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CREDIT LEADHAND
1.
Payments collected by us not recorded by Collection Agency:

- pull folders to ensure information UPDATED, if the account is paid in full make sure central filing               information is updated in record book.

2.
Payments collected and submitted to us by Collection Agency:


-
receipts must be written up for each customer’s account (blue stub). Use code #61 (code #58 if status is 6) post in batch.  Have account status changed from 6 to 5.


-
if account is now paid in full update central filing records.


-
a code 7 on the Collection Agency statement indicates that account is now paid in full. Important to put through offsetting entry of Interest & Legal Costs collected by Collection Agency because this is often included in their payment figure. Always check F4 history screen for balances to calculate adjustment.

3.
Interest and Collection Agency Legal Costs:


-
receipt must be written up for each customer’s account (blue stub), use code #62 and put through in a batch.

*NOTE: if status "6" (write off) ... payment has to be processed through cash drawer. Written receipts must   be given to cashiers.   Have account status changed back to 6 from 5.

4.
Collection Agency Statement: after all files have been brought up to date with payments and charges, check statement and balance. If there is a balance owing, circle and initial and pass to Finance Department for payment. 

5.
Finance Department will process all payments of statement. 

6.
Credit Leadhand to file copy of statement in folder for reference. 
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