
Discoverv Bav Services llanagement [,imited
Control Prncedure on \lanasement Fee & Renovation Fee

The lollorving is an intcmal guideltre for collectior: ol ovcrdue managelnent l-ee anri rcnrivation fee

I,lananernent lee

\1onth 'fimc Description

i'r month 1-Jan Statemcnt {br Jan Vlanagement lee
2"d month 1-Feb

Mid

Mid - End

Statement ior l-eb rllanagemert fec (u,ith accumulaterl o/'s amounl)

Reminder for VXanagcnrent fee (More than 1 rnonth)

Derii irg frorn past pa-vrncnl pattern. Ilstate staff to distinguish hiihitual iate
payers u,ho rvili normail-v pa1, previous month rlanagcmcnt fce in current
inrlnth and contact thosc or,vners r.vho art not habitual lzrlc pa)'crs fbr pa-vment

j' montn l-Mar

Mid

Mid

End

Statement for Mar \{anagement fec {x ith accumuiated o,'s irmount)

Demand letter for Jan, Feb & Mar Management fee with interest ealcrilated
irom l*t Jan & collection charge and cc martgageeba*k"

Estate staffto review the outstanding list and contact owners for paymenf.
Farticular attention to vacant ulits
Reminder forMaaagement fee (More &an 1 months)

Estate stat'fto providc a list ofdefaulting orvners lrrho cannot bs contacfed to
EM lor issue of Final lctter. The letter ri.ill be copied to mortgagee bank.

4tr'n"tonth \1id EM to commence the Registration of Memorand*m process againsl defaulting
units from the list of Final Letter.

tssue of Quarterly Village Managemant fee Aging Report to VOC for review
and discussion

5'h month 1'licl-End EM to notify the defaulting owners and mortgagee bank when the
memorandum is registered.

6'h rnonth Mid - End EM to file an application to Small Claim Tribunal for the outstandiag amount
less &an $50,000. For amouat exceeding $50,000, seek VOC's directive for
ways ahead.



7

Ilcnovation Fcc

Month Description
1st instratrlment
N{id of rnort} after ist instalhnent

Statement for i st installment I st
reminder for 1st installment

2nd installnrcnt
iv{irl o{'rrlrnth atter 2nd instailrrcnt

Smtenieut lbr 2nd installnrent (rvith accumulated ors arnounti 2nd
rcminder f*r 1st & 2nd instalhnent.
L:state sta{f to compare outstanding list r:f renovation fce and
nlanagement f'ee and contact defaulting o\{ners rvho are delinquent
in botii payments

j"i and final inst;rllment
Micl of n'rontl.r after 3rd installrr.rent

Statement lor Jrd instailment (witli accumulated o,is anlount) 3"1
retrinder lbr 1st, 2nd & 3rd installments
l)err.rand lctter r,vith interest caicuiated from l" instatrlment &
collection charge ancl cc lnortgasee Lrank against units whicl.r do not
pay an-Y installnrent.
Estate staff to consolidate a list to E\4 for Finai Letter u.ith c.c. to
mortgagee bank against irrits that the ou.ners are unahle to contact
and the paylrent to both managefieflt and rerovation f-ee is
outstanding.
Llstate staff to contact otlrer units of default pa!'ment.
!,M to proceed rvith Registration ol N'lemorandrirn against
delaulting units in the Finai Letter.
Both the delinquent o\vners and mortgagee bank *,i11 be notit-ied
*'hen the memoraadum is registercd.

End ot renovation 4th reminder for lst, Zttd &3td installrnent
Dernand letter with interest calcelated from 1" iastallmsnt &
collection charge aad cc mortgag€e bank agaitst unit$ which do oot
pay one or twa installmeots.
EM to proceed with Registratioo of Memorardurn agaiast
defaulting units iri the Demaad Letter.
Both the deiinquent owners and mortgagee baak will be nofified
when the mernorandum is registered.
EM to file an application to Small Claim Tribunal for the outstandiag
amolmt less than $50,000. For amount exceeding $50,000, seek
VOC's dtreetive forways ahead.


