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BAS159
Debtors’ Management System – Introduction Checklist
	Client's name:
	     

	
	
	

	Date:
	     


	
	
	Action

	
	
	Reviewed
	Implemented
	By
	Date

	
	
	
	
	
	

	1. 
	Setting Up An Effective Debtors System
	
	
	
	

	
	Debtors’ System Forms And Documents (BAS160):
	     
	     
	     
	     

	
	
	
	
	
	

	
	.1 Debtors’ Management System Introduction
	
	
	
	

	
	· Credit Application Form:
	
	
	
	

	
	· Checking application
	     
	     
	     
	     

	
	· Contacting referees
	     
	     
	     
	     

	
	· Approving or not approving credit applications
	     
	     
	     
	     

	
	· Establishing Terms of Trade and trading limits
	     
	     
	     
	     

	
	· Director’s Guarantee Form (BAS160-02).
	     
	     
	     
	     

	
	· Welcome to New Customer Letter
	     
	     
	     
	     

	
	· Internal Advice of a New Customer – to sales department and office
	     
	     
	     
	     

	
	· Notification of Customer Requirements – Tax Invoices and Documentation
	     
	     
	     
	     

	
	· Personal Property Securities Register
	     
	     
	     
	     

	
	
	
	
	
	

	
	.2 Application To Open An Account (Credit Application Form)
(BAS160-01).
	     
	     
	     
	     

	
	
	
	
	
	

	
	.3 Personal/Director’s Guarantee And Indemnity Form 

(BAS160-02).
	     
	     
	     
	     

	
	
	
	
	
	

	
	.4 Customer Application Due Diligence Action List
(BAS161).
	     
	     
	     
	     

	
	
	
	
	
	

	
	.5 Approving A Prospective Customer 
(BAS162).
	     
	     
	     
	     

	
	
	
	
	
	

	
	.6 Welcome To New Customer Letter 
(BAS162-01).
	     
	     
	     
	     

	
	
	
	
	
	

	
	.7 New Customer Control Sheet
(BAS162-02).
	     
	     
	     
	     

	
	
	
	
	
	

	
	
	
	
	
	

	2. 
	Being Diligent On Transactions
	
	
	
	

	
	.1 Customer Purchase Procedures (BAS163).
	     
	     
	     
	     

	
	
	
	
	
	

	
	.2 Does the business sell goods which can be individually identified (serial numbers etc) which the business may wish to recover if the customer does not pay?  If so, has the business established procedures for the registration of prospects under the Personal Property Securities Register? (BAS160)
	     
	     
	     
	     

	
	
	
	
	
	

	
	.3 Debtors’ Statements (BAS164).
	     
	     
	     
	     

	
	
	
	
	
	

	
	
	
	
	
	

	3. 
	Proactive Monitoring Of Debtors
	
	
	
	

	
	.1 Debtors’ Monitoring (BAS165):
	
	
	
	

	
	· System to Ensure Prompt Payment
	     
	     
	     
	     

	
	· Account Queries
	     
	     
	     
	     

	
	· Overdue Accounts
	     
	     
	     
	     

	
	· Strategies to Assist Being Paid on Time.
	     
	     
	     
	     

	
	
	
	
	
	

	
	.2 Debtors’ Management (BAS166):
	
	
	
	

	
	· Proactive Management of Debtors
	     
	     
	     
	     

	
	· Procedures for Effective Debtors’ Management:
	
	
	
	

	
	· Debtors’ Days Outstanding Calculator (BAS166-01)
	     
	     
	     
	     

	
	· Debtor Reduction Checklist 

(BAS166-02)
	     
	     
	     
	     

	
	· Look Out for Warnings
	     
	     
	     
	     

	
	· Successful Debt Management:
	
	
	
	

	
	· Small Claim Courts and Tribunals (BAS166-03)
	     
	     
	     
	     

	
	· Key to Effective Debtors’ Management
	     
	     
	     
	     

	
	· Communication is Important
	     
	     
	     
	     

	
	· Hints on Debtor Collection.
	     
	     
	     
	     

	
	
	
	
	
	

	
	
	
	
	
	

	4. 
	Due Diligence Review On Debtors’ System
	
	
	
	

	
	.1 Debtors’ Review Questionnaire (BAS167)
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