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eForms Quick Guides 

Submitting a CRM14 

 

 

Click on New Forms. 

1. Selecting the CRM14 Form 

3. Legal Rep Use 

Select Start New Form 

2. Navigating the CRM14  

The legal representative must fill in 
the details of the case, court and 
also note if the case is a priority.  
 
To use the look up court function, 
click the Look up Court button and 
type the first few letters and press 
ok. Leaving this cell blank will bring 
back all available courts. 

 General Notes 
 

 In the Early Adopter phase, if your application requires evidence at point of application, you will not be 
      able to submit it via the eForm. You can either complete online, print and send in with the appropriate  
      evidence or revert to the existing paper process.  

 The USN (unique submission number) is unique to each form you create. This number is used to track the 
      application and you will need to record this number on the Mandate form. 

 The red ? help symbol will provide further information where applicable. 

You can navigate around the form 
using the page list on the left or by 
using the next and back buttons. 
 
Any sections marked with a * are 
mandatory and must be completed 
 
Note:  Your progress through the form 
is indicated by a tick or  
part-completed symbol. 
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6. Interests of Justice 2 

4. About You (Client) 

This section contains basic 
information about the client and their 
partner, including name, address 
and contact details. 
  
Note:  
Once both of the About You sections 
1 & 2 and the Legal Representatives 
details are completed, you can then 
obtain a date stamp on the second 
About You page (excluding CC 
trials).  

5. Interests of Justice 1 

Enter Charges - 
 
Use the Add a Charge button to 
enter all charges. 
 
Then select the relevant options on 
the remainder of the page regarding 
co-defendants and other charges in 
progress. 

Why do you require legal aid? - 
 
Tick any boxes that apply, and 
justify your decision.  
 
Note: once a reason box is ticked, 
you must record why you have 
chosen it.  
 
If the reason is no longer relevant, 
then you must deselect the reason 



3  

 

 

 

9. Income - Self Employed applicants (not Passported)  

7. Evidential Requirements 

These questions determine whether the 
applicant or partner has to provide evidence.  
  
 Has a Court remanded the client in 

  custody (this excludes those in Police 
  Custody)? 
 If the Court has remanded the client in  
   custody a further question will appear 

   asking if the case will be heard in the 
   Magistrates’ Court. 

8. Income - Passported benefits or under 18 

If the client or partner is self-employed 
then the CRM15 will expand in the next 
section. 

If the applicant or partner is confirmed as passported, 
go to the step 13 (Legal Representation) 

If the applicant or partner is Self Employed, go to the step 12 
(CRM15) 

If the client or the partner of the client is in 
receipt of one of the listed benefits then the 
client’s means will be treated as passported.  
 
A ’real time’ link to the DWP benefits 
checker will confirm the Passported Benefit 
status within a few moments. 
 
If DWP result is returned as NO or 
undetermined you have the following 
options:  
 Check the information submitted and 
   amend and resubmit if errors have been 

   made. 
 If you have evidence of your clients benefit 
   complete the application online, print and 

   submit with the evidence to the Court. 
 Complete further information in relation to 
   your clients income in the next part of the 

   form and they can be assessed on a non 
   passported basis. 
  
If the client is under 18 they will be treated 
as passported through the means test. 
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10. Income below threshold (excluding Self-Employed and Passported applicants) 

12a. The CRM15 

11. Income above threshold (excluding Self-Employed and Passported applicants) 

If the client or partner is not 
self-employed but earns over 
£12,475 then the CRM15 will 
expand in the next section. 

If the client or partner is not self-employed 
but earns below £12,475 then the CRM14 
will expand below and a CRM15 is not 
required (unless you have capital and equity 
in a Either Way or Indictable case, or you 
have assets subject to a restraint or freezing 
order). 

When required, the CRM15 will 
automatically open up as shown.  
 
There will now be additional questions 
regarding Income, Outgoings, Land & 
Property, Savings and Evidence. 
 
Note: depending upon the options 
selected, the form will automatically 
expand or reduce  
 
For example you will only be prompted for 
Capital & Equity details on an Indictable, 
Trial Already in the CC, or Either Way 
cases 

 If the Income is below £12,475, go to step 13 (Legal Representation) 

If the Income is above £12,475, go to step 12 (CRM15)
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12c. CRM 15 continued 

13. Legal Representation 

12b. CRM 15 continued 

The form has validation built into it to  
prevent you from missing key information, 
however we advise care when completing 
figures and frequency. 
 
You will also be prompted to enter the 
number of bank accounts & assets held.  
 
The ‘Add Account’ or ‘Add Row’ button will 
appear when further detail is required, 
simply complete the pop up box and click 
‘ok’. 

The Evidence 2 section highlights the  
evidence that is required for this 
application to be considered. 
 
The CRM14 pilot is currently only 
accepting online applications where 
there is no evidence required at the point 
of application. 
  
If this section of the form flags that 
evidence is required then you will need 
to complete the form, print and submit 
along with the necessary evidence to the 
relevant Magistrates’ Court 
 

If your firm has multiple offices, you will 
need to select which office you are 
applying from. Once selected the form will 
auto complete with your office details. 
 
Note: You must complete the declaration 
on this page to proceed. 
 
If an office you are expecting is not there, 
or changes are required. Then in the first 
instance speak with your firms LAA  
administrator, the Customer Services 
Team can also assist if required. 
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15. Declarations  

For more information please visit http://www.justice.gov.uk/legal-aid/submit-claim/eforms 

16. Submit/Print/Delete 

14. Client Information 

Please enter information regarding 
the client’s gender, disability and 
ethnic origin. 

The client, the client’s partner (where 
applicable) and the Legal 
Representative will need to make a 
declaration. 
 
The client and their partner (where 
applicable) must confirm that they 
have read the Fraud Notice. 
 
The Legal Representative must keep 
a copy of the signed paper mandate 
form on file. 

Once you have completed the application, 
you have 3 options. 
 

1) Submit to HMCTS - if any sections 
require further attention e.g. 
mandatory fields are incomplete, then 
you will be prompted as shown. 

2) Print the form and send as a paper 
application - because you need to 
submit evidence at the point of 
application. 

3) Delete will abandon the application, 
however a record will remain for audit 
purposes. 


