iQMIS Training Module

Inventory
Hello and welcome back to another iQMIS training module.  My name is Doug Pokorney.  In this module we are going to talk about the inventory data that is in iQMIS and what your role and responsibility is as housing managers to ensure that this data is correct and accurate.  So as housing managers you need to understand every single iQMIS data field and understand how to change the data and what data is required to be input.  I would refer you to our inventory instructions document if you ever have a question about a certain field.  That document, if you are logged onto the iQMIS system is found in our Resources page.  So if I click on resources I can see there is a link to the Government Housing Inventory Instructions so this document defines in detail every single iQMIS data field.  So it is very handy, very valuable document that you should refer to quite often.  In addition to the inventory instructions and understanding the data fields you also need to verify the data is accurate.  So what data already exists in iQMIS and any changes that you’re going to be making to that data in the future you need to verify is accurate.  Many users rely on people in the field to send them changes, for instance they rely on facility managers or property managers to send in changes when conditions out in the field change.  So you do need to verify or have a control in place to verify that the data you are receiving is accurate and truly reflective of the housing unit as it exists out in the field.  Why do we place so much emphasis on these inventory data fields?  Well they directly impact the rent and changing these fields directly has an effect on the rent and what is taken out of an employee’s paycheck.  So it is a very sensitive topic and one that you need to ensure is accurate so that we are not overcharging tenants but yet we are following A-45, federal regulations and the federal law in collecting the proper rent that we should be.  It is your responsibility as a housing manager to ensure both the data is accurate and the rents you are producing are correct.  So let’s go look at some of the fields that can have this impact on the rent.  I’m already logged onto iQMIS and just for example for this training module I’m logged on as a Park service person that manages Boston National Historic Park.  I’ll pick a unit here and as soon as you pick a unit you see our housing tabs and I’ll start off on the housing unit tab.  The first field I want to talk about is the survey region.  Before we get into the fields I want to remind you that we also have these blue question marks that when you click on them will give you a little popup window with an abbreviated definition of that housing field so these blue question marks work in conjunction with the housing inventory instructions I mentioned earlier.  So they are a nice little tool but if you need more of a definition refer to those housing inventory instructions on the resources page.  So let’s talk about the survey region field.   It is very important you pick the right QMIS survey region.  We’ve narrowed the list down to those regions where you’re installation or installations have housing.  Because I’m only managing Boston I only see the Northeast because all the housing that exists at this installation is in the Northeast.  If I were to manage more than one installation that crossed regional boundaries then I would see more choices here and I could pick other regions as to indicate what is the correct survey region.  Always pick the survey region where the housing is physically located.  Why is that field so important?  Well because each region has its own rental formula and even within the region we have different rental formulas for apartments than we do for housing than we do for mobile homes.  So it is important to pick the right survey region so we are applying the correct rent.  So the next field I want to talk about is the planned tenant.  This field you want to enter the number of planned tenants you anticipate living in the unit over the course of a year.  You should verify this number at least annually.  Now iQMIS will divide the rent equally with whatever number you put in here.  So if I change this to three and I go to produce a rent document, iQMIS is going to divide the rent by three assuming that eventually throughout the year you will have three people living there simultaneously paying the full rent.  Now iQMIS does tell you right underneath the field how many concurrent tenant you’ve had in this unit in the past 12 months and the past three years.  So it is an easy check or an easy reference for you to make to see if the number you have in the planned tenant field is matching up with what iQMIS is tracking with how many tenants have been living there over the last year and the last three years.  So if this number were six and let’s say over the last three years the most we’ve ever had living there at one time is two, well then that would be an indicator that six is not the right number of planned tenants; we’ve been under collecting the rent for the past three years and this would be the time now to change that probably to a number that is more appropriate and two would be the number I’d change it to.  So again something you should be verifying every year and making sure that number is correct that you are collecting the full amount of rent as much as possible.  The last inspection date is not a field that impacts the rent but it does give an indication as to when the unit was last inspected and you should be inspecting your units at least once a year.  So that would be a good reference as to when it was last inspected.  The rent deposit account does not impact the rent but it does tell your payroll office this is the accounting account that I do want all our rent revenues deposited into.  So put that cost structure in here and it will print out on your payroll deduction form for you.  
Going over to the location tab.  The nearest established community is the town or city that is closest to the government housing unit and it is going to be the town which your rents are based upon.  So a very important field that you pick the right community.  Again the list is narrowed to only those communities within the survey region you’ve picked on the housing unit tab.  Down at the bottom of this tab we have the fields for the isolation deduction; whether or not this unit qualifies for an isolation deduction.  Your job is to simply put in the one way miles on how the individual travels from the government housing unit to the center of the nearest established community (NEC).  So for instance maybe they go a couple of miles on a four-wheel drive road, then they get on a gravel but graded road and go a couple of miles and then they get on a paved road and go ten miles.  iQMIS would convert these miles into points add them all together and see if they’ve exceed the threshold to qualify for an isolation deduction.  What is important you as housing officers need to ensure either by traveling it yourself or having somebody out in the field that is a reliable source verify that these numbers are correct.  So you as the housing officer are ensuring that yes they do travel by this method, like unimproved road, and that two miles is an accurate distance.  So not only do you have to verify the category but also the distance.
Let’s look at the building tab.  The date built allows iQMIS to calculate the age which is a factor in the rent formula as one of the variables so it is important to have the right date built.  The interior and exterior condition again are somewhat subjective you as the housing officer and facility managers will have to come to an agreement but again refer to that inventory instructions document because we do have some categories to look at as far as how you can measure the condition.  For instance in the interior condition we have thing like the flooring, carpet, the walls, the painting, counter tops those types of categories and we give some examples as to what would be good condition or what would be poor condition.  So refer to that document to give you a general guideline as to how you can evaluate the condition of your unit.  Again, whatever you pick in these fields does impact the rent.  Square foot fields.  So finished floor space would be the gross square feet of this unit that is finished and we use standard appraisal practice by measuring the unit from the outside of the building.  You do not include things like garages, carports or porches into that square feet.  Only the finished square feet portion as measured from the outside of the building.  This number should never change unless you did some major renovation added on with construction but this number should never fluctuate from year to year.  Unused finished space would be used in the event you needed to close off bedrooms so down here in bedrooms, this is a three bedroom unit, if the tenant wanted to lock off two bedrooms and make it a one bedroom unit, we can make that change.  In this instance we would measure those bedrooms for their square feet, let’s they’re each 100 square feet and you would record that unused portion here in the unused finished space.  So each bedroom was 100, we locked off two that would be 200 square feet total, now iQMIS will base the rent not on 1975 square feet but 1775 so 1975 minus 200 the net square feet available to the tenant.  It will also not base the rent on a three bedroom unit but a one bedroom.  So that is how it goes about reducing the rent.  Again if you are in this situation you physically lock off the bedrooms with a padlock.  The tenant would not have access to those bedrooms for use of storing equipment or storing boxes or using it in any such way.  It would be physically locked off and not have access to those rooms.  You can see a number of other fields here.  Last but not least on this tab are the lead based paint fields.  So the first one is a pick list giving a reason of what you know about lead based paint, whether it is exempt.  Any unit built after 1978 is exempt.  Has it been inspected and there is no lead based paint per a certified inspector.  Has it been inspected and you know lead based paint is present, or has it not been inspected and you do not know whether there is lead based paint.  So one of these options must be selected in this field.  Then under that you must provide any other information you know about this unit and how it applies to lead based paint.  So if haven’t inspected it you would say you don’t if lead based paint exists so these fields, the disclosure and the records, the information you put into these fields are going to be printed out onto the disclosure that you may or may not have to provide to the tenant.  If it does fall into the category that you have to provide this information well then everything you enter into these fields will be included in the documentation you provide to the tenant.  So those are very important fields to pay attention to so that you are giving your tenant the correct information about lead based paint, a very serious issue as far as safety is concerned.
The adjustments tab.  These are all the administrative adjustments allowed for by A-45 and anytime you grant one of these adjustments you do have provide a comment or justification as to why it is being applied.   So again, if you are getting this information from the field and they send you something that says please apply noise and odors and that is all they say, they send you an email or something, don’t just come in here simply click and apply noise and odors and start applying that adjustment.  You as the housing officer need to ensure that they qualify for a noise and odor discount.  What is the source of the noise or odors that is causing them to experience something different than they would outside the nearest established community if they were living in the private rental market.  This is how you judge all these administrative adjustments.  You compare their situation at the government housing unit to what they would experience if they were living in town.  In addition to that there needs to be some proof or justification as to why they are getting this adjustment.  So again, if the housing unit is near a sewer treatment plant like this is indicating, that would be a valid reason for applying a deduction.  If you were to grant the loss of privacy or somebody said please grant us loss of privacy because our housing unit is near a sidewalk where people walk their dog?  Well in the private rental market the housing units in town have sidewalks where people walk their dogs so no that condition is not different than the nearest established community you would not grant that loss of privacy adjustment just because they requested it.  You as the housing officer are ensuring, again, that these deductions are accurate and justified.  So you can see here all your choices.  The fields down here loss of privacy, excessive size, inadequate size are a percentage from 1 to 10 percent so in addition to the justification you would also justify why you applied that percent.  So if you applied 5% or 7% you would give some logical reason as to how you came up with that percentage.  Additional charges or deductions are a generic charge or deduction to the rent.  Very rarely used.  So you need to have lots of documentation if you are going to apply either an additional charge or an additional deduction to the rent as to why that is being used.
The next tab is utilities.  For each of these items you need to indicate something from the pick list and your choices are that the utility does not exist; that it is billed in rent and you have a meter so that you are going to use the average monthly usage.  In that situation you have a meter that you can read a couple times a year and then average it out and then in that instance you would also include the meter reading here on this screen.  So if this were electricity you indicate how many kilowatt hours are being used each month.  Billed in rent – no meter – means that you have no way of measuring usage.  iQMIS does have an estimating tool built into it and it would estimate the appropriate charge would be in this case for electricity based on the unit, where it is located, the size of the unit, the appliances the government is providing, etc., etc.  Billed in rent average monthly cost.  So if the government is paying the utility bill for this unit, they get one bill in for the whole installation and they have to divide it up among units, you can apply the actual monthly cost only if the government rate that is being applied by that utility company is the same public rate that available to everybody that is living in the nearest established community.  If it is a special rate just for government then you cannot apply the average monthly cost.  Maybe you are billing the tenant for the utilities outside of iQMIS and you do a bill of collection every month that would be tenant pays bill for collection outside of iQMIS.  Last but not least, tenant pays provider directly.  So the government is staying out of the billing, this is the preferred method.  So if the tenant signs up with an account with the utility company and pays their bills directly that’s the ideal way to go.  So for each of these items you need to indicate how the utilities are being billed, so you as the housing officer need to ensure the utilities are accounted for.  Now some of the red flags to look for are electricity, obviously this one sticks out because it has a yellow star and natural gas has a yellow star so we know those are required fields, but I would also pay attention to water and sewer.  It would be very unusual if the water said “does not exist” and in fact if you tried to save that change iQMIS is going to flag it as an error and require you to enter a comment.  Where are they getting their water from?  It doesn’t make sense that there is no water provided to this unit.  So water and sewer I’d pay attention to and also trash.  So how are the tenants getting rid of their trash?  If you say it does not exist that implies the tenants are hauling their own trash to a landfill and dumping it themselves.  If you have any sort of service, for instance even if you have a common dumpster that the tenants can throw their trash bags into, that is trash removal service being provided to the tenants and they should be charged for that service.  Also on this page is the excessive heating and cooling and iQMIS will figure out if they qualify and for how much automatically based on the information you provide.  So if you do think they qualify you’d click yes, and for instance you think they qualify for a natural gas deduction and they are paying a private supplier.  You would enter their average monthly bills here.  So they would provide you with 12 months worth of utility bills, in this case natural gas bills and you would average those out and enter the amount here so let’s say $312.  So we’ll save that change, oh because I said they are eligible we have to provide a reason why we think they are because there has to be a reason like they live in a historic housing unit or there is no insulation or something like that.  OK I’ll save that and go back to the utilities tab and now I can see that it did calculate a $212.86 deduction that the unit would qualify for excessive heating in this instance.  If I went through all that and entered all the information and I clicked save and this number was still zero that means that iQMIS did calculate the numbers you provided it and they do not qualify for a deduction if it still says zero.  There is nothing else you have to do if there is a number here that they qualify for when you go to produce the rent documents iQMIS will automatically include this number as a deduction to their rent.
The property and services tab this is pretty straight forward.  This is all the government provided appliances, services and furnishings and you would just go through this list and indicate which things are being provided at the unit.  Again, this is your responsibility to ensure that this is correct so whatever data you are getting from the field you need to make sure is correct and again once a year you should be printing inventory sheets.  You can with iQMIS save inventory sheets to a pdf file and emailing them out to the field.  If you are relying on a facility manager you can email those to a facility manager to verify once a year hey does this unit still have a dryer that uses electricity?  Does this unit still have a range that is hooked up to electricity?  Are we still providing snow removal at this unit 10 times a year where we’re shoveling the sidewalks and porches of the unit?  Are we still doing it 10 times a year or are we doing it less or more?  These are the types of things you need to be verifying once a year and so all these things on this list would have a charge associated with it and impact the rent.  Again all these have blue question marks so you can click on the blue question mark and get more information. 
The tenants tab we will not cover in this training module.  There is a separate training module that goes into depth on how to check in and checkout tenants and so I encourage you to watch that training module as far as the data that is entered for tenants and associated with that training module how to produce the rent documents.

So all these other tabs are the tabs that you as housing managers have access to change.  No other user role has the ability to change this data.  National, view-only users, tenant manager can only view those data fields that we just reviewed, they cannot change the data in those fields.  So you as the housing manager are the sole users that have the ability to change this data and ensure that it is accurate and up to date.  So anytime you change the inventory you will be prompted with this message that the inventory or other data for this housing has changed would you like to view and print the rent documents now?  If you want to do that now you can click yes so if you made a change to the inventory and want to apply that rent today or give your tenants a new 30 day notice you can do that.  If you wanted to exit and go to the main menu you would click no.
So I hope this training module has helped kind of get your feet wet with some of the data fields within iQMIS and the inventory and emphasize the important role you play in ensuring this data is correct and that based on this data iQMIS is going to produce the correct rent that you want.  I encourage you to watch the other training modules we have available out on our web page and again I thank you for your time.

