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February 2001

WORK ORDER CHARGES

LMHA assesses charges for damages or negligence to resident accounts in accordance with Section 4 of the dwelling lease.

Charges are assessed in accordance with fees posted in each management office.

Charges are billed to encourage care is taken by the resident in maintaining the public housing unit.

1. As work orders are received from the Maintenance Department, all billable work order copies are filed in a centralized location in each management office.  Management offices shall send the letter to each resident on billable charges offering the resident 3 days to dispute the charges.

Non-billable work orders may be immediately filed in the appropriate work order file for the unit or common area of the development.

2. On the 1st & 15th of each month, a report “Work Order Preview for Tenants” (see

example-Exhibit “A”) will be sent to the Property Management Secretary, from

the Accounting Department.

3. Property Management Secretary will copy the report for circulation to appropriate

management areas.

4. Upon receipt of the report by the management office but no later than the 24th of

each month, the report will be compared with the billable work orders received

from the Maintenance Department.

5. Notification letters will be sent by the management office to residents incurring

charges from the 1st to the 15th of the and the 15th to the end of the prior

month.(for example:  October 1st – October 15th and October 15th – November

1st)

6. Property Management is to check each account Tenant Ledger with pending

charges to be certain duplications do not occur.

7. Work order screens in the computer (Emphasis menus) may also need to be

checked to verify work that is to be billed and for detail to be given on the

notification letter.

8. Management Aide/Housing Manager makes determination as to assessment of

charges and appropriate computer entries made. (See MIS process sheet attached)

9. Work order charges will be posted to all resident accounts twice a month on the 9th and 24th rent statements.  This function will be handled by the Accounting Department as a part of their monthly routine.

10. Resident account credits to reverse or remove a work order charge must be approved by the Housing Manager.

11.
Tenant Ledgers must be attached for each credit being requested with the ledger

highlighted as to the appropriate charges being adjusted.

12.       Credit requests are to be sent via interoffice mail with attachments to the

      Accounts Receivable Accountant located at Central Office prior to monthly rent

run posting.

13.       Books close at noon on the day designated as “closing” by/on the 25th of the

      month or closest business day due to weekends or holidays.

14.      Work order copies are filed in the appropriate unit folder once charges have been

            reviewed and billed.

15.      All work order charges are billable at the discretion of the Housing

     Manager/Director of Property Management/Property Manager

Work Order Charges For Vacates

1. Housing Manager/Management Aide phones in a work order to be printed for

vacate charges prior to entering the vacate in the computer system.  This call is

made to Dispatch.  Write work order number on form.

2. Charges are prepared on the vacate charges form by the Housing

Manager/Management Aide.  Each line item shall represent a single item.

3. The completed vacate charges form is sent to Maintenance for Data Entry via the courier.

4.
Each charge must be placed on separate lines of the work order.  (i.e. 5 loads of

      trash must be placed on 5 different lines, etc.)

5.       Move-out statement is sent to Accounts Receivable Accountant at Central Office

via the courier with a copy of the vacate charge work order.

Residents may request a grievance hearing in accordance with Section 18 of the dwelling lease if they dispute charges billed for work order service, providing the written request is made within 3 days of receiving the chargeable letter from the management office.  Managers are not reviewing work order charges on vacated accounts once they send over the move-out statement.  Charges need to be verified for accuracy.

