


Little Paxton Village Hall – Invoicing Policy for regular users

1. As a norm we expect to invoice regular users one month in arrears and our Terms & Conditions states-
“Fees must be paid in full upon receipt of invoice”.
This allows regular users and, in particular new regular users, to create their income from their activity, before having to pay for the hire of the Hall.
2. In exceptional circumstances, where dealing with a large organisation such as the NHS we may choose to allow a longer period, in keeping with their buying policy, for an invoice to be paid. Even in these circumstances we will still invoice monthly, in arrears.
3. In the event of a missed payment, a written warning will be sent to the regular user. 
In the event of a second missed payment, the regular user will be required to pay in advance for future bookings.
If the regular user fails to make the advance payments, at this stage their right to use the building will cease and their key withdrawn.
4. We will not allow regular users to pay in advance (except in ‘3’ above). This will ensure uniformity and ease of administration for our Bookings Administrator.
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