Guidance Notes 

Who should complete these forms?

The Statutory Declaration (PE3) and Application to file a Statutory Declaration ‘out of time’ (PE2) forms must be completed and signed by the respondent named on the Order for Recovery. If the respondent has been named as a company/firm, the person completing the application must ensure that they quote their full name followed by the company name. If these details do not match the Order for Recovery the forms will be returned for amendment.

Penalty Charge Number (PCN): The PCN will be quoted on the Order for Recovery and must be quoted on all correspondence. The TEC are unable to trace any case without it. Only one PCN can be quoted per application.

If you have any supporting evidence that you wish to attach to your Out of Time forms, then this must be submitted at the same time
Statutory Declaration (PE3)

There are only two grounds to file a Statutory Declaration as stated in the Road Traffic (Vehicle Emissions) (Fixed Penalty) (England) regulations 2002. One of these grounds must be ticked. If none of the grounds apply, a Statutory Declaration cannot be filed. The Local Authority who issued the Order for Recovery should be contacted directly. The TEC will be unable to process the application if the grounds have been altered in any way. Further information relating to the contravention may be given in the box provided; a separate document may also be attached to the form. 

Application to file a Statutory Declaration ‘Out of Time’ (PE2)

The purpose of this application is to request permission to file a Statutory Declaration after the time limit allowed for doing so has elapsed. Therefore clear reasons for not adhering to this time period should be quoted on the form for consideration. This application should not be used to contest the original contravention.  

Once both forms have been fully completed they must be sworn (signed) before a Commissioner for Oaths (e.g. a Solicitor), an Officer of a County Court appointed by the Judge to take affidavits or a Justice of the Peace (Magistrates Court). The witness must provide a full postal address. (This service is available at most county court Hearing Centre, free of charge and an appointment may be necessary). If the forms have not been witnessed, the TEC will not be able to process them.

Once the forms have been completed in accordance with the above instructions, they should be submitted together. The forms should be sent to: 


The Traffic Enforcement Centre (TEC)

St Katharine’s House

21-27 St Katharine’s Street

Northampton 

NN1 2LH 

Please note that if the local authority has issued a warrant of control, enforcement action will not be suspended until valid forms have been processed by the TEC. If your application is refused and you wish to make further applications there will be a fee involved.
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