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DisclaimerDisclaimer

 This session is being recorded for future use.This session is being recorded for future use.

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

33

Our AgendaOur Agenda

 IntroductionIntroduction
 Monthly Management Monthly Management 

ReportsReports
 About Internal ControlsAbout Internal Controls
 Additional ResourcesAdditional Resources

44

Why is monitoring Why is monitoring 
important?important?
 Protects:Protects:

–– Your investment and yourself Your investment and yourself 
–– Your Board from public scrutinyYour Board from public scrutiny

 Is a necessary part of basic internal Is a necessary part of basic internal 
controlscontrols

55

CIRA (Common Interest CIRA (Common Interest 
Realty Association) IndustryRealty Association) Industry
 Minimal use of written policies and Minimal use of written policies and 

procedures procedures 
 Reliance on: Reliance on: 

–– Overwhelmed property managers Overwhelmed property managers 
–– Busy volunteer board members Busy volunteer board members 

 Volunteer Board membersVolunteer Board members
–– Varying backgroundsVarying backgrounds
–– Personalities and traitsPersonalities and traits

 This is a niche industry!This is a niche industry!
66

Tonight Tonight ……

 Focus is on Management ReportsFocus is on Management Reports

 Visit Visit www.czarbeer.comwww.czarbeer.com for more for more 
information and recorded webinar on information and recorded webinar on 
Internal ControlsInternal Controls
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Monthly Closing ReportsMonthly Closing Reports
Should IncludeShould Include……..
 Financial highlights Financial highlights 
 Budget comparisonBudget comparison
 Aged arrears report Aged arrears report 
 Aged payable reportAged payable report
 Journal entries Journal entries 

 Bank reconciliationBank reconciliation
 Cash receiptsCash receipts
 Cash disbursements, Cash disbursements, 

including copies of including copies of 
paid invoicespaid invoices

 Payroll recordsPayroll records

88

Financial HighlightsFinancial Highlights
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Financial HighlightsFinancial Highlights

 Read commentary by property Read commentary by property 
managermanager

 Monitor the changes in cash balancesMonitor the changes in cash balances
–– Operating cash approximately 1/2 month Operating cash approximately 1/2 month 

carrying chargescarrying charges
 Review activity in reserves and other Review activity in reserves and other 

bank accountsbank accounts
 How does activity relate to the capital How does activity relate to the capital 

plan?plan?
1010

Financial HighlightsFinancial Highlights

1111

Financial HighlightsFinancial Highlights
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Financial HighlightsFinancial Highlights

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

 Look at changes in accounts payable Look at changes in accounts payable 
summary and aging, if providedsummary and aging, if provided
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Financial HighlightsFinancial Highlights
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Financial HighlightsFinancial Highlights

1515

Budget ComparisonBudget Comparison

1616

Budget ComparisonBudget Comparison

 Monitor significant variations in Monitor significant variations in 
expensesexpenses
–– Determine significant amountDetermine significant amount
–– Scan for positive or negative variances Scan for positive or negative variances 

greater than the significant amountgreater than the significant amount
–– Inquire reason for variance (Consider Inquire reason for variance (Consider 

seasonal expenses)seasonal expenses)

 Ask common sense questions Ask common sense questions --
experience is not required!experience is not required!
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Budget ComparisonBudget Comparison
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Budget ComparisonBudget Comparison
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Budget ComparisonBudget Comparison

2020

Budget ComparisonBudget Comparison

 Schedule of building improvementsSchedule of building improvements
–– Ascertain transfer from reserves to fundAscertain transfer from reserves to fund
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Budget ComparisonBudget Comparison

2222

Aged Arrears ReportAged Arrears Report

2323

Aged Arrears ReportAged Arrears Report

CollectionCollection
StatusStatus
ReportReport

2424

Aged Arrears ReportAged Arrears Report

 Those over 60 days are of most Those over 60 days are of most 
concernconcern
–– Monitor habitual late payersMonitor habitual late payers
–– Evaluate potential problemsEvaluate potential problems

 All charge backs to tenants posted?All charge backs to tenants posted?
 Appropriate late fees billed?Appropriate late fees billed?
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Aged Arrears ReportAged Arrears Report

 Collection statusCollection status
–– If totals presented, match to expected If totals presented, match to expected 

amountsamounts
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Aged Arrears ReportAged Arrears Report

CollectionCollection
StatusStatus
ReportReport
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Aged Payables ReportAged Payables Report

2828

Aged Payables ReportAged Payables Report

 This is the unpaid bills listingThis is the unpaid bills listing
 Monitor total balance to prior monthsMonitor total balance to prior months
 Evaluate ages of date of service Evaluate ages of date of service 

2929

Journal EntriesJournal Entries

3030

Journal Entries Journal Entries 

 Often nonOften non--check disbursements or check disbursements or 
miscellaneous incomemiscellaneous income

 The place to find unusual transactionsThe place to find unusual transactions
 Is there proper segregation of duties Is there proper segregation of duties 

to record these?to record these?
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Bank ReconciliationBank Reconciliation

3232

Bank ReconciliationBank Reconciliation

 Review for reasonablenessReview for reasonableness
–– AuditorsAuditors’’ trick trick –– trace outstanding checks trace outstanding checks 

and deposits in transit to next statementand deposits in transit to next statement

 Verify that the balances are reasonableVerify that the balances are reasonable
 Scan for unusual transactionsScan for unusual transactions

–– ACHACH
–– Journalized itemsJournalized items
–– Out of order check numbersOut of order check numbers
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Bank ReconciliationBank Reconciliation
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Bank ReconciliationBank Reconciliation

3535

Bank ReconciliationBank Reconciliation

 Utilize the usual three distinct property Utilize the usual three distinct property 
fundsfunds
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Cash ReceiptsCash Receipts

CollectionCollection
StatusStatus
ReportReport
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Cash ReceiptsCash Receipts

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

 Is all miscellaneous income is Is all miscellaneous income is 
deposited?deposited?
–– ParkingParking
–– StorageStorage
–– LaundryLaundry
–– Insurance settlementsInsurance settlements

3838

Cash DisbursementsCash Disbursements

3939

Cash DisbursementsCash Disbursements

 Invoice copies should have Invoice copies should have 
documentation attacheddocumentation attached

 Written approval from an individual not Written approval from an individual not 
authorized to sign checksauthorized to sign checks

 Are any paid bills missing?Are any paid bills missing?
 Are payments being made reasonably Are payments being made reasonably 

close to bill dates?close to bill dates?
 Have amounts requiring board approval Have amounts requiring board approval 

been approved?been approved? 4040

Cash DisbursementsCash Disbursements

 Check for emergency payments of Check for emergency payments of 
invoice not following standard invoice not following standard 
proceduresprocedures
–– Was there subsequent review and Was there subsequent review and 

approval?approval?
–– Was it indeed an emergency?Was it indeed an emergency?
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Payroll RecordsPayroll Records

 Confirm employee names to actual Confirm employee names to actual 
staffstaff

 Scan hours workedScan hours worked
–– Reasonable based on work schedules?Reasonable based on work schedules?

 Check for overtimeCheck for overtime
–– This is often where biggest savings can This is often where biggest savings can 

be foundbe found

4242

Basic Internal ControlsBasic Internal Controls

 Ask common sense questions!Ask common sense questions!
 DonDon’’t accept confusing answers AND t accept confusing answers AND 

do not agree until you understand!do not agree until you understand!
 When bidding, Board submits a vendor When bidding, Board submits a vendor 

name from outside sourcename from outside source
–– InternetInternet
–– CNYCCNYC
–– Cooperator GuideCooperator Guide
–– Other buildingsOther buildings
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Best Practices in Internal Best Practices in Internal 
ControlsControls
 Establish written policies and Establish written policies and 

proceduresprocedures
 Require staff to follow proceduresRequire staff to follow procedures
 Approval of adjustments to accounting Approval of adjustments to accounting 

recordsrecords

4444

Handy WebsitesHandy Websites

 NYC Real Estate TaxesNYC Real Estate Taxes
–– http://www.nyc.gov/html/dof/html/property/phttp://www.nyc.gov/html/dof/html/property/p

roperty.shtmlroperty.shtml

 NYC J51 ExemptionNYC J51 Exemption
–– http://webapps.nyc.gov:8084/cics/cwba/dfhwhttp://webapps.nyc.gov:8084/cics/cwba/dfhw

btta/abhqbtta/abhq

 NYC WaterNYC Water
–– http://nycprop.nyc.govhttp://nycprop.nyc.gov
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Handy WebsitesHandy Websites

 Con EdCon Ed
–– http://www.coned.com/http://www.coned.com/

 National GridNational Grid
–– http://www2.nationalgridus.com/http://www2.nationalgridus.com/

 Energy StarEnergy Star
–– https://https://www.energystar.govwww.energystar.gov//
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Upcoming WebinarsUpcoming Webinars
www.czarbeer.com

Understanding Cooperative Financial 
Statements

6 pmMay 25, 2012

Board Member Responsibilities7 pmApr. 18, 2012

Understanding Condominium Financial 
Statements

7 pmMar. 5, 2012

Long Term Planning - The Key to 
Successful Properties

7 pmFeb. 7, 2012

Winter & Spring 2012
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 Send an email to: Send an email to: info@czarbeer.cominfo@czarbeer.com
 Put Put ““MonitoringMonitoring”” in the subjectin the subject


