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Guidelines for Unfunded Student/Class Use of Service Center Equipment


Federal regulations specify that all users of equipment in service centers must pay the federal rate for its use. The Institution has set aside limited funds to cover student project use.   

 The following are principles that WPI has put in place to guide such use.

· Faculty must use grant funds when equipment use benefits a grant-funded project.
· Faculty must use their professional development funds if the equipment use is unrelated to a student project.
· Departments are required to utilize their MQP funds towards the usage fee.

For use of a facility, the following process is to be followed: 

1. The student team/requester and/or their advisor schedules time to meet with the Service Center Director 1) to ensure the Center can accommodate the team’s needs and 2) to provide an estimated cost for the project. 
2. Once it is determined that the Service Center can accommodate the request, the student team/requester completes the “Application for WPI-Funded Student Projects within Service Centers”. The form is available on-line and can be digitally signed.
· Please note that the form requires verification that the project is not performed as part of a grant. This needs to be certified by the faculty advisor or department head.
3. An electronic signature will be required from the faculty advisor.
4. A quotation for services provided by the Facility for work requested should accompany the form.  
5. Completed forms are to be routed to Susanna Perkins in the VPRI Office (sperkins@wpi.edu).   
6. Applications will be reviewed monthly. Approval will be shared following the Review Meeting. 
7. A funding source will be provided upon approval for invoicing purposes.    
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