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CONTROLLER'S OFFICE New Service Center Request Form
Establishment of New Service Center:
Approval by the division head (e.g., dean, director or vice president) and the URI Service Center committee is require before a service center will be established.  The requests for approval must contain the following information:
1 - Billing Rate:
 The amount charged to a user for a unit of service(s).  Billing rates are usually computed by dividing the total annual costs of a service by the total number of billing units expected to be provided to users of the service for the year.  See Service Center policy Exhibit B - examples of billing rate computations.
         - Rates for unit of service(s).
         - Billing rate calculation.
         - Are there external service(s) provided?  If so, attach information.
         - Indicate who will be responsible for billing of services.
2 - Budget Revenue & Expense:
         - Annual projected budget revenue and expenses.
         - Detail Revenue by types of expense(s).
         - Detail Expenditures (including payroll, fringe benefits, maintenance agreements, operating costs, etc.
3 - Chartfield Create Form and Signature Authorization Form
The following information needs to be included with the request:
Controller's Office Use Only:
I have reviewed the URI Service Center Policy.  I understand that service center rates must be approved by the Service Center Committee annually prior to billing.  Billing should be processed in a timely manner so the center is not in deficit.  Revenue and expenses should be recognized in the period incurred.  Expenses associated with the Center must be charged to the Center.
Dean signature and date
Responsible person signature and date
Approved by Service Center Committee:
Approval Letter Sent:
Chartfield String: 
Fund
Dept
Program
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