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PROCEDURE:
COLLECTION OF FINANCIAL OBLIGATIONS AND DELINQUENT ACCOUNTS/ACCOUNTS RECEIVABLE

Several types of revenues, if uncollected when earned, should be recorded as accounts receivables. 

I.
Matriculation and Tuition Fees

Accounts receivable for matriculation and tuition fees are established when the student registers.

As a result of a fee audit after the add/drop period, the Business Services Office is able to determine which students are delinquent in their fee payments.  After establishing the amount owed by these students as accounts receivable, collection efforts are made to receive payment.  See written procedures for delinquent accounts.

II.
Scholarships Awarded by Outside Agencies 

The procedures for extending credit and setting up accounts receivable for scholarships awarded by outside agencies are:

A.
Corporate Training Services and Financial Assistance Services are required to have on file a St. Petersburg College financial aid award authorization, or written evidence in the form of a letter, contract, agreement, etc., guaranteeing moneys will be paid to the College for financial assistance.  Prior to the award of any aid the authorization needs to be forwarded to the Business Services Office.  In addition, if the agency has not been approved by the Board, Business Services will obtain the approval based upon authorization received from Corporate Training Services and Financial Assistance Services.  Upon receipt of the above-mentioned documents, aid may be awarded as stated in the agreement.  

B.
As soon as possible after aid is awarded, the Business Office bills the various agencies, businesses, and civic organizations for the amount of financial assistance used by the students they have sponsored.

III.
Payment Plan and VA Deferral Defaults

A.
A reminder letter will be sent by the site Business Office to students with payment plans ten days prior to the due date.  This letter will state that failure to make full payment of the amount due will result in a HOLD being placed on the student’s account.
B.
VA deferral students will receive a letter which also states that they will automatically be dropped from classes if their account is not paid by the due date.  After the due date, the VA students will receive a postcard from Data Processing informing them that they have been dropped.

C.
As soon as possible after the due date, all delinquent account balances will be verified by the site Business Office, and the accounts (folders) will be forwarded to the collections officer.

D.
Within the first two weeks after the receipt of delinquent accounts from the sites, the collections officer will:

1.
Place all students in default on HOLD.

2.
Send a collection letter to the student and co-signer, if applicable, reminding them that the payment plan or deferral is past due and requesting that payment or payment arrangements be made within the time specified (approximately two weeks).

E.
If the account remains unpaid, collection efforts will proceed on the following basis:

1.
All delinquent accounts will be reported to the credit bureau.

2.
After the time specified in the above letter, (see D. 2.), the collections officer shall continue collection attempts, which may include obtaining updated addresses, phone calls to the student or co-signer, letters and telegrams and/or referral to the College's authorized collection agency.

F.
If the student has been withdrawn (Z drop) from classes, subsequently satisfies all financial obligations to the College, and desires to be reinstated, the student must obtain the authorization of the instructor for each course involved, re-register and pay the late registration/reinstatement charge.

IV.
Off-Campus Organizations

The procedures for handling off-campus organizations accounts receivable are:

A.
During the fiscal year, it is possible for one of the departments of the College to do some work for an outside organization using College supplies.  The organization agrees in advance to pay for all of the expenses incurred for doing this service.

B.
When the department doing the work has finished and has determined the supplies, postage, etc., that were used in the project, it will send a memo to the Business Office.  This memo will indicate the name and address of the organization to be billed and an explanation to be included on the invoice, as well as the total amounts to be billed.

The memo should also include the expenditure account(s) with the amount(s) for each and the department to be credited when the accounts receivable is established.

V.
Delinquent Account

A.
When a financial obligation becomes due, the department to which the money is owed will make the initial collection efforts.

B.
If initial collection efforts do not succeed, the department will notify the campus Business Office of the obligation and supporting documents.

C.
Upon receipt of the obligation, the Business Office will book the obligation, place a hold on the student's records, and send the student a collection letter.

D.
If the aggregate amount of the student's obligation is less than $25, collection efforts will cease.  If the student requests some type of service (transcript, registration, etc.), the account must be paid before the service will be rendered.

E.
If the total amount of the student's obligation is $25 or more, a minimum of two follow-up collection letters will be sent to the student by the collection officer.

F.
A final collection letter notifying the student that his/her account has been submitted to a collection agency will be sent if the above efforts fail.

G.
An account will be withdrawn from the collection agency if no results are obtained and the account is returned to the Business Office.

H.
Because corporate sponsors of Corporate Training classes are billed for fees for students as a group, it is necessary to temporarily remove the holds from the records of those students.  Once registration has been completed, the students' records will again be placed on hold.

I.
Students executing payment plan promissory notes which provide for release of personally identifiable information shall permit the College, in aid of collection, to release name, address and phone number to a collection agency, credit bureau, attorney or other person or entity authorized by the College to undertake collection.

VI.
Returned/Dishonored Checks

When a check is returned to St. Petersburg College by the College's depository bank for any reason, such as insufficient funds, account closed, stop payment, or any other reason as determined by the depository bank and for any amount, the College will take the following steps until the obligation is satisfied:

A.
Student Checks

1.
Assess a dishonored check charge of $25 against the drawer of the check, unless the check is dishonored due to bank error.

2.
Notify the drawer of the check by letter sent by certified mail that the check has been dishonored and request payment for the check and the dishonored check charge ($25) within seven (7) calendar days from the date of the letter as stated in the letter.  The notification shall comply with Chapter 832.07, F.S., which establishes the basis for criminal prosecution.  A HOLD will be placed on the student's records preventing registration for any additional credit classes.

3.
If the dishonored check is in payment of an obligation of a student and the drawer of the check is not the student, notify the student (in addition to the drawer) by certified mail that the check has been dishonored.  In addition, the student will be personally served where possible.

4.
Allow ten (10) calendar days from the date of the letter to the drawer and/or student for the obligation to be satisfied.  If the check is in payment of matriculation, tuition, or other student fees, the student will be withdrawn from classes.

5.
Begin collection proceedings against the drawer and/or the student.

6.
If the student has been withdrawn (Z drop) from classes, subsequently satisfies all financial obligations to the College, and desires to be reinstated, the student must obtain the authorization of the instructor for each course involved, re-register, and pay the late registration/ reinstatement charge.

B.
Employee Checks

1.
Assess a dishonored check charge of $25 against the employee who endorsed the check or the drawer of the check and/or both at the option of the College.

2.
Notify the employee, the employee's supervisor, and the College President through College mail marked "confidential" that the check has been dishonored and request payment for the amount of the check and the dishonored check charge within three (3) calendar days from the date of the letter.

3.
Allow seven (7) calendar days from the date of the letter to the employee for the obligation to be satisfied.  If repayment is not received, send a copy of the letter to human resources for inclusion in the employee's personnel file.

4.
If payment is not made within ten (10) calendar days, begin collection proceedings against the employee.  All collection or legal fees assessed will be paid by the employee in addition to the check amount and dishonored check charge.

5.
If two (2) or more checks are dishonored, the employee, the employee's supervisor, the President, all College business offices, and Human Resources will be notified in writing and check-cashing privileges will be discontinued.

All payments for dishonored checks must be made either by cash, cashier's check, or money order, Visa, or Master Card.

VII.
Bankruptcies

A.
Students

1.
Students who have been placed on "HOLD" for non-payment of any financial obligation to the College may, under Federal law, file for bankruptcy.  If a student states that a bankruptcy suit has been filed on their behalf, the College may request the name of the student's attorney or a copy of the bankruptcy petition for verification.  If it is determined that a petition in bankruptcy has been filed, the "HOLD" shall be released and the student's file shall be forwarded to the General Counsel’s Office for further action.  

2.
If the debt is dischargeable, the General Counsel’s Office will file a claim in the bankruptcy case.  Upon conclusion of the bankruptcy, the student's file will be returned to Business Services.  

If the debt is non-dischargeable, the General Counsel’s Office will notify the U.S. Bankruptcy Court that the College deems the debt to be non-dischargeable.  After the court has been notified, the student's file will be returned to Business Services.  

3.
Upon the discharge of the student/debtor, Business Services may pursue collection of the non-dischargeable debt and the "HOLD" may be reinstated.

B.
Other College Debtors

1.
A person or an entity that is delinquent in its financial obligation to the College may, under Federal law, file for bankruptcy.  If notification is received that a petition in bankruptcy has been filed, Business Services shall forward said notification and any information regarding the debt to the General Counsel’s Office for further action.  

2.
The General Counsel’s Office will file a claim in the bankruptcy case.  Upon conclusion of the bankruptcy, the General Counsel’s Office will return the file to Business Services.

History:
Amended - 5/3/83, 5/15/84, 8/19/86 (effective 8/25/86 to begin with Session I, 1986-87), 6/16/87, 9/15/87, 12/15/87, 2/7/89, 10/17/89, 1/16/90, 1/22/91.  Effective - 1/29/91, 9/24/91.  Filed - 9/24/91.  Effective - 9/24/91; 12/15/92.  Filed - 12/15/92.  Effective - January 1, 1993; 4/20/93; 3/19/96.  Filed - 3/19/96.  Effective - 3/19/96; 8/15/00.  Filed - 8/15/00.  Effective - 7/10/00; 11/18/08.  Filed – 11/18/08.  Effective – 11/18/08.
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