UNIVERS
SE

MANUAILFO

TOFSOUTHLORIDA

RVIGE

NTER

RESEARGLTIVITIES

Guidelinesand Proceduredor ServiceCenterOperations
Charging~ederaland Non-FederalSponsoredAwards

Preparedy:

SponsoredResearch

Revisedecembe2020



TABLEOFCONTENTS

LYo T0 11T xT0] o 1R Lo

Thelmport of Co






University of South Florida Guidelineand Proceduresor Service CenteOperationsChargedo
Federaland NonfederalSponsored Awards

Theguidelinesncludedhereinapplyto servicecentersproviding good®r servicedo recipientsof
federaland nonfederalsponsored awardexclusivelyTheseguidelinesare not intended toapplyto
other revenuegeneratingor costtransferactivities. Further,requirementsfor rate approvalapplyonly
to researchrelatedservicecenteractivity asdiscussedn thismanual.

THEMPORTOFCOMPLIANCE

Asarecipientof publicfunding,the Universityof South Floridand itsstakeholdergnustcomply with
federalmandatesdesignedo ensurethat proper stewardships exercised iradministering funding
provided forresearch aneéxperimentaldevelopmentR&D) Non-compliancewith thesemandates
havethe potentialto harmthe University’sreputation,can reflectnegativelyon future awardsand/or
could pITd ()Tjed ()1plianc



2. and,they arenot to discriminatebetween federainternalusersand otherinternal usersin
pricescharged forservicesTheconceptof non-discrimination however,doesnot precludethe
institution from chargingexternalusershigherratesfor services.

CostAccountingStandards

CostAccounting Standardseferred toasCASare a setof 19 standardsand rulespromulgatedby the
United Statessovernmentfor usein determining cost®n negotiated procurementsResearch

institutionsmustcomply with thefederalCostAccounting Standard€ASH01,502,505,and 506. The
four standardspertainto:

1. 501- Consistencin EstimatingAccumulating andReporting Costisy Educationalnstitutions

FundamentaRequirement An educationainstitution's practicesused inestimatingcostsin
pricinga proposalshallbe consistentwith tf nal



Billing RatéRate}- A“chargerate” that is developedfor aspecificservicecentersservice(s)Billing
ratesare




1. Unitswhich primarilyservemembersof the campuscommunityasindividuals(i.e. parkingor
housing servicesind which areclassified aguxiliary.

2. Unitswhich providea one-time distribution of expense A rechargeactivity isanongoing
activity.

Services Highly specializedypical,or necessary functiongrovided by aunit to other units, principally
within USFOften theserviceould notbe purchasedaseffectivelyor efficientlyfrom an entity external
to the institution.

ServiceCenter (SGY Abroad termto definean institutionalentity whichprovidesa serviceto university
users,and sometimegntities externalto the University for afee. Theratescharged bythe centersare
calculatedsothat the centerrecoversits costs.ServiceCentersnclude“specialized servictcilities”,
“rechargecenters”and“core facilities”.







9. Theservicecentermustoperateon abreakeven basis.

10. Goodsor serviceshouldnot be provided to externatonsumersxceptwherethey are
specializedr uniqgueandtheir existencds primarilyto supportthe academiamissionof the
University.

SERVICEENTERSTABISHMENPROCESS

Fundingfor start-up costdor any serviceentermustbe agreedto and providedorior to commencing
the activity. Thisincludesfundsfor requiredequipmentand inventory plusfundsto financereceivables
andlosseduring theearly stage®f operation. Ideally,start-up fundswould beagreed toand provided
by the departmentor college. Thissupportindicatesthat the activity isimportantto the University’s
mission.

1. Requestgor newaccountsto includethe servicecenterbusinessplan, servicecenterbudget
and allattachments will first be reviewedand approved byhe responsibledepartment.
ConsultUSF'<Controller'sOffice’sEBAProcesat https://www.usf.edu/business
finance/controller/documents/ebaprocesses.docx

If approved and adequatiindingfor start-up costs






3. Usaged.ogor
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Billing ratesare basedon budgeted projection®f operating expensesncludinga carryforward
surplus/deficit,dividedby projected level®of activity or revenue.Therate developmentworksheet
templateisavailableat ServiceCenterBilling RateCalculation Template.xIsx

Budgeted Expenses- CumulativeCarryForwardSurplus/DeficiBudgeted/Projected.evelof Salesf
Goods/ServiceBilling Unit)

Pricing thais contingentupon typesor levelsof usageshould bedeveloped foreach discretaype of
service.

1. Billing Units

Abilling unitisthe measuremenusedto identify thespecificgoodsand/or servicegprovidedby
aservicecenter.Newservicecentershilling rateswill be based uporareasonableprojectionof
the numberof billing unitsfor the year.
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Thecostof materialsandsuppliesneeded to operatea servicecentershouldbeincluded in
the rate calculation anathargedto the servicecenteroperation account.

If a servicecentersellsproductsfrom aninventoryor maintainsan inventoryof partsand
suppliesused in providing itservicesinventoryrecordsmustbe maintained.A physical
inventory should béakenat leastannuallyat the end of the fiscalyearand reconciled to
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useof specialrates,suchasfor highvolumework, for lessdemanding norscientificapplicationspr for
priority of delivery,are allowed;but mustbe equallyavailableto all usersof that specialservice.

TheUniversitymaywishto provideaserviceto a particularinternalgroupof usersat alower rate (e.g.
computer
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|OfficeSuppIies— ScienceRelated
Phones-Line& EquipmentCharges

|Allowable
Allowableif benefitsServiceCenteractivity
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Commencing JanuaB 2021,servicecentersdesignated aspecializedervicefacilities(SSFsInd
rechargecenters(RCsjhat providegoodsor servicedo sponsored awardginded directlyor indirectly
by the federalgovernmentmusthavetheir ratesapproved annuallypy submitting an Annua@perating
Report,AppendixD,to Sponsored ResearciComplianceaunit at
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RECORDKEEPIRGETENTION

ServiceCenteranust
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RELATEBPOLICIE®ROCEDURES ANDOLS

Code ofFederalRegulations
2 CFR200, Uniform AdministrativeRequirementsCostPrinciplesand AuditRequirementgor Federal
Awards

USFAuxiliary Guidelines
https://www.usf.edu/business
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ROLES AND
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Il. Sponsoredi\greementst Materiality*

A. Doesthe Operation:
1. Entailascientifichased
2. Isit groundedndiscoveryand

obtainingnew
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AppendixC

Annual Operating ReporiTemplate

(ServiceCenterName):

AnnualOperating Report: FY(XX)

1. Income: (Attach @opyof the revenuesummaryfor the FYto date)
Internal Billings $

ExternaBillings
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8. Areupdatesneededto the ServiceCenterBusines$lanfor the nextFY?Y
If yes,pleaseattach an updated ServideenterBusines$lan.

ServiceCenterOperating AccounNumber:

GuaranteeAccountNumberSignature
ContactPerson:

Position/Title:

Email:

Address/Telephone:

DateSubmitted:
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AppendixD
FrequentlyAskedQuestions

1. Areoperating unitsallowedto bill different ratesto different users?

Adifferent rate maybe establishedor externalnon-Universityusersthan the rate applied to
internal users. Billing ratesestablished fointernal usersmust be consistentlyappliedto all
internal users. Billing ratesestablished foexternalusersmustbe applied toexternalusers
consistently. Pleasenote that federalguidelinesdo notallow grantsandcontractsto be
chargeda higherrate than anyother internal or externalusers.

2. Howoften should serviceenterratesbe reviewedby the operating unit?

Institutional policy and bespracticesdictate the
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