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Finance — POA Collections Daily Workflow
Wark Individual Dail
POA Collections - Overview of Daily Staff Processes Collection Staff thm: uI:L;Jsats ai‘;
Daily Processes Promise to Pay
Schedules In-Office Inquiries | Transactions:

RICO Reports
(0410, 1040, 4015 & 4017):

- Adds / Removes enforcement codes
- Update Extensions of Time to Pay
- Hold action on Appeals/ Reopenings
- Send Collection Notices
- Lipdate cases with additional and/or
revisad fine charges
- Update Callection Agency(s)

- Serve Clients
- Complete Customer infarmation / Income &
Expense Forms

Payment Processing:

- Electronically upload RICO
Reports (2010, 2070 )

- Load PayTickets
-Process all payment transactions
in ICON and send spreadsheast
- Reverse Return Cheques

Skip Tracing:

- ICON
- MTO
= Internet
- Insider

Inbound [ Qutbound
Telephone Calls:

- Gustomer Service
= Accept CreditCard Payments
- Obtain Customer Personal &
Financial information
- Megotiate payment
arrangemants
- Extensions of Time to Pay
- Update collection database
with current debtor information
- Deal with and provide direct
payments/updates to 3" Party
Collection Agencies

- Credit bureau
- Agency Database
- Send lo agency

-1 r

Skiptracing required o find
currant addrass for:
- Fines with NFA addresses
- Fines with invalid addresses
- Returned Mail

- Update account with current offender information
- Megotiate payment plans
- Send Collection Notices/ Letters
- Payment Arrangement Latters
- Process payment transactions {credit card,
chegue, debit, gamishments / writ chaques) in
ICON or send spreadshest
- Assign case(s) to Collection Agency(s)
- Fax, File, Photocopy, Inveice Requisitions,
- Update Collection database, Mail Distribution

Certificate of Default & Civil Enforcement:

- Werify Default date in ICON
- Ensure debtor's outstanding fines are included on C of D
- Generate and Print C of D's
- Update database with Claim numbers, Legal Fees
and Post Judgment Interest Rate
- Verify address is current and valid
-Skiptrace to find current address
- Mail Legal Notica to inform deblor of Judgment
- Access credit report for potential employment/bank info to file Notice of
Garnishment and/or Writ
- Prepare all Legal documentation to file in Superion/Small Claims Court for
Certificate of Default
- Assign to agency if legal action cannot be pursued
- Update database with action taken and ensure all applicable legal/
collection agency fees are applied to the debt
- Process all payments received
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Finance - POA Third Party Collection Agency Overview

Collection Agencies Monthly Auto Assignment

Assignment process runs after new cases are imported and are automatically

Monthly—review queued after the Final Notices are sent, Cases that do not have valid addresses

cases for » and/or addresses that cannot be found after Address Cleanup are included in
assignment ko the assignment process. This include cases wherein all efforts have failed and

agencles POA staff manually aclion these cases to be assigned to a collection agency.

Collection Database
automalically
withdraws cases
assigned ta the 1%
Placement Agency(s)
after 8-months

Collection Database -
auto creates export file
for ass ent to 1%
Placemeant Agencias for
&-month placement Receive Weekly
Agency Involces &
Remittances from 1"
Placement Agencies

1* Placement
Collection Agancy

Y

Directs Payments
& Updates are
available live to all
collection
agency(s) via the
colletion database

Collection Database
aulo creates export file
to 2" Placamant

Paymeants are recsived Agency(s)

Upload the Daily Rico
Reports (Paymants,
Extansion Updates) in
Caollection Database

Datac t?a":: tiI: T\um from Collection Agencies
updated with | weekly and reported on a

spreadsheast which is sent
to POA Court to update
ICON

payments posted
by the agencies
)

Caollection Database
aulo creates export file
for assignmant 1o 2™

2™ Placement

gliection Agenz Placement Agencies for Receive Weekly Agency Determine Final
- Involces & Remittances = 2
12-month placement frorm 2™ Placamant ™ Placemen Disposition to cease

Callection

Agency

collection

Agencies

After 12-maonth
placement expires, if no
payments, cases sent
tan Final Dispositon
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Finance — POA Collections Certificate of Default Overview

Waeakly generate list of cases
requiring a Cerificate of
Default

Certificates of Default are
requested as needed whan ROD is
proceading with Civil Enforcemeant

I [COM:
- Original fine amount
- Amaount paid
~Arneunt outstanding
-Offender's Mame

- Default Date
~Current Extansions or
Pending Appeals

Make any necessary
comections 1o cases in
Collection Application

rint Certificales o
Drefaull from Colleclion
Database and farward
to POA Court Manager
via interoffice mail

Genarala Carliicales of
Default including AKA
names on offender cases

Certificates of Default
are reviewed, slgned
and dated by the POA
Court Manager

A Legal Motice is
aulematically genarated
in the Collection

‘Staff updates the Collection
Dalabase with Claim

Certificates of Default are Cerlificates of Dafault are filad in
photocopied to ensure the appropriate Court as follows:
L 4 Ly - =$25,000 Superior Court i number, judgment date,
-<§25 000 - Small Claims Caurt legal costs and post- Database and mailed to
judgment interast rate offendear

original is filed and copy is
maintained for our records.
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Region of Durham POA Collections- Civil Enforcement Overview AFTER Judgment

A Legal Molice is
autamatically generated
from the Collection Database
and is mailed to offender,

Molice is
returned

Run MTC to verify :
= It drivveers licence is
suspended
- Obtain current address

Update
Collection
Database o
“Hold Mail” and
stop further
notices

Frepare the Legal
documentation for
tha appropriata
legal action taken

A Cheque Request is
prepared for the Lagal filing
fees required 1o file the

Not Suspended

Suspended

CHbtain phone number wsing skip
tracing techniques
= Imtermet
-Other Provincial offences

Offender phones or offender is
contacted to advise of judgement and
Civil Enforcement activities will
commencs if fine net pald in full or

Offender completes
customer information &
Income/Expense forms 1o
determine applicable

Contact
Made

Infarm POA Court Services if
Dirivers Licence not suspended
by adding case information to
Drivers Licence: spreadsheet

P jith Civil Enforcem

appropriate action in
Superior or Small Claims
Court

File the Legal documsents
(Gamizhments & Writ's)
with the appropriate court

Staff updates
Caollection Database
with applicable action,
fees and files
documentation

-Maotice of Gamishment for Wages
-Motice of Garnishment for Bank account
= Writ of Seizure & Sale, Proparty
Wit of Seizure & Sale, Personal Lien

{Writs ars filed on case{s) = $5,000)

Suspended

- Phone calls payment arrangements are not ayrreel arangaments
-MTOD nagotiated pay g
Mo Contact Offender does not accept
Phone Employer to verify Made payment arrangements

employment and try to gain
additional informaban

Verify property ownership by wtil

Verify bank account and finan:
investments held at the offend
banking institution

- Staft A Certificate of
Civil enforcement processes Payment is creatsd I
aclivities are tracked payments in ¥ ) |
ta ensure they are ICOM ar send be reviewed, signed
enfo‘rcec e readshest and dated by the POAS
Spreacshes Court Manager

-frea municipalities tax departmeanis
- Region of Durham intranet “Insider”

Offender accepts

lizirg: Bun Credit bureau for
- Offander information Broken Track
= Employment Payment Payments

- Current address
-Banking information

arrangements

cial

er's Staff
processes
payments in
ICOMN or send
spreadshest

Copyef C ol P g
filed in offender's
legal file

Staff filea the C of P in the appropriate
Court {Superior / Small Claims)
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POA Collections — Notice of Motion
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POA Collections — Notice of Motion
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POA Collections - Consent of Motion Overview ission of m

Clerks Dapt
Provides a copy of
Motion to Legal Dept,
FPOA Collections & o

POA Court

Region of Durham, Clerk's or
Start Legal Dept is served with >
Defendant's Notice of Motion

POA Caollections prepares Summary
Motes & Breakdown of Defendant’s
Claim # for Legal Dept

Legal Dept prepares
proposed Consent form to
be signed by Legal &
Defendant on date the
Mation is returnad to Court

POA Collections updates
the file& sends fax to employer/bank
To 'Cease & Hold" any civil
enforcement action.

POA Collections to hold & adjust
any postjudgment interest accrued
until after the 120-day expires.

POA Collections
& POA Court staff
receive a copy of Consent
Crrder granting 120-day
stay of the Cof D &
Civil Enforcemant

POA Collections will follow-up on
the file to moenitor for any Extensions,
Appeals or Payments from

ICON Rico Reports

FOMA Court
awalts further action
to be taken by Defendant
(re: appeals, extensions) &
updates ICON
wilh resulls.
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Motions-Endorsement Order and Schedule

BETWEEN / ENTRE:
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SCHEDULE™A”
WHEREAS:

. Pliﬂ B -0 IV
1. The PI&Intlif has obtained a Small Glalme CourtJudgment in Gourt Flia
Na.- against the Defandant for unpsld Provinclal Otfence fnos
[the "Judgmant'] as set out In the Certificats ofDefault

2. The Defendant has brought a motion asking that the Judgment amdfar .
Certificate of Default be stayed pending the detzrminstion of 3 motan
Reafore the Ontario Court of Juatice to axtend tlne to pay finas in default
under section 68 of the Fravincial Offences Actanclior file an appan! in the
Ontaric Gourt of Justics,

THE PARTIES AGREE TO A CONSENT CRDER OF THE SMALL CLAIRS COURT
AS FOLLOWS:

1) That the Judgrment andfor Cartifisate of Defauit & stayed and clvil .
anfarcement of this matter iz stayad for e perfod of 120 daya from the Gate this
Cansentis fled;

2) That the defendant has 120 days to taks any of the foliowhig stepe:
a) fite an rppeal In the Ontario Court of Justice; or

b} obtzin an axteneion of fme to pay the fine from the Ontarle Court
of Justica undetr the Provinclal Cifences dct;

3 That t:pon bre explry of the 120 days, if the Defsndant has failed to file an
appaal or obinin an extension as set out above, or at any tima after the 120 day
ypericd i the extension of time o the eppeal is denisd, the Flaintiff is antitad o
have the Jedgment andior Cerificate of Defautt re-instated and the atay of givll
enforcemant liffed without any furthter notice to the Ddandant. The Plaintiff may
then bring a motlon bofora the Small Claims Gourt to rinstata ths Judgment
andiar Cortiicats of Default, lift the stay of chil enforcsrmant and renaw any
explred Wrlts of Babzurs and Sads of Land or PersonalProperty, which motion
may be hrought without natlee to the Defendant on en g xparts basls.
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POA Collections Post-Motion Overview

POA Collections &
POA Courl slalfl receive
a copy of Consent Order
granting 120-day stay of the
Col D&
Civil Enforcement

For expired Motions prior |
to this process (prior 2012)

POA Collections prepares

Affidavit to bring a Maotion before

Small Claims Court requesting to reinstate
C of D & lift the stay on any

Civil Enforcement (gamishmentsiwrits).

POA Collections - Expiry of Consent Overview

If no action has been laken by the
Defendant within 120-day stay,

FOA Court to provide
Confirmation (interoffice farm
to POA Collections that the
*- Defendant has taken no action

POA Caollections will request a cheque for the
Mation fees ($40) & prepare Affidavit

to bring a Motion before Small Claims Court

Mations requirad for
Superior Court Judgments
will be prepared & filed
by the Legal Dept.

Copy of Molion
materials will be forward to
POA Cour, attn: Court
Administration Supervisor
to update their records
on the status of the
Defendant's file

andlor the case(s) on the
C of D are In default
after the 120-day stay
has expired

POA Callections files the Affidavit,
Mation & supporiing documentation at
the Small Claims Court to reinstate C of D &
lift the stay on any Civil Enforcemant

(garnishments/writs) without
Matice to the Defendant

POA Collections will follow-up &
request a copy of the Endorsement Order
granting/denying the Motion &
proceed in accordance
o the Order upon receipl.

POA Collections files the
Affidavit, Mation & supporting
documentation (marked as exhibits) -
al the Small Claims Court

POA Collections updates the
File & sends fax to employer’bank to
‘reinstate’ any civil enforcement action,

POA Collections sarves

Maotica to the Defendant via
regular mail & if required
by process server.

If C of D set aside — Any legal costs or interest is removed and only fine
components are due
If G of D or enforcement is stayed - Any legal cosls or interest incurred
prior to the court endorsement of the stay will remain due.
- Any interest accumulated during the stay time period or while the matter
is back in the POA Court is NOT due and needs to be adjusted in DRS,

Past-judgment interest resumes
on the case(s) with judgmant.




Questions / Comments




