Recharge Operations Roles and Responsibilities
Recharge Operations Committee – This committee is comprised of representatives from Budget and Financial Panning, Finance and Treasury, and Sponsored Programs Administration to monitor Recharge Operations. The Committee reports to the Vice President for Administration and Finance and Vice President for Research and Innovation Partnerships.  
For purposes of this guidance, the terms Recharge Operation and Center are used interchangeably.

· Oversee the formation of centers and the establishment of their accounts 
· Perform an annual review to determine the continued need and viability of the center
· Review annual schedule of rates and supporting documentation 
· Recommend proposed rate structures for the rate review process
· Work with centers to establish and monitor corrective action plans when not in compliance
· Recommend continuing or discontinuing center operations based on performance, policy change, institutional risk, compliance, or viability

Responsible Unit (RU) – Determines the need for and feasibility of a Recharge Operation.  This is often a College or Division level function; however, responsibility for managing the Center may be delegated to another unit (e.g., to a department) based on the roles and responsibilities provided herein.

· Review and approve the establishment of each new recharge operation under the unit prior to requesting a cost center from Budget and Financial Planning. Factors such as consistency with the University Mission and Academic Plan, sufficient user base, availability of similar service (particularly on campus) and the ability to separately identify and account for costs should be considered before approving a request for a new recharge operation.
· Approve the final rate calculation and supporting documentation for new recharge operations.
· Review and approve the annual rate calculation and budget.
· Work with Business Manager or equivalent position(s) to establish and document local roles and procedures to operate the recharge in accordance with federal cost principles and university policies and procedures.
· Establish internal signature authorities, as needed, to execute user contracts (generally with external users) using university approved contract templates
· Monitor financial position with respect to ‘break-even’ status at least once per year and establish procedures to document this review. 
· Estimate the level of subsidy needed to operate the center and identify the cost center(s) that will cover any operating deficits.   Provide a guarantee account to be charged if cash and/or fund balance is in a deficit at fiscal year-end. 

Recharge Center Director - Individual responsible for managing the Center. For research or specialized centers such as research cores, the individual should have significant expertise in the center’s area of operations and be trained in scientific methods and procedures. This individual generally holds faculty rank.

· Serve as a liaison between the Recharge Center Manager/Administrator and Responsible Unit 
· Provide oversight for the activities of the Center 
· Develop a fiscally prudent financial plan for the Center
· Review the financial position of the Center at least quarterly  
· Review and approve the annual rate calculation and budget
· Respond to all audit inquiries or findings related to the Center
· Ensure the approved rate schedule is applied uniformly to all users/customers 
· May establish Contracts with external entities using university approved contract templates

Recharge Center Manager – Individual responsible for the day/day operations of the Center. This may the Recharge Center Director or another individual. When separate from the Recharge Center Director, this person generally has expertise in the Center’s area of operations but does not usually hold faculty rank.

· Provides users with quotes
· Schedules services to be performed
· May conduct services or oversee others performing services (including graduate students)
· Trains users in instrument usage and other safety protocols.
· Submits monthly use statements to the Recharge Center Administrator for billing
· Participates in professional development to stay current with techniques and processes 
· Maintains instruments and other specialized equipment, software, etc. necessary for services 
Recharge Center Administrator – Individual responsible for the day/day accounting operations including billings. This may be a division or college-level business manager or other similar position.
· Perform external user billings through the University’s Commercial Accounts Receivable Department and internal user billings via Interdepartmental Sales Journal on a monthly basis
· Reconcile the PeopleSoft Financial Accounts to the source documentation (e.g. Invoices, billing quotes, agreements, etc.) on a timely basis in accordance with the Recharge Center Accounting Procedures.
· Manage year-end subsidies in accordance with Recharge Operations Internal Accounting Procedures.
· Maintain records of the details contained in all center charges for audit purposes in accordance with University Records Retention policies. Coordinates with the Unit Business Manager to ensure all recharge policies and procedures are adhered to when appropriate
· 
· Document and maintain records for each Center activity to support expenditures, billings, receivables, and cost transfers including: 
· 
· Signed agreement documentation
· Salary and wage documents 
· Rate calculation work papers 
· Reports or documentation of actual costs of operations (personnel and operating) 
· Written approval of the rate from the review committee, if applicable 
· Annual records documenting and measuring sale of the services or products 
Treasury and Finance (Costing)
· Assist units and Recharge Operations with the rate calculation and review process
· Periodically reviews financial status of all Recharge Operations with respect to budget vs. actual expenditures 
· Coordinate the rates for approval under the Recharge Operations Policy  
· Assist in keeping recharge operations policies and procedures accurate and up to date
· Help determine appropriate reserves for equipment replacement annually or upon request
· Assist with audits related to Recharge Operations, if applicable
· Report on the performance of all Recharge Operations with respect to cash balance and working capital compliance at midyear and at fiscal year-end or as otherwise deemed necessary
Budget and Financial Planning 
· Assist Responsible Units, typically through the Business Manager, with policy and procedural matters related to budget operations 
· Assist in keeping Recharge Operation Policies accurate and up to date

Sponsored Programs Administration  
· Assist Responsible Units, Recharge Center Directors, and Recharge Center Managers with policy and procedural matters 
· Support compliance with federal cost principles (Uniform Guidance) and other sponsored activity policies. 
· Represent research and grants to the Recharge Operations Committee
· Assist in keeping Recharge Operation Policies accurate and up to date
· Has final authority to determine allowability of recharge expenses on grants


Procedure 
Establishing a Recharge Operation 
Units seeking to establish a recharge operation must submit a Recharge Operation Center Application and Cost Center Information Request Form to at costaccounting@niu.edu.  The application requests the following information and must be approved and signed by the Responsible Unit head:

· Description of the services to be provided 
· How the service relates to the university mission, vision, and values
· Length of time the service is expected to be in demand
· The projected need for the service (i.e. anticipated campus and external user base), including any market analysis
· Estimated annual revenue 
· Contact information for the Recharge Center Director and Recharge Center Administrator for rate calculation purposes 
By approving the application, the Responsible Unit accepts management and fiscal responsibility of the recharge operation and agrees to work with the Recharge Operations Committee to implement the center.
The Recharge Operations Committee will conduct a preliminary evaluation and provide a recommendation to the Vice President for Administration and Finance and Vice President for Research and Innovation Partnerships to proceed with forming a recharge operation. 
The Responsible Unit should expect to receive a Go/No-Go decision to establish a recharge operation within 45 business days of submitting their application. The Responsible Unit and Center Director will receive notice of this decision. 
If a Go Decision –Treasury and Finance will work with the Responsible Unit to establish the recharge operation. 
If a No-Go Decision – no further action will be taken. The Vice President for Administration and Finance will adjudicate any disagreements related to non-research recharge operations. The Vice President for Research and Innovation Partnerships will adjudicate any disagreements related to research recharge operations. 
Discontinuing a Center
A Recharge Operation may be discontinued, or the category changed for various reasons including, but not limited to:
1. The Responsible Unit (RU) has relevant information documenting that the activity is no longer necessary or viable.
2. The Recharge Operations Committee recommends the activity be stopped based on performance, policy change, compliance, or viability.
3. The activity has changed, revenue and cost has exceeded or failed to meet expectations, or the operation has become substantially more or less complex.
When it is a Responsible Unit decision (1 or 3 above):
· Contact the Recharge Operations Committee to discuss closing the cost center and removing any excess or deficiencies from the account.  
When the Recharge Operations Committee Recommends Discontinuing or Modifying: 
· Recommending the closure of a Center would be a last resort and would only happen after repeated attempts to bring the center into compliance.
· A Recharge Operations Committee representative will contact the various parties responsible for the Center. 
· All parties will be invited to discuss with the Recharge Operations Committee the reasons for the recommendation and additional steps that can be taken to make the operation viable.
· If no final resolution can be reached, the Committee will outline the reasons for the recommendation and forward to the Vice President for Administration and Finance and Vice President for Research and Innovation Partnerships for final consideration.
· The Vice President for Administration and Finance will adjudicate any disagreements related to non-research recharge operations. The Vice President for Research and Innovation Partnerships will adjudicate any disagreements related to research recharge operations.   



