
The flow chart below illustrates the potential “life cycle” of a 
PCN with the opportunities to challenge and pay.

PCN Life Cycle

All challenges will be 
acknowledged within 
14 days of receipt

Issued no later than 6 
months after the date 
of the contravention 
(target 56 days after 
date of contravention)

Issued no later than 28 
days from the date of 
the contravention

All representations will be acknowledged 
within 14 days of receipt

Any refund of monies 
due as a result of an 
adjudicators upholding of 
an appeal must be made 
within 35 days of the ruling

Fail to pay 
the PCN

PCN issued by post
A PCN is issued by post if the vehicle is driven 
away before the Notice is issued, the Parking 

Attendant is prevented from issuing by threat or 
intimidation, the Notice is issued as a result of 

CCTV evidence

We will write to you and tell 
you whether we have:

Rejected your 
Representation

Accepted your 
Representation

You can now:
Pay the PCN within 14 days at the discounted amount 

of £25/35.  Case will be closed, or; 
Pay the PCN within 28 days at the full amount 

of £50/£70. Case will be closed, or; 
Wait 28 days to receive a Notice to Owner (NtO) 

in order to make a formal representation

We will cancel your PCN 
and send you a written 

confirmation to this effect.
Case will be closed

If after 28 days we have not received payment for the PCN we will issue a 
Notice to Owner (NtO) to the registered owner of the vehicle. The registered 
owner is liable for the payment of the full amount of £50/£70 of the PCN. 

The registered owner now has two options:

Option one
Within 28 days of receiving the NtO, pay 
the PCN at the full amount of £50/£70. 

Case will be closed
Option two

Within 28 days of receiving the 
NtO (or combined NtO/PCN) follow 
the instructions to make a formal 
representation against the PCN

Option one
Pay the PCN within 21 days at the 

discounted amount of £25/£35. Case will 
be closed, or: Pay the PCN within 28 days 

at the full amount of £50/£70.  
Case will be closed

A postal PCN will be issued along with a 
Notice to Owner (NtO) to the registered 
keeper of the vehicle who now has two 

options:

Option two
Make an informal 
representation in 

writing within 14 days 
and await the decision 

of the Councl

Option one
Pay within 14 days at a 50% 

discounted amount of £25/35. 
Case now closed, or; Pay 

within 28 days at the full amount of 
£50/£70. Case now closed

Penalty Charge Notice (PCN) issued
(£50 or £70 depending on contravention)

The registered owner now has 14 days (21 days for a postal PCN) to: Pay the PCN at the full 
amount of £50/£70 or: follow the instructions enclosed with their Notice of Rejection (NoR) 

and appeal to an independent adjudicator at the Traffic Penalties Tribunal (TPT). 

If within 28 days the registered owner has not: Paid the PCN. Sent an appeal to the Traffic Penalties Tribunal. 
A Charge Certificate will be issued to the registered owner of the vehicle and a 50% surcharge will be added 

to the Penalty Charge increasing the charge to £75/£105

If the registered owner does not respond to the Charge Certificate within 14 days we will register the debt at 
the Traffic Enforcement Centre (TEC) and a Notice of Registration will be served. A £8 registration fee will be 

added plus any costs awarded by an adjudicator at TPT

Fail to respond 
to the Notice of 

Registration

Option two
Submit a Witness Statement to the court asking for the 
registration to be revoked. If the Witness Statement is 

accespted by the court it will advise the Council of this. 
The Council will now decide what further action to take.

Option one
Pay the Penalty Charge within 
28 days of receiving the Notice 
of Registration. Case will be 

closed

Action two
Cancel the PCN and inform the owner 
that the case has now been closed

Action one
Issue a further Notice to Owner using 

the information submitted in the Witness 
Statement. The enforcement procedure 

will then be followed as above.

If after 21 days of serving the Notice of Registration we have not received a 
Witness Statement or full payment of the charge we will ask the Court to issue a 
Warrant instructing an enforcement agent (Certified Bailiff) to recover the debt. 

The enforcement agent will add their own fees to the Penalty Charge.

We will consider the Representation and notify the owner of the vehicle, in writing, 
whether their representation has been accepted or rejected

Accepted Representation
We will inform the registered owner that the 

case has now been closed

Rejected Representation
We will inform the registered owner in writing that the 

Representation has been rejected




