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Fee Credit Account Terms & Conditions
Scottish Courts and Tribunals Service (“SCTS”) offers customers a Fee Credit Account service (“Credit Account”) for the purpose of paying court fees.

The Fee Credit Account service offers customers a streamlined fee payment and management service to support the processing of court business. Benefits to court users include:

· one single account to transact across all the jurisdictions (or if required an option for sub accounts)

· reduced administration overhead in raising and authorising cheques authorising cheques
· no banking charges for each business cheque raised and processed

· control over payment method
· reduced delays caused by re-issue of payments for unsigned cheques, incorrect value or lost cheques
· refunds applied directly to a customer’s account (avoiding the court administrative, postal and cheque banking delays).
· invoicing monthly with a breakdown on a per-case basis and refunds applied.
Sign up documentation
In order to proceed with the Fee Credit Account service, the following documents should be read and completed in full.

· Terms and Conditions including guidance notes (read)

· Application form (complete) 
By proceeding with the application you confirm that you are an authorised representative of the organisation named in the application, and that you have accepted these Terms & Conditions on behalf of that organisation.
SCTS may revise the Terms and Conditions when required and you will be provided with 30 days advance notice before commencement of any such revisions.

Words and meanings
In these terms and conditions:

“The Service”

Fee Credit Account service

“You”
A customer of the Scottish Courts and Tribunals Service (“SCTS”) which is a user of the service or an applicant for the service.
Service compliance
The service is granted at the sole discretion of SCTS and applications will be declined if the applicant does not satisfy the requirements for acceptance or fails to comply with these Terms & Conditions.

By proceeding with the application, you authorise SCTS to carry out the necessary checks in order to be able to give you credit. This may include, but is not limited to, Companies House, an appropriate Professional body e.g. the Law Society of Scotland as well as your payment history with SCTS. SCTS may require additional information to support the application (e.g. audited accounts) and this must be provided to SCTS upon request. Failure to supply this additional information may delay the application approval process.  
No financial or organisation data supplied by you will be used for any other purpose without your express permission.
Refusal of applications
A decision concerning your application will be made within seven working days of receipt of the correctly completed application form. If your application is refused SCTS will contact you with an explanation as to the reason.

Fee Credit Account Number

On acceptance of your application you will be issued with a unique Fee Credit Account number that will be used in any correspondence with you including invoices and statements on account.  Conditions of use of the Fee Credit Account number apply as set out below and as further described in the guidance notes.
Security of your financial details
SCTS has an information policy in place that meets the requirements of the Cabinet Office Security Policy Framework. All matters relating to the Service will be administered by SCTS. No financial or organisational data will be used for other purposes without your permission.

Invoicing
You will receive an itemised invoice detailing each case with your unique Fee Credit Account reference number. 

You may opt for the monthly invoice to be received by you in paper format. This will be posted to the billing address provided on your application form, in pdf format. In addition to your pdf, you may opt to receive an .xml format file. 
xml format files can either be uploaded to 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 due within 14 days of the date of the invoice by online payment directly into SCTS bank account. The details of which have been provided to your separately.
Statement on Account

You will receive a monthly Statement on Account which will detail all invoices with an outstanding balance due together with any credit notes applied to your account and the resultant total outstanding balance due.

Fee Credit Account Service suspension

If you fail to comply with these Terms & Conditions, SCTS may suspend or withdraw your account and prevent further processing. You will be required to make alternative payment to settle the balance outstanding within seven working days. Suspension and re-instatement is at the sole discretion of SCTS. SCTS may withdraw the Service if you:

· fail to satisfy credit worthiness requirements;

· become insolvent;

· have an administrative receiver appointed;

· are subject to a winding up order;

· propose an individual or voluntary arrangement or

· have been excluded from trading by a recognised body.

The Service may also be withdrawn if you have a high volume of disputed transactions where the amount invoiced by SCTS is consistently shown to be correct.

If you do not use the service for 13 months or such other period as SCTS may choose, SCTS reserves the right to withdraw the service from you. A new application will be required to resume the service.

Credit limit

There is no restriction on the amount of credit available to you however it can be suspended or withdrawn in line with the reasons given above. 
Credit Account/Accounts Receivable Support Team contact details

The team can be contacted at: 
Email:
creditfeeapplication@scotcourts.gov.uk
Telephone: 

0131 444 3300
Address and DX: 
Finance Department




Scottish Courts & Tribunals Service




Saughton House




Broomhouse Drive




Edinburgh




EH11 3XD




DX 545309 Edinburgh 39
Details are also available on the website at  https://www.scotcourts.gov.uk/about-us/finance-and-procurement/credit-accounts/
Fee Account – guidance notes

Conditions of use
To use the service you must:

· complete a Fee Credit Account application form (available on the website at http://www.scotcourts.gov.uk/credit-accounts
· provide a valid organisation (not an individual) email and postal delivery address as described in the application form – all correspondence will be to the billing address and not the email address provided on the application form

· ensure that each fee-attracting application lodged with the court, is accompanied by the correctly completed paperwork and/or a letter on business letterhead advising the fee to be paid into court
· clearly and accurately quote your Customer Fee Account number on any document sent to the Court which requires a fee transaction in the form set out below

· participating courts will not process your application without your Fee Credit Account reference number (applications without a Fee Credit Account number, that do not have any other form of valid payment attached, will be returned unprocessed). SCTS cannot be held responsible for the delays in processing documents where this occurs)

· provide your Case Reference Number (where available)

Charging of court fees

Court fees are determined by the relevant policy and published in the appropriate Statutory Instruments. Court fees are subject to renewal, generally annually, and may be increased or decreased. New fees may also be created and existing fees may be removed. Statutory Instrument updates are published to customers and the general public well in advance of the fees inception date. It is your responsibility to ensure that the correct court fee is quoted on any application or correspondence provided to the court for the processing of the fee payment.
Fee attracting court documents and/or correspondence submitted for processing require you to state the amount of the court fee to be paid. Where the incorrect fee, or no fee, is stated the documents will be processed by the court and the correct fee taken. Where the court applies the correct fee and is required to alter the fee to a higher or lower value, you will be advised of the amount charged so you can update your records for reconciliation purposes.

Charging of exempt fees
Exemption fee rates (if applied for) will be determined in the normal way by:

· Complete and accurate application;

· Validity of the application and supporting evidence;

· The level of exemption applied for and 

· The fee type

If the court is not satisfied with the exemption application and/or does not agree with the partial exempt applied for, the court will return the documentation to you with a covering letter of explanation.

If the court is satisfied with the exemption application, the court documents will be processed and any partial contribution payable will be taken from your account.

It is your responsibility to satisfy the documentation requirements of SCTS.

Withdrawal of applications
Courts process claims upon receipt, therefore refund of fees will not be available after the date that the application is received by the court, even if the application is subsequently withdrawn. Therefore, please check your application carefully before submitting it to ensure that you wish to proceed with the action. Refunds are only made in the circumstances set out below.
Fee refunds

Fees may be refunded for the following reasons:

· a full or part fee is paid and the applicant is subsequently granted an exemption for all or part of the fee – the application for fee exemption must be made no more than six months after the original fee has been submitted; 
· after payment has been taken at the court, the application/paperwork is found to be invalid e.g. incorrect jurisdiction – the full amount of the fee is then refunded (note this does NOT apply to withdrawal of registration due to a change in circumstances (e.g. case settled before NID lodged)which IS still chargeable); or

· a case is settled prior to judgement and the applicant is eligible for a full or partial-refund on the original hearing payment as per statutory rules.

The refund will be automatically applied directly to your Fee Credit Account by the court and will be included in the next Credit Account Invoice and Statement on Account.

Working with the Courts

On all fee-attracting documents submitted to the court, the Fee Credit Account number where possible should appear in bold on the court forms. The Credit Account Number, and confirmation of its use, must be sent with any court documents. A confirmation letter must be provided using the organisation’s letterhead paper and be signed by an authorised representative of the organisation. The letter MUST include the Fee Credit Account number, your own case reference number and associated fee for each document being lodged.
If no court documents are provided (for example, sending confirmation to take hearing fees) the Fee Credit Account number must be quoted, in bold, in any correspondence. All correspondence must (a) be provided on the organisation’s letterhead paper and be signed by an authorised representative: or (b) originate as an email form an authorised representative of the organisation.

Update your details

You are required to notify SCTS in advance of any changes to your business or billing contact details, including your email address/es, postal address/es, authorised representative, and/or bank details. 

Queries

All queries relating to your Fee Credit Account should be addressed to the support team within 30 days of the date of invoice to:
SCTS-AR@scotcourts.gov.uk.
When contacting the team, you should be prepared to supply the following information to assist in resolving the query in a timely way:

· your Fee Credit Account number;

· your Case reference as lodged with the court;

· the date of lodgement with the court (if known)
· the invoice number

· the case number of the matter and the party name/s to the matter
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