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CINC Collections Module  
Automating Collection Procedures 

The following steps explain how owners are notified of past due balances through the collections 
module and how you can access this information in CINC. 

Step 1- Friendly Reminder: These notices serve as a replacement for the late statements 
previously issued by corporate. Approximately two days after the designated late date, a 'Friendly 
Reminder' letter is automatically generated to notify the owner that their account is past due. The 
notice includes a statement showing the current balance along with any applicable late fees. A 
standard template of the Friendly Reminder Notice is included below and may be customized for 
each property as needed. 
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Step 2 - 30 Day Delinquency: If an owner’s balance remains unpaid for more than 30 days, a 30-
Day Delinquency Notice will be generated. This notice is similar to the Friendly Reminder but 
includes a stronger language indicating that payment must be made within 15 days to avoid further 
collections activity. The owner’s current statement will be attached. 

 

Step 3 - 45 Day Delinquency: When an owner’s balance reaches 45 days past due, a letter will be 
sent warning that the account is at risk of being referred to legal counsel. The notice includes state-
specific legal language explaining that any legal fees and additional charges incurred through the 
collections process will be added to the owner's account. While templates may vary slightly 
depending on the association, a standard example is provided below. 
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Step 4 – Refer to Manager: Once an account reaches 60 days past due, automated notices will 
stop. Statements will be saved in the Queue for your manual review. It is recommended to check 
the queue at the end of each month for accounts that have reached this stage. 

If the account is to be turned over to legal counsel: 

• Email a copy of the owner’s statement to the attorney. 
• Update the owner’s status to “In Legal” on the Owner Information page in CINC or send a 

request to AR@barkanco.com to make the adjustment. 

 

This will block further payments through the online portal and signal to Accounts Receivable (AR) 
that all questions regarding the balance should be directed to the attorney. At this point in the 
process, please note the following policies: 

• All communication, with the owner or others, regarding the delinquent account should be 
redirected to legal (or the collection entity). 

• No information regarding the account should be provided to the owner or any other party 
acting on behalf of the owner. They should be instructed to get this information from legal 
(or the collection entity). 

• You should not accept any form of payment from an owner (or other party) once the account 
has been turned over to legal (or a collection entity). The ability for an owner to pay via the 
CINC payment portal is disabled when their account is turned over to legal (or a collection 
entity). 

• When an owner is sent to collections, you should notify Accounts Receivable by emailing 
AR@barkanco.com with the site name, owner’s name, account number, and unit number.  

These policies are not unique to Barkan or the Community Association industry. Deviating from this 
can put the collectability of funds – principal, penalties, or legal fees – at risk. Your compliance is 
expected and appreciated.  
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Viewing Owner Collection Statuses in CINC: 

1. Go to Homeowners > Homeowners. 

2. In the homeowner listing, accounts in a collections status will appear in red. 

 

3. Scroll down to the Collections tab to view the current status and collection level for each 
owner. 

4. Click the Activity link to see a snapshot of the collection history. 
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5. Click the account number or owner’s name to view all correspondence related to the 
collection. 

 

6. Click the date to see notes and copies of letters/statements. 
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Note: Multiple versions of the same letter may appear if regenerated. This does not indicate 
that multiple copies were mailed.  

To request a copy of the mailed notice, please reach out to AR@barkanco.com.  

Viewing 60-Day Collection Statements: 

1. Click the Queue in the upper left corner, below your name. 

2. Select “Collection Reports” as the file type from the dropdown. 
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3. Adjust the date range and property as needed. 

4. Click the Collections Report underlined in orange to download the full PDF of statements. 

You can also email the report directly to the Board, a user, or an attorney by checking the box next to 
the report and clicking Email at the top. 

 

 


