New Unrestricted Designated (UD) Fund Request Form
Please email the completed form to appsec@fas.harvard.edu






[bookmark: Text1][bookmark: Text2][bookmark: Text3]Requestor Name:  	     	Department:        		Phone: 	     
[bookmark: Text14]What Org should the fund be set up under?                                                                                                                                                          
[bookmark: Text13]What do you want the fund to be called?                                                         

[bookmark: Text8]Please provide a brief description on the purpose of the fund:                           
------------------------------------------------------------------------------------------------------------------
Where the Funding comes from?
[bookmark: Check19][bookmark: Check18]	|_| Harvard Owned Funds  	|_| Membership dues/Participation fees for Harvard-Run events  	(Ex: conference, workshop, seminar, symposium or exhibit)
-----------------------------------------------------------------------------------------------------------------------------
Harvard Owned Funds - income is booked as regular income 
A.  What is the source of the money that will be placed into this fund?  Common income sources:  
[bookmark: Check14][bookmark: Check15]|_| 	Transfer from Provost or President Support 	|_| Unrestricted/Subvention  Tub:     
|_| 	Transfer from another Harvard department	|_| Transfer from Department’s Sponsored Funds
[bookmark: Check16]|_| Royalty Income	|_| Miscellaneous receipts
|_| Billing for Services

[bookmark: Check17]|_| Harvard Run organizations/events: Membership dues, Participation fees

B. What will the fund be used for?
|_| Departmental general use account	|_| Faculty Research Account [Root for COA -      ]	
|_| Harvard Owned New Initiative or Program   |_| Other		
Fund Attributes----------------------------------------------------------------------------------------

Balance Forward (BF)
	Recommended:
[bookmark: Check8]	Department Fund	|_|  BO = Basic + Org    	(TUB – FUND - ORG)
[bookmark: Check12]	Faculty Fund	|_|  BOR = Basic + Org + Root	(TUB – FUND – ORG - ROOT)
[bookmark: Check9]	New Initiatives (Other)	|_|  BOA = Basic + Org, Activity  (TUB – FUND – ORG - ACT)
[bookmark: Check13]	New Initiatives (Other)	|_|  BOAR = Basic + Org, Activity, Root	(TUB – FUND – ORG – ACT - ROOT)
[bookmark: Check11]	New Initiatives (Other)	|_|  BOASR = Basic + Org, Activity, Sub, Root (TUB – FUND – ORG – ACT - SUB- ROOT)
Internal Interest Allocation (IIA)
Interest on Balances is posted annually. Please indicate the Org, Activity, Subactivity and Root value to which you would like to have interest income/ expense posted. Please provide the following:

[bookmark: Text15][bookmark: Text16][bookmark: Text17][bookmark: Text18]	Org:          Activity:             Subactivity:            Root (Required for Faculty Funds):       
-----------------------------------------------------------------------------------------------------------------------------
Add Account to PI Dashboard

Display Account:	Tub-Org:                        Act-Sub:	            OR  |_| Use Default Act-Sub: 600200-0000        
		Root:	     
Account Title:	|_|  Use Fund Title OR Title                     	
Nickname 	     
Accounting Info:   	Tub-Org:          Root:           Optional Activity:          Optional Subactivity:       
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Not owned by Harvard - Pass through accounts - income is booked as expense credits
			
[bookmark: Check20]|_| Non-Harvard Entities (ex: Foreign University, Research Institute, Bank, Association) 		
How to determine if this is a UD pass-through account:
                         
A. What is the source of the money that will be placed into this fund?
|_| 	Membership or participation dues for Non-Harvard associations
|_| 	Wire transfer/check from another University or Association
|_|    Other                          

B. What will the fund be used for? Common expense recovery sources:
|_| To reimburse research activities or travel costs of a Harvard faculty or researcher
|_| To reimburse salary and fringe of a Harvard faculty or researcher
	|_| To provide tuition/stipend support to a grad student
	|_| To provide research support to a visiting scholar, post-doc, fellow
	|_| To recover costs of a conference on behalf of an outside organization
	|_| Other                          
Accounting for Pass-through funds:
· Money coming in must be recognized as expense credits or deferred revenue
· The credit must be in the same Mega Object as the original expense incurred to ensure accurate financial reporting for the University.
· The fund should have a zero balance at the end of the year

Balance Forward (BF)
	Recommended:
	Department Fund	|_|  BO = Basic + Org    	(TUB – FUND - ORG)

Internal Interest Allocation (IIA)
Interest on Balances is posted annually. Please indicate the Org, Activity, Subactivity and Root value to which you would like to have interest income/ expense posted. Please provide the following:

	Org:          Activity:             Subactivity:            Root (Required for Faculty Funds):       



*Pass Through accounts 
Funds received are recorded as a credit to expense and not as revenue. The credit must be in the same Mega Object as the original expenses incurred to ensure accurate financial reporting for the University.  For salary recovery, use object code 6230 Recovery of Salaries+Wages.  Any funds received prior to expenses incurred are credited to object code 2606 Deferred Revenue.  As expenses are incurred, an entry must be posted to the GL to credit the appropriate object, and debit Deferred Revenue.

[bookmark: _Hlk115169170]         Comments:      
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