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BAD DEBT POLICY

The purpose of this policy is to establish consistent procedures for identifying, recording, and
writing off uncollectible library fees and other charges (“bad debts”). This policy ensures that the
library maintains accurate financial records while recognizing that certain debts may become
uncollectible after reasonable collection efforts have been made.

Annually, outstanding patron fees such as fees for lost and damaged materials may be
designated as bad debt if the Executive Director determines the amounts are uncollectible.

An account and its debt must meet all of the following criteria:

1. Age of Debt: The debt was incurred more than seven (7) calendar years prior to the
date of the review.

2. Account Inactivity: The associated patron account has been demonstrably inactive
for a minimum of the preceding three (3) calendar years.
a. Definition of inactive: An account is considered inactive if it has no documented

circulation activity (check-outs, renewals) and/or has acquired no new debt.
3. Not belong to another Evergreen Indiana library.

The Executive Director will approve the accounts identified as uncollectible, and the amount will
be reported in the library’s annual financial report as a reduction to the Accounts Receivable.
The total calculated write-off amount and a summary list of affected accounts, with Private
Personal Information (PPI) removed, will be formally presented to the Library Board of Trustees
in the form of a Resolution for review and official approval each calendar year.

Upon Library Board approval of the Resolution, the identified accounts will be cleared of the
specified debt, and the balance will be formally written off from the library’s financial records.

Writing off debt under this policy does not prevent the library from taking collection action or

restricting borrowing privileges for new, uncollected debt incurred after the write-off date, should
a previously affected patron return to active status and lose or damage materials again.
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