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Start 

Send invoice (Padma) 

Paid in 
10 days? 

Send reminder text and give grace period 
of 2 days (Padma) 

End 

Y 

N 

Paid? End 

Y 

Inform Program Supervisor (Padma) 

Remind parents (Program Supervisor) 

Client responds 
same day? 

Inform Alexa, Nishah & Padma before 
next session (Program Supervisor) 

N 

N 

Send text to inform parents of suspension 
(Program Supervisor) 

Send email to inform parents of 
suspension (Nishah) 

Paid? 

Y 

End 
Y 

N 

It’s important to issue correct invoice 
latest by 3rd of the month to avoid 

cascading delays to collecting 
payment. Amendments to invoice 

often affects on-time payment. 

Sometimes, parents will negotiate 
payment terms. For 1:1 service, we 
will still suspend service until they 

are able to resume payment.  

End 


