
CREDIT POLICY HANDBOOK 
Another essential financial service provided to you by CINCB 

 
The Credit Policy Handbook by CINCB was developed to provide essential information to anyone who extends 
credit.  In addition to fundamental information, the Handbook also contains a variety of tools designed to 
minimize the financial risk of extending credit.   
 
Even experienced credit professionals may find the information useful.  A review of the Handbook will at the 
very least confirm that your existing policy is sufficiently comprehensive for today’s economy.  If you do not 
have a formal credit policy, this handbook will help you create a custom policy to meet your specific needs.    
 
This document is an Executive Summary only.  The full Handbook is available by contacting CINCB at 
info@CINCB.ky or via the CINCB website www.CINCB.ky. 

KEY ACTION ITEMS FOR THE BUSY CREDIT PROFESSIONAL 
 
For the busy credit professional, CINCB recommends that you reexamine your credit policy and at a minimum 
consider implementing the three action items below.  These action items give you the option to pursue several 
courses of action that can have a profound impact on your business.  While some of the options may not be of 
interest now, they give you the legal clout to implement options in the future should you so desire. 
 
1. Action Item #1:  Prepare to Achieve 100% Debt Recovery 

To allow you to achieve 100% debt recovery and to be able to pass on debt recovery expenses to the 
debtor, we recommend that your credit application form terms and conditions include the sample clause: 
 
“Should my account(s) become in default, my account may be assigned to a credit bureau/collection 
bureau for collection and/or court proceedings and I may further be charged with collection fees, legal 
fees, and/or court costs to be recovered on an indemnity basis.” 
   

2. Action Item #2:  Prepare to Request Credit Reports 
To give you the ability to seek credit reports that allow you to determine the credit worthiness of a client 
seeking credit, we recommend that your credit application form terms and conditions include the sample 
clause: 
 
 “I grant my permission to you to seek, obtain, and divulge any information regarding my credit history and 
credit account details or proposed dealings with you to or from any credit reporting bureau, any financial 
institution, my employer, or any other person in connection with any of my credit dealings with you; and I 
give same data controllers permission to divulge my information to you or any credit bureau.”   
 

3. Action Item #3:  Determine When to Pass Debt on to a Debt Collector 
Review all the debt that is owed to you and decide at what point it is no longer cost effective for you to 
continue to attempt to obtain payment.  For a high majority of businesses who extend credit, this point is 
usually at 90 days.  Once decided, add this procedure to your credit policy and call a credit bureau/debt 
collection agency to see how they can “partner” with you so that you can focus on your core purpose. 

SUMMARY OF ALL KEY POINTS OF THE CREDIT POLICY HANDBOOK 
 

1. If you do not extend credit, you can significantly increase sales by giving your customers credit or 
charge account facilities 

2. Prior to extending credit, it is vital to have a simple but effective credit policy in place 
3. At a minimum, your credit policy should have a detailed credit application form 
4. Before extending credit, always get a fully completed and signed credit application form 
5. Review the submitted application form, check credit references and obtain credit reports 
6. If credit is granted, set a credit limit and stick to it 
7. Frequently communicate with debtor as per your collection procedures policy 
8. Contact your credit bureau when the account is 90 days overdue for collection help (Don’t let your debt 

languish.  Remember, the longer you wait, the harder and more costly it will be to collect your debt) 
9. Use your credit bureau as your debt collection partner.  Without incurring any expense, you can 

leverage your credit bureau partnership to greatly increase the success rate of your own collection 
procedures. 
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