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To:

Division Heads, Deans, and Department Heads
From:

Cynthia F. Page, Budget Director

Subject:
Information Needed to Support Student Tuition and Mandatory Fee Recommendations for 2008-09 (FY 2009)
Date:

October 26, 2007
Although faced with state budget cuts in this fiscal year, budget planning for 2008-09 will proceed on the same schedule as last year.  It is too early in the process to know what final legislative actions will be taken to deal with the state’s projected revenue shortfall, so each division is asked to carefully consider their program needs and prepare requests for critical financial resources only.

Calculating student tuition and fee recommendations is a critical piece of the budget process for the university.  Student tuition and fees recommendations are driven by a number of factors, including the cost to operate the university and the budget reductions we may be facing this biennium. To properly assess those costs and the fee impact, input is required from all divisions of the university.  Please see the attached schedule of events highlighting important budget dates.  Important due dates to note include the following:

· Review of the Action Request for Department/Account, Non-Fee-Based Revenue, Permanent Budget Revisions, Customer Counts, and Mandatory Cost-to-Continue Funding Issues are due to the Office of Budget Management on November 26, 2007.

· E & G Initiative Requests and Auxiliary Initiative and Reserve Requests are due to the Office of Budget Management on February 1, 2008.
In keeping with past year’s calendars, requests for information related to reallocations, Federal Work Study, equipment requests, and final verification of full-time salary costs will be sent to departments in early March. 
This memo provides instructions for Education and General (E & G) Units and Auxiliary Units.  Some units will need to submit data for both types of classifications, others will not.  Please use forms applicable to your division.  All units should note the information provided in the mandatory cost-to-continue section of this memo. All templates and instructions are available on the Office of Budget Management’s website.  Please note items printed in bold in this memo as they may require your input. 

Education and General Units

Action Request for Department/Account - The information provided on this form will be used to make changes in organizational unit and account codes.  It is available as a Word document via the web at http://www.jmu.edu/acctgserv/New_Dept_or_Acct_Form.doc.  The completed form should be sent to the Office of Budget Management as an email attachment by November 26, 2007.

Permanent Budget Revisions - The beginning budget for July 1, 2007 serves as the starting point for all budgetary actions taken during the FY 2008 internal budget development process.  For this reason, it is important that the Office of Budget Management captures the impact of permanent funding decisions made during the current fiscal year in its planning for FY 2009. E & G units normally notify the Office of Budget Management of these decisions through the processing of a permanent budget revision form.  To ensure that the Office of Budget Management has included these mid-year changes in beginning 2008-09 budgets, affected units should review changes listed on the attached “History of Permanent Budget Revisions” form, note any corrections needed, and return it to the Office of Budget Management by November 26, 2007.

Information Technology Project Initiation Questionnaire (PIQ) ( E & G and auxiliary enterprise units are required to complete the Information Technology Project Initiation Questionnaire when considering projects that include new technology solutions (hardware, software, and services).  The questionnaire can be found at http://www.jmu.edu/computing/standards. The completed form should be sent to the Office of Budget Management as an email attachment by November 26, 2007.  A copy of the form should also be sent to Dale Hulvey, Assistant Vice President for Information Technology at hulveydb@jmu.edu.

Initiative Request – E & G units will use this set of forms to request new funding.  The justification section of the form should clearly address why the initiative must be supported through the use of new funding, how the initiative will impact the unit's ability to maintain or accomplish its specific planning objectives for the upcoming year, and how this initiative relates to one of the university’s defining characteristics.  New this year: the planning database objective number related to the initiative should be entered onto the initiative form.  Please note that 2008-09 objectives should be entered into the Planning Database by December 17, 2007.  Any planning database items that require funding should be submitted as an initiative request.  E & G units should complete the university’s standard “E & G Initiative Request” forms located on the Office of Budget Management’s web page http://www.jmu.edu/budgetmgmt/budgetdev.shtml.  E & G units are requested to complete these forms and submit them to their division head.  The division head must rank these requests for the entire division and submit them to the Office of Budget Management by February 1, 2008.
Auxiliary Enterprise Units

The Appropriation Act limits increases in mandatory fees to five percent except for increases to support the operating costs associated with new facilities that were previously approved for construction by the General Assembly and fee increases to support student health services.

Action Request for Department/Account - The information provided on this form will be used to make changes in organizational unit and account codes.  It is available as a Word document via the web at http://www.jmu.edu/acctgserv/New_Dept_or_Acct_Form.doc.  The completed form should be sent to the Office of Budget Management as an email attachment by November 26, 2007.

Information Technology Project Initiation Questionnaire (PIQ) ( E&G and auxiliary enterprise units are required to complete the Information Technology Project Initiation Questionnaire when considering projects that include new technology solutions (hardware, software, and services).  The questionnaire can be found at http://www.jmu.edu/computing/standards. The completed form should be sent to the Office of Budget Management as an email attachment no later than November 26, 2007. A copy of the form should also be sent to Dale Hulvey, Assistant Vice President for Information Technology at hulveydb@jmu.edu.
Review of Non-fee-based Revenues ( Many auxiliary units have non-fee-based revenues that support their operating budgets.  The Office of Budget Management will review these revenue streams to determine whether they are meeting or exceeding current budget expectations.  The outcome of this review will be used to modify these revenue budgets to more accurately reflect anticipated changes for FY 2009.  The attached excel template reflects the FY 2008 budget for these revenues and the actual funds collected for FY 2006, FY 2007, year to date collections through September 2007 and projected revenues for 2008-09 as reported as part of the six year planning processes.  The affected units will be given the opportunity to recommend budget changes for these non-fee-based revenues for FY 2009.  The attached templates are due back to the Office of Budget Management by November 26, 2007.  If an increase in non-fee-based revenue is shown, an initiative must be completed for expenditure of the revenue.

Customer Counts ( The Office of Budget Management reviews the customer counts used in determining the student fees for room and board, and staff and student parking fees.  The “Summary of Changes in Customer Counts” form is attached in order for these units to advise the Office of Budget Management of anticipated customer count changes for FY 2009.  The templates are due back to the Office of Budget Management by November 26, 2007.
Permanent Budget Revisions ( The beginning budget for July 1, 2007 serves as the starting point for all budgetary actions taken during the FY 2008 internal budget development process.  For this reason, it is important that the Office of Budget Management captures the impact of permanent funding decisions made during the current fiscal year in its planning for FY 2009. Auxiliary units normally notify the Office of Budget Management of these decisions through the processing of a permanent budget revision form.  To ensure that the Office of Budget Management has included these mid-year changes in beginning 2008-09 budgets, affected units should review changes listed on the attached “History of Permanent Budget Revisions” form, note any corrections needed, and return it to the Office of Budget Management by November 26, 2007.

Internal Rent/Space Verification – Please review and update the attached report as necessary.  The completed form should be sent to the Office of Budget Management as an email attachment no later than November 26, 2007.

Auxiliary Enterprise Reserve Request - Auxiliary enterprise units will use this set of forms to request one-time funding from the auxiliary enterprise reserve for projects with an estimated cost exceeding $25,000. The justification for these requests must include the reasons why this project cannot be funded from the unit’s normal operating budget.  The templates are due back to the Office of Budget Management by February 1, 2008.

Auxiliary Enterprise Initiative Request - Auxiliary enterprise units will use this set of forms to request new funding.  Auxiliary enterprise units cannot request new funding through the budget reallocation process.   The justification section of the form should clearly address why the initiative must be supported through the use of new funding, how the initiative will impact the unit's ability to maintain or accomplish its specific planning objectives for the upcoming year, and how this initiative relates to one of the university’s defining characteristics. New this year: the planning database objective number related to the initiative should be entered onto the initiative form.  Please note that 2008-09 objectives should be entered into the Planning Database by December 17, 2007.  Any planning database items that require funding should be submitted as an initiative request.  The completed form should be sent to the Office of Budget Management as an email attachment no later than February 1, 2008.

The Office of Budget Management needs to consider funding issues associated with the expansion of existing programs, the development of new programs, and program costs associated with opening new and renovated facilities.  A summary of facility type and changes for FY 2008-09 is listed below:


Hoffman Hall – online 12 months, Residence Life



Potential Recreation Fields – online part year, Auxiliaries

Please note that 2008-09 objectives should be entered into the Planning Database by December 17, 2007.  Any planning database items that require funding should be submitted as an initiative request.  Auxiliary units should complete the university’s standard “Auxiliary Initiative Request” forms located on the Office of Budget Management’s web page http://www.jmu.edu/budgetmgmt/budgetdev.shtml. Auxiliary units are requested to complete these forms and submit them to their division head.  The division head must rank these requests for the entire division and submit them to the Office of Budget Management by February 1, 2008.

Mandatory Cost-to-Continue Funding Issues

The Office of Budget Management will estimate the need for additional student fee revenues to support the costs associated with the following mandatory funding issues.

· Full-time salary and fringe benefit cost changes associated with the annualization of the 4% increase for classified employees and the average 4% merit based increase for instructional faculty and administrative/professional faculty effective December 2007.  At this time state salary increases for December 2008 are unknown.  Recommendations will be included in the Governor’s proposed budget, which is presented to the General Assembly in December.  Recommended salary increases may be modified by the General Assembly.  When state salary increase information is available, the Office of Budget Management will calculate those costs and include them in departmental budgets.
· Part-time wage funding will be reviewed to determine if new funding is needed to support any proposed December 2008 salary increases for classified, T&R, graduate assistants, and student wages.

· EVA costs.

· Utility costs changes. 

· Telecommunication and networking changes.
· Internal and external rental changes.

· Debt service changes.

· Facilities management, PC maintenance, and campus card center changes based on the funding needed to support salary increases for JMU employees working in these areas and the impact of inflationary cost increases on their non personal services expenditures. 

· Student scholarship funding.
· Student bus services.

· Postal increases.

· Agency service charge is 8.82% for FY 2009.   

All units are requested to review the above referenced cost-to-continue items to determine if the Office of Budget Management has failed to include any major funding issues that may dramatically impact recommended student fee increases.  Units that identify additional cost-to-continue funding issues should complete the attached “Cost-to-continue Funding Issue” form and return it to the Office of Budget Management by November 26, 2007.   

Submission Information
It is highly recommended that all requested information be forwarded to the Office of Budget Management as an attachment to an email.  My email address is pagecf@jmu.edu.  Should you need additional information or clarification, please feel free to contact me at extension 8-3562, Ms. Tammy Woods at extension 8-3242 and Mr. Jason McClain at extension 8-3624.  
Attachments
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