Collection Procedures for Miscellaneous Receivables
Miscellaneous receivables are non-utility receivables.  Miscellaneous receivables include invoices submitted for billable work orders, cost reimbursements, capacity fees, property leases, developer inspection fees, planning, and plan check fees, and all others types of invoices not related to customer water or sewer billings.
An aging report of accounts receivable accounts is run every Monday.  
[bookmark: _GoBack]Invoices are due 30 days after the invoice date.
· >31 days after the invoice date –
· Customers with an active utility account – a Notice of Intent to transfer balance to utility account is sent.
· All other customers - the 1st reminder letter with an invoice copy stamped “past due” is sent for invoices not paid.
· >60 days after the invoice date – 
· Customers with an activity utility account – transfer unpaid balance to existing utility account and remove from accounts receivable.
· a 2nd reminder letter with an invoice copy stamped “past-due” is sent for invoices not paid.  
· >75 days after the invoice date - a final notice letter with a 15 day deadline to remit payment is sent for invoices not paid.
· >90 days after the invoice date – 
· If the unpaid balance is related to capacity fees, the amount due will be placed on the property tax roll and the account is removed from accounts receivable.
· All other non-governmental or other agency receivables - the unpaid balance will be forwarded to the Collection Agency.  The account is written off and charged to Bad Debt Expense.  If the unpaid balance is related to capacity fees, the amount due will be placed on the property tax roll.
Governmental and Other Agency Receivables:
Standard procedure is followed with the following additional steps:
· If no payment is received 60 days after the invoice date, the account is reported to the General Manager by providing a report on the 1st and 3rd Wednesday of every month.   
· If no payment is received 90 days after the invoice date, the account is reported to the FAC by providing a report every month until the outstanding balance is resolved.
· >90 days – continue to work with agency until resolved.
Inspection Fees and Septage Fees:
Standard procedure is followed with the following additional step:
· Inspection Fees - The Engineering department will be notified immediately of any inspection fee account with an outstanding balance to ensure that all inspection work on the project is halted until the balance is paid.  Inspection work should be halted any time the costs of the project are 100% or greater than the current deposits received until additional deposits are remitted.  All work orders will be closed to prevent further charges.
· Septage Fees – The Wastewater Operations department will be notified immediately of any unpaid septage fees 60 days after invoice date and the account holder will not be allowed to dump septage until the balance is paid.
Lease Agreements:
Standard procedure is followed with the following additional steps:
· If no payment is received 45 days after the invoice date, an additional invoice for 10% of the overdue payment is billed and sent with a copy of the overdue invoice.
· If no payment is received 60 days after the invoice date, the account is reported to the General Manager by providing a report on the 1st and 3rd Wednesday of every month.   
· If no payment is received 90 days after the invoice date, the account is reported to the FAC by providing a monthly report.  Upon authorization, a Notice of Intent to Apply Security Deposit to Overdue Invoices and/or Request for Additional Security Deposit is sent.
· >90 days – continue to work with agency until resolved.
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