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Credit Policy Template

The affiliate may use this information as a guide in developing a policy applicable to the affiliate.

The purpose of the credit policy is to define the parameters in which the <affiliate> provide credit to its customers and the implications in the event that a customer does not provide payment in a timely fashion.

PROCEDURES:
It is the policy of the affiliate to only accept credit card orders from individuals, both members and non-members. Institutions may purchase products and services utilizing one of the following instruments; credit card, purchase order, or contractual agreement. As such, the following procedures will need to be followed:

· Invoice generated within three (3) business days of order or order shipment

· All orders will have a net thirty (30) day payment requirement unless defined otherwise through contractual arrangements

· Thirty (30) days after the date of the original invoice, statements will be emailed to customers accompanied by copies of outstanding invoices

· Sixty (60) days after the date of the original invoice, a final notice of collection will be issued informing the customer that if they do not pay within 5 business days, the affiliate will take the following steps:
· Interest will be charged retroactive to day thirty (30), and at appropriate rates
· Accounts will be stopped from purchasing any additional products or services from the affiliate.
· If the amount owed is less than $1,000, the account will be turned over to a collection agency. In this event, the customer will be responsible for all additional fees.
· If the amount owed is greater than $1,000, the account will be handled by the affiliate’s attorney. In this event, the customer will be responsible for all additional fees associated with the collection.

· Seventy (70) days after the date of the original invoice, the individual will be contacted via telephone, to inform them that their account will be forwarded to collections unless the bill is paid immediately.  A record will be kept of all telephone contacts. If the customer cannot be contacted, or if they will not pay a verified bill, the collection’s process will begin immediately.

· In the event a customer does go through the collection process, and is able to make their account current, all future transactions will need to be paid, in full, in advance, unless authorized by the Treasurer.
