[image: image1.png]Fermi National Accelerator Laboratory / Kirk Road and Pine Street / P.O. Box 500 / Batavia, IL 60510 / 630.840.3000 / www.fnal.gov / fermilab@fnal.gov
IZ67, Office of Science / U.S. Department of Energy / Managed by Fermi Research Alliance, LLC



We are requesting institutions to provide the following with respect to requests for new projects/tasks, as well as renewals of existing projects/tasks.

Generally, in order to establish an account (project/task number), we need your institution to write a purchase order to Fermilab. The purchase order must include:

· Experiment name and/or number;
· Spending limitation in US Dollars (USD);
· Time period for which the order is valid;
· Description of materials and services covered;
· Names and ID #s of authorized account users, along with level of signature authority: 
(1) $500; (2) $2,500; or (3) Unlimited;
· The billing address where the monthly invoice should be sent, and the contact person for the invoice payments.
If your institution is not in the U.S., and cannot issue a purchase order, a letter on the institution's letterhead signed by an authorized institute official may substitute. The letter should express the institution's promise to pay for goods and services requested by the institution and billed by Fermilab.

We also require a copy of the Memorandum of Understanding (MOU) between your institution and Fermilab.

The purchase order or letterhead, and any accompanying information should be directed to:

Michael F. Rhoades
Chief Accounting Officer

Fermi National Accelerator Laboratory

P.O. Box 500    Mail Station 112

Batavia, Illinois    60510

Fax    630-840-2528

Once we receive the purchase order/letter and MOU, we will open a project/task number for the institution's use to procure goods and services from the Laboratory (travel, housing, stockroom withdrawals, purchase requisitions, etc.). Additional information can be found in Chapter 9 (Working with Support Sections and the Technical Division) and Chapter 10 (Planning for an Experiment or Test at Fermilab) of the Procedures for Researchers (PFX) document located on the Lab's website at http://www.fnal.gov/directorate/PFX/PFX.pdf. Please be aware that the Laboratory charges for providing these services. An indirect charge will be added to each invoice unless the MOU in place provides that Fermilab will absorb the indirect charges.

Our payment terms require payment within 30 days from the invoice date in USD. In some circumstances, we may require prepayment of your account, or you may prefer to prepay. If so, please contact the Grants & Contracts Office to obtain the necessary instructions for wiring funds in USD to the Laboratory. 
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Mary Jo E. Lyke, Manager


Accounting Dept. - Grants and Contracts


P.O. Box 500, MS-112


Batavia, IL  60510





630.840.8976 (phone)


630.840.2528 (fax)














