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PROCEDURE FOR:

ACCOUNTS RECEIVABLE – CARPET CLEANING
It is the policy of Electrodry that fees must be paid prior to work being carried out.  
It is important that customers are advised of our payment terms at the time of booking.

Generally, credit will only be extended to commercial customers who have been approved by the General Manager or his/her delegated officer.

When making a booking, please allow at least 24 hours for processing of account application.

PROCEDURE:
Step 1:
Call Centre/Technician to advise customer of our payment terms.  

· Cash

· Cheque

· Credit card

Step 2:
If a customer requests the work to be put on account, the customer is provided with a New Account Form which must be submitted to the Accounts Receivable Officer.  
Please note:  this option is provided to Commercial Customers only. In the case of real estate move outs, the Real Estate Agent must complete a New Account Form.  All other customers should be advised that we require payment on delivery of service.
Step 3:
Accounts Receivable Officer to seek approval from the General Manager or a line manager.  

Step 4:
Line Manager advises Accounts Receivable Officer of authority to raise an account.
Step 5:
Accounts Receivable Officer to record details of approval against the job in the booking system.
Please note:  it is the responsibility of the technician to ascertain payment method prior to performing the work.  Where a customer indicates that they wish an account to be issued, the technician is not to perform the work until such time as appropriate authorisation has been given by their line manager as per the procedure above..
Step 6:
Technician to advise the Accounts Receivable Officer when the job is completed, providing details of Job and the Cost.
Step 7:
Accounts Receivable Officer to issue an invoice for the services.  Note:  payment terms on most accounts is 7 days NETT unless otherwise authorised.

Step 8:
Accounts Receivable Officer to record details of payment into the booking system when funds have been received.

Step 9:
Where an account is outside the agreed payment term (i.e. 7 days or as otherwise agreed), the Accounts Receivable Officer is to ensure appropriate follow up action is taken.

Step 10:
Where follow action has not been successful, the Accounts Receivable Officer to advise the General Manager who will decide if the account should be referred for external debt collection.
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