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 Valley King Properties



          APARTMENT AUTO PAY MONEY COLLECTION PROCEDURES
Once you have escorted the customer to the community and management has accepted the customer, you must follow the steps below:

***If for any reason we do not collect the money, the auto pay now becomes a NORMAL BILLING. When filling out your normal billing sheet, be sure to notate the reason for not collecting the money under the "special instructions" section. If there are not any instructions, you will be contacted by Administration. Should the billing become delinquent, it may not be collectable.

1. Collect money in the form of a MONEY ORDER or CASHIER'S CHECK only. Make money order/cashier's check payable to "Valley King Properties". Write the PROPERTY NAME AND UNIT # on the money order (on the address line or description line). 

2. Be sure to fill out an Auto Pay Receipt Voucher with your customer and have the customer sign it. DO NOT FORGET TO HAVE THE CUSTOMER SIGN THE VOUCHER!! Once the receipt has been signed, remind your customer that all monies left are non-refundable and are only returned if they are denied by the property. 

3. You MUST call the property to confirm the apartment number and move-in date. 

4. Please do the following:

· Make a copy of the money orders/cashier's checks

· Make a copy of Auto Pay Receipt Voucher

· Give a copy to the customer and fax a copy to the property,

· Communicate with the Property!
· Keep a copy of both the money and the AP Receipt Voucher for when it is time to do the billing. 

· For online billing, enter money orders under the fee voucher/auto pay screen.

5. Put ONE copy of the money order, auto pay receipt voucher, and the actual money order(s) in an envelope. DO NOT INCLUDE ANY EXTRA PAPERWORK, AND DO NOT FORGET TO INCLUDE THE COPIES OF MONEY AND AP RECEIPT VOUCHER.
6. On the outside of the envelope, write:

· Agent Name

· Property Name

· Unit #

· Customer's name

· Scheduled move-in date

· Total amount of money in the envelope

· Amount of each money order and the money order number 

7. Turn in money to the Main Office or specified area for Auto Pay Money (see manager for special instructions). When you do so, you will sign it in on the sign-in board.

8. ALL MONIES NEED TO BE TURNED IN WITHIN 24 HOURS.

9. All Auto Pay billings and monies need to be turned into Admin by no later than 10 AM on Monday to be processed that week.

