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SUBJECT: ACCOUNTS RECEIVABLE BILLING AND COLLECTION
 

The goal of this policy is to ensure that monies due the District are promptly billed and 
collected in a timely fashion. 

A regular accounts receivable third party may be an outside agency, individual, or 
internal organization. Costs or services billed through the Business Office are defined as 
but not limited to: i 

1.	 Fees and charges - including those allowable in responding to Freedom of 
Information Requests and student meal charges 

2.	 Services provided by internal departments - including transportation, food service 
and custodial 

3.	 Restitution 

• 
4. Reimbursement 

All monies due the district shall be billed as promptly as possible. Any account not paid 
in a timely manner will be turned over for collection. Any returned check to the district 
will result in a $20 service fee being added to the amount owed by the maker. 
Appropriate collection efforts will be utilized to minimize the losses of the district. 

Billings are prepared after services have been performed or after information is received 
from internal departments with documentation of costs. The receivable and revenue will 
then be recorded into the districts accounts. 

Reconciliations will be performed on a monthly basis, verifying open invoices. 
Outstanding invoices will be sent past due notices every thirty (30) days. In addition 
phone calls will be made to agencies as additional follow up if possible. Contacts will 
also be made to departments that submitted billing documentation for additional 
assistance in the collection of the outstanding amount. 

After due diligence has been performed in the attempt to collect on past due invoices, 
notice will be sent to the agency indicating that the account will be turned over to a third 
party collection agency if payment is not received within fifteen (15) days. 

Services to any agency may be discontinued or suspended due to lack of payment. 
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