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Fee Credit Account

Frequently Asked Questions
Background
Fee Credit Account is a fast, easy and secure method for paying fees into Scottish Courts and Tribunals Service (SCTS) for both  the Sheriff Courts and the Courts of Session, (High Court and Justice of the Peace Courts e.g. copy complaints) and in due course the Lands Tribunal and the Office of the Public Guardian.
The service offers customers improved fee management and court application processing. Court applications will not be delayed as the correct fee will be deducted on lodgement.  Payment is by monthly invoice instead of for each individual transaction. 
This document provides a selection of frequently asked questions and their answers.  
What is a Fee Credit Account?

SCTS offers customers a Fee Credit Account services for the purpose of paying court fees. 

The service offers customers improved fee management and court application processing. Court applications will not be delayed as the correct fee will be charged on lodgement. Payment due is invoiced monthly in arrears instead of for each individual transaction. The benefits of the service include:

· Single invoice for period spend – showing a breakdown on a per-case basis and refunds applied

· No banking charges for each business cheque raised and processed

· Reduced administration in raising and authorising cheques

· Reduced delays caused by re-issue of payments to replace unsigned, incorrect value or lost cheques

· Refunds applied directly to the customer’s account (avoiding the court administrative, postal and cheque banking delays).

Who is this service for?

The service is designed for customers who pay more than 24 court fees per year.    
Which courts can I transact with using the Fee Credit Account?
Customers can use their account in any of the Sheriff Courts and Court of Session for all type of civil business which attracts a fee. Also the High Court and Justice of the Peace Court fees e.g. Copy Complaints. In due course this will also include the Lands Tribunal and the Office of the Public Guardian.
How long will it take to process my application for the Fee Credit Account?
When we receive all the completed documents we expect to provide you with a decision within seven working days. 
Can I pay my fees for a Hearing/Proof on account
Yes you can use your account to pay for these fees which will be calculated on a daily rate. 

What will my invoice look like?

You will receive an itemised invoice detailing each case submitted with your unique Fee Credit Account number. If you have used the wrong fee, the correct figure will be shown on the invoice with your transaction reference number.
All monthly invoicing will be sent electronically by email unless you opt to receive it in paper format. This will be posted to the billing address provided on your application form.  Otherwise you receive the invoice sent to your email billing address, as provided on your application form, in pdf format. In addition to the pdf you may opt to receive an .xml format file. xml format files can either be uploaded into your finance systems or can be opened using MS Excel or similar software in order to aid the reconciliation of your fees.

Settlement of the invoice is within 14 days of receipt by direct transfer into SCTS bank account.

Will I receive a monthly statement?

Yes you will be sent a monthly Statement on Account which will detail all invoices with an outstanding amount due, any credit notes which have been offset and the total balance outstanding.
What happens if I have been incorrectly charged?

Where a fee charge has been disputed and found to be incorrectly charged, a credit note will be applied against that transaction and the amount outstanding on the invoice will be reduced accordingly. The detail will be provided in the monthly Statement on Account.
How can I manipulate data from xml into MS Excel?
In order to aid invoice reconciliation, the xml file can be saved into MS Excel. The following process should be followed.

1. Save the xml file on your pc.

2. Open MS Excel

3. Chose data on the toolbar

4. Choose xml, import

5. Locate file, import

6. Choose OK

7. Choose xml in new worksheet option

This should then provide the data in Excel that can be manipulated for reconciliation.

Where will any correspondence be directed?

All account information correspondence will be directed to your billing email address as provided on your application form.

How will any applicable refunds be made? 
The refund will be automatically applied directly to your Fee Credit Account by the court and will be included in the next Fee Account invoice and Statement on Account. 

What are the contact details for payment by account enquiries and invoice issues?

The Accounts Receivable/Fee Credit Account support team can be contacted at 0131 444 3300 or by email to SCTS-AR@scotcourts.gov.uk.
What checks are completed in order to provide me with credit?
SCTS will carry out the appropriate checks to ensure your credit worthiness. These will include, but are not limited to: Companies House; an appropriate Professional body e.g. the Law Society of Scotland as well as your payment history with SCTS. You will be notified via your nominated email address if credit has been refused along with an explanation. 

Will this service be available for Tribunal works?

There are plans to introduce this service for the Lands Tribunal in due course.

Is there a charge for the Fee Credit Account service?

No, there is no charge for this service.

Where can I get further information and sign up?

Website: https://www.scotcourts.gov.uk/about-us/finance-and-procurement/credit-accounts/
Email: creditfeeapplication@scotcourts.gov.uk
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