Creighton University

2008/2009 Operating Budget Schedule - Detailed

	Activity
	Person

Responsible
	Expected Completion Date

	1
	Prepare preliminary five-year financial forecast of GCF operations 2008/09 through 2011/12 (low detail level). Review with VP for Administration and Finance. 
	Select Departments
	July 20

	2
	Request overhead allocation statistics from appropriate departments.
	Budget Director 
	August 15

	3
	Budget Committee meets to discuss:
a. 2008.09 Budget Process schedule

b. 2008/09 operating priorities and issues.

c. Five-Year GCF Financial Forecast 2007/08 to 2011/2012
d. Strategic plan priorities
	Budget Committee
	Week of August 20

	4
	Distribute to the Vice Presidents and Deans:

a.  Summary of key budget issues and priorities for 2008/09.

b.  Summary of Strategic Plan Goals and Objectives included in the Approved Operating Plan and Capital Projects.

c.  Revenue Budget initial information request package which includes:

1.  Estimated student, faculty and staff headcount and FTEs.

2.  Estimate of various revenue items other than tuition.

3.  Tuition increase recommendations (Dean’s only).

4.  Endowment Income (Associate V.P. for Finance only).

5.  Gift Income (V.P. University Relations only).

6.  Completion instructions.

d.  Expense Budget initial information request package which includes:

1.  New expense requests. (New requests should relate to the University’s Strategic Plan.) 

2.  Scholarships and remissions (Enrollment Management, Athletics, Schools).

3.  Employee benefits increase range (Controller and Human Resources only).

4.  Salary pool rate increase recommendation (Human Resources).

e.  Transfer budget change summary (includes any 2008/09 scheduled or estimated changes to existing transfers.) 

f.  New program requests.
	Budget Director
	Week of September 3

	5
	Complete requested overhead allocation statistics and send to the Budget Office.
	Select

Departments
	September 14

	6
	Complete requested budget information (4c through 4f). VPs review with subordinates and send approved information to Budget Director.
	Vice Presidents, Deans, Directors
	October 12

	7
	Prepare summary of items for potential reduction or reallocation from existing operating budget: one-time expenses; ending debt;  fixed term programs or expenses which expire at year-end; etc.
	Budget Director
	October 26


	Activity
	Person

Responsible
	Expected Completion Date

	8
	Request preliminary revenue and expense outline with assumptions based on enrollment estimates from Residence and Dining, Student and Fitness Centers. (Provide them with headcounts and estimated salary, benefit and non-salary increase percentages.)
	Budget Director
	October 26

	9
	Review estimated student FTEs and head counts, revenue projections, new program, expense requests, and other items from Step 4. 
	Budget Director
	November 9

	10
	Prepare employee benefit dollar estimate. Review with Budget Director and VP for Administration and Finance.
	Controller
	November 9

	11
	Review all expense, and program requests:

a.  Classify the expense and program requests into multi-year or one-year operating requests.

b.  Review linkage of the expense requests to University operating and strategic plan priorities for the budget year. 

c.  Prepare an analysis of funds available for operating and strategic expense requests and essential capital requests.

d.  Prepare a report for the Budget Committee that summarizes and compares the amounts requested to the funds available.
	Budget Director
	November 9

	12
	Prepare and distribute an information book to the Budget Committee that summarizes the results of the model, student FTEs, revenue estimates, expense, program requests, budget issues and other gathered information.  
	Budget Director
	Week of November 12

	13
	Review the following with the Budget Committee:

a.  Projected student FTEs.

b.  Other projected revenue.

c.  New expense and program requests. (Includes strategic plan objective implementation.)

d.  Salary pool rate increase recommendation from HR. 

e.  Budget issues.

f.  “Funds Available/Funds Requested” summary.

g.  Benefit plan estimates.

h.  Current budget model highlights.
	Budget Director
	Week of November 12

	14
	Approve the following for the School of Medicine: salary pool increase, non-salary increase, benefit increase and tuition rate.
	Budget Committee
	Week of November 12

	15
	Vice Presidents present expense, program and capital requests, and related information before the Budget Committee. 
	Vice Presidents 
	Week of November 26

	16
	Compute “estimated” overhead allocation to schools and “estimated” 2008/09 GCF target for School of Medicine.
	Budget Office
	November 30

	17
	Provide “estimated” overhead allocation and Medicine’s “estimated” 2008/09 GCF target to the School of Medicine. 
	Budget Office 
	December 3

	18
	Medicine begins preparation for 2008/09 school budget targets with estimated overhead and target 
	Medical Dean’s Office 
	December 3

	19
	Present proposed tuition range and other budget highlights to University Board of Directors.
	President
	December 3

	20
	Approve proposed range of tuition rate increase. 
	Board of Directors
	December 3


	Activity
	Person

Responsible
	Expected Completion Date

	21
	Send preliminary revenue and expense outlines and assumptions for Resident and Dining, Student and Fitness Center to Budget Office for incorporation into the Budget Model.
	VP Student Services 
	December 3

	22
	Collect additional information as required by the Budget Committee for new revenue, expense, new program requests, or other information.
	Budget Director
	December 3

	23
	Update as necessary:

a.  Budget issues

b.  “Funds Available/Funds Requested” summary. 
	Budget

Director 
	December 3

	24
	Meet as necessary to arrive at an approved University bottom line.  Discuss and finalize:

a.  Tuition, fees and board and room increase and all other revenue.

b.  Financial aid increase.

c.  Salary and non-salary increase percentage guidelines.

d.  New expense requests (including costs of Strategic Plan implementation).

e.  Capital acquisition impact on operating budget.

f.  New program requests (if applicable).

g.  Activities, programs, or other items for potential reduction, elimination or reallocation.

h.  Reduction or elimination of expenses related to certain items in operating budgets.
	Budget Committee
	December 7 through February 8

	25
	Medicine distributes its school targets and medical departments begin detail budget preparation.
	Medical Dean’s Office/Medical School Departments
	January 4

	26
	Update the budget model for new revenue, expenses and other decisions approved by the Budget Committee to arrive at the approved University budget outline and bottom line.
	Budget Director
	February 15

	27
	Prepare summary of approved expense guidelines, tuition rate and revenue and expense highlights and general University revenue distribution.  
	Budget Director
	February 15

	28
	Meet with the President’s Cabinet to review: tuition fee increase, board and room increase, approved new expense and new program requests linked to prioritized University objectives, approved salary and tuition increases, budget targets, and all other pertinent information.
	President, VP Administration and Finance
	Week of 

February 18

	29
	Distribute detailed budget package to Vice Presidents, Deans and Directors, which includes forms and instructions; budget targets.
	Budget Director
	Week of February 18

	30
	Prepare detailed department budgets by month using approved targets and guidelines.  Review with Vice Presidents. (Due dates staggered into three groups.)
	Deans & Dept.

Managers 

(Admin. Departments)

Medicine only)

(All Other Schools)


	February 18  - March 24

December 3 – March 31

February 18 – April 7


	Activity
	Person

Responsible
	Expected Completion Date

	31
	Review detailed preliminary department budgets and submit to Budget Director. (Due dates staggered into three groups.)
	Vice Presidents
	March 24 
March 31
April 7

	32
	Present to the Board of Directors proposed tuition rate, new revenue and expenses, and other relevant budget highlights and information.
	President 
	March 3

	33
	Review submitted budgets, correct errors, resolve any issues, and  load details into financial system “Holding Tank.” 
	Budget Director
	March 24 -

May 5

	34
	Prepare preliminary presentation slides and summaries for the 2008/09 operating budget. Review with VP Admin/Finance for presentation to Academic Council (if necessary).
	Budget Director 
	Week of 

April 21

	35
	Distribute the detailed budget printouts and summaries of corrections to the budget preparers of the schools and departments as budget reviews are completed. 
	Budget Director
	March 25 – May 5

	36
	Prepare final presentation slides, notes and summaries for the 2008/09 operating budget. 
	Budget Director 
	May 12

	37
	Review budget summary and highlights with the President’s Cabinet and then the Chairman of the Finance Committee of the Board of Directors.
	VP Administration and Finance
	Week of 

May 12

	38
	Prepare additional notes and other information as needed for the Board presentation by the VP Administration and Finance.
	Budget Director
	May 19 to May 30

	39
	Present annual operating plan and budget to the University Board of Directors.
	President and VP Administration and Finance
	June 2

	40
	Approve final operating plan and budget.
	Board of Directors
	June 2

	41
	Load detailed budget data into the University financial system once approved by the Board of Directors. 
	Budget Director

& Controller
	Week of 
June 16

	42
	Implement the annual operating budget (begin managing with the new budget). 
	Dept. Managers
	July 1
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