
SERVICE CHARGE DESK AIDE

Allowable/eligible service charges are paid as a condition of occupancy.


A.  STAFF SALARIES

It is necessary to establish the number of hours per week spent by management company employees on providing accommodation related services as a percentage of the total number of hours worked per week.  This percentage is applied to each of their individual salaries and then totalled.  This applies to staff working in the complex only.   Any management fees will be included in Section B – Admin & General Costs.


B. ADMIN & GENERAL COSTS

This section covers the whole spectrum and a particular cost could incorporate elements of provision of adequate accommodation, support needs and business fees.  The ratio of all eligible items as a percentage of the whole is used to ascertain the amount of Admin & General Costs to go forward to the final total.

Items to include in this category are:

Office Expenses


Stationery

Audit Fees

Accountancy Charges

Telephone

Management Fees

Communal Electricity

Communal Gas
Communal Water

Estate Management

Cleaning/materials of general areas

As many examples as possible have been included but this list is not exhaustive. 


 For general guidance see Volume 13, Chapter 78 of DMG

C.  RESERVE FUND

Reserve Fund items are to cover provision of adequate accommodation and not for home improvements.  

From the estimate of the sum needed to cover all predicted future works in the current year, extract those items that are necessary for the provision of adequate accommodation.  Calculate these as a percentage of the total.  The decision maker should apply that same percentage to the actual amount of reserve fund levied

“Repairs and improvement” means any measure undertaken with a view to maintaining the fitness of the dwelling for human habitation.  

A full definition can be found in the Income Support Regulations (NI) 1987, sub-paragraph 2 of Paragraph 16 of Schedule 3, Paragraph 7.2 of CIS 2901/2004 and sub-paragraph 2 of Paragraph 12 of Schedule II to the State Pension Credit Regulations (NI) 2003.

Items that could be included are:

Maintenance of gardening furniture

Replacement of lifts, window, doors, repointing & retiling

Lift maintenance

Redecoration fund excluding costs associated with staff and office redecoration

This list is not exhaustive.  For general guidance see Volume 13, Chapter 78 of DMG





D. ITEMS THAT DO NOT REQUIRE APPORTIONMENT

The items that populate this box, will be those costs that are related to the provision of adequate accommodation and are wholly and inclusively for the benefit of the residents (these will be eligible costs).  Box D will also include costs that are wholly related to the care and support of the residents or the management of the business (these will be ineligible costs).

Eligible Accommodation Costs

Ineligible Care & Support Costs

Ground maintenance



Office Telephone

Ground rent




Emergency Call Service

Window Cleaning for residents

Laundry

General repairs & maintenance

Petty Cash

Insurance (if under terms of lease

Door Entry

resident reimburses landlord for 

cost of property insurance)

This list is not exhaustive.  For general guidance see Volume 13, Chapter 78 of DMG, 
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