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I. Purpose 

 
To describe the basic collection procedures for delinquent student accounts. 

 
II. Procedure 

 
A. Prior to student accounts becoming delinquent, the College will: 

 
1. provide a copy of the promissory note to the students; and 
2. generate an automated notice twenty-one (21) days before the due date, 

informing the students that payment is required. 
 

B. Once student accounts become delinquent, the College will issue those students a series 
of written notices concerning amounts owed to the College.  These notices may include, 
but are not limited to: 
 
1. an  automated  notice  thirty  (30)  days  after  the  due  date  stating  the  account  

is delinquent and student records have been placed on hold; and/or 
2. an  automated  notice  sixty  (60)  days  after  the  due  date  stating  the  account  

is delinquent and student records are on hold; and/or 
3. a pre-collection letter from the Student Accounting Coordinator ninety (90) days 

after the due date stating the delinquent account is being prepared for placement 
with a collection agency. 
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