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Disclaimer

B

m This session is being recorded for future use.

m The content of this webinar does not
constitute a professional service. Always
consult with a competent professional for
advice on tax, accounting and other financial
matters specific to your situation. If you wish
to engage our firm for this purpose, please
contact our office.

[

Our Agenda %
s EL
= Introduction

= Monthly Management
Reports

= About Internal Controls
= Additional Resources

Why is monitoring
CB+ iImportant?

m Protects:
— Your investment and yourself
— Your Board from public scrutiny

m IS a necessary part of basic internal
controls

CIRA (Common Interest
CB+ReaIty Association) Industry

= Minimal use of written policies and
procedures
= Reliance on:
— Overwhelmed property managers
— Busy volunteer board members
= Volunteer Board members
— Varying backgrounds
— Personalities and traits
= This is a niche industry!

Tonight ...
_|_

m Focus is on Management Reports

m Visit www.czarbeer.com for more
information and recorded webinar on
Internal Controls
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Monthly Closing Reports
CB+ShouId Include....

m Financial highlights m Bank reconciliation
m Budget comparison m Cash receipts
m Aged arrears report m Cash disbursements,

including copies of
paid invoices
m Payroll records

m Aged payable report
= Journal entries

Financial nghllghts
+ I_f““*wﬂ |

Financial Highlights
B
+
= Read commentary by property
manager
= Monitor the changes in cash balances
— Operating cash approximately 1/2 month
carrying charges
= Review activity in reserves and other
bank accounts
= How does activity relate to the capital
plan?

Financial nghllghts
B+

10

December 2011 Financial Management Update

Financial Highlights

CASH AND CASH EQUIVALENTS 4
CURREMT MO PRICE MO NET CHANGE]

Total Operabng Accounts. S8137.70 78,605.04 (2046734,
Total Operating Funds 5813770 78 B05 04 (20467 34
SIGNATURE BANK I 175,967 .72 25425072 (78,253.00
ESQUIRE BANK /I 25554821 255,391.36 156,85
INVESTORS i 25012702 25003110 8582
CAFITAL ONE BANK [ 17433012 25259212 (78253 00
Total Reserve Funds 85601207 1,012 265 30 (158,253 23
Total Cash & Cash nts. 614 14677 1,090,870.34 (176,720.57

1

Financial Highlights

B 3

m Look at changes in accounts receivable
summary and aging, if provided

m Look at changes in accounts payable
summary and aging, if provided
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Financial Highlights
B+

ACCOUNT RECEIVABLES

Financial Highlights
B+

CURBENT MO PRIOR MO NET CHANGE
AR CURRENT (37.430.13) (29,126 46) (B,303.87)
AR OVER 30 DAYS 368420 484430 (1.150.10)
AR OVER 60 DAYS 284581 344283 (598.32)
AR OVER 90 DAYS 28,718 83 25873 66 284517
e TOT AL e (2,171.49) 503543 (7.206.9

ACCOUNTS PAYABLE

CURRENT MO FRIOR MO NET CHANGE]

NP CURRENT 14,027 52 2588338 (11,855 &7,
AP OVER 30 DAYS 370031 131821 238210
AP OVER B0 DAYS 0.00 7,550.38 {7,550.38,
AP OVER 80 DAYS 4 A58 80 0.00 4,858 80
TOTAL 22 58663 34,751.96 (12,165.33,

Budget Comparison
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Budget Comparison
_|_

m Monitor significant variations in
expenses
— Determine significant amount
— Scan for positive or negative variances
greater than the significant amount
— Inquire reason for variance (Consider
seasonal expenses)
m Ask common sense questions -
experience is not required!

Budget Comparison

AL BOGET
01 ERATNING

-

INCOME
TENANT & OTHER INCOME 146,009.72 163,430 -17,420 1,845,921.08 1,797,730 1,961,181 115,260
ASSESSHENT/SURCHARGE .00 0 0 00 0 0 0
TOTAL OPERATING INCOME 146,009.72 163,630 _“17,420 1,845,921.08 1,797,730 1,961,781 __ 115,260
DISBURSEMENTS

PAVROLL 61,513.76 59,835 1,679 767,166.47 703,481 833,547 66,781
UTILITIES 23,93.15 33,496  -9,562 628,303.61 489,195 520,380  -107,524
REPAIRS & MAINTENANCE 18,702.38 17,210 1,492 03,4089 208,810 236,560 66,849
ADMIKISTRATIVE 2,041.77 4,789 -4 a7 43,071.56 77,679 88,000 44,928
INSURANCE 6,626.00 7,000 <374 63,780.79 K 91,232 27,451
PROFESSIONAL 12,151.65 9,150 3,002  %,834.35 119,400 154,300 59,466
FINANCIAL .00 0 0 o0 0 o

FEDERAL & LOCAL TAXES .00 0 0 178600 1,700 5,000 3,214
ABATEMENTS & EXEMPTIONS .00 0 0 .00 0 [

SUPT. APT. EXPENSES .00 1,208 1,208 00 13,288 14,500 14,500
TOTAL DISBURSEMENTS 124,969 71 134,688 _-9,718 1,902,351.43 1,678,785 1,945,916 41,568

NET CASH FLOW FROM OPER.
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Budget Comparison
_|_

180HE

TENANT & OVNSR JuCOmE
COMAOR CHARGES [NCOME T LS00 194,580 -15,347 1, 166, 863
SUBLET FEES 15 [ ] 9,402
MIEC HCOWE .00 ot 240 3,810
BIKL STORAGE 30 © am &
THSLBANEE RETIND o 3 ] Bk
INTEREST INCOML o Lm0 12,473
LATE FEES TEATE 1,000 241 5,848

v 1,E55.07 1m &3 1,108

LEGAL FEE INCOME 0 o -z,08 ¢, on
WOV IM/TUT FEER ) [ [ 1,000
PROCESSING FEES o o e 1,700
R/ TRX -0 ] ] 135,400
REC BOCM BINTAL o o T -0, 510
STORALE Blws 3mn 2,47 158 3,002

TOTAL TOWANT & OTER fucowr  CICLGO9.FR WE,N _T7a%0 10405008 0P, 0M OB TOY LRT181 _ WO55
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Budget Comparison
_|_
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Budget Comparison

m Schedule of building improvements
— Ascertain transfer from reserves to fund

L LU CERCRTe ST 03 + ANNUAL BUEGET -
LT it BOGET - - v == ALTORL BUGED YhE ERL LOLIRES L TR
nnnnnnn & munrewmnce
5600 AIR CONDITIONING 864,47 o 8L 22,258.76 22,259 0 22,259
4614 CRBLE/ANTENNA EXPEKS 24,58 300 55 505160 3300 CuB 3.6 543
4618 CLEANING SERVIGE ‘o B3 o 00 P63 % 10,0 10,000
6628 COMPACTOR/ INCIKERATOR 00 o [} #53.00 453 1,000 347
6636 BUES .o 1] o .00 1,0 1,800
6650 LECTRICA s ‘o0 ] o 70047 1,500 5,600 1,5 -5,600
6662 ELEVATOR MAINTERANCE 03520 o i 23768 2383 20400 2,0
6644 ELEVATOR REFAIR la2 520 520.42 0 520 1,000 a0
19
HOW OPERAT MG TRANSA

NON-OPERATING 1MCOME -0 L) 0 BB T2 F 0 812 0 348,126
WON-OPERATING EVPENSES oo [] o 347, 13001 0 -247,151 -37,082 210,009
CAPITAL 1HPROVEMENTS oo o 0 -72906.00 o 72,906 072906
NET NON-OPFRAT ING TRANE (] o 0 e, R 0 EERAT T RT0% 3,81

(B 3|

Aged Arrears Report

Aged Arrears Report

(B |

I iy e

Collection
Status
Report

Aged Arrears Report

B

m Those over 60 days are of most
concern
— Monitor habitual late payers
— Evaluate potential problems

m All charge backs to tenants posted?

m Appropriate late fees billed?
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Aged Arrears Report
_|_

= Collection status

— If totals presented, match to expected
amounts

Aged Arrears Report
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Aged Payables Report

— s
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Aged Payables Report
B
<=
m This is the unpaid bills listing
= Monitor total balance to prior months
m Evaluate ages of date of service

Journal Entries

Doughs Ellrun CONDOMINILIM —
‘|_ T s | UL ENTRIES m———
i FOR PERSOD ENDING 033172011 [,

Journal Entries
_|_

m Often non-check disbursements or
miscellaneous income

= The place to find unusual transactions

m |Is there proper segregation of duties
to record these?
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Bank Reconciliation
B

Bank Reconciliation

m Review for reasonableness

— Auditors' trick — trace outstanding checks
and deposits in transit to next statement

m Verify that the balances are reasonable
m Scan for unusual transactions

—ACH

—Journalized items

— Qut of order check numbers

Bank Reconciliation

Bank Reconciliation

AR ADJUSTHENT LISTING DATE:  12/12/2011

acaney: [ o 10/31/11 PaGE: 1

DOR NUMBER:

REFERENCE

NOMBER DATE DESCRIPTION AMOUNT

BANK CREDITS

1 08/21/11 VERIZON EDI PAYMENTS §800.00
TOTAL: 800.00

BANE DEBITS

1 11/30/11 ADE TAX OF BANK NOT BOOKS -4,478.85
TOTAL:  —4,478.95

TOTAL EDJUSTMENTS: ~3,678.95

Bank Reconciliation
CBJr

= Utilize the usual three distinct property
funds

Cash Receipts

CB ok N UOMINILN
T e o
Collection
Status
Report
. (v
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Cash Receipts

= Does the total deposited agree to the
receipts total on the rent roll?

= Is all miscellaneous income is
deposited?
— Parking
— Storage
— Laundry
— Insurance settlements

Cash Disbursements

Cash Disbursements
B
+- Invoice copies should have
documentation attached
= Written approval from an individual not
authorized to sign checks
= Are any paid bills missing?
= Are payments being made reasonably
close to hill dates?

= Have amounts requiring board approval
been approved? »

Cash Disbursements

m Check for emergency payments of
invoice not following standard
procedures
— Was there subsequent review and

approval?
—Was it indeed an emergency?

5 Payroll Records
|
= Confirm employee names to actual
staff
m Scan hours worked
— Reasonable based on work schedules?
m Check for overtime

— This is often where biggest savings can
be found

Basic Internal Controls

= Ask common sense questions!

= Don't accept confusing answers AND
do not agree until you understand!

= When bidding, Board submits a vendor
name from outside source
— Internet
—CNYC
— Cooperator Guide
— Other buildings
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Best Practices in Internal
CB+ Controls

= Establish written policies and
procedures

= Require staff to follow procedures

= Approval of adjustments to accounting
records

Handy Websites

_|_
= NYC Real Estate Taxes

— http://www.nyc.gov/html/dof/html/property/p
roperty.shtml
= NYC J51 Exemption
— http://webapps.nyc.gov:8084/cics/cwba/dfhw
btta/abhq
» NYC Water

— http://nycprop.nyc.gov

Handy Websites

_|_
= Con Ed

— http://www.coned.com/
= National Grid

— http://www2.nationalgridus.com/
= Energy Star

— https://www.energystar.gov/

Upcoming Webinars

CB Www.czarbeer.com
_|_

Winter & Spring 2012

Feb. 7, 2012 |7 pm |Long Term Planning - The Key to
Successful Properties

Mar. 5, 2012 |7 pm | Understanding Condominium Financial
Statements

Apr. 18, 2012 |7 pm |Board Member Responsibilities

May 25, 2012 |6 pm | Understanding Cooperative Financial
Statements

CB \ A
I LT LIRS
i )i

= Send an email to: info@czarbeer.com
m Put “Monitoring” in the subject




