Payment Arrangement Program

Basic Procedures


STEP 1


Payment arrangement is established using the recommended script. The written agreement outlines the following areas:


Total Amount Owed, Monthly Payment Amount, Dates for Payments to be Received, Penalties for Non-Compliance, Legal Fee Wording, Down Payment, Etc. 





STEP 2


Payments are monitored daily in order to ensure prompt on-going compliance with the agreement:


A program of this type requires vigilance on the part of the collection manager. The earlier you can recognize non-payment or partial payments, the more effective the system becomes. 





STEP 3


When the due date passes and no payment has been received:


Steps should be taken immediately to reach the patient, either by phone or with a follow up letter. This letter should state that the debtor has 15 days to become compliant with the original agreement or face being turned out to a third party collection agency. The timeliness of this step is critical the program’s success or failure. 





STEP 4


When the due date passes and partial payment has been received:


Steps should be taken immediately to reach the patient, either by phone or with a follow up letter. This letter should state that the debtor has 15 days to become compliant with the original agreement or face being turned out to a third party collection agency. The timeliness of this step is critical the program’s success or failure. Again, you have to treat partial payments like non-payment. 





STEP 5


Once the 15 day grace period has passed with no payment, it should automatically trigger a response that sends the account to the agency.


The procedure is in place, and once the grace period ends, the account goes out the door, no questions asked.








