements are 
relatively uncommon but can be a useful means of collecting debts) 

e) Third Party Debt Order, this is similar to an attachment of earnings 
and can be used to extract payment from third parties holding debtors 
money eg bank accounts. 

f) Oral Examination, debtors are compelled to attend court to provide 
disclosure of their financial means and the discharge of the debt. 
These used to be more popular  but they are expensive compared to 
other options and of limited effectiveness in the current economic 
climate 
 

INSOLVENCY  
 
Where the debt is £750 or more, (including unsatisfied Court Judgements) a 
petition for bankruptcy may be pursued against an individual or a winding up 
order may be sought against a company. Both of these steps may be pursued 
without first obtaining a court judgement where the debt is beyond dispute. 
Whilst the threat of insolvency can cause immediate payment it is not always a 
viable means of debt collection and if the order is granted it may well be the 
case that secured creditors such as banks obtain payment well ahead of the 
petitioner meaning that the pursuit of insolvency may prove counter-productive. 
 
STATUTORY DEMAND 
 
A statutory demand is a specific form of demand for payment often used as a 
precursor to the presentation of a bankruptcy petition or a winding up petition. 
They are usually used against individuals as their presentation creates a 
presumption of insolvency if they are not responded to and thus they are a 
useful precursor to a bankruptcy petition as they afford significant protection on 
the risk of adverse costs should there be a subsequent dispute over the debt 
that they are based on. In short the recipient must take steps to resist the 
demand once he receives it.  
 



 

 

There is no need to issue a demand against a limited company before pursuing 
a winding up order but in practice statutory demands are still used as a means 
of exerting pressure. There are no costs in making a Statutory Demand and 
they are used as a relatively inexpensive means of applying pressure where the 
debt is greater than £750. However caution should be taken where there is any 
scope for dispute over the debt. If there is even a slight dispute then the debtor 
may apply to court to have the demand set aside and such an application may 
carry a risk of adverse costs against the demand if it is not voluntarily 
withdrawn. 
 
ADMINISTRATION/INDIVIDUAL ARRANGEMENTS 
 
Often debtors will enter into individual arrangements (individual) or 
administration (company) whereby enforcement action is suspended and 
creditors receive a partial payment of their debt usually by instalments over the 
period of the arrangement.  These procedures are subject to the majority 
approval of the affected creditors. There are situations where Merseytravel’s 
debts end up within such arrangements. The payments received and their 
frequency and amount depend upon the individual case but as a rule returns 
are usually significantly less than the debt. If the terms of the arrangement or 
administration are met then the debt is discharged. 
 
SET OFF ARRANGEMENTS 
 
Where there are mutual debts and Merseytravel and a creditor owe each other 
monies, there is the scope for a set off of those debts. This situation may arise 
with Councils, Bus Operators and Grant Funded Projects. As a general matter 
of policy such set off arrangements should not be entered into. They are 
problematic from both a legal and an accounting point of view. Whilst we may 
consider a set off where insolvency has arisen they will not usually be 
considered as it is preferable for both parties to pay their debts to each other in 
full. 
  



 

 

 

MERSEYTRAVEL DEBT COLLECTION GUIDELINES 
 
 

These guidelines are not absolute as officer discretion remains paramount but 
set out the anticipated procedure dependent on value for various debts. 
 
 

VALUE (£) PROCEDURE 

  

75 or less Warning Letters and then consider write off. Court 
action is only appropriate where there is a very 
realistic prospect of recovery. The Money Claim 
On Line court fee of £25 represents a significant 
increase in the debt and therefore it may not be 
proportionate to incur that further cost if recovery is 
doubtful. 

75 - 300 Tunnel Debts are usually charges for breakdowns 
and start at £88 for towing, towing and refuelling is 
£138, small claims proceedings are to be 
automatically commenced for these debts as a 
matter of policy as there can be no discretion. 
Staff Debts should always be pursued as a matter 
of policy unless there is credible evidence that 
recovery is unlikely. 
Operational Debts A money claim on line should 
be pursued where there are reasonable grounds to 
expect payment 

300 - 750 The increased money claim on line court fee 
should be borne in mind. It is £35 for claims above 
£300 and £60 for claims above £500. The same 
principles as (£75 to £300) apply. However It is 
expected that court proceedings will be 
commenced unless there are credible reasons to 
anticipate that payment is unlikely 

750 - 5,000 
 
 
 

Before commencing a Money Claim On Line there 
should be consideration of insolvency as an 
alternative procedure including the making of a 
Statutory Demand. Court proceedings are 
preferred to insolvency due to their lower cost. 
There should be reasonable prospects of recovery 
before a claim is commenced.  

5,000 - 9,999 
 
 
 
 

The use of insolvency proceedings or a statutory 
demand should be considered as an alternative to 
the commencement of court proceedings. Court 
proceedings are preferred due to their relatively 
cheaper cost but the threat of insolvency 
proceedings is a credible alternative for debts of 
this size. Officers should be mindful that if there 



 

 

are legitimate concerns as to solvency then there 
is a significant risk that payment will not follow 
particularly if there are other substantial creditors. 
Whilst all claims below £10,000 are treated as 
small claims and legal costs are not ordinarily 
recoverable, the commencement of claims worth 
more than £5,000 carry a risk of significant costs in 
terms of corporate resources, particularly if there is 
a dispute.  

10,000 or more For claims above £10,000 legal costs are usually 
recoverable and as a result caution should be 
taken before the commencement of proceedings.  
Particular care should be taken to anticipate any 
potential defence or area of dispute. If the debt has 
arisen as a result of a bus re-tendering exercise or 
other contractual dispute then care should be 
taken to review the contract and ensure that any 
alternative dispute procedures including informal 
meetings or mediation/arbitration have been 
considered before the commencement of legal 
procedings. 

 


