Payment Plans & Legal Notices – Detailed Instructions
1. Payment Plan Agreements
- Eligibility & Approval:
  - Ensure the payment plan is in line with the guidelines below.
  - Confirm the tenant has signed the payment plan agreement before proceeding.
- Yardi Upload Process:
  - Scan the signed payment plan.
  - Save the file with a clear, standardized name format:
    Example: Payment Plan – Apt 203 – July 2025
  - Upload the document to the tenant’s record in Yardi under the appropriate document tab.
- Memo Entry:
  - Add a memo to the tenant’s Yardi record summarizing the terms:
    - Total amount due
    - Installment amounts
    - Due dates for each payment
    - Any specific conditions
  - Example Memo:
    "Payment Plan: Total $1,200. $400 due July 15, $400 due Aug 1, $400 due Aug 15. Tenant agreed to on-time rent payments during plan period."
- Follow-Up Tracking:
  - Continue to log all contact in Yardi (calls, visits, emails).
  - Add a task reminder for each upcoming payment due date to ensure follow-up.
  - If tenant misses a payment, document it immediately and alert your supervisor.
2. Legal Notices (5-Day Notices)
- Preparation & Delivery:
  - Confirm balance due and prepare the 5-Day Notice per company policy.
  - Deliver the notice per legal requirements (e.g., posting, mailing).
- Yardi Documentation:
  - Scan and save the notice with a clear file name:
    Format: 5 Day Notice – Apt [Number] – [Month Year]
    Example: 5 Day Notice – Apt 203 – July 2025
  - Upload to Yardi under the tenant’s document tab.
3. Payment Promises Before Legal
- Verbal Promises:
  - Do not delay legal action based solely on verbal promises. Only proceed differently if you receive clear, written approval from ownership or Susan.
- Attorney Day Protocol:
  - If the tenant has not paid by the scheduled attorney filing day, proceed with legal unless specifically told otherwise.
  - Document any communication regarding promises in the Yardi memo section.
4. Lease Renewal Restrictions
- Outstanding Balances:
  - Do not offer lease renewal to tenants who carry an unpaid balance.
  - Instead, switch them to month-to-month tenancy in Yardi to maintain flexibility and keep leverage for collections.
- Yardi Notation:
  - Update lease terms in Yardi and include a memo:
    Example Memo:
    "Tenant not eligible for renewal due to outstanding balance. Lease converted to M2M effective 8/1/2025."
