
STAGE ONE

Issue bill
Gives 14 day's notice before 

first instalment falls due

Instalment Overdue
Issue Reminder

7 Days to bring up to date

Instalments brought up to 
date?

Continue on Instalment 
Plan

Issue final notice
7 days to pay account in full

YES NO

Default on instalment plan
Issue 2nd Reminder

7 Days to bring up to date

Account Paid in Full
(within 7 days)

Issue summons to Court
(7 days after final notice)

Includes £70 costs 

Instalments brought up to 
date?

Continue on instalment 
plan

Default on instalment plan

NO

YES

YES

No further 
action to 

take

YES

NO

Council Tax and Business Rates

17 days notice of 
hearing date. 

If not paid. Telephone 
debt recovery prior to 

summons dates

Encouraged 
to sign up for 
DD – which 
holds final 

notice action
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