Late Notice Letters

PROMAS

Property Management Solutions for Over 30 Years

Overview
This document explains how to create and run late notice letters.

All letters are created in the <<Mailings, Edit Letters>> function. See the last 2 pages for information
on creating the Notice letter. The Notice letters are run from <<Mailings, Notices>>.

Late notice letters are compiled using information in the Notice profile which sets up a notice letter to
use based on the number of days late. Each tenant must be assigned a Notice Profile in their Tenant
Profile. They also use the grace period information in the Late Fee profile.

Late Fee profile
Create Late Notice letter

Notice Profile

Each profile can have up to four different late notice letters, each with its own number of days late.
The letter bodies are defined in Mailings, Edit Letters. When notice letters are run from the Mailings,
Notices function, the system will choose the notice letter to use based on the number of days late for
each notice candidate. The letter type can be changed prior to printing.

Late notice [Notice] |
D |DL | |Late notice |
MNatice Letter
1st Natice |D|-3 Delinquent Letter %|D| Days Late
2nd Notice [3 DAY’ Three Day Notice v|@| DaysLae
Ard Matice |LAST CHAMCE: Last Chance MNotice §,|g,| Days Late
dth Motice |LAST CHAMCE: Last Chance MNotice §,|g,| Days Late

The system ignores the scheduling rules set up in the Late Fee profile when determining candidates
for late notice letters so that notices can be sent to tenants who have already been charged a late
fee. It will also consider all charges even if the Balance Late field contains a different selection. See
the Help PDF document #213 for information on the Late Fee Profile and charging late fees.

Only charges with the "Subject to Rent [Chargal
Late Fees" checkbox marked are

. ! D ‘RENT } ‘Renl X Active
considered when the notice
candidates are determined. A Late Account [RENT: Rent *|3 [ Subjectto Late Charges
Fee profile must be assigned to the eyt Fricrity [Nomal ~| ] bl e el a2 iR
[ Taxahkle

tenant. )
[0 Use to Track Deposits

[J Eams Interest as a Deposit

[0 Pay Management Group

The PROMAS Landlord Software Center « 703-255-1400 » www.promas.com

Document Number R-385 1 May 2020


http://promas.com/
mk:@MSITStore:C:/Program%20Files%20(x86)/RPROMAS/Bins/Landlord12.CHM::/topics_edit_letters.htm
mk:@MSITStore:C:/Program%20Files%20(x86)/RPROMAS/Bins/Landlord12.CHM::/topics_notices.htm
http://promas.com/pdf/R-213%20Late%20Fees.pdf
http://support.promas.com

The first consideration in determining notice candidates is the grace period set up in the Late Fee
profile and in the Tenant Profile. If the grace period has passed, the system uses the Days Late fields
in the Notice profile. If the number of days late (beyond the grace period) is less than or equal to the
Days Late in the Notice profile, that tenant will be a notice candidate and will be assigned the
appropriate notice letter per the Notice profile.

Late Fee Profile

Fixed $25 [Late Fee]
D |25 | |Fixed $2h | [ iCharge Current and Future Tenants Only
rLate Fee rLate Fee Calculation Method
S -
—> Grace Period in Days Base Fee |Flat Fee Plus Percentage v|
Fixed Dallar Amount $25.00 Balance Late |AII Charges v|
Percent of Balance Late I:I
S Schedule Monthly -
Day of Month I:I
rLate Charge
LATE FEE: Late Fee %|D| Minimum $10.00

rDiscount for Early Payment of Rent

Maximurn Days after Due Date
Fixgd Dollar Amount

Percent of Rent

1l

Skip if Late Before
Potential notice letter candidates will be skipped if they became late prior to the date entered here.

Notice Letters
Notice Date (5/13/2020 o

Restrict to | v[] | =

Skip if Late Before [ iinclude Evicted Tenants

Include Evicted Tenants - marking this checkbox will include the status of Evicted in the list of
notices.

Once you compile a screen will display with the notice candidates and the letter they will receive.
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[P] send Notices

Word Document |

Mail Merge Action |Ed|t Document

Merge Fields Source |DL: Delinguent Letter

Profile Search
Dashboard
Internet Publishing

Profiles

=
E 4

2]
]

Maintenance

Reports

v| Execute Mail Merge | Select Document |
v

Date Tenant Unit
|8,"?,-"2018 7| [SCHRADER: Phyllis Schrader | |WBEDS: ‘Willow Brooke Unit 203 [ skip ?

Notice Letter |DL: Delinquent Letter % |2 e

Balance Due $1.150.00 Balance Late $1.150.00)  Times Late

Rent Due $1,150.00 Rent Late $1,150.00 Days Late 1

|5;?;2ms | SEILSKI Echward R. Seilski \ | |WBZDE' illow Brooke Unit 206 | I skip

Motice Letter |DL: Delinquent Letter
|5;?;2ms | SELL Allen Sell \\I |ROCK931?: 9317 Rockpart | O skip

Motice Letter

DL: Delinquent Letter

N\

N\

AN

=

Cancel

All Notices;{Seleded NDtices,{AII First Time LateJ{Se\ected First Time Late;(Skipped Noticesjf \

From this screen you can:
e Review the candidates and skip any you don’t want to create a late notice for.
e Click on a line to see more information about the tenant.
e Click on <Report> to get a report of the candidates.

I\

PostDate Tenant

Notices
August 28, 2018

§/7/2018 ROD: Jerry and Karyl Rodriguez

6/7/2018 ROSEMAN:

Rita Roseman

§/7/2018 SCHRADER: Phylis Schrader
6/7/2018 SEILSKIL Edward R. Seilski
6/7/2018 SELL: Allen Sel

8/7/2018 SPOTZ: Robert Spotz

Unit

0AK2118: 2118 Oak Street
CEDAR3ZT: 327 Cedar Lane
WB203: Willow Brooke Unit 203
WB208: Willow Brooke Unit 206
ROCKS317: 9317 Rockport
WB202: Willow Brooke Unit 202

Skipped

e You can follow the Mail Merge procedure to export the information to Word (see Help PDF

document #291).

e Click on <Run Notices> to preview the Notice Letters.
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PROMAS Demenstration Package
3110 Maple Avenue West
Vienna, VA 22180

Phyllis Schrader

206 Center Street MNorth
Unit 203

Vienna, VA 22181

Thursday June 7, 2018

Dear Phyllis Schrader:

This is the additional letterhead information
from the management group profile.
Good for contact information phone numbers, email
address

up to ten lines

LATE NOTICE

Our records show that you owe $1,150.00 of which $1,150.00 is past due. Full payment of $1,150.00 must be
received, together with the late charges, within & days from the date of this notice.

In the event payment is not received your account will be turned over to the attorney for legal action, which will
incur additional costs including, but not limited to, interest, legal fees, and late charges. Once the account is
turned over to the attorney, we will no longer be involved. Questions and payment should then be directed to the

attorney's office.

In closing, be reminded that your next rent payment is expected in a timely manner. We trust that all payments,
as herein specified, will be promptly received to avoid legal action.

Sincerely,

Emma Bull
Property Manager
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Examples of Notice Letter dates:

Based on the information in Tenant A’s profile
e grace period is 5 days (from Late Fee and Tenant profiles)
e letter 1 - 1 day late (Notice profile)
e letter 2 - 10 days late (Notice profile)

Based on the information in Tenant B’s profile
e grace period is 10 days (from Late Fee and Tenant profiles)
e letter 1 - 1 day late (Notice profile)
e letter 3 - 5 days late (Notice profile)

Rent is charged on 3/1. The first day rent is late for Tenant A is 3/7. The first day rent is late for
Tenant B is 3/12.

In Mailings, Notices

Notice date is set to 3/7.
e Tenant A will get letter 1.
e Tenant B will not be a notice candidate.

Notice date is set to 3/12.
e Tenant A will get letter 1.
e Tenant B will get letter 1.

Notice date is set to 3/17.
e Tenant A will get letter 2.
e Tenant B will get letter 3.
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Create Late Notice Letter
The late notice letter is created in <<Mailings, Edit Letters>> and run from <<Mailings, Notices>>.

Click <New> to create a new letter.

The mailing address is taken from the appropriate profile.

J Delinquent Letter [Letter] |

o |DL | |De|inquent Letter |
rSubstitution
Beturn Address |Management Group v| hajarity. hailing Address ~
Letter Title ||_ATE NOTICE | tdajarity. Fhone Numbers

Motice Balance Due
Motice Balance Late

[ Do Mat Print Return or Mailing Address Motice Rent Due

Motice Rent Late
TenantAdvance Payments
TenantBalance

W
Tromant Cloen it
rLetter Bod
Letter.Date ~
Dear {TenantFormal Salutation):
Our records show thatyou owe {Notice Balance Dual} of which {Notice Balance Late} is past dus. Full
payment of {Motice Balance Late} must be received. togetherwith the |ate charges, within & days fram
the date of this natice.
W

Return Address

Select from the Find List the return address format you want on the letter. It can be from the company
profile, the management group profile, or not printed if using letterhead stock. You can also choose to
use the Additional Letterhead Information entered in the company profile or management group
profile. This note prints to the right of the return and mailing address information.

Do Not Print Return or Mailing Address - An X in this check box will prevent both the return
address and the mailing address of the recipient from printing on the letter.

Letter Title
Whatever you enter in this field will print on the letter, centered, before the information entered in the
letter body.
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Substitutions
This box contains the text substitutions you can incorporate into the letter. Double click the
substitution in this box and it will fill in the letter body at the position of the cursor.

e Text substitutions that begin with the word "letter" will use the field from the appropriate profile.
For example, if you choose the text substitution letter.formal salutation, when you run letters
from the Owner Letters function it will use the formal salutation from the Owner Profile, when
you run letters from the Tenant Letters function it will use the formal salutation from the Tenant
Profile.

e Text substitutions that begin with the word "notice" will only be filled in when the letter
is run through Mailings, Notice Letters.

e Text substitutions that begin with the word "categories" refer to all the categories assigned to
that particular Category tab in the profile. Those that begin with the word "category" refer to the
specific category created under Setup, Categories.

JDeIinquent Letter [Letter] |
o |DL | |De|inquent Letter |
v 5 rSubstitution
Beturn Address | anagement &rup v| hajarity. hailing Address ~
Letter Title ||_ATE NOTICE | Majarity Phone Nurmbers
- Matice.Balance Due
Matice.Balance Late
[ Do Mat Print Return or Mailing Address Motice Rent Due
Motice Rent Late
TenantAdvance Payments
Tenant.Balance "
Tromant Cloen it
rLetter Bod
Letter.Date ~
Dear {TenantFormal Salutation):
Our records show thatyou owe {Notice Balance Dual} of which {Notice Balance Late} is past dus. Full
payment of {Motice Balance Late} must be received. togetherwith the |ate charges, within & days fram
the date of this natice.
W

Letter Body
Type the letter body in this section, including date and salutation if desired. Multiple page letters can
be entered.

Spell check is active in the letter body. Right click on the underlined word to view the list of optional
spellings.

When you are finished typing the letter, click <Save>. The letter will then be available to choose in
the Notice Profile and be used in <<Mailings, Notices>>.
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