Invoice Schedule & Procedure

First (Initial) Invoices – white paper
- Use standard window envelope with “Invoice Enclosed” only.

30-Day Invoices – blue paper 
- Use window envelope with “Second Notice” (in red).

60-Day Invoices – pink paper

- Use window envelope with “Third Notice” (in red).

90-Day outstanding balances not to be billed but instead called (by collections).
