When you get paid, the sale is complete. When Five Top
a customer doesn’t pay, they're hanging on to

money that is rightfully yours and you should
ask for it. You should have a routine system for
following up non-payment that includes letter,
email, and telephone, but be prepared to act
more quickly if the amount is large or you are
concerned about the customer.

S -

1. If the invoice is large, call ustomer b\for’e the
payment due date to make SUESNIt has beer?a.,ﬂ*
received and there is no query; Ul is good "';-;.\_
customer service. s

2. Make immediate contact when pay@at has not
arrived, be assertive about what you cect and

when you expect it, and make the cONSCOe

Can you answer yes to all of these of non- ?gyment clear, FoIIovy*up promises

questions? sure they're met.

- .

 ° Did you agree the payment terms with the -@cuses check theru Qut (sees, Knov\/mg your
- customer before you accepted their order? customer’ gwde in this series) and conSIdér £%
- whether you re prepared to contlnue 50pp|y|ng
e Are you sure the invoice is accurate and no on credi rms. It may be beitter.‘go loseran order;
dispute has been raised? or even the customer, than supply'goods, notge];.
3 paid and suffer a bad debt (when thathhppens
* Has the payment due date passed? ~ you lose the goods and the money-you‘te dud)z
4. Be polite, profe%n’al and persistent; do,what" yo'u\
e Has the customer confirmed receipt of the ~ say you're going to do:when you said you were
invoice? goingtodoit. .. - q‘* N\,
- 5. Try to get customers toﬁ?ﬁ y electrorﬂ'.t'r@nsfer
* Do you have proof of delivery for any goods & irect Debit to avoid %{ng for the ch'e.gu |
delivered? arri

e Does the invoice say how and where payment
should be made?

- *Doyou keep a record of all collection
- activity? It will be vital later if you have to
" engage a third party (see ‘When all else fails
guide in this series).
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http://www.creditmanagement.org.uk/media/ICM_09_When%20all%20else%20fails.pdf
http://www.creditmanagement.org.uk/bisguides.htm

Contacts and'

NEW! Credit Services Providers — Your details could appear
here — Email cashflowguides@icm.org.uk for further details

Business Change Partners - www.businesschangepartners.com

Credit Hound - Get paid sooner and improve your cash
flow - www.draycir.com/credithound

Top Service — Construction sector specialists —
www.top-service.co.uk

he above list titute endorsement or
aducts or servi <

6. Factoring and financing options
7. Chasing payment
8. When cash runs short
ng suppl! s fairly 9. When all else fails
redl surance e 10. When your customer goes bust

Department for Business
Innovation & Skills

5. For tips on ge' OWaid and advice on best practice in credit management,
call the Institute of Credit™anagement on 01780 722912 email tech@icm.org.uk
or visit www.creditmanagement.org.uk

For fﬁrt@wer information and advice on starting up, running and growing a business,
call Business Link on 01845 600 9006 or visit www.businesslink.gov.uk

SME Collection Toolkit
Delivering cash for business b m m
——— ICM - Delivering cash for business



http://www.bis.gov.uk/
http://www.businesschangepartners.com
http://www.top-service.co.uk
http://www.draycir.com/credithound
http://icm.org.uk
http://www.creditmanagement.org.uk/
http://www.icmos.org.uk/smect.html
http://www.collectwho.org.uk/

