Academic Affairs
Instructions for 2008-2009 Planning and Budget Development
Parts 1 through 7
Note:  Support units will complete Parts 1, 4, 6, and 7.  Other OAA units will complete all Parts.
Part 1: Unit Plans
During the 2008-2009 academic year, a key component of our annual planning and budget development process will be a review of progress made on activities related to Portland State’s leadership position, academic priorities, and related goals.  You may recall that last August, each of you provided unit plans to OAA that were subsequently presented at the October administrative retreat.  The goals for this process continue to be to:

· Implement plans to ensure that our leadership position and academic priorities are specifically advanced within each unit,

· Promote cross-unit conversations and collaborations related to our leadership position and academic priorities, and 

· Communicate to the external community the ways in which our leadership position and academic priorities are manifested across units/the university.  

The longer version of your plans included the identification of unit priorities related to Portland State’s priorities, as well as those specific to your School or College; goals related to those priorities; initiatives to forward those goals; and specific measures to document progress.

This year we are initiating the process of aligning academic unit planning with budget development.  However, because of the timing of our request for your unit plans last August, we don’t expect that, at this time, you would be able to produce measurable outcomes related to your unit goals.  Thus, for this round we ask that you:
· Review and update your 2007-2008 unit plans, if necessary, and

· Prepare to implement and evaluate these plans so that we can continue the alignment of unit plans with budget development in next year’s process.

This will regularize both the timing and content of our unit planning and budget development.  We will continue to work on having this process and the appropriate data available on OAA’s website.

In two separate email messages, the Office of Institutional Research and Planning will send (1) instructions and your password for access to your unit plans, should you decide to modify them, and (2) the institutional and fiscal data that OAA will use to inform its budget decisions.
Part 2:  Student Credit Hour Projections (Use attached Templates for Parts 2, 3, and 5 [Excel attachment])
Part 2a: Update of 2007-2008 SCH Projection  

Part 2b: 2008-2009 Base Budget SCH Projection 

As you know, we are in the process of transitioning to a new, resource-based budget model.  For the 2008-2009 academic year, we will be developing two parallel budgets.  The first will be a projection of what your budget would look like if we were to implement the new budget model while the second is based on our historical practices.  A beginning assumption for developing the budget for AY 2008-2009 is that your unit’s budget will be at least the same as AY 2007-2008.   As part of this process, we are asking you to

(2a)   update your 2007-2008 three-term student credit hour projections, and
(2b)   provide 2008-2009 student credit hour projections (given your base budget, defined in Directions for (2b) below) to help establish our revenue generation and determine the University’s capacity to increase enrollment by 1.6%.
The following data are provided for your reference and/or convenience (see Data file for 08-09 SCH projection [Excel attachment]):

· Tab 1: E&G Base Budget (includes Exhibit B figures and your unit’s 2007-08 Enrollment Allocation Adjustment)
· Tab 2: Strategic Investments Details
· Tab 3: Winter 08 (4th Week) SCH production by unit

· Tab 4: Fall 07 (EOT) SCH production by unit

· Tab 5: AY 06-07 Total (total SCH by unit:  In-load, hybrid self-support, and self-support credits)

· Tab 6: Fall 06 EOT (Fall 2006 End-of-term SCH production by unit:  In-load, hybrid self-support, and self-support credits)

· Tab 7: Winter 07 EOT (Winter 2007 End-of-term SCH production by unit:  In-load, hybrid self-support, and self-support credits)

· Tab 8: Spring 07 EOT (Spring 2007 End-of-term SCH production by unit:  In-load, hybrid self-support, and self-support credits)

Directions for (2a):  Using the attached file, Templates for Parts 2a and 2b: SCH Templates for 2008-09 Budget Development, fill out section 2a of the excel spreadsheet to update your 2007-2008 three-term student credit hour projections.  Refer to the attached Data file for 08-09 SCH projection Tabs 3 through 8 as needed (Excel attachment).
Directions for (2b): Using the attached file, Templates for Parts 2a and 2b: SCH Templates for 2008-09 Budget Development, fill out section 2b of the excel spreadsheet to project the number of student credit hours that your unit can generate given your base budget.  The base budget dollar amount for your unit is provided in the Data file for 08-09 SCH projection (Tabs 1 and 2) and includes Exhibit B figures and your unit’s 07-08 Enrollment Allocation Adjustment.  The Budget Office will roll up salaries and benefits to the appropriate 2008-2009 levels.  Add to that amount any monies you have typically received from UNST to generate additional SCH.  Your unit’s projections should be based on:

· The number of faculty available to teach given your budget (including tenure-related, fixed-term faculty, and any adjuncts covered within your budget using salary savings, UNST allocations, etc.).  Note that typical workloads include 27 credits for 1.0 FTE tenure-related faculty, 36 credits for 1.0 FTE fixed-term faculty, and 45 credits for 1.0  FTE of adjunct faculty.
· The average number of students in classes offered, using a 3-year history of course enrollments for these classes.
· The total number of credits/courses offered.
Note:  Part 2b Self-Support projections should reflect a decrease from the prior year to the extent that your unit has proposed to move Hybrid Self-Support offerings in load (Part 3a).  However, credit hours from Part 3b proposals, if any, should be included in your Part 2b Self-Support projections.  OAA will transfer the appropriate number of credits in-load once budget decisions have been made.
Part 3:  Proposals for Revenue-neutral Positions (Use attached Templates for Parts 2, 3 and 5 [Excel attachment] and Part 3b and/or 3c [Word attachment]) 
Part 3a: HSS SCH Converted to In-Load for 2008-2009 

Part 3b: Self-Support SCH Converted to In-Load for 2008-2009

Part 3c: Other Revenue-Neutral proposals, New Programs and Program Expansion 
Proposals for additional funding should specifically address expenses, any revenue generated as a result of the investment, how the investment will support Portland State’s leadership position and academic priorities, and how the investment supports the strategic priorities of the unit.  It is our expectation that investments should be revenue-neutral as well as lead to at least one of the following outcomes:

· Investments will support our academic priorities, enhance the visibility and stature of Portland State, and generate additional resources.

· Investments will improve support services and administrative processes so that academic units can more effectively carry out their responsibilities and generate additional resources.

· Investments will improve the financial sustainability of the institution.

Directions for Part (3a):  Hybrid Self-Support SCH converted to In-Load.  This section has been completed for you based on your unit’s previously submitted HSS Resolution Proposal.  Review the SCH figures entered to ensure that they agree with your proposal.  Remember that your Part 2b Self-Support projections should reflect this reduction in SCH.  OAA will transfer the appropriate number of credits in-load once budget decisions have been made.
Directions for Part (3b):  Self-Support SCH Converted to In-Load.  If your unit wishes to propose moving Self-Support programs or courses in-load, enter the program SCH and funding request.  If your unit has previously submitted such requests, you will find that information entered for you.  Review any entered information to ensure that it agrees with your proposal.  Use the attached template, Part 3b and/or 3c: Narrative for Proposals (Word attachment) for those that have not been previously submitted, addressing the criteria listed in the bullets above.  Remember that, for the time being, these credit hours should be included as part of your 2b Self-Support projections.  OAA will transfer the appropriate number of credits in-load once budget decisions have been made.
Directions for Part (3c):  Other Revenue-Neutral Proposals, New Programs and Program Expansions.  Enter the program SCH and funding request.  If your unit has previously submitted such requests, you will find that information entered for you.  Review any entered information to ensure that it agrees with your proposal.  Use the attached template, Part 3b and/or 3c:  Narrative for Proposals (Word attachment) for those that have not been previously submitted, addressing the criteria listed in the bullets above.
Part 4:  Strategic Investments. Use attached Templates for Part 4: Strategic Investments (Word attachment and Excel attachment)
Support units should complete the attached template to request funding to enhance infrastructure for achieving Portland State’s priorities.  Academic units should review the list of requests that were unfunded in the recent cycle (see Part 4: Unfunded Academic Investments [Excel attachment]) and propose any changes in priority using the criteria listed for Part 3 above.  Should funding become available, we will have an opportunity to revisit these priorities. 

Part 5:  Adjustments Required by Collective Bargaining Agreements (Use attached Template for Parts 2, 3, and 5: [Excel attachment])
Review the data provided for your unit and estimate additional funding required for meeting requirements of the 2007-2009 AFT settlement without loss of Student Credit Hours.  Review the total SCH produced by, and total salary expended for, adjunct faculty in 2006-07 and estimate variances for 2008-09.  Enter these estimates on the table where indicated (use 2005-07 rates for your estimate of this salary variance).
In addition, identify any un-rostered AAUP faculty positions that will be affected by the eventual settlement.  Exclude from consideration here any positions that are funded by grants, contracts or E&G salary savings (e.g. sabbatical) that will already have received a roll up adjustment.  Enter the names, position numbers, and FTE of faculty members in your unit that fit this category.
Part 6:  Remodeling/Renovation Priorities 
We have just completed a process for one-time investments that included remodeling, renovation and refurbishment requests.  Review of these requests is currently underway, in consultation with the Office of Finance and Administration.  If you have additional compelling needs at this time, you may submit an addendum to your earlier requests as part of this process.  Beginning next year, requests for these needs will become a standard part of our annual budget development process in order to establish an ongoing list for the campus.
Part 7:  Contingency Strategies for Potential Loss of State Funding (Use attached Template for Part 7: [Word attachment])
All units are being asked to develop contingency plans in the event that the current declining state revenue forecast becomes a reality and PSU does not receive the full state allocation that was planned.  Units should outline three strategies for potential savings through efficiencies or reductions that total 4.16% of your unit’s Education and General base budget.  While permanent cuts might eventually be required, one-time strategies can provide bridge solutions that will help us retain as much flexibility as possible.  Targeted amounts, based on total budget allocation, will be provided by the Office of Budget and Planning at a later date.  Once we have all units’ proposals and if necessary, we will devise a more strategic plan that would require no more than and perhaps less than the 4.16% you have indicated.
Attachments Related to these Instructions

· Templates for Parts 2, 3, and 5 (Excel attachment)
· Data file for 08-09 SCH projection (Excel attachment)

· Template for Part 3b and 3c:  Narrative for Proposals (Word attachment)

· Template for Part 4: Strategic Investments (Word attachment)
· Part 4: Unfunded Academic Investments (Excel attachment)
· Template for Part 7: Contingency Strategies for Potential Loss of State Funding
