
Arrears Action flowchart       28 DAYS from NON-PAYMENT to LEGAL ACTION  
 

Day 1 

 

 

 

 

Day 8 

  

Missed payment identified 

Arrears Letter 1 sent – 7 days to contact. Attempt to make 

phone contact to agree payment plan 

Contact made 

Yes 

Discuss and agree repayment schedule. Payments must start within 5 days. This 

can be a smaller initial payment in cash/card until direct debit etc starts. 

Payment Plan Letter 1 sent 

outlining agreement 

No 

Arrears Letter 2 sent. Meeting at office or home visit within 5 days plus referral to Outreach Worker  

Contact made 

Yes 

Arrears Letter 3 – proposed payment plan. 

5 days to make payment 

Payment Made 

Yes No 

Monitor – if 

payment 

fails 

Payment Plan Letter 2 – payment failed letter sent, also contact or 

visit. Payment plan to be back on track within 5 days. 

Refer to Outreach 

 

Payment Made 

No Yes 

Payment Made 

No Yes 

Monitor – if payment fails 

Monitor – if 

payment fails 

 Day 13 

No 
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 Day 28 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

The clock is ticking so please pay your rent on time. 

If you are having problems paying please give us a call – we’re here to help. 

Arrears Letter 4 – advise legal action to be taken, also contact 

or visit. Payment must be received within 5 days in line with 

payment plan. 

 

Day 23 Payment Made 

No 

Serve NOP within 5 days  

Yes 

Monitor – Advise tenant in writing 

that one failed payment will lead to 

Notice of Proceedings (NOP) to 

evict 

Monitor – if payment fails 

Payment Made 

No Yes 

Proceed with court action 

Monitor – Advise tenant in writing that 

one failed payment will lead to Court 

action 

Monitor – if payment fails 


