
Non-Student AR Timeline

Revised 11/2023

1 – 30 
days

Department 
enters 

invoice & 
mails to 

customer

4 
months

Statement sent 
with Letter 1 
requesting 
payment be 

made within 30 
days

AR works the accounts 
internally with letters, 

emails, and phone calls.  

6 
months

Statement sent 
with Letter 2.  

Letter 2 warns of 
collection agency 

placement.

AR contacts University 
Department inquiring if  

Department has issue 
with sending customer 

to collection

7 – 19 
months

Account sent to 
collection agency 

for 1 year and 
placed with DAS 
tax intercept if  

SSN on file.  If  no 
activity in that 
time, account 
returned as 

uncollectible.

20 – 32 
months

Account sent to 
2nd placement 

for 1 year. If  no 
activity in that 
time, account 
returned as 

uncollectible.

33 – 45 
months

Account sent to 
3rd placement for 

1 year. If  no 
activity in that 
time, account 
returned as 

uncollectible. If  
customer coded to 
DAS, will remain 

until write off.

5 years 
from 

start of 
cycle

Uncollectible accounts greater than $5,000.00 are submitted 
for approval to the Office of Policy & Management in Hartford 
and less than or equal to $5,000.00 are submitted to the 
University President for approval.  Customer accounts coded 
to DAS will stay with DAS for a period of 5 years before 
submitting for write off.



Non-Student AR Timeline (Step-wise)

Revised 11/2023

Department enters 
invoice in KFS & 
sends invoice to 

customer (via mail or 
email).

Quarterly, A/R mails 
customer statements 

for all outstanding 
charges 30+ days old.

Accounts with 
balances 61-90 days 
old receive Dunning 

Letter 1.

Accounts with 
balances 91+ days 
past-due receive 
Dunning Letter 2 

warning of collection 
agency placement.

30 days after receiving 
Letter 2, account is placed 
with 1st collection agency.  

Accounts with SSN are 
also placed with DAS tax 

offset.

One year after no 
activity, collection 
agency closes and 

returns the account 
as uncollectible.

Non-student A/R 
sends out in-between 

letter and places 
account with 2nd 

agency.

One year after no 
activity, collection 
agency closes and 

returns the account 
as uncollectible.  

Non-student A/R 
sends out in-between 

letter and places 
account with 1st 
agency as a 3rd 

placement.

One year after no 
activity, collection 
agency closes and 

returns the account 
as uncollectible.

Five years after no 
activity on the 

account, account is 
written off.
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