Local Authority Training

	Managing and Improving Credit Control

	Aims
	· Explain the credit control process and where I fit into that process

· Identify the key information that must be included on an invoice

· Use relevant reports to identify outstanding debts and know how to investigate these
· Explain the credit control process and where I fit into that process

· Identify the key information that must be included on an invoice

· Use relevant reports to identify outstanding debts and know how to investigate these

	Who should attend
	This course should be attended by all staff involved in preparing or managing fee invoices and in collecting debts owed to the Council

	Length / maximum number of participants
	One day / 16 participants


	Timing
	Sessions / learning objectives

	9.30
	Introductions

	9.50
	Credit control at the Council – Putting it in context

· Brainstorming exercise: Customers, debt and recovery

	10.20
	How does it work here? The Council’s “Revenue” cycle

· Group exercise: The Lambeth “Revenue” cycle - From start to finish

	10.55
	Break

	11.10
	Managing your debtor part (i) - Creating your debtor

· Presentation – Giving credit – What to consider?

· Presentation – What makes a good invoice?

· Pairs exercise – “Swapping shoes” – identify good / bad invoices

	12.05
	Using the accounts receivable / reporting system (i)
· Presentation / demonstration - Using reporting

	12.45
	Lunch

	13.45
	Managing your debtor  part (ii) – Collection

· Group exercise – What is the 10 step collection process?

· Presentation – Strategies for collection

	14.15
	Using the accounts receivable / reporting system (ii)
· Presentation / demonstration – Changing collection codes and adding notes

	15.05
	Coffee

	15.20
	Controlling your debtor - Recovery

· Pairs exercise – “On the case” – recovering overdue debts
· Brainstorming exercise – How can I influence my customer to pay?

	16.35
	Recap, review & close
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