UNIT 8
	Title
	Implement enforcement and recovery procedures

	Level
	3

	Credit Value
	2

	Learning Outcomes – the learner will
	Assessment Criteria – the learner can

	1 
Recover money owed to the authority
	1.1
Compile or obtain a list of defaulters and assemble any relevant supporting documentation

1.2
Process all requests for special payment arrangements in accordance with statutory and local requirements, inform the taxpayer of the outcome, and record the arrangement in the account

1.3
Issue requests for financial or other information in a timely manner

1.4
Apply the most appropriate recovery action where you have been authorised to do so, in accordance with applicable national or local procedures

1.5
Compile and issue documentation correctly, promptly and in a format useful to the recipient, where the recovery procedure falls within your own discretion

1.6
Refer matters promptly to the appropriate person or organisation, where the recovery procedure falls outside your own discretion

1.7
Obtain information where necessary from external agencies, to assist with recovery action

1.8
Action the appropriate write-off procedures promptly once authorised to do so

1.9
Explain when it would be appropriate to hold recovery action



	Additional information about the unit

	Unit purpose and aim(s)
	For the learner to demonstrate they are able to recover amounts due to the authority.

	Unit expiry date
	

	Details of the relationship between the unit and relevant national occupational standards or other professional standards or curricula (if appropriate)
	Direct relationship based on NOS for the Administration of Local Revenues and Benefits LB-1

	Assessment requirements or guidance specified by a sector or regulatory body (if appropriate)
	The candidate will be assessed by time constrained conditions or work based evidence.  Time constrained conditions will be stipulated by the awarding organisation.  Work based evidence must follow the guidance and assessment requirements stipulated by the awarding organisation.

	Support for the unit from a sector skills council or other appropriate body (if required)
	

	Location of the unit within the subject/sector classification system
	

	Name of the organisation submitting the unit
	Institute of Revenues, Rating and Valuation

	Availability for use 
	

	Unit available from
	

	Unit guided learning hours
	10


