SCHEDULE 5b

EXISTING PROGRAM EXPANSION – REVENUE AND EXPENSE

INSTRUCTIONS
This form will be completed for existing individually defined programs approved by the Budget Committee in recent years but not yet at a mature level of activity.  The purpose of the form is to provide the Budget Committee an updated estimate of revenue and expense as the program matures beyond the initial approval year.  The Budget Office will contact the schools/departments that need to complete this schedule. 

Tuition revenue or fte on the Schedule 5b must also be shown on Schedule 1 (Estimated Student Head Count and FTE’s) for fte driven programs and on Schedule 1 or Schedule 2 (Estimate of Revenue Items) for non-fte driven tuition, and on Schedule 6 (Summary of Direct Scholarships).  The revenue shown on Schedule 5b is to allow the Budget Committee to evaluate the overall financial position for the program.  The revenue shown here must match these other schedules.

Expenses for programs submitted of Schedule 5b will be added to the budget target based on this schedule and should not be repeated on the Schedule 3 (New Expense Requests).

Read these instructions completely to be sure needed calculations and explanations are provided to the Budget Committee.  
Completion Instructions:
1. Enter New Budget Fiscal Year in the title block at the top left of the schedule and Date to the right.

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

3. Program Name/Org # – Enter name of the program and org number of the continuing program.

4. Columns – Enter the appropriate FY in the heading if not already entered.



Col 1 – Enter Current Year Budget of the program.  This will be the basis of any increases and MUST MATCH BANNER.



Col 2 – Enter the Current Year Estimate of year-end results of the program.



Col 3 – Enter the New Budget Year estimate/request.



Col 4 – Enter the estimate of the year after the New Budget Year.



Col 5 – Enter the estimate of the year two years after the New Budget Year.


NOTE:  Include only program growth and change related increases, such as fte changes or additional faculty/staff.  DO NOT APPLY GENERAL ROLL-ONS OR STANDARD ESCALATION FACTORS to the dollar amounts.  Address recommendations for escalation in this block if you recommend other than standard rates apply.

5.
Col 6 - Program Overview and Assumptions – Include the following information in the space provided or attach separate pages. 

· A brief description of the program.

· Description of assumptions used.

· Estimated break-even point.

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

· For each line item of revenue (see below) or expense provide a complete explanation of the components and assumptions used.  For example, for salaries provide faculty fte’s or head count and average salary, numbers of part-time/adjunct faculty and basis of computation of total salary cost.  Include similar information on added staff.  For non-salary costs show types of expense and brief explanation of the need.  Remember, you can add a separate page for detail.

6.
Revenue – Enter the program’s estimated revenue. 

Tuition & FTEs – When applicable, calculate the estimated tuition dollars by multiplying the school’s current tuition rate by the estimated annual average number of student full-time equivalent (fte) associated with the program and enter on the tuition revenue line.  DO NOT escalate the tuition rate; reflect only program change/growth.

The fte is generally the building block for tuition estimates.  It provides a measure for those reviewing the program’s level and growth.  For normal programs an fte is 20 hours for a two semester a year structure and 30 hours for those structured to include summer semesters.  

For the numerous Individually Defined graduate programs determining the fte is more difficult.  The concept is still the same: how many hours, sessions, cohorts would a “normal” student proceeding along the program schedule take in a year.  If a program requires 30 credit hours to compete over two years, 15 hours would make sense as an fte.  If the scheduling of classes would call for the “normal” student to take 18 hours, that would be a reasonable fte.  

Enter the estimated fall, spring, summer, and the average annual student FTE in the space provided at the bottom of the schedule.  The annual fte times the tuition rate should calculate to the tuition amount.  

Explain the basis for fte calculations in the box provided.  This 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 assuming no rate increase.  

THIS FTE CALCULATION DATA IS CRITICAL.  Add a separate sheet if needed.

NEW BUDGET YEAR  FTE ASSOCIATED WITH EXISTING PROGRAM CONTINUATION SUBMITTED ON SCHEDULE 5b MUST BE INCLUDED ON THE SCHOOL SCHEDULE 1.

Tuition Discount --Include projected tuition discount that correlates with what was provided on the Schedule 6.  Explain the basis of the computation.  Reflect only program growth, not rate escalation.  This must be entered as a negative number.

Gift or Endowment Income --Include approved income of these types here and explain source. 

Other Revenue --Include any other revenue that may be associated with the program and provide explanation.  These items should also be included on the Sch 2.  Do not include University Fees unless they are credited directly to the school (University Fee does not generally accrue to the school and are not an offset to program costs).

7. 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. 
For example, for salaries provide faculty fte’s and average salary, numbers of part-time/adjunct faculty and basis of computation of total salary cost.  Include similar information on added staff.  For non-salary costs, show types of expense and brief explanation of the need. DO NOT apply general roll-ons or standard escalation factors.  A complete explanation is helpful for the Budget Committee; add a separate page if needed.
8. Tuition-Driven Contract Expense – Some programs have an on-going contract commitment that is based on a percentage of the tuition (e.g. Deltak).  If that is the case for the program, enter that portion of the non-salary expense separately on this line and explain it in the Program Overview and Assumptions block.  In the case of Deltak, you should include the 50% of any tuition related increase in your expense calculations.

9. Expense (Temporary Start-Up Costs) – Enter the program’s estimated start-up costs. These are expenses that are required to begin the program and that need to be funded temporarily during the start-up phase (usually 1-2 years).  Provide a similar level of detail as for permanent expenses.  Add a separate page if needed.  DO NOT apply general roll-ons or standard escalation factors.

10. Transfers or Other Expenses – If transfers are part of the program costs, change the title on one of the existing lines that is not otherwise being used and use it to show that transfer (in or out).

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