Non-StudentAccount Receivable Procedure
General

Departments ad wnits of the University my uinder ertain drcumstances xtend gedit for the good
and services they provide. The Bursar's Offidbg [ ity garer adMnistration

Collection ofAged Accounts \

The Bursar's Office with the assistance of the department who provided the gogdsvizes shall take
aggressive action, on a timely basis with effective follgyto collect all claims of the Universftyr

money. The department must make all efforts to assist the Bursar’'s Office with collection of all monies
due.

Three written demands, @0 day intervals, will be mad®y the Bursar’'s Offickefore an account is
declared delinquent Thedemands shall be made upon a debtor in the form of invoices, letters, or other
written communication, properly addressed and delivered to the debtor.

Thereshould be no undue delay in responding to a communication received from the debtor.

Written demands for past due amounts (reminder letters, for example) should also include a statement



(iif) Imminent expiration of any applicable statute of limitations.

Reporting

ANon-Student Aged Open Balance Report will be produced each month by the Bursar's Office. The
report shall contain a listing of the balance due of any{Student account with a balance at intervals
of 30, 60, 90 days and the total amount due. The Bug<€affice Director, Assistant Director, and
Collection Supervisor will conduct a review of this report to determine action for the collection of the
accounts.

This report will be distributed to the Associate Vice President and University Comptroller amtlaymo
basis who will also review its contents. The Bursar’s Office will provide additional information and
analysis as requested.

The report will be provided to the Vice President for Administration and Finance and CFO on a quarterly
basis.

Collectionof Accounts in Default

Towson University is required to use the Central Collection Unit of the State of Maryland as its collection
agency. NotStudent accounts will be administered in compliance with the requirements of the Central
Collections Unit for thé&tate of Maryland.

Accounswith an aged balance in excess of 90 days



be signed/emailed by the Department Head or designee. Exception requests will be reviewed and
approved, denied, or dierred by the CFO or University Comptroller.

Related Policies and Procedures:
COMA 17.01.10 Standards for Administrative Collection of Claims

Comptroller of Maryland General Accounting Division Accounting Procedures Manual, Section 5.2



