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Fax Back Answers to Frequently Asked Questions

From our initial contact, we believe your situation can be resolved with a few standard directions.  As there is sometimes a delay speaking with a Client Care Associate, we hope this document will provide the directions you need to resolve your problem.  Please consider these directions as our first attempt to answer your need for assistance.  Once you have followed the steps listed here we trust your problem will be resolved.  

Problem:
  How to reconcile a Ledger Card & a List of Certs

Solution:

1. First, print out a full Ledger Card from IPMS & a List of Certs from HUDControl for the tenant.

2. Using the List of Certs, determine what the contract rent should have been for each month. Remember to base this upon the effective dates (not the voucher months).

3. Add all of these monthly contract rents together. This is the LOC Rent Total.

4. Using the List of Certs, determine what the assistance payment per month should have been. Remember to base this upon the effective dates (not the voucher months). Note: Assistance total will be a negative number as it is a credit on the tenant’s behalf.

5. Add all of these the monthly assistance payments together. This is the LOC Subsidy Total.(Should be a negative number)

6. Now, using the Ledger Card, add all the Rent charges per month that were recorded for the tenant.  Remember to include all rent charges & adjustments (TR Rent & ADJ Rent, etc…).  It is very important to record the correct type/sign on these. If a charge or adjustment has a negative number (ADJ RENT  -14), make certain to total this properly in the calculations. 

	Example
	TR Rent 450

	
	Adj. Rent   -50

	
	This totals to 400.


7. Add all these monthly Rent charges totals together. This is the LC Rent Total.

8. Now, using the Ledger Card, add all the Subsidy charges per month that were recorded for the tenant.  Remember to include all rent charges & adjustments (TR Subsidy & ADJ Subsidy, etc…).  It is very important to record the correct type/sign on these. If a charge or adjustment has a negative number (ADJ SUBSIDY  -14), make certain to total this properly in the calculations. 



	Example
	TR SUBSIDY   -450

	
	Adj SUBSIDY  -50

	
	This totals to -500.


9.  Add all of these monthly Subsidy charges totals together. This is the LC Subsidy Total.

10.
Take the LOC Rent Total & subtract the LC Rent Total. If they equal zero the Ledger card rent charges do not need to be adjusted in any way (example #1).  If there is a difference, then this is the total (positive or negative) of the adjustment needed to correct the Ledger Card Rent Charges (examples #2 &3).

	Example#1: 
	LOC Rent Total 4500 & LC Rent Total 4500   
	4500 – 4500 = 0

	
	No adjustment needed to the ledger cards rent charges

	Example#2: 
	LOC Rent Total 4500 & LC Rent Total 4450   
	4500 – 4450 = +50

	
	Adjustment needed  +50 to the ledger cards rent charges.

	Example#3: 
	LOC Rent Total 4500 & LC Rent Total 4550   
	4500 – 4550 = -50

	
	Adjustment needed  -50 to the ledger cards rent charges.


11. Take the LOC Subsidy Total & subtract the LC Subsidy Total. If they equal zero the Ledger card rent charges do not need to be adjusted in any way (example #1).  If there is a difference, then this is the total (positive or negative) of the adjustment needed to correct the Ledger Card Subsidy Charges (examples #2 &3).

	Example 1 
	LOC Subsidy Total  -4500 & LC Subsidy Total –4500     
	-4500 – (-4500) = 0 

	
	No adjustment needed to the ledger cards subsidy charges.

	Example 2 
	LOC Subsidy Total  -4500 & LC Subsidy Total   -4450  
	-4500 – (-4450) = -50 

	
	Adjustment needed  -50 to the ledger cards subsidy charges.

	Example 3 
	LOC Subsidy Total  -4500 & LC Subsidy Total   -4550    
	-4500 – (-4550) = +50 

	
	Adjustment needed  +50 to the ledger cards subsidy charges.


12.
For assistance in entering these Standard Charge Adjustments, please see the Creating Standard Charges Adjustments document. After adding any needed adjustments to subsidy or rent charges, the Ledger Cards charges should now be reconciled correctly. Any remaining balance on the ledger card is a result of payments made by the tenant.
NOTE:  If the solution above solves the issue you are encountering, please e-mail the Client Care Dept. at support@ipm-software.net.  If there is another issue please call 1-800-944-5572 or check out our Web site at www.IPM-Software.net for other Frequently Asked Questions.  Just click on Technical Support then click on TRACSMail FAQ’s or 2.0.1.B.


