I. A WORD FROM THE VICE PRESIDENT OF OPERATIONS

As will be evident when you preview the plan, it is the result of hours and hours of hard work.  We are very excited about this plan and believe it represents “thinking outside the box” to devise a unique and effective compensation plan.  

Attached you will find a bonus eligibility grid indicating which positions are eligible for which components of the Bonus Plan.  Your Property Manager will in the near future explain the Bonus Plan to you.  The Bonus Plan is designed to be results driven, that is, to pay out monies for results, not efforts.  

The effective date of the Bonus Plan is the closing period commencing at the end of March.  Questions regarding the plan should be addressed first to your Property Manager who will, when necessary, consult his or her supervisor.

Bonus eligibility grid
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MOVE-IN BONUS

I. WHO IS ELIGIBLE AND WHEN PAID

· All associates who participate in leasing are eligible for the Move-In Bonus.
· New hires will participate in the Move-In Bonus at the beginning of their first full closing cycle.  All move-ins achieved prior to bounus eligibility will be paid at a flat rate of $25.00 per move-in.
· Associates who are promoted or transferred from one community to another community within a closing cycle will be paid for future move-ins from their former community at a flat rate of $35.00 when the move-in occurs.  It is the associate’s responsibility to track their move-ins at their former community.  These move-ins do not count toward the associate’s goal at their current community.
· Associates who are separated (voluntary or otherwise) prior to the end of closing cycle will receive a bonus based only on the number of move-ins that occur prior to the actual separation date.  The Property Manager will assign to another associate those move-ins that were the responsibility of the separated associate and that are to occur after the date of separation.  The associate to whom the move-in(s) are assigned will be paid the Move-In Bonus based upon the successful move-in and according to the associate’s move-in goal (goals will be discussed later in Section III)
· The Move-In Bonus will be paid monthly for Move-In’s achieved 90 days previous to the calendar’s month.
II. MOVE-IN BONUS CRITERIA

The term “move-in” for the purposes of the Move-In Bonus is defined as follows:

· All lease paperwork * must be 100% accurate; this includes but is not limited to:

(a) Signed lease, initialed as appropriate:

(b) All cross-outs must be initialed and dated by all parties (maximum number of cross-outs allowed is two).

(c) All adult occupants 18 years of age or older and any co-signers must sign all the applicable lease paperwork.

(d) Lease dates and move-in dates must match all computer generated reports.

(e) Application must be completed.  Credit report scored and other MAARM required forms must be completed and signed by the appropriate designee and approved by the Property Manger

· Lease term of at least one (1) year duration

· All applicable move-in deposits, i.e. key & security deposit, fees, and prorated rents must be paid (e.g., application fees, pro-rate, security & key deposit, etc).

· Lease expirations must fall within the Property Manager’s guidelines.

· Although priority deposits are encouraged, they are not a component of the bonus plan.

*Lease paperwork includes, application, application checklist, lease agreement, community policies, fisk agreement and other community-specific documents such as the rent abatement form, BGE form, B-day card/Resident information card, receipt of handbook, refrigerator serial number and any additional community specific lease paperwork will be identified by the Property Manager.

III. SETTING MONTHLY MOVE-IN GOALS

· The Property Manager must submit the Monthly Move-In Goal Sheet on the first Monday following the previous month’s closing to the Director of Marketing, Final Move-In Goal Sheets will be forwarded to the V.P. of Operations.  See the attached Monthly Move-In  Goal Sheet for instructions on calculating monthly goals

· A Move-In Bonus is paid on every move-in that meets the above criteria.  There is no limit on the amount of Move-In Bonus an associate may earn.

· The bonus paid for each move-in is based on the predetermined move-in goal and the total number of move-ins achieved during the closing cycle.  (See the Move-In Goal Matrix on the Move-In Bonus Worksheet).  Move-In Bonuses will be paid to the applicable associate 90 days after the move-in occurs.

IV. SUBMITTING THE MOVE-IN BONUS PAPERWORK

The bonus paperwork period correlates with the community’s closing cycle (e.g., if the community closes on March 23, 1998, April’s bonus cycle will begin on the firs Sunday after closing – March 29, 1998 and end on the first Saturday following closing – April 25,  1998.  The following Move-In Bonus paperwork is to be submitted to the Director of Marketing for initial approval.  All bonus paperwork must receive final approval from V.P. of Operations.

· Resubmit the Monthly Move-In Goal Sheet with the actual move-ins each associate achieved for the previous month.

· Submit each associate’s Move-In Bonus Worksheet with the 

Bonus package even if no move-in occurred..

NOI BONUS

I. WHO IS ELIGIBLE AND WHEN PAID?

· The following associates are eligible for the NOI bonus:

Property Managers

Maintenance Managers/Supervisors

· New hires and associated promoted during the budget year will participate in the NOI Bonus on a prorated basis at the beginning of the Next closing cycle.

· Associates transferring from one property to another property within a budget year, will earn a prorated NOI Bonus.  The prorated bonus will be based on complete closing cycles at each community and year end results for each community.

· Associates who are separated (voluntary or otherwise) prior to when the annual bonus is paid will not receive an NOI bonus

· NOI Bonuses are not paid for the period in which an associate is on short-term disability or leave of absence.

· 
The NOI Bonus is paid annually within 90 days after the budget year concludes.
II. NOI BONUS COMPONENTS

The NOI bonus is based on actual NOI results achieved compared to budget results, after excluding the following line items:



Interest Revenue



NOI Bonus Accrual



Payroll Taxes



Insurance



Worker’s Compensation Insurance



Snow Removal 



Management Fee



Property Taxes

· Eligible participants are paid a percentage of the amount in which the property’s actual year end adjusted NOI results exceed budget.  Participants are paid according to the following chart:

Participation



Position







        Percentage*


Property Managers






4%



Maintenance Supervisor (Primary Property)




2%

Maintenance Supervisor (Secondary Property)



1%

· Example

If, at year-end, Property A exceeds the adjusted NOI 

Budget by $35,000, the eligible associates would be bonuses as follows:

onus     

Position








 Amount                                                                                                     


       Property Managers







$1,400

                      Maintenance Supervisor (Primary Property)




     700

                      Maintenance Supervisor (Secondary Property)                                                                   300

                      Maintenance Supervisor (Secondary Property)                     

III. SUBMITTING THE BONUS PAPERWORK

The bonus paperwork period correlates with the property’s budget year.

· Submit the NOI Bonus Worksheet.

Sr. Property Mgr.     Property Mgr.    Leasing Cons.     Sr. Maint. Mgr.   Maint. Mgr.       Maint. Asst.         Porter/Grounds











� .  The total NOI Bonus is capped at $10,000 for any eligible associate.


2.  The Senior Property Manager is eligible for a maximum of 6% combined NOI Bonus potential.  If the Senior Property Manager is not responsible for a primary property, the NOI  Bonus is allocated based on a maximum of 5% potential and according to the Senior Property Manager’s budgeted payroll allocations





