PROCEDURE FOR OVERDUE ITEMS
1.
Early Email Notices 
Customers who have supplied email addresses will receive email reminders about item(s) due 2 days before those item(s) are due.  This notice will be generated automatically.  If customers have trouble receiving the emails, verify the email address and then suggest they add carbill@will.state.wy.us to their email contact list.

Responsible person(s): automatic


Time Frame:  two days before item(s) are due

2.
Overdue Email Notices
Customers who have supplied email addresses will receive email reminders about overdue item(s).

In J Client, click on Reports tab, Finished Reports task, and report name First/Final.  Click “view”.
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Deselect “view log” and select “only those with email addresses”.        Click “OK”.  This report should be completed every day the library is open.
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Please note, the WYLD office has strongly encouraged libraries not to delete the FIRST/FINAL reports as the information is hard to recreate if the report is accidentally deleted.  These reports delete automatically after about 2 weeks.  You can delete these reports after you have printed the information but do not ask the WYLD office to recreate the reports.


Responsible person(s): Branches - Managers, Main Library - Marilyn 


Time Frame: 7 days after items are due

3.
Call Customers

Using the same steps in #2, click “All”        and review the list.  Before calling customers, verify items are not on shelf.  Call all customers, even customers who received email notices.  Offer to renew items.


Responsible person(s): Branches - Managers, Main Library - Marilyn 


Time Frame: 7 days after items are due
4.
Postcards

If you are unable to reach a customer via email or phone, mail a postcard or if items are not returned in 10 days after a phone call, mail a post card.  Only send one postcard reminder.

Responsible person(s): Branches - Managers, Main Library - Marilyn 


Time Frame: 10 days after phone call unless no message could be left; at this 
point, overdue items are 7 to 14 days overdue 
5.
Turn over to Marilyn
Turn the overdue over to Marilyn two weeks after postcard has been mailed.  Fax the “Request for Billing” form to Marilyn or email all the information to her.


Responsible person(s): Branches - Managers, Main Library - Marilyn 


Time Frame: items are 21 to 28 days overdue

6.
Invoice for Items
A letter is mailed stating the cost of materials.

Responsible person(s): Marilyn 


Time Frame: about a week after “Request for Billing” form is received; overdue 
items are 28 to 35 days overdue

7.
Final Demand Letter

A final demand letter is sent.

Responsible person(s): Marilyn 


Time Frame: approximately 6 weeks after items are not returned

8.
Turned over to Collection Agency
Accounts are turned over to collection agency for additional collection procedures.


Responsible person(s): Marilyn 


Time Frame: done in batches every 3 months or so
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