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| 3.1.5 REVENUE COLLECTION

Policy Objective
To provide efficient and effective guidelines for the recovery of outstanding debts owed to the
Shire of Kent, while maintaining quality customer service.

The Shire of Kent will actively pursue all outstanding rates and sundry debtors in accordance
with the Local Government Act 195 and associated regulations.

Policy Scope
This policy applies to Council staff responsible for recovery of all revenues owed to the Shire,
including outstanding rates, service charges and all other general debts.

Council will operate effective billing and debt collection processes including the efficient
management of accounts receivable and related credit management, when a debtor charge is
raised.

Debts will be recognised at the time services are provided. The tax invoice will contain
sufficient information so that the debtor can recognise the transactions included on the
invoice and reconcile the debt if required.

Equity and Fairness
The Shire of Kent will:

¢ Provide consistency and equal treatment in the collection of outstanding rates
and sundry debtors;

e Provide the community with information on how Shire staff are instructed to
collect outstanding rates and sundry debts; and

e Formalise the process for entering into a payment arrangement for outstanding
debts owing to the Shire of Kent.

Recovery of Rates and Service Charges

Rates are due for payment not less than 35 days from date of issue of the Rates Notice, in
accordance with section 6.50(2) of the Local Government Act 1995. Subject to Policy 3.1.10 —
Financial Hardship, should a debtor fail to pay within the initial 35 day period (or failure to
choose to pay by instalments or enter into a negotiated payment arrangement) the following
debt collection process is followed (for non-pensioner rates and service charges).

a) Interest
The Shire of Kent will charge interest against rates debts that remain outstanding for more
than 35 days from the date of the issue of the Rates Notice, as follows:

¢ where payment of rates is made by instalments pursuant to section 6.45(3) of the Local
Government Act 1995, interest will be charged at the rate adopted by Council as part of
the Annual Budget, up to the maximum prescribed by regulation 68 of the Local
Government (Financial Management) Regulations 1996; and

e where rates remain unpaid after the due date for payment pursuant to section 6.51 of
the Local Government Act 1995, interest will be charged at the rate adopted by Council
as part of the Annual Budget, up to the maximum prescribed by regulation 70 of the
Local Government (Financial Management) Regulations 1996.
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b)  Rates outstanding after the due date shown on the Rates Notice

Final notice is forwarded via post and email (if appropriate) outlining payment within
14 days or debt collection/legal action may occur as well as additional costs
incurred.

Final Notices are not to be issued to eligible persons registered to receive
a pensioner or senior rebate under the Rates and Charges (Rebates and
Deferments) Act 1992; as such, persons have until 30 June of the current
financial year to make payment, without incurring any penalty interest.
However, the Shire may issue a Final Notice to registered pensioners or
seniors for any unpaid charges not subject to a rebate or deferment (for
example, waste collection charges).

If payment has not been received by the due date shown on the Final Notice, attempt
to contact the debtor by other means, including telephone and email, regarding
payment of the debt.

Intention to Summons — If the debtor is uncontactable or payment is not received
within 7 days, a letter of demand is to be issued (Intention to Summons) outlining that
failure to make payment within 7 days will result in recovery action with additional
costs and interest.

If the debtor fails to make any appropriate arrangements for payment, an item is
presented to the Council to request the processing of a GPC by the Shire’s debt
collection agency.

General Procedure Claim (GPC) —

This is a court document to initiate legal action for collection of the unpaid debt. If
the property is rented, the option to collect landlord rent for rates as per section 6.60
and 6.61 of the Local Government Act 1995 may be actioned, which requires
approval of the Shire of Kent (either Council or delegated officer, if delegated).

Property (Seizure and Sale) Order (PSSO) or Means Enquiry Summons (MES) - If
the GPC has been served and no arrangement to pay or payment in full has been
received, the rates department will explore options for collection through:

a. PSSO - This court document allows the Shire to seize goods and/or
property/land for the collection of the outstanding debt

b. MES — This court document allows the Shire to nominate a debtor to attend
court and provide all financial records in order for the court to make a decision
on their ability to pay.

Arrangements are then made for collection based on the outcome.

Options to recover rates debts outstanding for at least three years

The Shire of Kent may seek to recover an outstanding rates debt that has remained unpaid for
at least three years by taking possession of the land in accordance with Part 6, Division 6
Subdivision 6 of the Local Government Act 1995.

This may include:
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e Leasing the land
e Selling the land
e Causing the land to be transferred to the Crown; or

e Causing the land to be transferred to the Shire.

Legal costs and other expenses
Legal costs and expenses incurred by the Shire in recovering rates debts will be charged
against the land in accordance with section 6.43 of the Local Government Act 1995.

Payment arrangements

Rates debtors who are unable to pay outstanding rates by the due date may apply in writing to
the Shire to enter into a payment arrangement to make periodical payments. Payment
arrangements must be duly noted and approved by a delegated officer or Council. Defaulted
arrangements will activate enforcement.

The Shire may decline to enter into a payment arrangement with a rates debtor.

Interest will continue to be payable on outstanding rates debts that are subject to a payment
arrangement with the Shire of Kent.

Recovery of Outstanding Debt — All other Sundry Debtors
Should a debtor fail to pay within the initial 14 day period, the following debt collection process
is followed:

1. Debt outstanding — 14 days: A statement is forwarded to the debtor with a reminder
alerting them to their unpaid invoice.

Debt outstanding — 30 days: A reminder notice is forwarded to the debtor.

Debt outstanding — 60 days: Contact is made by way of email and phone as a
friendly follow-up. If contact cannot be made, an urgent action letter is sent (and
emailed if appropriate) requesting immediate payment. Assistance can also be
requested from the relevant service area to communicate with the debtor.

4. Debt outstanding — 90+ days: A final notice is forwarded outlining payment within
7 days or debt collection action will occur. The debtor is to be advised that any fees
incurred in recovering the debt will be passed on to the debtor.

5. Non-payment within 7 days of final notice: An item is presented to the Council to
forward the outstanding debtor to the Shire’s debt collection agency.

»  Ongoing communication occurs between the Shire and the debt collection
agency relating to the collection.

» Continued failure to pay or respond to debt collection results in legal action
(dependent on circumstances and cost benefit to the Shire).

Writing off Bad Debts
Any requests from staff to write off bad debts ae to be handed either in accordance with Council
approved delegations or by Council.
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Reporting
Finance staff will prepare a report for the Deputy Chief Executive Officer (or delegate) at the end
of each month. The report will contain:

e The reconciliation between the general debtor ledger and the Debtors Trial Balance
o The reconciliation between the rates ledger and the Rates Debtor Trial Balance
o Detail the amount outstanding into terms of current, 30 days, 60 days and 90+ days.

The reconciliation will also contain a schedule detailing follow-up action for those outstanding
debtors exceeding trading terms and the status of any special arrangements currently in place.

Taxation
Council will comply with its taxation and legislative obligations. GST applies to all invoices
except in circumstances where the goods and/or services are not subject to GST.
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