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FINANCIAL CODE No. 10 — 
SUNDRY DEBTORS 
 
1. General 
 
1.1 This Code gives information on raising and processing Sundry Debtor Accounts 
(Sales Ledger Invoices) to parties external to the Council.  Directors are required to 
ensure that the principles outlined in this Financial Code are incorporated in the working 
practices of their Departments.   
 
1.2 Delays in receipt of sums due to the Council are costly, both in terms of lost interest 
and the extra costs of administration.  The immediate and efficient issue of accounts and 
the prompt collection of sums due are therefore essential to the Council's requirements. 
 
1.3 The arrangements for the proper administration of financial affairs as stated in this 
Financial Code are the responsibility of the Section 95 Officer (the Head of Finance and 
Procurement).  However in operational terms the administration of Sundry Debtor 
Accounts comes under the remit of the relevant Director for the service issuing them. 
 
1.4 It is primarily the Department's responsibility to recover as much of the income 
owed as possible.  Finance Officers have a monitoring role with regards to income owed 
to the service departments and the central Sales Ledger Team has a supporting role in 
providing advice.  
 
2. Issuing Accounts 
 
2.1 Where possible, payment in advance of the service is to be actively encouraged at 
all times and particularly so where the sums involved are considered to be uneconomical 
to pursue (see 2.4 below).  Where payment in advance is not practical then accounts for 
income must be raised and issued to the party timeously. This can be prior to the service 
delivery. 
 
2.2 All accounts must be issued in the name of Dumfries and Galloway Council.  All 
accounts are required to detail the name and telephone number of the appropriate 
departmental contact in the event of a query.  All accounts are to be issued promptly, 
either in advance or within 10 working days of the service being provided. 
 
2.3 Departments are required to ensure that all Debtors accounts issued are for sums 
properly due only.  They are required to keep appropriate supporting records and 
documents in respect of each transaction.  This should be sufficient for the purposes of 
meeting the requirements of evidence in the event of legal proceedings being initiated to 
recover the debt.  These should be provided to the Section 95 Officer on request. 
 
2.4 Generally accounts should only be issued for sums which are considered 
economical to pursue.  By way of general guidance, accounts should not be issued for 
sums below £25 and staff should have due regard that sums below £750 are not 
considered economical to pursue via legal action.  It is acknowledged however that there 
may be a need to raise accounts for smaller sums, but these should be the exception. 
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3. Settlement 
 
3.1 The Sundry Debtors system provides all the tools and the information required to 
administer debt efficiently.  Debtor accounts are updated within 24 hours following a 
payment to that account.  Reports are available from the system identifying outstanding 
debt and how long it has remained unpaid.  Where an account is in dispute, a ‘hold’ can 
be placed on it pending resolution of the problem.    
 
3.2 Debtors are given a reasonable time to make payment.  The general policy followed 
is that the debt is due for payment no later than 28 days following the date of issue.  
Where an account remains unpaid after the due date, debtors are given a reminder 
allowing a further 14 days to make payment. 
 
3.3 Where an account remains unpaid after the issue of the reminder, the debtor is 
issued with a final reminder.  This says that failure to settle the account within a further 7 
days will result in the matter being referred for legal action.  The final reminder letter fully 
explains the consequences of any further default by the debtor. 
 
3.4 Departments may opt to vary from the foregoing arrangements if considered 
appropriate but must obtain the approval of the Section 95 Officer to the alternative 
arrangements in all such instances. 
 
3.5 Where a debtor is unable to settle in full by the due date there may be the 
opportunity of making an arrangement to repay the remaining balance by instalments.  
The Central Sales Ledger Team are authorised to agree payment arrangements on 
behalf of Departments - This facility should only be agreed to where the Central Sales 
Ledger Team are satisfied the debtor does not have the means to make immediate 
settlement and no alternative external source of finance is available for use by the 
debtor.  In all cases, the maximum instalment period which can be offered without written 
Section 95 Officer authorisation is 5 years.  Reports of payment arrangements agreed 
will be issued to the Service Departments on a monthly basis. 
 
4. Further Action 
 
4.1 Departments are required to monitor and review their outstanding accounts on a 
regular basis.  Accounts which remain outstanding after 49 days require to be considered 
for further action by service management as follows:-   
 (a)  Refer to external collection agents  
 (b)  Recover by legal action 
 (c)  Write-off in the accounts of the Council. 
As stated in paragraphs 1.3 and 1.4, Departments are responsible for initiating these 
actions which will be put into effect by the Central Sales Ledger Team once notice of 
decisions has been passed to them. 
 
4.2 Accounts other than those being reasonably queried, or with satisfactory repayment 
agreements in place, or those being actioned as (a) or (b) above are not be permitted to 
remain in the accounts of the Council.  These should be reported to the Central Sales 
Ledger Team for write-off.  Accounts which have been passed to external agents for 
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collection should be monitored and in the event of there being no recovery or prospect of 
recovery after 6 months, these accounts should also be referred for write-off. 
 
4.3 All requests for write-offs shall be in accordance with the guidance prescribed in 
Financial Code No. 11 Write Offs. 
 
4.4 In respect of accounts being referred for legal action, the Central Sales Ledger 
Team will take responsibility for identifying all indebtedness by a debtor prior to legal 
action being taken.  Departments will be asked to ensure that there are no unanswered 
queries in respect of the account(s).  They must also in particular advise where any 
disputed account remains unresolved after contact with the debtor which the debtor may 
use as a defence in an action for recovery.  Where part of a debt only is disputed, the 
debtor should be encouraged to make immediate payment of undisputed element. 
 
4.5 It is essential that Departments advise the Central Sales Ledger Team at the 
earliest opportunity of any information coming to hand, in cases which are being referred 
for legal action.  Where possible Departments should also make some attempt to find out 
whether the debtor has the ability to pay before referring for such action. 
 
4.6 Where practical to do so, staff should have due regard to a debtor’s outstanding 
accounts when considering whether to continue to provide further services. 
 
4.7 At the end of the financial year the Section 95 Officer will make provision for 
Doubtful Debts as considered appropriate. 
 
 
 
 
 


