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SRVFPD – POLICY AND PROCEDURE
	TOPIC:
	Revenue Collections Policy

	EFFECTIVE DATE:
	04/01/2013
	
	DOC NO:
	

	CROSS REF:
	Ambulance Fees Policy



INTRODUCTION

The San Ramon Valley Fire Protection District (SRVFPD) recognizes that responsible financial practices necessitate adoption of specific procedures for managing SRVFPD revenue collections.
PURPOSE

To provide written procedures for management of revenue collections. 
POLICY

SRVFPD will collect revenue in accordance with the SRVFPD Ordinance Establishing a Schedule of Fees. Revenue collections practices will be timely, equitable and consistent. Delinquent accounts will be assigned to the SRVFPD collections agency in a timely manner. Uncollectible accounts will be written off as bad debt in a timely manner and reported to the Board. All revenue and receivables will be recorded in accordance with generally accepted accounting principles and monitored on a monthly basis. 
DEFINITIONS
Revenue – includes SRVFPD revenue sources described in Ordinance Establishing a Schedule of Fees such as plan review and construction permit fees, occupancy inspection fees, fire code operational permit fees, administrative citation fees, general fees, mandated cost reimbursements and mutual aid reimbursements. Revenue does not include ambulance transport fees (see Ambulance Fees Policy). 
Fire Prevention customers – Responsible parties that have incurred services such as construction permit fees, occupancy inspection fees, fire code operational permit fees, administrative citation fees or other fees.

PROCEDURE
The Fire Marshal or designee will collect construction permit fees at the time of construction plan submittal. Construction permit fees must be paid-in-full prior to approval of construction plans.

The Fire Marshal or designee will collect fees for additional construction inspections and after hours construction inspections prior to inspection. 

The Fire Marshal or designee will generate an invoice for work activities performed in association with the Ordinance Establishing a Schedule of Fees and for all administrative citations at the time the work is completed or the citation is issued. The Finance Supervisor or designee will send invoices for services performed and administrative citations to Fire Prevention customers within seven days of invoice generation. If an account is not paid within 30 days, subsequent invoices including applicable late payment fees will be sent as follows:

Second notice – after 30 days of initial invoice

Third notice – after 60 days of initial invoice

Assigned to collections agency – after 90 days of initial invoice

The Fire Marshal or designee will prohibit the issuance of additional permits for Fire Prevention customers with delinquent amounts due.

The Finance Supervisor or designee will send invoices for other types of revenue on a monthly basis. If an account is not paid, subsequent invoices including applicable late payment fees will be sent if appropriate. 

When a deposited check is returned by the bank, the Finance Supervisor or designee will contact the customer to obtain collection including returned check charge within seven days. 

On a monthly basis, delinquent accounts will be reviewed by the Administrative Services Director or designee. When appropriate, unpaid accounts will be assigned to the collections agency. Accounts deemed uncollectible will be written off as bad debt and reported to the Board.
Authorization to write off uncollectible accounts is as follows:

	Position
	Amount

	Board of Directors
	$15,000 or more

	Fire Chief
	Less than $15,000

	Administrative Services Director
	Less than $10,000

	Finance Supervisor
	Less than $5,000


Revenue collections and accounts receivable will be monitored on a monthly basis by the Administrative Services Director or designee. Both actual and budgeted revenues will be monitored.
Complaints related to revenue collections should be directed to the Administrative Services Director or designee for resolution.


















	AUTHOR:
	Gloriann Sasser, Finance Supervisor
	
	Page 1 of 2

	REVIEWED:
	Robert Leete, Administrative Services Director 

	APPROVED:
	Paige Meyer, Fire Chief

	ORIGIN DATE:
	03/2013
	
	REVISED DATE:
	



