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Accounts Receivable Policy

Phone Script:

· Your Name @ Phoenix Internet Billing Dept.

· I see your account is past due.

· Last payment received was on (Date)

· Or  'You’re X-days past due."

· When can we expect to receive another payment?

· If "Check is in the mail", get check number, amount, and date mailed.

Phoenix Internet 

2922 West Clarendon Ave

Phoenix, AZ 85017

Phone: 602-234-0917

FAX: 602-234-0699

When calling past due customers
Use Platypus – Customer Form - Invoice tab and View Payments icon

· Use the information in these windows to see when last payment was made and payment pattern.

· Even though a payment was made recently, it might be for invoices 2-3 months old.
30-60 Day

· Inform invoices are due upon receipt (We're not Net 30)
· Inform them how long we show them past due.

· Tell them the amount owed.

· Tell them if the amount owed is not paid by 5 business days that service will be disconnected.

Statement to put in fax (copy & paste):

We are not net 30.  Payment is due upon bill received.  Accounts 60+ days past due risk service disconnection. Thank you.
If 60+ days past due, add:  Amount due must be received in 5 business days to avoid disconnection.  

60-90+ Days

· Shutdown the connection/service.

· Customer should call in saying service is disrupted.

· Tell them that service will not be reestablished until payment is received.

· Credit Cards can not be charged after 3 PM

· Checks can be delivered by mail, overnight, or in person

Shutdown Customers:  
· If we don't get a response in 3 business days, send the customer to collections.
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