
Deferred Payment Agreement ProcessDeferred Payment Agreement Process
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Set up of Deferred Payment AgreementSet up of Deferred Payment Agreement

Referral made for FA 
via LL (or other agreed 

referral pathway)

FA undertaken over 
the phone or face to 

face

Advise DPA cannot be 
put in place as 

information not 
provided. 

DPA Pack sent to 
SU/Rep to enable 
decision making

Completed DPA 
Pack sent to DPA 

Administrator in CF
DPA Pack 

Documents
DPA Pack 

Documents

DPA Team reviews 
documentation

Legal register an 
official search (lasts 
6 weeks) with Land 

Registry and 
prepare paperwork

Legal complete DPA 
and issue to 

relevant parties, 
with a 4 week 

deadline for return

Within 5 
working 

days

Within 10 
working 

days

Legal apply to 
register a charge 

with Land Registry

Is DPA returned?
Legal send a chasing 
letter with a further 

2 week deadline

Legal notify DPA 
Admin via 

spreadsheet once 
charge in place

Is DPA returned?
Legal update LR Charges 

spreadsheet to advise DPA 
not returned

DPA Admin sends 
DPA Offer 

withdrawn letter 
and refers to FAO

CF applies DPA 
Administration 

Charge

Property identified 
as part of FA 

process

FAO loads  disregard 
period and then a 
full cost charge.

Has completed pack 
been returned?

FAO determines 
eligibility for DPA

FAO allows further 
two weeks for 

return of completed 
pack

DPA Admin sends 
confirmation letter 

Is the 
information 
complete?

DPA Admin send to TL 
for review and approval

DPA Admin sends 
provisional 

confirmation letter 
and raises admin fees

DPA Admin emails 
documentation to Legal and 

uploads to DPA and LR 
charges spreadsheet

Is the property eligible 
to be disregarded?

No further action 
required - follow 

the Property 
Disregard Process

Yes

No

Yes

Yes

DPA Pack return to FAO 
to liaise with SU/Rep to 

obtain required 
information

No

Yes

No

Yes

Yes

No

FAO discuss termination of contract 
with SU/Rep

and arrange for ASC to complete 
termination via LL Contact

ASC terminate 
contract with the 

home

DPA Admin loads 
property info into 

ContrOCC 

DPA Admin sets up 
ContrOCC 

conversation for bi-
annual statements

DPA Admin requests 
FAO to load charge 
from start of DPA

FAO loads charge 
from start of DPA

Has completed pack 
been returned?

No

Yes

For non-complex cases (i.e no 
delays due to OPG, allow 4 
weeks for pack completion

No

No

Decision to be made about 
whether FC charges applied 

or contract terminated.

Any disregards overs 12 
weeks to be referred to 

CWy

DPA TL notifies TSC 
Debt to ensure 

necessary processes 
are implemented

If mortgage or 
equity release, 
FAO to ask set 

questions
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