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MEMO

Date:
06/03/2005
To:
All Properties
Cc:
Deborah Griffin, Chris Evans
From:
 Justin Anderson, Regional Supervisor
RE:
Rent Concession Request Form & Rent Change Request Form
In an effort to speed up the month-end process and save manager’s valuable time, Quest is introducing two simple forms.   The forms are designed to facilitate written communication between onsite managers, management and accounting.   The forms, when needed, will only take a few minutes of your time to complete, yet will make a significant difference in the explanation of your month-end reports.  Please review the attached ‘Rent Concession Request’ form and the ‘Rent Change Request’ form.  The forms are effective 06/03/2005, and should be used in respect to the explanations below.
Rental Concession Request Form:

The concession form is now required for any concession entered in Rent Roll regardless if prior approval was provided or is part of an ongoing, published promotion.  This includes any move-in concessions, concessions for a resident’s inconvenience, a tenant services concession or any other type of general concession.  If a resident or staff member is receiving a concession during the term of a lease contract then only one approval is needed for the termed concession.  For example, any rent concessions applied for a particular tenant’s assistance with supportive services duties or a special arrangement with onsite maintenance would be a termed concession only requiring one approval.  Why the form?  There are many types of concessions, however, the Rent Roll has a very small description line when applying concessions.  The new form will provide better concession descriptions and remove the liability from onsite managers when posting any concession.   Please fax the ‘Rental Concession Request’ form along with the resident’s account ledger to your regional supervisor, and once you receive a signed approval, you may record the concession in Rent Roll.   

Rent Change Request Form:

If any resident rent amount is billed too much, not billed enough, not billed at all, was double billed or a prorate was not correctly billed then approval by a regional supervisor is required to make the appropriate ledger correction(s). Please fax the ‘Rent Change Request’ form to your regional supervisor then your supervisor will call you and remotely fix your rent change in Rent Roll.  Most property computers, if not already setup, will be setup for remote access within the next two months and allow property manager’s more assistance in resolving Rent Roll related problems before month-end reports are submitted.
Each form completed and signed by your regional supervisor is required to be in your month-end packet to corporate.  The approvals will be checked against your month-end reports for any discrepancies.  Again, it’s our expectation this process will further communication between property manager’s, management and corporate accounting.  Your hard work and diligence is greatly appreciated!
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