
Accounts Receivable
The agency maintains accounts receivable for the following types of receipts: ________________, _______________, ________________ [describe any fees, fines, taxes, gaming revenues, interest income, charges for services, etc., received by the agency] [C1]. 

[Note: When identifying the positions performing a task, both the primary and backup positions should be included.  Use the official job title and include the position control number (PCN) if more than one position shares the same job title.] [C2]
The duties of (1) collecting/receiving funds and (2) posting payments to A/R ledgers are segregated among individuals.  [Note: For agencies with limited staff, where segregation of duties is not possible, compensating controls should be noted.]  [C3]

Position Title

                      PCN                      Duty # (1 or 2)       
Billings are sent at least monthly [unless specified otherwise by statute, then note timeframe] on a pre-numbered, dated invoice which states the terms and conditions for payment [C4]. 

The controls in effect for collecting/receiving A/R payments are the same as those used for the collection of revenue [C5].

All payments received from a single payee that total $10,000 or more are received via electronic transfer [C6].
The subsidiary ledgers document each customer’s beginning balance, charges, payments, remaining balance, and other pertinent information including the customer’s name, address, and account number [C7].
Payments are posted to the subsidiary ledgers by ___________ who is independent of the collection process [C8].
Supporting documentation is retained for all increases and decreases to the A/R ledgers [C9].
Any account adjustments for returned merchandise, returned checks, penalties, interest due, etc., shall be documented in agency records using appropriate forms and reviewed and verified by supervisory personnel [C10].  

Any customer or taxpayer disputes regarding payments or amounts owed are investigated by an individual independent of posting to the A/R ledgers [C11].

The A/R subsidiary ledgers are reconciled to source documents at least quarterly [C12]. 
The ______________, who is independent of the collecting/receiving process, reviews and approves the reconciliation [C13].

An aged accounts receivable report is generated monthly and reviewed by ___________ who is a supervisor independent of the collecting/receiving process [C14].

When receivables become past due, an initial delinquency letter is issued after 30 days and a final delinquency letter is issued after 45 days [C15].

Accounts less than 60 days past due are considered for ‘debt offset’ (in which a request is made of the Controller to put a vendor ‘on hold’ so that any future payments owed to the vendor will be intercepted until the debt is satisfied) [C16].
Receivables which are greater than 60 days past due are assigned to the Controller’s Office for collection [unless the agency has been issued an exemption from the Controller’s Office, then note exemption] [C17].

Receivables greater than 90 days past due are reviewed and considered for write-down or write-off by management unless otherwise specified by statute [C18].
Before the write-off of an account, the agency will make every effort to collect the outstanding debt through, for example, phone calls, emails, arranging for payment plans, or other means [C19a].  All collection efforts will be documented and maintained [C19b].

Write-offs of accounts are approved by an individual who is independent of the collecting/receiving payments and posting to the A/R ledgers [C20].

If the agency determines that it is impossible or impractical to collect on the outstanding debt, the agency will request the Board of Examiners to approve the write off of the debt by the agency [C21].

Accounts receivable balances are reported to the Controller’s Office quarterly, and at fiscal year end [C22].

Total collections on accounts receivable are reconciled at least monthly to the postings to individual receivable accounts [C23].
Accounts receivable trial balances are reconciled annually to the Controller’s Financial System (DAWN) [C24].
The computerized accounts receivable system [if one exists] has system controls which limit access to additions and deletions to customer records and to other possible changes [C25].

Accounts Receivables procedures are documented and reviewed annually for any needed changes [C26].
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