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The  VP Finance  shall e st ablish guide lines for monitoring account s rece ivable  and for 
t he  collect ion of account s in arrears. 

The  VP Finance  shall provide  report s t o t he  Board of Directors in accordance  with t he  
requirement s of t he  Cont inuous Agenda. 

2.10 - Financia l Cont ro l of Budge t : Account s 
Re ce ivable  - Proce dure  

Sect ion:            Finance  
Subject :            Financial Cont rol of Budge t : Account s Rece ivable  
Procedure :      2.10 
Approved:       March 2001 
Reviewed:       October 29, 2014 
Revised:            November 1, 2015 

Invoice  Proce dure  

Re que st  t o  Invoice  

All invoices will be  issued by the  Account ing Department .  All project s and revenue  
are  t o flow through the  invoicing program.  Invoicing is t o be  kept  current  t o minimize  
collect ion issues.  Regional offices will forward all invoicing informat ion to  Account ing 
as soon as correct  de tails are  known. 

Forms will be  filled out  and forwarded to t he  Account ing Department .  The  
Account ing Departme nt  will t hen issue  and invoice  t he  client . 

Three  lines are  available  for comment s at  t he  bot tom of t he  invoice .  If a specific 
comment  is required, t he  Account ing Department  must  be  not ifie d prior t o preparing 
the  invoice . 



Invoicing is post ed to t he  General Ledger in real t ime . 

Cont ract s / Spe cia l Pro je ct s 

When cont ract s are  signed, a billing schedule  is t o be  creat ed and maint ained by the  
Account ing Departme nt . 

All class project  forms shall have  the  SIS number on them. 

Office  Re nt , Equipme nt  Re nt  and Ot he r Charge s  

All office  rent  is t o be  invoiced monthly or as required, along with t he  appropriat e  
charge  for fax, post age  and photocopies. 

Union re imbursement s are  t o be  invoiced quart e rly or as required and a copy of t he  
invoice  given to t he  VP Administ rat ion. 

All othe r charges are  t o be  invoiced in t he  month they occur. 

Trade  Account s  Re ce ivable  

Account s rece ivable  shall be  segregat ed from the  cash rece ipt  funct ion. 

Account s rece ivable  subledger shall be  reconciled t o t he  Ge neral Ledger monthly. 

The  Aged Rece ivables report  will be  reviewed on a monthly basis t o de t e rmine  which 
account s are  in arrears: 

• current  - no act ion to be  t aken 
• 31 to 60 days - 1st  le t t e r request ing payment  
• 60 to 90 days - 2nd le t t e r request ing payment  
• > 90 days -- Final request  for payment  and indicat ion of collect ion act ion if not  

paid within 30 days 

The  Accountant  will send the  first  two le t t e rs request ing payment .  If no response  has 
been rece ived on the  first  two le t t e rs, t he  Accountant  is t o inform t he  VP Finance  who 
will send out  t he  final demand le t t e r. 

For balances t hat  are  not  paid in response  t o "Request  for Payment  Le t t e rs", t he  VP 
Finance  at  his/he r discre t ion may secure  t he  se rvices of a collect ion agency. 

Adjustment s t o account s rece ivable  balance s (due  to writ e -offs e tc.), shall be  
approved by the  VP Finance . 

Writ e -offs  of Uncolle ct able  Account s 



Writ e -offs are  t o occur only aft e r all othe r means of collect ion have  been 
at t empted.  Once  an account  has been with a collect ion agency for a pe riod of t hree  
months, it  should be  writ t en off unless some progress is be ing made  on the  account . 

Approval as follows: 

• Up to $2,499; VP Finance  
• $2,500 to $5,000; President  and CEO 
• Greate r t han $5,000; Board 

A list ing of account s writ t en off is t o be  maint ained. 

  


