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1.0 Purpose

Provide structure for the collection efforts for past debtors to the Tau of Theta Tau House Corporation (“the Corporation”).

2.0 Scope

This SOP documents the process for Collections from previous tenants that still have an open account with the Corporation (“past debtors”).
3.0 Responsibilities

The Treasurer is responsible for maintaining the current status of all past debtors.

The Treasurer is responsible for completing the Confession of Judgment (“COJ”) template for past debtors.

The Treasurer, or designee, is responsible for communicating the current status and/or collection status with the past debtors and board members of the Corporation.
4.0 Definitions

Principle balance – amount owed per lease agreement(s) excluding interest and penalties.

COJ – Confession of Judgment
COJ Package – Includes COJ, Spreadsheet detailing all charges (principle balance and all interest and penalties), current statement showing principle balance

5.0 Procedure

5.1 Contact past debtor with fraternal letter including current statement outlining principle balance due the Corporation.  Initial contact can be made either through electronic mail or USPS.
5.2 If no response within 60 days, send second letter with COJ package with delivery confirmation (either USPS Certified or Priority Mail).
5.3 If no response within 30 days of receipt or letter returned refused, send collections notice letter with delivery confirmation.
5.4 If no response within 30 days of receipt or letter returned refused, refer past debtor to collections agent.

6.0 Risk and Safety Notes

6.1 None Known

7.0 Referenced Documents / Attachments

7.1 COJ Template
7.2 Second Letter Template
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