Instructions to Complete GSA Form 2992:

Adjustment Voucher for Standard Level User Charge Transaction

Please complete the following blocks on GSA Form 2992: 

Information required for blocks 1 through 5 can be found in the detailed portion of the RENT/SLUC bill.

1. Agency Address (Department, bureau, complete agency address including ZIP Code) – This should be the agency billing address.

2. BOAC No. – Billed Office Address Code (BOAC) Number assigned for client agencies, referred to on the RENT bill as the Account Code (Ex. Account Code S2100).

3. Statement No. – The letter A followed by the 9-digit bill number.  A separate GSA Form 2992 must be completed for each bill number disputed.

4. Quarter of Billing – Current RENT billing is done on a monthly basis.  Include the month and year as shown on the bill being disputed.

5. Amount of Bill (As shown on GSA Form 789) – Enter the total amount of the original bill that you are adjusting or disputing.

6. Adjustment By Building and Assignment: 

(a) List each location being disputed separately.

(1) Agency/Bureau Code – Include the agency name (abbreviation) and 4-digit bureau code.

(2) Bldg. No. – Building Number and address of the disputed charge.

(3) City – City where the building is located that has the disputed charge.

(4) State – State where the building is located that has the disputed charge.

(5) Amt. of Nonpayment – Amount of the disputed charge.

(6) Explanation – Provide a detailed explanation of why the charge is disputed.

(b) For an additional building, repeat steps shown in (a) above. 

(c) For an additional building, repeat steps shown in (a) above.

7. Total Amount of Nonpayment – Include the total amount of all disputes listed in block 6.

8.  Certifying Official:

(a) Agency Contact – Person within the customer agency that GSA officials should contact to discuss the dispute.  Also include the contact persons e-mail address to facilitate future correspondence.

(b) Date – Date the GSA Form 2992 is completed and forwarded to GSA.

(c) Typed Name and Address – The typed name and address of the person within the customer agency that GSA officials should contact to discuss the dispute.

(d) Telephone Number (Include area code) – Provide the commercial telephone number of the person GSA officials should call to discuss the dispute.

Please complete the GSA Form 2992, save to your directory, and attach it to an email message sent to:                         FW-RentBillingDisputes Finance.  Put your BOAC Number, Bill date, and dispute amount in the subject line of the email.
ADJUSTMENT VOUCHER

FOR STANDARD LEVEL USER

CHARGE TRANSACTION
(For use by NON-SIBAC only.  This form is completed in duplicate by a GSA customer agency whenever it declines to pay its Federal Building Fund SLUC bill.)
1.  AGENCY ADDRESS (Department, bureau, complete  mailing address including ZIP Code)


2.  BOAC NO.





3.  STATEMENT NO.





4.  QUARTER OF BILLING




  5.  AMOUNT OF BILL (As shown on GSA Form 789) (  $

TO


General Services Administration





All of the data to be filled in


Office of Finance – 7BC






above may be found in the


819 Taylor Street







detailed portion of the SLUC


Fort Worth, TX  76102







bill.



6.  ADJUSTMENT BY BUILDING AND ASSIGNMENT


(1)  AGENCY BUREAU CODE


(2)  BLDG. NO.
(3)  CITY
(4)  STATE
(5)  AMT. OF NONPAYMENT

a.
(6)  EXPLANATION




(1)  AGENCY BUREAU CODE


(2)  BLDG. NO.
(3)  CITY
(4)  STATE
(5)  AMT. OF NONPAYMENT

b.
(6)  EXPLANATION




(1)  AGENCY BUREAU CODE


(2)  BLDG. NO.
(3)  CITY
(4)  STATE
(5)  AMT. OF NONPAYMENT

$

c.
(6)  EXPLANATION










7.  TOTAL AMOUNT OF NONPAYMENT (
$

8.  CERTIFYING

      OFFICIAL
A.  AGENCY CONTACT


B.  DATE




C.  TYPED NAME AND ADDRESS


D.  TELEPHONE NUMBER (Include area Code)



GENERAL SERVICES ADMINISTRATION
      GSA FORM  2992 (REV. 5-82)

