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BLUFFVIEW MONTESSORI SCHOOL
POLICY 755 ACCOUNTS RECEIVABLE

. PURPOSE

This policy outlines the procedures for collection of tuition, child-care bills, lunch
accounts, and processing of worthless checks.

Il. GENERAL STATEMENT OF POLICY

Every effort is made to collect tuition payments/child-care bills and recover the
amount due for worthless checks before remitting to a collection agency.

lll. GUIDELINES

A. DEFINITION
1. Bills for tuition are mailed on the 25th of the month and are considered
due by the 10th of the month.
2. Bills for child-care are mailed by the 5th and due by the 20th of the month.
3. Worthless checks are considered worthless due to insufficient funds or an
overdraft.

B. PAST-DUE LETTERS AND COLLECTION PROCEDURES
1. Past-Due Notice
a. Inthe event a bill remains unpaid after the due date, the office staff
will send a reminder letter informing the student’s parent or
guardian of the amount past due, the due date, and the expectation
of payment on the next business day.
2. 15-Day Past-Due Notice
a. In the event a bill remains unpaid 75 days after the due date, a
reminder letter signed by the Head of School will notify the
student’s parent or guardian by letter of the amount past due, the
due date, and the fact that the obligation has not been paid. The
letter will also invite the parent or guardian to contact the office to
arrange a payment schedule within 70 days. The letter will also
inform the parent that continued failure to pay the past due amount
MAY result in removal of the child from school and/or referral of the
matter to a collection agency.
3. 30-Day Past-Due Notice
a. In the event a bill remains unpaid after 30 days and in the absence
of a payment schedule, the Head of School or designated staff
member:



e  Will notify the parent or guardian to discuss the dismissal of
his/her child from Children’s House or child-care service.

e Upon approval of the Head of School, the child or children may
be dismissed from the Children’s House or denied child-care
services.

e Will send the bill and applicable collection fees to a collection
agency.

C. WORTHLESS CHECKS

1. When Bluffview receives a check returned from the bank due to
insufficient funds the school will notify the parent to make the check good
or collection procedures as defined above will be followed.

D. LUNCH ACCOUNTS (Refer to Policy 534.)



