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INTRODUCTION

Hey there,
Chasing debt sucks. After a while, it wears you down. 

However, with our step-by-step debt collection plan, you can get your 
hard-earned money back where it belongs – in your business bank account!

Years ago, our own trade business, DR. DRiP Plumbing, had approximately 
$200,000 in outstanding customer payments owing. With our debt 
collection systems in place, we’ve never been stuck in that worrying 
situation again. 

Through our education program, Lifestyle Tradie, we teach fellow trade 
business owners, like you, how to collect debt before it takes an emotional 
toll. 

Let’s get started!

To your success,

Andy and Angela Smith own Dr. DRiP 
Plumbing and are co-founders of Lifestyle Tradie 
Group, an award-winning online education hub 
and community for trade business owners who 
want to make more profit and fast-track freedom.
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WHAT IS DEBT COLLECTION?
A debt collection process is simply a ‘systematic follow-up procedure for all past-due accounts. 
Before you launch into a full debt collection process, check with your legal advisors that you are 
following the correct process for your industry.

In our trade business Dr.DRiP, domestic/residential clients pay cash or card on completion of the work 
and therefore our debt collection process does not need to be followed to collect payment from them.

With regard to real estate & 
strata companies, we use a mix of 
telephone calls and reminder letters 
to collect outstanding payments.

It may seem long-winded to 
send multiple reminder letters 
to customers with outstanding 
payments.

However, this follows the court’s 
expectations and abides by the law. 
Follow the process in full to ensure 
that if you end up in court, you have 
completed the correct steps with 
the correct paper trail to suffice the 
judge.

How Far Is Enough When 
Chasing A Bad Debt?
Great question. You really need to 
decide how much time and effort 
you want to put into chasing a bad 
debt. Let’s say the outstanding 
amount is $100-$150, then it is 
probably not worth pursuing past a 
solicitor’s letter. But it can depend 
on the case. For example, failing to 
collect 10 jobs x $150 each – that’s 
$1500 you could be potentially 
writing off!
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8 STEPS TO COLLECT 
YOUR DEBT
Step 1: Issue the customer with an 
invoice
The invoice must be sent accurately – with enough 
detail to explain the job at hand – and forwarded 
promptly to your contact within the real estate/strata. 

In addition to the methods of payment available, all 
of our invoices also include our payment terms. For 
real estate and strata, that’s 7 & 30 days respectively. 
These are printed clearly at the bottom of the invoice.

Step 2: Reconcile bank statement
Check the bank statement between each and every 
step. This way, it guarantees you’re sending out a 
statement that’s updated and accurate.

Step 3: Send statement
Real estate and strata companies receive a 
statement from us on the first day of the month. 
The statement incudes the methods of payment 
available, printed clearly at the bottom of the page.

Step 4: Follow-up phone call and 
email
For strata and real estate customers, a follow-up 
call should be placed within 14 days of sending an 
invoice to ensure the information has been received, 
and that no additional paperwork is required.
With each phone call, you need to use stronger 
measures to ensure prompt payment is made. 
Follow up every call with an email detailing the 
conversation you have had and payment details.
The telephone has the added advantage of 
flexibility since you can be more direct with better 
knowledge of the individual account. You acquire 
this knowledge through asking questions such as the 
following:

• “What seems to be the problem? 
We’ve never had difficulty with 
your account in the past.”

• “When can we expect payment of 
this amount?”

Try to avoid questions that can be answered by 
a “yes” or “no.” If your customer gives you an 
answer such as “I will mail it today”, answer with: “I 
appreciate that. I will expect it in two or three days. 
If I do not have it by then, I will call you back.”
If your customer says they’re having trouble paying 
the account be understanding but firm and collect 
as much as you can today.
Set a specific date for final payment with the 
customer to keep the time frame as short as 
possible.
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Step 5: Send first reminder letter
Send the first reminder letter to the customer along with a copy of the outstanding invoice clearly marked 
with the “COPY” stamp.

Since the account cannot be considered seriously overdue, the tone of the letter should be moderate. Over 
the course of time, the letters should establish a firmer tone so that the customer is made aware of the 
seriousness of the situation.
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Step 6: Send second reminder letter
If your customer has not paid within 7 days, issue a second letter asking for payment. Refer to the sample 
letter below.
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Step 7: Send third reminder letter
If your customer has not paid within another 7 days, issue the third letter with a copy of the invoices 
outstanding. Refer to the sample letter below.
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Step 8: Send FINAL reminder letter
If your customer still has not paid, they are issued with the final collection letter. Again, refer to the sample 
letter provided.
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WHAT NOW?

P.S. Whenever you’re ready, there are two ways we can help you take your trade business to the next level:

1. Book a 15-minute strategy session with Andy Smith. Discuss your business goals by phone and get started on your 
journey to making more profit. Phone: 1800 704 822

2. Meet Andy and Ange at our next live event. We share tried-and-tested systems and strategies you can apply in 
your trade business: www.lifestyletradie.com.au/debt-collection

Thanks for asking.

Firstly, if you have any tradie mates who could benefit from this step-by-step debt collection guide, 
do them a favour and pass it on!

They’ll love you for helping them to chase and settle those outstanding debts.

Secondly, get in touch with your thoughts on how this process has worked for you and your business.

info@lifestyletradie.com.au

Until then,

Andy & Ange


