NEW RECHARGE CENTER CHECKLIST

	Description
	Comments
	☑

	Considerations Prior to Request:
	
	

	Is the activity viable?
	
	

	Does the activity fit within UND’s Mission?
	
	

	Is the activity primarily for the purposes of charging to internal departments and/or sponsored programs?
	
	

	Are there concerns related to competition with private enterprise?
	
	

	Do you anticipate needing a subsidy to cover costs?
	
	

	
	
	

	Requesting Approval for a Recharge Center
	
	

	Complete New Recharge Center Request Form
	
	

	Complete New Recharge Center Rate Calculation Worksheet
	
	

	Complete New Recharge Center 3-year Projection
	
	

	Send all documents to Sr Business Analyst in the Controller’s Office
	
	

	
	
	

	Procedures after Recharge Center Setup:
	
	

	Sr Bus. Analyst will provide Fund/Dept number.  Charge all recharge center expenses to this Fund/Dept.
	
	

	Prepare interdepartmental charges/invoices to users on a mthly basis. 
	
	

	Complete annual rate review w/assistance from Sr Bus. Analyst.
	
	

	Communicate updated rates to customers.
	
	




