SCHEDULES 3 & 3VP

NEW EXPENSE REQUESTSPRIVATE 

INSTRUCTIONS
Schedule 3 (Deans and Administrative Department Directors):


Deans and administrative department directors should complete Schedule 3 for their school or department.  They should sign Schedule 3 at the top and review these with their Vice President.
DO NOT ENTER EXPENSES RELATED TO NEW PROGRAMS ON SCHEDULE 3.  USE SCHEDULE 5.

Enter the New Budget Fiscal Year at the top of the schedule.

Column 1:
Enter school or department name on line provided at the top left of the schedule. 

Column 2:
Enter the School or Department’s priority number for the request.  The request of highest priority would be #1 and listed first with the remainder of the requests in descending order of importance.

Column 3:
Enter one of the following "request types":



a.
Sustaining - Expense increase necessary to maintain an existing activity at the current level of service.  This excludes standard salary and non-salary increases.



b.
Legal & Contractual - Expense required by law or contractual obligation.



c.
Expansion & Development - Expense increase due to expansion of existing operations or the addition of new operations.

Column 3a:
Link to University Strategic Plan by entering the Plan Issue & Goal reference number that relates to the expense request.  It is assumed that most operating expense requests relate to the University Strategic Plan.
Column 4:
Enter brief description of expense request.

Column 5:
Enter estimated dollar amount for each expense request.
Column 6:
Enter the duration of the expense request:  Enter “1 YR” for requests of one year in duration or enter “Multi YR” for requests that extend beyond one year.

Attach written justification and explanation for each request.  This should include a breakout of the type and amount of costs by category: salary, benefits, non-salary, capital, or transfers.

SIGN SCHEDULE 3 at the top and submit it along with written justifications to the Vice President.

Schedule 3VP (Vice Presidents):

1.
Vice Presidents should review the Schedule 3's with their Deans and Directors.  The Vice President should then decide on which requests to include, and should consolidate them into one prioritized list for the entire Vice President's area on Schedule 3VP.  DO NOT simply hand in the request lists submitted by each school and administrative department.  The Budget Committee will see only the consolidated, prioritized Vice President area list with written justifications and explanations.  The Budget Committee should not see every request submitted by the schools and departments.

2.
Refer to sample of Schedule 3VP which gives examples. It shows Vice President Schedule 3VP but will be useful to schools and departments as well.

3.
Vice Presidents should sign Schedule 3VP at the top and send it to the Budget Office along with written justifications and explanations for each request attached on a separate page.

Shared/webpage/sep03update/sch3&3VP instructions.doc                                                                               Revised: 09/03
