SUZE SCRIPT

A Small Business Action Plan To Collect Past Due Accounts
NOTE: KEEP RECORDS OF ALL CONVERSATIONS

If they say,
"YES, this is
she/he."

“Hi, (CLIENT). This is (YOUR NAME). |
am the one who did (PROJECT) for you
on (DATE OF PROJECT). The reason |
am calling is that | am sure you are not
aware of this, but the bill for (PROJECT)
was never paid and the current balance
that you owe on this account is
(BALANCE).

-~ Client gets
on the

If they say, "Let me
check." You say:,
"Thanks. When would
be a good time to call
you back so we can
resolve this?"
Call back at
designated time.

If they say "NO that was
paid" You say, "No it was
not. And | am sure if you
check your records you
will see that | am right. Why
don’t you check and call

me back. Here is my
number. The total of the bill
was XXX - you gave me a X
percent deposit but that
was not for the entire
project."”

"Hello, is
(NAME OF
CLIENT)

there?"
(Just use first
name)

If they say
"Can you tell
me who is
calling?" OR
"What is this
in regards to.."

If they say
"NO."

A

"My name is
(YOUR NAME)

and | am the one
who completed
(NAME OF

PROJECT on
DATE OF
PROJECT)
and would like to
talk to them."

If they say they do not
know when they will be
home, say "OK, | will

[—1 call them back, when

would be a good
time?" Call them back
at that day/time.

_/
phone \

If they say "YES - it
is true. | never paid
the bill." You say,
"Will you please
send me a check
in the amount of
XYZ." Give them
the details.
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Continue to call
the client back
every day until
you reach them.

If they say they do not
have the money - say,
"Well, let's set up a
monthly payment
plan. Do you want to
send in $50 or $100 a
month?"
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If Client is
responsive but
does not follow

up, send certified
letter with the bill
& continue to call

Consult a CPA
on any tax
options to

mitigate the
loss

You get

| watched The Suze Orman

If they say what took you
so long to bill - say, "l was
overwhelmed with work -
and taking care of my
family. I am now in XXX
amount of credit card debt.

Show on CNBC and this is
what Suze told me to do.
So it is now my job to
collect money from the
people who did not pay for
my services."
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paid

You do Not

If Client does not
respond, send
certified letter
with the bill &

continue to follow

5

get paid

Look into the
option of
taking client to
Small Claims
Court
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