. /M Client Enrichment Series

2 Sf02YS 02 G2RIé&Qa LINE:
Reimbursable Work AuthorizationRWAS

The presentation will begin a:00pmEDT

Note: Phones are automatically muted during the presentation. You have the ability to
aSYR ljdzSadAizya G2 GKS K2ad FyR LINBaSyidSN
as many of the questions as possible throughout and at the end of the presentation. All
guestions will be captured, and answers sent to all participants within 2 weeks.
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¥ Client Enrichment Series

w April¢ Energy & Conservation Standards
w May ¢ Express Menu of Services
w Junec eRETANd Vendor Customer Self Service

A TODAYX. Reimbursable Work Authorizations

www.gsa.gov/r10ces
ClientEnrichmentSeries@gsa.gov
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Client Enrichment Series

Reimbursable Work Authorizations (RWAS)

Hosted by: Richard Baker, Regional Account Manager, Northwest/Arctic Region

Presented by: Ashlee Carlson, Program Manager, Small Projects & Reimbursable Services
Adam Snider, Program Analyst, Small Projects & Reimbursable Services

Richard Baker Ashlee Carlson Adam Snider
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Reimbursable Work Authorizations
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[YIff tNR2SOUAa 3 WSAYOC

w Purpose is to provide GSA PBS customers (internal and external)
with an institutionalized RWA management process from receipt
of RWA to closeout

w The National RWA Program had an FY2012 RWA workload of
approximately 26,000 RWAs worth over $4.25 Billion

¢ RWAs from over 350 agency bureaus

GSA Public Buildings Service 5



RWA BasicsWhat Is an RWA?

w An RWA is an agreement between GSA and a customer whereby
GSA agrees to provide materials and/or services, and the
Odza 12 YSNJ I ANBSa 42 NBAYOdzNEBS

w RWAs capture and bill the costs of altering, renovating, repairing,
or providing services, in G®Aanaged space, over and above the
basic operations financed through rent.

w The RWA identifies the specific needs of the customer and
establishes a financial agreement.

w Provides written documentation of a formal agreement.

GSA Public Buildings Service 6



RWA Lifecycle

Phase 3: Phase 5:
Phase 1: Phase 2: Funds Phase 4: Completion &
Requirementsf Cost Estimatel§ Certification & Execution Financial

Acceptance Closeout
\ A\ A N\

y

Standardized RWA process; consistent, scalable, and repeatable

GSA Public Buildings Service !



ldentify Customer Need

w When a space need has been identified, the customer should
contact GSA to assist in developing requirements for the RWA.

w GSA conducts requirement development meetings with the
customer (if necessary) to create the scope of work.

w A fully defined statement of work must be written so that:
¢ A supporting cost estimate can be developed
¢ Any remaining balance cannot be used for unrelated projects outside of the
original statement of work
w If GSA receives an unsolicited RWA Form 2957 at any time during
0KA& LINRPOS&aasx D{! 2FFAOAI Tt Ydz
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Phase 2: Cost Estimate

Phase 3: Phase 5:
Phase 1: Phase 2: Funds Phase 4: Completion &

Requirementsf§ Cost Estimateff Certification Execution Financial

& Acceptance Closeout
\ \ \ \
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Cost Estimating

w Statement of work and estimate are basis for binding agreement,
resulting in obligation of funds by customer

w Estimate may come from customéessor or GSA

w The greater the specificity:
¢ The lower the contingency will need to be
¢ The more likely expectations will be met
¢ The less chance of change orders and delays

GSA Public Buildings Service 10



Summary Cost Estimate (SCE)
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Summary Cost Estimate (SCE)

The SCE worksheet is required for all RWAs

Summary Cost Estimate (SCE)

[""See Directions Tab for Definitions of Tl Scenarios, Project
FPhases. and Estimate Types""]

RWA Number: Choose Appropriate Tl Scenario

Project Mame: Click Here To Select Scenario

Froject Mumber:

QA Number: Project Phase

CBR Mumber: Click Here to Select Project Phase

Building:

City I State: Estimate Type (Range of Accuracy)

Tenant (If Applicable): Click Here to Select Estimate Type (Range of Accuracy)
Frepared By:

3282012 |

GSA Public Buildings Service 12



SCE: Cost Management Classifications

P

roject Phase:

Project Phase |

Click Here to Select Project Phase -

Estimate Type (Range of Accuracy):

Click Here ta Select Project Phase

Estimate Type (Range of Accuracy)

|C|IC|'L Here to Select Estimate Type {Range of Accuracy) | -

Click Here to Select E st te Type [Fa
Order of Magnitude [+755, 40/]
Budgetary [+- 302)

Conceptual Design [+- 20:)
Construction Estimate [+105, -53)
Change Order Estimate [+10%, -5

/\

Used to identify the project phase in
which the estimate was developed.

Used to identify the estimate type and
range of accuracy based on the phase
In which the estimate was developed.

@.ic Smmary Cost Estimate 13



The 4% Project Management Fee

w To recover the indirect costs of regional and field
office associates who manage and deliver RWAs
for Tenant Improvement (TI) type work.

GSA Public Buildings Service 14



The 4% Project Management Fee (continued)

w The 4% Fee covers regional oversight of delivering RWA

¢ Examples include:

wGSA PMs coordinating efforts with various contractors

w 2YUNIF O0AY3I hFFAOSNRERQ GAYS
contracts related to construction activities

A The 4% Fee applies to all eligible expenses

I Examples include: design, construction, and construction
management

A The 4% Fee doemt apply to ineligible expenses

I Examples include: personal property, moving costs, and
severable services

GSA GSA Public Buildings Service 15



The Sliding Scale Fee

w To recover the general and administrative natione
overheard costs associated managing with the
Reimbursable Services Program.

GSA GSA Public Buildings Service 16



> <

Common Estimate Components

( Construction Costs & Contingencies

—> { + Architecture/Engineering (A/E) Costs
+ Construction Management (CM) Costs

L— + 4% Project Management (PM) Fee

\ + Personal Property Costs

+ RWA Overhead Fee (sliding scale)
= Authorized Amount of RWA

GSA

GSA Public Buildings Service 17



Phase 3Funds Certification & Acceptance

pr——..... e S o Ay,

Phase 3: Phase 5:

Phase 1: Funds Phase 4: Completion &
Requirementsff Cost Estimatelj Certification & Execution Financial
Closeout

Acceptance

\ \

\

GSA Public Buildings Service
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Where to send an RWA

w Once you have identified and discussed your needs with GSA and we have
established a cost estimate, you are ready to complete the RWA Form and <
to GSA.

w Each Region has a slightly different intake process, detailed belowR&IAR.0
will assist with making this consistent.
¢ Region 2 (NY, NJ, Caribbe2ERWA@gsa.gov
¢ Region 4 (GA, TN, NC, SC, KY, AL, M8)ERWA.Team@gsa.gov
¢ Region 5 (IL, WI, MN, IN, MI, GHH)RWAPRInbox@gsa.gov
C
C

Region 7 (TX, NM, OK, AR, RARWA@gsa.gov

Region 10 (WA, OR, ID, AK)
SMSC.RWA.Inbox@gsa.(Seattle Metro Service Center)
ESC.RWA.Inbox@gsa.(Eastern Service CentelSpokane)
GPSSC.RWA.Inbox@gsa(@reater Puget Soung/Auburn)
SSC.RWA.Inbox@gsa.(Southern Service CenterPortland)
NSC.RWA.Inbox@gsa.({Northern Service CenterAlaska)

¢ For all other regions we encourage you to work with the local PMs or contact your Re:
RWA Manager (provi he end of this presentation

GSA Public Buildings Service 19



mailto:R2RWA@gsa.gov
mailto:R04.RWA.Team@gsa.gov
mailto:R5RWAPRInbox@gsa.gov
mailto:R7RWA@gsa.gov
mailto:SMSC.RWA.Inbox@gsa.gov
mailto:ESC.RWA.Inbox@gsa.gov
mailto:GPSSC.RWA.Inbox@gsa.gov
mailto:SSC.RWA.Inbox@gsa.gov
mailto:NSC.RWA.Inbox@gsa.gov

Acknowledgement of Receipt

w If the RWA Form was not received earlier in the process, then a
awS OS A Llwill He sedti S NE

w Acknowledgement by GSA of physical possession of RWA Form
2957

¢ Further clarifying discussions may be necessary

GSA Public Buildings Service 20



Current RWA Form

w Mandatory to use form
revised 2/2011

w Blocks 15A and 15B
Required(FPDS)

w Use Billing Type N and
Pay.gov for Credit Card
Payments

w Digital Signature
Capability

w Access Form at
www.gsa.gov/rwa

REIMBURSABLE WORK AUTHORIZATION Unless specified othenvise, the authority for this agreement i
(See instructions on Page 4) 40 U.5.C.5 59 b)2).
1.0ATE OF REQ UEST RIS, NUMBER [G5A L5 O 3.TYPE OF REQUIREMENT 5 (G54 Use Oy}
SEWERABLE [ |HOMSEVERABLE []cooDs
+.AGENCY AND B UREAU NAME S NORKLOCATON

64, PGENCY OO NTACT MO ME

GE.AGENCY CONTACTSADDRESS

6B, AGENCY CONTACTS TELEFHONE NUMBER | EXTENSION

BC. 45 ENCY CONTACTS E-MAIL

7.DESCRIPTION OF REQUIREMENTS (attach Stakme vt of M0 K, 3¢ ke cersany

60,45 ENCY CONTACTS FAX NUMBER

]

RurAamendment provided to
change total authonzed amount

¥ fom §
10 G ENCY LOCATION CODE TE_FroAL T REGUFTIN
STATION NUMBER | I EXTIF CATION NUMBER.
DO GHLY
11. REQUESTED 10 RK DATES 12. AGENCY CERTIFIED AMOUNT
120 AGENCT ACCOUNTING CRT & (L f 130 chamemrs] T30, AGERCY

FUND YE&R 4. START
B.COMPLETION

T3C. FUND TVP EFlease Grech Fundl Thpe. & sl tie, a0 | 130, sepimamon ||+ AGENCY BILLING CONTACT E-MAIL ADDRESS
ATEDE

CRECK RECOLERT ACT - 568 IRSFYCIONS.
OBLIBATINAL

ractons
DRIIH.RLRFFRDFRIKTIJI N’FRDFRID\TI)I AUTHORITY 148 .45 ENCY FINANCE BILLING OFFICE
S
R mpE—
- _________________{I{C.STREETADDRESS
13E AGENCYC UETOMER. BUSINEES A3F. AG BICT: USTO MER O RD ER N LUME ER.
PAATHER WETIAD AKDATA UNIWERSAL
MUMEBERING =vETEN HUMBER (BF WD UNE) Te0. Y T4E. STATE ||‘F.Z|FCDDE
1 1
13G. TREASURY ACCO UNT SYMBOL 158, FUNDING AGENCY CO DE (FP DS 158 . FUNDING OFFICECODE P DS

GENERAL SERVICES ADMINISTRATION INTERNAL CUSTOMER OR INTERFUND CUSTOMER ONLY

. INTERFUND YEAR

nding and procurement requirements o
statstory or regultory requireme nits appllcable to the funding being prowded by the Requesting Agency, have been disclosed to GSA; (b) that all intemial
review sfapprovals re quired bythe Requesting Agency prior to placing this RWiAwith G $Ahawe been completed; (o) that the Requesting Agencyhas aboma
#ide need in the cument fiseal year or the work descnbed in this RWIA; (4) that the finds idertifed by the Requesting Agency in this RUA are legally
available fr frther obli and exp by GSA of the work in this RV and (e )thatthe Requesting Agency accepts the
General Terms and Conditions set forth on page 3 ofthls R, Further writen assurances regarding funding availability may be required depending on the
facts and circumstances of indivdu al requests.

21A SIGNATURE OF FUND CERTIFYING OFFICLAL — 218. DATE
Z1C. NAMWMEOF FUND'S CERTIFYING OFFICIAL Falin
21E. TELEPHONE HUMWBER OF CERTIFYING OFFIC 1AL PHONE HUMBER EXTENSION

MOTE: The &eneral Services Administration will bill in accordance with Federal Management Regulation (41 CFR) Section 102-25.195. 1t
is anticipated that the Agency Certified Amount provided in Block 12 will be sufficientto complete thewaonk requirements of the Requesting

GSA GSA Public Buildings Service

Agency. If it i determined that the funds provided by the Requesting Agency will be i icient to lete the wark © ted under this

agreement, G54 will seek an amended RWA from the Requesting Agency for additional funding prior to incurrence of costs abowve the

Agency Certified Amount L.

(GEHERAL SERVICES ADMINISTRATION | GSA 2957 (REV. 2/2011)
(===



Acceptance

w Customer completes first page of the RWA Form 2957

w RWAs are not automatically accepted; they must meet
Important criteria, such as:
¢ Bona fide need
¢ Fully defined statement of work
¢ Supporting cost estimate
¢ Proper funding
¢ Required customer signature

w GSA agrees to provide requested services by signing the RWA
Form 2957 and entering it into RETA

wa! OO0S LI I ymust bd séntitd tBeNeBstomer

¢ Customer establishes obligation

GSA Public Buildings Service 29



Phase 4: Execution

Phase 1: Phase 2:

Requirementsff Cost Estimate

\3 N

Phase 3:
Funds
Certification &

Acceptance
\

Phase 4:
Execution

Phase 5:
Completion &
Financial
Closeout

GSA Public Buildings Service
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Amendments

w Amendments to RWA must meet three requirements
w Bona Fide need exists
w Funds are legally available for new purpose(s)
w The Appropriation has not lapsed

w Agencies may amend RWAs to increase/decrease RWA amount
for within Statement/Scope of Work changes

GSA Public Buildings Service 24



Phase 5. Completiof& Financial Closeout

Phase 5:
Phase 4: Completion &
Execution Financial

Closeout

Phase 3: Fund}
Certification &
Acceptance

Phase 1: Phase 2:
Requirementsl] Cost Estimate

\3 \ \

GSA Public Buildings Service



SubstantialCompletion

w Actual work is substantially complete
¢ Beneficial occupancy (space can be utilized by customer)
¢ Punch list items may exist

w GSAsendd / 2 YLI SO At@aglstdmé&ril i S NE
w Customer shouldot deobligatefunds at this point

GSA Public Buildings Service
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FinancialCloseout

w Most projects are closed out within 60 days after substantial
completion

w All costs have been billed and all invoices have been paid

w GSA and customer settle final bills

wD{! aSyRa a/fz2asS2dzi [ SGUSNE
punch list items are complete and all costs have been billed
¢ {AIYSR HPppT Ydzald o6S aSyid oA0K alf:

w! L2y NBOSAQGAY3IA a/ f 24aS8edbligatt S G
any remaining funds

GSA Public Buildings Service 27



Clarification of Obligation & Ligquidation

1. Customer agency obligates funds to GSA in its financial system
upon receiving Acceptance Letter.

2. GSA obligates funding to vendors as contracts are signed. GSA
liguidates obligations as vendors deliver goods and/or
services.

GSA bills the customer for services rendered.

4. Customer liquidates its obligation as payments are made to
GSA.

o

GSA Public Buildings Service 28



RWA Customer Letters Recap

MY DS TS—

Phase 3: Funds
Certification & Phase 4: Execution

Phase 5: Completion :1

Financial Closeout

Phase 2:

Cost Estimate Acceptance

Acknowledgement

Of RWA lﬁ Cc —
ARecel pt Lettero

\/_

N
N

RWA Project
AFol-UpwlLe
(if necessary)
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Major RWA Initiatives

RWA Customer Letters are mandatory
4% Project Management Fee Automation
Credit Card payments require pay.gov use & entry
SCE Cost Management Ranges of Accuracy
Small Projects Training & RWA Levels Il and Il Training
eRETACustomer Portahttp://www.gsa.gov/ereta
¢ Decommissioned RWA Search October 2011
Federal Customer Guide to RWAs under major overhaul
wadzZ GALX S . dzAf RAYy3a a{ GddzRéé¢ F2

€ € € & &€ €

e
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http://www.gsa.gov/ereta

Web Resources: Customer Facing

w SPRS Divisioiind a multitude of information regarding
reimbursable work authorizations including policies and guidance a

w eRETAAccess to all RWA Information (Financial Information,
Documentation, Communications)

w Bill View:View statements and invoices generated by GSA billings «

w Vendor and Customer Self Servig@nline access to billing
and accounts receivable data. For more information please
visit

GSA Public Buildings Service 31


http://www.gsa.gov/rwa
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Reimbursable Services Regional Core Team

| (e
Region 3 Regjon 5 Reglon 1
o eresa Mowak nathan Sringewatt Marianne Kaiser Melissa Mitranc
" teresa nowok@gs0.090v  jonothan. bringewott@gso.goy rmorianne koiserdigso.goy  melisso.mifronoigeo gﬂ'-'
i R . 174 ) 617 5458933
L R 253.931.7023 3032352944 3123533432
i | A\
/i ﬁ 1 Region 2
| 'I'-' Binishao Sun
| binisha sui@gea.goy
f“ n 212 264 3750
% Region 3

[=1-

Region &
Loura Beth Howkins
lowura, honekins @ gsoLgoy ﬂ
& 814.822.5193 ‘Q
o n

Robert Scheikle
robpert scheiiole@gao.go
215444 4720

ir
‘,

Region 11
Zrormayn Paolmer
bronzayn p-::lr"uer Egsa.gov

2022058780
Region g
Potrick Jones Region 7 Region 4
pathick jones@gsa.goy LoDonna Jones Maletha Singleton
4155223345 adonna jones@gsa.goy maletha singlefon@gsa_gov

SIFeFRTFINR 40 5462.1637
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Ashlee Carlson

Ashlee.Carlson@gsa.gov
202.501.9189

Www.gsa.qgov/rwa
AskRWA@gsa.gov

GSA GSA Public Buildings Service 33
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external RWA Entry and
Tracking Application
(eRETA

GSA Public Buildings Service 34



Allows users access to RWAs managed by multiple Agency Bureau Codes (ABCs)
single login

Functionality includes:

wRun customized queries for an RWA using any of the 25 search criteria
wReview current financial activity of the RWA

wView uploaded documents and files for the RWA

wDownload groups of RWA data to Excel for analysis

wSLIE I OSR (GKS FyidAldzr SR dw?2!

wRoll out began in April 2011
wAvailable to all agencies by June 2011

Information and access available #1i:

GSA Public Buildings Service 35



The following slides provide sample
screenshots, however for purposes o
this demonstration the trainer will log

Into the liveeRETANviIronment.

Screenshots are provided for
participants logged in via the audio
portion only

GSA Public Buildings Service



www.gsa.gov/ereta

eRETA User Account Request Process

1. Complete the eRETA User Account Request Form on-line by clicking here. Use the List of Agency Bureau Codes (ABCs) below
to help complete the on-line form. The "eRETA User Account Request Form” link above opens a Google Form. Some agency
firewall settings block this website. If you are unable to open the link above, please email us at eRETA@gsa gov and request

to complete the "eRETA User Account Request Form” via e-mail.

NOTE: Please only select Agency Bureau Codes listed on the attachment below. GSA and its systems recognize these codes, even
though some agencies may recognize slight vanations of these codes. Until such a time that Agency Bureau Codes are
standardized across the federal government, the codes below will be the only ones recognized by eRETA and GSA Systems.

List of Agency Bureau Codes
GSA [T General Rules of Behavior

2. Complete the "eRETA Application Clearance Verification Form” available below. This form is required by GSA's Personnel
Security Office. Because this form requests Personally Identifiable Information (Pll), please share it with your Agency's Personnel
Security office (or Human Resources Office) and GSA's Personnel Security Office only. Full instructions on how to securely send
this information to GSA are provided on the form below. Steps 1 and 2 of the eRETA User Account Request Process are separated
due to the PIl captured in Step 2. We apologize for the inconvenience this may cause, but we are serious about protecting your Pl
and want to ensure it is reviewed only by those with proper authorization.

eRETA Application Clearance Verification Form

3. After your request has been processed and all approvals have been granted™, the GSA Mational Application Helpdesk will send a
verification e-mail to the e-mail address provided in Step 1. Follow the steps in that verification email to finalize your account.

NOTE: We have received many questions as to why GSA is requining the second form that captures Pll. Please review the "eRETA
Frequently Asked Questions and Help Topics” section below for answers.

eRETA Resources

eRETA Resources and User Guides
Understanding eRETA Financial Information (5/15/2012)

GSA

GSA Public Buildings Service
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External PBS Portal &xtportal.pbs.gsa.gov

GSA GSA Public Buildings Service
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Launch theeRETApplication from
within the External PBS Portal

GSA Public Buildings Service
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