This is a template which you can use to inform your client of their obligations post DRO approval.    

Dear Mr/Mrs
IMPORTANT INFORMATION REGARDING YOUR DRO APPLICATION
 
Please find enclosed your completed Debt Relief Order (DRO) application form.  We are not able to submit your application to the Insolvency Service DRO Unit, until you have confirmed that all the details are correct. You should pay particular attention to the creditor section, ensuring that it is complete and contains the correct amounts and references.
After we have received your confirmation, we will submit the application on your behalf.  In addition, the DRO Unit will also expect you to provide them with a signed hard copy of the application.   

In submitting your DRO application, you should be aware of the following important points:
· The Official Receiver may contact you to discuss any issues regarding your DRO and this may be carried out by way of postal, e-mail or telephone enquiry; you must be willing to fully co-operate
· You are required to keep all paperwork regarding your financial affairs, for example bank statements, for at least fifteen months after the order has been approved.
· If your application is approved, the Official Receiver will contact your creditors and notify them of the making of the order; however you may continue to receive communications from your creditors, in which case you should merely contact them yourself and explain that you are now the subject of a DRO and the Official Receiver is dealing with the administration.
· You must inform the Official Receiver of any property that devolves upon you, e.g. Tax Repayment, Inheritance, and Windfalls etc and also inform him of any increase in your income whilst subject to the DRO.

· Failure to respond to any correspondence from the Official Receiver can result in the Order being revoked.  You must therefore always keep the Official Receiver informed of any change of address and also any changes in your contact details, such as telephone and e-mail, whilst you are subject to the DRO. 

· You must not make any further payments to the creditors included in the DRO, however there are certain exceptions to this, in particular, Rent Arrears, Overpayment of Benefits and creditors who have the benefit of a Walking Possession Agreement.
· You will be under the restrictions of the order for twelve months. The DRO Unit will not tell you when this ends, although any extension of this moratorium period will be notified to you in writing.
The Insolvency Service is a Government Department and if you need to speak to the Official Receiver at the DRO Unit about a change in your circumstances, or you have any questions after the order has been approved please contact them at 1st Floor, Cobourg House, Mayflower Street, Plymouth. PL1 1DJ or telephone 01752 635200.
Please contact your adviser if you have any questions about the contents of this letter. 
Yours sincerely
