iQMIS Training Module

Tenant Processing and Rent Documents

Hello and welcome to another iQMIS training module.  My name is Laura Walters, and I am a Quarters Program Specialist in Denver.   Today we’re going to be talking about Tenant Processing and Rent Documents.   We’re going to walk through how to check a tenant into the iQMIS system, how to check a tenant out of your iQMIS system, and how to produce the documents that the tenant needs to sign.  

So what I’d like to do is assume that you are a housing manager or a tenant manager for Forest W.  This is what your Main Menu will look like when you manage a set of housing.  The individual housing units that you are responsible for managing are listed below.  So you’re generally the person who is checking tenants into housing, getting leases signed, handing keys to the tenant, giving them some type of orientation, and probably processing the rent payment form (either a payroll deduction form, or bill for collection, or some other type of payment method for the rent.)
Now when a tenant arrives at your facility and is ready to be assigned to housing, the first step in checking in a tenant is to find the housing unit that you’re assigning them to.  So, for example, if we have a tenant checking in to “Meek’s House,” we would click on the link to that housing unit here.

The next step is to click on the Tenant’s tab to check in this particular tenant.  Whenever you want to add a new tenant, you click on the “Add New Tenant” button here.  Now, notice the yellow stars.  Any yellow star is a required field, which means you must enter that information (that particular field) on the iQMIS Tenant Tab here.  So I’m going to add myself as a tenant to this housing unit, and let’s just say I arrived 6/12/2012.  If you know the date that this tenant is estimated to depart, you can put that in here.   Let’s say they’re leaving in three days – you could put 6/15 here, or if you know they’re here for a 90 day detail, you could put that date in.  If they’re Permanent, you have no need to put a date in here because they’re here indefinitely.
Any special needs this tenant may have, you could indicate here, for example, if they have a spouse or family member that needs handicapped access – or if they have several children and therefore need the largest house you can provide – you might want to mention that here, but it’s optional.

The transient rate is for tenants that are in housing for less than 90 days.  When we click on this blue help button, it says, “at your agency’s discretion, if they’re in housing less than 90 days, they may pay the transient rate. “  It is always an optional rate; you do not have to charge the tenant the transient rate.  In the Park Service, the transient rate only applies for less than 30 days.  Please check with your agency to see if you can use this transient rate.  It is an option; if you say “No” here, iQMIS will charge the normal rental rate for this housing unit.  If you say “Yes,” they will pay a special transient rate which is not based on the size of the house or the bedrooms, and so forth.

In this field you’re going to enter the employee’s social security number.  This is going to print on the payroll deduction form, so if your payroll office needs the social security number, you should enter that here.  It’s only required for those tenants that are paying through payroll deduction.  If you have some other method of payment, then you don’t need this information.  You should at the very least put the last four (of the SSN.)   If you’re not accustomed to asking for social security number, at least put the last four so that the payroll office can be sure to charge the correct employee.  
The Termination Notice is the number of days that either party (the landlord or the tenant) can end their lease, with written notice.  Normally it’s 30 days.  

The tenant’s phone number, email address and mailing address are all optional.  But for permanent employees especially, you may want to have optional ways of communicating with that tenant, other than through their supervisor.  So you may want to know their home phone number in case of an emergency.  Say there’s a nearby forest fire and you need to evacuate, you might want to have all of your tenant’s phone numbers handy.  If you use the tenant email address, you could send this tenant future rent documents and lease documents through email, if you had that address.   Many of our installations will send their rent documents and lease documents through U.S. Mail, return receipt.  And so it’s helpful to have the tenant’s mailing address if you use that method of communication.  

The Occupation is an important field here in the system.  Federal employees can be permanent or seasonal, or from some other federal agency.  You could have non-federal tenants that are tribal, or volunteers, or maybe they’re a contractor.  This particular tenant is going to be a “Federal Permanent.”  And if they’re federal, they will be paying the federal rent.  But if they’re a non-federal person, they may be eligible to pay the federal rent, but you will have to explain here why you’re giving them the federal rental rate instead of the non-federal rate.  It has to be something specified in a contract or an agreement with the government that this tenant will be paying a special rate.  

Here is the person’s department or employing office.  You might want to be able to contact their supervisor, and you should put that information here.

Pay grade is also optional.  It’s helpful in assigning the lowest cost housing to the lowest pay grades.  And also the highest cost housing normally goes to the higher pay grades.
Is this employee a Required Occupant?  Yes or no?  It’s important that you get this right because this information prints on the payroll deduction form.  So Required Occupants have a different pay code in the payroll system than those that are not required.

In this field, enter how frequently this tenant will be paying rent.  In the Forest Service, tenants pay a “Daily” rate.  If you’re another agency, you might put “Biweekly” for payroll deduction.  

The Rent Payment Method field is crucial because this specifies the document that is going to be produced by the system.  For a federal employee, you’re probably going to be using Payroll Deduction, so when you pick “Payroll Deduction,” iQMIS is going to print a payroll deduction form.  If you pick “Bill for Collection,” iQMIS will print a Bill for Collection form.  So this Rent Payment Method is crucial.  

Now, if you have a federal employee that is here ion travel status, you may have a “Benefitting Account” that will be paying rent for that tenant while they’re here.  Often, rather than paying the tenant per diem for lodging, we will not do that, and instead charge the benefitting account (whoever has sent this person on travel duty) – they will pay rent to your organization for that tenant’s occupancy.

The tenant may be staying here because you have a contract with another organization, you may have an interagency agreement with another organization, or a memo of understanding.  So there’s various reasons why people are living in your housing, but you need to understand why they’re living there, and under what authority you’re providing them housing.

The next group of fields are not required for Payroll deduction.  This would be information you’d want to have for a Bill for Collection, for a Benefitting Account, for an Inter Agency Agreement.  Who exactly is responsible for paying the rent for this individual?  Again, it does not apply for payroll deduction because federal employees must pay rent according to OMB Circular A-45.  If you’re not a federal employee, there may be some other arrangements that can be made, but what are those arrangements?  You are specifying that here in these fields.  Who is responsible for the rent?  Who is the person you would contact there?  What is their address?  What is their email?  What is their phone number?  Is there a specific payment account number or a vendor id or some type of reference number?  You would put that here in these fields.  And if you need help, look at these help buttons.  
The next section is the Tenant-Owned Appliances.  You really only need to enter these large appliances when the utilities are “billed in rent” and there is no meter.  So the “help” button reminds you of that: “If utilities are ‘billed in rent–no meter,’ entry of tenant-owned major appliances is mandatory.”   So iQMIS needs to know if this tenant is bringing their own washer and dryer so that it can accurately charge the tenant for the electric use for that washer and dryer.  Let’s just say hypothetically this is a permanent federal employee and they are bringing their own washer and dryer.  We would enter those in here.  
Then click “Save Changes.”  Now, if you do not click “Save Changes,” say you accidentally click somewhere out here and click on one of these buttons, you will lose what you have just entered.  You must click “Save changes” in order to keep this information.

IQMIS will present you with this screen, indicating a new tenant has been added: “would you like to view or print their documents now?”  If you say “No,” that’s fine, you can always come back later and do it later, but it will continue to present you with this screen until you have processed that tenant fully.  So, normally, you would go ahead and do the documents now, assuming the tenant is sitting there right in front of you and you need to produce these for that individual to sign.

So, we have a new tenant and we want to “start” their rent payment documents.  The arrival date is automatically put in here based on what we put on the Tenant Tab, but we could always change that date if we needed to, and it is saved on the Tenant Tab.  The arrival date is also the effective date of the rent payment start date. 
The next decision we make is under the documents list.  What documents do we need to print and to provide at this time?  We would want to print the rent payment form, because we need to start processing payment for this person.  We do want to print the rent computation schedule, which indicates how the rent is computed.  It’s something you do normally give your tenants.  We do want to print the Assignment Agreement.  This is the Lease Agreement that your tenant must sign before they can receive the keys.   

The Tenant Rent Notice is really for existing tenants, and you essentially only need that to indicate how their rent has changed and for them to sign that they have received notice that the rent has changed.  

The Inventory is a copy of all of the items in the housing inventory, and your tenants can be very helpful in finding errors in the inventory if you give them a copy of this document.  They are jointly responsible for letting you know if there are errors.  

Finally, we have two documents, which are EPA’s Lead Based Paint Disclosure Form and the Lead Based Paint Brochure.  Now you do not need to provide this to every single tenant.  There are several exemptions, and those are specified here below.  But we have customized these exemptions to help you decide – here on this screen – whether you need to print these or not.  
So, it says that the Lead Based Paint Disclosure Form and Brochure are not required for the following situations:

#1.  If the housing unit was built in 1978 or after, you do not need to provide those forms.  But this housing unit was built in 1930.  So it is not exempt under item #1.

#2.  The second exemption is for 0–bedroom units, like studio or efficiency apartments.  And this housing unit has 2 bedrooms, so again, this housing unit is not exempt.

#3.  Any lease of 100 days or less.  So if you have tenants coming and going for short periods of time, you do not need to print this Lead Based Paint Disclosure Form.  But this tenant, Laura Walters, who is checking in, is a Permanent Federal, so again, not exempt under item #3.
#4.  Any house that’s been inspected and found to be free of lead based paint.  This housing unit has not been inspected, and there’s no knowledge of lead based paint.  So, again, it’s not exempt because it’s not been inspected and it’s not free of paint, as far as we know.  

#5.  Finally, any lease renewals.  So, as long as you have previously disclosed to your tenant this Lead Based Paint Disclosure Form and Brochure, you do not have to provide it ever again.  You do not have to provide it annually; you just have to provide it one time when the tenant first checks in.

So, in this situation, we do want to print the Lead Based Paint Disclosure Form and Brochure for this tenant, because they are a brand-new tenant and they do need to receive this document.

So, we’re now going to click “View Documents.”  And our first page is the Rent Payment Form.  Under the Forest Service, this prints as a “Request for SF 52 Action.”   This paper you will give to your Administrative Officer (or whoever  will use the SF 52 Tracker System to enter this documentation.)  The daily rate is printed here on this, so that can be placed on the SF 52.  If you are another agency, such as National Park Service, VA or Indian Health Service, this is going to be a Payroll Deduction Form, with all of the appropriate information needed for your payroll office.  This form should then be forwarded to your payroll office.

The second page is the Rent Computation.  We have a 2 bedroom, 1 bath, 829 sq ft House, located near South Lake Tahoe, California.  The rent is (if we look at the very bottom), $1140 per month.  Biweekly and Daily.  Now since this is a federal employee, this is the daily rate they are going to be paying.  

I’m looking here at the charges for Related Facilities, and the electricity charges are fairly high.  I don’t see any propane or natural gas or fuel oil, so that indicates to me that this house has an electric heating system, which is a very expensive heating system, and that’s why the electric charges are so high here.  The rent without any utilities at all is $715 a month, so the utilities are really driving this high rental rate here.
The next page is the Housing Assignment Agreement (or the Lease Agreement) and it indicates the rental rate and the other terms and conditions of the lease.  This is the second page of the lease.  And once you’ve printed all of these documents out, you would sign here as the Agency representative, and the Occupant (the Tenant) needs to sign this here before they can receive the keys.  
Here is the first page of the Government Housing Inventory, which we indicated you do want to print.  And it has all of the information on this housing unit.  Many of the items here will change the rent, so the housing inventory is crucial for an accurate rent computation.  Here’s the second page of the inventory.  Notice here, under the “Property and Services” information, it is a panel heating system using electricity.  Just as I suspected, that’s part of why the electricity is so high.

Here is our Lead Based Paint Disclosure Form.  This line here is an item entered into the iQMIS inventory.  The Housing Manager is responsible for entering this statement, and in this case, “We have not inspected this unit for Lead Based Paint,” so there are no records on file.  This serves as notice to the tenant that there may be lead based paint hazards in the house, you just don’t know.  But since it was constructed prior to 1978, it’s highly likely there was lead in the paint.  All paint contained lead at that time.  And the next few pages are the actual Lead Based Paint Brochure published by the EPA, describing the hazards of Lead Based Paint.  
Now, we can send this document to the printer by clicking on the “Print Report” button here, or we always have the option of saving this in another format by clicking on this “Export Report” here.  We have various formats we can save this document as:  Adobe .pdf or a Word document.  I recommend just saving it as Adobe .pdf – it converts over very cleanly and looks exactly as you see it when printed.  So if you want to save it out to your PC, you select that option, do “OK.”  It then asks you if you want to look at this or save it; let’s just save it.  And then you can tell it where on your computer  you’d like to save this.  And I think you should rename this to the tenant name; that really is a more accurate way of saving electronic documents.  Because this set of paperwork belongs to Laura Walters.  So I’m changing the name here and saving it on my Desktop.  I can now file that electronically as I’d like.
So once you’ve printed all these documents, remember the tenant must sign the lease agreement, and so you’re going to make a copy of that so the tenant has a copy of what they signed.  You have the original for your file, and the remainder of the documents can go with the tenant.  
Now, when we return to the Main Menu, we’ll see that Laura Walters is showing as the current tenant for Meek’s House, and the daily rent is listed here.  So, those are the steps for checking a tenant in and getting their documents signed.

In the next case, let’s say that you have a tenant that’s moving out.  And this tenant, let’s say, is John Doe.  You first go to the housing unit that the tenant is living in and click that link.  We’re now going to go to the Tenant’s tab.  And the Tenant Tab always shows any former tenants that have lived at this housing unit.  The current tenants will have a blue link here.  Former tenants have no link and there’s no way to access the detailed information on that tenant.  If you need to, you can contact the Help Desk.  We have a method of activating that tenant so you can see their detailed information.  

If we’re going to check this tenant out, we select the tenant link here, and there’s two ways you can check a tenant out.  You can enter a departure date here and then save that, or you can go directly to the Document Tab and check them out from that location, so let’s try both ways.  
First of all, I’m going to depart a tenant today, save it, and iQMIS will automatically bring up a screen: “The tenant’s departure date is in the past (meaning it’s today or in the past), would you like to view ‘Stop’ documents now?”  So you can say, “Yes.”  Looking at this screen, what we need to do is stop this tenant’s payroll deduction or stop their payment, and you must do this in order to check a tenant out of the system.  And again, the only document we need to produce is the rent payment.  I’m going to click “View Documents.”  What we are saying on this payment document is to stop their rent deduction.  So that’s an SF-52 action for the Forest Service, or if you’re another bureau or agency, this would say Payroll Deduction Form.  This is a form that you would fax into your payroll office to stop the payment of rent.

So now when I look at this trailer pad, no tenant is listed.  Let’s try another example.  Let’s say that Jack Marsdale is checking out.  We’re going to go to see that he’s in here.  And now we can go straight to the Documents Tab and indicate that we want to stop payment for Jack.  We want to select Jack Marsdale and we want to be sure to print the rent payment form.  Now this was his estimated departure date – that’s when we thought Jack would be moving out – and that’s why it’s putting this date here.   But today is actually the 12th, so I’m going to change this to effective June 12.  We’re going to Stop Payment, and now click “View Documents.”  And the key here is that we’re telling Payroll to stop the rent deduction.  We don’t have a rate on here because there’s no need to have a rate when you’re stopping payment.
So now when I return to the Main Menu, you can see that Jack Marsdale is no longer listed as a current tenant.  He will show up, however, on the tenant history list, with the dates that he arrived and departed.  So that’s how you depart a tenant.  It’s fairly simple.

Now, once a year, OMB Circular A-45 requires that you change and adjust the rental rate for all of your existing tenants.  You often will hear of this referred to as the CPI, or Consumer Price Index.  So every year in March, rents will be changed based on inflation (or Consumer Price Index changes), OR a new private rental market survey that has been performed by our program.  Once every four years, your tenant’s rents will be adjusted to the private rental market rate of the nearest established community that you are using.  Once every year you must produce new documents for all of your existing tenants, and we’ve developed a method for you to print all of those documents simultaneously, rather than going in and doing each one individually.  So, rather than doing new documents for this person, for this person, and for that person, you can have iQMIS do them all at one time.  That is called the Installation Documents function.
So, I’m going to click “installation Documents.”  And you are the manager (either the Tenant Manager or the Housing Manager) for Forest W, so we’re going to select that – Forest W.  And you will normally be providing these documents 30 days prior to the CPI effective date of rent.  Now, it’s always the first full pay period in March, and therefore that date changes every year because the pay calendar changes every year.  But you need to give your tenants 30 days advance notice, so you normally will be doing these installation documents the first week in February every year.  

The “Effective Date of Rent” is indicated for you above, so normally you will be entering 3/11/2012 or 3/10/2013, or whatever the effective date is there.  For our purposes today, I’m just going to use today’s date to demonstrate how this functionality works.  You will have to print the rent payment forms, so new payroll deduction forms are done, or new bills for collection, or whatever method is appropriate for each tenant will be printed by checking this rent payment form.  You do want to provide your tenant a new rent computation schedule so they can see how the rents are done.  Whether or not you need to give them a new lease agreement every year is up to your agency.  Several of our agencies will provide new leases every single year.  Some of them do not require this; some of them only require a new lease agreement in the year that a survey has been implemented – so once every four years a tenant would sign a new lease agreement.  Again, that’s up to your bureau or agency to determine.  
The Tenant Rent Notice is a crucial piece.  That shows your tenant what their current rent payment is and what the new rent payment will be effective on that CPI date.  It’s also the piece of paper that they sign indicating that they’ve received formal notice of their rent change.  

And then the Inventory is, again, something that’s beneficial to you and your tenants, but it’s not a required document.  So you select the documents that you want to print.  And we’re going to produce this for all of your occupied housing units by clicking “View Documents.”  

Alright, so we have 14 pages here.  The first one is a “change rent” deduction for Laura Walters.  If I go to the next page, here is the Rent Computation for Laura Walters.  Here is the Lease Agreement for Laura Walters, page 1 and 2.  And here is the Tenant Rent Notice.  Now, typically, because this is a fairly new tenant, there’s not a lot of detail here, but for existing tenants, it will show “the previous net rent was..” and “the new net rent is…” and then the change.  So this line is typically what your tenants are going to focus in on – how much is their rent going to change as a result of the CPI change or the Survey change?  Here is the first page of the Inventory and the second page.  So here are seven pages that you are going to give the existing tenant, Laura Walters.
Now, here we begin the payment form for Don Lane.  We are changing his existing rent deduction.   So you have to process a new payment form to make that change.  Here’s the Rent Computation using the new CPI rental rates.  Here’s the new Lease Agreement.  And, again, here’s the Tenant Rent Notice.  Now this tenant has been in housing for several years – here’s what I mean by what it (the Tenant Rent Notice) produces.   The previous net rent was, as of last year; the new net rent is (and then it will put in today’s new CPI date); and that is an increase or a decrease of X amount of money.  So your tenant needs to be provided this Rent Notice 30 days prior to it taking effect.  

Once this is printed, and provided to your tenants, they have to return it to you – signed – indicating they’ve received it.  Now signing this does not void any appeal rights.  Tenants have a right to appeal this adjustment, and the appeal process is separate from this document.  This document only indicates they’ve received the new rent, it does not mean they’ve agreed to it.  If they don’t agree to it, they have to follow your agency’s appeal process.  But failure to sign this Notice is grounds for eviction.  If your tenants don’t sign that they’ve received this piece of paper (or they’re upset or feel that they shouldn’t sign it), they have no legal right to stay in housing.  

Again, here’s the Housing Inventory, pages 1 and 2.  So we only have 2 existing tenants in housing under these Installation Documents.  Again, we can print this and then distribute those pieces of paper to our existing tenants however that’s most efficient for you.  If your tenants have an incoming mailbox, or if you want to hand-deliver it to their housing unit, or if you want to U.S. Mail it, you can do it that way.  You could export this information into an Adobe format and e-mail each tenant their new rent documents.  They would then be responsible for printing that Tenant Rent Notice and getting it back to you.  So, however you want to do it is up to your bureau or agency, but we have various ways of distributing it electronically or by paper now using iQMIS. 

So the key thing to know about these Installation Documents (if we go to this area again) is that they’re produced for occupied units only.  And if your installation doesn’t show up here, that means you have no occupied units.  Why would you need new tenant documents if you have no tenants in your housing?  So it’s crucial that you be entering all of your tenants into the system so that you can do all of their documents at one time every February when you need to.
If you’re not tracking tenants at all in the system, #1, you won’t be able to use installation documents, #2, all of the reports that your managers are looking at will be erroneous as far as how the housing is being utilized, and #3, you will have to produce “Blank Lease Agreements” through the system.  

Blank Agreements are done for one unit at a time.  So let’s say you have a tenant coming, but you don’t know who that tenant is going to be yet, and you want to know what the rental rate is going to be, and you want to produce all those documents that the tenant is going to sign now before the tenant is arriving.  You can do that by just going to the housing unit, clicking on the Documents Tab, and notice it says “Blank Tenant.”  Because there are no tenants entered into this system – this tenant departed back in 2008 – so there’s no tenants entered into this system.  But you can go to the Documents Tab, select that you want a Blank Tenant Document.  You have to pick an effective date (so let’s say it’s effective next Saturday).  Then you determine what you need to print.  So maybe you want to compute a rent, and print a lease agreement, and that’s all you want.  We call it a Blank Lease Agreement because when we look at the lease (here’s the Rent Computation), it has blank lines where you can hand-write the tenant’s name, and hand-write the date they arrived, and hand-write these kinds of things in there.
We often see this blank lease agreement for dormitories, where you have people coming and going all the time.  Often, housing managers will just print a blank lease, make several copies of that, so that as people are coming and going you can keep track of that and have people signed the document right away.  But again, if you’re not entering those tenants into the system, then iQMIS cannot tell you how many nights the housing unit has been occupied.  So using blank agreements is one option, but it’s not really the best option when you look at the larger capability of the system.

 So this module has covered the following items:  1) checking tenants in and out and producing tenant documents, 2) producing installation documents for all of your occupied housing units (and again, that’s typically only done the first week in February every year), and 3) how to produce blank lease agreements if you do not have a tenant name or don’t want to track your tenants.
I encourage you to read the Tenant Manager’s User’s Guide.  This document can be found in the Resources area.  The “User’s Manual for Tenant Managers” walks through essentially all the items that we have done in this recorded training module.  If you have other questions, you can contact my office.  If you go to this “Help” button here, the phone number is here for the iQMIS Help Desk, the email address is here, or you can email us directly by clicking “Create Help Desk Ticket” now.  

I hope this module has helpful for you, and if you have any questions, please give us a call.  Thank you.

