
REVENUES ADMINISTRATION

Scotland
	Answer SIX questions

All questions carry equal marks

(Maximum marks 300)
· Where questions are divided into sections, marks will be allocated equally between sections unless otherwise indicated.


1. As the Council Tax Billing Team Leader you have been asked by your Manager to investigate the acquisition of Document Imaging and Workflow Systems for the Revenues Service.  Describe what advantages you could expect such systems would give in the administration of revenues.

2. A number of elected members have expressed concern to you as the Recovery Team Leader regarding the large number of debts being written off.  Draft a report for Councillor Cox (Council Leader) to present to the Finance and Policy Committee:

(i) introducing, and explaining the different types of debt that may be written off as irrecoverable






(10 marks)

(ii) the circumstances in which write off is appropriate, and
(30 marks)

(iii) recommending the officer/elected member/Council authorisation required for the debt write-off






(10 marks)

Draft the report.

3. Councillor Arnold has been informed about Rural Rate Relief being available for certain types of businesses, but not to others. Draft a briefing note to Councillor Arnold explaining this, and advising him of any other Rate Relief schemes that are available to businesses who cannot apply for Rural Rate Relief. In your answer refer to any cost implications for the Council in awarding rate relief and the authority needed to award any relief. (there is no requirement to list exemptions in your answer).

4.
(a)
Comment on the following key performance indicators:

(25 marks)

(i)
The percentage of Business Rates collected during the year.

(ii)
Cost per property of collecting Council Tax.

(b)
Suggest and comment on TWO local performance indicators for Revenues, one of which must be a Miscellaneous Income Indicator.  (You should not list any Benefits Performance Indicators)



(25 marks).

5. A customer service advisor in a nearby company has been injured as a result of a violent physical attack by a customer.  You have been asked by your Manager to review and report on the arrangements operating in Revenues Services to reduce the risk of a similar injury.  Draft the report.

6. Your Council currently makes no charges for its off street car parks, but is considering changing that policy.  You have been asked as the Income Team Leader for your views on the various systems, which could be introduced for collecting the charges, and any penalties for non-payment.  Draft a report to the Income Manager, outlining three of these systems.

7. The Council’s Leader has written to you concerning complaints that he has received from customers regarding the practices of the Council’s debt collection agency responsible for the enforcement of the collection of Business Rates and Council Tax. Draft a code of practice to be used between the Council and the debt collection agency to ensure a fair and efficient service in line with all Council policies.

8. The Council is reviewing its procedures for inspecting new and vacant properties (both domestic and non-domestic) to ensure that demand notices are issued ‘as soon as reasonably practicable’. At the present time, there are no set procedures within the Revenues Service and no targets exist.

As the Revenues Operations Team Leader, draft a guidance note for the Authority’s three outside inspectors, setting targets and explaining the checks that can be made to ascertain that the property is occupied, to establish the name of the new liable person, and to identify circumstances, which call for reports to be made to other agencies.

9. Outline the practical design issues you would consider when designing a Revenues Services form seeking information from the public.

10. Certain factors should be considered when setting/reviewing the levels of miscellaneous income fees and charges each year.  Explain the different factors and considerations.
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