JAMES MADISON UNIVERSITY

INSTRUCTIONS FOR ADMINISTRATION & FINANCE

SIX-YEAR INFRASTRUCTURE PLAN 

AUXILIARY UNITS


GENERAL INSTRUCTIONSPRIVATE 

1. This Form should be used by Auxiliary Units in the Division of Administration & Finance for anticipated expenditure, position, and space needs projected by year over the next six years associated with projected increased enrollment, the expansion of existing programs, the development of new programs, and building and programming costs.
2. The justification section of the form should clearly state the unit’s anticipated resource needs and address the unit's ability to maintain or accomplish its specific planning objectives and Defining Characteristics. 
3. This form consists of six sheets.  Once completed, these sheets will provide a written summary and cost of resource estimates for full-time, part-time, operating, equipment, and space needs.  The sheets are titled Narrative, Revenue, Full-time, Part-time, NPS & Space, and Six-Year Summary.
4. The Auxiliary Infrastructure Template” forms will be used for Divisional Six-Year Infrastructure Plan and are available as an Excel document from http://www.jmu.edu/budgetmgmt/infra.shtml.  Use this file as a tool to calculate expenditure, position, and space needs for the time period 2008-2009 through 2013-2014.  The detailed instructions listed below will provide guidance in completing the individual sheets.  After entering all data, save the file using a unique name for each Activity in order to complete the Six-Year Summary Tab.  Be sure to print a hard copy after information is finalized.  Email the Six-Year Summary Tab to riggleyy@jmu.edu in the Office of Budget Management.
SPECIFIC INSTRUCTIONS
The section that follows details the information to be provided by each unit in completing the Six-Year Plan.  The templates are provided to assist you in calculating expenditure, position, and space needs for the six-year period from 2008-09 through 2013-2014. It is recommended that you calculate the expenditure and resource needs by Activity and save with a unique file name to assist in the completion of the Six-Year Summary Tab.
Tab 1 of 6 – Narrative
HEADING

NOTE:  The Excel template will carry forward the information provided above in column B/C to sheets 2, 3, 4, 5 of the template.

1. FISCAL YEAR:  Enter the fiscal year in which the activity will be implemented. This plan consists of the following six years: 

· 2008-2009

· 2009-2010

· 2010-2011

· 2011-2012

· 2012-2013

· 2013-2014

2. DEPARTMENT NAME: Enter the title of the individual department.
3. SUBMITTED BY:  Enter the name of the individual completing the forms.
4. CONTACT PHONE:  Enter the phone number of the individual completing the forms.

RESOURCES SUMMARY: 
1. PROJECTED REVENUE $:  Excel calculation that carries forward the projected revenue from sheet 2 of 6.

2. FULL-TIME PERSONNEL FTE/ $: Excel calculation that carries forward the full-time personnel total from sheet 3 of 6.  

3. PART-TIME PERSONNEL FTE/ $: Excel calculation that carries forward the part-time personnel total from sheet 4 of 6.

4. OPERATING EXPENDITURES $: Excel calculation that carries forward the operating expenditures total from sheet 5 of 6.

5. EQUIPMENT $:  Excel calculation that carries forward the equipment total from sheet 5 of 6.

6. SUBTOTAL EXPENDITURES BEFORE AGENCY SERVICE CHARGE (ASC):  Excel calculation that summarizes the total expenditure costs before ASC.

7. AGENCY SERVICE CHARGE: $ Excel calculation that determines the impact of the 9.34% ASC on the request.

8. TOTAL REQUEST FTE/$: Excel calculation that summarizes the total FTE and dollars.

9. TOTAL SPACE NEED: SQ. FOOTAGE:  Excel calculation that carries forward the space needs from sheet 5 of 6.

RATIONAL FOR RESOURCES:
This section must be completed to provide a concise description/justification for projected resource needs.   The justification section of the form should clearly address accomplishing a specific activity and the benchmarking and methodology for cost calculation as related to the unit’s goals and objectives and the university’s defining characteristics. For instance, it is not enough simply to justify an increase in positions based on increased enrollment. Use industry standards or other benchmarks to support proposed additional positions. 
Sheet 2 of 6 – Revenue:

1. REVENUE DESCRIPTION: Enter the type of revenue that will be supporting this request.

2. TOTAL $:  Enter the dollar amount for a particular revenue type.

3. TOTAL REVENUE REQUEST:  Excel calculation that summarizes the data entered in $ column

Tab 3 of 6 – Full-time Personnel:
1. POSITION TITLE: Enter the position title in the appropriate classification section (Classified Staff or Administrative Faculty).

2. FTE/ $:  Enter the appropriate number of new full-time positions for a particular title and the salary dollars required to support the activity.
3. TOTAL FULL-TIME SALARY COSTS FTE/ $: Excel calculation that summarizes the full-time FTE and required salaries.

4. FRINGE BENEFIT CALCULATIONS: Excel calculation that provides appropriate information related to fringe benefits.  The fringe benefit calculations are as follows:

	BENEFIT
	RATE
	BASE

	Retirement (111800)
	10.40%
	Administrative Salaries (112100/112820 & 112810)

	Retirement (111100)
	11.15%
	Classified Salaries (112300/112800)

	Social Security (111200)

	7.65%
	Total Salaries

	Group Life (111400)

	1.00%
	Total Salaries

	Retiree Health Care (111600)
	1.20%
	Total Salaries

	Sick/Disability (111700)
	2.00%
	Total Salaries

	Medical Insurance (111500)
	$7,854
	Total FTE


JMU employees are also eligible to participate in a deferred compensation match program.  But since this program is based on an individualized choice, it will not be addressed at this time.  
5. SUBTOTAL FRINGES:  Excel calculation that summarizes the fringe benefit costs.

6. TOTAL FULL-TIME PERSONNEL REQUEST: Excel calculation that summarizes the total full-time personnel costs.

Please Note:  If you are requesting new full-time JMU position(s), include any NPS (operating and/or equipment) costs associated with the new position(s).  Average NPS cost for a new position is $5,000 and may include such items as networking, phone lines, travel, computers, staplers, calculators and other office supplies, and professional development.  

Tab 4 of 6 – Part-time Personnel: 
1. POSITION TITLE: Enter the position title in the appropriate classification section General Wages, Graduate Assistantships, Student Wages and Teaching & Research.

2. RATE:  Enter an hourly rate for the general wage and student wage positions. Enter the requested yearly compensation amount for graduate assistantships and teaching & research positions requested.
3. HOURS:  Enter the number of hours that the general and student work study positions are expected to work during the fiscal year.  Enter the number 1 for the dollar amount for graduate assistantships and teaching & research positions.

4. $:  Excel calculation that provides the total cost by multiplying the annual hours by the rate.

5. TOTAL PART-TIME WAGE COSTS $: Excel calculations that summarize the total required wages.

6. FRINGE BENEFIT CALCULATIONS: Excel calculation that provides appropriate information related to fringe benefits.  The fringe benefit calculation is based on the total $ requested in the general wage and teaching & research wages multiplied by 7.65%.

7. TOTAL PART-TIME PERSONNEL: Excel calculation that summarize the total part-time personal costs.
Tab 5 of 6 – Operating & Equipment Expenditures, and Space:
NOTE: OPERATING EXPENDITURES EXCLUDE ALL ACCOUNT CODES BEGINNING WITH "152xxx".

NOTE: EQUIPMENT ITEMS INCLUDE ALL ACCOUNT CODES BEGINNING WITH "22xxxx" and "152xxx".
1. OPERATING EXPENDITURE DESCRIPTION: Enter the description of the operating expenditure.

2. $:  Enter the dollar amount for a particular expenditure related to this resource request.
3. TOTAL OPERATING EXPENDITURE REQUEST: Excel calculation that summarizes the total operating expenditures.

Tab 5 of 6 - Equipment: 
1. EQUIPMENT DESCRIPTION: Enter a brief description of the equipment being requested. 
2. $:  Enter the dollar amount for a particular equipment item.  If you are requesting a new personal computer that is not replacing an existing networked computer, you should price a new computer with a network card already installed and with the configuration recommended by Information Technology.  Reflect the cost in the dollar amount column.

3. TOTAL EQUIPMENT REQUEST: Excel calculation that summarizes the total required equipment dollar amounts.

Tab 5 of 6 - Space: 
4. SPACE DESCRIPTION: Enter the type of needed space. Examples include: Office, Workroom, Meetings/Conference, Storage, etc. 
5. SQUARE FOOTAGE:  Enter the square footage needed by type based on the following standards:

	SPACE TYPE
	STANDARD SQUARE FOOTAGE

	Director Level Office Space
	140 sq. ft

	Standard Office Space

	115 sq. ft. 

	Conference Room
	10 sq. ft. per person

	File Room
	5 sq. ft. per file cabinet


6. TOTAL SPACE REQUEST: Excel calculation that summarizes the total required space per square footage.

Tab 6 of 6 – Six Year Summary: 

Note:  Complete only one Six-Year Summary sheet per department.  This sheet should include all anticipated activities and resource needs.

1. COLUMN A −  JMU CHARACTERISTIC: Enter from the Drop Down Box the appropriate characteristic for the listed activity.
2. COLUMN B − NEW OR EXISTING:  Enter from the Drop Down Box a “New” for implementation of new programs/services or “Existing” for expansion of services.

3. COLUMN C − PROGRAM:  Enter from the Drop Down Box the “Program” designation of E&G (departments 1XX) or Auxiliary (departments 3XX).

4. COLUMN D − CATEGORY:  Enter from the Drop Down Box the “Category” designation of expenditure type:  Personal Services, Nonpersonal Services, or Space.  Please note the two designated sections of the worksheet – an area for PS and NPS expenditures and a separate section for Space information.

5. COLUMN E − ACTIVITY/ENHANCEMENT:  Designate the type of activity associated with the resource needs to include expansion of programs/services due to enrollment growth, new facilities, implementation of new programs/services etc.    Use the same name as on Tab One - Narrative template.
6. COLUMNS F TO Q − FISCAL YEAR:  Enter the cost of each activity for the six year period starting with FY 2008-09 through 2013-14 in the categories of  “One-Time” and “On-Going”.
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