
§12 - Collection of Accounts Receivable and Other Debts

A.    Purpose
This section establishes policy governing collection efforts to be followed by fiscal administrators to
collect unpaid amounts owed the District.  The District has a fiduciary duty to minimize the cost passed
along to others due to unpaid accounts receivable.

B.    General Statements of Policy
1.         The responsibility for collecting accounts receivable rests with the following depending on the type
of account:

a.         The fiscal administrator at each school shall be responsible for the collection of unpaid
student fees.

b.         The Director of Food Services is responsible for the collection of unpaid lunch balances.  The
staff and fiscal administrator at each school is expected to assist the Director of Food Services as
outlined under part D. Informal Collection Efforts.

c.         Accounting shall be responsible for the collection of all other accounts receivable in
accordance with the terms and conditions of each contract (implied or written) or account as
applicable and under the direction of the Business Administrator.

2.         The Board recognizes the need to maintain positive relationships with the students, their
parent(s)/legal guardian(s) and patrons of the District.  With this in mind, fiscal administrators have
discretion with regard to informal collection efforts.  However, at a minimum, fiscal administrators are to
ensure the steps outlined under part C. Informal Collection Efforts are taken to collect unpaid accounts
receivable.  

3.         Fiscal administrators shall ensure that notes about informal collection efforts and copies of
associated letters are kept on file.

4.         Fiscal administrators are authorized to implement monthly payment plans for unpaid student fees
in the event a parent(s)/legal guardian(s) is unable to pay the full amount due of an account receivable.  

a.         The terms of such payment plans should be in writing and signed by both the fiscal
administrator and the parent(s)/legal guardian(s).

b.         It is recommended that such payment plans require a $25 minimum monthly payment.  As
long as the monthly payments are made on time, it is not necessary to include the debtor in further
informal collection notices and efforts.  If, however, a debtor fails to make a monthly payment,
informal collection notices and efforts should resume.

c.         Interest is not to be charged under monthly payment plans except as expressly authorized by
the Business Administrator on a case by case basis.

C.    Informal Collection Efforts



1.    Unpaid Student Fees: 

a.    After 1st semester and again after 2nd semester class fees are charged, efforts should be made
to notify the student and their parent(s)/legal guardian(s) they have outstanding fees.  Such
notification should be general (such as a general notice posted in newsletters, general
announcements over the school intercom, etc.) as well as targeted (such as sending individual
emails, push notices via an automated phone system, etc.) and include instructions on how to make
payment.

b.    At the end of the 1st quarter and again at the end of 3rd quarter, or when Parent/Teacher
Conferences are held, a letter should be handed out or mailed to the parent(s)/legal guardian(s) of
students with unpaid fees notifying them of such. The letter should include 1) instructions on how to
pay the fees, 2) instructions that if they are unable to pay the full amount due but wish to avoid
further notices, they may enter into a monthly payment plan by contacting the fiscal administrator,
and 3) a statement that unpaid fees at the end of the school year could become subject to formal
collections which would result in additional costs. 

c.    At the beginning of May: 

i.    A letter should be mailed to the parent(s)/legal guardian(s) of all graduating students with
unpaid fees notifying them of such.  The letter should notify them of all fees owed and include
a statement that fees that remain unpaid will result in the following: 1) the student not being
allowed to walk at graduation, and 2) any fees unpaid after 30 days being pursued through
formal collections.

ii.    A letter should be mailed to the parent(s)/legal guardian(s) of all students with unpaid
fees who are no longer enrolled at the school where the fees are owed..  The letter should
notify them of all fees owed and include a statement that they have 30 days to resolve the
matter before any unpaid fees are pursued through formal collections.

2.    Low/Negative Lunch Account Balances – Each student’s lunch account balance shall be reviewed
frequently through the school year by the district lunch collection technicians, food service managers
and/or lunch secretaries at each school site. 

a.    Curtesy Notification of Low Lunch Account Balance: If upon review, a student’s account balance
is between $10.00 and $0.01, the student's parent(s)/legal guardian(s) will be notified weekly via
email.  Parent(s)/legal guardian(s) may also sign up for email remainders on the district’s lunch
payment system (may result in double notifications).

b.    Follow-up Notification of Negative Lunch Account Balance: If upon review,

i.    A student’s account balance is between (-$0.01) and (-$10.00), the student’s parent(s)/legal
guardian(s) will be notified two times per week via an automated message system* until the
account is replenished.

ii.    A student’s account balance is (-$10.01) or more, the student’s parent(s)/legal guardian(s)
will continue to be notified two times per week via an automated message system* and will
also be notified daily via email until the account is replenished.  At the end of each month, the
district lunch collection technicians will also prepare and provide unmarked sealed



notification letters for principals to send home with the student to give to their parent(s)/legal
guardian(s).

* Calls shall not occur after 8:00 p.m.

c.    Unpaid lunch fees must be paid in full for a graduating student to walk at graduation.

D.    Formal Collection
1.    An account receivable must be delinquent for more than 90 days before the debt may be submitted for
formal collection. (See 63A-3-302.)

2.    The timing of when formal collections should be initiated is as follows: 

a.    For unpaid student fees – Soon after the 30 days referred to in part C.1.c. have passed, fiscal
administrators shall initiate formal collection for unpaid student fees for those students who have
either moved out of the District or have graduated. 

b.    For unpaid negative lunch balances – Any accounts not paid in full or a payment plan arranged
within 30 days after the last day of school will be subject to third party collections for payment.
 Notifications will be sent at 30 days, 45 days, and 60 days as a final attempt to collect or arrange a
payment plan before sending the account to formal collection.

3.    Formal collection for unpaid student fees and unpaid negative lunch balances is initiated by
submitting the debt (with all requisite information) to the district’s contracted collection agency in “pre-
collection” status. The collection agency will send a letter to the parent(s)/guardian(s) notifying them that
debts not settled at the school within 15 days will be pursued through formal collections. 

4.    Soon after 15 days have passed without receiving payment, the district’s contracted collection agency
will begin to pursue formal collection efforts on the account.  If payment is received during the 15 day
period, the fiscal administrator shall ensure that the collection agency is notified of the collection and that
the collection account is cancelled. Once the collection agency begins formal collection efforts:

a.    Fiscal administrators should exercise caution with regard to answering questions that should be
directed to the collection agency so as to not unduly interfere with collection efforts. 

b.    Payment of the debt should not be accepted at the school or any district office unless expressly
approved by Accounting on a case by case basis.  All payments must otherwise be made directly to
the collection agency.

5.    Fiscal administrators have discretion to recall an unpaid amount from the District’s contracted
collection agency if there is a compelling reason to do so.  The reason for any such recall shall be
documented and kept on file.  
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