Month End Pre-Close Checklist
Quest Asset Management, Inc.

Before completing the checklist below, please ensure that you have sent your supervisor all delinquent and prepaid balance explanations for review.

Under the Administration tab, click the PRE-CLOSE button before generating your reports!  Note:  If your property sends reports early for preliminary review then you still must click the pre-close button and regenerate the reports on the last day of the month to ensure complete accuracy of the reports.
· Were all lease offers accepted?  The Resident Activity report should indicate all residents have been renewed.  
· Are all the renewal amounts correct on the Resident Activity report?

· On the Monthly Transaction Summary report, ensure that loss to lease, gain to lease and vacancy loss are being reported (e.g. – not zero).
· Do you have copies of ALL your Bank Deposit Details reports ready with copies of the deposit slips for each report? Note: Staple these together.
· On the Bank Deposit Summary report, if you have a batch number 920 or 925 then is the total zero for the batch?  If not, please contact Justin for assistance.

· Reminder: Print a 920 and 925 batch to send with your OneSite month-end reports. (Note:  To print, generate a Bank Deposit Details report in OneSite and select the batch number (920 / 925) to print.

· On the Rent Roll Detail report, review the “Total Billing” column.  Are all current resident’s and upcoming renewals being billed the correct amount?  Only Vacant, Applicant and Employee units should be billing zero.  If a current resident’s rent is billing incorrectly then adjustments to scheduled billing are required for that tenant.
· On the Resident Deposit Audit report, please review the “Variance” column.  Do the residents really owe the money (e.g. – amounts shown as a positive number) or does the required deposit need to be changed in the resident’s deposit ledger?  If the amount shown on the “Variance” is a negative number then only adjust/increase the required deposit on the deposit ledger to match the lease.
· Are all your Miscellaneous account balances zero?  (Hint: Under the Administration tab, click Miscellaneous Income and review the “Balance Due” column in the top box – the column should be filled with zeros for each Miscellaneous account).
· Does the top header for each individual report on the “Monthly Reports Checklist” indicate the correct closing month?

