
Step 1: Implement Systems

Set up comprehensive payment systems that meet the  
needs of all customers

Payment options are an important part of improving cash flow
Credit Cards, Check-by-Phone, Online Alternatives

Create and follow a standardized billing process to take the 
guesswork out of where you stand on your receivables

 Day 30 – Mail standard itemized statement with balance

 Day 60 –  Mail itemized statement with balance and  
urgency notification

    We recommend verbiage similar to the following:
    Your account with us is now past 60 days. This may 

be a simple oversight on your part. Please give us a 
call to pay over the phone or remit payment by mail 
as soon as possible. Please disregard this notice if 
payment has already been sent. 

   Thanks again for your business.

 Day 75 –  15 days after mailing is sent, follow-up with phone 
call to residence/cell/place of employment

 Day 90 – Send 10 day demand letter
   The following is an effective demand letter:
    Your account with us is now 90 days overdue. 

Payment must be received within 10 days, or the 
account may be referred to Checknet for collections. If
sent to collections, your credit could be adversely affected. 
Please give us a call to pay over the phone or remit 
payment by mail immediately. 

Establish criteria for involving collections in your  
receivables process

Enhance your work orders and/or contracts
Demographic information is key to long term recovery of funds 
due you

Include appropriate collection fee clause to pass on costs to 
customer

Step 2: Train Your People to Use Those Systems

Properly trained employees can help improve cash flow  
by reducing slow paying accounts

Properly knowing and feeling confident in all your company’s 
payment options available to your customers

Verify completeness of all paperwork

Step 3: Include Collections in Your Systems

Sending an overdue account to collections shouldn’t be a  
gut-wrenching activity

Follow pre-determined criteria for involving collections action 
with your clients

Properly handled, collections can salvage a customer who  
may be lost otherwise
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