Move-in / Move-out Scanning Procedures
· Overview
· The electronic version of handling move-in / move-out paperwork closely follows the paper version’s conventions. Specifically, there is a file cabinet (digital folder) of move-in paperwork, and a file cabinet (digital folder) of move-out paperwork. 

· The location of these folders will change. Instead of black file cabinets behind commercial accounts, these folders will be located on the M drive (see below).
· Process

· Move In

· Onsite Manager ->Del -> Mary -> M drive
· Move Out

· Dead (no refund)

·         Onsite Manager -> Accountant -> Lorrie -> M drive
· Dead (refund)

·         Onsite Manager -> Accountant -> Lorrie -> Accountant -> Lorrie -> M drive
· Rental Collections

·         Onsite Manager -> Accountant -> Lorrie -> RCS folder ->
· Rental Collections (paid in full)
·         RCS folder -> Accountant -> Lorrie -> M drive
· How are folders organized?
· Example 
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· 1. CURRENT RESIDENT (Move-In Paperwork)
· Unit Number-LastName
·        rental agreement

·        lease renewal

·        etc…

·        etc…

· Example
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· 2. FORMER RESIDENT (Move-Out Paperwork)
· MoveOutDate-Unit Number-LastName
·        rental agreement

·        lease renewal

·        etc…

·        etc…

·        move-out
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· 3. PENDING RESIDENT (Pending Paperwork)
· MoveOutDate-Unit Number-LastName
·        rental agreement

·        lease renewal

·        etc…

·        etc…

· [image: image7.png]T th ton racies Do tob

| Qe - () - (| ) searh | o |

| Aderess [ p:\hunderbird vlage|penDING RESIDENTS

o Hame -

EE

e | Type
File and Folder Tasks % File Folder

() Rename this older

5 Move this older = | |

[bmGsete

T tocel et





· What is scanned?
· All move-in and move-out paperwork, and anything involved in that cycle.
· Both front and back pages are scanned.
· Do we shred the original paper?
· The originals may be shred, but only after approval by ????? (ideally NOT the person scanning)
· Who should have access?

· All MF employees, except brokers and rental screening
· All files, after being scanned and stored in the M drive, will be immutable—meaning, they are not changeable by deletion or renaming. 

· Can I see all move-outs by date, like in the old system?

· Yes. Click the Search button and enter the criteria you are looking for
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· What preparation should occur before scanning?

· ?
· What happens after scanning?

· ?
