Oracle AR – Collection Process

Collection Process
Once a department has turned over a customer to Accounts Receivable (AR) for billing, then AR will be responsible for all collections on that account.
1. 31-60 Days Overdue – Past Due Letter #1(Reminder) is mailed to customer.

2. 61-90 Days Overdue – Past Due Letter #2 (Past Due) is mailed to customer. 
      Aging report is printed, phone calls are made to customers and Oracle AR Collections module    

      documented with details of collection calls.   
3. 91-120 Days Overdue – Past Due Letter #3 (Past Due) is mailed to customer.   
      Aging report is printed, phone calls are made to customers and Oracle AR Collections module    

      documented with details of collection calls.   
4. 121-150 Days Overdue – Past Due Letter #4 (Final Notice) is mailed to customer. Even though Departments will be responsible for reviewing their own aging reports, a copy of the Final Notice will be provided to them for informational purposes. If payment is not received in the Accounts Receivable office by stated due date, then departments have two options:

· The first is to have the remaining balance, less the finance charges, reversed back to their department. AR absorbs the finance charges. If Social security number or tax ID# has not been provided to AR, then this will be the only option. If the customer is located out of the state of Oregon and the amount is less than $500, then this will be the only option. 
· The second is to send the customer to an outside collection agency. Finance charges will still assess on the customer’s account during this time. 
5. The process to send a customer to collections is as follows: 

· During the first week of the month, a spreadsheet with the customer’s name, Social security number or tax ID number, debt amount along with a copy of the original invoice and Past due Letter #4 (Final Notice) will be provided to the OHSU Collections Specialist. 

· The OHSU Collections Specialist will attempt one more time (via phone or letter) to collect and allow 10-15 more days. If payment is still not received, the customer will then be forwarded on to an outside collection agency based on the following criteria:

· If the customer is located in the state of Oregon and the amount is less than $500 then the customer will be sent to the Department of Revenue (DOR).

· If the customer is located in the state of Oregon and the amount is more than $500 then the customer will be sent to DOR or an outside collection agency.

· If the customer is located out of the state of Oregon and the amount is more than $500 then the customer will be sent to an outside collection agency.

· Customers that have been sent to an outside agency will remain with the collection agency for up to one year. The OHSU Collections Agent will update the Oracle AR Collections module regular updates.
· If after one year the outside agency is unable to collect the debt, the balance will be charged back to the appropriate department and AR will absorb the finance charges and collections costs.
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