COLLECTION PRIOR DUE DATE
Structure of a telephone conversation with examples of formulations
Particularities of the collection prior due date:
This recovery action takes place before the due date. You should make a cascading speech starting from the date of invoice with several questions in order to get the firm commitment of the customer to pay invoices at their due date.
Variation of different collection steps with a call on March 15 to the payable accounting of the client

:
Step 1 – Purpose of the call

· Hello, Mrs. Smith of the company Axel. I sent you four invoices on January 25. Can we check together that you have received them and that everything is ok for you?
Step 2 - Validation of invoices and payment confirmation
· Are these invoices consistent for you? Is that everything is fine on your side? Have they been validated by your purchaser manager? Do you have the right to pay (payment agreement)?
If the answer is "NO", make sure your interlocutor describes as accurately as possible the dispute in order to facilitate a quick resolution. If the resolution of the dispute requires time and if it concerns only part of the bills, ask for a partial payment corresponding to invoices not concerned by the dispute.
Step 3 – Due date validation
· These invoices are due on March 31: do you agree?

Step 4 - Validate the payment and the interpretation of the due date
· By what payment mean will you pay? (Insist on a bank transfer rather than check).
· At what date do you plan to make the transfer
Client answer: 
· As the due date is on March 31, I request my bank to do the bank transfer on March 31.
Answer :
·  Let me remind you that in accordance with the commercial regulations due date shown on the invoice date means bank credit on supplier’s account.

The transfer must be done with a value date of 31 March. Do you agree?
· Yes, 

·  I note that you will pay the March 31 installement for an amount of eur xxx by bank transfer with a value date of 31 March.
Always confirm in writing (email, fax, mail) commitments made by phone.
.

