
CIT Debt Procedure Flow Chart
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CIT Debt Impairment Flow Chart
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Impairment Write-off WaiverStatute Barred Debt

Create allowance for a 
debt at risk of not being 
collected. Does not 
impact legal right to 
recover debt.

Remove debt from 
accounts when it is 
considered uneconomical 
to recover. Does not 
preclude recovery of 
debt at a later date. Must 
be approved by authorised 
delegate.

Waive right to payment of 
debt under s.131 of FMA. 
Recovery of debt cannot 
be pursued at a later 
date. Must be approved 
by authorised delegate.

Outstanding debt where 
repayment can no longer 
be pursued due to 
bankruptcy or provisions 
of the Limitation Act 1985. 

Document nature of debt, 
age, action taken to date, 

and any other relevant 
details.

Prepare brief supporting 
request for impairment for 

approval by CFO

CFO review and sign-
off

Journal to record 
impairment of debt

Approved

Incomplete/ not approved

Document nature of debt, 
age, action taken to date, 

and any other relevant 
details.

Prepare brief supporting 
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approval by Authorised 
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review and sign-off

Journal to record write-off 
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Approved

Incomplete/ not approved

Document nature of debt, 
age, action taken to date, 

and any other relevant 
details.

Prepare brief supporting 
request for waiver for 

approval by Authorised 
Delegate

Authorised Delegate 
review and sign-off

Journal to record waiver of 
debt

Approved
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CIT Financial Hardship Flow Chart
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Has the debtor 
applied for hardship 

consideration?

Have we reviewed 
for concession 

eligibility? 
(Refer to Debt 

Management Policy 
para 3.21)

Debtor submits 
Application for Hardship

Application referred 
to  Authorised 

DelegateYes

Apply any eligible 
concessions

No

Yes No

Incomplete/ not approved

Approved

Fees adjusted

Not approved

External debt recovery 
(Refer to Debt 
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para 3.26)
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CIT Domestic Student Debt Flow Chart
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Course Start Date

ref to Payment 
Plan Policy

Has the invoice 
been paid? Yes No Issue

No

Cancel Enrollment

Is the student 
deferring 
payment?

No

Yes

Identified Domestic 
 Student Debt



CIT Commercial Debt Flow Chart
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SOM + 5 days
Phone Call follow-up of 

Aged Debtors

SOM + 10 days
Email follow-up of Aged 

Debtors

Issue Final Notice (Before Aged 
Debtors reaches 60 days)* 

First Debt Recovery 
Notice issued to 

approved Debtors

If response received during follow up period.
Only proceed to Issue Final Notice when no 
response received. 

71+ days Aging Debtors.
FSO to contact BSM/HOD for 
advice/assistance to recover 

AR. 

*Financial Service Officer (FSO) should ensure that Business Support Manager 
(BSM) and Head of Department (HOD) are included in correspondence.  

Debt referred to  
Authorised Delegate for 
approval of impairment 

and recovery action. 
Refer to Debt 

Management Policy para 
3.9 and 3.26).

Commercial Debts include but not limited to:
 Rent/Leases
 Sale of Assets
 Employee Recovery Cost
 Government Funded

Courses
Grants

 Partner Funded Courses 

Identified 
Commercial Debt

Start of Month (SOM) Review 
of Commercial Aged Debtors 

(>30 days)

Confirm debt is valid 
and debtor is aware

(Refer to Debt 
Management Policy 

paras 3.6 – 3.7)
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