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                             CALUMET COUNTY

             DEPARTMENT OF HUMAN SERVICES
           Courthouse, 206 Court Street, Chilton, WI  53014

                           Todd M. Romenesko, Director

	Aging & Disability Resource Center
	Human Services
	Child Support

	Phone:  (920) 849-1451

Fax: (920) 849 -1484
	Phone:  (920) 849-1400

    Fax:  (920) 849-1468
	Phone:  (920) 849-1454

   Fax:  (920) 849-1484


From Appleton:  (920) 989-2700

Crisis Line:  (920) 849-9317; (920) 832-4646

Email:  HumanSvc@co.calumet.wi.us   Website:  www.co.calumet.wi.us
GENERAL BILLING, COLLECTION & WRITE-OFF PROCEDURES

I. BILLING CLERK RESPONSIBLITIES

a. All clients receiving services from Calumet County Department of Human Services will meet with a billing clerk to complete the Financial Information Form.  During this interview, all third party payor information will be collected and an ability to pay determination will be offered to the client.

b. The billing clerk will then bill services to all appropriate third party payors (Private Insurance Companies, HMO’S, Medical Assistance, & Medicare) within 30 days from the date of services, record the respective payments, and will write-off any charges mandated to be written-off by either the Medical Assistance or Medicare Program.  The Business Manager will regularly review all write-offs.
c. The billing clerk will then bill all remaining co-payments and outstanding charges to the respective client.  If a client has “zero ability-to-pay”, as determined by the financial means test, the billing clerk will automatically write-off any remaining liability at this time and no billing will occur.  The Business Manager will regularly review all write-offs.

d. If no response is received within 30 days of the initial billing, a second billing will be sent to the client. 

e. If no response is received within 30 days of the 2nd billing, a third billing will be sent to the client.

f.
If all previous efforts are unsuccessful in collecting the debt, a letter notifying of tax intercept certification will be sent to the client. 

g.
If no response or agreement is reached within 10 days from the date the Tax Intercept letter was sent, the billing clerk will:

i. Route the bill to all supervisors to obtain permission to turn the bill over for tax intercept. .

ii. If it is known that a client’s only source of income is from SSI, AFDC, or MA, do not turn the bill over for intercept.  Place this bill in the “pending” status file.
iii. Turn all accounts with balances in excess of $100.00 over to the Account Clerk for tax intercept.
iv. Review all accounts with balances less than $100.00 with the Director to determine if they should be pursued in small claims court, placed in “pending” status, or be written-off.  (See appropriate section for further information).

II. COLLECTION AGENCY RESPONSIBILITIES

a. First priority will be to attempt to get full-payment on the account or work out a payment plan with the client to get the account paid off.

b. If unsuccessful in obtaining payment but can verify that assets exist, the collection agency will start a lawsuit on the county’s behalf (with written authorization from CCDHS Director) to obtain payment.

c. In certain cases, with approval of the CCDHS Director, the collection agency will negotiate a settlement with the client to settle the debt.

d. The collection agency will, from time to time, turn back unpaid accounts to the county due to the following reasons:

i. Accounts where the client has declared bankruptcy.

ii. Accounts where no assets exist and there are no foreseeable assets.

III. PENDING ACCOUNTS

a. All accounts returned from the collection agency for reasons other than bankruptcy, full payment, or mutually agreed upon settlement, will be placed in a “pending” status and will be reviewed at least once every six months for further action.

b. Accounts will remain in “pending” status until full payment, a settlement, or the statute of limitations expires (10 years from the date of last activity).

IV. WRITE-OFF ACCOUNTS

a. All accounts where bankruptcy has been officially documented will be immediately written-off.  The Business Manager will regularly review all write-offs.

b. All accounts exceeding the statute of limitations, (10 years from the date of last activity), will be written-off.

c. All accounts can be written off with the prior approval of the Director.  

V. DOCUMENTATION

a. Financial documentation on client accounts that are paid-in full, settled by mutual agreement, or are written-off because of bankruptcy, will be retained for a period of seven years from the date of last payment or “official” bankruptcy.  After the seven years has expired, all documentation will be shredded with the exception of a summary history of the account charges and payments.

b. Financial documentation on client accounts that are written-off because of the statute of limitations expiring (10 years from date of last payment) or for other prior approved write-off reasons will be retained for a period of seven years from the date of the write-off.  After the seven years has expired, all financial documentation will be shredded with the exception of a summary history of the charges and payments.
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