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Accounts Payable

CLIENT LOGO

A.1.0.1

Send the new/
amended lease

Date: October 7, 2015
Version: V 1
Owner:
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Create lease folders

Receive completed
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vendor
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a new vendor
number/update
vendor information
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Update new vendor/

vendor information in

"RENT VENDOR LIST
CURRENT.xIs"
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Is there
Tenant
Improvement
allowance?
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Is the
allowance
Yes used to “pay”
monthly base
rent?

Update location
Lease Schedule
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No->»

Update Harbor Flex
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Create Lease
Schedule/Straight-
line Deferred Rent

Amortization

Schedule

No
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Generate vendor
number and send to
the Corporate
Acccounting team
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Paymt Instruction s
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»Effective date= date of payment
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