Memo 
22/12/2008

Further to our meeting on Tuesday 16th December I have listened to everybody’s concerns about asking for payment in full prior to fitting carpets and after a lot of deliberation I have agreed to accept the revised rules detailed below to the changes in my previous memo. 

You will see I have listened to your concerns but I also have concerns and I will be monitoring the situation VERY closely and if I find the revised rules are not effective in protecting Mr Carpet Ltd’s cash flow and financial situation I will revert to my original plan of full payment before fitting WITHOUT FURTHER CONSULTATION. Please apply these new rules without exception to reduce the risk of exposure to bad debts or poor cash flow in what is undoubtedly going to be a difficult year of trading in 2009.

Obviously due to the delay in considering the new changes it may take a little longer than initially planned to set up the automatic controls on the computer and to write to all current account customers to confirm the details we hold for them are correct. We do however hope to have all checks automated and complete on the database by the 1st February 2009. Meanwhile please keep a vigilant manual check on all orders dispatched in January.

Revised balance handling from Jan 5th 2009.

To be put on all customers estimates from 5th Jan 2009.

Cash Customers for delivery to own house

Terms of Payment: Orders under £500 - payment in full with order. Orders over £500 - 50% deposit with order and balance due on or before 1st day of delivery or 1 month after order placed if delivery delayed at customer’s request.

Cash Customers for delivery to 3rd party address

Terms of Payment: Orders under £500 - payment in full with order. Orders over £500 - 50% deposit with order and balance due before 1st day of delivery or 1 month after order placed if delivery delayed at customer’s request.

Account Customers 

Terms of Payment: Balance due 30 days after delivery or 1 month after order placed if delivery delayed at customer’s request.

ALL ABOVE CUSTOMERS TO SIGN AN ORDER ACCEPTANCE FORM FOR EACH ORDER BEFORE ANY GOODS RELEASED FROM WAREHOUSE.

Tasks to be carried out by ALL BRANCHES NO LATER than Friday 9th January 2009.

· Account Customers: A full list of current account customers to be completed and sent to DG & DC. 

· ALL Sales staff: To sign & return to DG a letter (to be emailed by head office) to confirm awareness & acceptance of new rules and confirm they accept they may be held liable for ALL MONEY OWING if new rules are not applied in full. 

New Rules to be applied by all Mr Carpet Sales Staff to any orders placed from 5th Jan 2009.

1. No goods to be ordered for “CASH” customers before deposit received or if an account customer is overdue on any payments or over credit limit.

2. No orders to be dispatched from warehouse BEFORE a signed order (or emailed order acceptance) is received and authorised on database for all orders.

3. Fitters to collect balance on day of delivery or contact shop before leaving site.

4. Any orders by companies without a credit account or by anybody for delivery to a 3rd party address FULL PAYMENT will be required before release of any goods from warehouse. 

5. New potential account customers to apply for credit account (using accounts form on intranet to be downloaded ONLY from intranet when required) to be authorised by head office before ordering any goods.

6. All Account customers to have successfully completed at least one cash transaction prior to applying for account status.

7. NO ORDERS IN ANY NAME to be taken for any account customers who are on stop for late payment or being over credit limit without PRIOR AGREEMENT with DG even if payment in full with order has been offered.

8. ALL Balances including balances for orders over 1 month old and not fitted to be actively collected by all branches on a weekly basis without exception.

9. Copies of ALL estimate templates to be emailed to DG after branches have revised them.  

10. Monthly meetings at Head Office to be attended by ALL branch managers.

11. Balance handling to be fully reviewed after 31st March 2009 and changed to FULL PAYMENT BEFORE FITTING on all orders if new rules are not implemented correctly or prove to be ineffective.

12. NO FITTERS to be paid BY MR CARPET LTD either directly or indirectly for wasted time because goods are unable to be dispatched for failing to meet new payment rules.
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