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The definition of what constitutes an incomplete form in Crown Court can be different to the 
requirements for magistrates’ court cases. The Criminal Legal Aid Manual covers this in detail, but 
this newsletter aims to highlight the most common areas of the form that are either incomplete or 
filled in incorrectly. The different examples show what information is needed in each key area to 
make it a completed form.      
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Incomplete forms 

CDS14  Part A question 5 

For applications from Foreign Nationals we would 
expect their ARC Number.  Illegal immigrants may 
have a limited amount of information that they can give 
but we would still expect they provide as much detail in 
relation to their name, address and financial position 
as possible.  

The NINO is mandatory for 
Crown Court trials, retrials and 
voluntary bills (excluding 
youths).  Where the NINO is 
missing from the form but can 
be ascertained from the income 
evidence, the application need 
not be returned. 
 

 
 

Following on from the positive response to the feedback newsletter in May of this year, this edition of 
the newsletter focuses on reducing the amount of returned legal aid applications, specifically those 
applications that are subject to Crown Court Means Testing (CCMT) provisions. 
  
Under the CCMT scheme, if a form is rejected as being incomplete, any subsequent representation 
order will be dated from the date a completed form is received. Crown Court representations orders 
are not backdated.  

CDS14 Part A question 8 

All applicants must 
fill in this question 
for the form to be 
considered as 
complete.  If the 
applicant has 
declared that they 
own a property on 
the CDS14 then 
this should also be 
declared on the 
CDS15  

If the applicant is currently of no fixed abode then the solicitor 
address can be used as the correspondence address. It can also 
be used where the applicant is living away from their normal 
residential address due to remand status or bail conditions.  



 

 

 

 

 

 

The class of offence is 
mandatory for all either way and 
indictable offences. This 
information is vital to ensuring 
the client’s contribution is 
correctly calculated.  

The Arrest Summons number 
should be completed if known, 
however the form can still be 
accepted without it.  

Part B question 1 CDS14  

CDS15 Part A question 1c 

If an applicant is employed 
this section must be fully 
completed before the form 
can be accepted. This 
should include the name 
and address of their 
employer. A form will not 
be considered complete if, 
for example, an 
employer’s first name is all 
that is provided.  
If the applicant cannot 
provide the level of detail 
required please contact 
the legal aid department 
who will be able to provide 
further advice.   

The applicant must also provide details of how much they earn and the regularity with 
which this is earned for the form to be considered completed. They can provide either their 
gross or net figure for the form to be considered complete. 
 
If the applicant has a partner and they are employed they must also complete this section. 
The only circumstance when this should not be completed is where the partner has a 
contrary interest.    



     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

           

           

     

     

     

     

     

     

     

     

     

     

     

      

CDS15
  

Part B 

For further information contact the Crown Court Means Testing Team on: 
ccmt@legalservices.gsi.gov.uk 
 

If the applicant and/or partner is 
self-employed, in a partnership, a 
company director or shareholder in 
a private company then this section 
must be completed with details of 
earnings and any other questions 
that apply to the applicant and/or 
partner filled in before the court can 
accept as a completed application.  
 

When completing Part C of the form, 
applicants need to tell us about all of their 
bank and building society accounts, 
including any current accounts and/or 
accounts that are empty or overdrawn.  
Post Office accounts should be shown as 
National Savings Accounts.  
 
Where the sort code and account number 
are not known, the branch name must be 
provided as an alternative. 

CDS15 Part C 

If the applicant holds either a 
national savings certificate or 
premium bonds for the form to be 
considered complete they should 
confirm the type of investment and 
provide a reasonable estimate of the 
value.  
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