EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.

ADMINISTRATIVE MANUAL

BAD DEBTS, COLLECTIONS, DELINQUENT ACCOUNTS

POLICY:

EFC employees shall make every effort to collect delinquent accounts.

PROCEDURES:
1.
Each month a "past due" sticker will be placed on statements that do not show a payment in the current month.  Exception:  each quarter the "past due" sticker will be replaced with a slip that reads as follows:


Our records indicate that we have not received payment on your account within the past 30 days.  As you will recall, the Client Agreement Form which you signed states that payment is due at the time of service, and that other arrangements must be approved in advance.  Please contact Edwin Fair Center to arrange a payment schedule.  If you have already made payment, please disregard notice.
2.
Statements returned by the postal system will be checked to see if the client is active or inactive.


a)
If the client is inactive, a bad debt will be processed for all the client's charges, after making an effort to get the new address.


b)
If the client is active, the statement and envelope will be sent to the assigned clinician requesting a new address.



If the clinician is no longer seeing the client and does not have a current address, the chart should be closed.  The documents should be returned so a bad debt can be processed, after making an effort to get the new address.

3)
All documents are reviewed on a monthly basis by the accounts receivable clerk.  They should be processed no less than quarterly.


a)
No charges can be written off without approval.


b)
Charges must have aged six months before they can be considered as a bad debt, or requested in writing by the Program Coordinator.
4)
At this time we do not use a collection agency.  Should a collection agency be used, the following guidelines apply:


a)
Forward a "collection memo" to the assigned therapist requesting approval to refer the client's account for collection.


b)
When approval is received from the clinician:



1)
Send collection letter to client.



2)
File all correspondence and response by   (month, client, or ???).



3)
If no response, include client's name on collection list and give list to collection agency. 



4)
Complete individual collection form and file. 



5)
When collection agency returns collections, list file under month it was given to the agency.



6)
When client makes payment, enter information on individual collection form mentioned above.

7) When account is paid in full or is returned from collections, file in binder labeled as such.
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