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General 28 day 
Invoice 

settlement 
invoice sent.

Debt Recovery 
actions, calls, 
texts, emails.

No reply

Day 36 -‘2nd 
Reminder sent’ 
with 14 days  to 

contact/pay

No reply

Debt Recovery 
actions, calls, 
texts, emails.

No reply

Day 51 -
‘Final Reminder’ 

letter with 7 
days to pay.

No reply

Debt Recovery 
actions, calls, 
texts, emails.

CS Team Leader   to 
print Age Debt 

Report monthly for 
action. 

 
 

Agreements to be 
arranged per 

department/CS & 
Revenues if 

contact is made.

Agreements to be 
arranged per 

department/CS & 
Revenues if 

contact is made.

Agreements to be 
arranged per 

department/CS & 
Revenues if 

contact is made.

Agreements to be 
arranged per 

department/CS & 
Revenues if 

contact is made.

Day 59 – Letter 
before actionNo reply No reply

If over 3k CS Team 
Leader to refer to 

Group Head to take 
to committee, if 
over 1m Group 
head to take to 

CPRC.

Customer Service & 
Revenues Team to  

print Age Debt report 
timely intervals.

No Reply

CS Team Leader to 
report any other  write 
off recommendations 

and cases100 for
Court Action in
Corporate Debt Group for Section 
151 officer to confirm.

CS & Revenues to 
notify finance of 

write off.

CS & Revenues to 
Process Write offs 

 Have you completed all due diligence ?
 Is the Debtor in a can’t pay won’t pay 

situation.
 Can’t pay, have you considered agreeing more 

informal methods, such as attachment to 
earnings or payment plans?

 Won’t Pay, have you considered toucher 
measures maybe required earlier in the 
process?

See Liability or 
County Court 
Process Maps

This is a high level process for 
Sundry Debt. Individual 

Departments may handle 
indvidual cases in a particular 

way. Please check with 
department of any 

deviations.

Sundry Debt Departments.
Environmental Health

Planning
Sales Ledger

Economic Development
Independent Living – not 

including meals on wheels 
or Opal. 

No Reply

CS Team Leader  to 
send potential Court 

Action cases over 
£500 to 

Enforcement Agents 
for due diligence 

checks.

CS Team Leader  to 
report any other 

write offs 
recommendations 
to Group Heads, 

who have 1 week to 
respond.

No Reply
CS & Revenues to 

Process Court 
action and notify 

legal team. 

No Reply

No Reply

No Reply

No Reply

No reply

CS Team Leader to 
attend Court as 

required.

If no response 
proceed to 

Corporate Debt 
Team for approval.

Customer Service 
Team Leader to 

regularly report on 
any Court Case 

progress in 
Corporate Debt 

Meeting.

CS & Revenue Team 
to print letter 
template and 

required 
attachements.
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