	DEBTOR PIPS 2003/04


	
	By

	Set 2003/04 performance targets and communicate them to Debtor staff
	
	June 2003

	Debtor team meetings to include performance measurement on every agenda
	
	June 2003

	Commence process benchmarking with other Greater Manchester authorities 
	
	September 2003

	Commence cost benchmarking with other Greater Manchester authorities (R7)
	
	December 2003

	Produce training plan for in-house, on the job and external training for the Debtor Team e.g. VAT, Debt Recovery, internal workshops, etc.
	
	September 2003

	Deliver against the above training plan for in-house, on the job and external training e.g. VAT, Debt Recovery, internal workshops, etc.
	
	March 2004



	Review role of Debtor Team Leader to boost sampling, checking, avoidance of errors and investigation of performance (incl 01/P3(i))
	
	September 2003

	Commence the charging back of all irrecoverable debt to Directorates
	
	September 2003

	Periodically review the need for a further Debtor User Group meeting to be held – review 4 monthly commencing June 2003
	
	June 2003

	Further develop the utilisation of new debt recovery techniques e.g. consider expanding the use of debt recovery agencies (incl 01/P12)
	
	September 2003

	In consultation with relevant Directorates, review the need to raise invoices for certain categories and values of debt (incl R13) (01/P6) (02/P5)
	
	September 2003

	Develop full range of income collection methods e.g. direct debits, internet payments, etc (01/P1) (01/P6-7)
	
	December 2003

	In conjunction with the e-Merge Team, define and improve management information produced via SAP with a view to analysis by Debtor Team Leader to allow targeting of recovery effort and improved performance reporting
	
	September 2003

	Improve liaison with goods/service providers and other FSG Teams with a view to reducing and recovering debt
	
	September 2003

	In conjunction with Legal Services, review legal support to the debt recovery process
	
	March 2004

	Monitor the effectiveness of the various debt recovery methods
	
	September 2003

	Produce quarterly statements to schools and NPHL – quarterly from
	
	June 2003

	In conjunction with the e-Merge Team configure SAP to produce statements to debtors on demand
	
	September 2003


	In conjunction with Salford Direct, pursue development of comprehensive corporate policy for income collection (R1)
	
	June 2003

	Produce monthly reports to Lead Member and quarterly reports to Q&P Scrutiny Committee. (R2)
	
	June 2003

	Continue to produce monthly monitoring reports for Social Services, Commercial Rents and Trade waste and commence production of regular reports for all other service areas. (R6)
	
	September 2003

	Improve quality checks on the information appearing on the face of debtors accounts and require Directorates to retain evidence of the validity of all invoices.  Introduce sampling to ensure this occurs.  As much information regarding the client as possible should be collected including, at least, name, address, post code and telephone number (fax numbers for businesses).  (R9) (02/P3)
	
	June 2003

	Insist on Directorates providing the date of supply – sample to ensure this occurs.  (R10)
	
	June 2003

	Introduce a system to periodically view and approve evidence of the existence within Directorates of additional information as required by Woolf report.  (R11)
	
	September 2003

	Continue production of procedural guides/work instructions with 2 further key procedures to be documented by
	
	June 2003

	Ditto – a further 3 key procedures to be documented by
	
	September 2003

	Ditto – a further 3 key procedures to be documented by
	
	December 2003

	Ditto – a further 3 key procedures to be documented by
	
	March 2004

	Re-inforce with originators the procedure for using SAP to display customer accounts to confirm that debts have been raised (01/P2)
	
	September 2003

	Continue the review and marking for deletion of duplicate customer master records.  Review to ensure marked records are deleted, where possible, as part of e-Merge Team’s regular month-end closure routine.  Include checks on customer master records in the monthly sampling to be introduced.  (01/P3(ii)) (02/P2)
	
	June 2003

	Review process for creating new customer master records to ensure they are only actioned when an e-mail or documentation is received with the full details and with the requestor’s name and the date. (02/P2)
	
	June 2003

	Review process for ensuring amounts due which are in dispute are either not raised as an invoice or are written back to Directorates within one month. (01/P4)
	
	September 2003


	Develop and implement procedure for the review of credit balances with the largest credit balances to be reviewed as a priority.   Liaise with e-Merge Team to produce a report on credit balances.  (01/P8) (02/P11)
	
	March 2004

	Review the procedure for clearing the default debtor account. (01/P8)
	
	September 2003

	Review the procedure for the raising of credit notes/reversals to guard against erroneous or fraudulent credits or reversals being applied.  The name of the person requesting the credit, the reason for it and the original SAP document number should be entered into SAP.  confirmations of credit notes being raised and of reversals should be notified to Directorates.  (01/P10) (02/P4&P7)
	
	September 2003

	Review the write off/charge back process for unrecoverable debts.  Set up a procedure to collect trend information for the next two to three years for use in determining an appropriate level of bad debt provision to be held by each Directorate.  (01/P11) (02/P8)
	
	September 2003

	Review the recovery (“Dunning”) process to ensure it is run regularly and set up a timetable for this to be endorsed by the responsible officer every time it is run.  (01/P12)
	
	September 2003

	Review the instalment functionality within SAP and the setting up and monitoring of instalment payments generally. (01/P13)
	
	September 2003

	In liaison with the Tax and VAT Accountant, ensure that the uses of the various VAT rates are explained to Directorates and that they are requested to justify any VAT charges other than the standard rate before debts are raised. (02/P6)
	
	September 2003

	Set up a procedure to consider legal advice on the recovery of chief rents, ground rents, rack rents and land titles held. (02/P9)
	
	June 2003

	Produce a plan of regular tasks to take place on the Debtor Team against which reports will be made monthly to the Financial Support Group Manager. (02/P10)
	
	June 2003

	Review the feasibility, costs, etc of running credit checks for all services over a certain value
	
	December 2003
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