Advent REO Billing Policies and Procedures – effective IMMEDIATELY:

Agents are expected to submit invoices to Advent REO within the following timelines:

(If the property is available for sale, all invoices must be submitted within 7 days of service date via LPS Invoice Management system.

https://im.lpsdesktop.com/Login/NewWayLogin.aspx.

(If the property is sold, invoices must be submitted within 5 days of closing date via LPS Invoice Management system.

(If the property has been excluded, invoices must be received within 24 hours.  If the property is removed/reassigned from your inventory, invoices must be submitted within 5 days via LPS Invoice Management system.

(Final utility bills must be received within 5 days of the final service date/billed date or mailed date received in your office, whichever occurs first. The bills must be marked as FINAL and the service date is to reflect stop service within 3 days of escrow closing for full reimbursement.  Max. 10 days from COE.


In order to be reimbursed by Advent REO, you must submit the following via LPS Invoice Management System:

· A copy of original itemized invoice (Not the Bid or Proposal) from vendor. All Rehab/repair invoices must include details, i.e. flooring, appliances, plumbing etc. on the invoice.
For your weekly / monthly services i.e. pool service, snow removal, etc., the actual date(s) of service MUST be provided.  PRE-DATED invoices will not be reimbursed.

· Proof of payment from your firm that service has been paid for. Include a copy of the check you used to pay the vendor.  Be sure that your check is signed!  Property address or asset # must appear on check.
· Anything repaired above $1000 would require a picture before payment can be issued. (exception is utilities and work that cannot be photographed) emailed to ap@adventreo.com; REOAP@gmacrescap.com. 

· All paperwork must be identified with the 10-digit (asset) number.  Including photos.

· Completed W9. 

· Effective September 26, 2008 HOA Dues must to be kept current according to the association’s payment schedule.
· Do not overpay HOA dues. Research local statutes if necessary to avoid overpayment.

Below is a list of services and the dollar amounts allowed:
LIMITS ON SERVICES

· DE-WINTERIZATION (upon approval) $100.00

· SNOW REMOVAL (per service) $ 50.00

· TRASH REMOVAL (per unit, upon approval) $500.00

· POOL SERVICE $ 75.00

· REKEY (per door, upon approval) $ 50.00
· UTILITY BILLS $100
· HOA Allowable $1,000. 
Additional Responsibilities of Agent: It is your fiduciary responsibility to ensure that Advent REO properties are protected both physically and legally.  Advent REO will not allow any exceptions.

1. Request all vendors, utilities, etc. to submit all invoices for service rendered directly to you.

2. Verify that service was performed prior to the sold date.

3. Agents must pay vendors within 20 days of service. 

4. Agents cannot hold payment due to vendors awaiting reimbursement.

5. Transfer all utility accounts into your firm’s name when vacancy is confirmed. Utilities must be transferred out of your firm’s name within 24 hours of the closing date.

6. Before submitting, review invoices and payments received to avoid possible duplicates.  This holds true for past due on utility bills, make sure you have not submitted the previous amount.

