
Is it a S&S Activity?

• Then it should be deposited 
as a gift.

If no contractual 
requirements and is 

irrevocable:

• Then it should be deposited as 
a private contract or grant.

The product or service 
customized:

• Then it should be deposited as
sales and services income.

The product or service 
standardized:



Begin process to set up 
Sales and Service 

Activity

Complete and submit the followings to 
costaccounting@uci.edu:

- Sales & Services Income Activity Information Worksheet
- Sales & Services Rate Calculation Worksheet

A&FS Cost Accounting will review and sign off on the Activity 
Information Worksheet.

Proposed Sales and 
Service Activity and 

Rate approved by A&FS 
Cost Accounting?

A&FS Cost Accounting sends an approved 
form in PDF to the units. They will also reach 
out to General Accounting for KFS account 

setup.

Complete a draft Sales and Services Agreement and submit with your 
approved Activity Information Worksheet to contracts@uci.edu. The 

agreement form can be found here:
https://procurement.uci.edu/_files/documents/contracts/forms/sales-

and-service-agreement.docx 
Procurement will negotiate terms, assign a unique agreement 

number, and circulate the agreement for signatures via DocuSign.

Ready to begin Sales 
and Service Activity

Sales and 
Service 

Agreement 
approved 

YES

NOThe activity doesn’t meet the 
Sales & Service criteria

Define customers and project volume. Identify 
direct costs associated with the furnishing of 

goods and services by the unit.
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