INSTRUCTIONS FOR COMPLETING ARREARS & VACANCY PORTION OF WEEKLY SITE UPDATE
1. PROJECTED MONTHLY REVENUE - At the first of the month (after head office has run the rent roll) go to the Yardi Income Statement and Budget Comparison report. Go to the first column titled MTD Actual.   Add the Net Rent Income figure plus Parking Revenue, Cable Revenue and Sector Support if applicable to obtain projected monthly revenue for the current month.  The goal is to obtain all the monthly revenue billed to the members/tenants.

2. COLLECTED MONTHLY REVENUE - This is the total amount collected from members/tenants.  To get this information go to: Report >Tenants >Tenant Receipts.

3. CURRENT MONTH ARREARS - Go to Yardi and print the Aging Receivable Report for current members/tenants.  To do this go to:   Report> Receivable> Aging Summary Prior.  Choose current under the status filter. AR account should be 1210-0000 and Prepay should be 1000-0001. From the report enter the total from the 0-30 owed column which represents the current Month Arrears.

4. YTD (year-to-date) ARREARS - Year to Date Arrears (YTD) - Add the total of the Current Owed from the Aging Receivable Report Current Members plus the total of Current Owed from the Aging Receivable Report Past Members in Yardi.  To get this report go to: Report> Receivable> Aging Summary Prior.  Choose current or past under the status filter.
5. MONTHLY TARGET % – for this exercise the monthly target is 95% which represents the percentage of the projected monthly revenue you need to collect to reach your target.

6. COLLECTED % = Collected Monthly Revenue/Projected Monthly Revenue x 100%.

7. VARIANCE % =  Monthly Target % less Collected %

8. VACANT RGI UNITS – Budget Comparison from Yardi
9. VACANT MARKET UNITS – Budget Comparison from Yardi
10.  # OF UNITS ON SITE – for this exercise 80.

11.  CURRENT VACANCY % = Total Vacant Units/#Units on Site x 100%
12. TARGET –  for this exercise 1%

13. VARIANCE = Current Vacancy % less Target%

