
FEE Collection timeline 

Invoice sent to Parents/Carers 

+ 7 days after due date

Publish a general reminder to 

all 

+ 7 days after 1st letter

Second letter sent 7 days after 

payment period identified in first 

letter 

I 

+30 days after due date

First follow up letter

Phone contacts 

Attempt phone contact following 

2nd letter. 

Document the call and the putcome 

+ 7 days after 2nd letter

Third letter sent if no 

response to 2nd letter &/or 

phone contact attempts 

,,.__ 

Letter of Demand 

A letter of demand to be sent 7 

days after 3rd letter. 

Refer to CSO &/or Debt Collection 


