Appendix 2

DEBT WRITE OFF POLICY

1. This forms part of the Council’s Corporate Debt Management and Recovery
policy (Appendix 2).

2. The Council is committed to ensuring that debt write offs are kept to a
minimum by taking all reasonable steps to collect monies due. There will be
situations where the debt recovery process fails to recover some or all of the
debt and will need to be considered for write off. The Council views such
cases very much as exceptions and this document provides the framework
within which procedures must be documented and followed.

3. The Debt Management and Recovery policy takes account of the impact that
getting into debt can have on people and their families, so it also encourages
people to pay, and aims to provide all reasonable facilities and assistance for
them to do so. Before writing off debt, the Council will satisfy itself that all
reasonable steps have been taken to collect it and that no further recovery
action is possible or practicable. It will take into account the age, size and
types of debt, together with any other factors that it feels are relevant to the
individual case.

4, The Council will only consider write off in the following circumstances:
Category Requirement Action
De-minimus / Debts less than £25.00 would not be cost | Submit for
Uneconomic to effective to pursue. Write Off
collect Sundry Income Debts of £100 plus which

have been returned from tracing agents

and where legal costs will exceed the debt.
Debtor deceased — Insufficient funds in estate to discharge Submit for
No Estate debt. Write Off
Debtor absconded / | All attempts to trace debtor have failed. Submit for
Unable to Trace / Including tracing agent for debts over Write Off
Detained or £25.00. Including long-term imprisonment
Imprisonment * (12 months) or more.
Debtor in bankruptcy | A claim against the debtor has been Submit for
or liquidation or other | lodged with the administrators. No Write Off
insolvency dividend is to be paid or the balance after
proceedings the dividend is submitted.
including Debt Relief
Orders**
Debt cannot be An explanation should be given as to why | Submit for
proved recovery cannot be made. Write Off
(conflict of evidence)
Il Health & no Written evidence of one of the following Submit for
means criteria: Write Off

1. Terminal illness and limited means

2. Where payment would cause further ill

health

3. Old age and frailty and no financial
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assistance

4. Severely mentally impaired and no

financial assistance

5. Long term hospitalisation or residential

care and no means to pay
Undue hardship and | Where the debtor can provide written Submit for
debt remaining evidence of genuine financial difficulty, Write Off
following negotiated | showing evidence of inability to pay even
settlement. small instalments, or that such payment

will cause undue hardship.
Debt remitted by the | Action in the Magistrates Court has Submit for
Court resulted in the Magistrates remitting the Write Off

debt, leaving the Council with no

alternative but to write off the amount.
Irrecoverable / Out of | The debtor has moved out of legal Submit for Write
Jurisdiction*** jurisdiction or the debt has been returned Off

nulla bona and all other recovery avenues

have failed.

* If a debtor’'s whereabouts become known after the write-off has been approved,
then the debt should be written back on.

** |f a dividend is subsequently paid, then the debt should be written back on.

*** |f the debtor subsequently moves back into legal jurisdiction, then the debt should
be written back on.

5.

10.

Debts will normally only be considered for write off where the account is
“closed” (i.e. no recurring debt). Only in exceptional circumstances will
amounts on ‘“live” (i.e. ongoing accruing debt) accounts be considered for
write off. Such cases must demonstrate that further recovery action will not
achieve collection of the debt.

The Head of Finance will be accountable to Cabinet Committee for the
effective management of debt write offs and will ensure that appropriate
performance management arrangements are introduced across all Council
service and debt areas.

Decisions on the write off of individual debts will be taken in accordance with
the Council’'s Scheme of Delegation. They must also comply with all relevant
statutory requirements and those of the Head of Finance or designated
representative(s).

Cabinet Committee will receive an annual report from the Head of Finance
summarising performance on debt write offs during the previous year.

Each Service Head will be responsible for the initial recovery of debt within
their service. Where the debt is collected through Sundry Income the Head of
Finance will be responsible. Once recovery action is required this must be
passed to the recovery section who will then take ownership of the debt.

The Heads of Service will be responsible for the regular review of debts and
will consider the need for write off of individual debts within their jurisdiction,
monthly.
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11.

12.

13.

14.

15.

16.

17.

Negotiated settlements generally result in the need for a write off. Any
negotiation of a settlement at court will be the responsibility of the Court
Officer, as such situations cannot be planned and we need to respond
immediately. Any other negotiated settlement will require approval according
to the Scheme of Delegation i.e. the write off amount is the sum being
remitted through negotiation.

Prior to write off being proposed, the debt will be reviewed to ensure that no
Further recovery action is possible or practicable.

Following the appropriate investigation, those debts still considered
irrecoverable will be proposed for write off. The following information needs to
be provided for each debt to the officer who authorises the write offs:
Debtors name
Debtors address
Description of debt
Period of debt and / or date of invoice
Amount to be written off
Reason for write off
orting documentation must be retained and available that shows:
Evidence to support write off
Recovery history
»  Details of tracing and enquiries carried out
In considering a debt for write-off the following conditions will apply:
»  Each case will be considered on its merits
»  Each request will be supported by relevant documentation
»  Each case will receive authorisation from the appropriate authorised
officer
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Appropriate records of all authorised write offs will be maintained and
reviewed periodically against live caseload. This will enable any trends to be
identified and will support the review of the Policy every 12 months.

Authorisation levels are reflected in the Scheme of Delegation within the
following parameter.

Section Manager / Team Leader up to £2,000
Head of Service / Revenues Manager up to £10,000
Section 151 Officer or Deputy Section 151 Officer up to £20,000
Head of Finance or Chief Executive in consultation with

the Portfolio Member over £20,000

The Head of Service will record all write-off decisions, and provide a summary
to the Head of Finance. This will be available for further Scrutiny, for Audit
purposes and for reporting to Cabinet.

The Head of Corporate Finance will submit an annual report to Cabinet

identifying the following:

= A summary of debts written off in each debt area showing reason for
write-off, values and number of cases.

= Collection performance for each service area

= Level of arrears outstanding

= Level of provision for bad and doubtful debts
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