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POLICY/

PROCEDURE
I.
PURPOSE:

The purpose of this policy is to establish guidelines for debt collection & the suspension of membership benefits (if applicable) due to delinquent payments of obligations owed either directly to the bureau or to Ingham County which directly and adversely affects bureau funding.
II.
POLICY:
Per Section 5(1) of both Public Acts 59 and 25, occupancy assessment collections must be remitted within 30 days for the preceding month’s collections.  Per Article IV, Section 4.2 of Ingham County Ordinance, Resolution No. 75-131, occupancy taxes collected under Public Act 263 must be remitted within 15 days for the preceding month’s collections.  GLCVB generated invoices must be remitted within 30 days of invoice date.
When an obligation, such as an occupancy tax/assessment payment or an outstanding invoice, becomes more than 30 days delinquent, steps must be taken to commence debt collection from the debtor.  Additionally, the debtor must be informed of the proposed action that will be taken against them, the timeline for the action to occur, and, if applicable, the membership benefits that will be suspended if the outstanding obligation is not remitted within the stated timeframe.  If payment has not been remitted within 60 days of the due date, membership benefits will be suspended until the obligation has been satisfied.
QUOTABLE POLICY STATEMENT:
The Greater Lansing Convention & Visitors Bureau ("Bureau") may not provide services to any member that owes an obligation to the Bureau (or other debt which directly and adversely affects Bureau funding) which has been outstanding for sixty (60) days or more. Delinquent remittance of funds upon which the Bureau depends for operations will necessitate a reduction in services provided.
III.
PROCEDURE:

MEMBER DELINQUENCY – STEPS TO FOLLOW:

Step 1  After 30 days of delinquency, a phone call will be made to the member to inquire about the outstanding debt, and attempt to find out why the debt is delinquent.  The initial phone call will be made to the General Manager of a hotel partner if the outstanding debt is bed tax/assessment funding, or the person named on the invoice if it was generated by the bureau.  At that time, they will be verbally notified of the bureau’s policy regarding suspension of services.  Monthly invoices will commence accruing interest according to the guidelines laid out within Public Acts 59 and 25, or at a rate of 1.5% for bureau generated invoices.
Step 2  After two additional weeks of non-payment from the original contact, another phone call will be made, a meeting with the owner or General Manager will be requested, and a letter will be generated reiterating the delinquency policy and requesting payment.  The letter, to be sent via certified return receipt, shall provide for approximately two additional weeks in which to satisfy the obligation, and will state the final date that payment must be received before member benefits will be suspended.  The meeting is to discuss the seriousness of the issue, and outline the ramifications of membership suspension.
Benefits to be suspended included, but are not limited to, sales leads and referrals, promotion via bureau websites and kiosks, member networking events, member mailings and e-mails.
Step 3  Upon reaching the stated suspension date (60 days of delinquency), a final phone call will be made, and another certified return receipt letter will be sent stating that the member’s benefits have been suspended until the debt has been satisfied.  If the debt is something the Greater Lansing Convention & Visitors Bureau can legally sue for in its own name, the letter will state the final date that payment must be received before legal action is taken.  Bureau employees will be notified of the suspension immediately, and the suspension will be announced at the next Partner Meeting.

Step 4  After the delinquency has reached 90 days, legal options will be pursued. Monthly invoices will commence accruing delinquency charges according to the guidelines laid out within Public Acts 59 and 25 for marketing assessment delinquencies.
DELINQUENCY SATISFIED:

Upon receipt of payment that brings the members account to a current status, the member will receive a phone call, followed by a letter, notifying them that the suspension has been lifted, and bureau employees will also be notified.  The removal of the suspension will be announced at the next Partner Meeting.
OTHER:
This policy is to be included in all new member orientation packages.
NON-MEMBER DELINQUENCY – STEPS TO FOLLOW:
Step 1  After 30 days of delinquency, a phone call will be made to the debtor to inquire about the outstanding debt, and attempt to find out why the debt is delinquent.  The initial phone call will be made to the General Manager of a hotel partner if the outstanding debt is marketing assessment funding, or the person named on the invoice if it was generated by the bureau.  At that time, they will be verbally notified of the bureau’s delinquency policy.  Monthly invoices will commence accruing interest according to the guidelines laid out within Public Acts 59 and 25, or at a rate of 1.5% for bureau generated invoices.

Step 2  After 60 days of delinquency, another phone call will be made, and a letter will be generated reiterating the delinquency policy and requesting payment.  The letter, to be sent via certified return receipt, shall provide for another 30 days in which to satisfy the obligation, and will state the final date that payment must be received before legal action is taken.

Step 3  After the delinquency has reached 90 days, legal options will be pursued.  Monthly invoices will commence accruing delinquency charges according to the guidelines laid out within Public Acts 59 and 25 for marketing assessment delinquencies.

IV.
OTHER
Bureau management has the option to increase time allotments for each procedural step to allow for extenuating circumstances.
Procedural Steps At A Glance:

Members:

30 days
Call

Begin charging interest
45 days
Call to Request Meeting


Send Certified Letter explaining benefit suspension
60 days
Call to inform of suspension

Certified Letter stating:

Benefits suspended 

Potential legal action if payment not received in 30 days
90 days
Send Certified Letter to inform of legal action


Begin charging penalties

Non-Members:

30 days
Call


Begin charging interest

60 days
Call


Certified Letter stating:

Potential legal action if payment not received in 30 days

90 days
Send Certified Letter to inform of legal action


Begin charging penalties

