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[bookmark: _seuk7zjokge4]1. Purpose:
This SOP outlines the process for managing the accounts receivable of our clients, ensuring timely and accurate billing and collection of payments.

[bookmark: _4erjhwvoowqw]2. Scope:
This SOP is applicable to all accounts receivable activities for the MSP.

[bookmark: _hilkrq2rcqd1]3. Responsibilities:
· Accounts Department: Managing and maintaining accounts receivable, preparing and sending invoices, and ensuring collection.
· Sales Team: Providing necessary service details for billing and assisting in resolving any client billing disputes.
· Client Service Managers: Acting as a bridge between the client and the Accounts Department.
[bookmark: _qk0nb75bud9u]4. Procedure:
[bookmark: _phbl45fh82ap]4.1 Client Onboarding:
· Upon acquiring a new client, collect all necessary billing details, including billing address, contact person, and preferred mode of payment.
· Enter the details in the accounts receivable system and assign a unique client ID.
[bookmark: _2wm2zlmpr6iq]4.2 Billing:
· At the end of the billing cycle (monthly/quarterly), compile the services provided to the client.
· Create an itemized invoice, listing all services and the respective charges.
· Review the invoice for accuracy.
· Send the invoice to the client via their preferred method (email, postal mail, etc.).
[bookmark: _ql8hy6tqhhfw]4.3 Payment Tracking:
· Record the due date for each invoice.
· Monitor the accounts receivable ledger to track incoming payments.
· If a payment is received, mark the invoice as 'Paid' and update the ledger.
· If a payment is not received by the due date, proceed to the follow-up process.
[bookmark: _qan2viszab94]4.4 Follow-up Process:
· 1-7 days after due date: Send a friendly reminder email.
· 8-14 days after due date: Call the client and discuss the unpaid invoice. Offer any assistance if they have queries or concerns.
· 15-30 days after due date: Send a formal letter requesting payment and informing potential late fees.
· After 30 days: Consider additional collection actions, including hiring a collection agency or legal proceedings, after internal review.
[bookmark: _gu0vup3vyy9l]4.5 Handling Disputes:
· If a client disputes an invoice, escalate the issue to the Client Service Manager.
· Collaborate with the Sales Team to clarify any misunderstandings.
· If an error is found, adjust the invoice accordingly and notify the client.
· If no error is found but the client is still dissatisfied, consider a negotiation or settlement after management review.
[bookmark: _oo3mgjm42jsp]4.6 Record Keeping:
· Maintain all invoices, payment receipts, and communication records for a minimum of seven years.
· Ensure the system is backed up regularly and data is encrypted to ensure confidentiality.
[bookmark: _yjosocm730em]5. Review & Improvements:
This procedure will be reviewed annually to ensure relevance and effectiveness. Any improvements or modifications will be documented and communicated to all relevant stakeholders.
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