Request for Recharge or Auxiliary Organization
In addition to completing the New Organization Request Form, (https://www.cmu.edu/finance/forms/oracle/files/Organization_Request.pdf) the following information must be provided for each recharge operation or auxiliary operation that you wish to establish within your organization.  
1.
Recharge/Auxiliary Name:

2.
Description of product(s) or service(s) provided:

3.
Description of potential users, including external users:

(if any users are Federal government list agency)

4.
Name/Title of Service Center Manager:

Email/phone number:

5.
Name/Title of Financially Responsible person (if other than service center manager, e.g. Business Manager):

Email/phone number:

6.
Budget information:

· Total budgeted expense (projections) by object code

· Expected allocation base

· Projected rate(s) to be used

· Justification for rates used describing the service center cost components (expenses such as personnel, benefits, supplies, etc.) and the allocation base used (common bases are usage or activity level and consumption.  
See service center policy (http://www.cmu.edu/policies/documents/ServiceCenter.html) for complete definitions.  
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