








I. PURPOSE
The purpose of this FSSP is to outline Housekeeping Services administrative procedures associated with chargebacks or reimbursements by customers for services provided by Housekeeping Services.  

II. GENERAL
Housekeeping Services provides housekeeping services to a variety of campus activities on a reimbursable basis.  The reimbursement takes the form of payment at a predetermined hourly labor rate.  

III. RESPONSIBILITIES 
HOUSEKEEPING SERVICES SUPERVISORS’ RESPONSIBILITIES

Housekeeping Services Supervisors are responsible for submitting a completed Chargeback Worksheet (35-0010.1) for themselves and each Staff member assigned to the Supervisor to their respective Manager in a timely manner for his/her review and submission to the Housekeeping Services Office Assistant by the 5th of the current month for the previous month’s services.  
HOUSEKEEPING SERVICES MANAGERS’ RESPONSIBILITIES

Housekeeping Services Managers are responsible for reviewing and/or completing a Chargeback Worksheet (35-0010.1) for the Supervisor and each Staff member assigned to the Manager and forwarding the completed Chargeback Worksheet to the Housekeeping Services Office Assistant by the 5th day of the current month for the previous month’s services.  It is the responsibility of the Manager to review the manhours charged on the submitted Chargeback Worksheet against the manning levels and minimum time charged for recurring events outlined in FSSP 35-0008 titled Housekeeping Services for Special Events. 
HOUSEKEEPING SERVICES OFFICE ASSISTANT’S RESPONSIBILITIES

The Housekeeping Services Office Assistant is responsible for summarizing the Chargeback Worksheets on an excel spreadsheet Chargeback Report for Housekeeping Department (35-0010.2) and e-mailing the spreadsheet summarizing the labor charges to Campus Operations by the 15th of the current month.  

The excel summary shall include the following information:

· location of the event, 

· event contact person, 

· name of the event, 

· date(s) of the event, 

· account number to be charged, 

· hours worked, 

· rate per hour, 

· total cost per event - not by day, 

· total of the hours for the month, and 

· total cost for the month.  

III. RATE DETERMINATION


Rates, as set by Facilities Administration, shall be reviewed regularly to determine equity.  See FSSP 35-0009, Reimbursement for Housekeeping Services.  

IV. MANNING LEVELS

FSSP 35-0008 titled Housekeeping Services for Special Events outlines manning levels and minimum time charged for recurring events by special event customers, specifically home football games at Ficklen Stadium and events and performances at the McGinnis and Messick Theaters and Wright Auditorium.  
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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