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FROM: Daily 
reminders

Filter on INVOICE 
NUMBER

If 

Day 14 overdue

Send reminder to 
Client from 

Contracts Email 
and CC Agent

(attach all invoices 
overdue for that 

client)

If Client responds 
with "I am paying 

at settlement

Yes

Notify Admin 
request assistance

Confirmed due 
dste to be move to 

settlement
Yes

Update Invoice 
details to Payment 

at Settlement

No

Finance Manager 
Determines next 

steps

END

Less than 10 days

If items over 21 
days notify 

Finance Manager 
request assistance

PROCESS:Unpaid VPA report
Rescale Support  |  November 22, 2021

If 

Day 7

Send reminder 
text from REX

Don't send 
individual emails if 

the owner has 
more than one 

outstanding 
invoice

WEDNESDAY 4PM 
send weekly report 
to Allison, Nicole & 
Hannah. Sorted by 
most outstanding

Unconditional

Yes

Exclude from 
report

No

[Date]

[Client Name]
[Street Name]
[Suburb]

Dear [Client],

Please find attached an outstanding invoice for advertising of [Property Street]. 
This invoice is past due for payment.

Can you please advise when payment will be made on this invoice to avoid late 
charges being applied? Our Banking Details are supplied on each invoice which 
have been attached for your reference.

Payment of this invoice needs to be made by [Day] [Date].

If payment of this invoice has already been made, thank you for our payment 
and please disregard this notice.

If there is any problems with making payment on this invoice, please let me 
know ASAP.

Yours sincerely,
Allison Faulkner
Finance Manager
Colliers International Toowoomba

FM Notifies that 
Bank 

Reconciliation is 
Complete 

Needs to be 
sorted by Agent 

and broken down 
to Commercial & 

Resi. (From Nicole 
and Alli)
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