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CHAPTER 8.  MANAGEMENT BROKER VOUCHER AND INVOICE 


                        PROCEDURES





8.01  GENERAL





	The following procedures (govern the use of control numbers for work orders and other authorizations issued by VA as well as submission of invoices by management brokers and others for property management expenses.  These procedures are intended to provide a means of tracking invoices, classifying expenditures and guarding against delays, duplications or other errors in vouchering payments.  





8.02  ACN (AUTHORIZATION CONTROL NUMBER)





	a.  ACN Record.  An ACN will be assigned and affixed to work orders and other authorizations issued by VA in connection with property management functions.  A record of the assigned ACN's will be maintained in accordance with RCS VB-1, part I, item No. 12-173.500 and will contain the following information:





	(1)  ACN assigned in serial sequence,


	(2)  Date of assignment of the ACN,


	(3)  Identifier or initials of the VA employee assigning the ACN,


	(4)  Property identifier (PM Number),


	(5)  Identifier or name of the party to whom the ACN is assigned,


	(6)  Dollar amount authorized or approved by VA,


	(7)  Contractor trade indicator or type of service,


	(8)  Date of subsequent processing for payment or cancellation, and


	(9)  Identifier or initials of the VA employee processing payment.





	b.  ACN Use.  An ACN will be shown on certain documents, including, but not limited to:





	(1)  Contracts for repairs, demolition, infestation treatment or other services which are authorized for a particular property and invoiced on either VA or contractor forms,





	(2)  Other authorizing documents, such as a note to file, memorandum of telephone conversation, confirming work order or letter to a management broker,





	(3)  Sales closing documents, when settlement fees, sales commissions or bonuses for a particular property will be invoiced by the service providers and paid by VA after closing, and





	(4)  Consolidated invoices from management brokers when claiming a commission for inspecting certain authorized work and certifying that a particular contract has been performed as agreed.





	c.  ACN Content.  It is suggested that ACN's be 5 digits beginning with 00001 each fiscal year and continuing in serial sequence through 
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the end of the year.  A two-digit numeric prefix and a hyphen will precede the serial-sequenced portion of the ACN.  A prefix will be assigned to certain ACN's by Property Management and will be used by the Finance activity to classify payments as either operating expenses or capital charges.  The prefixes are:





	(1)  Prefix 30 - Operating Expenses.  For Property Management purposes, these expenses include eviction, clean out, and securing costs, as well as the costs to repair normal wear and tear resulting from rental by VA, and the costs for unanticipated repairs which are completed as an adjustment after sales closing without changing the purchase price or vendee loan balance.





	(2)  Prefix 60 - Capital Charges.  These expenditures include the repairs which are expected to add value to the property, as well as the costs to repair damage resulting from natural hazard or vandalism.





	d.  ACN for Sales Closings.  ACN's which may be assigned for settlement agent and sales broker services will not include a prefix because such payments will be classified by the Finance activity as selling expenses.





	e.  ACN for Completed Work.  An ACN is not required for recurring services or other work which a management broker has authority to order or perform without prior approval from VA.  However, an ACN may be assigned for such work in order to track contractor invoices and management broker commissions which will be paid directly by VA.





8.03  INVOICE PROCEDURES





	a.  Invoices from Contractors.  Invoices for repairs, maintenance and other services will include a detailed description of the services and charges, the VA property identifier, VA property address and the ACN, if assigned.  Such invoices will be sent with applicable attachments from the contractor or service provider to the management  broker for review and certification concerning satisfactory completion of  the work.  After such certification, the management broker will ensure that all requested invoice copies and attachments are securely fastened and will forward the documents to VA for processing.  In the event that the management broker will not be paid a commission for supervising the repairs, the certification may be made by a fee compliance inspector or VA staff personnel with approval by the contracting officer.





	b.  Property Management Consolidated Invoices.  Management brokers will receive computer-generated invoices showing each property that VA assigned prior to the 25th of the month.  The monthly management fee for each property will be preprinted on the invoices.  Information concerning properties that are assigned after the 25th and prior to the beginning of the next month must be manually inserted on the consolidated invoice.  Management brokers will insert appropriate information under the applicable column headings on the preprinted 
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invoice in order to claim payment for management services, including inspection of completed repairs, as well as reimbursement for allowable expenses which were incurred on VA's behalf during the calendar month.  The management broker will securely attach a copy of each paid bill to the appropriate page of the consolidated invoice in order to support the claim for reimbursement.





	c.  Management Broker Certification.  The management broker will sign and date a certification on the last page of the consolidated invoice to indicate that all services for which payment is claimed by him or her have been performed and completed in accordance with applicable instructions.  The certification will further state that third party charges shown on the invoice have been paid by the management broker on behalf of VA and no charges shown on the invoice have been previously billed by the management broker to VA, unless specified.





	d.  Processing Invoices for Payment by VA





	(1)  ACN Record Update.  When an invoice from a contractor is processed for payment by Loan Guaranty, the entry in the ACN record will be updated to indicate that a request or voucher for payment has been sent to the Finance activity.  In the event that a contract is canceled, the ACN record also will be updated to reflect the cancellation so that payment will not be approved under the ACN.  





	(2)  Comparison of Consolidated and Group Invoices.  A designated Loan Guaranty employee (preferably the Realty Specialist for the area) should compare previous invoices with the latest invoices for maintenance work, such as grass cutting, snow removal, or winterization for particular properties, in order to guard against duplicate billing or excessive frequency of performance of such services.  Such reviews also can provide a basis for monitoring compliance with frequency guidelines and cost limitations for recurring maintenance items in certain geographic areas.  If questions arise concerning the claimed amounts, then the management broker will be contacted to provide an explanation concerning the billing, and the amounts may be adjusted as appropriate.





	(3)  VA Certification of Consolidated Invoices.  Loan Guaranty (generally the Realty Specialist who is the contracting officer) will verify that the amounts for individual items in consolidated invoices are allowable and will approve properly submitted invoices for payment in accordance with provisions of paragraph 7.03.  Loan Guaranty will forward the originals of the invoices and attachments to the Finance activity, which will check the calculations for mathematical accuracy.





	(4)  Disposition of Consolidated Invoices and Attachments.  A copy of each consolidated invoice and supporting attachment including group invoices for maintenance work to be paid directly, by VA, will be retained by Loan Guaranty and filed by name of the management broker in accordance with RCS VB-1, part I, item No. 12-173.000.  Such invoices need not be copied and filed in the individual Loan Guaranty �
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folders.  The original consolidated invoices and supporting attachments will be filed and maintained by Finance activity.  If an invoice which pertains to a single property is sent to VA for direct payment to the contractor and is used by the management broker to support a claim for payment of a management commission, then the original of such an individual invoice should be routed to Finance and a copy routed to the individual Loan Guaranty folder.  It will not be necessary to place a copy of the individual invoice in the management broker file if an ACN has been assigned as a control on the payment of a commission to the broker.]
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