GENERAL SERVICES ADMINISTRATION
Washington, DC 20405

PBS 1000.2C
July 24, 2023

GSA ORDER

SUBJECT: Reimbursable Work Authorizations National Policy Manual

1. Purpose. The purpose of this revision to the Reimbursable Work Authorizations
National Policy Manual (RWA NPM) is to update the Public Buildings Service’s (PBS)
policies regarding Reimbursable Work Authorizations (RWAS) so that those policies
are consistently applied across PBS.

2. Background. The manual is reviewed and re-issued periodically by the
Commissioner of the Public Buildings Service. It contains updated policies regarding
the application of fiscal law as advised by the Office of the General Counsel, interim
RWA Bulletins, U.S. General Services Administration (GSA) orders, Federal
regulations, memoranda from the GSA Office of the Chief Financial Officer, audit
recommendations and corrective action plans, and other relevant programmatic
guidance so that those policies are consistently applied across PBS for reimbursable
projects. A summary of substantive changes and links to those changes appears in
the manual at Table 2: Summary of Substantive Changes to the RWA NPM.

3. Applicability. The use of this manual is mandatory for all PBS personnel. The
document may be shared in its entirety with PBS customer agencies and non-Federal
occupants.

4. Cancellation. This Order cancels and supersedes the RWA National Policy
Manual dated August 1, 2020 (PBS 1000.2B) and all previous versions.

5. Revision.
a. Expands use of multiple buildings to A & B Type RWAs.
b. Revises definition of incidental.
c. Permits bids and proposals as cost support for new RWAs.

d. Updates policy on PBS Approving Official Signature requirements, delegations
of authority and associated thresholds.
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e. Removes 10-Percent or $500 Amendment Rule.

f. Clarifies timing of RWA Management Fee billing for nonrecurring RWAs with
authorized amounts below $2000.

g. Incorporates process for paying for reimbursable services through the Rent Bill;
removed from Appendix.

h. Adds new Appendix C, RWA Receipt and Acceptance Scorecard.

I. Incorporates RWA Types - Quick Reference Guide; removed from Appendix.

6. Policy. The RWA NPM is the primary nationwide resource containing RWA
policies for use by PBS.

7. Responsibilities. The use of this manual is mandatory for PBS personnel. The
Office of Management and Budget Circular A-123, Management’s Responsibility for
Internal Control, directs PBS to manage its reimbursable services program with
integrity and in compliance with Federal law. The RWA NPM provides specific
guidance to implement that mandate.

8. Signature.

IS/

NINA ALBERT
Commissioner

Public Buildings Service
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Chapter 1: Introduction

1.1. Purpose and Description of the Manual.

The purpose of the Reimbursable Work Authorization National Policy Manual (RWA
NPM) is to update the Public Buildings Service’s (PBS) mandatory policies regarding
Reimbursable Work Authorizations (RWAS) so that those policies are consistently
applied across PBS. The RWA NPM is the primary resource containing RWA policies
for use by PBS. It may be excerpted, quoted for emphasis and clarity when
communicating RWA policies, or publicly distributed in its entirety to PBS’s
customers, non-Federal occupants or anyone external to GSA without advance
approval from the PBS Office of Project Delivery.

1.2. Applicability, Scope, and Contents.

The RWA NPM is a manual issued periodically by the Commissioner of the Public
Buildings Service. The Office of Management and Budget (OMB) Circular A-123,
Management’s Responsibility for Internal Control, directs GSA to manage RWAs with
integrity and in compliance with Federal law. The RWA NPM provides specific
guidance to implement that mandate. For more information, please go to OMB
Circular A-123 at the following hyperlink: https://www.whitehouse.gov/wp-
content/uploads/legacy drupal files/lomb/memoranda/2016/m-16-17.pdf.

The RWA NPM contains updated policies derived from interim RWA Bulletins,
General Services Administration (GSA) orders, Federal regulations, memoranda from
the GSA Office of the Chief Financial Officer (OCFO), audit recommendations and
corrective action plans, and other relevant programmatic guidance so that those
policies are consistently applied nationally across PBS. A summary of substantive
changes and links to those changes appears in the manual at Table 2: Summary of
Substantive Changes to the RWA NPM. GSA is accountable for the implementation
and effectiveness of its management controls, so it is imperative that the RWA NPM
is strictly applied. Any references or links to InSite pages are only available for
internal GSA users.

1.3. Internal Controls.

The RWA NPM sets forth policies for PBS’s acceptance and performance of RWAs.
While the policy is an important component to a sound internal control structure, it
cannot standalone. The OCFO and PBS (including PBS program, project, and other
personnel) are responsible for establishing and maintaining internal controls over
day-to-day operations so that PBS’s performance of RWAs accomplishes its mission,
goals, and objectives. For more information, please see the Internal Control Desk
Guide located on the Financial Policy and Internal Controls InSite page.

1 The RWA NPM and GSA Form 2957 do not apply to GSA real property disposal. The PBS
Office of Real Property Utilization and Disposal uses GSA Form 2957PD.
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1.4. Structure of the RWA NPM.

Table 1: Structure of the RWA National Policy Manual

Chapter Number and Title

Purpose

Chapter 1: Introduction

Provides introductory remarks, including
background and scope of the RWA NPM, as well
as a summary of major changes.

Chapter 2: RWA Definition,
Authorities and
Appropriations Law

Defines an RWA and provides applicable
authorities and appropriations laws.

Chapter 3: RWA Use of
Funds, Budget Activities and
Classifications

Presents a brief description of RWA use of funds,
classifications and the various RWA budget
activities.

Chapter 4. The RWA Project
Life Cycle

Describes the use of the RWA project life cycle as
it applies to the small, capital, and prospectus
projects management life cycle, including detailed
requirements of the RWA.

Chapter 5: Pricing

Describes pricing policy for various reimbursable
services.

Chapter 6: Billing, Payment
and Collection Methods

Describes billing, payment and collections policy.

Chapter 7: Fiscal Year-End
Processing

Describes policy for fiscal year-end processing,
including canceling RWAs and the obligation of
“‘Unfilled Customer Orders.”

Appendix A. Glossary

Defines terms, abbreviations, and acronyms
applicable to RWAs and to the RWA NPM.

Appendix B. Useful Websites

Lists pertinent Websites and a summary of
available information.

Appendix C. RWA Receipt
and Acceptance Scorecard

A document required for all nonseverable A, B and
N Type RWAs with authorized amount equal to or
above the Simplified Acquisition Threshold
(currently $250,000).

Appendix D. Appropriations
Law Primer

Provides the basics behind the principles of
appropriations law that apply to RWAs.

Appendix E. Other Applicable
Statutes

Provides organizational background information
and historical legislation governing use of RWAs.

Appendix F. Guidance in the
Event of a Government
Shutdown

Provides guidance in the event of a full or partial
Government shutdown.

Effective 7/24/2023
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1.5. Document Change Process and Explanation of Changes.

This version (Version 6.1) of the RWA NPM replaces PBS 1000.2B issued August 1,
2020 and supersedes all previous versions. The PBS Reimbursable Services
Program, Office of Project Delivery administers the RWA NPM. Through knowledge
sharing and technical expertise, the Reimbursable Services Program supports a
national group composed of program and project representatives from across GSA.

In addition to the purpose identified in the structure of the RWA NPM in Table 1,
highlights of substantive changes or issues addressed, and their respective locations
within the RWA NPM are summarized in Table 2, below:

Table 2: Substantive Changes
Item Substantive Change or Issue Section
1 |Expands use of multiple buildings to A & B Type RWAs. 3.3.2.2.
2 |Revises definition of incidental. 3.4.2.
3 |Permits bids and proposals as cost support for new RWAs. 41.2.1.
4 Updates policy on PBS Approving Official Signature 413132
requirements, delegations of authority, and associated thresholds.|
5 |Removes 10-Percent or $500 Amendment Rule. 4.1.4.6.
6 Clarifies timing of RWA Management Fee billing for nonrecurring 6.3.2
RWAs with authorized amounts below $2000. T
. Incorporates process for paying for reimbursable services through 6.3.7
the Rent Bill; removed from Appendix. R
8 |Adds new Appendix C, RWA Receipt and Acceptance Scorecard. |Appendix C.
9 Incorporates RWA Types - Quick Reference Guide; removed from 33
Appendix. o

The Reimbursable Services Program, Office of Project Delivery, will review the RWA
NPM periodically and recommend appropriate changes to address policy updates
that may dictate necessity for a version update/change.

RWA Managers and other interested parties may submit revisions to the NPM for
consideration at any time. The Reimbursable Services Program, Office of Project
Delivery, will review the submission and, if accepted, release the revised RWA NPM
after following the GSA Approval Process.

Policy changes considered to be substantive require review and approval through the
approval process. The determination of whether or not a modification is substantive
will be made by the Reimbursable Services Program, taking into account the
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approval process requirements for changing official documents. Potential factors to
be considered include:

Impact of the proposed change on another division;

Change of previous understanding, direction, or policy;

Change in cost or business line impact;

Change in interactions with customers, between Regions, or between Central
Office and the Regions;

Impact on deliverable types, timing, or costs; and

e Impact of reporting or staffing requirements.

Any new RWA NPM resulting from the GSA Approval Process will be assigned a new
major version number (for example, v5.0 became v6.0 after being updated).
Amendments to the RWA NPM that are not considered substantive will be assigned a
new minor version number (for example, v6.0 will become v6.1 after being updated).
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Chapter 2: Reimbursable Work Authorization Definition and Authorities

2.1. Definition.

An RWA is an interagency agreement between PBS and a Federal or non-Federal
organization (when authorized by statute), under which PBS agrees to provide goods
or services and the customer agrees to pay PBS for the cost of these goods or
services, as well as for PBS’s indirect costs and fees. PBS may enter into contracts
to provide reimbursable goods or services, or PBS employees may provide
reimbursable services. RWAs identify a scope of work and bill the customers for the
cost of altering, renovating, repairing, or providing services in space managed by
PBS in addition to the basic operations financed through Rent, and in other
properties managed by Federal entities. An RWA is typically required for all “above-
standard” services not included in a customer’s rent, including micro-purchases,
unless PBS obtains a deviation from the PBS Pricing Desk Guide, 5th ed. (August 1,
2020). For more information on micro-purchase delegations, visit the Facilities
Management page.

2.2. Federal Buildings Fund References and Reimbursable Authority.

Several authorities permit PBS to perform reimbursable work on behalf of requesting
Federal or non-Federal customers. RWA projects should be recorded as obligations
by the customer when the RWA is accepted by PBS. When PBS accepts an RWA,
the customer agency’s funds are credited to the Federal Buildings Fund (FBF).

2.2.1. 40 U.S.C. 8§ 592(b)(2) — Federal Buildings Fund (FBF).

PBS performs reimbursable work for Federal customers using the authority provided
by 40 U.S.C. 8 592(b)(2), which authorizes the Administrator of General Services to
provide special services not included in rent on a reimbursable basis. This authority is
used for RWAs in properties within GSA’s jurisdiction, custody or control. RWAs
performed using the authority in 40 U.S.C. § 592(b)(2) should be recorded as
obligations by the customer when the RWA is accepted by PBS. PBS must then
reobligate the customer’s funds within a reasonable time and then, unless using no-
year funds, expend the funds within five years from the expiration of the funds in
accordance with 31 U.S.C. § 1552.

The statutes authorizing the FBF do not permit a customer to do indirectly what it
cannot do directly under the terms and conditions of its appropriations. Thus, any
restrictions on the availability or use of a customer’s funds must apply to PBS’s
contracting activities for that customer when performing an RWA.

2.2.2. 40 U.S.C. 8 583 — Construction of Buildings.

PBS may perform reimbursable projects in accordance with 40 U.S.C. § 583 as an
alternative to the Economy Act for property not within the jurisdiction, custody or
control of GSA. This authority does not have the same requirement as the Economy
Act that funds must be reobligated during their period of availability for new
obligations, so it is more flexible than the Economy Act and requires (like 40 U.S.C. §
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592(b)(2)) that funds be reobligated within a reasonable time. 40 U.S.C. § 583 can
only be used for new construction projects, repair and alterations (R&A) projects or
for standalone land acquisitions.

2.2.3. 31 U.S.C. 81535 - The Economy Act.

PBS may also perform reimbursable work using the authority provided by the
Economy Act (31 U.S.C. 8 1535). This authority may be used for RWASs in properties
maintained by other customers outside of GSA’s jurisdiction, custody or control. RWA
projects performed using the authority in 31 U.S.C. § 1535 should be recorded as
obligations by the customer when the RWA is accepted by PBS. When PBS performs
RWA projects under the Economy Act, it must reobligate the customer’s funds within
the period of availability for new obligations applicable to those funds. Customer time-
limited funds that are not reobligated by PBS within the period of availability of those
funds (with the exception of funds set aside for GSA fees) must be deobligated by the
customer upon expiration in accordance with 31 U.S.C. § 1535(d).

Determining whether an RWA must be accepted using 40 U.S.C. 8 592(b)(2), 40
U.S.C. 8§ 583 or the Economy Act is dependent upon whether the customer maintains
jurisdiction, custody, or control of the space in which the project will be performed. If
the project will be in space within the jurisdiction, custody or control of GSA, 40
U.S.C. § 592(b)(2), provides the authority for GSA to perform the requested work.? If,
however, the project is in a property that is not under the jurisdiction, custody or
control of GSA, then 40 U.S.C. § 583 or the Economy Act, and not 40 U.S.C. §
592(b)(2), provides the authority for GSA to perform the requested project.

2.2.4. The Department of Defense (DoD) Financial Management Policy.

DoD'’s Financial Management Regulation EMR Volume 11A, Chapter 18, Non-
Economy Act Orders (DoD 7000.14-R, January 2020) imposes additional restrictions
for the procurement of goods and services from non-DoD agencies under statutory
authorities other than the Economy Act (31 U.S.C. § 1535). DoD requests that PBS
treat all reimbursable tenant improvements performed in federally-owned space on
behalf of DoD as though it were being performed under the Economy Act. See DoD
FMR Volume 11A, Chapter 18, Non-Economy Act Orders (DoD 7000.14-R, January
2020), at § 5.6.4. Although DoD requests that GSA impose more restrictive
requirements for these RWAs, essentially mirroring the Economy Act, PBS accepts
these RWAs for work at locations within the jurisdiction, custody or control of GSA
under 40 U.S.C. 8 592(b)(2). In accordance with DoD’s policy, PBS needs to
reobligate a DoD customer’s funds within the period of availability for new obligations
applicable to those funds for all reimbursable tenant improvements performed in

2 Note that there are rare occasions when PBS may rely upon the Economy Act to provide
reimbursable services in space within GSA’s jurisdiction, custody or control if PBS does not charge the
customer rent for the space in which the reimbursable service will be provided. This occurs sometimes
when PBS obtains leased space for FEMA in support of a nationally declared disaster. For example,
PBS would rely upon the Economy Act to provide above standard janitorial services in space for which
the customer pays rent directly to a lessor. See §8 2.4 and 4.1.3.11 for additional information.
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federally-owned space on behalf of DoD. PBS must inform the DoD customer that it
should deobligate time-limited funds that are not reobligated by GSA within the
period of availability of those funds (with the exception of funds set aside for GSA
fees), regardless of the authority under which PBS performs the reimbursable project,
for all reimbursable tenant improvements performed in federally-owned space on
behalf of DoD. DoD does not require that PBS reobligate DoD funds within the period
of availability for new obligations applicable to those funds for reimbursable tenant
improvements performed in space leased by GSA on behalf of DoD.

2.3. The Anti-Deficiency Act (ADA) (31 U.S.C. § 1341).

The ADA prohibits an agency from obligating more than the amount of funds
available under any appropriation. It also prohibits an agency from making
expenditures or incurring obligations in advance of appropriations. Violation of the
ADA may result in criminal and civil penalties. See 31 U.S.C. § 1350. Any GSA
representative who contributes to over obligating an appropriation, apportionment, or
reapportionment may be subject to the penalties in 31 U.S.C. § 1350. For additional
information, please follow this hyperlink to: Appendix D: Appropriations Law Primer.

2.4. RWAs in support of Nationally Declared Disasters.

PBS provides support for nationally declared disasters by finding space and
administering leases. The Federal Emergency Management Agency (FEMA) works
through GSA’s Office of Mission Assurance (OMA) to utilize these PBS services
which are performed through the provision of an RWA. For Mission Assignments
received from FEMA for nationally declared disasters, please contact OMA. See §
4.1.3.11 for additional information.
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Chapter 3: RWA Use of Funds, Budget Activities and Classifications

3.1. Use of Funds.

Funds that have been appropriated to a customer agency for a specific purpose must
not be used for any other purpose, except where specifically provided by law (31
U.S.C. § 1301(a)). To avoid improper augmentations, if PBS receives an
appropriation to provide customers with a level of service already included in Rent, it
may not bill, or be additionally reimbursed through an RWA for those services. Any
above-standard service not included in the Rent, but requested by a customer, is
reimbursable and must by funded by the customer.

In the event of a full or partial Government shutdown, the use of funds and required
certifications vary from the process outlined within this policy manual. Specific
guidance may be referenced in Appendix F.

3.2. Budget Activities (BASs).

The FBF is subdivided into budget activities to assist PBS in defining and controlling
programs and activities and which generally correspond with Congressional
appropriations of new obligational authority. A BA distributes funds by major program
area within a fund; all PBS budget activities start with “PG” in the PBS financial
systems.

3.2.1. BA 80.

BA 80 is a reimbursable budget activity used to fund reimbursable nonrecurring work
requests. Nonrecurring RWAs for BA 80 are used for a variety of services. These
services include:

e General nonrecurring services that provide above-standard levels of service,
such as non-routine, or out-of-normal cycle, painting, or overtime utilities, and
for which the actual costs can be identified.

e Overtime utilities in leased locations where the lessor bills for the services on a
monthly basis based on an hourly rate, as outlined in the lease.

e Space alterations and adjustments requested by customers.

e Repairs and alterations made by GSA when requested by customers outside
of the direct funding cycle. A nonrecurring RWA may be provided by a
customer for the acquisition or full construction costs of a Federal building.

e Services required for customer projects.

e Certain services not included in the tenant improvement (Tl) allowance, and
for which the actual costs can be identified.

3.2.2. BA53.

BA 53, the Rental of Space account, is used to fund payments to lessors for space
that PBS leases and services provided by the lessor. BA 53 provides funding for the
following:
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e Recurring payments for new, existing, and replacement lease contracts.
Temporary leased relocation space to house Federal employees during major
R&A projects.

Relocations into leased space due to forced moves.

Relocations into leased space for health and safety conditions.

Expansion leased space.

Space alteration costs that are amortized in a lease contract.

3.2.3. BA 60/61.

PBS divides the FBF’s Building Operations Budget into two distinct Budget Activities:
BA 60 for administrative salaries and expenses and BA 61 for building services. BA
60 is reimbursed for indirect costs incurred, related to PBS’s reimbursable program.

BA 60 reimbursement includes:
Fees from Recurring RWAs.
e Flat $500 (or $500 per estimate if bundled on a single RWA).
Fees from Nonrecurring RWAs.

¢ RWA Management Fee based on stepped fee structure applies to all direct
costs with the exception of select personal property line item costs. See
this link for Personal Property Line Items Exempt from Fee.

BA 61 is used to provide for GSA’s operation of GSA-controlled space, including
leased facilities. GSA furnishes space, operations, and services to its customers in
return for payment of Rent. Services included in Rent that are paid from BA 61
include:

Cleaning,

Maintenance of security fixtures and features,

Building maintenance,

Minor repairs and alterations costing up to $50,000, and
Payment for utilities and fuel.

3.2.4. BA51.

BA 51 is used for the New Construction and Acquisition program and funds the
construction and acquisition of sites and facilities to meet customer needs. It includes
site selection and acquisition, the purchase of commercial buildings, and the
acquisition of United States Postal Service (USPS) properties through transfers.

3.2.5. BA 54.

BA 54 is used to fund basic R&A projects, which are nonrecurring projects for which
construction, related design and management and inspection cost below the
prospectus limitation and above $50,000.
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3.2.6. BA55.

BA 55 is used to fund major R&A projects. These projects include construction and
their related design and management and inspection, each of whose total project
value is above the prospectus threshold established for a given year.

3.3. Classification of RWAS.

An RWA number is assigned to each RWA and consists of eight characters. The first
character is a letter that identifies the RWA type. The last seven numeric characters
are a unique identifying number. Work Requests which have not yet become RWAs
will have a "W". The “W” serves as a placeholder and will later be changed to the
appropriate letter for the RWA type.

There are four categories of RWAs: severable and nonseverable, as well as recurring
and nonrecurring. Each is described in figure 1 below and in more detail here.

Figure 1: RWA Types and Services

Recurring Nonrecurring

Severable Nonseverable Severable Nonseverable
. D,F,&N A, B, D F&N
R & C Types Not Applicable Types Types

A

3.3.1. Severable and Nonseverable Services.

Severable and nonseverable services may not be mixed on a single RWA, but
require separate RWAs, one for the severable services and one for the nonseverable
services.

3.3.1.1. Severable Services.

A severable service is one in which the customer receives value as the service is
rendered. A task is severable if it can be separated into components, each of which
can be independently performed to meet a customer need.
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Services that are continuing in nature are considered severable, and the customer
should charge the costs to a fiscal year appropriation current at the time the services
are rendered. The number of times a particular service is rendered is not the
determining factor in it being considered severable. A service could be provided a
single time and yet be severable. The most important part of determining if a service
is severable is whether the benefit is received by the government as the service is
rendered.

Severable service contracts are a bona fide need of and must be charged to an
appropriation that is available when the services are rendered. See Financial Crimes
Enforcement Network-Obligations Under a Cost Reimbursement, Nonseverable
Services Contract, B-317139 (June 1, 2009).3

For severable services citing annual appropriation funding under the provisions of
Federal Acquisition Regulation (FAR) 32.703-3, the head of an executive agency
may enter into a contract, exercise an option, or place an order under a contract for
severable services for a period that begins in one fiscal year and ends in the next
fiscal year, if the period of the contract awarded, option exercised, or order placed
does not exceed 1 calendar year (365 days) (10 U.S.C. § 3133 and 41 U.S.C. §
3902). Under this authority, time-limited funds must be fully reobligated prior to their
expiration. The service must begin to be rendered prior to the expiration of the
customer’s funding.

Credit card transactions and direct pay (certified invoice) transactions do not qualify
as contracts, as they are methods of payment, meaning the exception in 41 U.S.C. §
3902 does not apply. Examples of contracts include lease amendments and
contracts awarded through the PBS Acquisition Tool, EASI. If there is not a valid
contract in place prior to the expiration of the customer agency’s time-limited funds,
PBS cannot use funding without obligational authority to pay for services rendered in
the next fiscal year. Refer to the Internal Controls Desk Guide (ICDG) located on the
Financial Policy and Internal Controls InSite Page.

In instances where the customer provides multiple year funds that are available for
obligation past the current FY, the period of performance can be consistent with the
expiration of their funding authority (for example, multiple year 20/22 funds can have
a period of performance from 10/1/19 - 9/30/22) assuming the customer provides
appropriate funding to cover that performance period. In this example the period of
performance may be 36 months and cross 3 fiscal years because of the availability of
multiple year funds. See Severable Services Contracts, B-317636 (April 21, 2009). If
the customer provides no-year funds for severable services, the period of
performance can be the length of time that it is estimated that the customer’s funds
will have a balance to pay for the requested service.

3 See also Incremental Funding of U.S. Fish & Wildlife Service Research Work Orders, 73 Comp.
Gen. 77, B-240264 (Feb. 7, 1994); Incremental Funding of Multiyear Contracts, 71 Comp. Gen. 428,
B-241415 (June 8, 1992).
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The period of performance cannot be extended after the year in which the RWA was
accepted in accordance with the RWA NPM, section 4.1.4.5, Amendments within
Period of Availability for New Obligations.

3.3.1.2. Nonseverable Services.

Nonseverable services are those in which the customer receives value only when the
entire service is performed. A nonseverable task involves work that cannot be
separated into components, but instead must be performed as a single task to meet a
current bona fide customer need. What constitutes a nonseverable service will vary,
depending upon context or circumstance.

RWAs for nonseverable services may only be accepted when the amount of such
customer funding is sufficient to fund the entirety of the scope of work in the RWA.
See Prohibition of Incremental Funding for Nonseverable Services in Chapter 4.

3.3.2. Recurring and Nonrecurring RWAs.
3.3.2.1. Recurring RWAs.

Recurring RWAs provide severable services to customers where the costs of those
services are not separately invoiced or cannot readily be identified from standard
operating costs. PBS does not reconcile recurring RWASs. The services must start
and must be completed within the same fiscal year. Recurring RWAs are not
separately invoiced and may be used in instances when GSA is the source of the
good or service provided. An example is overtime utilities in federally-owned space
when the service is not separately metered and invoiced.

3.3.2.1.1. C-Type RWAs.

C-type RWAs are used to deliver recurring reimbursable severable services to non-
Federal entities including any person, firm, or organization to whom PBS has leased
space including a mixed-ownership Government corporation, or the District of
Columbia under 40 U.S.C. § 581(g), or to any person, firm, or organization to whom
PBS has leased space or issued a permit or license under the provisions of the
Public Buildings Cooperative Use Act of 1976, codified at 40 U.S.C. 8§ 581(h). The
authority for GSA to perform work under C-type RWAs is 40 U.S.C. § 592(b)(2).

Prepayment is required for all C-type RWAs. Payment may be made by credit card
through Pay.gov, by check, or by money order; therefore, C-type RWA entities do not
receive bills as work progresses. It is PBS’s responsibility to ensure that services are
not provided and obligations are not incurred until full payment has been received.

When processing C-type RWAs, the following rules apply:
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e The non-Federal entity must attach a check for payment in full to the RWA
when it is submitted to PBS. Payment may also be received by credit card or
money order.

e The RWA number must be written on the check or money order.

The fund type on the RWA should be entered as no-year funds.

e A copy of the check or money order also must be included in the official RWA
file and all checks and money orders must be handled in compliance with
applicable laws and regulations surrounding personally identifiable
information, and such information should be redacted before being uploaded
into RETA.

Requests for the address of current lockbox locations to send check or money order
payments should be directed to the Office of PBS Financial Services, RWA and
Capital Projects Division. For your convenience, the current lockbox and payment
information for C-type RWAs may be found in Section 3: Reimbursable Work
Authorizations, of the Internal Controls at the General Services Administration Desk
Guide. For more information, please see the Internal Control Desk Guide located on
the Financial Policy and Internal Controls InSite page.

3.3.2.1.2. R-Type RWAs.

R-type RWAs are used to deliver recurring reimbursable severable services to
Federal customers. R-type RWAs must include a period of performance (POP) that
reflects the desired period that services are to be delivered. The POP may extend for
up to 365 days but may not cross into the following fiscal year. An example of an R-
type RWA is an overtime utility in federally-owned space when the utility services are
recurring and costs are not able to be identified by customer; that is, the services are
not separately metered and invoiced. When used in leased space, R-type RWAs can
only be used for above-standard estimated costs as well.

3.3.2.2. Nonrecurring RWAs.

Nonrecurring RWAs are those RWAs that provide services when costs can readily be
identified and captured. Nonrecurring RWASs have a specific invoice detailing costs of
the goods, services, or project. Nonrecurring RWAs bill based on the goods and/or
services received by PBS and delivered to the customer. Examples of Nonrecurring
RWAs include:

e Repairs and alterations, when GSA is providing services to repair, alter, or
renovate space in existing federally-owned or leased facilities.

e Construction, when GSA is providing services to design and construct new
federally-owned facilities such as courthouses, border stations, Federal office
buildings, laboratories, or data processing centers.

e Overtime utilities, when the service is separately invoiced. These overtime
utility charges incurred are identifiable (that is, on utility reports that show
kilowatt usage by hour or detailed invoice statements, or both). These are
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typically requests for services made throughout the year and may include
above-standard requests for utilities, janitorial and mechanical.

3.3.2.2.1. A-Type RWAs.

A-type RWAs are used for projects that are split funded (that is, funded by both PBS
and the customer) within federally-owned space. They are nonrecurring and based
on a one-time need. A-Type RWAs are used if the GSA BA 54 funds being used to
support the project will be entered in IRIS. The RWA must be associated with a
Project Control Number (PCN) and Accounting System Identification (ASID) code
connecting it to the GSA-funded portion of the work. This refers to IRIS and the
inclusion of PCN and ASID numbers on the GSA Form 2957.

Multiple buildings or locations may be included on A-type RWAs having the same
scope of work, as follows:

e A Project Manager or a Property Manager must be assigned to the project and
will be responsible for the RWA project execution, funds management,
milestone tracking, and closeout.

e The appropriate RWA Manager must be notified when an A-Type RWA is
submitted with multiple buildings listed.

e The area of use for the RWA will be limited to the geographic area controlled
by a GSA field office or service center.

e A properly completed cost estimate by building or location must be provided
before the RWA can be accepted.

A GSA Region may accept an A-type RWA in a current fiscal year when BA 54 funds
from GSA will not be available until the next fiscal year if the project is a bona fide
need for the requesting customer in the fiscal year in which the RWA is submitted. If
the Region chooses to accept an RWA with time-limited funds in one year and the BA
54 funds do not become available in the following fiscal year, the Region will need to
evaluate the RWA for cancellation as the work may not be awarded within a
reasonable timeframe.

The most common example of an A-type RWA is when GSA and customer funds are
both required to award a contract such as for initial space alterations in federally-
owned space.

3.3.2.2.2. B-Type RWAs.

B-type RWAs are used for projects that are related to a PBS prospectus project.
Congress requires reporting of all funding activity related to PBS prospectus projects.
Therefore, all reimbursable services related to PBS prospectus projects are assigned
B-type RWA numbers, regardless of the authorized amount of the RWA. B-type
RWAs are for nonrecurring, one-time needs. The RWA must be associated with a
Project Control Number (PCN) and Accounting System Identification (ASID) code
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connecting it to the GSA-funded portion of the work. This refers to IRIS and the
inclusion of PCN and ASID numbers on the GSA Form 2957. An example of work
that can be performed under a B-type RWA is any customer-funded work associated
with a PBS prospectus project.

Multiple buildings or locations may be included on B-type RWAs having the same
scope of work, as follows:

e A Project Manager or a Property Manager must be assigned to the project and
will be responsible for the RWA project execution, funds management,
milestone tracking, and closeout.

e The appropriate RWA Manager must be notified when a B-Type RWA is
submitted with multiple buildings listed.

e The area of use for the RWA will be limited to the geographic area controlled
by a GSA field office or service center.

e A properly completed cost estimate by building or location must be provided
before the RWA can be accepted.

e An RWA may be used for federally-owned or leased campuses, or land ports
of entry but only one type of facility may be bundled together on the same
RWA. Leased properties, federally-owned properties, and land ports of entry
may not be mixed on the same RWA.

3.3.2.2.3. D-Type RWAs.

Similar to C-type RWAs which are used to deliver recurring services to non-Federal
entities, D-type RWAs are used to deliver nonrecurring RWA services to non-Federal
entities including any person, firm, or organization to whom PBS has leased space
including a mixed-ownership Government corporation, or the District of Columbia
under 40 U.S.C. § 581(qg), or to any person, firm, or organization to whom PBS

has leased space or issued a permit or license under the provisions of the Public
Buildings Cooperative Use Act of 1976, codified at 40 U.S.C. § 581(h). The authority
for GSA to perform work under D-type RWAs is 40 U.S.C. § 592(b)(2).

Prepayment is required for all D-type RWAs. Payment may be made by credit card
through Pay.gov, by check, or by money order. D-type RWAs use BA 80 and are fully
reimbursable. It is PBS’s responsibility to ensure that services are not provided and
obligations are not incurred until full payment has been received.

When processing D-type RWASs, the following rules apply:

e The non-Federal entity must attach a check for payment in full to the RWA
when it is submitted to PBS. Payment may also be made by credit card or
money order.

e The RWA number must be written on the check or money order.

e The fund type on the RWA should be entered as no-year funds.
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e A copy of the check or money order also must be included in the official RWA
file and all checks and money orders must be handled in compliance with
applicable laws and regulations surrounding personally identifiable
information, and such information should be redacted before being uploaded
into RETA.

Requests for the address of current lockbox locations to send check or money
order payments should be directed to the Office of PBS Financial Services, RWA
and Capital Projects Division. For your convenience, the current lockbox and
payment information for D-type RWAs may be found in Section 3: Reimbursable
Work Authorizations, of the Internal Controls at the General Services
Administration Desk Guide. For more information, please see the Internal Control
Desk Guide located on the Financial Policy and Internal Controls InSite page.

3.3.2.2.4. F-Type RWAs.

F-type RWAs cover requests from Federal customers for routine, nonrecurring
services. Such requests must not exceed $25,000 per transaction and $250,000 per
RWA (including fees). F-type RWAs are intended to reduce the administrative burden
of requiring numerous RWAs to cover multiple services that are small in nature (less
than $25,000 each). No single RWA obligation under an F-type RWA may exceed
$25,000, inclusive of fees, with the exception of Operations and Maintenance (O&M)
services that are not overtime utilities, which may exceed $25,000 per transaction
limit but must still remain under the $250,000 RWA threshold. F-type RWAs cannot
include both severable and nonseverable services on the same RWA, similar to all
other RWA Types. If severable and nonseverable services are requested, they must
be reflected on two different F-type RWAs.

A Summary Cost Estimate (SCE) or an Overtime Utility Estimate (OUE) is required to
accept an F-type RWA.

Multiple buildings or locations may be included on F-type RWAs having the same
scope of work, regardless of payment method, pursuant to the following additional
guidance:

e An F-Type RWA may be used for federally-owned, leased campuses, or Land
Ports of Entry but only one type of facility may be bundled together on the
same RWA.

e The area of use for the RWA will be limited to the geographic area that is
controlled by a GSA field office or service center.

e A Project Manager must be assigned to the overall (primary) project and will
be responsible for the RWA project execution and funds management.

Examples of goods or services that can be included on an F-type RWA are small,
miscellaneous services that are completed within the current fiscal year (such as
changing key locks, replacing a single carpet square, or patching a small hole in the
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wall) and severable services where the costs are readily identifiable and are started
and completed within 1 fiscal year. Severable services with limited or no specificity
regarding dates and times for provision of the service must be requested on F-type
RWAs and cannot cross fiscal years.

All F-type RWAs must be completed within the fiscal year in which they are accepted
regardless of the funding type provided. If a completion date is not provided on the
RWA, the default date of September 30 of the current fiscal year will be used.
Completion of F-type RWAs require that the work requested must be inspected and
accepted by PBS by September 30 of the fiscal year in which the RWA was
accepted.

Acceptance of an F-type RWA does not guarantee any project within the threshold
will be completed under the F-type, nor constitute a commitment by GSA to complete
future undefined work. Service requests under an F-type will be evaluated on a case-
by-case basis by the GSA Project Manager. If GSA deems appropriate, GSA may
require some tasks to be separately funded and executed as N-type RWAs.

3.3.2.2.5. N-Type RWAs.

N-type RWAs are used to provide nonrecurring reimbursable work for a one-time
need.

e They include all standalone projects that are not split-funded with BA 54, or
related to a PBS prospectus project.

e N-type RWAs for severable services funded with annual appropriations are
limited to 365 days, but may cross fiscal years. See § 3.3.1.1 on RWAs for
severable services.

e Severable and nonseverable services may not be combined on a single N-
type RWA.4

e Multiple buildings or locations may be included on N-type RWAs having the
same scope of work, pursuant to the following additional guidance:

o A Project Manager or a Property Manager must be assigned to the
project and will be responsible for the RWA project execution, funds
management, milestone tracking, and closeout.

o The appropriate RWA Manager must be notified when an N-Type RWA
is submitted with multiple buildings listed.

4 For severable services necessary and incidental to a construction project (such as periodic
cleaning or waste removal by the service contractor during normal business hours), or in the instances
where construction work is outside of standard hours, PBS will frequently incur overtime utility costs in
conjunction with the construction, such as electricity, HVAC, extra electrical for fans and power
equipment, etc. These costs must be reflected on the SCE separate from the cost of construction in
the line labeled “Misc. Construction and Design”.
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o The area of use for the RWA will be limited to the geographic area
controlled by a GSA field office or service center.

o A properly completed cost estimate by building or location must be
provided before the RWA can be accepted.

o An RWA may be used for federally-owned or leased campuses, or land
ports of entry but only one type of facility may be bundled together on
the same RWA. Leased properties, federally-owned properties, and
land ports of entry may not be mixed on the same RWA.

Examples of services that can be provided via an N-type RWA are:

1. Repairs and space alterations in federally-owned or leased space, or

2. Overtime utilities and above-standard services where the services are
separately invoiced and requested with specificity including days and times
when the service is requested; they may include utilities as well as janitorial
and mechanical services.

3.4. Furniture and Personal Property.

3.4.1. Furniture and Limited Personal Property Acquisition Incidental to
an RWA project.

PBS may accept an RWA to purchase furniture and limited personal property when
incidental to a customer relocation, space acquisition or construction project
performed by PBS.

Incidental means the items are related to a customer relocation, space acquisition, or
construction project performed by PBS. To be considered incidental to a construction
project, the RWA for furniture and limited personal property must be accepted by
PBS prior to PBS’s award of the general contractor’s contract or lease award.

Furniture incidental to a construction project may be procured by a General
Contractor, using FAS Schedule contracts or by Special Order Programs.

PBS only has limited authority to obtain personal property that is incidental to a
construction project and that is affixed to the property, such as kitchen equipment
(including refrigerators, microwaves and dishwashers) and window blinds. PBS does
not have authority to order personal property that is not affixed to the property,
including IT equipment such as shredders and printers. Customers must procure
personal property that is not affixed to the property themselves or through the
Federal Acquisition Service (FAS).

The RWA Management Fee does not apply to GSA’s procurement of furniture and
personal property. However, in accordance with the PBS Pricing Desk Guide, GSA’s
direct labor costs must be included on the RWA estimate and charged to the RWA
(once incurred) to account for GSA’s effort in procuring these items. Please reference
the PBS Pricing Desk Guide for application of RWA Management Fees and direct
charging.

Effective 7/24/2023 18 Public Buildings Service


http://gsa.gov/node/86024

PBS 1000.2C

Customer requests for PBS to procure furniture that are not incidental to a customer
relocation, space acquisition, or construction project are considered standalone
furniture requests. PBS can accept RWAs for the procurement of standalone furniture
in accordance with the SOFA requirements. See 8§ 3.4.3.

3.4.2. Standalone Furniture Acquisition.

If a customer requests that PBS procure furniture that is NOT incidental to a
customer relocation, space acquisition or construction project performed by PBS as
defined in Section 3.4.2, such acquisition is considered a standalone furniture
purchase and must comply with the policy outlined in the Policy and Guidance for
Standalone Options for Furniture Acquisitions (SOFA) (February 15, 2022). Direct
labor is to be charged to the customer via an RWA to capture the amount of time it
takes for GSA personnel to coordinate the furniture procurement. PBS may deny a
customer’s request for the procurement of standalone furniture at its discretion. The
Policy and Guidance for Standalone Options for Furniture Acquisitions (SOFA) is
available on the Workplace Strategy Page.

PBS cannot accept RWAs for the procurement of standalone personal property, other
than for furniture.
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Chapter 4: The Reimbursable Work Authorization Project Life Cycle

4.1. The Project Life Cycle and RWA Life Cycle.

Understanding the life cycle of a project is key to successful project delivery. PBS
uses a standard project life cycle approach for managing projects from simple to
complex to create a high-level standard and customer expectation for all projects
delivered nationally. The RWA life cycle follows the same approach and can be
aligned with the project life cycle. Please see Table 3 below:

Table 3: Project Life Cycle and RWA Life Cycle

Project Life Cycle Phase | RWA Life Cycle Phase

Project Identification and

o Receipt of the RWA Work Request
Initiation

Requirements Development

Project Development and Cost Estimation

Planning

Receipt, Review and Acceptance of the RWA
Project Execution Execution
Project Closeout Cancellation, Completion and Financial Closeout

The RWA life cycle is divided into five phases as detailed below.

1) Receipt of the RWA Work Request and Requirements Development,
2) Cost Estimation,

3) Receipt, Review and Acceptance of the RWA,

4) Execution, and

5) Cancellation, Completion and Financial Closeout.

4.1.1. Receipt of RWA Work Request and Requirements Development.

An RWA Work Request (WR) is sent by a customer to PBS via eRETA to identify the
customer's need for a project or service. A WR does not include funding information,
as it simply tells PBS the customer has identified a specific need. A WR does not
become an RWA until requirements are developed and it is signed by both the
customer and PBS.

After a customer sends PBS a WR, PBS assigns a Project Manager (PM) and the
customer receives a “WR Assigned” email with contact information for the assigned
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PM. Once assigned, the PM conducts an initial needs assessment with the customer
and assists the customer in developing and refining a description of requirements
and eventual scope of work (SOW). A SOW must have sufficient detail to develop
detailed cost support (discussed below in § 4.1.2.1) and ultimately award a contract.
The SOW must clearly identify the project or service requested in a succinct manner
that can be easily understood by someone unfamiliar with the request.

At a minimum, the SOW must provide the following information:

The purpose or objective and the outcome of the service requested;
Required delivery time frame;

Total square footage, and

Geographical information (including PBS’s building and floor/room number).

Even if the work location is unknown when the WR is submitted, the geographic area
(city, state) must be provided on the RWA. A building number is an eight-character
code used to identify a federally-owned or leased building in GSA’s inventory. In
circumstances where the building does not yet exist, a building number should be
created in pending status in REXUS and referenced on the RWA. PBS should not
use a “dummy” building number. The limited use of dummy building numbers is
discussed in the OCFO Internal Controls Desk Guide, § 18.

In Requirements Development, it is important to ensure that budgets and schedules
address any compliance requirements and that compliance responsibilities are
assigned up front, in accordance with GSA policy. For example, Historic Preservation
compliance information can be found at the following link: ADM 1020.3 Procedures
for Historic Properties. Visit the Office of Project Delivery InSite page for more
information on other compliance related requirements.

4.1.2. Cost Estimation.
4.1.2.1. Detailed Cost Support.

Prior to acceptance, every RWA, with the exception of F-type RWAs, must be
supported with cost documentation at a level of detail appropriate to support the
scope of work specified on the RWA, including RWAs for leases. F-type RWAs must
be supported by a Summary Cost Estimate (SCE) or an Overtime Utility Estimate
(OUE). For additional information, please refer to the PBS Cost and Schedule
Management Policy Requirements (P-120) or contact your zonal cost manager.

The detailed cost documentation for the RWA and the associated Summary Cost
Estimate (SCE) are required to determine the authorized amount identified in the
Agency Certified Amount field in RETA prior to acceptance.

All cost support and applicable approvals must be:
e Uploaded into RETA.
e At a level of detail appropriate to support the scope of work specified on the
RWA and as defined in Section 4.1.1.
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e Broken down to reflect GSA Pricing Policy requirements. For additional
information on Pricing Policy, please see the PBS Pricing Desk Guide.

Acceptable cost support for a reimbursable project can be provided with a PBS-
created Cost Estimate, Independent Government Estimate (IGE), Contractor/Lessor
Bid Proposal or a Customer-generated Cost Estimate (if determined to be acceptable
by PBS). Customer-generated Cost Estimates are permissible as long as the
customer is willing to share the basis of and detailed calculations for the estimate
with GSA. It is PBS's responsibility to ensure that the Cost Estimate used to accept
an RWA is accurate based on the information available at the time of RWA
acceptance.

Within scope modifications which lead to cost increases must include a PBS-created
Cost Estimate, a contractor’s proposal, or a contractor’s bid and a justification that
specifically addresses the reason for supporting the cost increase. If new scope is
added in a FY after the RWA has been accepted, a new RWA, along with a new
PBS-created Cost Estimate, is required.

4.1.2.2. Summary Cost Estimate (SCE).

The SCE is a summary of the PBS-created Cost Estimate along with cost
documentation to support the scope of work. The PBS-created Cost Estimate (or an
IGE) is the basis for creating the SCE and the total authorized amount on the RWA.
Unlike an IGE or a PBS-created Cost Estimate, however, the SCE must include
applicable GSA fees and other GSA incurred costs. It is the responsibility of the PBS
representative (e.g., PM, COR, CO or a PBS Cost Estimator) to prepare the SCE
within RETA. The amount in the SCE must be equal to the Agency Certified Amount
on the RWA.

Once the SCE has been created, linked to a WR/RWA, and approved in RETA, the
customer will receive an “Estimate Linked to WR/RWA” email indicating requirements
development and cost estimation are both complete. The PBS Project Manager will
discuss PBS'’s direct and indirect costs with the customer. The customer will have a
reasonable time to review the SCE. If the customer does not review the SCE within a
reasonable time, the SCE and underlying IGE may need to be reviewed by PBS to
revalidate the underlying costs.

Since a PBS-created Cost Estimate (or an IGE) is, by definition, developed at a
greater level of detail than a SCE, there may not be a one-to-one relationship
between all of the line items shown on the PBS-created Cost Estimate (or IGE) and
those shown on the SCE. For example, construction costs shown on a PBS-created
Cost Estimate (or an IGE) are estimated in itemized detail while the SCE provides
only one summary line for all construction related costs. PBS must provide cost
documentation that supports each line on the SCE. Percentages are acceptable for
contingency, design fees and/or construction management & inspection, as long as
they are clearly indicated on the SCE. Reference the National Standards for Small
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Projects — Types of Cost Estimates on the Reimbursable Services Policy and
Guidance page for additional information on the types of estimates and their
associated ranges of accuracy. The accuracy of an estimate is directly related to the
level of detail provided in the description of requirements and funds acceptance
based on limited information early in the process may come with additional risk.

4.1.2.3. Cost Support for Severable Services.

The Overtime Utility Estimating Tool (OUET) must be used to estimate the cost of all
above-standard service RWAs. The OUET satisfies the mandatory estimate
requirement and includes information specific to severable services including hours,
square footage, facility and equipment costs, etc., which are not found in the
Summary Cost Estimate (SCE). As with the SCE, when the OUE has been created
and approved in RETA, the customer will receive an “Estimate Linked to WR/RWA”
email indicating requirements development and cost estimation are both complete.

The preparation of RWA estimates for above-standard services is a joint effort
between PBS and the customer. Please note the following:

e If available, sub-metered data should be used as a tool to help with estimating
and verifying usage and not as a tool for actual billing.

e As with most RWAs, the labor and administrative costs incurred by GSA
personnel involved in preparing these estimates are considered a normal part
of the duties of GSA personnel and are covered by the RWA Management
fees applied.

e If a customer requires additional direct labor (such as personnel required on
site during the use of above-standard services), the associated costs must be
itemized and included in the total authorized amount of the RWA and included
on the RWA estimate.

4.1.3. Receipt, Review and Acceptance of the RWA.
4.1.3.1. Submitting an RWA Work Request to GSA via eRETA.

As requirements are developed, the customer enters the remaining required
information in eRETA. This can be the same Customer POC who started the WR or a
completely different person or office. Once requirements are fully developed, all
required fields in eRETA are populated and an approved SCE or OUE is linked to the
WR, the customer sends a fully funded RWA to PBS for potential acceptance in
eRETA. The customer will receive a “Customer Request for RWA Acceptance” email
from eRETA at this time.

Customers are responsible for entering all customer-related data into eRETA, which

populates page 1 of the GSA Form 2957. PBS is responsible for entering all GSA-
specific data into RETA, which populates page 2 of the GSA Form 2957. Generation
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and submission of the GSA Form 2957 manually, outside of eRETA, is no longer an
option for Federal customers.

PBS will not obligate funding to provide reimbursable nonseverable services to a
customer until that customer submits an RWA and it has been accepted by PBS.
Pursuant to 31 U.S.C. § 1501, customers should not obligate funds in their
accounting systems until GSA has signed and accepted the RWA. The customer
should create an obligation of the RWA funds in their accounting systems only after
receiving a signed (accepted) RWA and acceptance letter from PBS.

4.1.3.2. The Bona Fide Needs Rule.

A customer using time-limited funds must have a current bona fide need for the
goods or services to be provided by PBS at the time the customer signs the RWA.
The Bona Fide Needs Rule, 31 U.S.C. § 1502(a), establishes that a fiscal year
appropriation can be obligated only to meet a legitimate need arising in (or in some
cases arising before but continuing to exist in) the fiscal year for which the
appropriation was made. In other words, a customer cannot use current year funds
for a future year’s need. PBS must verify that RWAs satisfy this requirement prior to
acceptance. Future needs or needs outside the scope of work must not be included
on an RWA using time-limited funds.

The bona fide need must be determined by each customer before it obligates funds.
Once present, the bona fide need may exist unfilled for an extended length of time, or
may cease to exist based on changing priorities and requirements. Customers may
only use funds available for obligation when a bona fide need exists and may only
obligate funds to fill a requirement for an existing bona fide need.

Because the bona fide needs rule does not apply to no-year appropriations, GSA
may accept no—year funds for any need, whether past, present, or future,s provided
that the use of such funds is consistent with PBS policy (but not for new scope on an
RWA Amendment after the first fiscal year). Please note, this Government
Accountability Office (GAO) decision does not mean that PBS can permit customers
to incrementally fund projects; PBS must require that projects are fully funded at
RWA acceptance regardless of the type of funds used.

4.1.3.3. Funding of Contract Options.

Contract options are a bona fide need of the fiscal year in which they are exercised,
regardless of when the base contract is awarded or if the option is exercised with the

5 See General Services Administration— Availability of No-Year Appropriations for a Modification
of an Interagency Order, B-326945 (September 28, 2015) GSA may accept no-year appropriations
from a customer to fund the increased cost resulting from a modification to an interagency order even
where those funds were appropriated in a fiscal year after the customer incurred the initial liability.
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award of the base contract. Customer funds must be available for obligation when
contract options are exercised. Contract options must be funded using a new RWA
and not an amendment to an existing RWA, after the end of the fiscal year the
original RWA was accepted, regardless of funding type. Note that this includes the
exercise of construction options for Construction Manager as constructor (CMc)
contracts. PBS should engage with the customer agency prior to determining the
construction delivery method when reimbursable funds will be used to pay for design
and construction. If the customer agency is comfortable funding design in one FY and
construction on a new RWA in a future FY when the construction option is exercised,
CMc may be a viable delivery method. However, if the customer agency plans to fund
design and construction together on one RWA, CMc is not likely to be a viable
method for delivering the construction project as the construction option is likely to be
exercised after the customer agency’s funds expire.

Please reference Magnavox—Use of Contract Underrun Funds, B-207433
(September 16, 1983) and contact your Regional Office of the General Counsel
(OGC) with specific questions. You may also follow this hyperlink to: Appendix
D: Appropriations Law Primer.

4.1.3.4. Full Funding.

RWA requests for nonseverable services must be accompanied by funding up front
sufficient to accomplish the entirety of the requested work, even if the work is
scheduled to occur over multiple fiscal years. RWAs for nonseverable services may
only be accepted where the amount of such customer funding is sufficient to fund the
entirety of the scope of work included on the RWA and is equal to the IGE or Cost
Estimate. See Chapter 4, Prohibition of Incremental Funding for Nonseverable
Services. RWAs for nonseverable services cannot be incrementally funded. See,
e.g., Financial Crimes Enforcement Network-- Obligations Under a Cost
Reimbursement, Nonseverable Services Contract, B-317139 (June 1, 2009). Multiple
RWAs for the same project with multiple funding sources are permitted but, each
RWA must fund a discrete, fully functional deliverable for which the customer has a
bona fide need.

PBS can only accept RWAs for severable services that are accompanied by funding
sufficient to pay for the entirety of the requested service. Under a short-term
Continuing Resolution, customers must submit funding for the period for which they
have available budget authority and the RWA and contract’s period of performance
must align with the funding provided. Once a full-year appropriation has been
approved, customers must submit RWAs for the entirety of the period of
performance.

4.1.3.5. Signing the RWA.

After a customer sends the RWA for potential acceptance, GSA reviews the RWA,
enters the appropriate GSA information in RETA, and routes for signatures. The
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RWA must be signed by a customer Fund Certifying Official authorized to order or
request the services and commit the customer to payment.

If a customer is unable or unwilling to certify to the satisfaction of a Regional
representative (that is, an RWA Manager, Regional OCFO, or Regional OGC) that
the customer's RWA funds are legally available for the intended purpose, Regional
representatives must assume that the offered funding is not legally available to
support the requested work. Therefore, the RWA must not be accepted and the
requested work must not be performed. Regardless of the type or fiscal year of funds
received, in order for PBS to accept the RWA the customer’s signature must be
dated in the current fiscal year.

4.1.3.6. Digital Signatures.

GSA requires all Federal customers to use eRETA's digital signature solution to
digitally sign all RWAs. Only a fund certifying official of a Federal customer may sign
an RWA. This signature must come from an individual authorized as a fund certifying
official and not from an office or ordering unit. Non-Federal customers cannot use
eRETA so they will continue to send a manual RWA form to GSA which can be
physically or digitally signed.

For additional guidance on digital signatures, please review the following documents
at the following hyperlinks:

e GSA InSite page, customer Topics, Information Technology, IT Self Help,
Access Cards, Digital Signatures & Contact Information, Digital Signatures:
http://insite.gsa.gov/node/114743.

e GSA Digital Signature Policy at GSA Order 2162.1, CIO Digital Signatures,
dated December 2, 2010: GSA Order 2162.1, CIO Digital Signatures.

e FAR Subpart 4.5-Electronic Commerce in Contracting, 4.502-Policy provides
policy and procedures for the establishment and use of electronic commerce
in Federal acquisition: FAR Subpart 4.5-Electronic Commerce in Contracting,
4.502-Policy.

e General Services Acquisition Manual GSAM 504.502 at the following
hyperlink: GSAM Subpart 504.5 - Electronic Commerce in Contracting.

4.1.3.7. Timing of Acceptance for RWAs.

There are certain timing restrictions that impact when PBS may consider an RWA for
acceptance. Refer to Table 4 below for guidance on the Timing of Acceptance for
RWAs. Although a customer agency may request that PBS accept an RWA in a fiscal
year prior to the anticipated contract award, PBS should strongly consider whether
the increased risk of potential delays warrants acceptance early in the lifecycle of the
RWA. For example, if PBS does not have the contracting resources to award the
work in a reasonable time, the RWA should not be accepted.
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Table 4: Timing for Acceptance of RWAs

Proiect Tvoe: RWA accepted RWA accepted | PBS Prospectus®
) ype- as early as: no later than: Implications:
New Construction or L
Repair and Alterations Prolgqt IS Date of PBS Prospectgs
: identified, must be submitted to
Projects Related to a Contract :
. scoped and Congress prior to
PBS Prospectus in . Award
Federally-Owned Space estimated RWA acceptance
Repair and Alterations Project is Date of
Projects Not Related to | identified, :
i Contract Not Applicable
a PBS Prospectus in scoped and Award
Federally-Owned Space | estimated
Proiect is PBS Lease
PBS Prospectus rrojec Prospectus must be
) ) identified, Date of lease :
Projects in New Leased submitted to
S scoped and award ,
pace estimated Congress prior to
RWA acceptance
. . Project is
Projects in New Leased identified, Date of lease ,
Space Not Related to a d and d Not Applicable
PBS Prospectus Scoped an awar
estimated
Repair and Alterations Project is Date of
Projects in Existing identified, :
Contract Not Applicable
Leased Space (Post scoped and Award
Occupancy) estimated
4.1.3.7.1. Projects Related to a PBS Prospectus Project in

Federally-Owned Space for New Construction or
Repairs and Alterations.

For new construction projects related to a PBS prospectus in federally-owned space,
the RWA must provide currently available funds and may be received and accepted
by PBS once the prospectus has been submitted by PBS for PBS’s portion of the
project and as early as the project is identified, scoped and estimated, but no later

% The requirement to submit a prospectus for a project typically only applies to requests by PBS
for appropriations of new obligational authority to the FBF and not to customers. See 40 U.S.C. § 3307

and Appendix D, 8 D.11.
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than the date of contract award. If an RWA is accepted after the submission of a
prospectus but prior to the receipt of an appropriation for the project, PBS may need
to close the RWA and direct the customer to deobligate the RWA funds if an
appropriation for the project is not received by PBS. See Appendix D, § D.11.

4.1.3.7.2. Repair and Alterations Projects Not Related to a PBS
Prospectus in Federally-Owned Space.

For repair and alterations projects not related to a PBS Prospectus in federally-
owned space, the RWA must provide currently available funds and may be received
and accepted by PBS as early as the project is identified, scoped and estimated, but
no later than the date of contract award.

4.1.3.7.3. Projects in New Leased Space.

For initial above-standard TI build-out associated with new leases (e.g.,
new/replacing) or continuing occupancies (e.g., succeeding/superseding leases), the
following applies:

e PBS must generate and then document and determine through an
Independent Government Estimate or other PBS-created Cost Estimate
whether the customer’s tenant improvements are within or exceed the
customer’s Tenant Improvement Allowance (TIA) prior to lease award.

e If the lease includes requirements or a scope of work that has been confirmed
through an Independent Government Estimate (or similar approved method) to
exceed the customer’s TIA, then the RWA for the Tl must provide currently
available funds and be received and accepted by PBS no later than the date
of the lease award.

e Customers do not need to wait to provide an RWA for above-standard Tl until
the fiscal year in which the lease is awarded. Rather, a customer may provide
RWA funds for above-standard Tl in a year prior to lease award so long as
PBS is ready to move forward with the lease procurement, and the customer
has decided to replace, renew or have PBS enter into a successive lease (i.e.,
the customer has a defined bona fide need for leased space containing above-
standard TI) and the project is identified, scoped and estimated.

e If the project requires PBS to submit a lease prospectus, PBS will not accept
an RWA until after the prospectus has been submitted to Congress. If an RWA
is accepted after the submission of a prospectus but prior to the receipt of an
appropriation for the project, PBS may need to close the RWA and direct the
customer to deobligate the RWA funds if an appropriation for the project is not
received by PBS.

e If, at the time of lease award, the lease does not include requirements or a
scope of work confirmed by an IGE or other PBS-created Cost Estimate to be
above-standard TI, then no RWA is required. However, if the same scope of
work (i.e., not new scope) later causes the price to increase above the TIA, the
customer will need to provide an RWA for the overage using funds that were
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available at the time the lease was awarded. PBS’s policy for funding
antecedent liabilities does not apply because the customer would not have an
existing obligation to upwardly adjust for the scope of work. See 31 U.S.C. §
1553(a).

4.1.3.7.4. Projects in Existing Leased Space (Post Occupancy).

For post occupancy projects in existing leased space, the RWA must provide
currently available funds and may be received and accepted by PBS as early as the
project is identified, scoped and estimated, but no later than the date of contract
award.

4.1.3.75. Evaluation of Reasonable Time.

Once an RWA is accepted, PBS must execute reimbursable projects in a reasonable
time. Continuous and expeditious work must be done to award contracts, and to
proceed with execution of those contracts.

Reasonable time refers to the acquisition lead time required for GSA to contractually
reobligate the customer’s funds in accordance with applicable laws, regulations, and
customer agency requirements. Furthermore, GSAM 8§ 517.502(c)(1) requires
reobligation of customer funding provided through an RWA to occur within a
reasonable time. A reasonable time is defined as 90 calendar days from RWA
acceptance unless otherwise established in a milestone schedule agreed to by the
customer. See GSAM 8§ 517.502(c)(2). For RWAs accepted at year-end, the
requirement of reasonable time still applies. Accepting a higher volume of RWAs at
year-end does not relieve PBS of the requirement to execute the work within the
time-frame agreed to with the customer prior to acceptance.

PBS must reobligate customer funds for both severable and nonseverable projects
within a reasonable time. However, time-limited funds must be fully reobligated prior
to their expiration for severable services. Time-limited funds may be reobligated after
their expiration for nonseverable projects so long as reobligation occurs within a
reasonable time.

RWAs accepted in accordance with the Economy Act (31 U.S.C. 81535) must be
reobligated during the funds’ period of availability for new obligations and thus must
be carefully considered for acceptance near the end of the fiscal year.

Acceptable reasons for a delay in the award of a contract may include procurement
delays, construction delays, or a GSA caused delay in the lease award, all as
outlined in and supported by a revised schedule. If the project is delayed such that
major milestones are impacted, the schedule must be updated and communicated to
the customer to ensure that the customer continues to have a bona fide need for the
project.
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Unacceptable reasons for a delay in the award or execution of a contract may include
customer indecision (such as a customer failing to make a timely decision) or a
customer not providing access to the space.

4.1.3.8. Review and Acceptance of the RWA by PBS.
4.1.3.8.1. RWA Manager and RWA Reviews.

Nonseverable A-, B-, and N-type RWAs with an authorized amount equal to or above
the Simplified Acquisition Threshold (currently $250,000), are required to be reviewed
by Regional RWA Managers. This includes all amendments that increase the RWA
authorized amount above this amount (currently $250,000). For RWAs not meeting
these criteria, RWA Managers have discretion regarding the level of review they
conduct. Information submitted by the PM on the mandatory RWA Acceptance
Request Form is captured on the Regional RWA Intake Review Sheet(s), and should
be the basis for the regional reviews.

RWA Managers may support other RWA Managers with required reviews in their
absence. No formal delegation is required. Any other delegation of RWA Manager
authority requests must be submitted to the PBS Reimbursable Services Program for
review and approval. The delegation letter must identify the individual that may
conduct business on behalf of the RWA Manager, the duration/timeframe and the
delegation of authority being granted to them. They must have equivalent knowledge
to the RWA Manager and have completed all RWA training requirements. If
approved, the delegation letter must be uploaded into RETA for each RWA they
review and approve.

4.1.3.8.2. RWA Receipt and Acceptance Scorecard.

All nonseverable A-, B-, and N-type RWAs with an authorized amount equal to or
above the Simplified Acquisition Threshold (currently $250,000) require completion of
the RWA Receipt and Acceptance Scorecard. This includes all amendments that
increase the RWA authorized amount above this amount (currently $250,000). The
Receipt & Acceptance Scorecard integrates information entered on the RWA
Acceptance Request Form with RWA Review Board approvals and comments. When
fiscal year-end RWA balance reductions citing the Economy Act or mirroring the
Economy Act (DoD) are necessary, a revised Scorecard is not required. See
Appendix C for a detailed view of the Receipt and Acceptance Scorecard. For more
information, please visit the Reimbursable Services InSite page or Appendix C of this
document.

4.1.3.8.3. Regional Review Boards.

All nonseverable A-, B-, and N-type RWAs with an authorized amount exceeding the
current PBS prospectus threshold, including amendments that increase the RWA
authorized amount above the PBS prospectus threshold, are required to be reviewed
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by the Regional Review Board. Regional Review Boards may also be called upon on
a case-by-case basis for RWAs with an authorized amount below the PBS
prospectus threshold. Regional Review Boards are composed of the RWA Manager,
Regional Legal Counsel, and OCFO representatives. Furthermore, the PBS Financial
Operations Division (BGP) may request to review individual RWAs and/or
recommend review of individual RWAs by the full Regional Review Board on a case-
by-case basis. Certain high-risk RWAs require additional review and approval. For
additional information on such RWAs see 4.1.3.13.2.

4.1.3.84. Minimum Mandatory RWA Requirements for
Acceptance of New RWAs and for RWA Amendments.

1. GSA Form 2957

The Reimbursable Work Authorization (RWA) on GSA Form 2957 is an OMB-
approved interagency agreement (IAA) used to record the details of the reimbursable
work to be performed by GSA for the benefit of the customer. A properly developed
RWA provides written documentation of the formal agreement between the customer
and PBS. For Federal customers, the GSA Form 2957 is required to be generated
and submitted within eRETA.

2. A Description of Requirements and a Scope of Work

The customer must include narrative detail that clearly identifies the purpose and
objectives of the customer’s request (including the goods or services to be provided)
as defined in Section 4.1.1.

3. Detailed cost support and applicable approvals as defined in Section 4.1.2.1.

4. An approved Summary Cost Estimate (SCE) as defined in Section 4.1.2.2 or
Overtime Utility Cost Estimate as defined in Section 4.1.2.3.

5. A Milestone Schedule

A schedule providing the estimated dates for Design Award (if applicable),
Construction Award, Notice to Proceed, Furniture Award (if applicable), Furniture
Delivery (if applicable) and Substantial Completion. If a contract award will not be
made within 90 calendar days of RWA acceptance, a milestone schedule must be
available in either RETA, G-REX or Kahua. If a schedule is not present at the time
the RWA is accepted by PBS, it will be assumed that a contract award will be made
by PBS within 90 calendar days from PBS’s acceptance of the RWA.

6. Prepayment from Non-Federal Customers

RWAs and amendments cannot be accepted without receiving prepayment from non-
Federal customers. Without prepayment, PBS does not have authority to provide
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goods or services for non-Federal customers. For RWA Billing and Payment Methods
reference § 6.3.

The RWA must not be accepted by a PBS approving official unless these
requirements have been met.

4.1.3.9. Acceptance of an Interagency Agreement in addition to
RWAs.

The customer may request that GSA sign additional funding documents such as the
standard Treasury FS Form 7600A or FS 7600B. However, the RWA must also be
signed by the customer and accepted by GSA by the same official who will also be
signing the IAA. When accepting IAAs and similar funding documents, the customer
must complete the form, but a completed and signed RWA must be received by PBS
before signing the IAA and before performing the work. IAAs and other related
funding documents are not substitutes for the GSA Form 2957. For more information,
please see the Acquisition Letters located on the Reimbursable Services InSite page.

4.1.3.10. Acceptance for Future Delivery.

PBS must ensure that services performed by contractors are within the Description of
Requirements identified in the RWA and the agreed upon scope of work.

Future needs, or needs outside the scope of work, must not be included in the

RWA. This would be a violation of the bona fide needs rule (31 U.S.C. § 1502(a)),
which requires that obligations made using time-limited funds must be recorded in the
fiscal year in which the need arises.

PBS must alert the customer to potential problems with accepting RWAs too early in
the project life cycle when contract award or tenant occupancy might not happen until
well into the future. For example, if the project is canceled or a lease terminated and
the obligational authority of the funding has expired, the customer may not be able to
use the funding it has supplied on the RWA. In the case of an RWA related to a PBS
prospectus project, PBS will not accept an RWA prior to the submission of a PBS
prospectus to Congress. Depending upon the circumstances, PBS may accept an
RWA prior to Congressional approval of a PBS prospectus project once a PBS
prospectus has been submitted to Congress; however, the customer bears the risk
that the prospectus may not be approved by Congress, and therefore, may not go
forward. In that case, PBS may need to close the RWA and direct the customer to
deobligate its funds; those funds may have limited value to the customer depending
on how long past the period of availability the deobligation occurs.

4.1.3.11. Acceptance in Emergencies or Special Circumstances.

GSA assistance to a request from the Federal Emergency Management Agency
(FEMA) is provided by the GSA Office of Mission Assurance (OMA). If FEMA
reaches out to PBS to respond to a mission assignment, PBS should refer them to a
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GSA OMA representative at the following email address:
omamissionassignments@gsa.gov.

PBS may assist OMA in response to a FEMA Mission Assignment. In these cases,
OMA may utilize PBS services to respond to the Mission Assignment. Instead of PBS
interacting directly with FEMA, PBS receives an N-type RWA from OMA for OMA to
procure PBS’s services. This transaction is similar to any other Interfund RWA PBS
may enter into with another GSA organization (for more information on Interfund
RWAs, please follow this hyperlink for additional information on Interfund Transfers).
See also § 2.2.3, footnote 2.

4.1.3.12. Restrictions on RWA Acceptance and Responsibility for
Funds.

Federal funds (including those the customer provided via an RWA, as well as funds
contained within the FBF) must be used only for the purposes for which they were
appropriated, or as otherwise specifically authorized by law. See 31 U.S.C. § 1301.
The customer funds must be obligated by the customer during the period of
availability of the funds. See the Bona Fide Needs Statute (31 U.S.C. § 1502).

Since acceptance of the GSA Form 2957 is the official GSA document used to
obligate the customer’s funds, GSA will not, under any circumstance, award a
contract for reimbursable goods or services before receipt and acceptance of the
RWA by PBS to comply with the terms of the Anti-Deficiency Act (ADA) (31 U.S.C.
81341). In addition, PBS will not accept an RWA (or RWA amendment) that is subject
to the availability of funds. See, for example, FAR 52.232-18. However, if a customer
is operating subject to a continuing resolution (CR), RWAs for overtime utilities can
be accepted by PBS so long as the customer, at a minimum, funds the overtime
utility services through the CR period, which must be consistent with the Period of
Performance provided on the RWA.

PBS will not accept an RWA (or RWA Amendment) funded by a customer’s
Suspense Funds. Suspense Funds (Treasury Symbols with an 'F') are not permitted
to be used to pay for RWA projects or services. The Treasury Financial Manual
(TFM) dated September 21, 2011, states that Suspense Funds are temporary and
the funds should be cleared to an appropriate account within 60 days. Since the
majority of RWA projects/services exceed 60 days, there is no guarantee funding will
be available in the Suspense Fund by the time GSA bills the customer. If PBS
accepted an RWA funded from a Suspense Fund, and then later was unable to pay
an RWA bill because the Suspense Fund had insufficient funds to cover the RWA,
the customer could have an ADA violation and the corpus of the FBF would be at
risk. For more general information on Suspense Funds, please see the TEM Volume
|, Part 2, § 1530.25).

PBS cannot accept a new RWA funded with time-limited funds (annual or multiple
year) that have expired prior to PBS's acceptance of the RWA. Signing and accepting
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a new RWA with funds where the expiration date of obligational authority has passed,
violates the Recording Act (31 U.S.C. § 1501) which states that an amount shall be
recorded as an obligation only when supported by written evidence of a binding
agreement between two customers that was executed before the end of the period of
fund availability.

There are two exceptions to this:

1. RWAs for severable services where there is evidence the services were
provided in a prior fiscal year. These RWAs must be funded with funds
available when the services were provided.

2. RWAs to repay PBS for reimbursable projects for which PBS used FBF New
Obligation Authority (NOA) to pay for a reimbursable project and the occupant
customer repays PBS in a future fiscal year using funds that were available
when the bona fide need for the project was established and the project
initiated by PBS. See 31 U.S.C. § 1553 & 40 U.S.C. § 581(g).

Please see the Internal Controls Desk Guide (ICDG) for the requirements needed for
submission by the PBS Financial Operations Division (BGP).

4.1.3.12.1. Prohibition on Incremental Funding of Nonseverable
Services and Projects.

A nonseverable project represents a single undertaking that does not provide value
until the entire project is complete, such as a construction project. Nonseverable
projects may not be partially or incrementally funded, regardless of fund type
(including no-year funds). If a project is nonseverable, the customer must fund the
entire scope of work with funds available for obligation at the time the customer
submits an RWA. For proper acceptance of a nonseverable RWA, the complete
funding for the scope of work must provide a discrete and fully functional deliverable.

Incremental funding is defined as funding the scope of work for a nonseverable
service over a period of time rather than all at once. RWA requests for nonseverable
services must be accompanied by funding sufficient to accomplish the entirety of the
requested work, even if the work is scheduled to occur over multiple fiscal years.
RWAs for nonseverable services may only be accepted where the amount of such
customer funding is sufficient to fund the entirety of the scope of work on the RWA.
Incremental funding is prohibited by 31 U.S.C. § 1502, as well as GSA and DoD
policy. See, e.g., Financial Crimes Enforcement Network-- Obligations Under a Cost
Reimbursement, Nonseverable Services Contract, B-317139 (June 1, 2009).

When it is determined that a customer is attempting to incrementally fund a
nonseverable project, PBS may not accept the RWA or RWA amendment and PBS
must return the RWA (or amendment) to the customer. To avoid incremental funding,
the customer needs to submit sufficient funds up front for the work requested. If the
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customer does not have enough funds up front, PBS should recommend that the
customer wait to submit the RWA until the customer has sufficient funds. PBS may
need to work with the customer to reduce the project's scope of work to fit within the
customer's available funding. See Appendix D, § D.7.

4.1.3.12.2. PBS Approving Official Signature Thresholds and
Delegations of Authority.

GSA has accepted the official GSA Form 2957 from a customer when the PBS
Approving Official digitally signs the GSA Form 2957. PBS Officials authorized to
accept an RWA as described below, sign an RWA after validating sufficient
resources are available to accomplish the work in a reasonable time. By signing the
RWA, the PBS Approving Official is certifying that the RWA complies with all
applicable laws and policies, and that GSA has the capacity and intent to complete
the project or services as outlined within the RWA and the General Terms and
Conditions of GSA Form 2957. The PBS approving official who accepts the RWA
must have the authority to sign the RWA or amendment to the RWA. All substantive
amendments, meaning those which change the scope, authorized amount and/or
billing information, must be signed by both the customer and PBS.

The delegation of authority for acceptance of RWAs is included in the GSA
Delegations of Authority Manual (Chapter 5 — Public Buildings Service) PBS 5450.2
CHGE 1, (January 19, 2021). Regional Commissioners have been delegated
authority to accept RWAs by the GSA Delegations of Authority Manual (Chapter 5 -
Public Buildings Service), PBS 5450.2 CHGE 1, (January 19, 2021).

After Regional Review Board approval, both initial RWAs and RWA amendments
must be escalated to the Assistant Commissioner of the Office of Project Delivery for
review in the following instances:

1. Projects that affect buildings in more than one Region.
2. Projects performed under 40 U.S.C. § 583 or 31 U.S.C. § 1535 (the Economy
Act) that exceed $1,000,000.

These RWAs may only be accepted by the Commissioner of Public Buildings, the
Deputy Commissioner of Public Buildings, or by the Assistant Commissioners for
Project Delivery, Leasing or Facilities Management. Regional Commissioners may
only accept these RWAs after being redelegated acceptance authority on a case-by-
case basis from the Deputy Commissioner or the Assistant Commissioner of the
Office of Project Delivery.

Each Region must maintain an annual written list showing its signature authority
delegations by title and/or name (from the RC to the Regional Heads of Services and
Staff Offices (HSSOs)) for the purpose of accepting RWAs from a customer.
Moreover, it is a mandatory requirement for all RWA signatories, including RCs, to be
certified each year by taking and passing the RWA Acceptance Authority Training.
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When the normal signature authority for the Region is on leave only, signatory
authority is authorized as described below.

The RC may delegate signature authority to other Heads of Offices within the Region.
These delegates are known as Regional Delegates. Any GSA or PBS program or
project representative who has taken and passed the RWA Acceptance Authority
Training, when authorized and directed to act for another who is delegated an
authority contained in this procedure, may exercise this authority during the latter’s
absence. The Assistant Commissioners for Project Delivery, Leasing and Facilities
Management and the Regional Commissioners cannot redelegate authority to accept
RWAs for projects in excess of the prospectus threshold, unless they are on leave
and appoint someone to act on their behalf. See GSA Delegations of Authority
Manual (Chapter 5 - Public Buildings Service), PBS 5450.2 CHGE 1, (January 19,

2021).

4.1.3.13. Mandatory Documents required in RETA.

1. GSA Form 2957 — Original and all amendments with signatures.

2. A detailed, but succinct, separate scope of work (except for F-type RWAS) if
not fully detailed in the RWA Description of Requirements field in RETA (block

5 on the GSA Form 2957).

3. A PBS-created Cost Estimate or IGE, with accompanying Cost Estimate
Documentation and Correspondence, except for F-type RWAs.

4. Estimate approval/Proposal deemed acceptable (if applicable).

5. Summary Cost Estimate (SCE) or Overtime Utility Estimate (OUE).
6. Project Milestone Schedule (if applicable).

7. Statement of Further Written Assurance (if applicable).

8. Approved Pricing Policy Deviation (if applicable).

9. Approved RWA Policy Deviation (if applicable).

10.A copy of the check or money order (if applicable).

11.RWA Manager and Regional Review Board approval (if applicable).
12.RWA Receipt and Acceptance Scorecard (if applicable).

13. Acceptance Letter.
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14.Completion Letter (if applicable).
15.Closeout Letter (if applicable).

16.Signed RWA to accompany the Closeout Letter.

All signed RWAs, RWA amendments, and related RWA supporting documentation
(including correspondence between GSA and the customer, IGEs, milestone
schedules and scopes of work) must be maintained in RETA. Please reference FAR
4.805 and the GSA Records Management Program retention schedule (GSA Order
ClO 1820.2 (May 17, 2021)) for RWA file retention requirements (generally 6 years
from RWA closeout). Paper versions of RWA documents may be destroyed at any
time after being scanned and uploaded into RETA.

4.1.4. Execution.

The act of providing reimbursable goods and services may begin only after PBS
obtains the obligational authority to provide those goods and services on behalf of
the customer, as evidenced by the fully executed RWA. PBS cannot obligate funding
to provide reimbursable goods or services to a customer until an RWA is