EDWIN FAIR COMMUNITY MENTAL HEALTH CENTER, INC.

ADMINISTRATIVE MANUAL

WRITE-OFFS

POLICY:

Write-offs will occur after an account has been deemed uncollectible.

PROCEDURE:

1.
Collection of accounts will be pursued for a minimum of six months by statements and/or notices.

2.
An account becomes uncollectible when no forwarding address or financial status is depleted, by providing supporting documents.

3.
Decision to write-off is made by Executive Director.  A write-off form will be used to show the account has been approved as a write-off for a bad debt.  This must be signed and dated.
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