SCHEDULE 5

NEW PROGRAM REQUEST – REVENUE AND EXPENSE

INSTRUCTIONS
This form must be completed for all NEW PROGRAM requests with expenditures beginning in the Budget Year or for any major budget changes made to existing programs. Complete a separate schedule for each program request.

Completion Instructions:
1.      Enter New Budget Fiscal Year at the top of the schedule.

2. Program Overview and Assumptions – Include the following information in the space provided or attach separate pages. 

· A general description of the program (objectives, structure, etc.)

· Justification for new or expanded program in relation to University strategic goals and to the current internal and external environment.

· Description of assumptions used.

· Estimated break-even point.

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

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

4.         Program Name – Enter name of the new program or change in existing program.

5.         Revenue Budget – Enter the program’s estimated revenue for three years. 

Tuition & FTEs – If applicable, calculate the estimated tuition dollars by multiplying the school’s assumed tuition rate by the estimated annual average number of student FTEs associated with the new program and enter on the tuition revenue line. Enter the estimated fall, spring, summer, and the average annual student FTEs in the space provided at the bottom of the schedule. DO NOT INCLUDE FTEs ON SCHEDULE 1 ASSOCIATED WITH NEW PROGRAM REQUESTS SUBMITTED ON SCHEDULE  5.

6.  
Expense Budget (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. Examples are salaries and benefits, rent, office supplies, travel, etc.

7. Expense Budget (“One-Time” Start-Up Cost) – Enter the program’s estimated start-up costs. These are expenses that are required to begin the program and that are expected to be funded temporarily during the start-up phase. Include a brief description of the expenses in the program overview. Examples are equipment purchases, office renovations, etc.

8.
 Approval – Dean and/or Department Head and the Vice President must sign form.
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