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Business Day
April 24th 2018

SERVICE 
CENTERS AND 
UNIVERSITY 
FEES
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• Determining Fee Type

• New Policies / Policy Updates

• Development and Approval Process

• New Forms for Rate/Fee Calculations

• Master Price List

• Contacts and Questions

Overview
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DETERMINING FEE 
TYPE
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• Regardless of funding source, ANY service provided or good sold on campus must have an 
approved fee on file.

• If units identify any source of revenue that does not currently have an approved rate on file, they need to 
reach out to Financial Management for assistance.

• SUNY’s Fees, Rentals, and Other Charges Policy states: 

In the event that a fee is imposed upon students without following the guidelines set forth within this policy, funds collected 

shall be refunded to the payee in full upon request made to the campus involved or by directive from System Administration. 

Requests for refunds must be made within three years of the collection of the fee.

• Making sure all rates are current and approved is imperative for a Centralized Accounts Receivable 
Function

Do I Need A Fee?

http://www.suny.edu/sunypp/sort.cfm?doc_typ_id=1,2,5,10&alpha=F&clear=y
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• Service Centers
Provide a specific technical or administrative service that support the internal operating activities of 
the university. Examples include:
• Lab Analysis
• Print and Mail Services
• Instrumentation Shops
• Animal Care Facilities

• University Fee
Have different levels of authority and fee types:
• Tuition and Broad-based
• Mandated fees; deposits, graduate application, late fees, etc.
• Campus-specific; Course lab fees, credit-bearing academic course, International student fees, etc.
• Campus-authorized; Residence hall, board plans, parking, career services, etc.

• Educational Development – Coming Soon

• Department Events – Coming Soon (Currently follow the University Fee Process)
• Workshops
• Conferences
• Orientations

What Type of Fee Do I Need?
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NEW POLICIES/ 
POLICY UPDATES



‘-

7

Status of New Policies/Policy Updates

• Financial Management of Service Centers Policy: Policy Library 

• Financial Management of University Fees Policy: Legal Review 

• Financial Management of Educational Development Policy: Coming Soon…

• Financial Management of Department Events Policy: Coming Soon…
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Financial Management of 
Service Centers Policy

HIGHLIGHTS

• Equipment Depreciation/ Equipment Expense
• $1 - $999:  Expense the total cost in the year purchased
• $1,000-$4,999: Expense the cost over a three year period
• >$5,000: Depreciated over useful life

• For centers who sell from inventory:
• A physical inventory should be completed at least annually and reconciled to the 

inventory records by completing an inventory settlement. 

• Service centers receiving payments should ensure that the appropriate segregation of duties is 
maintained to safeguard the funds and the university’s reputation as required by the Safeguarding 
Cash and Cash Equivalents Policy

• List of acceptable payment types
• Internal User –IDI, eReq, Revenue Transfer, Campus Cash, ePay
• External User – Wire Transfer/ACH, Electronic Payment (ePay, UBF Checkout), Paper 

Check, Credit Card (requires prior approval).

See 
Presentation 
Notes for Full 
Policy

http://www.buffalo.edu/administrative-services/policy1/ub-policy-lib/safeguarding-cash1.html
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Financial Management of 
University Fees Policy

HIGHLIGHTS

• Allowable Costs
• Administrative staff salaries, wages and fringe benefits
• Materials and supplies specific to the course that result in a tangible product 

retained by the student in a credit course, where a special service is provided 
or that entail extraordinary costs

• Equipment expense, depreciation and maintenance
• Food and lodging directly related to students

• Unallowable Costs
• Faculty travel, lodging, food, and beverages
• Consumables used for multiple courses
• Equipment and maintenance for multiple instructional purposes, unless the 

cost is identified as a percentage for each course
• Materials and supplies expected to be covered in regular instructional budget
• Goods or services for personal use by employees

See 
Presentation 
Notes for Full 
Policy



‘-

10

Financial Management of 
University Fees Policy

HIGHLIGHTS

• University fee rates must be developed so that revenues offset costs over a defined time 
period. A surplus is not allowed for fees charged to students. Fee rates charged to external 
users may include a markup.

• Campus specific fees, charges, or deposits are to be administered through an Income 
Fund Reimbursable (IFR) account, State University Tuition Reimbursable (SUTRA) 
account or under particular circumstances and with prior approval from Financial 
Management with a University affiliate. 

• List of acceptable payment types
• Internal User – Student billing, Campus Cash, IDI’s, ePay, eReq, Revenue 

Transfer 
• External User – Wire Transfer/ACH, Electronic Payment (ePay, UBF 

Checkout), Paper Check, Credit Card (requires prior approval).
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DEVELOPMENT AND 
APPROVAL PROCESS
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• Development Process
1. Reach out to Financial Management to complete initial questionnaire
2. Financial Management in collaboration with the department completes calculations and provides 

worksheets for review
3. Work with managers to finalize rate calculations
4. Once calculations are agreed upon (Managers, Financial Management) the approval process can begin

• Approval Routing Process
1. Financial Management 
2. Departmental  (Manager, Department Chair, Unit Business Officer)
3. University Controller
4. Provost Designee
5. SUNY (If applicable)

Development and Approval Process
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NEW FORMS FOR 
RATE/FEE 
CALCULATIONS
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Service Center 
Questionnaire

New Service Center Rates/ 
University Fees Calculations

Financial Management has developed new standardized 
questionnaires for service centers and university fees
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A. Summary By Component 
Pro Forma

B. Price List (Next Slide)
C. Detailed Calculation (Slide X) 

New Service Center 
Rate Calculation
These standardized calculations will 
provide service center leadership with 
a true cost breakdown for the services, 
including subsidies, so that the service 
centers remain sustainable

A
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New Service Center Rate Calculation

B
A. Summary By Component 

Pro Forma (Previous Slide)
B. Price List
C. Detailed Calculation (Next Slide) 
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New Service Center Rate 
Calculation

C

A. Summary By Component 
Pro Forma (Slide X)

B. Price List (Previous Slide)
C. Detailed Calculation 
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Service Centers Selling from Inventory

A

A. Detailed Calculation
B. Inventory Settlement (Next Slide) 
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Service Centers Selling from Inventory
B

A. Detailed Calculation (Previous Slide)
B. Inventory Settlement



‘-

20

New University Fee 
Calculation form

A

B C D

A: University Fee form
B: SUNY form
C: Detailed Calculation
D: Summary by Component & Pro Forma
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University Fee - Cover
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University Fee – SUNY Form
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University Fee – Student e-Bill Form
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MASTER PRICE LIST
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Master Price List
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Can be found at:

• List of Approved Fees webpage

• SIRI (Fees tab – will replace at later date)

Master Price List

https://www.buffalo.edu/content/www/administrative-services/managing-money/state-funds/state-pw/fee-listing-pw.html
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COST ACCOUNTING 
TEAM
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Valerie Dennis
Financial Management
Phone: 716-645-2604
Email: vlb5@buffalo.edu

Ashley Butcher
Financial Management
Phone: 716-645-1521
Email: ambutche@buffalo.edu

Carrie Hutchins
Financial Management
Phone: 716-645-2640
Email: chutchin@buffalo.edu

Ian Frost
Financial Management
Phone: 716-645-0232
Email: ianfrost@buffalo.edu

We’re here to help!

Jennifer Pesany
Assistant Vice President, Financial Management
Phone: 716-645-2646
Email: jpesany@buffalo.edu

E-Mail Contact

Service Center

ubs-servicecenters@buffalo.edu

University Fees

ubs-universityfees@buffalo.edu

mailto:vlb5@buffalo.edu
mailto:ambutche@buffalo.edu
mailto:chutchin@buffalo.edu
mailto:ianfrost@buffalo.edu
mailto:jpesany@buffalo.edu
mailto:ubs-servicecenters@buffalo.edu
mailto:ubs-universityfees@buffalo.edu
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QUESTIONS?
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