DILLER SHARED SERVICES DESCRIPTIONS:

Revision: 22 August 2010
Overview

Researchers working in the HDFCRB at Mission Bay agree to a centralized management and recharge system for a number of services widely used in wet labs.   We have combined the most generic lab support services into one recharge which includes:  Glasswash, Autoclaving, Biohazard waste pick up, Dry Ice, Flaked Ice, and Millipore. Other recharges for pieces of equipment that may be research-specific are billed individually through a registration process.  A short description of currently available services follows. 

PIs can sign up for these services through CoreAdmin.  If you are new to CoreAdmin, please email Donna Wong at WongD1@cc.ucsf.edu to get log in instructions.  PIs are requested to open accounts for usage of Shared Services within one month after moving to Diller.  

Combined wet lab services:  Glasswash/Autoclaving/Biohazard Waste Pick Up; Millipore/Dry Ice/Flaked Ice Service:

Glasswash

Fulltime employee (Lab Assistant II) stops by each wet lab to pick up dirty lab glassware from a designated area, wash it and return it to the lab same day.  This employee is responsible for ensuring items are returned to proper lab and may assist lab with labeling glassware.  

Autoclaving

Lab Assistant picks up items or prepared solutions to be autoclaved from each lab, autoclaves them, and returns to the lab same day.  Assistant will also autoclave glassware after washing.
BioHazard Waste Collection 

Lab Assistant picks up biohazard waste collection from the red collection bin or designated area in lab and transports to the central collection area for EHS to pick up.  Frequency will meet EHS regulations so these bags do not overflow in the lab.  

Purified Water

Two Milli-Q (Academic model) water systems are located in each wing of each floor.   The systems will receive preventive maintenance checks from Millipore including filter changes as recommended by the manufacturer.  The recharge covers the preventive maintenance, replacement filters, and any repairs needed.  

Dry Ice

Dry ice is available in one container in each wing of each floor, located outside of the cold room.  (Near Room #s 205, 226, 305, 326) 

The recharge covers the cost of dry ice delivery from Airgas once or twice weekly.

Flaked  Ice 

Flaked ice machines are located outside of each cold room in each wing of each floor. (Room #s 205, 226, 305, 326) 

The recharge covers the cost of maintenance and repair of the ice machines.   

Billing methodology for Combined Wet Lab Services:  Actual Costs/Assigned Kneeholes

Costs include:  

· One Full Time Lab Assistant employee – salary and benefits.  

· One telephone line and voice mail box in glasswash room so this employee can be reached by customers and can place service calls for equipment.

· Two glasswash machines – consumable supplies, maintenance

· Two autoclave machines – consumable supplies, maintenance

· Eight Millipore Academic Model purified water systems (two in each wing of each floor) maintenance and filters

· Four dry ice containers (one per wing) filled twice weekly by Airgas Dry Ice
· Four flaked ice machines (one per wing) maintenance

· Financial and administrative oversight and recharge management
CO2 Delivery System 

Centralized carbon dioxide delivery system pipes CO2 to each Tissue Culture room.  The recharge covers consumption of CO2 and is billed per incubator or station.  Faculty who do not use CO2 are not charged. 

Billing Methodology:  Actual Costs/Number of Units used by each PI

Costs Include:  

· CO2

· Maintenance of central distribution manifold

· Financial and administrative oversight and recharge management
Film Processor

There are two Kodak XO Mat 2000 Film Processors, one in shared dark room #244 and one in #346.  Labs can register any number of Authorized Users who have been trained on the use of this equipment.  Due to the short developing cycle, no reservations are anticipated for the equipment.  The recharge covers the cost of chemical developer and fixer, preventive maintenance, repair and disposal of chemical waste.  End users provide their own film.  Faculty who do not use this equipment are not charged.  This recharge is billed per authorized user.  

Billing Methodology:  Actual Costs/Number of Authorized Users

Costs Include:  

· Preventive Maintenance Contract & Repairs
· Chemical Fixer

· Chemical Developer

· Disposal of chemical waste
· Financial and administrative oversight and recharge management
Pricing/rate 

Recharge amount varies each month depending on the expenses paid on the general ledger for the particular charge period. The calculation formula is as followed.

(Total expenses spent on GL for month / Total recharge units)= Amount per unit

(PI’s assigned unit(s) x amount per unit)= PI’s total recharge amount 
Kneeholes

Kneeholes are assigned to each PI by the Chair of your Department, or by Dr. Frank McCormick, Cancer Center Director. The number of kneehole(s) varies amongst PIs. If the number of kneehole(s) has changed, the PI needs to notify the shared service manager to make any necessary adjustment.

FAQ 
- How can I open an account for the shared service(s)?

Please coordinate with the shared service manager first. Then PI enters the account request on CoreAdmin. Once the account is approved by both the shared service manager and Finance rep, the account is valid. If the information does not match with the agreed unit(s) or the funding information is invalid, the manager or Finance rep will follow up with the PI.
- Why is my recharge so expensive this month compared to last month?

Recharge amount varies each month depending on the expenses paid on the general ledger. If more orders and services are requested, the amount per unit will be higher which will increase your recharge amount. When the amount changes dramatically, it is usually due to payment for the yearly service maintenance agreements.

- What expenses are covered in the recharge?

Each recharge covers different expenditures on the agreement. Please refer to the recharge description to see what expenditures are covered. If you want to know what are paid for a particular period, please do a search on CoreAdmin under the “View Journal” page and refer to the attached general ledger that lists all the expenditures paid for the particular charge period (this feature will come in the near future).
- I am preparing my budget for next year, how much will I be recharged each year?

Total recharge amount varies each year but the amount doesn’t change dramatically. Costs can increase due to inflation and increase in services.  You can refer back to your last year recharge total to estimate future recharge amount.  Amount changes slightly unless the account’s kneeholes or services change dramatically. 
- Do I get a recharge statement monthly?

Recharge statements are not emailed or mailed to PI on a monthly basis.  PI can retrieve the information on CoreAdmin 24/7.  Simply process a search on “View Journal” for the data.  If you want to give access to your RSA and/or reconciler to view the information on CoreAdmin, please email your request to CoreAdmin at coreadmin@cc.ucsf.edu.

-  How can I change the FUND/DPA OR add a new FUND/DPA on my account?

Changing the FUND and DPA numbers for account requires closing currently existing FUND/DPA account and opening a new FUND/DPA account on CoreAdmin.  To close currently existing FUND/DPA account, please contact either Finance representative or Shared Service Manager and request to input an expired date for the usage end date for the account you would like to close.  Then PI can logon CoreAdmin and enter all required fields to open a new FUND/DPA account. 
Instructions on how to open a new FUND/DPA account on CoreAdmin:

1. Log on CoreAdmin at http://coreadmin.ucsf.edu/
2. Locate and click on “Funds for Shared Services” link from the top menu

3. Locate “To add an entirely new account with FUND and DPA, click Add”

4. Clicking the “Add” link will bring you to a pop up window which allows you to add a new account

5. Fill in appropriate information and click “Add” to submit the information

6. You should now see the entry that you just entered on your ‘Funds for Shared Services’ screen.

Once the new account is approved by the Shared Service Manager and Finance, future recharges will be billed to the appropriate FUND and DPA for the account. 
- Can I change the number of kneehole(s)?

Kneeholes are assigned to each PI by the Chair of your department or by Dr. Frank McCormick, Cancer Center Director.  If you feel that your assignment is incorrect, please contact the Shared Service Manager.  The number of kneeholes can be changed only under certain circumstances.  Update on kneehole number requires approval by the Shared Service Manager.
- How can I close the account?

Please communicate with the shared service manager to close the account if you no longer need the services due to relocation.  If you are not moving, and are still using the services, you are required to keep the account open and pay for your share of services.

