
Procedure for Lab Fee Recharge Accounts/Specific lab services awards:

1. Laboratory director establishes a fee rate with the Assistant Vice President for Finance. Rate should be updated as appropriate.

2. The Assistant Vice President for Finance assigns a lab-unique subcode for each lab with an approved fee rate.*

3. Lab director obtains a laboratory use only account for initial charge of lab use expenditures.

4. Lab director/PI sends original purchase order to the Office of Sponsored Programs prior** to commencing work. The Office of Sponsored Programs will establish a separate Lab (research) account for each company and this account will be used to credit each FIXED PRICE purchase order from the same company. Each fixed price purchase order will be treated as a “task order”. If the purchase order is cost reimbursable, it must have its own separate Lab(research) account.

5. The Lab (research) account title will be “C/Company Name/Lab name Lab Fee Account” (e.g., “C/XYZ Corp/LMaSS Lab Fee Account”). The contract “number” will be “Company Name Multiple Lab Use PO’s” (e.g., “XYZ Corp Multiple Lab Use PO’s”) and each distinct purchase order number will be assigned as a task number under this contract number.

6. The Office of Sponsored Programs accepts award and credits award value to the Lab (research) account.

7. Lab fee costs for the job are charged to the lab account and the lab hours and job reference number (usually the PO number) are documented in lab use log. 

8. When task is complete, Lab Director/PI sends notice to invoice to the Contract & Grants accountant referencing the account number and individual task (PO) number with copy to the Contract Administrator. (attached form is suggested)

9. Contract & Grant Accounting notifies Lab Director/PI when company has paid.

10.  Lab submits a Transfer Authorization form to C&G Accounting (through The Office of Sponsored Programs) with a copy of the lab hours/job reference documentation attached. The Transfer Authorization form should move xx hours lab use @ $xx/hour from the lab account to the appropriate Lab (research) account. Note: the lab. fee hourly charge moved should be the amount, less F&A as F&A will be added to the charge when it is debited to the Lab (research) account. Each lab should reference its unique subcode on this transaction.

11. All transactions must be performed in a timely manner.

*To date the lab subcodes are: Machine Shop = 7522; NMR = 7524; OSIG = 7523; LMaSS = 7516
**Commercial purchase orders often contain terms & conditions, which UAH cannot accept. These must be negotiated prior to commencing work. Performing the work is de facto acceptance of the P.O. terms and conditions and can put UAH in jeopardy. This action could result in serious consequences for the Lab Director/PI.

It is important that lab records are well documented and that these procedures are followed. These charges may be audited at a later date. Discrepancies could result in UAH returning the funds to the company or no longer allowing a laboratory to perform services for outside agencies.

Request to invoice lab fee task

Date:

TO:

Contract & Grant Accountant

FROM:
Lab. director

RE:

Contract “C/XYZ Corp. Multiple Lab Use PO’s”



Task #: P.O. 123


Account: 665001
Please invoice:
XYZ Corp.



$x,xxx

Completion of task listed above. xxx hours @ $xxx/hour (fixed price).


Upon notification of payment, we will submit a transfer authorization moving the lab fee cost from the lab account to account 665001.


If you have questions, please call John Doe at xxxx.

________________________

Dr. Lab Director

UAH Lab.

Cc
Office of Sponsored Programs
