RECORDING AND BILLING FOR REIMBURSABLE RECURRING SERVICES

Methodology and Thought Process for Applying the 

Appropriate Vehicle To Use For Recording and Billing Reimbursable Recurring Services

GSA offers two distinct vehicles which may be used to recover expenses when the monthly cost of reimbursable services rendered to a customer agency is identical from month to month.  One vehicle is the RWA and the other is STAR.

If the RWA mechanism is chosen, then the policies pertaining to RWAs must be adheared to: recurring vs non-recurring RWA types, being able to identify cost vs non-cost identification, fixed fee vs sliding scale fee.

If the STAR vehicle is chosen, then the guiding factor is that the cost of the services must be identical each and every month, and the service cannot be for a single month only.  The policies and thought processes pertaining to RWAs is not applicable to using STAR as the billing vehicle.  Cost for the reimbursable services must be paid from and reimbursed to either BA 61 or BA 53.  Regardless of whether  BA 61 or BA 53 is  used to pay the cost of reimbursable services, there is an additional requirement of ensuring that appropriate budget authority exists. 

The basic methodology for using STAR as the billing vehicle is that once the cost of reimbursable service is established, the monthly processing is routine and requires no additional monitoring or processing efforts. The bill is routinely run each month and the expenses are routinely paid.

 GSA may not accept reimbursement for anything for which we receive obligational authority in our appropriations.  Doing such would be considered an augmentation to our appropriations.  The vehicle used for reimbursement does not override the requirement to ensure that the appropriate budget activity account is used and properly reimbursed.

Utilization of STAR to record and bill for reimbursable recurring services

Background:

Changes to STAR have been made which allow customer agencies to pay for reimbursable recurring utility  services through the PBS Bill. 

The requirements for processing reimbursable services through STAR are:

1. The person who receives the agency  PBS Bill must agree to have reimbursable recurring services included on the bill. This acceptance must be received in writing because STAR has the capability of billing to only one Treasury Symbol.  As such, the reimbursable recurring services will be included in the bill that is sent to the treasury symbol for rent.

2. The amount billed for reimbursable recurring services must be identical from month to month.  Therefore the services provided must be constant form month to month.
3. The requirement for reimbursable services must be included in the signed Occupancy Agreement.  The Occupancy Agreement is the source document for GSA providing the services and the agency agreeing to reimburse GSA for the cost of providing the service.  
The reimbursable recurring services billed through STAR are limited to overtime utilities, enhanced custodial services, mechanical O & M – HVAC, and mechanical O & M – Others.  Overtime guard services are not applicable, since this service is not provided by PBS.  Overtime guard services are the responsibility of DHS/FPS and will be billed by them where applicable. Services provided on a reimbursable basis and billed trough STAR will be referred to as ‘Reimbursable Services’.  An Administrative Fee, currently $100, is charged to the user for this billing accommodation.  

Recording reimbursable services in STAR

A. WINDOW VIEWS

A new record type, “Reimbursable Services”, was added to the Billing Adjustment Details Window. When this is selected the ‘Reason’ combo box is populated with the following new reasons:

a. Overtime Utilities

b. Enhanced Custodial Services

c. Mechanical O & M – HVAC

d. Mechanical O & M – Others

e. Overtime Guard Service

The new reasons mentioned above are available only for record type “Reimbursable Services”.

CBR Number will be a required field for record type “Reimbursable Services”.

For ‘Overtime Utilities’, only the CBR Number can be entered in the Misc Billing/Adjustment Details Window. The effective Month, Expiration Month and Total Cost will be entered via the new Overtime Utilities Window. This new window can be accessed from the Details Window via a Push Button labeled ‘Overtime Utilities’ (The ‘Amortization’ Push Button is relabeled to ‘Overtime Utilities’). The Total Cost will be entered for each of the items below:

a. Gas

b. Electricity

c. Steam

d. Coal

e. Oil

f. Chilled water

Once the total cost for each of the items above are entered and the ‘Calculate’ Push Button is selected, the monthly cost will be calculated. It is calculated by summing the total cost for each item and dividing it equally for the billing periods for which the adjustments will be billed. After the data in this window is finalized by pressing the ‘ACCEPT’ Push Button - effective month, expiration month and the monthly amount will be populated in the Misc Billing Adjustment Details Window.

Once the ‘Overtime Utilities’ Adjustments are billed, they can only be terminated.

For ‘Reimbursable Services’ adjustments, effective month will default to the effective month of the CBR or the current billing period (billing period for which final billing has been run plus one), whichever is greater.

If it is a recurring adjustment, the expiration month will default to either the end of the fiscal year or the expiration month of the CBR, whichever is less. The end of the fiscal year check will be based on the fiscal year that the Effective Month belongs to. Thus, the fiscal year of the Expiration Month has to be the same as the fiscal year of the Effective Month. In other words, the adjustment cannot span multiple fiscal years.

There is a new display only field ‘Administrative Fee ‘on the Miscellaneous Billing Adjustment Details Window. This will display a value for ‘Reimbursable Services’ adjustments with the effective Administrative Fee as of the Billing Effective Date.

Two new fields were added to the Miscellaneous Billing Adjustment Details Window. These fields will be labeled ‘Org Code’ and ‘BA’. Default values for the two new fields will be a blank. For Record Type ‘Reimbursable Services’, these fields will be enabled and required fields. For all other Record Type these new fields will be disabled. 

The ‘Org Code’ field will be of 8 characters length. On the window it will be a user-entered field. Edit checks will be performed against the Org Codes table. For a CBR in a particular region, only org codes for that particular region are valid org codes. 

The ‘BA’ field is a two-character field. It is a combo box and can take values ‘53’ or ‘61’.

B. BILL  CHANGES

A new line item 16 was created for ‘Reimbursable Services’. This line item will have 5 more sub-line items under it for each of the ‘Reimbursable Services’ record type adjustment reasons.

Each of the line items for ‘Reimbursable Services’ record type adjustments for any particular billing period will include - Administrative Fee (if billed for the first time), billing amount for the current billing period and Back Billing amount (if any) that is billed in the current billing period.

An additional Administrative Fee of $100 will be charged when billing ‘Reimbursable Services’ adjustments for the first time. This Fee will be a flat rate applied to every Reimbursable Services adjustment. 
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                                   Charge
Annual    
Amount Due      
Year To





                                                                                                   Basis
                   Rate           
(Monthly)    
Date

1.
Shell Rental Rate

a. General

            xx,xxx,xxx*
$x,xxx.xx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)

b. Warehouse

            xx,xxx,xxx*
$x,xxx.xx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)

c. Unique

            xx,xxx,xxx*
$x,xxx.xx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)

2. 
Amortized Tenant Improvement Used / General

            xx,xxx,xxx*
$x,xxx.xx*
($xxx,xxx,xxx)
($xxx,xxx,xxx)

3.
Operating Costs  

            xx,xxx,xxx*
$x,xxx.xx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)

4. 
Real Estate Taxes

 
$x,xxx.xx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)

A.
Market Rent SubTotal

            xx,xxx,xxx        $x,xxx.xx 
                ($xxx,xxx,xxx)
           ($xxx,xxx,xxx)

Amortized Tenant Improvement Used / Customization    
                xx,xxx,xxx*
$x,xxx.xx*
($xxx,xxx,xxx)
($xxx,xxx,xxx)

6.     GSA-Installed Building Improvements
                                        
  
($xxx,xxx,xxx)
($xxx,xxx,xxx)

7. 
Security Services

a. Basic

            xx,xxx,xxx*
$x,xxx.xx*
($xxx,xxx,xxx)
($xxx,xxx,xxx)

b. Patrol and Response

            xx,xxx,xxx*
      $x,xxx.xx*
($xxx,xxx,xxx)
($xxx,xxx,xxx)

c. Building Specific Operating

            xx,xxx,xxx*
$x,xxx.xx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)

d. Building Specific Amortized Capital

            xx,xxx,xxx*      $x,xxx.xx*               ($xxx,xxx,xxx)
($xxx,xxx,xxx

8.     Operations Delegation                                                                                                                                   ($xxx,xxx,xxx)
            ($xxx,xxx,xxx)
 

9.
Parking


a.
Structured (number of spaces)
                                                           x,xxx*
 $xxx,xxx*
($xxx,xxx,xxx)
($xxx,xxx,xxx)


b.
Surface (number of spaces)
                                                                x,xxx*
$xxx,xxx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)

10.
Rent Charges for Other Space
                                                                    
($xxx,xxx,xxx)
($xxx,xxx,xxx)

11.
PBS Fee

.
            xx,xxx,xxx*
$x,xxx.xx*
($xxx,xxx,xxx)
($xxx,xxx,xxx)

B.
Agency Rent SubTotal
                                                                      
($xxx,xxx,xxx)
($xxx,xxx,xxx)

12.
Pro Rata Joint Use Charges







a.
Building Amenities

            x,xxx,xxx*
 $x,xxx.xx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)


b.
Structured Parking

               xxxx.xx*
 $xxx,xxx* 
($xxx,xxx,xxx)
($xxx,xxx,xxx)


c.
Surface Parking

               xxxx.xx*
 $xxx,xxx*
  ($xxx,xxx,xxx)
($xxx,xxx,xxx)

C.
Joint Use SubTotal


  
($xxx,xxx,xxx)
($xxx,xxx,xxx)

D.    Total Monthly Rent (A+B+C)


  
($xxx,xxx,xxx)
($xxx,xxx,xxx)

13. One-Time Payments

a. Rent Rebate



($xxx,xxx,xxx)
($xxx,xxx,xxx)

14. Billing Adjustments & Corrections

a.
Current Year          


Explanation from Table



($xxx,xxx,xxx)
($xxx,xxx,xxx)

b.     Prior Year          


Explanation from Table



($xxx,xxx,xxx)
($xxx,xxx,xxx)


c.
Rent Exemption       Expires: mm/dd/yy



($xxx,xxx,xxx)
($xxx,xxx,xxx)


d.
Administrative Adjustment

xx.xx%
                
($xxx,xxx,xxx)
($xxx,xxx,xxx)


e.
Trust Fund Agency Adjustment
 
xx.xx%

                ($xxx,xxx,xxx)
($xxx,xxx,xxx)

E.
Adjustments SubTotal



($xxx,xxx,xxx)
($xxx,xxx,xxx)

F.
Total Rent Bill (D + E)



($xxx,xxx,xxx)
($xxx,xxx,xxx)
15.
Antenna           



($xxx,xxx,xxx)
($xxx,xxx,xxx)

G.
Total Antenna Bill



($xxx,xxx,xxx)
($xxx,xxx,xxx)

16.
Reimbursable Services
                                                                    



a.
Overtime Utilities



($xxx,xxx,xxx)
($xxx,xxx,xxx)


b.
Enhanced Custodial Services



($xxx,xxx,xxx)
($xxx,xxx,xxx)


c.
Mechanical O & M – HVAC



($xxx,xxx,xxx)
($xxx,xxx,xxx)


d.     Mechanical O & M – Others



($xxx,xxx,xxx)
($xxx,xxx,xxx)


e.     Overtime Guard Services



($xxx,xxx,xxx)
($xxx,xxx,xxx)

H.   Total Reimbursable Services Bill



($xxx,xxx,xxx)
($xxx,xxx,xxx)

I.    Total PBS Bill (F+G+H)



($xxx,xxx,xxx)
($xxx,xxx,xxx)
Picture of STAR screen

When Record Type ‘Reimbursable Services’ is selected:
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