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Non-Sponsored Accounts Receivable Write-Offs and Balance Sheet Reserves - Procedure
Responsible Office:	MEDFIN Finance and Administration	 
Procedure Sponsor:	Gina Kozak						
Effective Date:		12/16/2025	


Scope
This procedure establishes the process to be followed by the Yale School of Medicine (YSM) in determining that a non-sponsored account receivable is uncollectible and reserving for and/or writing such accounts off from the general ledger as bad debt. 

Non-sponsored accounts receivable balances, in general, are deemed bad debts once they have been outstanding for one year. 

Exceptions to the one-year threshold relate to Fund (FD) 29 industry clinical trials and Epic patient accounts receivable. 

Procedure Purpose
YSM’s accounts receivable balances are to be recorded at a net realizable value, indicating the amount YSM expects to ultimately receive in payment. This accounting is achieved via a write-off or a balance sheet reserve (i.e., and allowance for doubtful accounts or bad debt reserve). 

The write-off of an account deemed uncollectible is a bookkeeping entry only and does not necessarily relieve the payor of its responsibility to Yale University (the university).  Although the uncollected account is no longer reflected in the university’s records, the university may still have a right to the amount. Conversely, the payor may still pay the university on the outstanding balance.
	
Definitions
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[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Procedure Sections 
1. Specific Procedures for Write-offs 
[bookmark: _Hlk121737084]Non-sponsored accounts receivable balances greater than one year old, where all collections efforts have been exhausted and that have had no associated current activity (e.g., a payment plan or a written promise to pay), will be written off. Exceptions to the one-year threshold include FD29 industry clinical trials. Refer to: Industry Clinical Trials, below, for additional information. The Centralized Billing Team will attempt to contact the customer. If the customer is unresponsive, the Centralized Billing Team will notify the department. If the department cannot collect on the balance, the Centralized Billing Team will then initiate the adjustment through the “Write Off Bad Debt On Customer Invoice” function in Workday, which will be routed to the department for approval within the system. When accounts receivable balances are written off, internal assessments are not returned to the department.

If the department can demonstrate that additional steps have been taken to collect the outstanding balances and that the balance is collectible, they will present the related support and approval from its Finance & Administration Manager for review to the YSM Controller’s Office. Refer to Special Situations & Exceptions, below. 

Any collections on bad debts that have already been written off, and revenue will be credited to the department’s cost center. These payments should be sent directly to Treasury Services who will process a corresponding cancellation of the original bad debt adjustment on the invoice in Workday. A cash sale must not be initiated in this case.
1. Specific Procedures for Reserves
At Q2 and year-end, the YSM Controller’s Office will estimate an allowance for doubtful accounts on non-sponsored accounts receivable balances. A bad debt reserve and corresponding bad debt expense will be recorded/adjusted in the general ledger in a YSM Central cost center.
An allowance for doubtful accounts will be recorded based on the aging of invoices as follows: 
	Aging Category 
	Reserve Percentage

	Current
	0%

	31 – 60 days past due
	0%

	61 – 90 days past due
	0%

	91 – 120 days past due
	0%

	121 – 365 days past due
	50%

	Greater than one year
	100%













1. Industry Clinical Trials 
As the life cycle of industry clinical trials tend to be lengthy, invoices may be collectible that have been outstanding for greater than one year. Therefore, regarding industry clinical trials, all accounts receivable balances greater than two years old, where all collections efforts have been exhausted and that have had no associated current activity (e.g., a payment plan or a written promise to pay), will be written off. 

Special Situations & Exceptions
Patient accounts receivable balances recorded through the Epic system are outside of the scope of this policy. Bad debt and other related reserves are calculated monthly based on a payor-specific model. In special circumstances beyond the items noted in other sections, where it is believed that the balance greater than one year old is still collectible, please follow the instructions below.
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to ysmcontroller@yale.edu.  

Roles & Responsibilities
YSM Controller’s Office
· Responsible for maintaining and interpreting this guidance, reviewing and approving exceptions to this procedure, and calculating YSM’s allowance for doubtful accounts for non-sponsored accounts receivable.
Centralized Billing Team (a subset of the YSM Controller’s Office)
· Responsible for collaborating with YSM departments to determine whether non-sponsored accounts receivable balances should be written off and initiating write-offs within Workday. 
University Treasury Services
· Responsible for receiving payments on invoices that have been written off to bad debt and canceling the related write-off in Workday.
Contact Information 
· [bookmark: _Hlk497987165]YSM Controller’s Office: ysmcontroller@yale.edu 
· Centralized Billing Team: ysminvoicing@yale.edu 

Related Information
Workday Reports
· Non-Sponsored Receivables Aging Detail by Cost Center – Yale
· Assets and Liabilities – Yale
· Financial Review Checklist
· Non-Sponsored Payment Detail – Yale 
References
Accounting Manual: Non-Sponsored AR accounting and Guidance

Version History
· 12/16/2025: Added sentence in section 1 at the end of the first paragraph.  
· 03/27/2024: Added Roles & Responsibilities; added “None” to Definitions section; made small grammar and formatting changes (e.g., spelling out Yale University, changing the word “policy” to “procedure” in the Scope section); modified last paragraph of Section 1. to include Treasury responsibilities; updated link and title to document in References section; modified some of the words in the Keywords section
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