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RIDE Office of Statewide Transportation
Internal Operating Procedures
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	Billing Data Generation – UNDER REVIEW

	Page
	Adopted
	Last Revision
	Next Planned Review

	1 of 3
	July 1, 2013
	August 19, 2014
	TBD




	Responsibilities and 
Assignments
	System Manager staff accountant or designated Data Analyst
The statewide program billing is a cost-shared system, which contains of four main variables – cost, buses, students and student distance miles.  The system cost is broken down into 7 UCOA’s, which are, Private, Public, ESSA, Special Ed, CTE, Displaced and Charter. Every UCOA has an independent total cost each month based on the services provided for every District in the statewide program. 
 

	Procedures
	Step 1 – Monthly Student List to LEA/School Districts
· This student list is broken down by UCOA and contains the students name, grade, school, AM & PM route numbers and UCOA transported under
· This list is usually emailed out to school districts/LEA by end of first week of the following month.  Example:  July’s student list would be sent by end of first week of August
· School Districts/LEA are allowed 10 days to respond to the student list and revisions would be made during the 10 day waiting period
Step 2 – Monthly Bus Vendor Reconciliation
During the 10-day waiting period, bus vendor and System Manager will reconcile route activity (total days each route/monitor/midday/midday monitor/1:1 aides ran for the month to be billed)
· System Manager staff accountant or Data Analyst will determine how many days each route ran for the month to be billed, known as monthly bus counts
· System Manager staff accountant or Data Analyst will reconcile the monthly bus counts 




[bookmark: _GoBack]Step 3 – Monthly Fuel Mitigation
· This step is completed once the monthly bus counts have been reconciled. Fuel consumption will be determined by using computerized routing software to report the total miles traveled each day by type of vehicle listed below.  Fuel usage will then be calculated by dividing total miles driven by type of vehicle by the miles per gallon factor for each type of vehicle using the fuel usage factors
· RIDE will adjust the net fuel cost to the contractors based upon prescribed fuel usage factors:
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· For purposes of adjustment, the baseline fuel cost shall be $2.725 per gallon for diesel fuel and $2.191 per gallon for unleaded gasoline, exclusive of all applicable state and federal excise and sales taxes
· Compensation adjustment will be applied quarterly for student transportation services.
Step 4 - 
· Determine the percentage of student use on each individual route, both AM & PM and which of the seven UCOA’s these students fall under
· Once the percentage of student use is determined for the entire statewide system, each UCOA will have a percentage allocated for the month.  
· Those percentages will dictate the allocated cost for every UCOA
· The allocated cost consists of Bus Service, System Management Fee, Fuel Adjustment, 1:1 aide cost (this is a direct charge to the LEA/school district requesting 1:1 aide for a specific student)
· Non-Public Offsets are also applied accordingly to the school districts who received the offset credit for the Fiscal Year.  This credit is applied in towards the Private UCOA transportation cost.
Step 5 - 
· The student list pulled for school districts/LEA to review is taken and the student distance miles is then entered in the Allocation Spreadsheet to calculate the transportation cost for each LEA/school district
· The invoice backup is also generated.  The backup contains the total number of students, student distance miles by school.  This information is categorized by the seven UCOAs. 
· The invoices are created in QuickBooks Intuit, https://quickbooks.intuit.com, the cost is invoiced by UCOA
· The invoice backup spreadsheet is attached to the invoice
· The email in QuickBooks is updated to reflect the billing cycle
Step 6 – Monitor Variance Report
This report is also attached to the invoice.  This report provides school districts/LEA the total number of days the Statewide System transported regular ed, grades K-5 students for each given district.

Once the above the billing cycle is complete.  The System Manager will provide RIDE the following billing cycle reports:
· Cross Check Report (this report gives RIDE a view of the monthly and year to date, transportation cost billed to the system and the cost billed out to the school districts/LEAs)
· A/R Summary Report
· Non-Public Offset balance sheet
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