Memo 
10/02/2009

(Fitters Name)

As you are no doubt aware business is very tough and our sales are significantly down on last year.

November was down 11% on 2007 sales

December was down 10% on 2007 sales

January was down 19% on 2008 sales

This has had a bad effect on cash flow and where this has not been a problem in the past it is going to get very tight in the future and something of concern to me.

As you know we pay you all regularly on a Friday and we do not hold up your payments if a customer has not paid us, many companies do not pay if balances are outstanding.

I do not want to change our existing policy unless absolutely necessary but if things don’t improve it may be necessary for me to re consider and hold payments until balances are paid.

Meanwhile you can help us significantly to avoid this by the following changes when installing flooring for us.

· On arrival check the job details with the customer and confirm that the customer is aware there is a balance to be paid and ask if they are paying by cheque or card.

· On completion of the work ask the customer to check all is ok and request the balance.

· If a customer is going out ask if they will be back before you have completed the work or ask for the balance before they leave.

· At the end of each day please ring the branches you have worked for that day and tell them if the customer has paid and if not advise the branches of what they said when asked for the balance.

· If there is any reason you cannot complete the job please contact the branch from the customer’s house to arrange a date that the work can be completed.

I am sure if you do this on EVERY job the customers will be aware that the balances are due promptly and the branches can follow up immediately on any jobs fitted where balances are not paid. This will help our cash flow and enable us to pay you promptly every Friday without holding any balances back in these difficult times.

I will be very grateful for your help with this and it will enable me to continue paying you as promptly as I have always done which any of you that have worked for other companies recently, know this is not always the case.

Many thanks

David
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