SIGNIFICANT CHANGES
SPECIALIZED SERVICE FACILITIES

MAPP 03.01.01 – Revised May 17, 2011


A. POLICY STATEMENT

This policy, and the related procedures contained herein, applies only to those specialized service facilities that provide goods or services to federally sponsored activities.  (MAPP 03.01.01, Section II.)

All other on-campus service providers that do not provide goods or services to federally-sponsored activities are governed by state procurement regulations and guidelines [e.g., State Comptroller Fiscal Policies and Procedures FPP I.004 (FM 95-115): Purchase Guidelines for On-Campus Service Centers and Auxiliary Enterprises] and other university policies and procedures pertaining to procurement, finance, and accounting (i.e., SAMs and MAPPs).

B. DEFINITION – NEW
Specialized service facilities: An activity will be identified as a “Specialized Service Facility” for purposes of this policy when it anticipates recovering costs from federally sponsored activities in any given fiscal year.  (MAPP 03.01.01, Section III.G.)
C. BILLING RATE REVIEW & APPROVAL – NEW 
Biennial billing rate review and approval – After their initial approval, specialized service facilities shall prepare and submit a billing rate proposal on a biennial basis at least 90 days prior to the beginning of the fiscal year in which the proposed billing rates are to take effect.  (MAPP 03.01.01, Section VI.C.)
1. Specialized service facilities must submit their biennial billing rate proposals, or proposals for billing rates developed for new goods or services added during the fiscal year, to the Division of Administration and Finance, Office of Finance – Cost Accounting Department at least 90 days before they are to become effective. These will be reviewed by the Cost Accounting Department and then forwarded to the Associate Vice President for Finance (or his/her designee) for approval.  (MAPP 03.01.01, Section VI.C.1.)

2. Biennial review –for those alternate fiscal years when a biennial billing rate proposal is not required, within 6 months from the fiscal year end (i.e., on, or before January 31st), specialized service facilities shall forward an analysis of all costs (including subsidized costs) and total recovered costs (including subtotals for each Fund Code) to the Division of Administration and Finance, Office of Finance – Cost Accounting Department for review and verification that the specialized service facility did not over-recover costs for the most recently completed fiscal year.  This analysis shall be in a format, and in accordance with procedures, prescribed by that department.  (MAPP 03.01.01, Section VI.C.2.)

D. BILLING RATE REVISIONS - NEW
Material Revisions – material revisions to already approved billing rates, or billing rates developed for new goods or services added during the fiscal year that will have a material impact on the service center’s anticipated total costs or total recovered costs, must be submitted to the Division of Administration and Finance, Office of Finance – Cost Accounting Department for review and approval by the Associate Vice President for Finance (or his/her designee) at least 90 days before they are to become effective.  (MAPP 03.01.01, Section VI.D.1.)
Materiality Defined – a revision to the already approved billing rates, or the addition of a new good or service, will be deemed material if:

1. The revision or addition represents a 10%, or greater, increase in the already approved billing rates for the same, or comparable, quality of goods or level of services.  (MAPP 03.01.01, Section VI.D.1.a.)
2. The revision or addition will result in a 10%, or greater, increase in the total anticipated recovered costs for the same, or comparable, quality of goods or level of services.  (MAPP 03.01.01, Section VI.D.1.b.)
3. Based upon the anticipated level of cost recovery resulting from the revision or addition, recovered costs for the goods or services will exceed total costs (i.e., the revision will result in the over-recovery of costs) of producing the goods or services.  (MAPP 03.01.01, Section VI.D.1.c.)
Minor (non-material) revisions – already approved billing rates may be revised as deemed necessary by specialized service facility and college/division/departmental management. In all instances, billing rates and modified billing rates must be based on the actual cost of providing the goods or services. Revisions to already approved billing rates that do not meet the criteria for materiality must be reported to the Division of Administration and Finance, Office of Finance – Cost Accounting Department prior to being charged to users. Updated price lists reflecting changes to already approved billing rates will need to be provided to the Cost Accounting Department at least 3 working days before the revised billing rates are to take effect.  (MAPP 03.01.01, Section VI.D.2.)
For both material and non-material billing rate revisions:

1. Billing rate computations modifying, adding or revising specialized service facility billing rates must be documented and approved by the college/division business administrator, the department chairman (where applicable), and the college dean or division head.  (MAPP 03.01.01, Section VI.D.2.a.)
2. Documentation must be maintained to support each calculated billing rate, billing rate change, or price charged for a particular good or service. (MAPP 03.01.01, Section VI.D.2.b.)
3. All revisions to billing rates must be reported to the Office of Finance. Updated price lists will need to be provided to the Office of Finance at least 3 working days before the revised billing rates are to take effect.  (MAPP 03.01.01, Section VI.D.2.c.)
4. Copies of the billing rate revision computations must be kept on file at the college or department level for the time periods prescribed in the state of Texas Records Retention Schedule, Category 4.  (MAPP 03.01.01, Section VI.D.2.d.)
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