Pay Commission to a Third Party

PROMAS

Property Management Solutions for Over 30 Years

Overview
This document covers the steps to pay a commission to property managers, agents and others based
upon income to a unit.

Our example is for paying 2 different people for a unit, which could be two property managers, two
agents, a property manager and an agent, etc. If you only have one, simply ignore the second set of
instructions. If you have more than two, set up as many as you need.

The process involves determining the commissionable amount from the owner/property ledger,
applying the percentage and then posting expense to the management group ledger assigned to the
owner/property, and posting the income to the management group set up for the third party. The
Recurring Transfer function is used to calculate and post the transactions to transfer the
commissions. Recurring Transfers are set up under <<Setup, Recurring Transfer>> and taken under
<<GL, Scheduled Journal Entries>>.

Our Example

The instructions below assume a property manager and an agent who each get a percentage of the
management fees on collected rent. The property manager gets 2% and the agent gets 1.5%. If the
rent is $800 and the management fees is 9%, the management group gets $72 and gives $16 to the
property manager and $12 to the agent. Payment is done on the 10th of the month for the previous
month.

JProperlv Manager Jane [Cnlegory]‘ M
One Time | ame Propery Menager Jons \ sotroston ||
1. Create a Category, under <<Setup, | \‘G . | ceemeemaD
Categories>> for the Property Manager. | e st
2. Create a Category for the Agent. | oo pomcode [ |
|
|
I

Commenl
’V 2% of collected rent -
Agent: John Doe [Category] H
Name ‘A‘JE”‘ John Doe ‘ Sort Position
Section { ‘ Category is a Label []
rofile Specific
Alert Type |[None - & P o -
Reminder Type Hero PM Code
Comment is a Template for New Categories []
Comment
1.5% of collected rent]
o | | oot | tew [ oo | ot | owe | coe |
Comment is a Template for New Categories []
=== osete—pow—| Provows | et —|ssavensweuersi]
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3. Assign the Agent and/or Property Manager category to each unit profile for which it is
applicable.

327 Cedar Lane [Unit]

D|CEDAR32? | |32?CedarLane | Ke,.| | Status |A|:tive

Upload Manager | Inspections

All |Gen9 al| Comment' Emergencyl Inspection| I.isting' Maintenance' Weloorne'

1. Unit Description 2. Categories 3. Documentation

4. Create 2 Account Codes: Commission Income with an account type of Income, and
Commission Expense with an account type of Expense.

k] Commission Income [Accound ]
D |COMMINC | |Commissionlncome I],edgerCode 9399 X Active

Account Type [ Bank Account

[J Checking Account
Classification [J Escrow Deposit Analysis

l j [0 Impound Account

!Income j

rAccount Sections
Balance Sheet !CURRENT ‘YR: Current Year Eamings ﬂgl

Other Financial Statements [NCOME: Income ﬂg

y | Commission Expense [Account] |

ID [COMMEXP | [Commission Expense | Ledger Code [9299 X Active
AccountType [J Bank Account
xXpenses
IE P :I [J Checking Account

a7

Classification [J Escrow Deposit Analysis

| :I O Impound Account

rAccount Sections
Balance Sheet |CURRENTYR: Current Year Eamings ﬂg

Other Financial Statements |EXPENSEZ Expenses ﬂﬂ
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5. Create an Account Code of Pay Commission with an account type of Expense, and a Bill Code

with the same name, pointing
to that account code. It will
be used to pay the
commission.

[Bill Code]

Pay Commission [Account] |

[ Checking Account

Classification

[ Escrow Deposit Analysis

I

j O Impound Account

D [PAYCOMM | [Pay Commission | Ledger Code (2399 X
Account Type [ Bank Account
IExpenses el

i) |PAV COMM ‘ |Pay Comrmission

] Active

ICURRENT “YR: Current Year Earnings

v

Account |PAY COMM: Pay Commission

2

IEXPENSE: Expenses

v[e]

2

I Charge |
I

6. Set up a Management Group for the Property Manager. Click <Yes> to the warning.

Information

R . B U U B0 D i D R B

Most users only require one management group for a database. If you are creating a second management group, please confirm with technical
support that this is correct for your management situation.

7. Set up a Management Group for the Agent.

Agent Commission [Management Group] |

o [BGENT COMM | |AgentCDmmissiDn

~Remittance Addre:
PROMAS
311 Maple Ave West

-Additional Letterhead In

Vienna, VA 22180

Agent Commission [Management Group] |

jin} |,1AGENTCOMM | |AgentComm\ssi0n

rRemittance Addre:
FROMAS
311 Maple Ave West

Vienna, VA 22180

22180 [] Foreign

-Additional Letterhead Information

Work Order

rAccounting

Posting Table ‘STANDARD: Standard

i

Accounting Method
Start of Year |01/01/2015 1_3'

22180 ! [ Foreign

Work Order

rAccounting

Posting Table |STANDARD: standard

Accounting Method
Start of Year |01/01/2015 1_g]l
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8. Create a Recurring Transfer record under <<Setup, Recurring Transfers>> with the
parameters for the property manager commission. (For example, if you want to pay the
commission for last month on the 10th of this month, set the Delay to 9 and the Next

Scheduled to the 1st of this month.)

9. Create a Recurring Transfer record under <<Setup, Recurring Transfers>> with the
parameters for the agent commission. (For example, if you want to pay the commission for last
month on the 10th of this month, set the Delay to 9 and the Next Scheduled to the 1st of this

month.)

PM Commission-Jane [Recurring Transfer] |

D |PM COMM | |PM Commission-Jane

| [ Used for Tax Collection

rTransfer Amount;

Round to Nearest Dollar [

—Schedule

Schedule [Monthly -
Next Scheduled |03/01/2015 ﬂ

Schedule Expires el

Include if No Calculated Amount []

rPosting Information

Debit Account |COMM EXP: Commission Expense q,|[;|
Credit Account |COMM INC: Commission Income q,|[;|
Alternate Payee |PM COMMISSION: PM Commission q,|[;|

Reference |PM Cammission

] Transfer From Management Group

Memo |

Source Account |RENT! Rent

vz

Source List |

/=l

Limit to Category |Pr0per‘ty Manager Jane

Jﬂgent Commission-John [Recurring Transfer] |

D AGENTCOMM | |Agent Cammissian-John

| [] Used for Tax Collection

rSchedule

Schedule [Monthly -
Next Scheduled |03/01/2015 ﬂ

Schedule Expires 15

Transfer Amount

Round to Mearest Dollar []

Include if Mo Calculated Amount []

—Posting Information

Debit Account |COMM EXP: Commission Expense

v[z]
Credit Account |COMM INC: Commission Income $|D|
v[2]

Alternate Payee |RGENT COMM: Agent Commission

Reference |AgentCu:|mmissiDn

| [X] Transfer From Management Group

Memo |

Source Account |RENT: Rent

v

Source List ||

v

Limit to Category |Agent: John Doe

v
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EachTime - Transfer the Amount

=

Transfers.
3. Click <Compile>.

Go to <<GL, Scheduled Journal Entries>>.
2. Mark the Radio Button for Recurring

]
|
|
|
I
I
I
I
|

4. The appropriate candidates should come up
on the screen. Click the <Calculate> button to see details of the calculations.

P, Transfer Candidat

Date Fayer

Profile Search

Scheduled Journal Entries

" Recurring Journal Entries

@ Recurring Transfers

(" Reconcile Property Management Fees

¢ Tax Collections

Scheduled Through |03/03/2015 fei
Limit to Schedule I:l

Restrict to |

Transfer Amount

EEEX

Internet

03/01/2015 |PM LEDGER: Property Management

$10.35] [ skip

a1

S

Publishing

03/01/2015 |I=M LEDGER: Property Management

|

Payee |PM COMMISSION: PM Commission

|

$13.80| 7 skip

Edit Source |

()
=

Source |PM COrM: PM Commission-Jane

Profiles

Calculations |

Gl

Maintenance

Reports

5. Click <Post>.

The Recurring Transfer will
calculate the rent posted to the
ledgers from the appropriate units
for the time period. It will debit the
ledger's Management Group and
credit the Agent Management
Group the appropriate amount.

8z2/81/2815
to 02/28/2015

= $690.00

$690.00
2

Calculated for CEDAR327: 327 Cedar Lane [Unit]

Period Start
Period End

Days in Period
Rent
Source Amount

Source Amount
Percentage

PH Commission-Jane

1
-

0K | Cancel |
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Each Time - Write the Check(s)

1. Go to <<Reports, Management Group Reports>>.
2. Compile the Income Summary or Income Details reports for the time period. The report will list
the amount transferred for each agent or property manager.

Income Details
March 1, 2015 to March 9, 2015
Agent Commis sion
Date Description Amount Balance
03/01/2015 Beginning Balance £0.00
Income
Commis sion Income
03012015 Commission Income to Agent Commission for 327 Cedar Lane $10.35
Total Income 210.35
Net Income (Loss) £10.35
Net Balance Change 210.35
03/0%2015 Ending Balance $10.35
Income Details
March 1, 2015 to March 9, 2015
Pl Commis sion
Date Description Amournt Balance
03/01/2015 Beginning Balance £0.00
Income
Commis sion Income
03/01/2015 Commission Income to PM Commission for 327 Cedar Lane §13.80
Total Income 213.80
Net Income (Loss) 51380
Net Balance Change 21380
03/0%2015 Ending Balance $13.80
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3. Go to <<AP, Single Check>>. Post and print a check to each agent or property manager for
their amount. The Payee is the agent/property manager (management group), the Bill To is the
agent/PM management group, the Bill Code Pay Commission.

Write Check [
Posting Date |03/09/2015 1| O Hand written

Invoice # |MARCH 9, 2015 |

Payee |AGENT COMM: Agent Commission [Management Group] §,|g,| |Management Group v|

One Time | | Check Mumber I:I
Memao | | Discount (%) I:I
Work Order | %|D| Discount (%) I:I

W 1 Invoice [ 2 Payee Address & Comments [

| Bank |CHECKING: Bank Account Checking %|D|

Bill To |AGENT COMM: Agent Commission [Management Group] \’|D| |Management Group v|

[ > [m

Bill Code |PAY COMM: Pay Commission %|D|

Amount $10.35| [ split Charge with Owner

Undiscounted Total $10.35|  Total Discount I:l Discounted Total $10.35

If the checks to the individuals must be printed from the company books instead of the property

management books, make the payee the company and list the line items for each agent or property
manager.

Write Check | A

Posting Date |03/04/2015 1| [ Hand Written

Invoice # |MARCH 3, 2015 |

Fayee | %|D| |Management Group v|

Bank |CHECKING: Bank Account Checking %|D|

0One Time | | Check Mumber I:I
Memo | | Discount (%) I:I
Work Order | §,|B| Discount (%) I:I

W 1 Invoice [ 2 Payee Address & Comments |

Bill To |PM COMMISSION: PM Commission [Management Group] \,|g| |Management Group v|

[ > [m

Bill Code [PAY COMM: Pay Commission \,|D|

Amount $13.80| [ Split Charge with Owner

Undiscounted Total $1380|  Total Discount I:I Discounted Total $13.80
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