
Notice to Owner
Road Traffic Act 1991

(as amended)

Liability for the Penalty Charge lies with you, the Owner/Keeper/Hirer

Vehicle Registration Number

Penalty Charge Notice Number

Penalty Charge Notice Issue Date

Date of Issue of this Notice

On  you were the registered owner/keeper/hirer of vehicle registration number when PENALTY 
CHARGE NOTICE number was issued because the vehicle was allegedly 
involved in the following parking contravention:

in at

THE PENALTY CHARGE HAS NOT BEEN PAID
The Penalty Charge is £
To date you have paid £
Payment now due is £

YOU MUST NOT IGNORE THIS NOTICE
You must make payment in full or representations to the Council before the end of the 28 day period 
beginning with the date on which the notice is served. If you do neither, a Charge Certificate will be 
issued. This may increase the Penalty Charge by 50% to £     .
Failure to pay the increased amount may result in the Charge Certificate being passed to the 
Sheriff Officer for enforcement/collection.

NOTES FOR COMPLETION
1. This “Notice to Owner” has been sent to you as the registered owner/keeper/hirer of the vehicle because a Penalty Charge Notice

(Parking Ticket) was issued to the vehicle on the date shown above and full payment has not been received.
2. The driver was allowed 14 days to pay the discounted sum. Any sum already paid, as shown above, was either less than the discounted

amount or was received outside the discount period.
3. As the registered owner/keeper of the vehicle (or the person who was hiring the vehicle) at the time the Penalty Charge Notice

(Parking Ticket) was issued, you are legally liable for the penalty charge even if you were not the driver at the time.
4. It is now too late to pay the 50% discount rate, therefore, you have two options - (a) Pay or (b) Challenge.

4 (a). PAY - Make payment in full. (see overleaf for details)
4 (b). CHALLENGE - Make Representations to the Council. (see overleaf for details)

Type of Payment  

Cheque  Postal Order (please tick) 

Please complete in block capitals  

Name: .........................................................................................

Address:......................................................................................

....................................................................................................

.................................... Postcode: ..............................................

Signature: ..................................................................................   Amount Due: £..................................

PCN = PENALTY CHARGE NOTICE = PARKING TICKET

Notice to owner/keeper/
hirer of Vehicle Reg No:

PCN Number:

PCN Issue Date:

Date of issue of this
Notice:

Image taken by

digital camera
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HOW TO PAY

BY TELEPHONE or ONLINE 
Telephone - Call 0131 627 0014 Online - http://www.edinburgh.gov.uk/parking
Both payment methods are available 24 hours every day. Payment by Mastercard, Visa, Delta or Maestro is accepted.
BY POST Payment may be made by crossed cheque or postal order made payable to the City of Edinburgh Council, write the Notice Number and your address on the reverse of the
cheque/postal order.  Please complete the tear off slip at the bottom of page 1 and enclose with the payment to the address at the bottom of the page.  Do not send cash by post.   
A stamped addressed envelope must be enclosed if you require a receipt.

inburgh Council Customer Hub, 249 High StrePAY IN PERSON using a debit or credit card at the City of Ed et, Edinburgh, EH1 1YJ.
Please note, we can no longer accept cash payments.

 

NOTES
There are six grounds on which you may make representations which  are set out below. If you think that one or more of the listed grounds applies to your case, you 
can make a representation online at www.edinburgh.gov.uk/parking following the link to challenge a PCN or complete the form and return it to the council.

circumstances. If neither payment or representations have been received before the end of the 28 day period beginning with the date on which the notice is served your right to appeal  
consider any other

Penalty Charge by a further 50%. 
collection

CHALLENGE - REPRESENTATIONS AGAINST THE PENALTY CHARGE NOTICE
The contravention did not occur.
Tick this box if the contravention described on the Parking Ticket (PCN) did not happen - for instance if the Parking Ticket (PCN) is for overstaying on a meter and the time had not expired,
or if the Parking Ticket (PCN) is for parking on a yellow line when you were in fact legally loading. When returning this form you should enclose any relevant details (e.g. delivery note).    

 The penalty exceeded the relevant amount.
Tick this box if the Parking Ticket (PCN) asked you to pay more than you are legally liable to pay.  
The  order was  invalid. 
Tick this box if you believe the parking restriction in question was invalid or illegal. This applies, for instance, if the Council had not followed the 

I was  not  the  owner/keeper of the vehicle at the  time  of the  contravention. Tick this box if you did not own the vehicle when the Parking Ticket (PCN) was issued. When returning this form please enclose details - such as a receipt of sale/purchase or a copy of the DVLA 
   registration form. You must complete the name and address of the person who bought/sold the car and the date of sale/purchase in the box below. 

  
The  vehicle  had  been  taken  without  my  consent.
Tick this box, e.g. if the vehicle had been stolen when the Parking Ticket (PCN) was issued. When returning this form you should enclose evidence such as a police crime report number or insurance claim. 

 
such as a police crime report number or insurance claim.  
We are  a  hire   and  have  supplied  the  name  of  the

 
hirer.

Tick this box if you are a hire company and the hirer has signed a formal agreement accepting liability for Parking Tickets (PCNs). You must complete the name and address of the hirer in the box    
below and enclose a copy of the statement they have signed.

This must be signed  in order for  your  representations to be considered.

....................................................................................................................................... (name in BLOCK CAPITALS) 

........................................................................................................................................ (signature) ..................................... (date) 

Note:- Postal address for payment and representations is - Parking Services, The City of Edinburgh Council, PO Box 208, Sheffield, S98 1BJ.

DETAILS OF REPRESENTATION (please tick relevant box)
I was not the owner/keeper of the vehicle when the Parking Ticket (PCN) 
was issued because:

I had sold the vehicle before that date:
I had bought the vehicle after that date from:
(You must supply proof of selling or buying the vehicle, e.g a copy of

of the hire agreement/hirers liability.
I never owned the vehicle:

NAME & ADDRESS OF BUYER/SELLER/HIRER

Name: ........................................................................................

Address: ....................................................................................

...................................................................................................

Postcode:...........................

Date of Purchase/Hire/Sale: ......................................................

OTHER REPRESENTATIONS

please take special care over festive period. Paying by telephone or online
is the most reliable way of ensuring that payment is received on time.

HOW T O PAY
By Telephone
Call 0845 230 2300
(24 hour credit/debit card payment line).

Online
http://www .edinburgh.gov .uk/parking

By Post
To: Parking Services, The City of Edinburgh Council, Lowton Way, PO Box
208, Hellaby , Shef field, S98 1LS. Make the cheque or postal order
payable to The City of Edinburgh Council (ensuring the PCN number is on
the reverse). Complete the slip below and attach it to the cheque or postal
order . Please note all post-dated cheques will be processed on the day of
receipt. Do not send cash payments in the post.

Pay in Person at The City of Edinburgh Council’ s Customer Hub, 249 High
Street, Edinburgh. The office is open from 8.30am to 4.30pm on Monday,
Wednesday and Thursday; 10.00am to 4.30pm on Tuesday and 8.30am to

Parking Services, The City of Edinburgh Council, Lowton Way, PO Box 208,
Hellaby, Sheffield, S98 1LS or via email to parking@edinburgh.gov.uk. If
we receive a dispute within 14 days, beginning with the date of issue of
the PCN; progression of the charge will be put on hold pending a reply .

If the PCN is not paid within 28 days beginning with the date of issue of thePCN, we will send a Notice to Owner to the owner of the vehicle. This will
request payment but also explains how to dispute the PCN (make formal

representation). If the representation is accepted, the owner will be informed
accordingly, however should it be rejected and the owner does not accept the
decision, an appeal to an independent adjudicator can be made. Details of how
to do this will be provided along with the rejection letter .
Detach here

Please complete details below before returning this slip with payment:

Title: Mr/Mrs/Miss/Ms/Other:

Surname:

Forename(s):

Address:

Postcode:

A receipt will not be issued unless a stamped addressed envelope is supplied.
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Data Protection Information 
Personal data has been collected in order to serve this Notice to Owner and enforce the parking terms and conditions. As it is believed that a contravention has occurred, your 
personal data may be collected, processed, shared and retained in order to carry out the performance of a public task and fulfil our legal obligations in the following ways:  

• To request details of the registered keeper of the vehicle from the DVLA in order to pursue a Penalty Charge Notice. 
• Shared with third parties for appeals, enforcement and debt collection. 
• Shared with the police or security organisations to prevent or detect crime. 
• Shared with third parties for the purpose of data analytics, for example traffic or parking surveys. 

Your Data Rights 
In relation to the personal data which we may hold about you, you have the right to request to: 
Be informed , have access or rectify incorrect information. You also have the right to object to or restrict our processing of your data. 
Under Data Protection law we must verify your identity and explain to you our reasons if we do not agree to carry out your request. 

Contact and Further Information 
If you would like more information about how we use your data, please read our Privacy Policy at www.edinburgh.gov.uk/parking
Data protection questions can be made in writing to Information Rights team, City of Edinburgh Council, Waverley Court (Business Centre 2:1), 4 East Market Street, 
Edinburgh, EH8 8BG.
You have the right to complain to the Information Commissioner’s Office at www.ICO.org.uk. 




