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CHASING CASH
THATS OWED
TO YOU?



When trying to claim from a business or a person with 
difficulty, this is your best course of action if you can’t 
afford a lawyer for a dispute under R15,000. 

One benefit of the Small Claims Court is that you will 
represent yourself, which means that you will not rack up 
exorbitant legal fees as you seek to claim a fairly small 
amount of money and, the legal assistants and clerks of the 
Small Claims Courts will assist you free of charge. 

The steps that you will take to initiate your claim are simple 
and the process is fairly speedy when compared to going 
through a civil court.

 Contact the person or 
company you are claiming 
against and ask them to satisfy 
your claim, this can be done 
face to face, in writing or 
telephonically.

If they refuse to satisfy
your claim deliver a written 
demand letter (see example) 
by hand or registered post to 
the opposing party. Keep a
signed copy (by person
you are claiming against)
of the written demand.

If you don’t get a satisfactory response after 14 working 
days, you may approach the clerk of the court with any 
documents that support your claim such as proof that the 
written demand was delivered, any contracts, and the full 
name, address and telephone number of the opposing 
party.

The clerk of the court will 
issue a summons that will be 
sent to the person/company 
you are claiming against.  The 
clerk of the court will also 
inform you of the date and 
time of the hearing of the 
case.

When the other party receives 
the summons they may 
then decide they were in the 
wrong or that they don’t feel 
like wasting time in court, 
and pay you before the case 
takes place. In that instance, 
give him a receipt and inform 
the clerk of the court that the 
case won’t proceed.  On the 
other hand, they may deliver a 
written plea to the clerk of the 
court or issue a counterclaim 
(a claim against you). In these 
cases, the court proceedings 
will go ahead. 
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(TodayDate) 
 
 
 
Dear Sir/Madam 
 
 
DEMAND: SECTION 29 OF THE SMALL CLAIMS COURT ACT, 1984 
Our Client (Title) (FirstNames) (Surname) Your ref  
Our Ref (FilingNumber)/(Contractnumber) Matter  
 
Legal and Tax Services (Pty) Ltd is a Legal Expenses Insurance corporation. We write to you on behalf of our 
client, who has instructed us to write to you as follows: 

1.  

2. Without prejudice to our client's rights, we are instructed to demand from you, as we hereby do, payment of 
the amount of ......... within 14 days hereof, failing which this matter may be referred for legal action 
against you without further notice.  

 

 

 
Yours faithfully 
 
 
 
 
(ThisUserFullNameUpperCase) 
LEGAL AND TAX SERVICES (PTY) LTD 
 
Tel: 0860 587 587 Legal and Tax Services (Pty) Ltd 3rd Floor, Acacia Grove,  Directors: I Kirsh, W Kirsh, D Kirsh* 
Fax: 011 728 2046 Reg No.: 2001/011518/07 Houghton Estate Office Park, P Maw, B Porter* (*Executive) 
e-mail: info@legalandtax.co.za VAT No.: 4520196058 2 Osborn Road, Houghton,   
Web: www.legalandtax.co.za  Johannesburg, 2196  
  PO Box 95275, Grant Park, 2051 

 
 

 

	  
	  

Legal	  and	  Tax	  Services	  (Pty)	  Ltd	  is	  an	  Authorised	  Financial	  Services	  Provider,	  FSP	  No.	  28566. 
Funeral	  Benefits	  underwritten	  by	  Centriq	  Life	  Insurance	  Company	  Limited,	  FSP	  No.	  7370. 

Legal	  Expenses	  Insurance	  underwritten	  by	  Centriq	  Insurance	  Holdings	  Limited,	  FSP	  No.	  3417. 
 
 

 
 

On the day of the hearing, you must 
appear in court in person and bring 
with you the documents on which 
your claim is based. During the 
hearing, the commissioner of the 
court will listen to your account 
of the incident, ask questions and 
look at your evidence. He or she 
will also question the other party. 
Listen closely and inform the 
commissioner of any facts you 
believe have not been presented 
accurately.

After the commissioner has heard 
everyone’s account of the incident, 
including any witnesses, the court 
can pass judgment. The judgment 
is final. If the judgment is in your 
favour, the other party must pay up 
immediately.  
If he can’t comply with the 
judgment immediately, the court will 
investigate his financial position and 
make an appropriate ruling around 
repayment. 

The whole process is easy, 
quick and low risk. It is one of 
the best ways to seek justice or 
compensation from an unethical 
supplier if you are claiming less 
than R15 000 and don’t have time 
and money to spend on a drawn-
out court case.  

The Hearing




