Payment Arrangement Checklist

1. How much does the customer owe?

2. How old is the debt?

3. Have they ever been past due or late before?

4. Do they have a job or income?

5. Review their credit limit and credit worthiness to adjust their credit limit.

6. What other bills do they have?

7. Can they split the balance into 3 payments? If not, go down from there to 4 payment, 5 payments etc.

8. Can they pay weekly or bi-weekly? (better than monthly)

9. Can you get the first payment now over the phone?

10. How can they pay – checks, credit or debit cards, online…

11. Set up a specific date the first payment is due and for subsequent payments.

12. Tell them if they miss a payment or are late this arrangement is void and the entire balance will be due immediately.

13. Send a confirmation letter with a payment envelope.

14. Call a day before the next payment is due to make sure they will be mailing it the next day.

15. Call the third day from the due date if you have not received the payment.

16. If they stop paying or stop communicating with you, revoke their credit send them a demand letter for the full balance.

17. If they do not respond to the demand letter, report the debt to the credit bureaus, place them with an outside collection agency or pursue through small claims court.
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Payment Arrangement Agreement

(Print this on your company letterhead and insert your information in the bold fields)

Customers name
Address

Account number
Phone number 
Total balance due   $1000.00
Date

As per my conversation with Michelle Dunn at KTM Auto on (today’s date or the date of your conversation) I, name of customer, agree to pay $100.00 per week/month to progressively clear up my balance of $1000.00 on my account for (furniture, services, whatever their balance is for), until the balance of $1000.00 has been paid in full.

The first payment of $100.00 is being mailed on Friday, March 20, 2009 with subsequent payments to be mailed every Friday until the balance of $1000.00 is paid in full and my balance reflects a 0 balance. 
______________________________________      ____________________

Customer signature




Date

______________________________________      ____________________

Michelle Dunn




Date
CEO, KTM Auto
(603) 536-0000

*If you are unable to make a scheduled payment call this office IMMEDIATELY or your payment arrangement will be null and void and the total balance will be due at that time.
