     BIF policies


Reservations 
Made through NUCore (nucore.northwestern.edu), reservations can be made up to 14 days in advance for the duration required, up to 4 hours. 
Prime and Non-Prime rates 
Prime usage is Monday to Friday from 8 am to 6 pm, during which time BIF staff is available for assistance. Non-prime usage is all other hours during the week and all weekends. Users must have approval of BIF staff to access the facility during non-prime hours and must request access to the facility. Rates are not adjusted for holidays. 
Early/late login logoff 
You are allowed to log in 5 minutes before your reservation is due to start, as long as no other user is on the instrument. Additionally, you may extend your reservation as long as needed, if it does not conflict with other users’ reservations. You will be charged for the actual minutes used, based on log in and log out times, or a minimum charge equivalent to 20 minutes of instrument time. 
Unused reservation 
If you do not log in within 30 minutes of your reserved start time, your reservation will be automatically cancelled, and you will be charged a reservation fee equivalent to one hour of instrument usage. 
Cancelled reservation 
You must cancel your reservation within 24 hours of your scheduled start time, or you will be charged a reservation fee equivalent to one hour of usage. If there are extenuating circumstances causing you to cancel your reservation within 24 hours, you may contact BIF staff to request a refund. 
Forgetting to logout 
NUCore will continue to charge you until you are logged out, even if another user logs in to the instrument. If you fail to logout, please report to facility staff as soon as possible, so that we may adjust the reservation. 
Technical assistance and training fee 
Assistance on instruments that are malfunctioning will not be charged a fee, however, extended assistance (over ~10 mins) or assistance with routine usage to a previously trained user, will be charged in 15 minute increments based on rates in table. 
Report of equipment problem 
Please report all issues with instruments to facility staff immediately, either in person or by email. You will not be charged if the instrument is malfunctioning or out of service during your scheduled reservation. Facility staff will assist with cancelling reservations or adjusting reservation times in this event. If you feel your reservation should be adjusted, facility staff will verify that the instrument is malfunctioning (and that it is not due to user error) and adjust reservations accordingly. 
Disputing charges and billing schedule 
Reservation charges are posted to NUCore immediately following the end of the reservation. Charges will be submitted for payment monthly and within 90 days of the date of service, per university rule. Users will receive an email detailing charges and will have the opportunity to dispute charges that they feel are improper or require an adjustment. Facility staff will review all disputed charges and discuss with account owner and user as appropriate.
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