Management Handbook Bookkeeping Policies - Manua

- RENT CHARGE ON THE CUTOFF DATE {15th)
WHEN NO PAYMENT HAS BEEN MADE YET THIS MONTH

All ledger cards must be brought up to date by the cutoff date (15th). Normally the monthly charge is
made when the tenant comes in to pay. If he does not come in to pay, the rental period and charges are
made anyway.

If the tenant has moved out, but you are not able to determine the "last day rent is charged”, you
must proceed to charge rent as if the tenant is still there. After the "last day rent is charged"
is determined, you will adjust the rental period forward or backward and complete the RA-11.
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After posting, file in front of the "CURRENT" divider in the tray {(delinquent),.
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