Appendix no. 3 to Ordinance no. 10/K/11 of the Chancellor of the University of Gdańsk

COLLECTION PROCEDURE FOR FEES DUE

FOR ACCOMMODATION IN UNIVERSITY OF GDAŃSK HOUSING 


1. If a resident of university housing fails to make payment for accommodation for one month, the administration of the dormitory will send Attachment no. 1 of this Appendix to said resident to inform him/her in writing of failure to pay for accommodation and the necessity of making payment immediately. 

The letter of the notification of failure to pay for accommodation in a university dormitory is either delivered to the resident personally or posted with return receipt (when the resident lives in the dormitory but avoids signing for the letter). If the letter is delivered to the resident personally, the resident acknowledges its receipt by signing the copy retained by the administration. 
The administration of the dormitory calculates the amount due and issues the letter of notification to par for accommodation in the dormitory 14 days after payment  due date set forth in Ordinance no. 10/K/11 of the Chancellor of the University of Gdańsk of June 20, 2011 regarding the assignment and use of accommodation in University of Gdańsk housing.

In the event that the resident has already moved out of the dormitory, the procedures described in point 2 of this Appendix will be applied.

2. If a resident fails to pay his/her overdue rent for one month and then fails to pay for a subsequent month (failure to pay for accommodation for a total of two months), the dormitory administration shall prepare a notice to pay in accordance with Attachment no. 2 (for those who no longer reside in the dormitory) or Attachment no. 3 (for those who still reside in the dormitory) to this procedure and forward an electronic copy to the Office of Student Social Affairs. The notice is signed by the Director of the Office of Student Social Affairs and is sent to the dormitory (when the addressee still resides in the dormitory) in order to deliver it to the resident (in accordance with point 1 above) or it is sent as a return receipt letter to the correspondence address of the resident (when the addressee no longer resides in the dormitory or is evading taking receipt of the notice).

The Office of Student Social Affairs will inform the dormitory administration when the return receipt is mailed back to the university.

3. A resident served with a notice to pay has 14 days counting from the date on which he/she took receipt of the notice to pay owed rent and to ensure that the dormitory administration receives such payment:

1) if the whole amount due is paid in full, this information is sent to the Office of Student Social Affairs and the procedure concludes;

2) if partial payment of the amount due is made, then the procedures in point 1 (if this regards one month) or in point 2 (if this regards 2 months) are followed;

3) if payment of the amount due is not made and the resident has left the dormitory, the dormitory administration refers the matter to the UG Legal Office, which initiates collection proceedings against the debtor and forwards this information to the Office of Student Social Affairs;

4) if payment is not made, and the resident still resides in the dormitory, the dormitory administration prepares a notice of the nullification of place assignment in university housing according to Attachment no. 4 to this procedure and forwards an electronic copy to the Office of Student Social Affairs. After 14 days, the dormitory administration sends a request to begin collection proceedings and to evict the resident to the UG Legal Office along with supporting documentation. The Office of Student Affairs is also notified. 

4. The administration of each university dormitory compiles a list of debtors monthly, and if payment has been made by any resident whose case has been forwarded to the UG Legal Office, the Office of Student Social Affairs is informed.

5. The procedures described in this document do no apply to residents who have obtained through application to the UG Chancellor an extension of payment due date.

Attachment no. 1










Gdańsk,  ……………..












(date)







Mr./ Ms./ Mrs.

……..............................................................

Dormitory no. ……………………………

Student Faculty .........................................

Student book no.………………………………..

Address………….……………………………….

RE: Payment of amount owed for accommodation in UG dormitory no. ................

Dear Sir or Madam,

This letter is to inform you that payment for your accommodation in UG dormitory no. ................ for the month of .............................. in the amount of ……………………………… is overdue.

The amount due is to be paid immediately, at the latest 14 days after receiving this notice  to your individual account number at Bank Pekao SA O/Gdańsk (the individual account number is available by logging on to the Student Portal at https://ps.ug.edu.pl) or to the administration of the dormitory in which you reside.

Failure to make payment due for two months results in the nullification of place assignment in university housing. If you do not vacate the premises voluntarily after 14 days, eviction procedures will be started in accordance with § 17 point 5.3 and § 28 Rules for assigning accommodation in University of Gdańsk housing which is Appendix no. 1 to Ordinance no. 10/K/11 of the Chancellor of the University of June 20, 2011 regarding the assignment and use of accommodation in University of Gdańsk housing.







Sincerely,







………………………..
 

	1. Party:    
	Date notification received and resident signature

.....................................................
	Date notification sent and signature of UG housing administration employee

........................................................


Attachment no. 2

Gdańsk,  .........................

………………………………..






 (date)

                stamp

NOTICE TO PAY


Mr./ Ms./ Mrs.

……..............................................................

Dormitory no. ……………………………

Student Faculty .........................................

Student book no. ………………………………..

Address………….……………………………….

This letter is to inform you that you are overdue in payment for your accommodation in UG housing dormitory no. ................ for the month of .............................. in the amount of ………………………………

The amount due is to be paid immediately, at the latest 14 days after receiving this notice, to your individual account number at Bank Pekao SA O/Gdańsk (the individual account number is available by logging on to the Student Portal at https://ps.ug.edu.pl) or to the administration of the dormitory in which you reside.

Failure to pay the amount due by the date stated will result in legal proceedings being undertaken and the referral of this matter to a collection agency under the provisions in the Civil Code to enforce the payment of debts and accrued interest.

All the costs of legal proceedings and collection will be incurred by you.

............................................................

Director

 Office of Student Social Affairs

	1 Party:    
	Date notification received and resident signature

.....................................................
	Date notification sent and signature of UG housing administration employee

........................................................


Attachment no. 3

Gdańsk,  .........................

………………………………..






 (date)

                stamp

NOTICE TO PAY


Mr./ Ms./ Mrs.

……..............................................................

Dormitory no. ……………………………

Student Faculty .........................................

Student book no. ………………………………..

Address………….……………………………….

This letter is to inform you that you are overdue in payment for your accommodation in UG housing dormitory no. ................ for the month of .............................. in the amount of ………………………………

The amount due is to be paid immediately, at the latest 14 days after receiving this notice, to your individual account number at Bank Pekao SA O/Gdańsk (the individual account number is available by logging on to the Student Portal at https://ps.ug.edu.pl) or to the administration of the dormitory in which you reside.

Failure to make payment due for two months results in the nullification of place assignment in university housing. If you do not voluntarily vacate the premises within 14 days, eviction proceedings will commence in accordance with § 17 point 5.3 and § 28 Rules for assigning accommodation in University of Gdańsk housing which is Appendix no. 1 to Ordinance no. 10/K/11 of the Chancellor of the University of June 20, 2011 regarding the assignment and use of accommodation in University of Gdańsk housing.

Failure to pay the amount due by the date stated will result in legal proceedings being undertaken and the referral of this matter to a collection agency under the provisions in the Civil Code to enforce the payment of debts and accrued interest.

All the costs of legal proceedings and collection will be incurred by you.

............................................................

Director

 Office of Student Social Affairs

	1. Party:    
	Date notification received and resident signature

.....................................................
	Date notification sent and signature of UG housing administration employee

........................................................


Attachment no. 4

Gdańsk, .........................

           










(date)

NOTICE OF THE NULLIFICATION OF 

PLACE ASSIGNMENT IN UNIVERSITY HOUSING 


Mr./ Ms./ Mrs.

……..............................................................

Dormitory no. ……………………………

Student Faculty .........................................

Student book no. ………………………………..

Address………….……………………………….

Dear Sir or Madam,

The failure to pay for university housing for two months …………… has resulted in the nullification of place assignment in university dormitory no. ………. If you do not voluntarily vacate the premises within 14 days, eviction proceedings will commence in accordance with § 17 point 5.3 and § 28 Rules for assigning accommodation in University of Gdańsk housing which is Appendix no. 1 to Ordinance no. 10/K/11 of the Chancellor of the University of June 20, 2011 regarding the assignment and use of accommodation in University of Gdańsk housing.

The nullification of place assignment means your right to live in university accommodation has been revoked and you are obliged to vacate the dormitory within 14 days. If you pay debt for accommodation in university dormitory no. …........., you must immediately present proof of payment to the dormitory administration.  

You have the right to appeal this decision to ………………………………………… within 14 days of receipt of this notice.

……………………………………………

Director

 Office of Student Social Affairs

