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PC027 – MONTHLY RENTALS CALENDAR

The following activities must be carried out religiously every month.

	Date
	Action
	Responsible Person

	1st Business Day
	Process Owner Payments & Pay Owners
	

	2nd Business Day
	Process Owner Payments & Pay Owners
	

	
	Send Rental Consultants their lists of new renewal alerts
	

	
	Send out Tenant Reminders
	

	
	Update owners accordingly
	

	3rd Business Day
	Process Owner Payments & Pay Owners
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	Check Exits WIP and remind agents re deposits due to be paid out by 7th
	

	4th Business Day
	Send LOD’s
	

	
	Update owners re LOD’s
	

	7th of the Month
	Check all Entry WIP completed
	

	10th of the Month
	Send statements to Landlords
	

	
	Send Rental Consultants lists and status reports of Renewals
	

	11th of the Month
	Check Exits WIP and remind agents re deposits due to be paid out by 14th
	

	15th of the Month
	Send email to all tenants for renewal at the end of the month that have not signed their renewal.
	

	
	Email Rental Consultants the list of all Renewals with end dates the end of this month
	

	19th of the Month
	Check Exits WIP and remind agents re deposits due to be paid out by 21st 
	

	20th of the month
	Renewals: Check that all renewals with end date the end of this month are Completed
	

	Due Date – 5
	Last day for receipt of contractor invoices
	

	Due Date – 4
	Check missing BC & municipal invoices
	

	
	Process all received contractor invoices for payment
	

	Due Date -3
	Process all received municipal & BC Invoices
	

	Due Date – 2
	Start processing rent payments received
	

	Due Date – 1
	Processing rent payments received 
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