SCHEDULE 2

ESTIMATE OF VARIOUS REVENUE ITEMS

INSTRUCTIONS


SCHEDULE 2 MUST BE COMPLETED BY EVERY SCHOOL AND ADMINISTRATIVE DEPARTMENT WHICH HAS REVENUE IN THE CURRENT YEAR 
(It is assumed that this type of revenue will be realized in the new budget year as well.)


This schedule EXCLUDES:

· Tuition revenue provided on Schedule 1.

· Gift income (will be provided by Development).

· Endowment Income (will be provided by Associate Vice President for Finance).

· New Programs (use Schedule 5).
Enter the New Budget Fiscal Year at the top of the schedule.

Enter the school or administrative department name at the top of the schedule.

For each line of “Revenue Type” in Column 1 for which you have revenue:

Column 2:
Enter a brief description identifying the revenue source (e.g. for Auxiliary Income in Column 1, 

“5710-Ticket Sales” in Column 2)  (See Schedule 2 Sample for other examples).



Include the account number in the description. 

Note that more than one line is provided for “Other Fees, Auxiliary Income,” or “Other Revenue” since you may have more than one revenue source for these revenue types. (Use additional sheets if needed.)

Column 3:
Enter Prior Year Actual revenue for each item listed. (Should tie to Banner.)

Column 4:
Enter Current Year Original Budget revenue for each item listed. (Should tie to Banner.)

Column 5:
Enter the latest current estimate of Current Year year-end revenue for each item listed.

Column 6:
Enter estimated revenue for the new Budget Year for each item.

Column 7:
Enter the change (increase or decrease) between the new Budget Year (Col. 6) and the Current Year Original Budget (Col. 4).

Column 8:
Enter incremental expenses in the new Budget Year essential to realizing the additional revenue.  Provide explanation of expenses involved. (Break out by salary, benefits, non-salary, and capital in Col. 9.)


NOTE:  Incremental expense increases which comprise all or a substantial portion of the incremental revenue must be fully explained and justified.


NOTE:  DO NOT INCLUDE new expenses which are not related to the production of the incremental revenue shown on Cols. 6 & 7.  These expenses must be considered new expense requests and should be included with New Expense Requests (Schedules 3 & 3VP).  They should NOT be included on the Revenue Summary (Sched. 2)


Column 9:            a. 
Use the space provided on the schedule or attach a separate page. For each revenue item, enter a brief explanation of changes (up or down) between the new Budget Year and the new Current Year budget and Current Year current estimate.

b. Significant differences from prior year actual, current budget and current estimate should be explained.

c. If there is no change in the new Budget Year revenue, it should be explained. 

d. Explain additional expenses essential to achieve additional revenue. (Break out by salary, benefits, non-salary and capital.)
e. Clearly identify any rate increases/inflation assumptions used.

Approve and Sign:             a.
Deans or administrative department heads should sign the schedule at the top of the form and review with their Vice President.

b. Vice Presidents should review and sign the schedule at the top of the form and send to the Budget Office along with the other required budget information.
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