Creighton University

2010/11 Capital Budget Process Steps & Schedule 
NOTE:  The regular Capital Budget process has been temporarily revised once again for the 2010/11 fiscal year according to the Budget Committee’s wishes. 

	Activity 
	Person
Responsible
	Expected 
Completion
Date

	1
	Review current “Status of Capital Projects Currently in Progress or In Planning Stage”.  Discuss priorities and determine if changes are necessary.    
	Budget Committee
	September 9

	2
	Distribute to each Vice President their “Summary of VP Area Prioritized Capital Requests” (Schedule H1) that was submitted for the prior year’s capital budget process. (Projects approved in last year’s process will be highlighted.) 
	Budget Director
	Week of September 21

	3
	Confer with Deans and Directors and review prior year’s “Summary of VP Area Prioritized Capital Requests” (Schedule H1) and revise as follows:

a. Eliminate any capital project from the summary not to be resubmitted for 2010/11 and beyond.

b. Resubmitted projects with significant changes. Revise project information on the Schedule H1 summary for any project to be resubmitted for 2010/11 and beyond, IF significant changes have occurred. (e.g., cost, scope, funding source, borrowing requirements, impact on the operating budget, etc.)  Move project dollars to appropriate year.
No detailed Capital Expenditure Request and Justification Form (Schedule H) is required for this change. 

c. Re-Submitted Projects with Immaterial Changes. Do not change the Schedule H1 summary for these projects (Adjustments can be made when the project is approved and initiated.) 

d. New Projects – Submitted for the first time and meeting Budget Committee criteria (See Budget Office cover memo). 

· Add any new projects to the VP’s area summary (Schedule H1) 

· Complete a Capital Expenditure Request and Justification Form (Schedule H) for each project newly added to the H1 summary.
· Complete an amortization schedule for any newly added project that requires borrowing. 
· All instructions are contained on the Schedule H.
	Vice Presidents


	September 21 to December 1



	4

	· Submit to Budget Office: 

· Revised Summary of VP area Prioritized Capital Requests (Schedule H1)
· Capital Expenditure Request and Justification Form (Schedule H) for each new project added to the VP Area Summary (Schedule H1)
· Related amortization schedules
	Vice Presidents
	December 4

	Activity 
	Person
Responsible
	Expected 
Completion
Date

	5
	Review revised summaries of VP area Prioritized Capital Requests (Schedule H1) and Capital Expenditure Request and Justification Form (Schedule H). 


	Budget Director
	January 4

	6
	Distribute VPs (Schedule H1) Summaries to the Budget Committee 
	Budget Director 
	Week of January 4

	7
	Budget Committee meets, as necessary, to:

a. Review 2008/2009 approved capital project list and determine if a change in status or priority is needed.

b. Review new requests.

c. Divide requests into “mission critical” and “nice to have.”

d. Prioritize capital request after considering University strategic operating objectives. 

e. Review University debt capacity based on analysis by Associate VP for Finance.

f. Scan “future year” requests to determine critical items in years 2-5 (may affect current year decisions).
g. Select capital projects for approval and match to funding sources and available debt capacity.

h. Arrive at a preliminary capital budget and funding plan. 

i. Review related incremental operating expenses and debt amortization from the selected capital requests. Ensure that they have been included in the operating budget.
	Budget Committee
	January 11 through February 8

	8

	Summarize approved capital projects by department and prepare final draft of the 2010/11 capital budget.
	Budget Director
	February 26

	9
	Ensure that the final draft of the capital budget links properly to the operating budget (operating expenses and debt amortization).
	Budget Director
	February 26

	10
	Present any appropriate capital highlights or information to the Board of Directors (if appropriate). 
	VP Admin/ Finance 
	March 1

	11
	Prepare President’s budget presentation notes to Board.  Review these with VP for Administration and Finance and change as necessary.
	Budget Director
	May 10 to June 4

	12
	Present capital budget to the Board of Directors.
	VP Admin/
Finance
	June 7

	
	NOTE: 

University procedures relating to “Project Endorsement Forms” and spending approvals are still in effect and are required to initiate a capital project, even though it is included in the final capital budget.  
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