
Box 1: Insert name of the entity that is owed money (include company 

number, as applicable)

Box 2: Insert postal address, email address and any account reference

Box 3: This is the total amount owed, including VAT, interest and charges, 

as applicable

Box 4: If there is no interest included in the amount owed, then insert £nil 

or leave blank, otherwise state the amount of interest

Box 5: Insert a brief note on how and when the amount owed to you was 

incurred

Box 6: If you do not hold security by way of a registered charge or 

otherwise, then state none or leave blank

Box 7: If you hold title to goods you have supplied until they are paid for, 

confirm here and provide a copy of your terms & conditions of sale; 

otherwise state none or leave blank

Box 8: Confirm the type of documents held to evidence your claim (e.g. 

statements / invoices) and provide copies, as applicable

Box 9: Authorised person signs here

Box 10: Date the Proof of Debt form

Box 11: Insert contact address of signatory if different from creditor's 

address

Box 12: Insert signatory's name in CAPITALS

Box 13: State the signatory's position in relation to creditor (e.g. director, 

account manager, authorised signatory etc.)


