Revised Recovery Procedures for 2018/2019
Reminder/Reminder 2
To avoid customers receiving a Final Notice we would rather an arrangement is made which would clear the account, by the end of the financial year, if necessary. 

If the customer can bring their account up to date on the Reminder then no arrangement needs to be made
Un-summonsed debts from a previous year can be rolled into the current year and a manual arrangement set up to cover all un-summonsed debts (you must set up the manual arrangement to allocate payments to clear the oldest debt first).
Final Notice 
To avoid customers receiving a Summons and subsequent Court action we would rather an arrangement is made, which would clear the account by the end of the financial year, if necessary. 

Un-summonsed debts from a previous year can be rolled into the current year and a manual arrangement set up to cover all un-summonsed debts (you must set up the manual arrangement to allocate payments to clear the oldest debt first).
Remove Final Notice, Reminder 2 and or Reminder
Summonses

Summonses are not to be withdrawn unless issued incorrectly and then only Nick, Dawn, Amanda or Anne can withdraw them. 

The customer needs to pay in full the total debt outstanding including the £95.00 costs (before the Court date) to prevent the Court Hearing taking place.  
Summonses must not be removed if full payment including the costs has been made/taken 

.

If the customer cannot pay in full they can make an arrangement with us after court by completing and returning the financial statement that will be issued with the Liability Order letter.  In the meantime they can make payments against the outstanding balance to reduce the amount owing.
The customer does not need to attend Court if they are not disputing their Liability.
If a person has put in a claim for Benefit then speak to Dawn to see if there is anything that can be done prior to Court or whether the action has to proceed and we hold over action after Court pending the outcome of the claim (CTAX only).

If you take information over the Counter that will adjust the account please mark it as SUMC this will ensure it is dealt with urgently before Court – in the event of a Telephone Memo please send an e-mail to Nick (Amanda in Nick’s absence) giving the reference number and ask for the Memo to be passed out to a Local Taxation Officer to be dealt with urgently.

After Court:

Liability Order letters will be issued along with a Financial Statement. 

Customers are required by law to complete and return the Financial Statement within 14 days. 
Where the Financial Statement is returned, each case will be looked into and the customer’s individual circumstances will be evaluated. Generally customers will be offered an arrangement and a letter will be sent to confirm this.
 Where an arrangement is deemed not appropriate (see exceptions below) then an Attachment to Earnings will be set up if the customer is not on IS, JSA or ESA (see below).


If the customer is on Income Support, JSA, ESA, PCSC, PCGC or UC then an attachment of benefit will be set up.

Attachment of Earnings Order (CTAX Only):

This is not to be cancelled unless the account is paid in full.
Two attachments can be set up on the account if there are multiple Liability Orders, however if this causes considerable hardship then we can set one up at a time, this must be agreed by Dawn or Nick first.
Enforcement Action with Rossendales
Account will only be sent to Rossendales as a last resort if an arrangement cannot be made or an attachment done
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