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 WORD form:  Fill it in, PDF the form and email or fax it to LVL.  “Request Date” and Notice 

Amounts “TOTAL OWED (TL)” amount is automatically filled in for you.  You MUST have 

MS Office Word on your computer for this to work. 

 PDF form:  Print, Fill it in and email or fax it to LVL.  Remember to fill in “Request Date”. 

Section-1:  LANDLORD INFORMATION.  Fill in Landlord’s information from the Lease and 

Addendums.  Name, Address, City, State, Zipcode.  Phone.  Email. 

Section-2:  PROPERTY.  Fill in Rental property information from the Lease.  Property Address, City, 

State, Zip Code.   

 Select all options that apply.  Put “X” in box for “Not Gated” (if property is NOT in a 

gated community) < OR > Put “X” in box for “Guard Gated Community” (if property is 

in a guard gated community) < AND/OR > fill in Gate Code (server needs the entire 

code that currently works, example: “## 1234” or “kk 1234”).  If you fail to provide 

Gate Code for a Gated Community, you will be charged for a 2nd, 3rd, 4th....visit.  If 

property is in a Guarded Community, Las Vegas Landlord MUST be added to access 

list. 

 You can also fill in any access information letting the server know how to access the 

property or get through the guard. 

Section-3:  TENANT INFORMATION.  Fill in Tenant Names and Tenant’s Phone number 

information from the Lease and Addendums.  Tenant Name(s).  Tenant’s Phone Number(s). 

Default is Tenants “AND All Occupants (Et Al.)” will be removed from property, unless 

you Put “X” in box for “ONLY Tenants Named Above”. 

Section-4:  RENT INFORMATION.  Fill in the following information from the Lease and 

Addendums. 

a) Lease Start Date = This is the date the Lease Commenced ON or Started ON. 

b) Lease End Date = This is the date the Lease Terminates ON or Ends ON. 

c) Rent Due ON (day) = This is the 1st day that Rent is due on.  (Ex: 1st ) 

d) Last Day To Pay (day) = This is the last day to pay rent on. (Ex: 5th ) 

e) Rent Late ON (day) = This is the first day that the Tenant will be charged a Late Fee.  

(Ex: If your Rent is due ON the 1st and delinquent (or late) after the 5th, then the Tenant 

has until the 5th of each month to pay Rent.  This means you can NOT charge Tenant 

any Late Fees until the 6th of each month.) 

Fill in the worksheet example below, to help you understand, using your Lease. 
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[Rent Due ON: (day) _____.  Last Day to Pay: (day) _____.  Rent Late ON: (day) _____.] 

f) Security Deposit = This is the actual Deposit amounts (Not including the Cleaning 

Deposit) you have collected from Tenant.  Please only add together the following to fill 

in this section (Security Deposit = Security + Key + Pet + Last Month Rent Deposits).   

(Ex:  Security: $1,000 + Key: $100 + Pet: $0 + Last Month Rent: $0 = Security 

Deposit is $1,100.) 

Fill in the worksheet example below, to help you understand, using your Lease. 

[Security $ __________ + Key $ __________ + Pet $ __________ +  

Last Month Rent $ __________ = Security Deposit $ __________ ] 

g) Cleaning Deposit = This is the actual Cleaning Deposit only amount you have collected 

from Tenant.  (Ex: Cleaning: $300.) 

h) Rent = This is the actual Rent amount. (Ex: $1,000).  Put “X” in box for “Monthly” or 

Put “X” in box for “Weekly”.  Rent amount may include reoccurring periodic utilities. 

Section-5:  NOTICE AMOUNTS.  Fill in the following information based upon your calculations. 

a) Last Date Rent Paid = This is the last date Tenant paid rent. (Ex: 08/15/2019) 

b) Last Amount Paid = This is the last amount Tenant paid. (Ex: $500) 

c) Security Deposit Due = This is the total amount of the security deposit that Tenant has 

NOT paid.  Security Deposit Due = Security + Key + Pet + Last Month Rent Deposits.  

NOT Cleaning Deposit.  (Ex: If your Tenant HAS paid all of the deposits then this 

Security Deposit Due is $0.  If your Tenant still owes Security: $500 + Key: $50 + Pet: 

$0 + Last Month Rent Deposit: $0 = Security Deposit Due is $550.) 

Fill in the worksheet example below, to help you understand, using your Lease. 

[Security $ __________ + Key $ __________  + Pet $ __________ + Last Month Rent 

Deposit $ __________ = Security Deposit Due $ ___________.] 

d) Cleaning Deposit Due = This is the amount of the cleaning deposit that Tenant has 

NOT paid.  (Ex: If your Tenant HAS paid all of the cleaning deposit then this Cleaning 

Deposit Due is $0.  If your Tenant still owes $200 of the total Cleaning deposit of $500 

= Cleaning Deposit Due is $200.) 

Fill in the worksheet example below, to help you understand, using your Lease. 

[Total Cleaning Deposit $ __________ - Cleaning Deposit PAID $ __________  = 

Cleaning Deposit Due $ ___________.] 
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e) Current Rent Due = This is the Current rent amount due, with from date and to date.  

Now, you can NOT charge a Tenant for Rent that he/she has not come due (or future 

Rent).   

You should always apply any money received from the Tenant to any outstanding 

(previously owed, rent, late fees, etc.) amounts due (oldest to newest), this way your 

Rent Ledger is always showing the most current rent due. 

( Ex: $2,000.00 = CURRENT RENT DUE, from 09/01/2019 to 09/30/2019 ) 

Fill in the worksheet example below, to help you understand. 

$ __________ = Current Rent Due, From (date) ____________ To (date) ____________. 

f) Past Rent Due = This is the Past rent amount due, with from date and to date. 

( Ex: $1,000.00 = PAST RENT DUE, from 08/01/2019 to 08/31/2019 ) 

Fill in the worksheet example below, to help you understand. 

$ __________ = Past Rent Due, From (date) ____________ To (date) ____________. 

g) Late Fee (LF) Due = This is where you must calculate the Late Fees based upon your 

Lease and Addendums.  The new law (S.B. 151, effective July 1, 2019) dictates that the 

MAX Late Fee that you can charge your tenant on a monthly basis is five (5%) percent 

of the unpaid current monthly rent.   

1) If your late fee calculation from your Lease and Addendums is LESS than 5% of 

the monthly rent, then you MUST use your Lease late fee calculation.   

2) If your late fee calculation from your Lease and Addendums is MORE than 5% of 

the monthly rent, then you MUST use the 5% Max LF figure. 

(Ex:  Monthly Rent: $2,000 x 0.05 (5% Max LF) = $100 Max LF per month) 

Fill in the worksheet example below, to help you understand, using your Late Fee. 

[Monthly Rent $ __________ x 0.05 = Max LF per month $ __________ ] 

In addition, you can only charge the tenant a late fee for any unpaid rent. 

(Ex: Unpaid Rent: $1,000 x 0.05 (5% Max LF) = $50 Unpaid Rent LF) 

Fill in the worksheet example below, to help you understand, calculating unpaid Rent 

Late Fee. 

[Unpaid Rent $ __________ x 0.05 = Unpaid Rent LF $ __________ ] 

h) Bad Check/Returned Payment Fee Due = This is the amount of Bank fees for Returned 

Checks that cannot be cashed.  (Ex: $25) 
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WARNING:  NO UTILITIES (NON-RECURRING PERIODIC), 

NOTICE/EVICTION/LOCKOUT FEES, HOA VIOLATION FEES, COURT FEES, 

PROPERTY DAMAGES, ETC. ALLOWED ON THIS NOTICE AND SHOULD BE 

ADDRESSED IN SMALL CLAIMS COURT.  IF YOU ADD THESE AMOUNTS TO 

YOUR RENT NOTICE, THE COURT HAS THE RIGHT TO DENY THE 

EVICTION. 

i) TOTAL OWED (TL) = This is the Grand Total amount of adding everything up. 

AUTHORIZATION.  No signature required for MEAA Clients. 

If MEAA Client information is different than Landlord information, then fill in Client 

information below, otherwise leave it blank. 


