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l. PREFACE

Throughout the campus, organizational units use a variety of services to perform research.
When these services are provided by organizational units within the University (sometimes
known as Recharge Centers), the units providing these services function like outside
businesses. The University has determined that these organizational units should therefore be
able to charge for their services to recover the cost—or a portion thereof—incurred in providing
such services. As a result, the University has developed a mechanism for charging internal and
external users for their usage of certain support services, based on the allowable costs
associated with providing these services; this mechanism is called a "recharge.”

To assist Scientific Recharge Center (SRC) managers/directors and administrators as well as
the greater university community with this process, the University has developed this Manual as
a general guide, entitled the “Scientific Recharge Center Policy and Procedure Manual.” This
Manual provides as much information as practical related to the basics of SRCs. However, there
will be areas where more information or clarity on specific issues is needed. Thus, please do not
hesitate to contact the Office of the Vice Provost for Research for additional information.
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e Scanning Electron Microscope and Transmission Electron Microscope Facility
(SEM/TEM)

Additional Core Research Facilities at BC include:
Center for Isotope Geochemistry

Flow Cytometry

Imaging Facility

Mass Spectrometry Center

Nuclear Magnetic Resonance Center

Scientific Instrumentation and Machining Services
X-ray Crystallography Center

Materials Characterization

Ongoing growth in the BC research landscape, catalyzed in large part by the Schiller Institute
for Integrated Science and Society, and Engineering Department, will include significant
development in research facilities.
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e Ensure the approved rates are used for all SRC billings.
e Maintain SRC records in good order for review and audit.
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V. SCIENTIFIC RECHARGE CENTER USERS

An SRC user is the individual or entity purchasing services from the organizational unity. Users
fall into two broad categories, with some differences in policy and in accounting treatments.

A Internal Users

Internal users are the primary SRC customers. Services provided to internal users are
represented by charges to chartstrings over which Boston College has fiduciary responsibility.
Internal users from academic, administrative, and auxiliary areas purchase the SRC services to
support their work at Boston College. Purchases should be charged to a University chartstring.

B. External Users
An external user is an entity or person over whom Boston College has no fiduciary
responsibility, regardless of the user’s relation to the University’'s academic mission. For
example, a person or company may be external to the University's mission, but wish to
purchase the SRC's service because of its unique equipment and/or its staff's expertise.
Likewise, an external entity which is affiliated with the University’s mission may wish to
purchase SRC services. Examples of external entities include but are not limited to:
e Commercial entities, such as a drug company or other for-profit companies;
e Or a nonaffiliated not-for-profit organizations such as hospitals, other universities or
government agencies;
e Or a Boston College student, faculty or staff acting in a personal capacity (versus in their
student or employee role within the University).

All external users of Boston College SRCs must obtain a complete Facilities Use Agreement for
External Users (Appendix 2), as described below. Services provided to external users require
an invoice and related posting to the SRC'’s receivable code in the financial accounting system.
Proper accounting for as well as approval and monitoring of the use of an SRC by external
users is required. While internal users will be the primary users of SRCs, situations may arise,
however, where the unique nature of an SRC's services and other factors justify allowing
external users limited access to those services. Additional accounting and monitoring is
required for external SRC users, and their distinction is very important to the University for
Unrelated Business Income Tax (UBIT), sales tax, F&A (indirect) cost rate, and Organized
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e Rates for internal BC users will be determined for each service and will not exceed the
calculated cost basis for providing that service.

e Rates for external academic users should be set as the cost basis + BC F&A indirect
cost increment. External non-academic rates could be set higher than this if a fair
market rate assessment has been conducted.

e Although subsidies can be used to offset rate charged to particular users, apart from
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SRCs must manage and account for capital equipment used in the centers in accordance with
university policy and as discussed in this Manual. These procedures have been developed to
ensure compliance with federal regulations regarding the treatment of capital equipment.
Federally funded equipment cannot be depreciated through an SRC.

As stated in Appendix 1, SRCs should continue not including depreciation in cost basis
calculations.

F. Unallowable Costs
As the costs associated with a recharge operation are passed through to grants and contracts
through the SRC billings, all costs incurred by the recharge operation must be allowable
according to Uniform Guidance §200.400. Some common unallowable costs include the
following:

Advertising and Public Relation Costs
Alcoholic Beverages

Alumni Activities and Relations
Business Meals and Social Activities
Equipment Purchases

Gifts
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e Records supporting SRC utilization (level of activity) — for example via iLab reports.
e Records supporting the amount and basis of user billings (revenues).
e Records supporting the collection of receivables

Salary support documents should be retained for seven (7) years. Financial records, supporting
documents, statistical records, and all of the records pertinent to an SRC's activity should also
be retained for at least seven (7) years, unless a litigation claim or audit is started before the
expiration of this period. In these cases, records need to be retained until three (3) years after
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X. CLOSING A SCIENTIFIC RECHARGE CENTER

If following extensive consultation with an SRC Manager/Director, the Executive Director,
Research Infrastructure, and the SRC Faculty Advisory Committee, it is determined that an
SRC should be closed, it could either be discontinued completely, merged with another
facility, or transitioned to a core facility that is not an SRC. The Office of the Vice Provost for
Research needs to communicate to the Provost Office, Human Resources, and the
Controller’s Office once it is decided that an SRC will close. The communication should
include the following information:

e The date the recharge operation will cease operations.

e The intended disposition procedures associated to any inventory (e.g. sale,

write-off due to obsolescence, etc.).

Page 23



Boston College
Scientific Recharge Center Policy and Procedure Manual

XI. DEFINITIONS

See section Il for definitions of Core Facilities and Scientific Recharge Centers. Additional
definitions:

Facilities and Administrative (F&A) Costs

F&A costs are those that are incurred for common or joint objectives and cannot be readily
identified or specifically identified with a particular sponsored agreement or other activity without
a substantial effort disproportionate to the results achieved. F&A costs are defined under two
broad categories of cost groupings. Facility costs are defined as depreciation and use
allowances, interest on debt associated with certain buildings, equipment and capital
improvements, operation and maintenance expenses, and library expenses. Administrative
costs are defined as general administration and general expenses, departmental administration,
sponsored projects administration, student administration and services, and all other types of
expenses not specifically included under one of the subcategories of facilities.

Unrelated Business Income Tax (UBIT)

An exempt organization, such as Boston College, is not taxed on its income from an activity that
is substantially related to its charitable, educational, or other purpose that is the basis for the
organization’s exemption. However, if an exempt organization regularly carries on a trade or
business that is not substantially related to its exempt purpose, except that it provides funds to
carry out that purpose, the organization is subject to tax on its income from that unrelated trade
or business.
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XIl. EXHIBITS (See Attached)

Appendix 1: BC Scientific Recharge Center FAQs
Appendix 2: Facilities Use Agreement for External Users
Appendix 3: New Scientific Recharge Center Request Form
Appendix 4: Cost Basis Spreadsheet

Appendix 5: Annual Report Template
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