VACATION RENTAL MANAGEMENT CHECKLIST

Name of Bank: Bookkeeper:

Signature(s) on
Account # (last 4#): Account:

Type of Account:

Bank Account in the name of:

Computer Software Used: Period Examined:
# Resort Units Managed: # Owners:

# Long-Term Rentals

Managed

SUMMARY OF FINDINGS

Bank Reconciliations: Satisfactory Deficient No Reconciliation

Note Deficiencies:

Ledger Reconciliations (Trial Balance)

Trial Balance: Satisfactory Deficient No Trial Balance
Could a Trust Account Liability be Calculated? If so, do the records indicate:
Per Broker’s Books Auditor Calculated
Overage: Amt: Amt:
Shortage: Amt: Amt:
Deficit Spending:
Commingling:

Other Deficiencies Noted:

CORRECTIVE ACTIONS & RECOMMENDATIONS

Corrective Actions:

Recommendations:

Deadline for BIC to demonstrate that Corrective Actions have been instituted:

NCREC

N/A = Not Applicable Vacation Rental Management Checklist Revised 5/18
N/C = Not Checked 1 S11-1111



Yes No Non-Compliant
G.S. Section 93A-6(g) [Insured Depository Institution]
1. Is the account in a federally insured depository institution lawfully doing business in
INOTEN CAIOIINA? ..ottt ettt ettt et et ettt et es et et et et ettt et esete e et esese et et es et e e eseseeeenes 2areenens (][] []

Comments:

Rule A.0116(c) [Interest Bearing Trust/Escrow Accounts]

2. Is the bank accoUNt INtErESt-DEAIING? .....ccvevivveceeresee ettt es et oeteaesans (][] []
(If no, skip to #3)
a. If yes, is there written authorization for depoSit? ...........ccccccceveeveviviieveniiieeeeees e, (][] []
b. Is the written authorization CONSPICUOUS? .........cvovvererreieiieiececreieesesesseeie e eseeee s seneesenns (][] []
c. Does it state how/to whom interest will be disbursed? .........ccocoeeeevviieiieeceeieeeees e (][] []
3. Is the bank account a demand ACCOUNE? .........ceiviieeeeieecieee ettt b e es st e s setereaens (][] []
Comments:
Rule A.0117(b) [Trust/Escrow Account Designation on Bank Accounts]
4. Are the following designated Trust or Escrow?
A, DEPOSIT SHIPS: oottt ettt rbesnas (][] []
D, CNECKS, oottt ettt ettt ettt ettt ettt ettt ettt et et ettt ettt ettt ene eeenaeane (][] []
(o = g ] 21 (=11 1 1<) LA (][] []
Comments:
Rule A.0117(c)(2) [Canceled Checks]
5. Do canceled checks or supplemental worksheets for each transaction identify:
a. The check number and date of the diSDUISEMENT? ........cccvoveveieviveeeee e cvennas (][] []
D. THE PrOPEILY OF OWNEI? ...ttt es sttt en s ettt es e naneets sanseseeas HEN ]
C. The purpose for the diSDUISEMENE? ........c.ccovivvieieeiece et evesenans (][] []
d. The amount of the diSDUISEMENT? .........c.c.cvieiiieiiieeceee et sveenanaes (][] []
6. Are canceled checks or digitally imaged copies of the canceled checks retained? ................ co........ HEN ]
(If no, skip to #7)
a. If digital images are retained, are these images:
i.  Legible reproductions of the original canceled checks? .........ccccocovvvvviiiiiiens v, (][] []
ii.  The front and back of the original canceled Checks? ........c.cccocovevoeueveeereecreies cvveeans (][] []
Comments:
Rule A.0117(c)(3) [Deposit Tickets]
7. Do deposit tickets or supplemental worksheets for each transaction identify:
a. The purpose of the Monies dePOSItEU? .........cccovcuevceueieeeieeeee e eeesanen, HEN ]
b. The properties or owners for which monies were deposited? ............ccoocoveeeveveeerens vorvennns HEN ]
c. The remitter of the monies depoSIted? .........ccocvvveviveeiceieeeeeeeeeeee e v, (][] []
0. The date of the AEPOSIE? ....c.c.oveeeereceeeeeecee ettt eeesanens (][] []
e. Do computer deposit tickets agree with bank deposit ticKetS? ...........c.cocoveveveveeiiens cevevenae,s HEN ]
Comments:
Rule A.0117(c)(5) [Journal/Check Stubs]
8. Is a trust/escrow journal or check stubs Maintained? ............cccccococceueierereeecceeeeeeeeeee e e (][] []

(If no, skip to #9)
a. If yes, Document Examined:
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b. Are the transactions recorded in the journal in chronological sequence? .........ccccoev veeeeee. HEN ]
c. Does the journal show a running balance of funds in the bank account? ................. ce........ (][] []
d. Does the journal identify each bank deposit transaction with:
i The amount Of the AEPOSIE? ........cccveveereeieieeee ettt svennenes (][] []
ii.  The date Of the dePOSIt? .....cocooivieieiciccce e bennana, (][] []
iii. An appropriate reference to the corresponding deposit ticket? .........c.cccocoveveees cvvveree. HEN ]
e. Does the journal identify each bank disbursement transaction with the:
i.  Amount of the diSHUISEMENE? ......cocveviiiceceec e saeaeeaes (][] []
ii.  Date Of the dISDUISEMENT? .....cveeeeeee ettt ettt ettt ettt e eeeeneeens (][] []
iii. Check number when a check is used to disburse trust funds? ........cccccceevevrvies coveenne HEN ]
LY = Y= 2RO (][] []
V. Purpose of the diSDUISEMENL? .......c.cceuiiiiiiicciieeeeee s sevevenns (][] []
Comments:
Rule A.0117(c)(4)(B)[Ledger Sheets]
9. Is a separate ledger sheet maintained for:
a. Each owner or property Managea? ..........cccoevecevererieieeseeeeesiss s st sssesessseesssssens esesesans HEN ]
b. EACh SECUTItY HEPOSIE? ...ooiiiiiiiieieiee ettt et bes sevesesens (][] []
C. PEISONAI TUNTS? .ottt ettt ettt ettt et ettt et et et et et et ese et et es e et et es et e et eeene aeeeeieene (][] []
(If no, skip to #11)
10. Do the ledger sheets identify:
A THE PIOPEITY? oottt bbb bbb Setennans HEN ]
b. The parties to the traNSACtION? ........c.cocvivieeereieeieeecee et es sttt seeee s seneesenns (][] []
c. The amount and date of MONIeS AEPOSIt? ........cceveveveveveieierereeeeee e e, (][] []
d. The purpose of MONIES AEPOSIEEA? .........cevvviveircreieieieeee ettt eeesenans HEN ]
e. From whom monies deposited are reCEIVEA? .........cocvvivveieeeiieieeeeeeeeeseseseseesessens eeeeenans (][] []
f. The check number when a check is used to disburse trust funds? ............ceevveivenes vevevene. HEN []
g. The amount and date of diSDUISEMENTS? ..........cciiveiiececeeeee e e (][] []
h. The purpose of diSDUISEMENTS? ..........cccuiieieieieieceeeee et aes eevesesens (][] []
i. To whom diSbursements are Paid? .........ccccocoevviiiiiiiiiiiiiieiecee e ceeeeanans (][] []
j.- The running balance of funds 0N dePOSIt? .........ccccerveeivivieiieeeee s ceeeeeen, HEN ]
Comments:
Rule A.0117(f) [Subsidiary Ledger Sheets]
11. Is a separate subsidiary ledger or accounts payable ledger sheet maintained for each property/owner for:
(If no, skip to #13)
A, OWNET PrOCEEUS? ...o.vvevvieieieeeteteeeeet et ee sttt bttt ettt ettt b et s s e e s s st atans sessnas (][] []
D. NOIth CAroliNg SAIES tAXES? ...veveeeeeeeeeeeee ettt eeee et et et et et et e ettt es et et et e e et et e eteen et ane seeeneeens (][] []
C. LOCAl OCCUPANCY TAXES? .....cveveeeceericeeeeeeceeieeeststesssaesesss s st enssaesenes s ssessssseesnsnes seeasanens (][] []
d. Fees due the real estate COMPANY? .......ccccoveveviiriviviieieieete ettt eesenna, (][] []
€. Tenant SECUNItY AEPOSIES? ......ovevevceeeeeeceeeeeeete et ee et es et sa et s st st s s e seeesanens (][] []
f. Balance on rentals required to be held until OCCUPANCY? ........covevveeeveeeieeereeeeeieieiens e HEN ]
12. Does the total of the property/owner subsidiary ledger sheets equal the total of the
Property/OWNEr IEAGET SNEEL? ........cc.cvvieceeieieeee et ee ettt naeeetes senseseeas HEN ]
Comments:

Rule A.0117(d) [Audit Trail and Ledger Reconciliation]
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13. Is there an audit trail from the deposit slips or supplemental deposit worksheets to the

JOUIMAI? oottt e ettt a ettt n e s s e s s st ensn s e s s s sansnaesas suesenens (][] []
14. Is there an audit trail from the deposit slips or supplemental deposit worksheets to the
JEAGET SNEELS? .....eeveieeee ettt e ettt s ettt et s et ettt es s e e et e s st s e s eaetats sensetetas (][] []
15. Is there an audit trail from the canceled checks or supplemental disbursement worksheets
TOthE JOUMNAI? ... o ittt sttt en s et tns setesasans (][] []
16. Is there an audit trail from the canceled checks or supplemental disbursement worksheets
0 the 1EAET SNEELS. ... .. ... iicieictetetete ettt ettt ettt b s s s e e e saesnsnans (][] []
Comments:
Rule A.0117(e) [Reconciliation]
17. Are bank statements reconciled to the journal monthly? .............cccooeeeieeiciccicceeeees e HEN ]
a. When was the last reconciliation prepared? (date)
b. For what month?
18. Is a trial balance prepared monthly reconciling the ledger sheets to the bank statements? . .......... HEN ]
a. When was the last trial balance prepared? (date)
b. For what month?
19. Does the trial balance equal the reconciled bank balance Monthly?...........ccccccvvveveereisiins ceeveians (][] []
Comments:
G.S. Section 93 A-6(a)(12) and Rule A.0116(g)
20. Is there any evidence of:
T 110] 1 710 (<L TP (][] []
D. OVEIAGES? ...vvvevieieieieeee ettt a st s s sttt et bttt ettt etes 2eresetns (][] []
C. NSF BSCIOW CHECKS?  ...oveeececeeee ettt ettt sttt e et sbesnanans (][] []
0. DEFICIt SPENAING?  ..evveiee ettt en ettt sen ettt e etesenans (][] []
e. Conversion of trust Money to PErsonal USE? ...........cccccceuevererereececeeie e cvevenana, (][] []
Comments:
21. Are any earnest monies, rents, or security deposits collected on properties owned by the
listing/selling entity deposited into the listing/selling entity’s trust account containing
funds on properties owned by 3rd Parties? .........c.cccoveieieiiicee s e HEN ]
Comments:
Rule A.0104(a) [Agency Agreements]
22. Does the firm use the NCAR Standard Form 402 Exclusive Property Management
Agreement for Vacation Rental Property as their agreement with their landlord clients
to rent and manage their vacation rental Property? .........cococeeevoeeueereeseeeeseseeseeseesssessesens sereesenes (][] []
(If yes, skip to #23)
a. If no, does the firm have written agreements with their landlord clients to rent
their vacation rental PrOPEItY? ........cccvcceveeeueveeeeeeeeceeteeeieseseeiesesae e esaeseneees eaesnen, HEN ]
b. Do the agreements:
i.  Provide for its existence for a definite period of time or allow for automatic
renewal where the landlord may terminate with notice at the end of any
contract period and any subsequent renewal Period? .............cccoeveveeeeeererenns cvvvevenns HEN ]
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ii.  Include the licensee’s licenSe NUMDET? .........ooveviveeeieeeeeeeeeeeeeeeeee et e e eeen aveneeens (][] []
Comments:

Rule A.0109 (a) & (b) [Broker Fees & Compensation]
23. Does any licensee receive any commission, rebate or other valuable consideration of
more than nominal value from a vendor or supplier of goods and services for an

expenditure made on behalf of the licensee’s principal in a real estate transaction? .......... .......... HEN []
24. Does any licensee receive any commission, rebate or other valuable consideration of
more than nominal value for services which the licensee recommends, procures, or
arranges relating to a real estate transaction for any party? .........ccccccocvieieiienieni s e HEN ]
a. If yes, is full disclosure made to the Party? ......cccccccevirieeennirieee s ereenens HEN ]
25. Does the licensee offer security deposit waiver or travel inSUranCe? .......c.ccevvevieiviieieees cevvevneas (][] []
a. If yes, has the licensee purchased the insurance from the vendor? ............cccceceevevs cvvanae, (][] []
Comments:
Chapter 42A-11. Vacation Rental Act [Vacation Rental Agreements]
26. Does that real estate company utilize the NCAR Standard Form 411-T Vacation
Rental Agreement With itS tBNANTS? .......ccccviiiiiiiciiiceeee e e (][] []
(If yes, skip to #27)
a. If no, do the vacation rental agreements utilized by the real estate company:
i.  Contain the notice as promulgated in § 42A-11(2)? ....ccccveveevreieieeeieeeereeees cevennns HEN ]
ii. Describe the:
(1) Manner in which funds are received in advance of the tenant’s occupancy? . .......... (][] []
(2) Manner in which funds are deposited in advance of the tenant’s occupancy?  .......... HEN ]
(3) Manner in which funds are disbursed in advance of the tenant’s occupancy? .......... (][] []
(4) Processing fees charged the teNaNt? .........ccceoiveeeieiieresese s e HEN ]
(5) Rights & obligations of the landlord and tenant under § 42A-17(b)
(fit & NADItADIE)? oo HEN ]
(6) Applicability of expedited eviction ProCedures? ........cccoceevevieresieeieereeseesies ceeienns HEN ]
(7) Rights and obligations of the landlord or real estate company and the tenant
upon the transfer of the PrOPErty? .........cccceceevevieeieeee e e HEN ]
(8) Rights and obligations of the landlord or real estate company and the tenant
under § 42A-36 (Mandatory EVACUAtioNS)? .........c.ccvevvereerieriesieseseseeeesees cevevenns HEN ]
Comments:

Chapter 42A-16. Vacation Rental Act [Advance Payment Uses]
27. Is any of the rent collected on behalf of an owner disbursed out of the trust/escrow
account prior to occupancy of the property by the tenant? ...........cccceceeviiviiiieeie e e, HEN ]
(If no, skip to #28)
a. If yes, is the disbursement:

i.  Less than or equal to 50% of the total rent for the tenancy? ..........cccoeeeceeveveees cvvvnen. (][] []
ii. Expressly authorized in the vacation rental agreement? ..........cc.cceceeveveeeevens covvenaes HEN ]
28. Are any of the fees owed to third parties disbursed out of the trust/escrow account prior
to the occupancy of the property by the tENaN? ..........cccveieieieriece e e HEN ]
(If no, skip to #29)
a. If yes, is the disbursement expressly authorized in the vacation rental agreement? . .......... HEN ]

N/A = Not Applicable Vacation Rental Management Checklist Revised 5/18
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29. Are administration fees disbursed out of the trust/escrow account prior to the occupancy

Of the Property DY the tBNANE? .......c.ccviiiiiie ettt re e sre s e raeaes seresanas HEN ]
(If no, skip to #30)
a. If yes, is the disbursement expressly authorized in the vacation rental agreement? . .......... HEN ]
Comments:
Chapter 42A-17. Vacation Rental Act [Accounting, Reimbursement]
30. Does the vacation rental agreement identify the name and address of the bank or saving
and loan into which the tenant’s security deposit and other advance payments are held
TN ETUSTIESCIOW? . eveeeeee et e ettt et e ettt e et e st e eteeeeeeeeseesaseeeseeseseesseesaseeseeneseesseesaneensensneerne serereaeas (][] []
31. Are tenants charged administration fees for:
Y oIt A7 L1 00 A (][] []
(o 2051 1= 72T OO PR TR (][] []
(o 07 0 [07=1 1 =4 T A (][] []
(If no, skip to #32)
d. If yes to any of the above,
i.  Does the vacation rental agreement include administration fees? ............ccccees vvevane, HEN []
ii. Does the vacation rental agreement provide for the amount of the
AAMINISIFALION FEES? .vviivieiciiicie et s st e e st srereinns (][] []
iii. Are administration fees reasonably calculated? ..........ccccoeevveieieieieeieiieees e (][] []
Comments:
Chapter 42A-18. Vacation Rental Act [Tenant Security Deposits]
32. Is a bond obtained in lieu of maintaining security deposits funds in the trust account? ...... .......... HEN ]
33. Are tenant security deposits accounted for within 45 days following the conclusion of
LT T= T3 AU (][] []
34. Does the vacation rental agreement contain language compelling or permitting the
automatic forfeiture of all or part of the Security depoSit? .........ccceveeveeveieiieeeieeeerieiies ceeieeans HEN ]
Comments:
Rule A.0116(a) [Depositing Trust Funds]
35. Are the advance reservation deposits deposited into the bank account not later than three
banking days following receipt or acceptance of the lease whichever is later? ............c.c.. e HEN ]
36. Are the balances due on reservations deposited into the bank account not later than three
banking days fOllOWING FECEIPL? .........ciuiveiiiiiicciee e sansesenes HEN ]
37. Are the dates of acceptance of the vacation rental agreements/leases set forth in the
AQTEEIMENTS? .....vtivitieieieieitete ettt ettt ettt et et et e b e s e s s s e s e e e e st es et et et et et et ete s et et et et esesesesnsnns seesesnas (][] []
38. Are all security deposits deposited into the bank account not later than three banking
days FOHOWING TECEIPL? . ...evveceieceeeeee ettt ettt ae st ns sensnsnes (][] []
Comments:
N/A = Not Applicable Vacation Rental Management Checklist Revised 5/18
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