Billing Rate FAQs


Q:  When do I need to have approved billing rates?

A:  Any time you are charging 1) off-campus users, or 2) grants 3) another unit on campus,


Q:  What information do I need to include in the request?

A:  There are three pieces of information which need to be included in the request:
1) On or Off-Campus Users - Include in your e-mail information on whether the rates will be for off campus or on-campus (including grant) users.  
2) Account Number – Rates are maintained by 21 account numbers.  If a grant account will use the rate to charge a federal grant, CGA will be able to find the approved rate based on the 21 account number.  This allows units to maintain one set of rates for use on several grants without having to update each grant account rate.
3) Contact person – The rate approval will be sent to anyone included on the original e-mail request.  If faculty or other individuals should be contacted with questions related to the development of the rate, please include them in the initial e-mail.


Q:  How do I develop my billing rate?

A:  See Guidelines for Development and Documentation of Service Billing Rates at http://ctlr.msu.edu/COFA/RevolvingAccounts.aspx for guidelines on the development and documentation of billing rates.

It is important to provide as much detail on how you calculated each line item on the rate.  For example, you cannot charge a flat “overhead” charge on a federal grant, but if you can itemize and quantify the University costs which are being passed on to a grant, it may be allowable.  Likewise, if you include a Labor component, provide detail including the average wage for each position/role and the average amount of time that role spends on the test/service/item.


Q:  How do I request approval?

A:  Send the rates and support to Becca Fedewa in the Office of Financial and Cost Analysis, fedewar@cltr.msu.edu (e-mail is preferred).  Generally, on-campus rates are assumed to have the potential to be used for grants, so Becca will route them through CGA for review as well, and someone from CGA may contact you with questions.  If the rates will definitely not be used for grants, please specify to shorten the routing.  


Q:  How will I know whether or not the rates have been approved?

A:   An approval letter will be sent from Becca Fedewa in Financial and Cost Analysis and will include verbiage on the approved uses for the rate (i.e. off-campus, on-campus, federal grants).


Q:  How often do I have to have rates approved?

A:   Rates must be approved any time they change, and bi-annually at a minimum.


Q:  How long does approval take?

A:  After all the necessary information and detail is provided, approval generally takes about 1 to 2 weeks.


Q:  When can I start charging the rate?

A:  Upon receiving the approval letter, rates are ready to be used.


Q:  How will this process change after EBSP Go Live?

A:  The approval process will remain essentially the same.  The biggest difference is that we won’t have “21-accounts” anymore.  CGA accounts will still be able to be identified by the subfund on an account. Subfunds starting with “R” are CGA accounts.  “21-accounts” will be replaced with new account numbers, but keep in mind that the new account numbers can be queried using the legacy account number.


Q:  What is an example of an Equipment Use Fee and when can I include it in my rate?

A:  The Equipment Use Fee includes Depreciation (if equipment costing $5,000 or more was purchased using non-federal and non-general fund monies  ~ equipment purchased with federal funds or general fund money cannot be depreciated in your rate) or any direct cost of operating equipment.  Detail of what is included in the fee must be provided to Financial Analysis prior to approval.  The depreciation is calculated by taking the cost of the equipment divided by the number of units/hours to determine a per use/hour/unit depreciation rate.


Q:  Can’t I just provide comparable rates charged by other Universities or Industries to justify my rate?

A:  No.  Rates for on-campus (grants and campus units) are purely for cost recovery and so the costs being recovered in the rate must be presented as the support/calculation of the rate.  For off-campus rates, the costs and applicable profit may be included, but the rate should be developed by compiling the costs and presenting a reasonable profit.  This ensures that the activity is not “losing money” by charging rates comparable to other Universities or Industries.

In addition to this information, it is desirable to present the rates charged by others as additional justification as to the reasonableness of your rate, and to illustrate that MSU is not undercutting others.


Q:  What is the turnaround time on approval?  What if I need it approved urgently?

A:  Turnaround time (after all information is received) is generally less than 1-2 weeks.  If you have an urgent request or need to perform a service/test immediately, call Becca Fedewa at 355-5029 x 193 and these situations will be handled on a case by case basis.  Every effort will be made to ensure that the testing/service is not prevented due to timing of the administrative function of developing and approving the rate.

