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CUSTOMER ACCOUNT REVIEW TASKS
Report successfully Customer
generated? | has outstanding >
I balance?

Generate AR All Report
in system and export
to a spreadsheet Regenerate report Notate on the
spreadsheet and
proceed to checking
next customer

Check each customer

in system for
outstanding invoices

Check for customer’s
| email address

on the record

Customer has email?

| Customer has phone

number on record?

Check for customer
phone number Email to CONTROLLER

and notate in the
spreadsheet

Email customer using template

regarding their outstanding Call customer

balance and notate on the to remind them regarding

spreadsheet their balance then notate
on the spreadsheet

SERVICE AGREEMENT TASK

CONTROLLER to send Customer has SA?
SA Customer List
to SENIOR ACCOUNTANT l

Notate on spreadsheet Check SA signed date

and proceed to check and rename folder with
Get custorper ID and check the next customer the SA signed date then
for tl)e SA in the Customer from the list notate on the spreadsheet
Service Agreement folder




