BOROUGH OF TARENTUM

318 E. SECOND
AVENUE TARENTUM,
PENNSYLVANIA 15084

Borough Policy: Accounts Receivable and Revenue Collection Policy

Purpose:

To establish uniform and efficient procedures for billing, recording, and collecting revenues due to the Borough of
Tarentum, ensuring accountability, transparency, and adherence to applicable laws.

Scope
This policy applies to all Borough departments involved in generating, billing, and collecting revenues, including
taxes, utility services, fees, and fines.

Policy Statement

The Borough is committed to efficient revenue collection processes that support fiscal responsibility and ensure the
timely collection of funds. All accounts receivable activities must comply with relevant laws, Borough policies,
and financial best practices.

Definitions
*  Accounts Receivable (AR): The amounts owed to the Borough by individuals, businesses, or other entities
for goods or services provided.
= Revenue Collection: The process of receiving payments for Borough services, taxes, fees, and fines.
= Delinquent Account: An account where payment is past due based on the agreed payment terms.

Procedures

1. Invoice Generation and Billing
1.1 Utility Services Billing:
= Utility bills for water, trash, and electric services are issued monthly at the end of the month for the
previous month.
1.2 Service Fees and Permits:
= Invoices for service fees, permits, or other charges must be issued within five (5) business days of
service delivery or approval of the permit.
1.3 Taxes and Assessments:
= Tax bills will be issued as per the Pennsylvania Borough Code and applicable state laws.
1.4 Invoice Content:
= All invoices must include the following:
- Invoice number
- Date of issuance
- Amount due
- Due date
- Payment methods and contact information

2. Payment Terms
2.1 Payment is due by the date specified on the invoice, generally within 30 days of issuance unless
otherwise noted.
2.2 Payments may be made via:
- Check (mailed or in-person)
- ACH transfer or online portal
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- Credit or debit card (if available)
2.3 Payment terms for utility bills, taxes, and other fees will be detailed on the bill or invoice.

3. Revenue Collection
3.1 Daily Deposits:
» Payments received must be deposited in the Borough’s designated bank account daily or the
next business day.
3.2 Receipt Issuance:
= Receipts must be issued for all payments, whether received in person, by mail, or
electronically.
3.3 Posting Payments:
*  Payments will be posted to the appropriate accounts in the financial system (Tyler ERP Pro
10) within two (2) business days.
4. Monitoring and Follow-Up on Delinquent Accounts
4.1 Delinquent Notices:
* Notices for overdue accounts will be issued monthly. Utility shutoffs for non-payment
typically occur between the 15th and 16th of the month.
4.2 Payment Arrangements:
= Payment plans may be offered at the discretion of the Borough Manager for delinquent
accounts, based on documented financial hardship.
4.3 Collections:
= Accounts delinquent for more than 90 days may be referred to a collections agency or legal
action may be pursued.
5. Internal Controls
5.1 Segregation of duties must be maintained in the revenue collection process to prevent fraud and ensure
accuracy:
*=  One individual generates invoices.
= A second individual receives and records payments.
= A third individual reconciles receipts and bank deposits.
5.2 Regular audits will be conducted to ensure compliance with this policy.
5.3 Adjustments to accounts (e.g., waivers, refunds, or credits) must be approved in writing by the Finance
Director and Borough Manager.

Roles and Responsibilities
= Accounts Receivable: Responsible for generating invoices, posting payments, and maintaining AR records.
= Finance Director: Oversees revenue collection and ensures compliance with policy and regulations.
= Borough Manager: Approves significant adjustments or payment arrangements.
=  Borough Council: Approves write-offs for uncollectible accounts exceeding $500.00.

Policy Compliance

Failure to adhere to this policy may result in disciplinary action and, in cases of fraud or gross negligence, legal
action.

Appendices

» Appendix A: Sample Delinquent Notice Template

» Appendix B: Payment Arrangement Agreement Template
* Appendix C: Revenue Collection Reconciliation Checklist

Approval:
EFFECTIVE: Immediately APPROVAL:

DATE: 12/10/2024 Dwight Boddorf, Borough Manager
LAST REVISED:
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COUNCIL APPROVAL DATE: 12/10/2024

APPROVAL:
Scott Dadowski, Council President
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