








I. PURPOSE

The purpose of this FSSP is to document the standard methods for which Housekeeping Services will be reimbursed for services provided.

II. GENERAL

Housekeeping Services is reimbursed for housekeeping services in two ways:

A. Customers requiring housekeeping services on a routine, continuous basis have established relationships with Housekeeping Services where the customer funds positions or parts of positions on Housekeeping Services staff, including supervisors, to provide required service.  In this FSSP, these customers will be identified as dedicated customers.

Housekeeping Services’ dedicated customers have included University Housing Services, Student Health Services, Recreational Services – Student Recreation Center, University Printing, and School of Medicine.  In addition, Housekeeping Services has had staff positions funded by the Minges/PE Building account number 3-14200.  Refer to FSSP 51-0156 titled Minges/PE Building Account #3-14200 for specific information.  

B. Customers not requiring services on a constant basis reimburse Housekeeping Services for services provided at a predetermined hourly labor rate.  In this FSSP, these customers will be identified as special event customers.   

Housekeeping Services’ special event customers have included Athletics, Theatre Arts, etc.  

III. REIMBURSEMENT PROCEDURES

A. A regular work hour is an hour worked during normal work hours on Monday through Friday with the exception of holidays.  A premium work hour is an hour worked outside normal work hours.

B. Dedicated customers:  As negotiated with a dedicated customer, payroll expense for Housekeeping Services positions providing required service is charged to the dedicated customer’s account.  

The dedicated customer funds the payroll expense for regular work hours, premium work hours, shift differential, holidays, etc.   

In addition to the account number, the position’s purpose code indicates the dedicated customer funding the position’s payroll.  For example, the purpose code 180 indicates the position is State funded.  

Purpose Code
Dedicated Customer
142

School of Medicine

204

Student Health Services

205

University Housing

207

Recreational Services-Student Recreation Center

214

University Printing-Print Shop

219

Minges/PE Building account number 3-14200

In addition to the payroll expense, the relationship between Housekeeping Services and the dedicated customer may include funding for direct overhead costs such as uniforms, supplies not covered under the Housekeeping Services Management contract, vehicles, gasoline, vehicle repairs, etc.  These costs may be the responsibility of the customer whose payroll they are on.  Normally, dedicated customers are responsible for uniforms and supplies not covered under the Housekeeping Services Management contract.  Vehicle replacement shall be on cyclic basis and must be budgeted for by the dedicated customer.


C. Special event customers: A special event customer shall reimburse Housekeeping Services for hours worked at a predetermined hourly rate regardless if the work is performed during a regular work hour or a premium work hour.  A special event customer shall provide an account number for Facilities Services to charge with the hours worked at a predetermined hourly rate.  

Supervisor’s hours will not be charged for regular time but will be charged at the same predetermined hourly rate for premium time.  
FSSP 35-0008 titled Housekeeping Services for Special Events outlines the standards used by Housekeeping Services in assigning Housekeepers to support various recurring events on campus.    Requests for Housekeeping Services not identified in FSSP 35-0008 shall be coordinated and approved in advance with the Director of Housekeeping Services or his/her designee and the appropriate Manager, Director, etc. of the location requesting the service.  
The special event customer shall pay for materials used in their facility in conjunction with the event.

IV. RATE DETERMINATION

Rates, as set by Facilities Administration, shall be reviewed regularly to determine equity.  (See FSSP 40-0009, Rate Schedule for Facilities Services.)

V. MANNING LEVELS

A. Manning levels for dedicated customers shall be reviewed regularly to determine if the correct amount of labor is being supplied to meet the customers needs.

B. FSSP 35-0008 titled Housekeeping Services for Special Events outlines the standards used by Housekeeping Services in assigning Housekeepers to support various recurring events on campus.    
Requests for Housekeeping Services not identified in FSSP 35-0008 shall be coordinated and approved in advance with the Director of Housekeeping Services or his/her designee and the appropriate Manager, Director, etc. of the location requesting the service.  

The Director of Housekeeping Services is responsible for identifying other recurring events and revising FSSP 35-0008 to document necessary manning levels.  
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