
Issue DN to owner

DN settled? 

For owners’ corporation cases, 
proceed to serve s33 Cert. on 
relevant owners (other normal cost 
recovery actions are to follow as 
usual)

For other cases, check owner’s 
address (Instruction IV: 6:1) :  

Person – approach RVD/Imm D 
Company – approach Company 
Registry/Business Registration 
Office of IRD  

Re-issue DN to owner DN settled? 

BD to issue s33 Cert. (without LR 
registration) 
BD to issue warning letter @ 
BD to pursue through the Small 
Claims Tribunal @ 

Owner’s updated 
address available 

Recover cost according to 
unpaid amount 

BD to issue & register s33 Cert. 
BD to issue warning letter to 
debtor & mortgage bank (if 
appropriate) @ 
BD to pursue through the Small 
Claims Tribunal @ 

BD to issue & register s33 Cert.  
DoJ to issue warning letter to 
debtor & mortgage bank (if 
appropriate) 
DoJ to obtain court judgment if 
appropriate
DoJ to enforce judgment (if 
obtained) by various means 
If debt unsettled, DoJ to consider 
enforcement of first charge (debts 
exceeding $100,000) 
If first charge not enforced, DoJ to 
advise BD on options for further 
action where appropriate 

Debt
settled? 

BD to issue final warning letter 
1 year before expiry of limitation 

period

BD to proceed write-off once 
after expiry of limitation period 

Notes :  (1) Write-off of the outstanding sum should be considered 
if the cost incurred in the recovery action would outweigh 
the revenue to be collected.  BD Accounting Circular 
3/2005 refers.  (2) It is unnecessary to issue to the owners 
or register in LR a letter acknowledging receipt of 
payment as it is their responsibility to keep the payment 
receipt as evident of having settled the cost for the works. 

No

No

No

No

Debt
settled? 

BD to insert warning note with LR

DoJ and BD to issue warning letter 2 years before 
expiry of limitation period for cases $3,300 or 

above and < $ 3,300 respectively 

*BD to issue final warning letter and to 
proceed write-off 1 year before expiry of 

limitation period 

No

Yes 

Yes 

Yes 

< $ 500 

$ 500 to <$ 3,300

$ 3,300 or above 

@ To be 
handled by 
the Small 
Claims Unit 
in Legal 
Section

Yes 

Update Record & file # 

Yes 

Limitation Period 
Unsettled cases without registration of 
s33 certificate -  
a) 6 years from completion of works which 
SCU/DoJ has referred back the case to EBD 
with an NFA recommendation as the SCT 
could not handle the claim (e.g. cannot 
serve BD’s claim on the defendant).  
b) 12 years from judgment becomes 
enforceable for cases with SCT’s or court’s 
judgment.

Unsettled cases with s33 certificate has 
been registered -  
a) 12 years from date of registration of s33 
certificate.  (Please refer to Appendix C 
for certificate registered before 1.7.1991) 
b) 12 years from judgment becomes 
enforceable for cases with SCT’s or court’s 
judgment.

Appendix A
(Instructions IV:5:3, IV:6:1, IV:7:1 & IV:8:1)Cost Recovery Actions under BO s33 

(Rev. 7/2013) 
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* Final warning letter enclosed with a new demand note with accrued interest to the debtor(s) should be issued by BD and a review of the progress 
should be conducted 1 month after the date of issuing final warning letter immediately before proceeding to write-off.  For cases with judgment, 
the final warning letter should be enclosed with the SCT award/ Court Order instead of a new demand note. 

# If debt is voluntarily settled, BD will update file record & Advance Account and advise DoJ (if appropriate) 
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