Gloucester Docks Estate Management Company Service Charge (and General) Arrears Policy

The meeting of the Board of Directors held on the 31st May 2012 agreed to adopt the following
procedures for the collection of the Docks Service Charge to minimise the risk of a shortfall in company
financial accounts. This procedure will commence on 1°* October 2012 and can be circulated to all

Members.

1 Service Charge Demands
The managing agents will prepare and submit a service charge demand at least three weeks

before the due date in the form of a request for payment

2 Reminder

A reminder request for payment will be sent out seven days before the due date

3 Overdue statement
A second reminder confirming that arrears are accruing and that interest will be charged will
be sent fourteen days after the due date. This will also state that if the debt is not paid within a
further fourteen days then solicitors will be instructed without further warning and the costs

thereof charged to the lessee

4 Solicitors
Solicitors can be instructed one month after the due date and a letter sent to commence
proceedings with all costs recoverable from the lessee where the law and any occupational

leases allow.
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