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Accounts Receivable Invoices (Texas A&M AgriLife AgriLife Research)
Accounts receivable invoices are prepared by billing units to bill for goods and/or services
rendered. This allows revenue to be recognized at the time goods or services are rendered, instead
of when the payment is received. Invoices are submitted to directly to the customer from the unit.
Invoices should be issued within one week of the date of delivery of the goods or the date the
services were performed. All payments are due within thirty days of invoice date.
A.

Invoice Numbers
a. Invoice numbers are to be unique with a consecutive number sequence.
b. Receivables maintained by units should be kept on some computerized system
for Accounts Receivable (QuickBooks, Quicken, etc.).
c. At a minimum, reports should be prepared and maintained detailing the total
amount due by invoice and the age of any outstanding balance.
B.
Requests to maintain departmental receivables manually must be
approved by the Chief Financial Officer (CFO).

C.

Past Due Amounts
a.
Overdue invoices should be handled as follows:
1. 30 days past due: Mail past due notice to customer.
2. 90 days past due: Mail past due notice and copy of invoice to
customer.
3. 120 days past due: Contact invoice customer by phone.
4. Billing unit is often contacted for assistance in collecting the
overdue invoice.
5. Agency CFO is notified.

b.
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6. For more information refer to system policy
http://policies.tamus.edu/21-01-04.pdf
Write –Off Procedures
1. A write-off is a request to remove any uncollectible revenue from the
sale of a good or services that is at least one year old from a
department’s account and re-class it as a bad debt expense.
2. At no time is a department allowed to waive an uncollectable debt
without submitting a write-off request.
3. Departments may not reduce or cancel payments due from
customers.
4. Invoice write-offs may be requested at fiscal year-end after one year
of collection efforts or the receipt of a bankruptcy notice. The
Accounts Receivable Write-Off Request (AG-219 – Example below)
form is due to Accounts Receivable via Laserfiche Work in Progress –
Accounts Receivable & E-Commerce Folder, and reviewed by Chief
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Financial Officer. For more information, refer to
http://agrilifeas.tamu.edu/documents/write-off-procedures.pdf
5. Invoices may only be written –off when the customer is an external
customer. External customers are not members of the TAMU System.
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