












Memorandum 
 
 
 

Date:  November 28, 2016  
 
To:               Dan Pease, Chief of Fire 

Paul Shafer, Chief of Police 
Julie Logan, Director of Finance 
Rob Sabo, Assistant City Manager  
Ramesh Kanapareddy, Director of Public Works 
Joel Fontane, Director of Community Development  
 

From:  Meriyen Hernandez, Accounts Receivable   

Subject: Outstanding Invoices over 90 days  

------------------------------------------------------------------------------------------------------------------------------------------ 

Attached are past due invoices originated by your department which are over 90 days past due.  
Invoices currently in collections are noted on the report.  Pursuant to the City’s Collections and Write-off 
policy, the Finance Department intends to send these invoices (if not currently in collections) to 
collections unless we are notified by your department by the due date stated below.   
 
The City’s Collections and Write-off policy outlines the policy and procedures to be followed for the 
collection and write-off of an accounts receivable invoice.  Per the policy an account may be deemed 
uncollectible and recommended for write off if: 
 

• The debt cannot be proven or substantiated by evidence 
• The debtor cannot be located 
• It is not economical for the City to pursue collection of the debt 
• The City’s collection agency advises write-off of the debt 
• The debtor has declared Chapter 7 bankruptcy 
• Court Judgments preclude collection efforts or eliminate the debt  
• City Council recommends settlement or waiver of fees or debt 
• Judgment by the administrative hearing officer 

 
Should any of the accounts listed meet one or more of these criteria and you believe it should be 
written-off, please refer to the policy for procedures to initiate a write-off request.  If other 
circumstances surround the account and you are requesting it not be sent to collections or be removed 
from collections, please provide evidence of collection efforts and a brief memo describing the 
circumstances.   
 
Please review the invoices and advise the Finance Department on how to handle these items by March 
29, 2016.  If you have any questions, please contact Meriyen Hernandez at (847) 926-1014. 
 



Request for Council Action  

Referred to Council:   

Subject:  Approval of the Write-Off of Uncollectible Accounts Receivable 

Staff Contact:      
 
 
 

 
Recommendation:     
It is recommended the City Council adopt the proposed resolution authorizing the write-off of 
uncollectible accounts receivable in the amount of $$$,$$$$. 

Background: 
The City’s Collections and Write-off Policy outlines the policy and procedures to be followed for 
the collection and write-off of an accounts receivable invoice.  Per the policy, an account may 
be deemed uncollectible and recommended for write off if it meets certain criteria such as: the 
debtor cannot be located; declaration of bankruptcy by the debtor; or a recommendation by 
the City’s collection agency.  Departments may submit a write-off request and approval of the 
request to write-off such debts is based on the dollar amount of the individual invoice and 
follow appropriate approval thresholds. Approval thresholds are as follows: 

Invoices less than $500 – Department Head 
Invoices of $500 to $999.99 – Finance Director 
Invoices of $1,000 to $4,999.99 – City Manager 
Invoices greater than or equal to $5,000 – City Council 
 
<<Description of Debt and collection efforts made>> 

 

<<Criteria for basis of write-off>> 

 

Financial Impact:  
The Write-Off will reduce current year revenue in account ###.##.###.#### by $$$,$$$.   

DOCUMENTS ATTACHED 
 Attachment 1 – Proposed Resolution 

AGENDA 
ITEM NO:
 4 

TITLE: Adoption of a Resolution Authorizing the Write-Off of Uncollectible Accounts Receivable in 
the Amount of $. 
 



Attachment D 
 

 

 

CITY OF HIGHLAND PARK 

RESOLUTION NO. ____________ 

 

A RESOLUTION AUTHORIZING THE WRITE-OFF OF UNCOLLECTIBLE 
ACCOUNTS RECEIVABLE IN THE AMOUNT OF $$,$$$.$$ 

 
WHEREAS, the City has made diligent efforts to collect on delinquent, uncollectible 

accounts; and 
 

WHEREAS, the write-off of uncollectible accounts is necessary to accurately reflect 
the City’s assets and financial position; and 

 
WHEREAS, it is fiscally responsible to write-off uncollectible accounts. 

 
NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF 

HIGHLAND PARK, LAKE COUNTY, ILLINOIS, as follows: 
 

SECTION ONE: AUTHORIZATION OF WRITE-OFF.  The City Council 
authorizes the write-off of the accounts as listed in EXHIBIT A. 

 
SECTION TWO: EFFECTIVE DATE.  This Resolution shall be in full force 

and effect upon its passage and approval by a majority of the members of the City Council.  
. 

 
 
AYES: 
 
NAYS: 
 
ABSENT: 
 
PASSED: 
 
APPROVED: 
 
RESOLUTION NO. 

  ______________________________________  
                                                                              Nancy R. Rotering, Mayor 
  
ATTEST: 
 
 ______________________________________  
Ghida S. Neukirch, City Clerk 
 

 
 



EXHIBIT A 
 

Uncollectible Accounts Listing 
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