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	Subject:   WRITE OFF ACCOUNTS 



CREDIT LEADHAND

Approximately Nov 15 of each year select item #25 on delinquent menu. This option will allow you to select status 4 accounts up to a certain date. This option may have a message indicating write off list has been already created. When you press F5 the job will run and delete the work file that was previously created. It will ask for a date that you want to select.

Our present policy is to write off accounts that are one (1)year old or older (eq. if today's date is year 94 requests DEC 31/94). You will receive an exception report, which should be reviewed first before proceeding. This report includes customers that will not written off for reasons printed. These customers will not be included in the work file. If you make a change with these customers you may want to re-run option #25 to include these changes.

If you wish to remove account from write offs use item #27 to make changes to account.  After changes are made use item #26 to print a list of accounts to be written off

NOTE: you may run this report as often as you want before  you select option #28 to post write off's.

On the day ‘write off’s’ are to be posted run a final option # 26 report and use this for your final summary The next step will be post write offs G/L #2500 select Option #28. At this time all accounts written off will be changed to status 6 and amount will remain in customers account for reference purposes only a ‘write off’ report will be generated and keep this with your ‘write off file’ for that year. This amount will not add into monthend aged report (BL032) and monthend transaction report (BL0077. At time of posting a G/L transaction is created (G/L#2500).

Credit Leadhand to list accounts that they feel should be written off and have Finance Manager and Office Supervisor approve accounts for write offs. It will be necessary to write up cash stubs with GL # 80141 00 00 MS to offset customer account numbers.

Make up stubs Misc Arrs # 
in BLUE

GL 80141 00 00 MS  

in RED

Give copy of report to Corporate Services for their information.

All customer files must be pulled and re-coded as C12, recorded in record management system and filed into paid files.
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