Space Budget Justification Instructions

 For FY06

The following instructions supplement the requirement in section 54.5 of OMB Circular A-11 by providing specific information “on how to prepare” the supporting detailed information for the space budget justification.  Please refer to A-11 for further conceptual guidance.  

The attached MS Excel file includes six worksheets.  Four of the worksheets -  “FY04”, “FY05”, “FY06”, and “FY07” - require agency space information for each of the corresponding fiscal years. The worksheet, called “CHARGEBACKS (FY04)”, accumulates the detailed backup data for reporting all the current resolved and unresolved chargebacks and adjustments to the GSA April bill.  You must exclude chargeback amounts and inventory change amounts that are for security services.  The sixth worksheet, called “SUM”, summarizes the information entered into the five previous worksheets and provides additional information regarding sources of funds for rental payments to GSA and rental payments to others and is equivalent to Exhibit 54.

You must submit all worksheets and summary report in the Exhibit 54.  This report provides a justification of your agency’s budget request for rent.  You must submit a separate report for each bureau or subordinate organization that makes rental payments above $5 million annually.  Submit a single agency-wide summary report if these costs are paid centrally from one account.

CHARGEBACKS (FY04) Worksheet

I. AGENCY IDENTIFICATION

Agency Name - Cell B2: Enter the agency’s name.
Bureau Name - Cell B3: Enter the agency’s bureau name.
GSA Bureau Code - Cell B4: Enter GSA bureau code for the agency.

II. APRIL 2004 GSA BILL

Cell K5: Enter the square feet (Charge basis) as reported on the bureau’s GSA April bill.

Cell L5: Calculate and enter the FY 2004 annual rent, as provided by GSA.  Computation of this number is as follows:

1) Take the April rent on line D of the bill.  Subtract the monthly amounts for Security Services on lines 7a and 7c of the bill and multiply the result by 5.  (This is the amount of rent for May through September 2004 as if no changes would occur to the inventory.)

2) Add the computed number to the “Year to Date” amount from line F and subtract the "Year to Date" amounts from lines 7a and 7c from the April bill.  (This is the total rent for the fiscal year 2004 with no changes to status quo).

III. AGENCY ADJUSTMENTS TO THE BILL

In this section, enter each resolved and unresolved chargeback and actual change in inventory that already occurred and is not reflected on the GSA April bill.  Follow the instructions below for each column.  You must exclude chargeback amounts and inventory change amounts that are for security services.
PROPERTY IDENTIFICATION

GSA Region No - Column C: Enter the GSA regional number where the space is located.

Real Property ID - Column D: Enter the ID number for the real property (same as GSA building number) where the space is located.

Building Name - Column E: Enter the building name.

City - Column F: Enter the name of the city where the space is located.

State - Column G: Enter the State.

GSA BILLING INFORMATION

CBR No - Column H: Enter the Client Billing Record (CBR) number for the assignment.

Effective Date - Column I: Only if there is a date discrepancy with the GSA bill, enter the effective date that you are billed for the assignment. 

No. of Parking  Spaces– Column J:  Only if there is a date discrepancy, enter the number of parking spaces on the GSA April bill.

Rentable SF - Column K: Enter the rentable square feet of space as reported on the GSA April bill. 

Annual Rent - Column L: Compute and enter the annual rent amount.

Part Year Rent – Column M: Enter the part year rent amount based on the GSA April bill.  

AGENCY INFORMATION

Effective Date – Column N: If there is a discrepancy with the GSA April bill, enter the Agency’s effective date for space occupancy.  

No. of Parking Spaces– Column O: Enter the revised number of parking spaces if there is a discrepancy with the GSA bill.

Rentable SF - Column P: Enter the revised rentable square feet.

Annual Rent - Column Q: Compute and enter the revised annual rent amount.

Part Year Rent – Column R: Enter the revised part year rent amount based on the agency’s effective date.

DIFFERENCES

No of Parking Change – Column S: Do not enter any value on this column.  These cells will be calculated automatically.

Rentable SF Change - Column T: Do not enter any value on this column.  These cells will be calculated automatically.

Rent Annual Change - Columns U: Do not enter any value on

 this column.  These cells will be calculated automatically.

Rent Part Year Change – Column V: Do not enter any value on this column.  These cells will be calculated automatically.

Explanation of Change - Column W: Enter reasons for change, such as new space, space that has been vacated, etc.

FY04 Worksheet

II. AGENCY IDENTIFICATION

Agency Name - Cell B2: This cell will be automatically populated from the “Chargebacks (FY04)” worksheet.

Bureau Name - Cell B3: This cell will be automatically populated from the “Chargebacks (FY04)” worksheet.

GSA Bureau Code - Cell B4: This cell will be automatically populated from the “Chargebacks (FY04)” worksheet.

II. APRIL 2004 GSA BILL

These cells will be automatically populated from the “Chargeback (YF04)” worksheet.

III. PLANNED CHANGES IN INVENTORY

In the following rows, enter each of the approved and planned inventory changes from April 15, 2004 to September 14, 2004.  Changes from September 15, 2004 should be shown of the FY05 sheet because these changes will be reflected on agency’s October 2004 bill (fiscal year 2005).  Follow the instructions below for each column.

PROPERTY IDENTIFICATION

Columns C through G: Follow the same instructions as above on page 2 under “PROPERTY IDENTIFICATION”.

GSA BILLING INFORMATION

CBR No - Column H: Enter the Client Billing Record (CBR) number for the assignment for which change will occur, if applicable.

Effective Date - Column I: Enter the effective date of the current assignment as reported on the GSA April bill.

No of Parking Spaces- Column J: Enter number of parking spaces as reported on the GSA April bill only if changes are anticipated.

Rentable SF - Column K: Enter the current rentable square feet of space as reported on the GSA April bill. 

Annual Rent - Column L: Enter the current annual rent amount for the space as reported on the GSA April bill.

AGENCY INFORMATION

No of Parking Spaces- Column M: Enter number of parking spaces only if changes are anticipated.

Rentable SF - Column N: Enter the new rentable square feet.

Annual Rent - Column O: Enter the new annual rent amount.

DIFFERENCES

Project Effective Date - Column P: Enter the effective date when the change in space and/or rent will occur.  The change should be effective anytime from 4/15/04 through 9/14/04.  Any planned changes effective after 9/15/04 should be entered in the FY05, FY06 or FY07 worksheets.

Columns Q, R, S, and T: Do not enter any value in these columns. These cells will be automatically calculated. 

Explanation of Change - Column U: Enter explanation for planned and proposed projects, such as new space, vacated space, replacing lease, etc.

FY05 Worksheet

I. AGENCY IDENTIFICATION

No entry is required in this section.  These cells will be automatically populated from the “Chargebacks (FY04)” worksheet.

II. GSA FY 2005 RENT ESTIMATE

Cell K5: Enter the FY 2005 square feet as reported on the FY 2005 GSA Budget Estimate.

Cell L5: Enter the FY 2005 annual rent, as reported on the FY 2005 GSA Budget Estimate.  

III. PLANNED CHANGES IN INVENTORY

In the following rows, enter each of the approved and planned changes (including projects in the pipeline) from September 15, 2004 to September 14, 2005.  Changes from September 15, 2005 should be shown of the FY06 sheet because these changes will bill reflected on agency’s October 2005 bill (fiscal year 2006).  For cell entry instructions, see “FY04 Worksheet – PLANNED CHANGES IN INVENTORY”.

IV. REQUESTED PROGRAM CHANGES IN INVENTORY

In the following rows, enter each of the fiscal year 2005 requested program changes.

Column B: Enter the type of program requested in this column, for example, Drug Control Initiatives, Special Taskforce, etc.

PROPERTY IDENTIFICATION

Columns C through G: No entry is required in these columns.

GSA BILLING INFORMATION

Columns H through L: No entry is required in these columns.

AGENCY INFORMATION

No of Parking Spaces– Column M: Enter the projected number of parking spaces if applicable.

Rentable SF – Column N: Enter the projected rentable square feet. 

Annual Rent – Column O: Enter the projected FY 2005 annual rent for the required space.  To the extent possible, make sure the projected rent reflects the market rate escalated to the fiscal year 2005.

DIFFERENCES

Project Effective Date – Column P: Enter the projected effective date for the required space. 

Columns Q, R, S, and T: Do not enter any value in these columns.  These cells will be automatically calculated.

Explanation of Change – Column U: Enter type of space required, such as new space, expansion space, space to be vacated, etc.  

FY06 Worksheet

I. AGENCY IDENTIFICATION

No entry is required in this section.  These cells will be automatically populated from the “Chargebacks (FY04)” worksheet.

II. GSA FY 2005 RENT ESTIMATE

Cell K5: Enter the FY 2006 square feet as reported on the FY 2006 GSA Budget Estimate.

Cell L5: Enter the FY 2006 annual rent, as reported on the FY 2006 GSA Budget Estimate.  

III. PLANNED CHANGES IN INVENTORY

In the following rows, enter each of the approved and planned changes (including projects in the pipeline) from September 15, 2005 to September 14, 2006.  Changes from September 15, 2006 should be shown on the FY07 sheet because these changes will bill reflected on agency’s October 2006 bill (fiscal year 2007).  For cell entry instructions, see “FY04 Worksheet – PLANNED CHANGES IN INVENTORY”.

IV. REQUESTED PROGRAM CHANGES IN INVENTORY

In the following rows, enter each of the fiscal year 2006 requested program changes.

Column B: Enter the type of program requested in this column, for example, Drug Control Initiatives, Special Taskforce, etc.

PROPERTY IDENTIFICATION

Columns C through G: No entry is required in these columns.

GSA BILLING INFORMATION

Columns H through L: No entry is required in these columns.

AGENCY INFORMATION

No of Parking Spaces– Column M: Enter the projected number of parking spaces if applicable.

Rentable SF – Column N: Enter the projected rentable square feet. 

Annual Rent – Column O: Enter the projected FY2006 annual rent for the required space.  To the extent possible, make sure the projected rent reflects the market rate escalated to the fiscal year 2006.    

DIFFERENCES

Project Effective Date – Column O: Enter the projected effective date for the required space. 

Columns P, Q, R, S, and T: Do not enter any value in these columns.  These cells will be automatically calculated.

Explanation of Change – Column U: Enter type of space required, such as new space, expansion space, space to be vacated, etc.  

FY07 Worksheet

I. AGENCY IDENTIFICATION

No entry is required in this section.  These cells will be automatically populated from the “Chargebacks (FY04)” worksheet.

II. PLANNED CHANGES IN INVENTORY

In the following rows, when available, enter each project in the pipeline that has an expected occupancy date in fiscal year 2007.  For cell entry instructions, see “FY07 Worksheet – PLANNED CHANGES IN INVENTORY”.

III. REQUESTED PROGRAM CHANGES IN INVENTORY

In the following rows, when available, enter each of the fiscal year 2007 requested program changes.

Column B: Enter the type of program requested, such as special task force, study group, etc. 

PROPERTY IDENTIFICATION

Columns C through G: No entry is required in these columns.

GSA BILLING INFORMATION

Columns H through L: No entry is required in these columns.

AGENCY INFORMATION

No of Parking Spaces– Column M: Enter the projected number of parking spaces if applicable.

Rentable SF – Column N: Enter the projected rentable square feet.

Annual Rent – Column O: Enter the projected FY 2007 annual rent for the required space.  To the extent possible, make sure the projected rent reflects the market rate escalated to the fiscal year 2007.  

DIFFERENCES

Project Effective Date – Column P: Enter the projected effective date for the required space.

Columns Q, R, S, and T: Do not enter any value in these columns.  These cells will be automatically calculated.  

Explanation of Change - Column U: Enter the type of space required, such as new space, space to be downsized, etc.

SUM Worksheet

Only the light shaded areas require entries.  The remaining cells will be calculated automatically.  

Date – Cell E9: Please enter today’s date.

Please refer to instructions on OMB Circular No. A-11 (2005), for remaining data entry on this sheet. If you have any questions, please feel free to call Ben Akyereko at 202 219 0370 or send me an email to Ben.akyereko@gsa.gov. 
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