iQMIS Training Module

BIA Prorated Rents
Hello, and welcome to another iQMIS recorded training module.  My name is Laura Walters, and I’m a Quarters Program Specialist in Denver, Colorado.  Today we’re discussing BIA tenant processing and prorated rent documents.  Now this module only applies to Bureau of Indian Affairs or Bureau of Indian Education where your tenants are paying prorated rental rates.  
Now  prorated rent applies to employees that are on payroll status for the school year (9 months out of the year) and they are not in payroll status during the summer break (or 3 months out of the year.)  But they are paying for those 3 months during the 9 months that they are on payroll status.  That is what we call prorated rental rates.

And iQMIS has the capability now of making those computations for you.  If you are not using prorated rents at your school or at your site, then you do not need to take this module and can exit now.  If you are using prorated rental rates for some of your tenants, this is the training for you.
So let’s assume that you are a housing manager or a tenant manager for several BIA installations.  And, the key to doing prorated rental rates is to select the correct Occupation of that individual.  That is the very first thing you must remember about doing prorated rental rates.  So, for your existing tenants in iQMIS, or for any new tenant that might come in, you’re going to select the housing unit and then go to the Tenant’s Tab.

Current tenants are shown with a blue link.  Previous tenants have no link and you cannot access their information.  But this April Spoons is a current tenant.  And the key to doing prorated rental rates is to select from the Occupation list that they are a “Fed Permanent Prorated” Occupation.   If you do not select prorated, iQMIS will not produce prorated rental rates for you.  You have to select “Prorated” from this list.

The “help” button off to the right indicates that BIA only can use this prorated choice, so if you are not a BIA employee, you will not even see this choice on the list.

Secondly, you must enter the number of pay periods that this individual is in pay status.  Now, normally, that’s 20 or 21 pay periods out of the 26 each year, but it can vary from person to person.  Let’s say the facilities maintenance personnel might need to show up a week or two earlier than the teachers are, because they have different obligations and different work, they may need to start in August to get the school ready for September, whereas teachers may not be.  So we allow you to enter the number of pay periods here that they will be receiving payroll and the remaining 6 pay periods will be spread over that 20 pay periods.  So they’ll be paying for the missing 6 periods over the 20 pay periods that they are going to be in payroll status.   So that is the key – making those two changes on the Tenant Tab.

So when you produce tenant documents for anyone that’s indicated to be prorated, let’s say we want to produce a rent as of today (normally you wouldn’t be doing that, but I just want to demonstrate the rent payment form.)  Let’s take a look at it.
So, for April, her biweekly rent is $174.  And if we look down here, it shows that it’s prorated for this employee, who is 20 pay periods in pay status.  The prorated amount of $40, plus the regular amount of $134, equals a total amount of $174.  So iQMIS does all those computations for you.  I think many of you are going to love this functionality.  

There are a couple of times a year when you may want to produce documents for every tenant that is living in your housing, rather than one tenant at a time.  Normally, you’ll be doing one tenant at a time, as you check tenants in and as you produce the documents they need to sign in order to receive the keys.  But a couple times a year you might want to do documents for everyone that’s in that site, and we do that under the “Installation Documents” function.  
So if I click here.  We have 2 sub-tabs, we can do documents in March for all of our tenants, which is when we are adjusting rent for CPI (or Consumer Price Index), or you could do documents in September, at the beginning of the school year, for all the tenants that are living in housing.  

So let’s say you have 20 or 30 employees already living in housing, they’ve been living there all summer.  You might need to produce new documents at the beginning of the school year.  You can do that using this “September/Prorated” functionality.  Notice it says “Documents are only created for housing units with current Fed Permanent Prorated Tenants.”  And they’re only produced for occupied units.  So iQMIS is not going to produce documents for vacant units; it only does it for occupied units because the tenants need the documents, not you.  
Now, again we’re assuming this site here.  And when I click on my site, it shows all of the tenants and their occupation.  Notice this last tenant here, Rita, is not a prorated individual.  If she should be prorated, let’s say she wants to start for this school year as a prorated rent payment, you can make that change here.  It will save that permanently for her.  But be sure to enter the number of pay periods that she will be in payroll status.  You can modify the number of pay periods.  Let’s say this year, they’re starting 2 weeks later than they did the year before, you can always modify the number of pay periods here.  And they may vary from person to person.  This individual may need to start work later than other individuals, or earlier.  Now the effective date of rent you also have to enter here.  Let’s say it’s the first day that they are starting work in September.   So normally you are going to put (an August or) September date in here, but I’m going to just put today’s date as an example.  And rather than physically typing each individual one, I can copy this if I highlight here and then select Control C, that allows me to copy that information and I can paste it into all these other cells.  So if I click here and then press Control V,  that pastes that information (Control V, Control V…)

Now this individual, because they’re slightly different, might be starting effective 2 weeks after that person, so 6/26.  You can fine-tune what you need to do for each individual tenant.

Now, we’re going to click “View Documents.”  Notice we’re only going to do rent payment forms.  We’re not producing other rent documents, like the Assignment Agreement, the Inventory, or the Rent Computation.  Those are not done in the September timeframe normally.  So this first employee, April, here is her rent computation for this school year under a prorated basis.  Because now we’ve changed the number of weeks that these tenants are in prorated status, and that will affect the rent computation.  
So we’ll have to print these and then fax them to the NBC Payroll Office in order to implement this change.  We are changing their rental rate for the new school year.  So we can click “print” and print these documents to the printer.  We then process them as we normally do.  Or you can save them as an Adobe .pdf  document, but keep in mind that you cannot email any document that has a social security number in it.  So if you’re tracking your tenant’s social security numbers, or even their last four, you cannot email these forms to NBC Payroll unless they’re encrypted.  Check with your Bureau on the process for getting new payroll deduction forms done electronically.  So this is our September Prorated Installation documents.

Let’s talk about the March process.  Now, in March, you’re required to update all rental rates for Consumer Price Index (CPI) or for a new private rental market survey.  Our office completes new private rental market surveys once every four years.  So rents may change substantially after a new survey is completed.  But OMB Circular A-45 (the regulations that dictate rent setting for federal employees) requires that you adjust rents every year, the first pay period in March.  And so typically, you will provide 30 days advance written notice to those tenants, and by the first week in February, you will have to do new documents and distribute them to your tenants, so that they know what the change will be (starting on) the first pay period in March.

So this looks very similar to the September Prorated, except that we have the ability to print many more types of documents other than the rent payment form.  You may want to give your tenants the new Rent Computation for the CPI or survey.  You may want to have them sign a new lease agreement every February.  You will want to give them a Tenant Rent Notice.  This is a Notice that explains what their previous rent was, what their new rent will be, and what the change is.  And, finally, you may want to give your existing tenants a copy of the Inventory, which is all of the items in the iQMIS system that are driving their rental rates.  Your tenants can really help you find any errors in the Inventory if you provide them with a copy of this document.  
So, again, for this school, we see a list of all tenants.  Only the ones that say they are “Prorated” will get that prorated computation.  If you do not have them indicated as prorated, they get a regular 26 pay period computation.  I’m going to change that just so you’ll see how that looks on the payroll deduction form.  We have to enter an effective date of rent.  And note at the top of the screen, iQMIS will tell you the correct date for the CPI this year.  So you’re normally going to put in 3/10/2013, or whatever the effective date is for this year.   In this example today, I’m just going to use today’s date so we can see the documents.  And now I’m going to copy it using Control C, and then I’m going to paste it using Control V (Control V, Control V…)  
And we’re printing all of these documents for our existing tenants.  Remember, it only will do documents for occupied units.   Any vacant units won’t get any documents here.  Alright, so I changed April to not be a prorated payment method.  She is just a regular federal permanent employment.  Notice there are no prorated figures here in the payroll deduction form.  We’re stating it is a regular account.  And this would be her regular payment.

Now, let’s go to the second document.  This is the rent computation for April, the housing assignment agreement for April, the Tenant Rent Notice.  This is a crucial document to produce every February for your tenants because it explains in this area what the previous rent was.  So her previous rent was $174.  The new rent is $134, which is a decrease of $40.  This is due to the fact that we changed her from prorated to not prorated, so her rent is going down because she’s not paying for those summer months during the remainder of the year.  

Here’s the 2 pages of the Inventory form for April.  Alright, so 7 pages will go to April.  The 8th page starts Charlton Long.  This is a payroll deduction form that is a change.  And here is the prorated calculation.  So the current biweekly amount is $224.78 and he is 18 pay periods in pay status.  So I’m going to quickly scroll through all of the other documents that you would provide to Charlton.  There will be 7 pages.  Now we get to the next individual, Sarah.  This is a change in payroll deduction, and here is the prorated computation.

So essentially, you’re going to print out these documents.  You’re going to submit the payroll deduction form to NBC payroll.  You’re going to have your tenants sign this new housing Assignment Agreement; so at the bottom of this page, you will sign (or whoever is authorized to sign) and then the tenant will also sign and date this.  And the Tenant Rent Notice, which indicates the change in rent, is also signed by the tenant acknowledging that they have received this Tenant Rent Notice. 

Now signing this Rent Notice does not waive your right to an appeal.   It only is signing that you’ve received your new rent calculation.  If a tenant wants to file an appeal, they must follow the Bureau procedures.  And that is a separate process we are not covering here, but if your tenant does not want to sign a Tenant Rent Notice or a Lease Agreement because they are unhappy about their rent, they no longer have the right to live in housing.  They must sign a Lease Agreement and a Tenant Rent Notice in order to remain in housing and keep the keys.  If they don’t want to sign it, then they’re welcome to move elsewhere.
Alright, here’s our next occupied unit, Joe Smith, this is a change in payroll deduction, and here’s the new prorated amount.

So I think those of you that are using prorated rents are going to love this functionality.  Because it saves you from doing it all manually as you have done in the past.  

Feel free to contact my office should you have any questions about prorated rental rates.  I appreciate your time today.  Thank you.

