Gryphon Society Collection Procedure

Work Flow Chart











4.01 - New accounts are sent by mail or dropped off at the Probation Department from Gateway Help Inc. / The Gryphon Society. 








4.02 - Information is entered into our Gryphon listing and dated.  Research for correct dates of birth, social security numbers, drivers’ license numbers, and current addresses.  








4.03 - Mail merge file, new case opened in LQ beginning with the letter G.  Payment demand letters are printed and sent.  80% of debt is credited to GH (amount to be collected for The Gryphon Society) listing, the 20% is credited to CG (our fees for the collection of the cases).  Probation processing fee is added as PF.  The defendants are usually given 30 days to respond to the demand letter.  After that date, with no response from defendant, the case is sent to the FTB-CODC for collection.  FTB-CODC administration fee is added and inserted in the electronic case file as FX fee.











4.04 - The cases are entered into the Master spreadsheet for The Gryphon Society.  If contacted by the defendant the cases are set up for payment plans and a monthly statement is sent.








- Once a month, any defendant that has paid will be sent to Gryphon Society.  The Master listing of Gryphon Society is sent monthly to Becky Brown and Joy Bowman (our Accountant) via e-mail.  Joy will then send a warrant (check) request to the Auditor’s Department for the amount collected that month.











