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PROCEDURE FOR MONITORING OPEN DB RECEIVABLES
1.0  Purpose

To document the policy and procedure for monitoring open DB receivables.
2.0  Scope

Applies to all direct bill transactions.
3.0 Procedure
Report to be provided by Accounting:

A. On the first of every month, Accounting Manager will run an aged Open Receivable report with the following parameters:
· Receivables to be aged by 90 days (i.e. invoice entry date to be 90 days prior to run date)
· Policy expiration date to be 6 months prior to run date and prior (e.g. if run date is January 1, 2009, run to include policies with expiration date of June 30, 2008 and prior)
B. Report to be distributed to:
· Personal Lines Department Manager
· Client Consulting Group (including Construction, AOAO) Unit Manager for AMs and AAs
· Commercial Lines Unit Managers for AMs and AAs
· Branch office (Makai, Maui, Hilo, Kona) Unit Managers
Operations’ Responsibility:

A. Unit Manager to sort report and delegate item to appropriate Account Manager to research.  
Prior month’s items that were completed by Operations may still remain on report if Accounting has not completed their research.  Unit manager to filter report by invoice entry dates to eliminate completed items before delegating to Account Manager.
B. Account Manager to review and confirm whether invoices on report are correctly entered.  Notation must be made on spreadsheet under “Comments” column:

a. Invoice correct

b. Invoice voided; reason

c. Invoice revised; reason

d. Name of person doing research and correction and date
Review must be completed by month-end.

Accounting’s Responsibility:

A. If invoice voided or revised, offset with original invoice, as needed.

B. If invoice correct, follow-up with carrier.

C. If carrier not responding, escalate up to Atlas’ President or Executive Vice President.

D. Controller to update Executive Management on a monthly basis.  Trends will be identified and Controller to advise Operations’ manager to have procedures developed to avoid future problems.
4.0 Exemptions

No Exemptions

5.0 Effective Date

2/1/09 
6.0 Policy Revisions 

Atlas retains the right to make revisions and changes to this policy at any time.
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