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A service center is an operating unit created for the primary purpose of providing a service, a group of 
services, or products to users principally within the University of Maine academic and/or research 
communities for a fee that is based upon the actual cost of the goods or services. University of Maine 
(UMaine) Service Center costs can be directly allocated to and recovered from users of the service 
center with the goal of maintaining a break-even position. All service centers are subject to the terms 
and conditions of Office of Management and Budget (OMB) Uniform Guidance, 2 CFR 200, and all 
applicable Univers.6 ( 2)2.6 (v)t (i.e. residence halls, dining services, and the bookstore). 

 
Application and Accounting Procedures for Establishing a New Service 
Center 
 
Page 2 Required Application Information 

Page 3 Institutional Subsidies 

Page 3 Costing 

Page 3 Recoverable Costs 
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Establishing a New Service Center 
Required Application Information 

The application process is designed to document resources available to establish and operate the 
service center, to calculate service rates, and to gather the adequate documentation necessary to 
ensure that the proposed service center will be operated in compliance with Federal Cost Principles 
and UMS APLs. In cooperation with the University of Maine System’s Office of Budget and Business 
Services, the application process is overseen by the Coordinated Operatint



https://www.ecfr.gov/cgi-bin/text-idx?SID=cd988339747b9fa6c7c297bd0c3c1bcf&mc=true&node=sp2.1.200.e&rgn=div6
https://www.ecfr.gov/cgi-bin/text-idx?SID=cd988339747b9fa6c7c297bd0c3c1bcf&mc=true&node=sp2.1.200.e&rgn=div6
https://www.maine.edu/apls/
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Non-Recoverable Costs 

Non-recoverable costs are costs that are determined unallowable according to Federal regulations 
and/or UMS policy (please see APL VIII-C Direct Charging of Costs). These costs should never be 
included in an application to build or recalculate a service rate.  

Examples of non-recoverable costs include but are not limited to: 

• Capital 
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Client Types 

Internal Clients:  
• UMS Community Members paying for services with internal, sponsored project or gift funds 

(examples include operating funds, Maine Economic Improvement Funds, research grants, gift 
accounts) 

• UMS Students paying for services with personal funds 
 
Federal Clients:  

• A federal client is a federal employee or agency that has a direct relationship or contract with 
the University. 

 
External Clients: 

• External, non-federal, organizations seeking services, which are typically contracted through 
DIC or ORA.  

• Individuals seeking services for personal use or gain (i.e. resale of products created or use of 
prototyping services.) 
 

Rate Types 

Service centers must determine rates based on their client types and the client’s source of funding. The 
two basic rates that should be calculated for every service center are internal/federal rates and 
external/non-federal rates. The internal/federal rate must always be the lowest rate offered, as 2 CFR 
200 directs that internal client rates should not be discriminated by funding source and that the Federal 
rate must be the break-even rate. Service centers may choose to also calculate and publish rates for 
specific subgroups of otherwise external clients, such as “Other Educational Institutions,” so long as 
these rates are not lower than the internal/federal rate.  

Internal / Federal Rate 

The internal/federal rate is applied to clients per the definitions in the Client Type section. The 
Internal/Federal Rate is the lowest rate established by a service center. The basic formula for 
the rate is: 
 

𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇 𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝑇𝑇 𝐶𝐶𝑇𝑇𝐶𝐶𝑇𝑇𝐶𝐶 + (−) 𝑃𝑃𝐷𝐷𝐷𝐷𝑇𝑇𝐷𝐷 𝑌𝑌𝐷𝐷𝑇𝑇𝐷𝐷 𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝑇𝑇𝐶𝐶 (𝑆𝑆𝑆𝑆𝐷𝐷𝑆𝑆𝑇𝑇𝑆𝑆𝐶𝐶𝐷𝐷𝐶𝐶) + 𝐷𝐷𝐷𝐷𝑆𝑆𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝑇𝑇𝑇𝑇𝐷𝐷𝑇𝑇𝐷𝐷 − 𝐷𝐷𝐷𝐷𝐶𝐶𝑇𝑇𝐷𝐷𝑇𝑇𝑆𝑆𝑇𝑇𝐷𝐷𝑇𝑇𝐷𝐷𝑇𝑇𝑇𝑇 𝐶𝐶𝑆𝑆𝑠𝑠𝐶𝐶𝐷𝐷𝑠𝑠𝐷𝐷𝐷𝐷𝐶𝐶
𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇 𝑃𝑃𝐷𝐷𝑇𝑇𝑃𝑃𝐷𝐷𝐷𝐷𝑇𝑇𝐷𝐷𝑠𝑠 𝑈𝑈𝐷𝐷𝐷𝐷𝑇𝑇𝐶𝐶

 

Total direct costs include costs that can be tied directly to a service provided as well as costs that are 
directly involved with providing all services but not easily allocated to one specific service. 

External / Non-Federal Rate  

The external/non-federal rate is charged to individuals, industry, foundations, and non-profit 
organizations in accordance with the client type definitions above. Market adjustments may be used, 
when appropriate, to either increase or decrease external/non-federal rates to make them comparable 
to market prices or industry standards. Market adjustments cannot be used to reduce the External/Non-
Federal rate to less than the Internal/Federal rate. UMS F&A costs are calculated based on the costs 
before market adjustments have been made.   
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Clients that are external to the University of Maine System community and are not directly federally 
funded are considered external/non-federal clients. The formula for the external/non-federal rate is: 

 

𝐸𝐸𝐸𝐸𝑇𝑇𝐷𝐷𝐷𝐷𝐷𝐷𝑇𝑇𝑇𝑇, 𝑁𝑁𝑇𝑇𝐷𝐷 𝐹𝐹𝐷𝐷𝑠𝑠𝐷𝐷𝐷𝐷𝑇𝑇𝑇𝑇 𝑅𝑅𝑇𝑇𝑇𝑇𝐷𝐷 =  
𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇 𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝑇𝑇 𝐶𝐶𝑇𝑇𝐶𝐶𝑇𝑇𝐶𝐶+(−) 𝑃𝑃𝐷𝐷𝐷𝐷𝑇𝑇𝐷𝐷 𝑌𝑌𝐷𝐷𝑇𝑇𝐷𝐷 𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝑇𝑇𝐶𝐶 (𝑆𝑆𝑆𝑆𝐷𝐷𝑆𝑆𝑇𝑇𝑆𝑆𝐶𝐶𝐷𝐷𝐶𝐶)+𝐷𝐷𝐷𝐷𝑆𝑆𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝐷𝑇𝑇𝑇𝑇𝐷𝐷𝑇𝑇𝐷𝐷

𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇𝑇 𝑃𝑃𝐷𝐷𝑇𝑇𝑃𝑃𝐷𝐷𝐷𝐷𝑇𝑇𝐷𝐷𝑃𝑃 𝑈𝑈𝐷𝐷𝐷𝐷𝑇𝑇𝐶𝐶
× 𝑈𝑈𝑈𝑈𝑆𝑆 𝐹𝐹&𝐴𝐴 𝑅𝑅𝑇𝑇𝑇𝑇𝐷𝐷 (𝑂𝑂𝑇𝑇ℎ𝐷𝐷𝐷𝐷 𝑆𝑆𝑆𝑆𝑇𝑇𝐷𝐷𝐶𝐶𝑇𝑇𝐷𝐷𝐷𝐷𝑠𝑠 𝐴𝐴𝐷𝐷𝑇𝑇𝐷𝐷𝐴𝐴𝐷𝐷𝑇𝑇𝐴𝐴 ) × 𝑈𝑈𝑇𝑇𝐷𝐷𝑀𝑀𝐷𝐷𝑇𝑇 𝐴𝐴𝑠𝑠𝑃𝑃𝑆𝑆𝐶𝐶𝑇𝑇𝑚𝑚𝐷𝐷𝐷𝐷𝑇𝑇  
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Use Agreements 

External clients must sign a Use Agreement prior to gaining access to a Service Center. The Use 
Agreement defines the client’s expectations and needs, notifies the client of their responsibilities while 
on University property, provides official notice of rates, and gathers preliminary contact and payment 
information that the Service Center will need as part of the billing process. A Use Agreement is typically 
established to cover the term of a project but may be set up to cover a rate period or fiscal year to 
better suit the client’s needs.   

Invoicing 

Invoices should be created and sent to internal and external clients on no more than a monthly basis. 
The billing cycle for all clients does not need to be on the same day so long as all invoices are 
consistently sent within the same timeframe. The timeframe for invoices is recommended to be a 
minimum every 30 days but no more than a maximum of 90 days. 

Invoices for all clients should be sent electronically to the client via the iLab System when possible. 

It is recommended that invoices for external clients be submitted to the Bursar’s Office following UMS 
guidance for invoice processing when possible. Invoicing guidance can be found at 
umaine.edu/bursar/home/about-us/#univaccts. Receipt of payments must follow the UMS Cash 
Management policies which can be found at https://umaine.edu/bursar/home/about-us/cash-
management-training-information/cash-management-training-session/.  

Invoices to both internal and external clients should include the following information. 

• Name of Service Center Providing Services 
• PI / Chartfield Owner  
• Lab / Service User 
• Date of Invoice 
• Date of Service 
• Service Type 
• Number & Type of Service Units 
• Cost per Unit 
• Total Cost 
• Internal Chartfield being charged when applicable 

 

Non-Payment 

External Clients 

Balances owed by external clients past 180 days will be forwarded to an outside collection agency 
when invoiced through the Bursar’s Office, in accordance with University practices.  

Internal Clients- Sponsored Projects 

Charges for services provided to sponsored projects will be made monthly to accommodate accurate 
accounting and facilitate timely financial reporting of sponsored projects. Internal client invoices 
associated with sponsored projects will be charged automatically after a seven-day review period. 
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If extenuating circumstances arise which result in non-payment after 30 days, the balance due will be 
charged to the project’s cost-share account (typically fund 04 or 24). The cost-share account will then 
be funded by the closing account chartfield that was provided when the project was approved by the 
Office of Research Administration. 

Internal Clients- Unrestricted Projects 

Internal clients charging to an unrestricted chartfield will be charged automatically after a seven-day 
review period. During the review period, the PI and/or Account Manager can dispute charges or 
approve the invoice.  

 

 

 

 

 

 

 

 

 

 

 


