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AN OVERVIEW 
Like so many aspects of our lives, the best decision- 

making process when it comes to extending payment 

terms, other than COD to a customer, comes down to 

gut instincts. However, even the most shrewd and 

cautious business people make mistakes. Should 

this happen in your business, or you suspect it may 

happen in the future, we want to offer these 

cautionary procedures to put in place. These will help 

diminish the likelihood of default on payment and also 

provide you with better resources if collection 

assistance is needed.  

This guide will help break down the process into 3 

main steps: 

1. Gathering as much customer data as possible 

2. Acquiring signed default terms 

3. Developing a set time frame to bring in a third party 

collection agency. 

Let's get started...
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1) GET AS MUCH DATA 
ABOUT THE CUSTOMER 
AS POSSIBLE 

We know that for many non-medical businesses, 

people may take issue with you asking for their 

social security number. That being said, many 

people do not bat an eye when they are asked for

a copy of their driver’s license.  This will provide 

you with their i.d. number and date of birth, which 

is beneficial if it is not possible to obtain their social 

security number. Should a customer ask why you 

need this, simply state it’s an internal policy. 

Rule of thumb: if they do not  comply, this is a 

red flag. 
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DID YOU KNOW? In July 2017, 

the 3 credit reporting agencies will 

be removing all civil judgments and 

tax liens from credit scores if social 

security numbers or date of births 

are not present.  



2) HAVE DEFAULT TERMS 
ON YOUR INVOICES/SERVICE 
ORDERS/FINANCIAL 
AGREEMENTS AND MAKE 
SURE YOUR CUSTOMERS 
SIGN THEM. 
Many people have a standard 1½ or 2% per month 

interest term after 30 days on their invoices. Our 

suggestion would be adding this additional clause 

“Customer agrees to be responsible for all costs 

of collection on delinquent balances including, 

but not limited to, 1½% interest (.18 annually), 

collection fees (up to 50%), court costs and 

reasonable attorney fees.” This must be signed by 

the customer or additional fees may not be 

pursued.   
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DID YOU KNOW? The Fair Debt 

Collection Practices Act is a federal 

act stipulating what collection 

practices are legal and what 

guidelines third party agencies must 

follow. Many states also have their 

own version of the FDCPA.  



3) SET STRICT TIME FRAME 
ON WHEN YOU PLACE WITH 
A THIRD PARTY   

There is no guideline on the time that needs to pass 

when placing a debt with a third party, aside from the 

stipulations that may be on your invoices/agreements. 

Typical best practices would be 30 days if no contact 

has been made with the individual owing the balance 

and 60 days if promises are being made but not being 

kept. This allows plenty of time if your balance would 

be best collected using a mechanic's lien. This also sets 

a precedent within the marketplace that your business 

is not one to be taken advantage of. Our philosophy is 

this: You work hard to provide quality service to your 

customers.  You deserve to be paid in a timely fashion 

for your services. 
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DID YOU KNOW? In 

Pennsylvania you have 4 years 

to pursue many types of civil 

cases against an individual or 

business that owes you money. 

The credit reporting statute is 7 

years from the date of service. 



As stated at the beginning of this discussion, you can be diligent, frugal 

and still may face delinquent accounts receivable. In case this happens 

you should look for a few key characteristics when hiring a third party. 

1) Make sure they only work on a commission basis 

Most in our industry, but not all, operate on a commission basis. This 

means they only get paid when you get paid,  Obviously, this is the best 

incentive for your third party and it makes sure your accounts receive the 

utmost attention. 

2) Research if your third party uses auto-dialers. 

A lesser known law called the TCPA, stipulates your need for prior written 

authorization to auto dial someone’s cell phone. As consumers cut the cord 

and move towards relying entirely on mobile phones, this is a very important 

law as you could open yourself up to a lawsuit if the proper guidelines are 

not followed. 

3) Make sure your third party has a customer access portal. 

You certainly do not have time to call a company, get put on hold and have 

to explain who you are and why you are calling. A lot of reputable third 

party collectors purchase a client access portal to allow you to track and 

monitor the progress of your accounts and also allow you to place future 

accounts directly on their site. 

4) Find out if the third party has experience in your industry and is a 

reputable company. 

Some collection agencies may be industry specific.  They may buy debt to 

pursue legal action or they may have an “early out” specialist which is more 

centered on being a payment collector/bookkeeper type role. Also, any 

reputable company would gladly share references and testimonials.  
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We hope this has been informative and 

will be useful to help make sure your bills 

get collected. If you are in the market 

for a reputable third party collector, 

please give Keystone Credit Services 

LLC a call. We are commission based, do 

not use auto-dialers, offer up-to-date 

reporting on your accounts and have 

collected successfully for many of our 

clients. 
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Call a Sales Representative: 

717.271.4900

Visit our website: 

www.keystonecredit.net 

Follow us on Facebook: 

facebook.com/keystonecredit.net


