Debtors
Business Planning Questionnaire


	Business Name:
	

	Prepared On:
	

	Period of the Plan:
	


	1.
	Do you prepare a Monthly Debtors Aged Analysis?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	2.
	How long after the end of the month are your Debtors’ statements forwarded to your customers?

	
	· One day

 FORMCHECKBOX 

· Three days

 FORMCHECKBOX 

· Five days

 FORMCHECKBOX 

· Over Seven days
 FORMCHECKBOX 


	
	If over seven days, what are you going to do about improving the promptness of dispatch of debtors’ statements?
	

	3.
	Do you need a computer to process your debtors?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	4.
	Do you analyse the Debtors Aged Analysis?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	5.
	Do you chase-up outstanding debtors so as to ensure that they abide by your stated terms of trade?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	6.
	Have you told your customers what your terms of trade are?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	7.
	Do you take legal action against outstanding debtors?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	8.
	Do you continue to supply debtors who are outstanding in their terms of trade?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
	· Why?
	

	
	· Should you really still be supplying these people?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	9.
	Do you ask potential customers to complete a credit application form?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	10.
	Do you check trade references?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	11.
	Do you establish credit limits for customers?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	12.
	Do you confirm to customers in writing your terms of trade, their credit limit and advise whether you charge interest on overdue accounts?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	13.
	Do you ask customers to sign a copy of your confirmation of trade letter?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	14.
	Do you advise your sales staff of individual customers’ credit limits?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	15.
	Do you notify sales staff if a debtor has exceeded the credit limit and there are to be no further sales?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	16.
	Whose responsibility is it to follow-up on customers who are overdue with their payment?
	


	17.
	Does someone in your organisation review the New Zealand Gazette to ascertain if there is reported legal action against any of your Debtors?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	18.
	If you ascertain such action has been taken what do you do about it?
	

	19.
	Do you offer discounts for prompt payment?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	20.
	Is the discount policy policed to ensure that discounts are not being granted incorrectly?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	21.
	Is your staff aware of your credit policy?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	22.
	Have you confirmed policies on how sales are to be documented?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	23.
	What is the follow up system that you use?

	
	· Phone Calls?
	

	
	· Letters?
	

	
	· When? 
	

	24.
	Please attach a summary of the Debtors monitoring procedure that you use.

	25.
	Please attach a copy of any standard letters that you use for Debtors management.

	26.
	Do you monitor your Debtors Analysis ageing percentages for this month compared to last month and last year?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	
	e.g.
	Debtors Outstanding
	% of Total
	Compared to Last Month
	Last Year

	
	Current
	
	
	
	

	
	30 Days
	
	
	
	

	
	60 Days
	
	
	
	

	
	90 Days
	
	
	
	

	
	Over 90 Days
	
	
	
	

	
	
	
	100%
	
	

	27.
	Do you have to submit a report on Debtors to your Bank on a regular basis?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	28.
	 Who has been allocated the Portfolio responsibility ‘Debtors’?
	

	29.
	Debtor Review Date  (diarise)
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