Men Helping Men Collection Procedure

Work Flow Chart
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6.01 - New accounts are sent by mail on are delivered to the Probation Department by Dan Chinn. 








6.02 - Information is entered into our Microsoft Office Excel spreadsheet for Men Helping Men and a copy is printed.  








6.03 - Research conducted to verify each defendant’s DOB, SSN, CA driver’s license number and current address.  Once verified, mail merge file is completed and demand letters are printed and sent to the defendants.  








6.04 - Cases are opened for each defendant in LQ beginning with the letter D.  








6.05 - Total amount owed by defendant is split into an 80% / 20% ratio.  80% of money collected will be returned to Men Helping Men and is inserted into the BATTERR2 distribution line, 20% of money collected will stay with the Probation Department and is inserted into the COLLMHM distribution line.  Probation Department case set up fee is added.  Once case goes delinquent, Probation Department wants the processing of installment payment fee to be automatically added by the new system.  The list with the new totals is entered into the Men Helping Men master file. 








6.06 - Defendants are given 30 days to respond to first letter.  Defendant contacts the assigned collection officer.  





6.09 - Payments reported in the following manner:  The master Excel spreadsheet listing of money Men Helping Men is to receive is emailed to Dan Chinn and Probation Finance supervisor.  The Probation Finance supervisor sends a warrant (check) request to the SLO Count Auditor/Controller’s Department for the amount collected to be mailed to Dan Chinn at Men Helping Men.





6.07 - Monthly payment arrangements made.  Defendant sent monthly billing statements until account paid in full.  Defendants stop paying:


Payments received from defendant: 





6.08 - FTB-CODC administration fee added (17.64706%) of total added to case.  Case referred to FTB-CODC for collection and FTB-IIC.  Payments received from FTB-CODC or FTB-IIC:





6.10 - Adjustments to cases are done via telephone to/from Dan Chinn with email verification completed.
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