Creighton University

2008/09 Capital Budget Process Steps & Schedule – Detailed 
	Activity 
	Person
Responsible
	Expected 
Completion
Date

	1a
	Meet as necessary with key capital budget preparers and review any problems encountered in 2007/08 process and review any changes for the 2008/09 process.
	Budget Director


	July 30 

through 

August 3

	1b
	Distribute to Vice Presidents and Deans 

· Capital Budget Process Schedule

· Summary and electronic files of prior year project requests not approved (for updating if re-submitted in 2008/09).
· Capital Expenditure Request Forms and Instructions (Schedule H)

· Summary of VP Area Prioritized Capital Requests (Schedule H1)
	Budget Director
	July 30

	2
	a. Complete a Schedule H for each school and administrative department’s capital expenditure request of $50,000 or more within the next five years. (Confer, as necessary, with Facilities Management for new construction, renovations and replacements; Purchasing for major equipment purchases; and DoIT for major systems.) NOTE:  Simply update the electronic file of those project requests to be re-submitted in 2008/09.
b. Prepare an amortization schedule of debt and interest for projects where borrowing is necessary (e.g., no identified funding source or if the source is not fully available “up front” to acquire the asset).

c.  Send completed request forms (Hs) and any amortization schedules to the area Vice President. 
	Deans and Directors


	August 31

	3
	a.  Review completed Capital Expenditure Requests Forms (Schedule H) from schools and/or departments.

b.  On Schedule H1: 

1. List and prioritize those requests that the Vice President wishes to submit to the Budget Committee for consideration from his/her area. These must be prioritized.
2. Link each capital request to specific University Strategic Plan objectives.

3. Identify each request by type.
4. List the estimated cost of each capital asset requested by year.

5. Identify the funding source of each capital asset requested.
6. Amount of borrowing required (if any) in Yr.1.

7. Amount of Debt Service covered by incremental revenue (if any).
8. Enter the net expense impact on the operating budget for each request in Yr.1.
(Note: Items 2 through 8 can be found on the Schedule H.)

c.  Submit to the Budget Office:
1. Summary of VP Area Prioritized Capital Requests (Schedule H1)
2. Related amortization schedules. 
3. Capital Expenditures Request forms (Schedule H) for each request included on VP summary (H1).
	Vice Presidents
Vice Presidents

Vice Presidents

	August 31 – September 10
August 31 -  September 10
September 10

	4.
	a. Send all requests (Schedule H’s) to Facilities Management and DoIT for review. 

b. Send requests (Schedule H’s) for major new equipment purchases to Purchasing for review. 

c. Send requests that require borrowing, along with any amortization schedules submitted, to Associate VP for Finance for review.
	Budget Director
	September 14


	Activity 
	Person
Responsible
	Expected 
Completion
Date

	5
	Review capital requests (Schedule H) for the following and acquire additional information as needed:

· Reasonableness of cost estimates

· Proper and complete description 

· Impact on operating expenses (e.g., utilities, cleaning, etc.)

· Feasibility in relation to strategic and operational objectives and Campus Master plan.

· Contradictions with other projects
· Adequacy of site preparation costs
· Timing

· Technical and other considerations
	Directors of  Facilities Mgmt. and Purchasing & VP DoIT

	October 1

	6
	Provide to the Budget Office in writing:

· Any required changes to cost estimates and other items on the requests.

· Give recommended priority of request with reasons, if significantly different from the VP (construction and renovations only).

· Reasons for non-recommendation of any request.
	Directors of Facilities Management and Purchasing and VP DoIT
	October 1

	7


	Provide to the Budget Office in writing:

· Any necessary revisions to debt assumptions (interest rate, useful life, debt retirement period, etc.) on any request, and any needed changes to submitted amortization schedules. 
· Summary of available debt capacity and cash flow.
	Associate VP Finance
	October 1

	8
	a. Review Capital Expenditure Request Forms (Schedule H), and related Summary of VP Area Prioritized Capital Requests (Schedule H1).

b. Summarize any changes and non-recommended projects per Facilities Management, DoIT, and Purchasing review.

c. Obtain additional financial analysis if recommended by Assoc. V.P. for Finance.
	Budget Director
	October 15

	9
	Distribute VP Area Summaries (Schedule H1) and related Capital Expenditure Request forms (Schedule H) to corresponding VPs and to Budget Committee.
	Budget Director
	Week of October 15

	10
	Vice Presidents make presentations to the Budget Committee as necessary on their capital requests. (Vice Presidents will be notified if required.)
	Vice Presidents
	Week of October 22

	11
	Budget Committee meets, as necessary, to:

a. Review new requests (Director of Facilities Management may attend to provide insights and recommendations on construction and renovation project requests.) 
b. Divide requests into “mission critical” and “nice to have.”
c. Prioritize capital request after considering University strategic operating objectives. 
d. Review University debt capacity based on analysis by Associate VP for Finance.
e. Scan “future year” requests to determine critical items in years 2-5. (May affect current year decisions.)
f. Select capital projects for approval and match to funding sources and available debt capacity.

g. Arrive at a preliminary capital budget and funding plan. 

h. Review related incremental operating expenses and debt amortization from the selected capital requests. Ensure that they have been included in the operating budget.
	Budget Committee
	October 22 through December 7

	12
	Present any appropriate capital highlights or information to the Board of Directors (if appropriate). 
	President 
	December 3

	13
	Summarize approved capital projects by department and prepare final draft of the 2008/09 capital budget.
	Budget Director
	February 18


	Activity 
	Person
Responsible
	Expected 
Completion
Date

	14
	Ensure that the final draft of the capital budget links properly to the operating budget. (operating expenses and debt amortization)
	Budget Director
	February 18

	15
	Prepare President’s budget presentation notes to Board.  Review these with VP for Administration and Finance and change as necessary.
	Budget Director
	February 25

	16
	Present capital budget to the Board of Directors.
	President
	March 3

	
	NOTE: 

University procedures relating to “Project Endorsement Forms” and spending approvals are still in effect and are required to initiate a capital project, even though it is included in the final capital budget.  
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