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PROCEDURE FOR CLAIMING UNPAID FEES FOR NACO TRAINING EVENTS

1. Purpose

This procedure sets out the steps to identify, verify and recover unpaid fees for training events hosted by the National Association of Civic Officers (NACO).  It applies to all chargeable delegates, including Executive Committee Members, civic officers from local authorities and any other external attendees.

1. Scope

This procedure applies to:

· All NACO hosted or co-hosted training events, webinars and development sessions
· Any delegate type, including:
· Civic Officers employed by local authorities
· Staff from partner organisations or public bodies
· External attendees not directly affiliated with a local authority
· Any unpaid registration fees, attendance fees, or associated event charges.

1. Responsibilities 

· Secretary
Manages bookings, tracks attendance, issues invoices, monitors outstanding payments and initiates follow-up communication.

· Treasurer and Deputy Treasurer
Monitors accounts receivable and outstanding payments (in conjunction with the Secretary).  Sends formal reminders and escalates where required (to the Chair).

· Delegates / Organisations
Responsible for ensuring timely payment of event fees.

1. Procedure

3. Identify Unpaid Fees

1. After each training event, the Secretary and Treasurer (or Deputy Treasurer) will reconcile:
· Delegate List
· Event Registration Records
· Payment Records



1. Identify unpaid cases, including:
· Attendees with no record of payment
· Delegates who registered but did not pay
· Organisations (local authority and external) with outstanding invoices

3. Verify Booking and Fee Details

Before contacting the delegate:

1. Confirm a valid invoice was issued and contains correct:
0. Delegate name
0. Organisation details
0. Event title and date
0. Fee amount

1. Check for:
1. Complimentary place offered
1. Internal notes confirming alternative arrangements or delayed payment agreements

3. Issue First Payment Reminder (Informal)

Send an informal email reminder to the delegate (Appendix A).  To be sent from Secretary and copy in the Treasurer, Deputy Treasurer and Chair for consistency and resilience.

Allow 7-10 working days for a response, putting in a specific date for when the response is required by.

3. Issue Second Reminder (Formal)

If payment has not been received, issue a formal reminder letter / email (Appendix B) to the organisation’s Accounts Payable team or the external attendee directly.

Attach:
· Copy of the overdue invoice
· Evidence of previous contact

State:
· The invoice is overdue
· The number of days overdue
· A required payment deadline (10 working days) and putting in a specific date for when the response is required by.

Copy in:
· Delegate
· Line Manager / Finance Team and NACO Treasurer / Deputy Treasurer and Chair (for consistency and resilience)

3. Final Notice

After further non-payment, send a Final Notice to the organisation’s Accounts Payable team or the external attendee directly, advising of potential escalation (Appendix C).  Copy in the Line Manager / Finance Team and NACO Treasurer / Deputy Treasurer and Chair (for consistency and resilience).

3. Escalation

If unpaid after the final deadline:

· Ensure the following are aware:
· Chair
· Both Vice Chairs
· Secretary
· Treasurer and Deputy Treasurer

· Flag the individual or local authority to require payment in advance for future registrations from the individual or organisation.

1. Record Keeping

For each unpaid fee case, retain:
· Booking / registration details
· Invoice copies
· Correspondence and reminders
· Call notes
· Payment confirmation

1. Communication Standards

Communication should always be:
· Professional, clear and courteous
· Directed to the correct contact points
· Consistent with local authority finance procedures and NACO expectations

1. Review

Review this procedure annually or when:
· NACO updates its training approach
· Internal (NACO) financial processes change
· Event bookings systems are changed or updated
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