SCHEDULE 5

NEW PROGRAM REQUEST – REVENUE AND EXPENSE

INSTRUCTIONS
This form must be completed for all NEW PROGRAM requests with expenditures beginning in the Budget Year or for any major budget changes made to existing programs. Complete a separate schedule for each program request.

Completion Instructions:
1.      Enter New Budget Fiscal Year at the top of the schedule.

2.      School or Administrative Department – Enter name of School or Department.

3.       Program Name – Enter name of the new program or change in existing program.

4. Program Overview and Assumptions – Include the following information in the space provided or attach separate pages. 

· A general description of the program (objectives, structure, etc.)

· Justification for new or expanded program in relation to University strategic goals and to the current internal and external environment.

· Description of assumptions used.

· Estimated break-even point.

· Exit strategy in the event the proposed program fails to meet established targets.

5.         Revenue – Enter the program’s estimated revenue for three years. 

Tuition & FTEs – If applicable, calculate the estimated tuition dollars by multiplying the school’s assumed tuition rate by the estimated annual average number of student FTE associated with the new program and enter on the tuition revenue line. 

Enter the estimated fall, spring, summer, and the average annual student FTE in the space provided at the bottom of the schedule.  Explain the basis for the FTE calculations in the box provided or add a separate page. 

If the program FTE is not based on normal academic hour calculations be sure to provide a complete and concise explanation of how the FTE was determined.  It is particularly critical for “non-standard” (Individually Defined) programs.  This explanation should include (1) structure of the program (sessions, cohorts, modules, academic semesters), (2) how FTE is calculated, and (3) how tuition revenue should be calculated.  Add a separate sheet if needed.
DO NOT INCLUDE FTEs ON SCHEDULE 1 ASSOCIATED WITH NEW PROGRAM REQUESTS SUBMITTED ON SCHEDULE  5.

Other Revenue--Include tuition discount and any other revenue that may be associated with the program except University Fees.  
University Fee--University Fee should be entered on the line provided below the “Net Revenue/Expense” line.  University Fee revenue collected by a program is not offset by expense in that program.  The expense associated with University Fee revenue is normally allocated to other University functions and is budgeted and spent in those departments.  Therefore,  University Fee revenue is not available to cover program expenses and does not add to the bottom line.

6          Expense  (Permanent) – Enter the program’s estimated permanent expenses. These are expenses

            required to sustain the program on a continuing basis. Include a brief description of the expenses

            in the program overview. Examples are salaries and benefits, rent, office supplies, travel, etc.

Tuition-Driven Contract Expense – Some programs have an on-going contract commitment that is based on a percentage of the tuition.  If that is the case for the program; enter that portion of the non-salary expense on this line and explain it in the Program Overview and Assumptions block.

7. Expense (Temporary Start-Up Cost) – Enter the program’s estimated start-up costs. These are expenses that are required to begin the program and that are expected to be funded temporarily during the start-up phase (usually 1-2 years). Include a brief description of the expenses in the program overview. Examples are equipment purchases, office renovations, etc.

8.
 Approval – Dean and/or Department Head and the Vice President must sign form.

sch5 instructions.doc                                                                                                                                Revised: 08/09


