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Article 1:
Purpose of this policy
This policy sets out the co-op’s rules about

· how members (tenants) pay their housing charges, and

· how the co-op collects arrears.

Article 2:
Priority of this policy
This policy forms part of the Standard Form of Lease (Residential Tenancies Act R.S.N.S. 1989, c.401).

This policy takes the place of or amends all previous policies or decisions that deal with housing charge payment and arrears collection.

Article 3:
Housing charge payments

3.1
Housing charges include all amounts that the co-op charges to members (tenants).

3.2
Housing charges are due each month before noon on the first day of the month.  If the first day of the month is a Saturday, Sunday or statutory holiday, housing charges are due before noon on the first working day of the month.  

3.3
Members (tenants)  can pay by

· cheque, or
· money order
Members (tenants) who pay by cheque are encouraged to submit post-dated cheques.

The co-op is not set up to handle cash payments.  In special cases, a member (tenant) may have to pay by cash.  In that case, the member (tenant) must deliver the cash in person to the co-op office and will be given a pre-numbered duplicated receipt for the payment.  Members (tenants) must never leave cash in the co-op mail box.

3.4 Members (tenants) must deliver their housing charge payment to the management office. 
3.5 Payments may be:

· deposited in the co-op office mail box (except cash), or  

· delivered to the co-op’s manager in person, or 

Article 4:
Late payments and late charges

4.1
Payments not received by noon on the first day of the month will be considered late.

4.2
The manager will send a late payment letter to each member (tenant) who did not pay their housing charge or mediated settlement arrears payment to the co-op by noon on the first day of the month.  The manager will send the late payment letter before the end of the first day of the month.
4.3
The co-op’s management will contact all members (tenants) who have not responded to the late payment notice by the 15th of the current month.  This information will also be filed in the member’s (tenant’s) file.

4.4
The manager will send an application to Residential Tenancies for each member (tenant) who has not paid their housing charge in full by noon on the 31st day of the current month.  The application must be filed by the manager no later than the fifth day of the following month.
4.5
Members (tenants) will only be able to enter into one mediated settlement with the co-op within any 5 year period.

4.6
The co-op manager will negotiate mediated settlements on behalf of the Board of Directors.  The mediated agreement must be for a maximum of 1 year unless otherwise directed by the Board of Directors.  Monthly payments must be negotiated at a minimum of $50.00.  All mediated settlements will include a stipulation that regular monthly housing charges and mediated settlements payments must be made on time.

4.7  
Failure to comply with a mediated agreement will result in the co-op’s manager taking steps to obtain vacant possession of the unit.

4.8
Late payment of housing charges three times within a year will be considered to be chronic late payment.  

Article 5:
Returned cheques

5.1
If the co-op’s credit union returns a member’s (tenant’s) housing charge cheque to the co-op marked NSF (not sufficient funds), Stop Payment or Account Closed, the member (tenant) must replace it within two days of being notified by the Co-op. 

5.2
The member (tenant) will be charged $35.00 for returned cheques.  Members (tenants) who do not pay the fee will be considered in arrears.

5.3
If the member (tenant) does not replace the returned cheque within two days of being notified, the manager will follow the same process as outlined in article 4.4.
5.4
If a member (tenant) has two cheques returned within a year, they must pay future housing charges by certified cheque or money order or interac.  This will apply for a period of one year.  The co-op will not accept payment in any other form.

Article 6:
Reporting

6.1
Each month, the manager will prepare an arrears report for review by the board of directors.

6.2
The form of the report will be approved by the board of directors.  The current form of the report is set out in Schedule A.  
6.3
Any contact (phone, in person, email) made between a member (tenant) and the management company will be documented and become part of the member file.

Article 7:
Members who move out in arrears

7.1
The co-op manager will take all reasonable steps to collect arrears from members (tenants) who have moved out of the co-op.

7.2
These steps will include

· sending a registered letter with a summary of the amount owing to the former member’s (tenant’s) last known address

· placing the account with a collection agency

· taking legal action through the courts to collect the arrears.
Schedule A
The arrears report will include

· an aged arrears listing for all current and former members (tenants) who are in arrears.  Current members (tenants) will not be identified by name.  They will be assigned a code.

· the number of returned cheques for the month

· the number of members (tenants) who paid late for the month

· the number of members (tenants) who have had two returned cheques during the year

· the number of members (tenants) who have paid late three times during the year.
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