Exhibit K




FABRICATION PROJECT/TASK/AWARD SETUP PROCEDURES
Department has to request a FAB number from Property Management Office (PMO) prior to submitting the PTA form for fabrication project.

When a fabrication project is requested, it can be either one of the following scenarios:

1. If a fabrication project is requested at the same time with a sponsored project, department needs to submit two (2) PTA forms: one PTA form for sponsored project and the other for fabrication project.

2. If a fabrication project is related to an existing sponsored project, department only needs to submit one (1) PTA form for fabrication project.

FABRICATION PROJECT SETUP:
Choose template SP_T_FABRICATION for fabrication project. 

Project Name: It is recommended that departments include the sponsored project number and also begins the project name with “FAB”.  e.g:  Fab:U ILLINOIS 03-226 1058390

See PTA Setup Procedures for completing the rest of setting up Project.

FABRICATION TASKS SETUP:

Task Details:

· Create a new task on fabrication project.

· Task number is FAB number provided by PMO, i.e.: FAB # 4001 = Task 4001
· Service Type: same as Sponsored Project Task
· “Capitalizable” box must be checked in order for expenditures to be billed and to be capitalized at completion.

· “Allow Charges” box must be checked as well.

· See PTA Setup Procedures for completing the rest of Task setup.

Unit Acquisition Cost Task: (ONLY REQUIRED IF IT IS A FEDERAL CONTRACT)

There will be two (2) tasks set up for one FAB number: one for fabrication task under fabrication project and one for “Unit acquisition cost” * under sponsored research project.

· Create a new task under the related sponsored project.  Task number should be the same fabrication task number but it is set up under the Research Project. 

· The unit acquisition cost task is set up to capture costs that are required to bring the fabrication to completion. (See note below for definition and types of costs)

· See PTA Setup Procedures for completing the rest of Task setup
AWARD SETUP

Installment and Award Budget
· See PTA Setup Procedures for award setup.

· Under “Personnel” tab: add Max Canio and Richard Olsen and choose from the List of Value award role “To Be Assigned”. PMO will receive a workflow notification once the PTA is completely set up. 

If scenario #1: Fabrication project set up at the same time with Research Sponsored project

Enter the installment amount. Fund the sponsored project and fabrication project (2 lines of project funding, funding at project level)

Go to Award Budget. Enter sponsored project number. Budget research task. Submit and baseline. 

Go to Award Budget. Enter fabrication project number.  Budget fabrication task. Submit and baseline. 

If scenario #2: Fabrication project set up after the Research Sponsored project opened
Step1:  Reduce amount in research task

Go to Award Budget and enter the sponsored project number. Find Drafts. Enter information in the Draft Budget Version Name and Description. Click Details button. Click the research task where fund is being taken out.  Reduce the research task budget amount.  Save. Close Budget Lines screen. Close Task Budgets screen. Submit. Baseline. 

Step 2: Reduce funding from research project and increase funding in fabrication project.

Go to Project Funding in the Installment tab. Reduce the project funding amount by writing over the existing amount.  Create a new fabrication project funding line and enter the amount.  SAVE. For example:


Before project funding reduction:  



Sponsored Research Project 1234567

$100,000


Funding the fabrication project and reduce the research project by the same amount:



Sponsored Research Project 1234567

$80,000 (write over $100,000)



Fabrication Research Project 1345857

$20,000 (new funding line)

Close the Fund Projects screen.

Step 3: Fund fabrication task

Go to Award Budget and enter the fabrication project number. Find Drafts. Enter information in the Draft Budget Version Name and Description. Click Details button. Click the fabrication task. Enter a budget for fabrication task. Save. Closet Budget Lines screen. Close Task Budgets screen. Submit. Baseline.

NOTE:  Expenses in the fabrication task will not be billed if there is not sufficient funding amount allocated to the fabrication task, even though the award is not yet overspent.  Additional funding needs to be allocated from Research project/task to Fabrication project/task to allow billing generated on the overspent amount in fabrication task. 

Research Accountant/Associate needs to inform department administrator to request additional funding allocated to fabrication task.

NOTE: (Refer to FAR clause for a complete list of unit acquisition cost. Below are common costs)

*1745.7101-3 Unit acquisition cost:

The unit acquisition cost shall include all costs incurred to bring the property to a form and location suitable for its intended use. The following is representative of the types of costs that shall be included, when applicable:

1. Amounts paid to vendors or other contractors.

2. Transportation charges to the point of initial use.

3. Handling and storage charges.

4. Labor and other direct or indirect production costs.

5. Engineering, architectural, and other outside services for designs, plans, specifications, and surveys. 

Acquisition costs shall be developed using actual costs to the greatest extent possible, especially costs directly related to fabrication such as labor and materials.  Where estimates are used, there must be a documented basis. All acquisition costs shall be properly documented, supported and retained; supporting documentation shall be made available upon request. 
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