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GENERAL SERVICES ADMINISTRATION

Federal Supply Service

Authorized Federal Supply Schedule Price List

FINANCIAL AND BUSINESS SOLUTIONS

FSC Group 520

Contract Number GS-23F-0163P

Contract Period:

2/26/2004 – 2/25/2009

Contractor Name:

Administrative Services, Inc.
Address:


7101 Wisconsin Avenue





Suite 1400





Bethesda, Maryland 20814

Phone Number:

301-654-3903

Fax Number:


301-654-4021

Website:


www.asiworks.com
Contract Administrator:
Helen Dortch





Senior Vice President, Financial Affairs




hdortch@asiworks.com
Sales Contact:

Karen E. Williamson





Vice President, Development



kwilliamson@asiworks.com
Business Size:

Woman Owned Small Business

Prices Shown Herein are Net (discount deducted).
********************************************************************************************
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CUSTOMER INFORMATION
1a. Special Item Numbers (SINs) Awarded:
SIN 520-4
Debt Collection Services
SIN 520-12
Budgeting
SIN 520-15
Outsourcing Commercial Activities
SIN 520-13
Complementary Financial Management Services
1b. Lowest Price Model/Special Items:  N/A
1c. Hourly Rates:  See Schedule of Charges
2. Maximum Order:  $1,000,000 
3. Minimum Order:  $300
4. Geographic Coverage:  Domestic Only

5. Point of Production:  Bethesda, Maryland (Montgomery County)
6. Discount from List Prices or Statement of Net Prices:  As Negotiated
7. Quantity Discounts:  As Negotiated
8. Prompt Payment Terms:  Net 30 days

9a. Government Purchase Cards:  Accepted at or below the micro-purchase threshold

9b. Government Purchase Cards:  Accepted above the micro-purchase threshold

10. Foreign Items:  N/A

11a. Time of Delivery:  As Negotiated
11b. Expedited Delivery:  As Negotiated

11c. Overnight and 2 Day Delivery: As Negotiated
11d. Urgent Requirements:  As Negotiated
12. F.O.B.:  Destination

13a. Ordering Address:

Administrative Services, Inc.

7101 Wisconsin Avenue, Suite 1400

Bethesda, Maryland 20814

Attention:  Helen Dortch

Phone: 301-654-3903

Fax:  301-654-4021

E-mail:  hdortch@asiworks.com
13b. Ordering Procedures:  See GSA/FSS Schedule Homepage
14. Payment Address:

Administrative Services, Inc.

7101 Wisconsin Avenue

Suite 1400

Bethesda, MD 20814

Attention:  Accounts Payable/Doris Thomas

15. Warranty Provisions:  N/A

16. Export Packing Charges:  N/A

17. Government Purchase Card Terms:  N/A

18. Rental, Maintenance and Repair Terms:  N/A

19. Installation Terms:  N/A

20. Repair Parts Terms and Conditions:  N/A

20a. Other Services Terms and Conditions:   N/A

21. Service and Distribution Points:  N/A

22. Participating Dealers:  N/A

23. Preventive Maintenance:  N/A

24a. Special Environmental Attributes:  N/A

24b. Section 508 Compliance:  N/A

25. Data Universal Number System (DUNS) Number:  101180656

26. Central Contractor Registration (CCR) Database:  Registered and current
DESCRIPTION OF SERVICES
Overview

Administrative Services, Inc. (dba ASIWorks, Inc.) is a minority woman-owned and managed small business with more than 25 years of successful experience offering back office financial services for the private and public sector.  AS is headquartered in Bethesda, Maryland and has offices in the District of Columbia, Florida, Indiana, Maryland and Missouri.  

For nearly twenty years, ASI provided all of the back office business functions for a multi-state health and human services company.  These functions included accounting, payroll, IT, medical billing, collections, human resources, and quality assurance services.  In 1997, ASIWorks was incorporated as a separate company.

ASI specializes in web-based financial services, such as payment and tracking systems, claims processing, payroll services, medical billing and debt recovery. 

ASI’s growing list of government contracts attests to the company’s dependable performance, technical expertise, and commitment to customer satisfaction: 

· U.S. Department of the Air Force, Family Child Care Subsidy Program, July 2008 – March 2013*
· Federal Aviation Administration, Child Care Subsidy Program. June 2008 – December 2012*
· Missouri Department of Mental Health, Division of Mental Retardation and Developmental Disabilities, Financial Management and Payroll Services for Self-Directed Care Program, May 2008 – April 2012*
· Missouri Department of Social Services, Division of Youth Services Fiscal Management Services, January 2008 – December 2012*
· U.S. Department of Justice, Federal Bureau of Prisons Voucher Payment Services, October 2007 – September 2012*
· U.S. Department of the Interior, National Park Service, Grand Teton National Park, EMS Billing Services, May 2007-May 2012*
· National Aeronautics and Space Administration, Payment Services for Competitive Science Awards, 2006 – present

· U.S. Department of the Air Force, Expanded Family Childcare Program Payroll Services, January 2006 – December 2010*
· U.S. Department of the Interior, Office of Inspector General Third Party Payment Services, October 2005 – September 2010*
* End dates include optional renewal periods.
Special Item Numbers (SINs)
520-15:  Outsourcing Recurring Commercial Activities for Financial Management Services
In cases where the ordering agency has determined through A76 studies that recurring financial management activities are not inherently government and should be commercially outsourced, ASI is positioned to provide such services.  The services ASI may provide include, but are not limited to, the following:

Payment Systems:  ASI offers a full range of fiscal management and payment services for our clients, including childcare provider subsidies, employee and consultant travel and expense reimbursements, consulting fees, scientific awards, account payables and electronic benefits transfers.  ASI can provide payment turn-around in as short as two working days with over 99.9% accuracy.  

Accounts Payable Services:  ASI’s Accounts Payable services are designed to save our customers time and money.  ASI will work with customers to identify best practices and opportunities for improved efficiencies.  Some of these practices may include realizing discounts through early payment, Electronic Funds Transfer (EFT) and excellent vendor relationships.

Payroll Services:  ASI provides all aspects of payroll services, including timesheet design, payroll processing, performance audits, customized management reports, third party benefit payments and tax filing services.  Through StaffWorks®, our integrated human resources and payroll software, we are able to interface with most accounting systems to offer each client a customized web-based solution that is easy for all participants to learn and use.

Billing & Claims Processing:  ASI performs and manages health care billing, coding and claims processing.  We are certified HIPAA-compliant in electronic claims processing.  We are experienced in all aspects of claims processing from insurance verification, medical encounter coding, billing and tracking account receivables.  We also perform payment verification and audit services.  We can accept paper records or electronic data in various file formats.  ASI licenses our software to our clients to use for care management tracking.

Cash Management:  ASI provides cash flow statements, cash planning and projections, assists with lines of credit and ensures proper cash management from receipt to disbursement.

Procurement:  ASI provides a full range of procurement services.  ASI consults with customers to understand procurement needs and broad constraints and implements purchasing programs to best fit the customers.  Procurement services range from negotiating leases for capital equipment to purchasing all types of materials and supplies.

520-13:  Complementary Financial Management Services
ASI’s experienced financial management team has been able to affect change at all levels of organizations.  A key ASI objective in providing financial management services is to enable our customers to make informed financial decisions.  ASI’s financial management services include, but are not limited to:
· Assessing and evaluating existing policies and procedures

· Formulating and developing financial policy

· Financial reporting and analysis

· Financial quality assurance

· Strategic financial planning

· Managing the general ledger

· Coordinating information flow between financial departments

· Performing financial analysis and provide budget variance reports

· Providing financial statements

· Providing financial narrative

· Providing support for independent auditors

· Resolving audit recommendations

· Assisting with implementation of corrective actions

· Developing pro-forma financial reports

· Reconciling financial and accounting transaction errors

520-12:  Budgeting
ASI’s expertise in the budgeting process has allowed the company to successfully support its customers in:

· Planning, managing and controlling financial resources

· Preparing budget data and program narrative for presentation

· Defending program budgets

· Formulating budgets for existing and new programs

· Strategic planning

· Forecasting budget spending requirements

ASI’s budgeting services can include, but are not limited to, assessing and improving the budget formulation and execution processes, conducting special reviews of budget formulation or execution issues, reviewing budgetary controls and assisting with implementation.

520-4:  Debt Collection Services
ASI is a licensed collection agency that specializes in insurance subrogation, social services and health care.  We are a member of the Association of Credit and Collections Professionals International.  We combine our personal service and automated tracking systems to maximize our results.  We work closely and transparently with our customers to collect delinquent accounts.  

SCHEDULE OF CHARGES

	SIN 520-4:  DEBT COLLECTION SERVICES
	

	Regular Collections
	22.71%

	Collection/Administrative Wage Garnishment
	21.40%

	Litigation Preparation
	$124.50

	Administrative Resolution
	$99.74

	
	

	SIN 520-12:  BUDGETING
	

	Budget Manager
	$58.83

	General Ledger Supervisor
	$62.37

	Director, Accounting & Financial Management
	$98.87

	
	

	SIN 520-15:  OUTSOURCING COMMERCIAL ACTIVITIES
	

	Accounting Clerk
	$27.12

	Accounting Records Specialist I
	$38.13

	Accounting Records Specialist II
	$49.76

	
	

	Accounts Payable Accountant
	$38.39

	Accounts Payable Supervisor
	$45.55

	Accounts Payable Manager
	$77.93

	
	

	Payroll Accountant
	$49.88

	Payroll Supervisor
	$56.96

	Payroll Manager
	$74.47

	
	

	Billing Accountant
	$45.55

	Billing Supervisor
	$61.39

	Billing Manager Accountant
	$70.96

	
	

	Accounts Receivables & Collections Accountant
	$49.88

	Accounts Receivables & Collections Supervisor
	$61.41

	Accounts Receivables & Collections Manager
	$65.49

	
	

	SIN 520-13:  COMPLEMENTARY FINANCIAL MANAGEMENT SERVICES
	

	General Ledger Supervisor
	$62.37

	Director, Accounting & Financial Management
	$98.87

	Senior Vice President, Financial Affairs 
	$266.22


ASI POSITION DESCRIPTIONS

1.  Accounting Clerk

	Description:  Provides general accounting assistance, including data entry, processing and verifying data and running and distributing computer reports.

	Minimum Education Level:  High School Diploma

Minimum Years of Related Experience:  2 


2.  Accounting Records Specialist I

	Description:  Maintains accounting and contracting records using automated and manual records system; handles confidential records and files using approved protocols for accounting department; retrieves documents as requested by authorized accounting personnel.

	Minimum Education Level:  High School Diploma

Minimum Years of Related Experience:  3


3.  Accounting Records Specialist II
	Description:  Develops and implements records management policies and practices for financial and contracting records; conducts quality assurance of off-site financial and contract records; performs files and records audits; supervises records staff.

	Minimum Education Level:  High School Diploma

Minimum Years of Related Experience:  5


4.  Accounts Payable Accountant

	Description:  Performs routine functions for the accounts payable and disbursement system using automated accounting systems; researches, matches and processes approved payables; generates EFT or checks; prepares monthly closing reports, journal entries and resolves payables disputes and performs account analysis; performs multi-state accounts payable functions.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  3


5.  Accounts Payable Supervisor

	Description:  Maintains automated and manual accounts payable and disbursement systems; plans disbursement work schedules and leads off-site disbursement teams; ensures that disbursements are consistent with approved policies and procedures for specific projects; prepares disbursement reports and assists in preparation and disbursement of monthly reports; supervises Accounts Payable Accountants and Accounting Clerks.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  5


6.  Accounts Payable Manager

	Description:  Manages all aspects of accounts payable and disbursement; assigns areas of responsibility to subordinate staff; reviews and approves staff work products; conducts in-service training; assists in development of disbursement policies and procedures; manages multi-state accounts payable and disbursement teams; supervises Accounts Payable Supervisors and subordinate staff.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  8


7.  Payroll Accountant

	Description:  Processes the payroll of assigned customers using automated payroll system; ensures that all staff is compensated timely and accurately for the time reported; runs computer payroll monthly reports and prepares analyses.

	Minimum Education Level:  Two years of College in Accounting or related field

Minimum Years of Related Experience:  2


8.  Payroll Supervisor

	Description:  Serves as the team leader for the payroll processing of assigned customers; ensures that all policies and procedures are followed in the payroll process; generates payroll reports, prepares analyses for assigned companies; participates in special projects and prepares all salary projections for budgets.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  5


9.  Payroll Manager

	Description:  Manages all aspects of Payroll Department; supervises Payroll Department staff members; reviews and approves their work, conducts staff in-service training; develops policies and procedures for the Payroll Department; directs special projects.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  10


10. Billing Accountant

	Description:  Generates billing for assigned customers using automated billing and documentation systems; communicates directly with customers to ensure that appropriate information is received to ensure timely and accurate billings, maintains customer billing database; generates billing reports; performs billing account reconciliation, research and discrepancy resolution.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  3


11. Billing Supervisor

	Description:  Serves as the billing team leader for all billing projects; plans billing work schedules and leads off-site teams.  Implements billing systems specific to the contract or assigned project; communicates directly with customers, maintains customer relationships; oversees account reconciliation and resolution of discrepancies; works independently within guidelines and policies of the organization.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  5


12. Billing Manager

	Description:  Manages all aspects of the Billing Department, supervises Billing Department staff, reviews and approves their work; conducts staff in-service training, conducts performance appraisals, develop policies and procedures for the Billing Department and directs special projects for the Billing Department.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  9


13. Accounts Receivable Accountant

	Description:  Prepares accounts receivable schedules using automated and manual systems, maintains receivables subsidiary ledgers, collects outstanding receivables for assigned customers; follows government accounting policies and procedures.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  3


14. Accounts Receivables and Collections Supervisor

	Description:  Supervises the department, reviews aging schedules and communicates outstanding receivables to customers.  Supervises Debt Collections Team, providing leadership and guidance.  Works in close communication with customers; resolving discrepancies and disputes that present barriers to timely collection of cash. Works independently, ensures adherence to relevant federal and state collections laws and regulations.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  4


15. Accounts Receivables and Collections Manager

	Description:  Manages all aspects of the debt collections and accounts receivable process; establishes customer relationships; resolves departmental problems, directs special projects and develops policies and procedures for Accounts Receivable and Collections Department.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  7


16. General Ledger Supervisor

	Description:  Responsible for reviewing and processing financial data received in the General Ledger Department using automated accounting software packages; communicates with all transactional areas of the Accounting Department to ensure accuracy of the information flowing to the General Ledger; coordinates monthly closing, analyzing balance sheet accounts and income information.

	Minimum Education Level:  Bachelor Degree in Accounting or related field; Certified Public Accountant

Minimum Years of Related Experience:  5


17. Budget Manager

	Description:  Manages contracts, budget formulation and execution using automated accounting systems; works closely with department heads in formulating budget details, analyses, company obligations and disbursements; works with management to ensure program remains within the budgeted amounts; handles confidential budget information; working closely with company officers and executives in budget planning.

	Minimum Education Level:  Bachelor Degree in Accounting or related field

Minimum Years of Related Experience:  5


18. Director of Accounting and Financial Management


	Description:  Leads the financial management teams.  Prepares and presents financial statements and management reports for contracted companies; provides oversight and management for the Accounting Department; provides technical support, assists in developing databases, redesigning cost pool structure and planning computer system upgrades, and assists in budget formulation.

	Minimum Education Level:  Bachelor Degree in Accounting; Certified Public Accountant or Certified Financial Manager (AICPA)

Minimum Years of Related Experience:  10


19. Senior Vice President, Financial Affairs

	Description:  Provides business leadership and has responsibility for overall financial management for the company.  Leads and directs all Accounting, Finance, Debt Collections and Budgeting activities.  Sets financial direction for the company and oversees short term and long term financial planning.  Represents the company and their customers in all contract negotiations; determines contract requirements and translates the requirements into a work plan for the company and/or its customers.

	Minimum Education Level:  Bachelors Degree in Accounting, Finance, Business Administration or related field

Minimum Years of Related Experience:  15
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