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1.0 PURPOSE

To describe the policies and procedure the College of Paramedics of Manitoba uses to
collect on invoices as the result of an order from the Complaints Investigation Committee
or an Inquiry Panel or others as determined by the Executive Director/Registrar.

2.0  DEFINITIONS
N/A

3.0 POLICY
3.1 Invoices issued by the College are payable within 30 days.

32  |Interest at a rate of 2% may be charged in addition to any unpaid amounts
33 Payment in installments shall be considered on an individual basis

34  Two reminder notices for payment will be sent at 60 days and 90 days
3.5  After 90 days a final notice will be sent via registered mail.

3.6 Invoices not paid after 90 days may be sent to a collection agency

3.7  Processing of insufficient funds issues will result in a $50.00 administrative fee per
instance.

4.0 PROCEDURE
41 Invoices for money owed to the College will be sent by email at 30, 60, and 90
days, as needed.

42 Unpaid invoices at 90 days may be referred to a collection agency
4.3 The collection agency used by the College will be licensed and bonded

44 If the collection agency is not able to recover costs a briefing note may be brought
to the attention of Council to consider options for collecting the outstanding
balance including whether a court application should be filed to further recover
costs in accordance with section 127(4) of the RHPA.
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Appendix A
Guidelines

e Interest:
o Interest shall be applied on the 90 day reminder to the payee.

o Interest shall not be applied to invoices where the payee is following a mutually
agreed payment installment schedule unless:

» The payment plan is not followed by the payee and the payment is late
more than 30 days after receiving a reminder.

* The payment plan's means of payment has an insufficient funds issue in
which case interest and insufficient funds fees will apply.

e Contact information:

o When establishing an invoice, the payee's email and physical mailing address are to
be confirmed, with a reminder to the payee to ensure that the college is in their
safe senders list so that invoices and reminders are received.

o ltisincumbent on the payee to keep the college informed of any changes to contact
information or mailing address.

e Reminders:
o The initial invoice shall be sent via e mail and regular mail

o The first and second reminders shall be sent via e mail

o The final reminder shall be sent via e mail and registered mail




