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POLICY & PROCEDURE
SUBJECT:
Recovery of Bad Debt


POLICY
A systematic method shall be utilized to recover bad debts paid by personal check or incurred as personal, unauthorized expenses.

PROCEDURE

1.
The ONCB® Executive Director shall send a letter to the individual responsible for the debt with notification of:

(
Return of personal check and/or

(
Personal unauthorized expenses incurred

2.
If no response is received within 30 calendar days, a second letter shall be sent by the ONCB Executive Director requesting immediate restitution and outlining possible consequences (see #3).  

3.
If no response to the second letter is received within 10 calendar days, the following additional actions shall be taken as appropriate:

· Certification shall be revoked if check return/denied credit card was for recertification.

· Eligibility for certification shall be denied if check return/denied credit card was for certification examination. 
· No further checks or credit card charges shall be accepted from the individual for any reason.

4.       
All bad debts with ONCB shall be cleared before reinstatement of an individual's eligibility for


 examination or recertification.
