Attachment 1
REALTY SERVICES LETTER 2007-05

MANDATORY OPERATING PROCEDURES 

1. Using the TI-RWA workbook in Attachment 2 to this RSL, enter the lessor’s cost proposal on the TI Tracker sheet.  Use this spreadsheet to summarize changes to the lessor’s TI cost proposal, whether by application of unit prices contained in the lease or by negotiations.  In instances where the Notice to Proceed (NTP) for tenant improvements is for an amount less than the TI allowance, some changes during construction may be charged against the available TI allowance.  Use the TI Tracker to make adjustments in the appropriate Uniformat system element so we always know the TI amount expended.  

The cells for the lessor’s fees do not contain formulas since the basis for the fees may vary from one project to another.  Enter the correct formula or amount as needed.  The ANSI/BOMA Office Area (ABOA) square feet, the TI allowance, and the adjusted lessor’s costs will carry over to the RWA Input sheet and the RWA Tracker sheet.   Comments are embedded in several cells that provide the guidance contained in this attachment.  For purposes of this RSL, the Attachment 2 workbook is printed with the comments visible on the sheets but it will be loaded into the eLease document library with the comments hidden.
2. Once we determine that the offered TI cost is fair and reasonable, follow the procedures in RSL 2007-04 to prepare the TI price negotiation memorandum (PNM), the NTP, and, if needed, the supplemental lease agreement (SLA) to order excess TIs once we receive an RWA from the agency as well as its concurrence for the expenditure.
3. If we receive RWAs from the agency for a project, use the RWA Input sheet to input the RWA number, the date PBS accepted the RWA, and the RWA amount and purpose.  Once we obtain the RWA number from IRIS, provide the agency with a copy of the RWA that includes the RWA number, its signature and PBS’s signature.  The top portion of the RWA Tracker sheet is locked to ensure that the formulas that compute the project management and sliding scale overhead fees are not disturbed inadvertently.  
4. Once we input RWA information on the RWA Input sheet, embedded formulas will compute PBS’s 4 percent project management fee and the sliding scale overhead using a formula and the Sliding Scale Overhead sheet.  The RWA Tracker sheet will provide the available balance of the RWA funds.  
5. The bottom section of the RWA Tracker is used to summarize all orders against the RWAs.  The columns prompt the user to provide all information needed in association with the RWA.  
6. If we order additional items after we have issued the NTP, we must always evaluate those additional costs to determine that they are fair and reasonable.

7.  We must always obtain prior concurrence from the agency before expending any funds in the RWAs, and Attachment 3 to this RSL contains a template for obtaining the agency’s concurrence.
8. We must always obtain a Pegasys Document Number (PDN) prior to ordering any alterations or other items using the RWA funds.  We must record the obligations against the RWA at the time we incur them.  Do not wait until the space is accepted to enter the ordered items and amounts into Pegasys as this understates the Government’s financial obligations.
9. We must always ensure that we are using RWA funds intended for the project at hand.  Do not charge one RWA with expenses for another project until such time as the agency has properly amended the original RWA to allow expenses for the project at hand.

10. In many instances, we receive RWAs for costs other than TIs in connection with the project.  If this is the case, be sure that any orders for items such as systems furniture, move contractors, etc., are shown on the RWA Tracker so an accurate balance is always available to the customer agency.  Coordinate these orders with the ordering associate and provide the RWA available balance to that associate.
11. Each time we place an order against an RWA, provide an updated copy of the RWA Tracker to the customer agency for their records.  A common complaint from our customer agencies is that PBS cannot tell them how we spent their money and the amount of any available balance.  The RWA Tracker was designed to coordinate that information for both PBS’s financial books and the agencies’ books.

12. Since we will be tracking all RWA expenditures, we will also have a running total of the TIs, so reconciliation and preparation of a final Occupancy Agreement (OA) will not be delayed at space acceptance.  RWA administration requires consistent and timely communication between the realty specialist and the budget analyst.
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