Sample Co-op Payment Policy

1. Definitions
1.1. A Payment Plan is a written contract between a Member and Co-op detailing a modified payment schedule for money owed to Co-op. This contract does not replace or nullify the Member Contract, but merely supersedes the regular payment schedule. All members have the right to request a payment plan, however their request must be properly authorized and documented in order to be valid.  

1.2. ORAL AGREEMENTS SHALL NOT CONSTITUTE A PAYMENT PLAN.

1.3. Notice (or thirty-day notice to quit) is a legal document demanding payment of past due rent. The amount demanded in a thirty-day notice may not include late fees, fines, or house fee costs. Notice is served by delivery of the form to the member in one of several ways specified by Local and State Law (the list is included on the form.) Serving Notice is a prerequisite for filing suit in court to evict an illegal tenant.  

1.4. A Verified Payment is a payment in the form of a money order, cashier’s check or electronic check.

2. Rent payment violation time-line
2.1. On the seventh of the month, rent payments are due.  

2.2. On the eighth of the month, any member with a past due balance of over $100 and no approved payment plan will receive a 30 day notice, which will met the legal requirements of a “30 day notice to quit” under State law. 

2.3. At this point the member may NOT request a payment plan to cover the amount past due debt.  The member may make payment in full at any time during the 30 days to avoid a legal eviction filing.

2.4. On the 31st day after 30 Day Notice is served, rent demanded by 30 Day Notice is due.  At this point, the contract of any member who has not paid as demanded by their 30 Day Notice will be terminated. Co-op staff will notify the Board and staff of this termination.  The staff will inform the former member of the termination and require the individual to vacate the premises.

2.5. In the event that a member neither pays the balance owed nor voluntarily vacates the premises, the Co-op staff shall file for an unlawful detainer to initiate a legal eviction process.

3. Procedure for requesting and approving a payment plan
3.1. The member must fill out a Payment Plan Request Form (PPRF) according to the instructions described in the plan.  The PPRF may be obtained from the Co-op finance coordinator or Co-op staff.

3.2. The Member’s House must vote to approve the proposed payment plan as per the house’s voting rules. A House may reject a payment plan request FOR ANY REASON, including but not limited to the financial state of Co-op, the member’s current financial or employment situation, or the member’s payment history.

3.3. The Co-op staff must sign the form, affirming that it conforms to the terms of this policy, and has been approved by a duly conducted house vote.

3.4. The Finance Coordinator must sign the Form, affirming that it conforms to the terms of this policy.

4. Modification of an existing payment plan
4.1. A member may request a payment plan modification by submitting a new request. Once approved, the modified payment plan replaces the previous contract.  Modifications may only be made to plans which are current and for which the member has made all previously scheduled payments.

4.2. Any modification to the payment plan must follow these payment plan policies.

4.3. Modifications to payment plans must be approved by the board.
4.4. The end date of the revised payment plan must be the same as the end date of the original payment plan. Thus only the distribution and schedule of payments may be modified.

5. Payment plan terms
5.1. The payment plan begins on the original due date of the first payment to be delayed and ends no later than the 7th day of the last month of the member's lease.  

5.2. The payment plan includes all rent, house charges, and other fees due during the period of the payment plan.

5.3. Members abiding by the terms of their payment plan will not be charged late fees, and will be considered members in good standing so long as the payment plan is followed.

5.4. No payment plans will be issued for unpaid balances during the first month of membership of any member.

5.5. A payment plan must be for a balance of no more than two month’s rent.  Any balance beyond this amount will result in a 3 Day Notice to Pay or Quit.

5.6. All payments made on a payment plan must be by verified payment (see definition above).

5.7. The Co-op staff or board may place additional restrictions on a particular member’s payment plan if it finds the member to be repeatedly non-compliant with payment policies.

6. Payment plan violation timeline
6.1. Payment is due by 8pm on the days specified in the approved payment plan.

6.2. If payment is not made on a specified due date, the House T-In will immediately request that Co-op staff serve a “3 Day Notice to pay rent or quit” to the Member demanding full payment of past due rent.

6.3. On the fourth day after the 3 Day Notice is served, the contract of any member who has not paid as demanded by their 3 Day Notice is terminated. Co-op staff will notify the Board and staff. Co-op staff will inform the member of the termination and require the individual to vacate the premises.

6.4. In the event that a member neither pays the balance owed nor voluntarily vacates the premises, the Co-op staff shall file for an unlawful detainer to initiate a legal eviction process.

7. Returned (bounced) checks
7.1. Co-op staff will notify the appropriate House finance coordinator and staff of any returned rent check. The finance coordinator will notify the member whose check was returned. The member will be charged a $10 late fee per returned check.

7.2. Repayment is due by verified payment on the seventh day after the Co-op staff notifies the member of a returned check. At this point the member may request a payment plan to cover the amount past due.

7.3. If, on the eighth day after notifying the member of a returned check, a payment plan has not been approved and repayment has not been received, the house finance coordinator shall direct Co-op staff to serve the member with 30 Day Notice.

7.4. On the 31st day after the 30 Day Notice is served, the contract of any member who has not paid as demanded by their 30 Day Notice is terminated. Co-op staff will notify the Board. Co-op staff will inform the member of the termination and require the individual to vacate the premises.

7.5. In the event that a member neither pays the balance owed nor voluntarily vacates the premises, the Co-op staff shall file for an unlawful detainer to initiate a legal eviction process.

