
Apply For Your Own Notice of 
Potential Liability for Costs



Registers of Scotland

• I tend to use the eform on the Registers of Scotland (ROS) portal (www.eservices.ros.gov.uk)

• The first thing to note is that you will need to register with ROS and also ask for your account 
to have permissions to use online eforms. It is worth advising you don’t intend to submit 
anything online or pay by direct debit for this process and just need access to use the form 
and print it off.

• The main benefit of using the online form is the ability to find a property using the address 
and you don’t need to have the title number in advance. The second reason is that you don’t 
miss any information they might require.

• It is worth adding that I do submit other documentation with my application forms, one if 
which is a requirement as it gives the wording to describe what debts the notice is covering 
and that will be used when recording the notice. 

http://www.eservices.ros.gov.uk/


Once you log in this is the page you will see. It gives you access to eforms and their new function 
ScotLIS. Select Eforms on the left hand side and then select Land Register application form.



This is the first page. There is a navigation bar running down the right hand side as well so you can 
go to different sections if you need to make an amendment. Application type - I normally select 
Deed over the whole of a registered plot. Type of deed – I normally select Notice of Liability for 
Costs (Title Conditions (Scotland) Act). 



It then gives you the option to insert the title number if you know what it is. Once you have 
entered it hit “Use this subject” It will then add that property to the top of the page. Normally it 
will pull through the address linked to that title number and it is worth checking it is correct. 
Sometimes it doesn’t pull through an address or it’s not the address you expected. If this happens, 
click “Edit” and you can manually add the address details. 



If you don’t know the title number select “Yes” to manually enter the subject’s address. You can 
then search using the postcode or manually enter the full address. Once finished select “Use this 
subject”. It will then add that property to the top of the page. 



This is what it should look like once the property has been added. If you have more than one then 
you simply click “Add another” and repeat the process until all of the properties have been added. 
Once complete, select “Next” to move to the next section.



Select your FAS Number (account number) from the drop down. If nothing appears then you don’t 
have the right permissions and will need to contact ROS Credit Control department to find out 
what you need to do. Then select “Calculate”. This will calculate the fee you need to send with your 
application and is based on the number of notices you are applying for, so if you added 10 
properties on the previous page the fee will be £600.00. The only payment method is by cheque so 
that will default in. The select “Next” to move on.



Agent Details – this is the person/organisation who is applying for the Notice. For the majority of 
us we are doing it on behalf of our organisation so their details will autofill into the top sections. I 
use my own name as the Agent Reference and I also use my own telephone number and email 
address. Any communications regarding the application will be sent with these contact details.



Not sure why they have this section in as it shouldn’t be a requirement. However both the eform 
and previous paper versions have all had it so I just tend to use the details relating to the property I 
am applying for. If I have more than one then I always use details for the first property. If it is an 
organisation then change Type of Granter and add in details for remaining fields. Use the postcode 
to search for the property. Once completed select “Update” and it will add the details to the top. 
You only need one granter and do no have to do this for each property is you are applying for more 
than one. Then select “Next” to move onto next section.



This is where you add details of the applicant. For most of us we are applying on behalf of our 
organisations so it is those details you use. Change “Type of Applicant” to Non-natural person and 
then enter company name, company number (you can get this from Companies House website if 
you are unsure) and the company address. Select “Add” once finished and it will add it to the top 
of the page. The select “Next” to go to the next section. 



Notification Details for Applicant and Granter. It will normally autofill an email address here. If that 
is the only email address you need then simply select “Next” to move on. If you want to add 
another email address so that someone else also gets communications then select “Add another 
email address”. Once completed select “Next” to move on. Normally this is the email address they 
send acknowledgement of the applications to and also confirmation of registration.



Deed Inventory – I don’t ever add anything here. Just select “Next” to move on. 



Further Information – All of the relevant information is either included in this form or 
accompanying documentation (which I will cover further on), therefore I leave it selected as “No” 
and then select “Next” to move on.



Land Use – If applying for residential properties then select “Residential”. It only lets you select one 
option so if you have notices you wish to apply to commercial properties then it might be worth 
doing a separate application for them. Select “Next” to move on.



Declaration. You need to “tick” both boxes to you agree with both statements and that the 
information you have given is correct to the best of your knowledge. Then select “Next” to move 
on.



A summary of your application form appears and gives you the option to review all of the 
information you have entered. You can also edit an individual section and make an amendment if 
something is incorrect. Once you are happy that all the details are correct, scroll to the bottom and 
select “Finish and download PDF”.



This screen will appear. You need to select “Download PDF        ” button. That will generate a PDF 
version of your form. You can then save it and print it off and post into ROS along with 
accompanying documentation and payment of the fee.



Accompanying Documentation

There are two pieces of accompanying documentation that I submit with my application 
form.

1. Application Request – this has details of who is applying for the notice and more 
importantly the wording to be used when the notice is registered as a burden.

2. Cheque – this is to pay the fee for the notice’s to be registered. The fee is £60 per 
notice and if you have completed the online form it will have calculated the total fee 
you need to pay.

Each time I do an application I create a back up schedule spreadsheet which holds 
details of the properties, the owner at the time, title deed number, date I submitted the 
application, date of registration and date of expiry. I do send part of this (section in 
blue) with my application however I don’t think it is a required document. But it can be 
a useful tool for keeping track of notices and when they are due to expire. 



This is where you state the reason for the application and what will be recorded on the burden. So you 
might just be putting it on for a specific one off large piece or work. Or you might be putting it on for 
unpaid factoring and building insurance. Consider making it a catch all. They might just owe for a large 
piece of work at that point, but that could change. 
This is also where I sign, date it and have it witnessed. The ROS application form doesn’t ask for a 
signature so make sure this document is completed properly or they will return it and possibly charge 
you. Unique reference number is obtained from the bottom of the ROS application form (PDQ doc).

Example Application Request



Example Back Up Schedule



Under eforms the bottom form is “Sasine Register application form”. This is an old form and not 
as interactive as the land register form as you need to know the counties and the Search Sheet 
number(s) in advance. The rest of the fields are largely the same in terms of information. Once 
you are finished you select “Generate Form” and it produces a PDF document which again you 
can save, print and send in with accompanying documentation and payment.

Applying for a Notice on Register of Sasine



Slideshow and Example Documents

A copy of this slideshow and examples of accompanying 
documentation will be available on SFHA’s website.

Thank you for attending today. I hope it has been of some use to 
you and does anyone have any questions for us?


