
Your Own Telephone
Collection System

Setting Up a Successful and Consistent Collection System is Easy,
and The Reward is: Creditors Pay

Utilizing the telephone is only part
of a wall and ceiling contractor’s en-
tire effort. It takes training and ad-
ministration to make it work. And
that can be mastered by you or your
people easily and routinely in a mat-
ter of days.

It’s economical, too. Because the
cost of setting it into operation in-
volves no special equipment. Just the
telephone on your desk along with
some standard stationery material.

Used in conjunction with your ex-
isting Accounts Receivables records
this program can make your collection
efforts much more effective and cer-
tainly much more efficient.

Here’s how we suggest you initiate
it:

1. First all necessary billing infor-
mation and material will have to be
readily available to your credit person-
nel. You’ll also need the following
items.

to indicate the following information:
CONTACT: This should be the full
name of the person who knows the
reason for the overdue status of the
account, and can authorize payment.

ALTERNATE: This should be the
full name of the person who also
knows the reason for the overdue
status, and can authorize payment.
The Alternate Contact should be
called in case your main contact is
unavailable.

PAST PAYMENT RECORD: This
should be a rating system of your own
design to give a collector a history of
the payment performance of an
account.

SPECIAL PROBLEMS, CONSI-
DERATIONS: This is designed to
give the collector an awareness of any
circumstances which could affect the
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2. In addition, you’ll need 5" x 8"
printed cards called the COLLEC-
TION RECORD. Together with the
phone itself, it’s the heart of your
operation. You’ll need one COLLEC-
TION RECORD card  fo r  each
customer.

3. The COLLECTION RECORD
card should include room at the top
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overdue account’s ability to meet
payments when due. (For example,
seasonal variations in a customer’s
business, etc.)

These headings constitute the per-
manent record which will assist a col-
lector in pre-call planning.

The rest of the card is set up as a
record of the collection steps.

4. DATE: This should indicate the
date of the contract.

STEP: This should indicate an
initial—T-for Telephone Call. N-for
Dunning Notice, when used. L-for
Letter, when used.

SPOKE TO: This should be the in-
it ials of the primary contact or
alternate.

RESULTS: A narrative of the con-
tact. This should include the problem
encountered, the payment plan agreed
upon (dates and amounts), and fol-
low-up date. (Follow-up a few days
after payment is due. Allow for mail
delays and posting of payments.)

EMPLOYEE: The collector’s in-
itials are entered here after the
contact.

5. The next step is to go through
your aging report or list of overdue
accounts and fill out the headings of
a collection record form for each one.

6. You are now ready to call the
overdue accounts. (The outline of a
successful call is included in the
pocket.) Immediately after completing
each call, you should record the
results of the conversation, noting the
customer’s reason for being overdue,
the agreement that was reached (dates
and months) and the next follow-up
date.

7. The collection record is now filed
in the appropriate follow-up date
marked from 1-31.

On the first follow-up date the col-
lector should pull the card, and first
check posting to determine if payment
was received. If payment was re-
ceived, the card should be filed into
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the space of the next follow-up date.
If payment was not received, the col-
lector should then call the customer to
determine the reason for lack of
payment.

8. Once all payments have been
received and an account is current, the

collection record card is put into the
alphabetical section of your file box
for immediate reference should that
account become overdue again. The
collection record card is now a perma-
nent record of collection efforts on
that account.
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