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DESIGNS FOR FLOORS

I.





	From:


	DG

	To:


	All Branches

	Date:


	12th February 2004

	Subject:


	Comments on Database


To enable Invoicing & aged debtors to be managed by head office, without having to keep referring to the branches, David has added a system (as per his computer notes faxed previously) to the customer order status view so comments relating to the progress of the order can be stored after the order has been entered.

The categories under which comments can be entered are as follows:

1. Manufacturing Complaint
Anybody can enter data

2. Fitting Complaint
Anybody can enter data

3. Awaiting Instructions
Anybody can enter data

4. Awaiting Goods
Anybody can enter data

5. Letters & Statements
Anybody can enter data

6. Legal
Head office only can enter this category
7. Balance Requests
Anybody can enter data

When entering a comment it is important that the comment is entered into the appropriate category. We will be exception reporting by category at a later date. We will also enter a due date in the near future so we will be reminded when further action should be taken.

It will also help us to monitor the level of product complaints we have against specific suppliers and also which fitters are getting the highest level of complaints and or snagging will also be apparent.

This system will take a while to age itself in so we will apply the new rules from the 5th April 2004. Until this date we will discuss sending letters and invoices with the branch BEFORE sending the letters. After 5th April it will be automatic and will only refer to the comments file first.

The rules for debtor’s letters, balance requests and invoicing of orders will be as follows.

Balance request letters

A letter requesting the balance to be paid whether the goods have been delivered or not will be sent to all customers 40 DAYS AFTER the date of the order. Obviously we will check that all goods have been received and we are able to complete the order prior to sending the letters.

Invoicing

Any order which has not been invoiced, whether it has been fitted or not, will be raised at head office:-            

1. 2 months after the date of order if the order value exceeds £1000.

2. 3 months after the date of order if the order value is less than £1000.

Debtors Letters

The 1st LETTER chasing outstanding balances will be sent 7 DAYS after the date of the invoice.

The 2nd LETTER chasing outstanding balances will be sent 7 DAYS after the date of the 1st letter.

7 DAYS AFTER the second letter the shop will be contacted by head office. At this point we will discuss the job and a decision will be made if a 3rd LETTER is to be sent or Thomas Higgins are instructed to send an LBA (letter before action).

28 DAYS AFTER invoice date ALL CUSTOMERS will receive a Thomas Higgins LBA unless a valid reason not to send the letter has been entered on the computer. At this point head office will be liaising with the branches to monitor these orders closely on a weekly basis.

When the computer is sending the above letters automatically a record of when they have been sent will be recorded in the comments file. Before any of the above actions are taken the comments for the relevant orders will be checked. 

If you fail to complete the comments file on the computer you will have to deal with any problems created by customers receiving letters they were not expecting. 

Any of the above actions that are halted by the branch will be closely monitored by head office to check the progress resolving any problems.

This will negate the need to send weekly debtors letters and fortnightly un-invoiced lists. Also by entering the details on the computer the information is stored for future reference and you will not find yourself repeating previous notes from week to week.

PLEASE ADD ALL NOTES ON THE SYSTEM WITH IMMEDIATE EFFECT.

GIVE BRIEF DETAILS OF THE PROBLEM OR DSICUSSION.

THIS WILL SAVE TIME AND EMBARRASSMENT WITH CUSTOMERS LATER.

