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Preface

e
An original charge to NCHEMS was to develop a set of procedures and definitions that would
enable peer institutions to compare information about their resources, activities, and educational
outcomes. To fulfill this responsibility, NCHEMS developed in the early 1970s what eventually ’
became known as the Information Exchange Procedures (IEP). Though IEP was generally ac-
cepted by colleges and universities, one sector of higher education—the major research universities
—expressed reservations as to the applicability and validity of the procedures to their situation.
Thus in early 1975, several of them petitioned the NCHEMS Board of Dxrectors to reexamine
- certain portions of IEP from their perspective. _ -
A task force representing the major research universities was subsequently appomted by the
~ Board. Two working groups were formed—one to focus on the costing methods contained in IEP
and the other on alternative approaches to information exchange. The first group, subsequently
known as the Experimental Application and Analysis Subgroup, conducted an active pilot test of
the costing portions of IEP to determine their relevance to a major research university. This work -
is documented in two reports: ' '

® Ewvaluation of the IEP Costing Procedures: A Pilot Study by Six Major Research Uni-
versities (1979). A report that summarizes the technical findings of six major research
universities based upon their experience in implementing NCHEMS Information
Exchange Procedures. Participating in the study were the University of Colorado,
University of Illinois, University of Karmsas, Purdue Umversuy, State Umverszw

" New York at Stony. Brook, and the Umversxty of Washmgton oo

o Technical Diary of the Major Research Unisversities’ Pilot. Test 1979). A step-by-step com-
mentary on the implementation and analysis of the NCHEMS cost-study procedures.
Maodifications to adapt‘ the proccdures to major research universities are included as part
of the advisory-group recommendations.

/,
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The second group, known as the Measures and Definitions Subgroup, examined alternative
approaches to information exchange among major research universities. Its work, largely concep-
tual in nature, was developed by representatives from public and private universities, including

. Stanford University, State University of New York at Stony Brook, University of California at
‘Los Angeles, University of Michigan, and University of Rochester. Their report is entitled Inifor-
mation Exchange Procedures for Major Research Unive(sz'ties: Alternative Conceptual Approaches

(1979). . S :

Together, these three documents constitute the. final report of the NCHEMS Major
Research Universities Task Force. NCHEMS is indebted to the participants in this project for
their contribution of time and encrgy While substantive conclusions were not reached in all
aspects of the study, significant progress was made in exploring the issues surroundmg informa-
tion exchange among major research umversmes and, in' some instances, in suggesting tentative
solutions to the problems. We puhhsh these reports in the hope that they will help other univer-
sities that want to undertake similar comparative ‘studies.

:l. —r A. Ray Chhbgrlain .
| - Chairperson, Board of Directors

‘s yBen Lawrence
. Executivg Director

“ ~ Jim Topping
| f ' Project Director

viit - \
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INTRODUCTORY NOTES BY THE ADVISORY COMMITTEE
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~ 1
The Major Research University-Information Exchange Procedures (MRU-IEP) project has as its
purpose developing information exchange procedures to improve the management of this im-
* portant class of institutions. The major research universities became a separate focus within the
IEP project because of their complex functions, particularly their research missiens. In developing
the followixfg procedures, the project staff and Advisory Committee were aware that the project
could miss its mark if the particular needs-of these institi®ns were not addressed.

In developing these procedures, we ‘paid particular attention to: | ®

-

-

® The nature of major research universities
" @ The role of management in these institutions
* Information and its interpretation
=" * Information exchange and comparability -

By discussing these topics heré, we hope to describe the purposes of the project and to alert the
reader to the kinds of judgment required in.using the procedure.

-

i

In looking at the distinctions among major research universities, we identified two that were
important in our considerations. One of them loomed lz{rge indeed. Perhaps the single most
management-relevant characteristic of MRUs is the wide distribution and deliberate decentraliza-
tion of both intellectual authority and operating responsibilify. This is, in turn, predicated on the
central role played by the faculty and on the mtﬂtiple features of that role. Indeed, institutional
purposes are largely elaborations on the duties of the faculty, succinctly but accurately stated in
this excerpt from the Statutes of the University of Cambridge:

I

i .
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The University duties of faculty members are to devote themselves to the advancement of -

knowledge in their subjects, to give the students instruction in those subjects, and to
. gpomote the interests of the University as a place of education, learning, and research.

" This characteristic means that universities are as much sertings within whfch education and
research go on as they are organizations responsible for teaching, conducting research, and cer-

tifying learning. As organizations, they have as large a stake in the intellectual independence of.

faculty and students as they do in cultural transmission, curricular coherence, the effective use of
resources, and social progress™ | Y

A second distinctive feature of MRUs is the unification of’BotH teaching and research ob- '

jectives for both individuals and organizational units. So close is the coupling of these functions—
indeed, so close at,fi‘fjir@that,different functions cannot be distinguished—that facts or informa-
tion can only be properly understood in a larger context. The importance of this methodological
stricture is often overlooked. The natural tendency of information systems is atomistic; they aim
at reducing a whole to its smallest parts, thereby alfowing maximum ﬂexibilityln'the recombina-
tions of those parts to display alternative interpretations. This natural tendency, however, is not

~ always legitimate. If two aspects of something must bork be present in order 10 represent it truly, .

then no intellectual purpose is served by reducing this union to its separate parts. In analyzing
universities, this problem has come to be called the problem of jointness: when a library book
Fserves both a research and a teaching objective, or when a professor in conducting research is also
teaching a studgnt, the ﬁmctio’ns\ are unified, are joint, and the frame of reference must marry
(not divorce).them irporder for information about library books or the ways in which professgts
'spend their time to convey meaning. In short, the direction of analysis must be integrative rather
than reductive. The temptation of obtaining smaller units of analysis must be resisted since its
price is often the destryction of meaning. .
~ What these two distinctive features (as'well as others not mentioned) mean is that the structure
of major_research universities has evolved into a setting in which creative work can prosper. No
one we knew would argue that this evolution has produced a perfect, inviolable structure; but
neither is it reasonable to suppose that the present form of major research universities is fun-

- damentally flawed, ill- considered, or unmanaged. The situation is rather one in which there is

room for imgrovement, for which institutional initiative is the most promising means.

il

In considering the nature of management in major research universities, we found three pas-.

. »~, N ) ' .
ticular sets of considerations useful. The first deals with the relative newness of management as a
subject for deliberate and systematic attention in major research universities. -

Because of their size and complexity, major research universities present a many-sided
opportunity to manage well. Because there is yet neither a well-developed art nor science of

university management, an ordered array of proven and useful informatjon cannot be defined. At
. present, exchangeable information should be viewed as 2 means to improve university manage-

ment. We expect therefore that the IEP will develop through trials, feedback, and revision, and

3
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furthermore, that institutions using them will be able to identify more“.effective practices and
adopt them. The formats and procedures that follow have accordingly been tested through actual

- use and will, we hopc, contintie to be treated expenmentally ‘We have sought 10 structure thc-

first word (somctxmes a second word), but certamly not the last word in how mformauon can be
prepared and compared to help institutions. | ‘

The second set of consxderauons deal'with IEP as 3 management tool in the kinds of settings
described above, in which authomy and responmbxhty are distriputed and shared throughout the
institution. The tools that work best in such situations are diagnostic, ones that focus or reinforce
critical perception and thus engage and inform the responsible persons in a dialectic that
converges toward a decision. The attempt to-develop tools or use them in wayZhat are definitive,
that is, in ways that by themselves serve to settle a matter or resolve a state of uncertainty, is

| foredoomed. Institutions grounded in the deliberately wide distribution of institutional know-how

and know-why necessarily depend heavily on the ;udgmem of qualified persons. Informanon is a
companion to judgment, not a substitute for it.’ o >
One of our’intentions, then, in developing information exchange pmcedures was 10 provzde a

- means to advance msntunonal purposes by. providing information with diagnostic or indicative

value. The procedures by themselves cannot produce precxse results or refined meamngs The

" test of their value will he in their utility, and our aim has been, as we note above, to brmg them
- .to the point where that value can begin-to be realized. . ‘

We have, in our third set of consxderanmﬁ‘, ponderedthe value of exchaflged information for

purposes of accountabxhty The concern “for accountability in higher education has mcreased

greatly in recent years, as resources have become more scarce and as more. difficult allocation
decisions must be made at both state and federal levels. In discharging our accountability re-
sponsibilities, however, ‘we must ‘be wary of the’ potential for misuse and misunderstanding
inherent in data compansons Informatlon can, as we note in the next section, acquire apparent‘
importance merely because. it exists. Data alone, however, do not necessarily reflect the local
purposes, conchtlons, and traditions that must be understood to explain adequately the grounds
for institutional polxcxes and practices. Even with a single institution, to-meaningfully use com-

'paranve dat one must be aware of differences among units and of commumg changes. Inter-

institytional comparisQns bccome wvastly 'more complicated and must be undertaken only with
the greatest understandmg and care. guch data, then, are open to potential mxsuse, intentional or
unintentional, when they are supplied to exgernal agencies, unless their use is accompanied by
informed consideration of the. programmatic and qualitative differences among the units or
institutions compared. On the other hand, excha{lgad information can, as the very existence of
the IEP project demonstratcs, be a useful tool in a comparative evaluation by an institution ofits

own pcrformance That aspect, however, must be seen within a larger context, so that all who

listen to reports or research judgments about performance can put the exchange information in
its proper perspective.

]

In short, we have been concerned here with a double fit: first, the fit of IEP with the manage- |
‘ment responsibilities found in major research universities; and, second, the fit of management
. responsibilities with the nature of major research univerities themselves.

-
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o Of paramotmt concern in any pro that collects data and transforms them into informa-
strugture. By_ conceptual structure we mean the

before we can know whether we have found it. Wheth we are talkmg about academic pmgrams, :
financial categories, or the outcomes of teaching and research, we must be ¢lear about our cate-
'gurtes, our conceptual structure, before we start to tally and exchange counts of instances of
institutional activity or performance. ' '

An important corollary is that facts and information are seldqm neutral. Since not everythmg

~of value can be counted, a red flag goes up, immediately warning against misplaced emphasis,

against overemphasmng information that can be quantified and overlooking other companions
1o judgment, such as"experience and purpose. This danger must be recognized in an information
exchange. . :

In structuring the terms and formats that fallow, we have attempted to minimize bias and
render ‘the information objectively. The uses to which information may be put are primarily
functions of the internal management needs of an institution, rather than facts that purport to
describe objectively the operation of an institution.

. E ' . . -

v o

Cntnpansons highlight both sxmllannes and dtssumlartttes among the things compared. The
more traits two objects have in common, the more meanmgful the comparxson For example, an
apple and an orange can be compared with regard to wetght shape, color, Vitamin C content,
‘and so forth. As long as both pieces of fruit can be measured on a common scale with regard to a
. certain charactenstxc, a vahd comparison can be made. It is only when one of the objects contains
g different set’ of characteristics that comparisons are rendered invalid, or at most, less than
" useful. This fact underlies the separation of the major research universities from the broad IEP‘
project. It is the same fact, moreover, that makes us mmdful of the dtﬁ'erence even among ‘the
major reseacch universities. ’ -

In exchanging information among major research universities, there are at least two dimen-
sions of potential difference that will influence the form and function of results: the differences
among institutions themselves and those among their parts. Institutions can be distinguished by
their governing structure, source of financial support, ratio of graduate to undergraduate

* student, land-grant status, number of professional schools, ratio of external research funding to
total fundmg, coordination of scientific facilities, and so’forth.,

Subunits are paradoxically less comparable than the institlitions of which they are a part. For
example, two universities that seem to have similar overall characteristics may have departments
of economics, schools of law, administrative offices, or. libraries that have received different
degrees of emphasis and play different mstttuttonal roles. Before making comparisons among
them, thérefore, one will need to establish suqut comparability independently of averall in-
stitutional likenesses.

C g
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It is purpos; that gives signiﬁcaﬂce to information exchange. What we have developed here
isa set of insimmmts or means useful in serving the purpose of improving the internal manage-
ment of institutions. In this introduction, we have emphasized the importance of the purpose to
.w}iichvinformation is put. Often those who do not work regularly and closely with management
information confuse means with ends. They imagine that data.can be used independéntly of a
conceptual structure that must itself be critically evaluated and they assume that informatien
that seems authoritatiye can answer questions whose underlying assumptions have not been
examined. 4 . "

By facilitating information exchange among major research universities, this procedures
manual will, we hope, vontribute to their more effective operation. These procedures can hélp
staff collect information with which they challenge assumptions about institutional funttioning.
" As another instrument in a growing-inventory of management techniques, the procedures will,
we hope, aid officers and administrators of major research universities responsible for the stability

and quality of their institutions. ) ¥

Members of the Advisory Committee:
Ray Bacchetti, Stanford University
- Carl Carlucci, SUNY-Stony Brook
\ " Adrian Harris, UCLA
Don Lelong, University of Michigan
Rich Richmond, University of Rochester

L]

-

ORGANIZATION OF THE MANUAL

The formats and definitions included in this manual are organized around the information needs
of an academic department or other' academic unit. They include information about depart-
mental programs, students enrolled in those programs, personnel engaged in the departmental
research and instructional activities, and finances and other resources needed by the department
toQulfill its academic mission. In addition, there are a few formats that an institution can use to
describe its academic support functionsy such as its libraries, museums,'galleries, and computing
services. Together these formats and definitions constitute the conceptual structure of the infor-
mation to be exchanged. |

The data formats were designed to be internaly consistent. Such consistency is an essential

characteristic of an information set that will be of maximum use to the academic administrator.
An important ingredient of internal consistency is a common time frame for all data formats.
(For example, it would be misleading if a portion of the student section were completed at the
end of the first academic term and the rest of the data represented a fiscal-year summary.) The
designation of the time period also becomes important in the building of longitudinal data using
the MRU-IEP formats. The time periods relevant to the academic calendar are the end of the

L
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\ ,
academic terms, of the academic year, and of the fiscal year. Each part.icipa(nt in the-information .
~ exchange should clearly state the time period for which the data are collected.
Another concern for internal compatibility is the distinction between budgeted and actual
. expenditures or resources. Budgeted personnel or expenditures refer to planned resources or
positions for which no firm commitment has been made. Actual personnel or expenditures are
. resources already committed or expended. In essence, budgeted is before the fact; actual is after.
"Each participant should keep this basic distinction in mind when completing the formats, par-
ticularly in the personnel and financial sections. |
The academic unit or level for which the information is reported is another important con- -
sideration. The formats in this manual are designed primarily for the individual department.
However, in all cases, it may not possible or practical for an individual department to complete
some formats, because the information may be maintained by the Dean’s Office or the Office of
Institutional Research. In these cases, the division, school, college, or perhaps the entire insti-
' tution bécomes the reporting unit. Again, for internal compatibility, the academic unit for which
the information is reported should be the same throughout the data formats Exceptions to this
procedure should be carefully noted. %
’I'he data formats and defmmons are organized into seven ma;&r categones.

o N ' . “« %
: Program statement ,

e

e Student information

* Personnel information . - | o
* Finance information |

e Instruction measures
e Research measures = .
¢ Academic Support information :

W discussion of each area follows

_ Program Statement. The MRU-IEP Advisory Committee regards this as the most im-
portant section of the- mformanon set, because of its conviction that data cannot by
themselves sufficiently describe the complex functions and activities of the major
research university. Thus in its program statement, the reporting unit should discuss:

Degrees offered ‘ : C
Areas of specialization o

Goals and objectives of the academic unit

Goals and objectives of the instructional programs,

Degree requirements

Interdisciplinary relations

Relationship of other institutions or campuses | .
Student-related policies

Faculty-related policies

2 %8 & 2 & » & ° 9
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Specigl facilities . . ‘ \ .
-Administrative functions o
Special funding arrangements .

Other special program characteristics

Developing such a program statement facilitates the interpretation of data.
Student Information. This section is concerned with information about students.

B Specxﬁc formats describe demographic data (age, sex, and éthnic status) for full- and part-

time students by student level; headcount enrollments by terms by student level; degrees
awarded; graduate-student financial aid by type (and by student level); undergriduate-

student financial aid by type; and tuition, fees, and expenses by student level.

Personnel Information. This sectiod is concernetl with providing personnel information
according to the manpower-resource categories. Information is provided about persons
engaged in teaching and research. Formats in this section pertain to positions actually filled

‘_ - or those that .are funded but not filled. These formats are headcount and FTE staff by

employee category and by funding source; characteristics of full-time instruction/research
professional staff by tenure status; and average salaries and compensation of instruction/
research professional staff by tenuge status. ;

Financial Information. This section contains information about the expenditures for |

‘academic units and about expenditures and personnel for different support areas

(academic support, student-service support, and institutional support). The formats
require that expenditures and’ pemonnel data be described as actual or budgetecf and that

' funds be described as general (hard dollars) or external (soft dollars). The specific formats
in this section cover current funds expenditures for ‘academic units, academic-support

cxpendmuesﬂna personnel, student-service: support expcndxturcs and personnel, institu-
tional support expenditures and personncl ‘current funds revenues by source, and

. columnar balarice sheet

Instructional Meamre.w This secnon contams instructional measures pertainipg to
faculty workload and studerit use of an academic unit. Specific formats in this section
describe measures of class size by method of instruction by student level, distribution of
sthdent credit hours taugl;\t by studmt level, and FTE instructional staff by rank by
activity leVel

Research Measures. This section is concerned with providing quantitative measures
related to external grants and contrat:ts according to their primary purpose—research,
training;or other. The formats include information about grants and contract applications,
awards, cxpcndxmrcs, personnel, and graduate students according to the sources of funds.

Academic Suppart Information.” This section contains descriptive information per-
taining to three academic support functions—libraries, museums and galleries, and com-,
puting support servicés. Formats describe measures of holdings, circulation, utilization
rates, staffmg,‘ and income and expenditures.

-

)



The MRU-IEP Advxsory Commxttee discussed several other topxcal ar as but chd npt mclude
them in the information set for.the feasons stated below. These areas inc udc,measurés relating

/1o mstructmnal md research outcémes, unit costs, medxcal educthon,f cxrcnsmn Servlce* and |
L adult and cantm,mng e.ducan ; Coe R // v \ ; ii‘
3
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stage. chcrtheless, measures bf the outcomes of educatmn‘ do exist. For several years,
y " 'NCHEMS has beeni working to develgp ¢ and refine these n}césurcs and will continue to
- do so. At present, the Cemer is tailoring the outcomes section of IEP for tajor research
-universities. Because of thig separate
an outcomes section in this publication.

Umz Cost Data In dxscussmg the

‘measures alrcady included in the infor
_(format C.3), class-sizg information (fo
‘E 3). The Committee felt that producing
ot would focus undue attention on this single ' umber and that the undcrlymg compon
b of the umt cost-might be overlooked. v
P Medzml Educat:on Data. The Amencan\ Assocxanon of Mcdxcal Coileges (AAM

single composite ratio, such as a unit'b;:t,.
s

ma;or topxcs ‘ .

. Facihtxes

. . Student enroliments )
’ e Revenues ‘ .
‘ e Expenditures N _
e Curriculum e Census data ,
U » The Committee felt that there was no need to duplicate\the extensive effort of AAMC i}n,

developing data about medical education,,

Extension Service Data. ‘Data about extension servige actxvmcs, like those about
medical education, have been collected and organized into\a data base. These bases ‘are
maintained by the Extension Service Division of the U. S. Department of Agriculture and
held in the. Extension Management Information System (E IS). The Committee felt -
that institutions should use this existing system.

Data on Adult and Continuing Education. Data and reporting ormats about adult and
continuing education need to be developed. At present, several natioxal groups are working




to determine comparable ways of defining and describing activities in adult an{i continuing
education. Recognizing this as a major task and one not of primary concern to the project,
the Committee decided not to include nieasures related to adult and continuing education.
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, PROGRAM STATEMENT OF THE -, s -
DEPARTMENT OR O‘THER ACADEMIC UNIT -

\
'

-

" Institution | ‘Major Research University
) / - c "-ﬂ‘AcademichnLt Graduate School of Management
! | . o Date 7 July 20, 1976

Degrees Offered: List the names and types of degrees offered by the academic

. unit., e
Example: ’
Master of Business A&mniatmtwn (MBA) A
MS in Management . \
| - Fh.D. in Mcmagenmt : o
« P | |
- ~ Areas of Specialization: List the programmatic emphases within each of the o
degree offerings . |
Ex_amg'le. | .
| mg.degﬁe programs anhvsigned to j“aater an appropriate balance between
specialization and integration. The fields of spemhzatmh listed -
‘below are specified formally at both the master's and doctoral levels.
However, students are encouraged to develop individualized study pmgn%s\
. with the gmdmce of a faculty advisor. -
Aamuntmg and Infomtwn Systems |
~ Accounting-Finance
' Behavioral Science - ‘
) Business Economics,
| Computers and Information Systems
Finance , .
Industrial Relations /
.. Intqmatwmzl and Comparative M:magemnt Studies
N Management in the Arts | .

Momagement Theory (Doctoral)
Management, General (Master's)
Marketing
Opeprations Research

- Socio-Teohnical Systems
Urban Land Economics

g

Yy
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Goals/Objectives of the.Academ?Z Unit: State the intended or desired outcomes
"~ for undergraduate and graduate students enrolled in- instructional programs
offered by the academic unit. Alsoinclude a separate statement describing
substantial research and/or public service efforts conducted within the
academic unit.’ _ T

s

‘ ' .

Example: o R . =

‘ " In 1971-72, the Graduate School of Management accomplished substantial
: pevision of ite programs and redefinition of its objectives. These
! changes included a change of name from the former Graduate School of - -
Business Administration, in order to better reflect the new emphasis
| The new professional master's program was developed to meet the needs
e ' of today's business and other organizations, by stressing the concept
' ‘ of the manager as a profeseional.” The MS was algo redefined to include a -
greater research emphasis and to constitute a first step toward the Ph.D.

The overall objective of the Graduate School of Management is to prepare
capable, self-confident, well~trained professional managers with specific,
specialized ekills and an overview of the enviromment within which they '
will be applying those skills. They will be competent for management .
of business as well as management of other private and public sector

, . ". . institutions. The concern with management in-all types of organizations

v o has led to a variety of interdisciplinary pregrams, ineluding ones in

. comprehensive health planning, hospital administration, public-heglth -

services, and arts management, In addition the School's mission i to
discover, disseminate, and build the body of consequentigl knowledge to
cope with the central, critical, ever—inoreasing problefis facing manage-
ment of business as well as other private and public-sgqtor organizations
in a complex environment. . , : o

Flowing from thie are the following more specific objectives:

~ Oprepare professional specialists who have the broad perspective,
the depth of specialty cdompetence, and the ability to engage
N effectively with othére in a variety of organizational settings

°Prgpare scholars who miZZ,perfam research and teaching in both
organisational and academic settings

°Provide learning programs for ;zmagers of aZ% typee of organiaations .
" as appropriate to their needs throughout their careers

°Contribute to the advancement of the art and science of management
through programs of significant etudy, including basic research
into fundamental problems of science that bear on management,
discovering and developing methods for the application of such
knowledge, and action-oriented regearch dealing with important
contemporary problems ' ‘

283 —~—
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Goals/Objectives of the Instructional Programs: A statement of intended or
desired~eutcomes specifically directed toward the individual degree
offerings, both undergraduate and graduate, of the academic unit. Please
be specific.

. ’ -
Example:
The instruckional programs lead to the MBA or to the MS and P’aﬁ‘/
dsgmes The professional master's program, leading to the MBA, '~
prepares students for careers in management and management-related
‘specialties. The academic master’s program, leading to the MS, and .
the doetoral program,gjeading to the Ph.D., prepare students %o conduct
substantive research.” The MS‘ and Fh.D. programs lead to careers in
mz.ve!mty teaching and research or as atcsz specialists in business
firms and other argmisattans. . Y.,

[

The Professional Master's Program (MBA): |
| Specific bbject:ivels of the zﬁnofessiong‘l master's program inelude:
. °Problem zdeﬁmfzaatwn and fommlat;m—-deir:eanng what the

. relevant problems are, emlmmng what shouldgbe done and why,
and choosing or des'z,gning effecmve methods for doing so

"Choosmg methods of mzalyszs that f‘u‘: the complem.ty and
congequences of a problem .
%ing‘fml'z‘.ar with available techn rgques for solmﬁ;:; hwzagémal
problems, ineluding a thorough appréciation of their limitations

“Accepting zmaertamty and acmng in thé face of it .when the time and
cost requirved to achieve certamty are too great or are unattainable

Working with and through othsr peaple in various phase,a of management
& -  aetivity, as well as dsszgmng and operating systeme that mazimize
team performamece ]

°Set:tmg up oz*gmnsatmml czmmgements that will encourage
individuals--both managers and other participants-~to formulate
their own plans, actions, programs, and controls

g °Knowing when to call for assistande, either expert or experienced,
and how to integrate such assistance into aceonplwhwg the task

°Learming about one's self, evaluating: one's own professional perfop-
mances and taking steps to correct one'’s own deficiendies

°Being committed to leamming throughout a 11 fetime, and willing to
discavd obsolete knowledge and .technology in favor of be.tter appmaehes

Communicating in waye that are\sgzented toward action Pazf:her' than
szmply transmitting information

RIC . Y
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Recognizing the dynamic nature of organizations and the environments
within which they exist and must interaet, ae well as being able to
recognise and react to important shifts in those relationships

A special emphasis of the proTessional master!s program i1s the integra-
tion of research, teaching, and professional practice. A serious effort.
. 15 made to break-down the traditiomal barriers between the. classroom ana
the world of practice and to emcourage research that attends to relevant °
problems and enriches the learning experience. Where -access to real-
world organizations is impossible, business games and other interactive
experiences are offered in an effort to achieve relevance and realism.

As noted earlier, the professional master's program places stress on
the need for balance between spectialization and integration. This is
done in the belief that specialization is needed not only to gain ‘entry
to job markets, but that owr highly teehnological world requires persons
who ave skilled in one or more -of the areas in management. On the other
hand, the need to integrate specialties is equally apparent. The
professional master's program seeks to attend to both of these needs.

The profbssianal‘master’s progran “leading to the MBA degree is offered
on a part-time basis, making it available to the working student. .

The Graduate Academic Programs: - )
The academic master's program leads to the degree of Master of Seience in .
Management. The program ie designed for students who are interested in g

high level of specialization at the master's level or who intend to pursue °
doetoral studies. ' x ’

The ‘doctoral program is intended for mature students with demonstrated.
intellectual capacity who can make a full~time commitment t@ academic
’ ,  work. A variety of backgrounds ie encouraged, and applications are
welcomed from pereons with prior work in the various soetal, behavioral,
" .and technological sciences, or other academic fields. The. doetoral
‘program segksa to prepare etudente for careers in university teaching and
. research or as staff spectalists in businese firms and otheg.organiaations.

\

. Degree'Requiﬁﬁments:_ List any specifit degrée requirements, such as entrance
; exams; foreign language proficiency; thesis, dissertation, or research
‘ project; internship; number of credits and/or academic terms in residence.

e ’ Examp?e: R | o N -
| The MBA program requires 56 wnits of advanced work. The program includes:

common knowledge requirements, which may be met by sexamingtion or
appropriate course work; a nucleus of learning experiences required of

. | | ,- . “ . N )
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all students; concentration in a parmcular field of spemalzzatmn, an’
Lntegmtrwe studies progject; and camprshenswe emzmtmm No forezqn

ianguage zs required. - . e | —

Integmmon and breadth are pmmded formally thro gh the nu@leus and
integrative studies _prgggct The nucleus odnsists of the following
: courses: : '
. weel | |
Individual Deci&ionmaking
. Managemz Decisionmaking ‘ y
Complex Systems: Methods of ArzaZyszs
Complex Systems: -Program Identificatiom and Solution |
- Organization Behavior and Management Procesges Yk
Policy and Orgarnzthnal Ehmmnments : ‘

ot The tntegrative stud'z,es pmgect congists of. field. studws in mh'z.qh tkree-, '
or four-member teams assist ongoing organizations in’ solving problems B
of significance. Field studies involve cloge contact with sentor
personnel 4 the client fzms,_ and a faculty supemsor 18 .assigned to
' each team. _ Ny :
h‘ ' . o ~ L} -

' The MS pmgmm mcludes prerequisites and a spemalzzamon we,{-
operations research or business economice. Each field of s &atwn .
will. speeify the coursee requived. A master's thesis must also be complsted
and may 8erve as the research paper required for the doctoral pr‘ogr%

The MS ie desirable but not required for the Ph.h : '

“Phe doctoral [J/vgmn in management i8 an admnced curriculwn that Zea

T to the degree/of Doctor of, Bkilosophy in Management, A field of spec®&li-
. - zation iB required, suppoz‘géed by two minor fields. Therevis no foreign

_ Zanguagé requirement. . o -
The doctoral program stresses intensive tmzmng in research methodology,
and demonstration of abzlzty in this regard ie requived in the form of s
research aper that is reviewed and approved by a faculty reczdzng
cormnttee rior to advancement to candidacy, .

In conjunctidn with a faculty advisor, the student will develop a program
of study that\leadgs to preparation for the minor and major field examina-
tions and satisfactory completion of the research requwement.

Following aompZetwn of these requwements, advancement 18 based on an
oral examination that usually addresses 'the dissertation proposal. An
oral defense of the dissertation is requmred upon oompZetwrz of the
dissertation.
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Interdisc1p1fnafx ReJationsE Describe all interdisciplinény programs in which
~ the academic unit is a participant. This description should include
interdisciplinary academic programs as well as research institutes and

centers. SR o
Example:

. The Graduate School of Management cooperates in the interdepartmental
program leading to the MS in Cbmprehensive Health Planning. It akso
cooperates with the College of Fine Arts in a progranm leading to the
professional master's degree (MBA) with a specialization in arts .

& | * management. ‘ e o A ‘

. _ Two concurrent degree programs are offered in conjunction with other

L. . departments. One of> these leads to the JD in Law and the MBA; -the other

leads to the MA in Latin American Studies and the MBA. These programs are

designed so that a portion of the required courses overlap, thus shortening

the total -time to degree for the combined programs. v

‘- . .. .Faculty of the Graduate School of Management participate in the
\  activities of+several organised research units, ineluding the Westerm
Management Seience Institute, the Institute of Industrial Relations,
the Center for Latin American Studies, and the Institute for Social
. SZignce Research. ‘ N ‘

E]
e

. Relationship to Other Institutions and Other Campuses: "Describe any arrangements .
: . whereby ‘the academic unit shares its faculty or facilities with another

- ' campus or institution or alternatively, where its students may be enrolled

simultaneously in a simflar ‘program on another gampus or institution.

Example: - | .. .

N

No such dfmngements are currently in effect.

Cy |
Student-Related Policies: Describe any policies that the academic unit has
.established that deal with minimum entrance requirements, affirmative
. action, scholastic progress while enrolled in the degree programs, :
" academic advising, and guch. Please include a description of the financial
aid available to gnderéﬁth?te and graduate students if this is a function
of the academic unit. / )

Example: ' : , -
. s b, i
' - Minimum entrance requirvements for graduate status at the Major Research
' Untiversity are a baccalauréate degree with a 3.0 or better undergraduate
_ GPA. In addition, the Gradugte School of Management requires the Admission
. Test for Graduate Study in Business. It is the policy of the Iniversity

. 27
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to rem'mt all qualified students without regard to ethnic background or
race. Students enrolled in any master's.level program must have completed
all requirements within 10 quarterd. -Ph.D. students are expected to graduate
within geven and a half years of beginning the progmm Most finaneial aid
18 administered by a central campus; however, the School does not have a
student-loan arrangement with a loeal bank and a few special scholarships.

Faculty-Related Policies Pescribe policies that the academic unit has
established that deal with the hiring of staff, promotion,  tenure,
compensation, affirmative action, and such. P]ease include a statement as to
how faculty workload is established within the academic unit, for example,
norms for teaching, research, public service, and student adv151ng Also
describe the extent to which graduate assistants participate in the
instructional and research functions.

EXBEE]E‘

It is the polwy of the Graduate Sechool of Mmagement to recruit the
highest-quality faculty without regard to' ethnic- baekground or gex. Promo-
_ tion and tenure decisions are made through a peer-review process whevein
L. the individual's performances in teaching, research, and publié service
are given equal comsideration by a committe the faculty of the School.
Recommendations ave then comsidered successiv®ly by the dean, the academic
. 8enate, the chancellor, and in some cases, the board of regents. Teaching .
. - load is determined by the committees in the various subdisciplines. There ig
- no unszrnzstandbrd for the mumber of courses taught; however, five to six
per year is not uncommon. Teczahmg assistants are utilized where needed
z;g%vwer—dzutston courses.- Readers are available to instructors of courses
skch as accounting, where Zarge amounts of homework are assigned. Many
students aleo serve as research assistants, depending upon the funds avail-
~ able to a given research project.

Sggcia1 Facilitieb Describe the extent to which the academic unit relies on
specialized facilities or equipment and the- availab111ty of such resources.
Specifically state if the academic unit houses its own library, computer,
‘museum or gallery, research institute, clinic, overseas. study program, and
such. Also briefly describe the magnitude of each special facitity in
appropriate terms; for example, percentage of departmental budget, number
of square feet, nugber of volumes or holdings, number of FTE professional
staff type of hardware and 1ts capabi]fties, and such.

xamgle.

Students and faculty make extewBive use of the facilitiees of the Campus ~ -
Computing Network, which incorporates both bateh and interactive equzp—
ment. The North Campus Node of the Network is located physically in the
'Graduate Schaol of M:magement building. A branch of the Gmduate Research

¢
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Library is also located within GSM. There are several  active research
programs. under the auspices of Study Centers. These include (a) The
Accounting-Information Systems Research Program, (b) Western Management
Seience Institute, (¢) Real Estate and Urban fesources, (d) The Business
Forecasting Project, (e) Research and Dialogue on Business in Society,

and a variety of other projects. .

Studies in ‘behavioral science are aided by a Research and Training
Laboratory, established in 1961 and equipped with audio-monitoring .
one-way windows, elosed-gireuit televieion, and related items.

The Graduate School of Management also has introduced a Wiique new Learning

Center that affords students the opportunity to utilize self-paced (learning

through audio and video cassettes. The Learming Center allows“MBA students ..

.  to prepare, at their Qum pace, for required proficiency exams in common

S . knowledge courses. Work undertaken in the Learming Center is supplemented
by seminars and faculty coneultation.

(4

Administrative Functions: Describe the extent to which the academic unit '

\ ~ performs relatively autonomous administrative functions, such as counseling,
placement, admissions, and such, rather than relying on central campus |

services. ‘ -
\ " Example: | o
B . The Graduate School of Management operates most of its own student-service

activities. With the exception of minimal éentra% record keeping, all
. admissions, counseling, and registration activitijes are conducted by the :
». : ' Sehool. A branch of the central campus placement office i8 located in and
't partially supported by the School. This placement operation serves only '
management students. ' :

]

AN .
Unique Funding Arrangements: Describe any significant-extramural grants that-
may have impacted the initiation or continuation of instructional or
-~ research programs within the academic unit. Also indicate if this unit’
has endowed funds, the use of which is restricted to support programs
within the unit. ‘

© Example: | \

The Graduate Sehool of Management has been fortunate in attracting signi-

ficant unrestricted extramural funds. These funds are used only for
enrichment and as seed money for faculty research. In addition, the

gohool has rebently received an endowed chair in accownting. : .

»~
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Other Unique Pro ?ramnatic Charactemstms Include any other infdrmation a

K

»

A

reader sF d be aware of befone making programmatic compamsons

Exag_rg]e- - -

The Graduate School of Mcznagement also pmmdes a significant service to
the business community. through its various eontznumg-educatwn programs.
These programs are gemerally available at convenient hours during the
euemng and on weekends. They are completely self-supporting through fee
income and are offered through MRU Extension, the.largest continuing-
education program in the country. In addition to regular course work that
may be taken for eredit, a large rumber of confervences, short courses,

and seminars are offered throughout the yeéar on specifig. subjectd of
interest %to the business commnity. An important feature of the continuing-
education program ie the Management Executive Program, now in its twenty-
firgt year of opemtwn.‘ The Executive program offers a nine-month series
of lectures and seminars designed for mature executives, line managers,
and staff specmlzsts who wish to expand their horizons and keep abreast

~of new developments in the field of management . While the continuing-

education programs are self-supporting, they are frequently staffed by
regular x'vmagement faculty, who are compensated separately for this service,
and the School is closely mvoZved in the curriculum development and eval-
uation of these programs to insure that high standards of quality are

. nmni:amed
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Age

»
&
(Y2l

Race/Ethnic Status

[J Full-time Headcount Enrollment

[J Part-time Headcount Enrollment

[Q Full-time/Part-time Headcount Enrolliment Combined

-t

4

STUDENT INFORMATION

DEMOGRAPHIC DATA

Institution

Academ‘c Unit

Time Period '

Descriptors

Degree/Diploma/Certificate Student

"

" kower
Division

Upper
Division

First
Professional

" Graduate

I

Graduate
11

Residents,
interns,
and Other

Post-
doctoral

Nondegree/
Nondiploma
Noncertificate
Students

6.

Total

.17 years or younger

18-20 years

b2

21-24 years

© 25-29 years

Y

e

30-49 years.

50 years or older
L

<

' Total
::::>.L ~Male

gFemale‘

‘ Total
American Indian or
| __Alaskan Native

Asian or
Pacific Islander

Black, Non-H{spanic

Hispanic

White, Non-Hispanic

Nonresident Alien

Not reported
2

Tota




. STUBENT INFORMATION

" MEADCOUNT ENROLLMENTS

A

82

Institution

Academic Unit

Time Pexiod

»

Degreelniploma/Certificaté Students

DateE of Terms

I

Enroliment
Status

d

Lower
Division

Post-
doctoral

*
First Graduate | Graduate
Professional i 11

Uppér
Division

v
L% -
Nondegree/Nondiplome/
Noncertificate Students \

Residents,
Interns,
and Other

Under-

_graduate Total

Graduate

Full~tfime

f

Part-time

Total

Full-time -

Part-time

Total -

~

Full-time

Part-time

Total

Full=time

Part-time

Total

3h
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. © DEFINITIONS AND INSTRUCTIONS (BN and B.2) g

a
s

Definitions: _

. \
Full-time Students: Those students, regardless of the level 0f the program, registered for at least 75 percent of a

normal load required to complete a student'é.program\or'course of study within the norha) time.

Part-time Studen;s& Those students who are registered for less than a full-time load.

\

ﬁégree/ng]oma[Qgrtificate Students: Studenté who'haue been admitted to a'géneral or specific cobfse of study or

program at the completion of which é_degree/dip]oma/certificate is awarded.by the institution.
Students who have not yet declared a major (indicated the specific course of study they will
follow) should still be classified as degree/diploma/certificate students. .

Coterminal-Dghree Stugenfs: A student who is simultaneously working toward two or more degrees. Coterminal students

Studeat Levels: R

“should be reported in only one student level. However, a footnote should reflect the” number of
coterminal students <included within-a particular category.

Lower Division: This category includes all students who are enrolled in programs leading to an
associate degree (including three-year associate-degree programs) or in undergraduat& ocgcupational
or vocational programs of three years dyration or less, and all other undergraduate students who
i thave earned less than 50 percent of the ‘number of academic credits normally required for a
: ' four-year bachelor's degree (typically classified as freshmen or sophomores) .

Upper Division: This category includes all undergraduate students who are not in associate-
degree or occupational-vocational programs and who have earned 50 percent or more of the academic
credits normally required for a bachelor's degree (typically classified as juniors and seniors).
INcludes students in years three, four, and five of five-year bachelor's-degree programs.

{ N
First Professional: This category includes all students who are pyrsuing any one of the following

fi[§;jgrgfg§§%gngl degree programs: M.D.; D.0.; LL.B. or J.D. (if J.D. is the first-profes-
. sional degree); D.D.S.; D.V.M.; 0.D.; B.D., M.Div. or Rabbi; Pod.D. or P.M. Students enrolled
in undergraduate preprofessional curricula and students in the first two years (corresponding

to the undergraduate freshmen and sophomore years) of infegrated graduate-professional ~degree
programs should be classified as lower division and not as graduate~prnfess1ona1 students,

»

]
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~ DEFINITIONS AND-INSTRUCTIONS. (B.] and'8.2) - Continued

t

4 Definitions: . - | o | . A 8

Graduate I: This category includes all 'students who hold a bachelor's degree or \hg equivalent
{or a first-professional degree) and (a) are pursuing a master's dearee or (b)-are pursuing <=
a doctoral degree, but have not earned a master's degree and have earned fewer than the /
equivalent number of credits normally required for a master's degree or (c) are in a spet€ial, -
. unclassified, visitor, or other status or (d)- are purusing an Educational Specialist certificate,
N degree, or coordimate intermediate-level degree program, whether or not they ppssess an earned
. master's degree. ' | | | ' . , e

~ S

~ sional) .degree program, except those who-aré classified as Graduate IZby the definition provided

}\\. Graduate I1: This category includes all stydents who are pursuing a doctoral (except “first -profes-
above.

4 .

R | o ‘ o | . T s
Postdoctoral: This category includes all students who hold a doctoral degree and ‘are eprolled

~ for additional course work for research as part of an institutionally defined "postdoctoral
,‘ ' - program. : o e - . T 2

A !

Residents, Interns, and Other: This category includes medical interns and residerits as well as
any students not otherwise classified. - - - . : o

”~

Y

} . . . C . . ‘ , -
Nondegree/Nondiploma/Noncertificate Students:’ Students who have not been admitted to a general or specific course
o : of study or a program in the institution at the completion of which a degree,-diploma, or certificate
- js awarded by the institution.. TheSe students may’be enrolled in crédit and/or noncredit courses.
They.should not be confused with undeclared majors admitted to degree/dipToma/certificate =~ -

programs or students in other similar holding categories. . 2

Race/Ethnic Stafus: Individuals may be included in the racial or ethnic group to which they appear to belong, areﬁsf”

o : | " regarded by the community as belonging, or categorize themselves as belonging. However, no P
person should be counted in_more ‘than ‘pe race/ethnic¢ category. The five race/ethnic categories:
are defined as follows: ; ' o B v f ‘ o

American Indian.or Alaskan Native: - A persoh having origins jn any of the original pesples~of:
North America.. PR PO : . R

‘St{‘ o Asi}n or Pacific Islander: A persoh hawing arigins in any of the original peoples: of the. Far
] o . - East, Southeast Asia, or the Pacific Islands. This area_includes, for example, China,-Japan, - .
; -  Korea, Philippine Islands, and Samoa. | Lo ‘ L 35
o ) ‘ - } ~ ‘ ﬂ ‘ ‘ “ ‘ .: o c oy i .~ . l- . l v“‘v:.“v' )’,;l
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- DEFINITIONS AND INSTRUCTIONS (B.1 and B.2) - Congiiued

" 'Defjnitibg§; .

o Black, Non-Hispanit' A _person having origins in any of the'black'racial groups.

/ culture or origin, regard]ess of race. -

Nhite. Non- Hispan1c A person hav1ng orig1ns in any of the original peop]es of Europe, North

'-q ¢ .‘ . Africa, the Middle East, or the Indian subcontinent.

i ‘Nonresident Alien: A person . who is not a citizen of the Unﬁted States and who is in this

Hispanic: A person of Mexicah, Puerto Rican,. Cuban, Central or South American, or other Spanish

> -

L Y

. country, on a temporary basis and does not have the right to remain indefinitely. Resident aliens,

" noncitizens who have been lawfully admitted for permanent residency and who hold form I-151,
should be reported in the appropriate civil-rights categor1es along with U.S. citizens.

) . P '
Rormat B.1 should be completed twice--once for full-time headcount enro]]ment and a second time for part- time

Instructiens'

‘headcount enrolIment> Some institutions, however, may wish to report and exchange a combined full- &nd part-time
headcount enrollment; in which tase only one form would be completed and the appropriate box checked. Enrollments

should be reported as of the institution's census date, normally the second or third week of the academic term.

) In the case of classifying students by race/ethnic status, care should be exercised with respect to nonresident

- aliens ‘so as to preclude any possibility of double-counting. Non-U.S. citizens who are in the United States on -
a temporary basis are classified as nonresident aliens. However, noncitizens, who have been admitted for perma-
nent residency and who hold form I-151 should be classified in one of the other race/ethnic Cﬁt&QQP]ES\ that is,

acccrd1ng to their ethnic origin ——n

3
The,. tota?s 1ine’'ir age, sex, and race/ethnic status should agree for edch student level and may be used as an
%nterna1 -checking device for academic units completing this format. For example, the total number of students
1ower-division students-should be the same for the age, sex, and race/ethnic descriptors

Format B.2 requests term—by -term headcount enrollments according to enro]?mént status by each student level.
al] academic terms during the fiscal year, including 1nterim sessions and summer sessions.

tu o - o 11
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. STUDENT INFORMATION

’ L .+ DEGREES AWARDED

- w
L N
Institution
Academic Unit _ \
]
Time Period
. ]
| ‘ | - . Average Length of Time to Complete a Degree -
. Type of Degree/ Number of Degrees/ ~ : : 4
Diploma/Certificate Diplomas/Certificates ' Academic Terms
Awarded Awarded Calendar Months —r ‘
. 1 , FT Attendance PT Attendance -
£
13




~

~
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- Definitions:

DEFINITIONS AND INSTRUCTIONS (B.3) 4 -

s

- * &
*

v .

Degree/Diploma/Certificate: An award or title conferred upon an individual for the comp]etxon of a program or course

At

of study. An honorary degree/diploma/certificate awarded to an individual in recognition of his/
her public service and/or distinguished career-related endeqvors should not be included in the
count of program complegers.

-

The following categories are suggested: \ T C A

.Certificate or Diploma (less than one year): An award for the successful comp%etlon of a course

of study or program offered by a postsecondary-education institution that covers any time span

‘less than one academic year.

Certificate or Dip]oma (one year or more) An award for the sucTessfu1 completion of a program

offered by a postsecondary-education institution that covers any|time span between one academic

year and two academic years.

™~

~ Bachelor's Dggree: AAny earned academic degree carrying the title of bachelor.

First-Professionai Degree: The first earned degree in a professional field. The following degrees
should be included: - o P | ,

Dentigry (D.D.S. or D.M.D.) - ‘

Law, General (LL.B. or J.D.)--(If J.D. is the first-professional degree)
Medicine (M.D.) ' . S
Optometry (0.D.)
Ostheopathic Medicine (D.O. ) ‘

Podiatry (Pod.D., D.P., or P.M.) . .

.Theological Professions, General (B.D., M Div., Rabbi) |
Veterinary Medicine (D.V.M.) -
Other (this category is not used by IEP)

P -

£e



Definitions:

. Education.

" DEFINITIONS AND INSTRUCTIONS (B.3) - Continued

4

i

Master's Degree: Any earned academic degree carrying the title of master. In liberal arts and
sciences, the degree is customarily granted upon successful completion of one.or two academic
years of work beyond the bachelor's level. In professional fields, it is an advanced professjonal
degree‘ arrying the master's designation (L.L.M., M.S. [Master of Surgery or Master of Scienzi],
M.S.W. fMas erof Social Work]) earned after the first-professional degree. -

Doctoral Degree: An earned a;ademic'degree_carrying the title of doctor.' Not to be included
are first-professional degrees, such as M.D., D.D.S.

Other: Includes all other éategories of earned degrees/diplomas/certificates, such as specialist
degrees for work completed toward a certificate {such as Educational Specialist).

Highér Education General Information Survey. The annual survey of all accredited institutions
of higher education conducted by the National Center for Education Statistics, U.S. Office of

Average Length of Time to Complete a Degree (Calendar Months): The average number of calendar months elapsed between

the students’ matriculatfon date at the institution and the date the degree/diploma/certificate is
awarded. For advanced degrees, use the students' enrollment within a particular degree program
as a starting date, rather than enroliment within the institution. Exclude transfer students
when working this calculation. |

Average Length of Time to Complete a Degree (Academic Terms): The average number of academic terms in which students

- students should again be excluded from this calculation. .

are enrolled 1n a particular degree program. Differentiate between terms enrolled for full-time
attendance and terms enrolled for part-time attendance. Summer terms are added on a fractional
basis according to institutional procedures.

Again, for undergraduate degrees, the count should be made from the time the students enrolled at
the institution to the time the degrees/diplomas/certificates are awarded. For graduate students,

the count should begin when the student enrolls in that particular degree program. Transfer

f
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iraduate I Students.
jraduate II Students =
First-Professional Students

Financial-Aid Categories

Fellowships
Institutionally awarded

/

~ STUDENT INFORMATION
GRADUATE-STUDENT FINANGIAL AID

Institution
Academic Unit
Time Period

W

~ Number of » Dollar Amount . Average Dollar
Aid Awards : of Aid Awards Size of Aid Awards

L o

{Externally awarded

Loans:

Tuition and fees grants/waivers

.. Teaching assistantships

Research assistantships

Traineeships
Work/study
Other

Totals 1 ‘

1. Uhdub]icated total number of graduate students receiving aid awards.’

é.4 453



- ~ DEFINITIONS AND INSTRUCTIONS (B.4) S - I

Definitions: - : - o iy . ‘ ' ' &

PO B

. v . ‘ ’ , T .
Financial Aid: The total dollars made available to students at an instifution for financial assistance, either
L awarded by and/or. administered through the institution, regardless of. the source(s) of funds.

Fellowships: Financial assistance offered directly to or on behalf of students to enable them to pursue

‘ e postbaccalaureate training. Fellowships .are divided into those that are awarded by the institution
(institutionally awarded) and those fellowships awarded by sources external to the institution
(externally awarded). ' . o :

Loans: . Financial assistance offered to students for a-specified time that must be repaid to the lender.
. The sources of these funds-may be.gifts, endowment income, other institutional-funds, private
sources, .and/or appropriations 'of. governmental agencies. “National Direct Student Loans are
included in this category. Excluded are short-term loans (usually three months) available to all
students regardless of need. ‘ : '

Tuition and Fee Grants/Waivers: Financial assistance of?ered o studepts that results in reduced or free tuition
' @nd fees to the student for a specified academic term.

Teaching}Assistantships: Financial assistance provided to graduate students that provides a stipend/salary in
o return for assuming instrugtional“fesponsibilities. ‘

Reseéarch Assistantships: Financial assistance provided to graduate students that provides a stipend/salary in
‘ return for conducting specific research activities. ’

Traineeships: Financial assistance in terms of an éward}:;‘a student sé]écted by his/her university to enable
' *  him/her to pursue postbaccalaureate studies. B :
. WorkyStudy: Financial assistance provided to graduate students through the College Work/Study program in
. . which the federal or state government contributes partial monies for the payment of services
rendered by students and required for financial assistanee. | p '
Other: “ " Financial-assistance provided to graQuate students not categoriied in‘the above.

\

Number of Aid Awards: The total number of awards for finanéiq] aid for éach financial-aid category.

- Dollar Amount of Aid Awards: The total ‘amount of dollars for financ?q\ aid expended for each financial—aid category. |

&

4!% Average Dollar Size of Aid Award: The average dollar size of financial aid awards for each financial-aid categorleC)
< . .

f# 1 e ) . ] ]



DEFINITIONS AND 'INSTRUCTIONS (B.4) - Continued

Instructidns

Format B.4 is a summany of fwnancial a1d for graduate students. The number, total amount and average size of awards
made should be employed for the varfous categories.of financial aid. Complete the format for each student level--
graduate I students, graduate II students, and first-professional stiudents. The total of the first column should
reflect the total number of graduate students reCeiving aid, recognizing the fact that students may be receiving

. more than one type of financial aid. _
>~ N - : I Cx(

51 [ | ;
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<Grants;

STUDENT INFORMATION
'UNDERGRADUATE -STUDENT FINANCIAL AID

“ Number of
Aid Awards

'Federal

- Dollar Amount
~of Afd Awards

]

-

Institution | )
Academic Unit
" Time Period

Average Dollar
© Size of Aid Awards

" State and Jocal

Tnstitutional, including

. tuition and fee remissions

Private and other

Federal

State and locaI >

'_
Institutional

Privdate and other |

N R

Federal

 State and local
~ Other jobs

Toté?s,

Undup1icated~total number of undergraduate students receiving aid awards

Number of merit awards.

Average do11ar amovnt of merit awards
B 5 o :

I

v°.




DEFINITIONS AND INSTRUCTIONS (B.5)

¢

.ﬁéfinitiohs: \\,'

Financial Aid: The total dollars made available to.students at an institution for financial assistance, either
awarded by and/or administered through the institution, regardless -of the source(s) of funds.

Grants: , A1l stipends, tuition, fee remissions, and gifts to students.that are outright awards and are not
o ~«~contingent upon services-to be rendered by the student. Also included are such grants as Basic
Educational Opportunity Grants (BEOG), Supplementary Educational Opportunity Grants LSEOG),
state grants‘or scholarships, institutional grants or scholarships including tuition apd fee
remiSsions; private grants or scholarships, other grants.

‘.. Loans: Funds made available to students for assistance on a loan basis. The source of these funds may
4 be gifts, endowment income, other institutional funds, private sources, and/or appropriations
of governmental agencies. Natiomal Direct Student Loans would be included here. Excluded are
" short~term loans ?usua!ly three months) available to all students regardless’of need.

~
?

A\l

. Work/Study Assistance: The extension of financial-aid support to undetgraduate students fhrough the Co]lé Work/
. Study Program in which the federal government contri utes partial monies for the payment of
services rendered by students and required for financial assistance.

Other Jobs:" X Financial assistance provided to undergraduate students not categorized in the above, usualfly {n
i the form of other jobs provided by the 1nsf1tutipn although not of a work/study‘nature.

Ngmber of Aid Awards: The total number of awards for finantial aid for each financial-aid category.

Dollar Amount of Aid Awards: The total amount of dollars for financial aid expended for each financial-aid category.

Average Dollar Size of Aid Award: The éverage dollar size .of financial-aid awards for each financial-aid category.

Number of Merit Awards: The total number of merit awards that yare made to undekﬁraduate students without reference
to need. Intercollegiate-athletic awards should be excluded from this category.

Average Dollar Amount of Merit Awa}ds: The average amount of merit awards made to undergraduate students without
- reference to need and excluding intercollegiate-athletic awards. ) .

’ /

6t



DEFINITIONS -AND INSTRUCTIONS (B.5) - Continued
I . :

8y

Instructions ‘

Format B.5 15 a summary of financia] aid for undergraduate students. The number, total amount, and average size
of awards made to undergraduate students shauld be displayed for various financial-aid-categories and sources. This
_ format should genemally be completed by a school or coglege, however, some departments may be able to complete it.
The total of the first column should reflect the total number of undergraduate students receiving aid, recogniz1ng

the fact that students may be receiving ‘more than one type of financial aid.

!

D8
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STUDENT INFORMATION

BASIC TUITION, FEES, AND EXPENSES

. . - Institution
b Time Period’ °
1 § . .
« ~ Expense Categories . ‘
. , ,
' Undergraduate Average Room - Average Books & Average Personal :
Student Levels Tuition ‘Required Fees 'ﬁ Board Expenses Supplies Expenses Expenses L ,Tdt°1
Lower division in-state ' ) A~T
| Lower division qut-of-state
Upper division in-state Y
Upper division out-of-state
. - Iy T
[ . > ~ ! .
[ Graduate-Student Levels Tuition I Required Fees, Total >
——— T E———— -
First professional in<state (specify) ’ ‘
. > A , .
t
First professignal out-of-state (specify) ’ .
Graduate 1 in-state ' |
Graduate I out-of-state
“Graduate I] in-state N
Graduate 11 out-of-state -
Postdoctoral in-state ’
L -~
Postdoctoral out-of-state | ' ! —
i v - ’--—_-—-ﬂl —— O
\ B.6 o 6 =




DEFINITIONS AND INSTRUCTIONS (B.6)

. Definitions: _. ‘ S
: Tuition?' The amount 6flm0ney‘charged to students for instructional services; tuition may be charged on a
. . :  per-term, per-course, or per—éredit!basis._ The tuition charge quoted should refdect tuition for
L - a full-time student for an academic year. ' s
Rqujred'FéesﬁA~ - Charges that are assessed to students for certain items not covered by tuition.l Onl} required

fees applicable to each student level are-included; fees may include student activities, health \
services, student center, athletics, construction, and so forth. Should not include first-time
admissions gr application charges. ' ' ‘

Average Room and Board Expenses: The average amount expendeq/for housing and food by a student during the academic
g year,’ ‘ ‘ ‘ o .

~ Average Books and Supplies Expenses: The avprage amount expended for books and supplies by a student duririg the
. , T academ{C year. - - T ST | 2

v . : 2

Average Peérsonal Expenses: The average amount expended ‘for personal items By'a studan$d§ring the acadehic year.

Excluded from these expenses are any travel expenses to and from the iNstitution. ?
“In-State: ' The tuition charged to students who are attending an institution in the state in which they are
. legally domiciled and are classified as in-state for tuition purposes. - R
¢ - ! - ' - ' ” ' b
Out-of-State: - The tuition’ charged to students who fail to qualify for the in-state tuition category.

Student Levels:. -/ -4

+  Lower Diyision: Includes all students who are enrolled i programs leading to an associate
defyree [includihg three-year associate-degree programs) or in undergraduate occupational or
vocatignal programs of three years duration or less and all other undergraduate students who

have earned }eSs than 50 percent of the number of academic credits normally required for a

‘

four;year bachelor's degree (typically classified as freshmen. or sophomores).

Upper Division: Includes all undergraduate students who are not jn associate-degree or occupa-
tidnal-vocational programs and who have earned 50 percent or more of the academic credits
. . normally required for a bachelor's degree (typically classified as juniors and seniors). Includes
61 /  students in years three, four, and five of five-year bachelor's-degree programs. y

L 2

- L4 ( 2 : . oy




-DEFINITIONS' AND INSTRUCTIONS (B.6) - Co'ntin'ueq
A)v . .

* L‘jfbef1nitiqns% ' o .

¥

First Professional: Includes all students who are pursuing any one of the following first-
- professional degree programs: M.D.; D.0.; LL.B. or J.D. (if J.D. is the first-professional
~ degree}; U.D.S.; D.V.M.; 0.D.; B.D., M.Div. or Rabbi; Pod.D. or P.M. Students enrolled in
undergraduate preprofessional curricula and students in the first two years (corresponding to
the undergraduate freshmen and sophomore years) of integrated graduate professional -degree
programs should be. classified as lower division, and not as graduate-professional students.

v - Graduate I: Includes all students who hold a bachelor's dearee or the equivalent (or a first-

: | professional degree) and (a) are pursuing a master's degree or (b) are pursuing a doctoral
degree but have not earned a master's degree and have earned fewer than the equivalent number of
credits normally required for a master's degree or (c) are in a special, unclassified, visitor,
or other status or ?d) are pursuing an Educational Specialist certificate, degree, or coordinate
intermediate-level degree program, whether or not they possess an egrneg master's degree.

. ' Graduate II: Includes all student$ who are purswing a doctoral (except first-profes?jonal)
degree program, except those who are c1a§§jj3€ﬁ§:S\Graduate.} by the definition provided above. ~.

Postdoctoral:, Includes all- students who hold a doctoral degree and are enrolled for additional
course work or research as part of an institutionally defined postdoctoral program.

® A

i
\
§

£

-

Instéuctions:

Format B.6 shou]d‘be completed for the institution as a whole and for underé:aduate students, should cover the tuition,
fees’, average room -and board expenses, average books and supplies expenses, and average personal expenses; and for
graduate students, tuition and fees only. These expenses should be based on a fu1J-tﬁm9/§tudent for an academic year.

L 3 - o
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PERSONNEL INFOirATION

; | P HEADCOUNT AND FULL-TIME EQUIVALENT (FTE) STAFF BY EMPLOYEE CATEGORY AND BY FUNDING SOURCE )
- ' Institution
D Budgeted Positions
. . . : . . Academic Unit ‘ .
[OsActual Positions ‘ ' ‘ | C fime Period |
. . - me Perio - ‘
) e * ) ’ . . ‘ ‘ .
- . . FuH-tﬂﬁe - Distribution of FTEs Funding Source
e . . Full-time ]| Part-time Equivalent ' : : T .
mployee Category Employees Employees Employees General Funds (Hard Dollars) External Funds (SoftrDQHars)‘
(FTEs) I rres Salary Dollars FTES Salary Dollars
' Executive/admistrative/ ' . ’ ! h
: ‘mnager*f‘a‘} prafessionals ‘ N .
: T Instruction/research ‘ . S 4 . &
# ho professionals , . S . - . : _
1 - - . - .
& Instruction/research L, . . ; : e
*é assistants o - - ' o : : » .
N 1 E 1 T |
. o ‘\S.p/ecia‘Hst/support professionals: ' : ' oo
) >i5ubtotgx1: exeript staff ) A ‘ . . .
: | Technicalr‘empfoyees ‘ | o | " ‘ . ‘ LI |
[ . I r ‘
b Office/clerical employees , | 3 ‘ ' oo . '
S o . | I o .
v : . ) - .
. §_ Crafts/trades employees , . f .
. , ! , .
g j' : | ‘ R ) , ~ : ' ‘ . N
s £ | Servite employees o : )
= A . e
‘ ‘,\ " o . y 3 v . ) i ~ ‘ )
: -} Subtotal: nonexempt Staff . O )
\: AV —— ’ ————y . -
" L Total Emp!oyeeé ’ ' ) ' ’

: - -
' ¢ . .
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" DEFINITIONS AND INSTRUCTIONS (C.1)

8y

Definitions: ' ' 1}

Employee: Any individual being compensated by the institution for services rendered. Included are
( individuals who donate their services, if the services pekformed are a normal part of the i
" institution's programs or supporting services and would otherwise be performed by compensated
personnel. Specifically excluded are employees of firms providing services to the institution
~ on a contract basis.

Exempt Employee: An employee whose conditions of employment and compensation are not subject to the provisions
of the Fair Labor Standards Act of 1938 as amended. Exempt employees are not eligible for
overtime payment. According ta Section 13 of the act, an exempt employee is "any employee
employed in a bona fide executive, administrative, or professional capacity...."

An employee whose conditions of'employmedt‘and compensatiod are syhject to ‘the provisions of

Nonexempt Employee:
' T the Fair Labor Standards Act of 1938, as amended.

 Executive/Administrative/Managerial Professionals: Exempt employees employed for the primary purposes of managing -
‘ ; the institution or a customarily-recognized department or subdivision thereof. By convention 4
‘ this category includes deans but most commonly, although not always, will exclude chairmen of
o~ . academic ‘departments (who usually are classified as instruction/research employees). Inclusion
~ in this category requires the individual to have supervisory responsibilities.

Examples: President, control]er,'dean,‘difector, assistant. to the presfdent, assistant dean,
assistant director, coordinator. - ‘ .

Instruction/Research Professionals: Individuals employed for the primary purposes of performing instruction and
research activities. Instruction/research professionals include the exempt research staff. In
most institutions of postsecondary education, these employees are the faculty. This term
faculty is advisedly not employed in this manual; in similar manner, the térm academic 1s
also not used. These terms describe very different aroups,of employees at different institu-
tions. At some institutions the ;grms faculty or academic staff may include only those
who. engage in classroom teaching. = In others they will commonly include those who teach and/or
do research. In stili others, those terms will also include the exempt-administrative staff
and there are some institutions in which those terms, for reasons such as the desire to : ‘
extend fringe benefits to particular groups, may include librarians, computer-center staff, and such,
At most institutions it is appropriate to ipclude department chairmen in this group, since their

classification and assignments are still primarily instruction and research. However, there is

G




DEFINITIONS AND INSTRUCTIONS (C.1) - Continued

Definitions:

a sig§ificant number of major 1nstitutions where the department head is actually an adi‘mnistrator,!q '
to whdm has been delegated specific administrative responsibilities and authority. Where such
a sitdation exists, the department chalrman is more appropriately classified as executive/
administrative/managerial professiona! , .

PR ~ - Examples: “Professor, associate professor, assistant professor, instructor, Tecturer, and °
',o;.,rg ’ , equivalent research titles.

)t

f,'ff, Instruction/Research Assistangf This category is typ1ca11y staffed by people with student status at the employing
o o institutio who perform under the supervision of the 1nstruction/research professional staff.

Examp]es Teaching associate, teaching assistant teaching fe]low, and equivalent research titles.

Specialist/Support Professiona :  Exempt employees employed for' the primary purposes of performing (typically)
, .- academic support, student service, and institutional-support activities: Excludes 1ndiv1duals
. Who* have exegutive or manageria] (superv1sory) reSponsibilities 1n these areas,

Examples Patho?ogist pharmacist, attorney, 11brarian accountant architect, systegs analyst,

psycho]og1st, counselor

Technjcal Employees Individua]s emp]oyed for the primary purpose of performing technical activities (tha
P activities pertaining.to the mechanical or industrial arts or the applied sciences), Thi

e | ‘ | category 1nc1udes only onexemg employees. , o . A\\\

Examples:. Computer operator, dental assistant, photographer draftsman, practical nurse,
occupat1ona1 therapist, ornamental horticulturist, engineering technologist.

*

Office/CIerical Employees: Ind1v1duals employed for the primary purpose of performing clerical activities. This
category includes only honexempt emp1oyees ,

ExampleS' Secretary, typist bookkeeper, file clerk, 1nveutory clerk

¥

Crafts/Trades Employees: Individuals emp]oyed for the primary purpose of performing (manually) skilled activities in
a craft or trade. Includes only nonexempt employees. i

Examples Carpenter, plumbeﬁ electrician, roofer, painter, air-conditioning installer, appliance
- ‘repairman, auto mechanic '

. pea : ‘ ‘ S >
't{)~- : S L , . . - Mgfz . , -

-1
Puamts




- "DEFINITIONS AND INSTRUCTIONS (C.1) -. Continued .

- » . ” ’ . * : ’ " ¢ . U]
Definitions: o D | S o 7 o

Service Employees: Individuqlé‘emp1oyed for the primary'purpose of performing service (often unskilled) activities.
Includes;qn1y nonexemEt employees. - , . : o

Examples: Custodian, groundskeeper, -security guamd, food-service worker, driver, messenger.
‘Full-time Employees: Tho&e/individuals available for full-time assignment or those designated as full-time in an
< official’contract, appointment, or agreement. ‘Normally, those individyals who work approximately
‘ 35-40 hours per week for the period beimg analyzed are, considered full-time employees. Individuals
: on sabbatical leave should be included as full-time if that was the status of their employment -
prior to sabbatical. : |

Part-time Employees: Thase individuals who are available for less than full-time éssignment_or who are designated
as part-time in an official contract, appointment, or agreement. Employees who work less than
approximately 35 hours per week are typically considered part-time. :

e " , . - L

- Full-time Equivalent (FTE) Employees: The full-time employees plus the equivalent portion of the part-time employees'’
‘ appointments; this calculation is made in accordance with an institutionally agreed upon convention
.for.converting appointments of specific individuals to an equivalent number of full-time employees.

General Funds: The term general funds does not conform to standard accounting terminology, but refers to those
funds that can be expended at the discretion of the institution. These funds would typically
include tuition and fees, governmeptal appropriations, endowment income, sales and services of
educational activities, and such. General funds are often referred to as hard money or that money

that provides the core funding for the department or other academic unit. -
External Funds: The term external funds does not conform to sténdard accounting términology, but refers to those
funds that are generated. from sources external to.the university and are generally restricted as
’ to their expenditure. These funds would typically include governmental grants and contracts and

private gifts, grants, and contracts. External funds-are often referred to as soft money or
that money that is peripheral to or in addition to the core funding of the department or other
academic unit. '

Salary Dollars: The term salary dollars refers to the total sa1ariés budgeted or paid to all individuals within

a particular employeercategory. Salary dollars should represent gross salaries but should
R ‘exclude all fringe® benefits paid by the employing institution.
- S | /

< | 7"3



o
DEFINITIONS AND INSTRUCTIONS (C.1) - Continugd : \ .

' Instructions: ' : _ .' ‘ : o ) : fﬂ
4

A1l personnel
censuj data typically used by each institution. FTEs may reflect the individuals' assignments for an academic term,
an academic year or a fiscal year. In almost all casis, the best source of FTE data is the payroll file; therefore,

the easiest data to report are FTEs as.of a particulaft payroll period. Please indicate if the FTEs:are budgeted
poSitions or actual positions. | ! : ‘ _

With regard to headcount data, each emp]oyee should bg counted once, and only once, on this form on the basis of
-primary assignment. Employees should be counted as full-time or part-time on the basis of their employment status
with the organization, rather than on the basis of employment in any one type of activity. In collecting headcount
information, employees should not be;grcrated acr0§s disc1p11nes or across employee categories.

FTEs should be calculated by looking at the. assanments of part-time employees, converting those ass1cnments to
full-time equivalents and adding to them the number of full-time appointments for each.employee category. Whereas,
for headcount data, individuals are counted in only one discipline and in only one employee category, when
calculating FTES, they should be distributed across disciplines and across employee categories on the basis of

data (headcount as well as FTE) should be col1ected at a single point in time--preferably the fall term

their actual assignments. For many institutions, these data can be retrieved directly from payroll mecords where'FTE

(or proportions of assignment) to various accounts are recorded. .

As an additional step, the FTEs and associated salary dollars can then be d1str1buted by major source of funds--
gither general funds (hard dollars) or external funds (soft dollars). - The amount recorded under salary dollars

should be consistent with the time period for which FTEs are ca]culated. The salary dollars should match those

recorded in Format D.1, Current Funds Expenditures for Academic Units. ' .

/
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CHARACTERISTICS oF FULL—TIME !NSTRUCTION/RESERRCH

PERSONNEL INFORMATION

2. Tenure Status (columns 2 and 2) should be comp1eted only if this format pertafns to Prafessiona1 Staff on Tenure Track.

o

=1

o
N
PROFESSIONAL STAFF *
[:]-Profess}onal Staff on Tenure Track? Institution
[} Professional Staff Not on Tenure Track _ Academic Unit
‘ ' » " Time Period
\ Tenure Status' Sex - Race/Ethnic -
(1) (2) (3) N\ __(8) () N/ _(6) (1) (8) {9) - ({10)
. T 1 Full-time Non- / !Hhite Black ?Qﬁglﬁagr Asian or
‘Academic Rank - Staff Tenured | tenured Male Female Non- Non- [ Hispanic | "y ci 0" | Pacific |
’ ‘ on Track ‘ %ispanic Hispanic Native Islander -
~ ’ |
Professor i‘
Associate professor : i
. ] T \ A
Assistant professor \ (
B -
Instructor
ATl other instruction/ N
research staff
Total .
. -
1. Equivalent titles shcu?d be substituted for research professionaT staff. d
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DEFINITIONS AND INSTRUCTIONS. (C.2) \ . - Y.

. ‘ . . ' . ‘ \
Definitions: | o - . . BN

Professional Staff on Tenure Track: Those instruction/research- professiona] staff who have been granted tenure or
who are eligible for tenure themselves or through the position they hold.

”~

Professiona] Staff Not on Tenure Track Those instruct1on/research:professional staff who are not themselves elig1b]e
FEF‘tenure or who are in pos1tions for which tenure is not-granted.:

‘ o ' ) LI
Academic Rank: Institutional]y defined; equivalent titles should be substituted for research professional staff.
. R The following academic ranks have been used in categorizing instruction/research staff: . professor,
- associate professor, assistant professor, instructor, and all other 1nstruct1on/research staff

Exclude graduate assistants or other part-time staff

Full-Time Staff: Those individuals avai]ab]e for full-time ass1qnment or those desﬁgnated as full-time in an
' - official contract, appoirntment, or agreement, and whose primary responsibilities inctude performing
instruction, and research activitfes within the academic unit. This category includes the exempt-
research staff, but excludes the teaching and research assistants, most of whom vork less thap-
full-time. At most institutions it is appropriate t0o include department chairmen in.this group.
v since their classification and assignments are still primarily instruction and research.
Individuals on sabbatical leave shou]d be included- as full-time 1f that was the status of their
employment prior to sabbatical. . . o

- , . , .
. ‘4
Tenured Staff: fhose individuals in each academic rank who have been granted tenure by the.1nstitut1on If a .
' { position is_tenured, but the person holding it has not yet earned the tenure privilege, the
person shculd ot be counted as hav1ng tenure. L L
Nontehured Staff: Those individuals 1n each academic rank who do not have tenure but who are in pos1t1uns that
‘ . lead to considefation for tenure. .
_Race/Ethnic Status: Ind1viduals may be included in the racial or ethnic group to, which they appear to belong, are
regarded by the community as belonging, or categorize themselves as belonging. However, no,
person should be counted in more than one race/ethn1c category. The five race/ethnic categories .
are defined as follows: . :
White, Non-Hi_pan1c A person having or1g1ns in any of- the original peoples of Europe, North
Afr1ca, the Middle East or the Indian subcont1nent
Black, Non-Hispanic: A person hav1ng origins in any of the black racial groups. }3 M

. 78 ‘A
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AT . DEFINITIONS AND INSTRUCTIONS (C.2) - Continued : \S o

N . . N - f
- . Y . N

. S .
v/ '\
L . " N ‘_ .

‘. . Definitions: , - - R ~ ' ~ - _ L e o

o e S 8 R
S ' Hispanic: A person‘of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish N
I - - culture or origin, regardless of race. - :

- '  American Indian or’Alaskan Natiwe: A person having origins in any of tﬁe'origina1 peoples of
. North Anefgal ,- L - o

QR ASiaﬁ or Pacific Islander: A person having origins in any of.the cbiginal'peoples“of'théfFar

, I - East, Southeast Asia, or the Pacific Islands. This area includes,.for examplé, China, Japan;
BT Korea, the Philippine Islands, and Samoa. . . R

o ) : “ ‘ . A . I , DR \
| L\/f Iqétructfbhs: o | SR w A )
T . M,DescriptiVe.cha}acteristfcs are to be co]]ected'fdr"al1~fu11—t1me instruction/research-professional staff. The

total number’of individuals included in Shese formats should be consistent with the total number of fill1-time
“instruction/research-professional staf® reported in Format C.1. Format C.2 should be completed twice--once for

those full-time staff who are eligible for tenure and a second time ‘for those full-time staff who are not eligible

for tenure. .If Format C.2 is completed .for Professional Staff on Tenure Track, columns (2) and'(3) would be completed

— by the academic unit, However; if C.2 is completed for'Professional Staff Not on Tenure Track, columns (2) and (3)

would be left blank. The information should be collected at a single point in time--preferably the institution's
fall-term census date. Columns (2), through (10) can be recorded as simple tabulations or as percentages of column A
(1), for example, 55 percent male #hd 45 .percent female. c ,




. >
4l‘f * *
, RERSONNEL INFORMATION '
) . AVERAGE SALARIES AND" COMPENSATION OF INSTRUCTX‘UN/RESEARCH
' PROFESSIONAL STAEF : 9
[ Professtonal Staff on Tepure Track . - . - . o~ oo Institution
. D Professinnal Siaff, Not. 'Of'!".‘fe‘n'l‘ﬂ"e Track = - . o - . ' S ) _ Academic Unit
' | R S <o L ' LT . Time Perfod )
o ) ¢ - g _“ T . .' . . o - " Ve ‘ . . ' o . E l
L B ‘Fun,-vtim Staff on 9/10~Month Salary Con;racts Y - Fullstime Staff on 11/12-Month Salary Contracts \
aps -k Number’ - ‘Average | Average ~ | Number - .o tAverage | Average
A;:g:?ic ~ of g;xige fringe Compen~ ° Avir:ge s ef ls\:e;;igg ., Fringe Compen- szrage
g , . [ Persons ary Benefits | sation gk Persons s Benefits sation g€
- Professor - , o N . R
“Associate - I 0 ' .
" professor ‘ :
Assistant ' ' .
professor _ : ' : R
“ Instructor - ‘ - ) s ' _ ‘ : ' .,
- | - A1l othar N T - T
: instructidn/ - ' o &
_research staff] ' mE a - . N
, | . Weiahted a2 . ' . 2
Averagé H/A , . ‘ N/
v v T i ) ~ i ST B
) ' , [ . . 7
‘ 1. Equivalent titles should be substituted for research professional staff.
o 82 o2 Mot appHcabJ‘e. | . . 83
Q ) ‘ ' , ¢ : ,
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PR DEFINITIONS AND INSTRUCTIONS (C.3)

Definitions: : . : . . ' T
. . . (5)]

Professional Staff on Tenure Track: Those instruction/research-professional staff who have been granted tenure or
’ who are eligible for tenure themselves or through the position they hold. . ‘

’

Professional Staff Not on Tenure Track: Those 1nstr&ction/research-professiona] s%aff who are not themée]ves eligible

for tenure or who are in positions for which tenure is not granted.

<

Acéﬁemic Rank: Institutionally defined; equivalent titles should be substituted for research-professibna] staff.

" Average Compensation: The sum of the average gross salary and avera

The following academic ranks have been used in categorizing instruction/research staff: professor,
- associate professor, assistant professar, instructor, and all other instruction/research staff.
T Exc]udq graduate .assistants or other part-time staff. g - .

~ Number of Persogg;' Refers to that number of full-time instruction/research staff who are hired on either a 9/10-

month or an 11/12-month salary contract. Instruction/research staff on sabbatical leave should
be reported at their regular salaries even though the staff member may be receiving reduced compen-
sation while on leave. Chairmen of departments should be included if they were included in this
category on Formats C.1 and C.2. Exclude any personnel who are not receiving full compensation for
their services, for example, members of religious orders or.people compensated by the military.

Average Salary: The average gross salary paid to full-time instruction/research staff for a 9/10-month or
11/12-month period of time. This figure represents the contractual amount of cash benefits
accruing to the individual and excludes all fringe beriefits. Average full-time salary should
be reported for each academic rank. - : ’

Average Fringg}Benéfi;i; The average amount of fripge benefits paid or accruing to full-time instruction/research
. ‘ staff by the institution. (or state agency). Fringe benefits include the institution's contri-

g bution to Social Security, retirement, medical ipdurance, life insurance, guaranteed disability
income protection, unemployment compensation, w rkmen's compensation, cash tuition for faculty
children, cash housing benefits, and other benefits in kind with cash options. If fringe benefits
are not accounted for on an individual basis, they may have to be estimated as a percentage of

, average salary.

, fringe benefits paid to or on behaif of
Full-time instruction/research staff. Average compensation should be reported for each academic
rank.

Average Age: . —The sum of all the ages of the full-time instruction/research staff divided by the number‘%f-
instruction/research staff for each academic-rank category. .

o5



DEFINITIONS AND INSTRUCTIONS (C.3) - Continued -
. : ) / .

\,Instruct1ons ) T , -

Sort staff appointments into two groups——those representing 9/10 month contracts and those representing 11/12-month °
contracts. The term 9/10-month salary applies to individuals who are employed for two semesters, three quarters;
two trimesters, two four-month.sessions, or the equivalent. Staff members who have fiscal year appo1ntments or
are appointed for the period of 11 months plus one month of vacation should be regarded as having ,
contracts. Staff members should be reported as having 9/10-month or 11/12-month salary contracts on the basis of
theperiod of employment; not on the basis of the number of installments in which salaries are paid.

Farmat C.3 should be cqmp?eted twice--oncé for those full-time staff who are eligible for tenure and a s%cond time for
those full-time staff who are not eligible for tenure. .

In p?ace of Average Sa]ary, some academic units may prefer to report salary scales or ranges for each academ1c rank
Thté change in reporting should be appropriately footnoted by the academic unit. ,

. . . .
. \
Y .
o . B
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FINANCIAL INFORMATION | | g
CURRENT FUNDS EXPENDITURES FOR ACADEMIC UNITS -

Institution

| Academic Unit
; | . [3 Actual Expenditures' , .~ Time Period.

' [j Budgeted Expenditures

. . .

\ General Funds External Funds
(Hard Dollars) L (Soft Dollars)

Funds
Total

Type of Expenditure

Exempt staff salaries:. )

"  Exetutive/administrative/managerial prdfessioanS'
Instruction/research professionals

Instruction/research assistants s
. Specia]is;/support professionals .

Subtotal: . Exempt staff salaries

Exempt Staff Benefits

.

" Nonexempt staff salaries:

Technical employees
Office/clerical employees
Crafts/trades employees.
Service employees

Subtotal: Nonexempt staff salaries

Nonexempt Staff Benefits

,Supplies and services expendithres o N o A {\\

’ -~
Equipment expenditures




“~ ' DEFINITIONS AND INSTRUCTIONS (D.1)

A}

¢9

'Eéfinitions: ’

. Personnél Categories: The same personnel categories are recommended that were used in calculating full-time
‘ .. equivalencies (Format C.1).

Exempt Employee: An employee whose conditions of employment and compensation are not subject to the provisions

P of the Fair Labor Standards Act of 1938 as amended. Exempt employees are not eligible for
overtime payment. According to Section 13 of the act, an exempt employee is "any employee
employed in‘a bona fide executive;.administrative, or professional capacity...."

ﬂgpexe@g; Employee: An emp]oyeé'whose conditions of emploghent and compensation are subject to the provisions of
: ' , the Fair Labor Standards Act of 1938, as amended. . ' i

Executive/Administrative/Managerial Professionals: Exempt employees employed for the primary purpose of managing
' ‘ the institution or a customarily recognized department or subdivision thergof. By convention
\ - this Qgﬁgggry includes deans but most commonly, although not always, will exclude chairmen of
e , : academit departments- (who usually are classified as instruction/research employees). Inclusion
' in this category requires the individual to have supervisory responsibilities,

— C Examples: President, controller, dean, director, assistant to the president, assiétant dean,
assjstant director, coordinator. ’

‘ ‘lnstfuction/Research Professionals: Individuals employed for the priméry purposes of perforping instructibn and
R " reseafsh activities. Instruction/research professionals\inc]udeythe exembt-research staff. In
1o
i

o : most institutions of postsecondary education, these employees are the faculty. This term
) faculty is advisedly not employed in this manual; in simitar/manner, the térm academic 1S
" ailso not used, These terms describe very different groups ¢f employees at different institu-
 tions, At soke institutfons, the terms faculty or academi¢/staff may incdude only those
» who engage in classroom teaching. In others, fheimgfgér%ghmonly include those who teach and/or

- - do -research. In still others, those terms will also-tficlude the exempt-administrative staff
and there are some institutions in which those term$, for reasons such as the desire to extend
- fringe. benefits to particular groups, may include librarians, computer-center staff, and such.-
At most institutions it is appropriate to include department thairmen in this group, since their
c]assifl;atibn and assignments are still primarily instrection and research. However, there is
a significant number of major institutions where the department head is actually an administrator,
, . to whom has beerr delegated specific administrative responsibilities and authority. Where such -
g;‘ .. a situation exists, the department chajrhan is more ‘appropriately classified as executive/

administratix@(managerial professional . . ‘ .

13




DEFINITIONS AND INSTRUCTIONS (D.1) - Continued

e
*, -, L

Definitions: - ",, I P | -

Examptes: «Professor, associate prpfessor, assistant professor, 1nstruct?r lecturer, and

) ﬁxggr_dggy1va1Eht aesearch titles. o
Instruction/ gsearch Assistants: This category-is typ1ca11y staffed by peop?e with student status at the employ1ng
. xnstitution %he perform under the supervision'of the 1nstruct1on/research -professional staff

- Examp]es Teachin ociate. teaching assistant, teaching fellow, and equivalent research titles.
SpecmHst/S@Lrt Professionals: Ex:’empleyees emptoyed for the primary purposes of performing (typ1caHy)

s , «academic support student service, and institutional-support activities: Excludes indiMduals
Sigd . who have executive or managerial (supervisory) responsibilities in these areas.

%

SN ’ - Examples: Pathologist pharmacist, attorney, 11brar1an, accountant, architect, systems ana]yst
psychologist, counselor. o
" Technical Emp}oyees Individuals emp1qyed for the primary purpose of perform1ng technical activities (that is,
activities pertaining to the mechanical or industrial arts or the applied sc1 nces). This
category includes only nonexempt employees.

Examples: Gomputer operator dental assistant, photographer, draftsman, prgctical nurse,
occupational therapist, ornamental hort1cu1tur1st engineering technologist.

Scal EmpToyees: Indiv;gyafs employed for the primary punpose of performing clerical activities. This
category inclu nly n onexemg emp]oyees ' -

‘ Examples: Secretary, typist, bookkeeper, file clerk, inventory clerk. ,/

Crafts/Trades Employees: Individuals employed for the primary purpose of performing (manually) skilled activities #n
a craft or trade. Includes only nonexempt emp]oyees :

"

Examples: Carpenter, plumber, electrician, roofer, painter, air-conditigning 1nsta11er appliance
repajrman, auto. mechanic. -

<} - a . ¥,
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& DEFINITEONS AND INSTRUCTIONS (D.1) - Continued

12

Pl g

Definitions: . : A .
‘ L ‘ ] % e
.- Service Employees: Indiwiduals employed for the primary purpose of performing service (often unskilled) activities.
& ) Includes only nonexempt emppiqyees. =, .-
Y -, X o~ X ¢ LIN . \ - ”-/

Examples: Custodian, groundskeeper, security guard, food-service worker, driver, messgnger.

A}

P

()]
S

‘ - - . : ' . N
General Funds: The term general funds does not conform to standard accounting terminology, but refers to those
" funds that can be expended at the discretion of the institution. These funds would typically
include tuition and fees, governmental appropriations, endowment income, sales and services of
educational activities, and such. General funds are often referred to as hard money or that
g." money that proglgg§mthg core, funding for the department or other academic unit.
External Funds: _ The term‘exterpal funds does not conform to standard accounting terminology, but refers to those
.o # funds “that are generated from sourc¢§ external to the university and are generally restricted as o
' their expenditure. These funds wouYd typically ‘include governmental grants and contracts and
L : J ‘private gifts, grants, and contracts. External funds are often referred to as soft money or
: \ - thag money that is peripheral to or in addition to the core funding of the department or other
academic unit. : : ' . A

*

~ SaTaries: The .term salaries refers to the total salaries budgeted or-paid to all individuals within a
. . particular employee category. Salary dollars should represent gross salaries but should exclude
s all fringe benefits paid by the employing institution.

) Fringe Benefits: . Includess all benefits paid and accruing to an employee, regardless of whether the benefits or
& S equivalent cash options are available to all. Fringe benefits jinclude the institution's contri-
; a bution to Social Security, retirement, medical insurance, life insurance’, guaranteed disability,
: ‘g’ ‘ income protection, upemployment compensation, workmen's compensation, cash tuition for faculty
S \ children, cash housing benefits, and other benefits in-kind with cash options.

~ Supplies and Services Expenditures: Materials and services that are consumed or expended within a 1imited time
: period--normally one operating cycle. Supplies and services will typically include the following
types of expenditures: supplies (consumable instructional, research, and office supplies); |
~ communications (telephone, telegraph, postal, printing, binding, and reproduction services); travel
. (transportation, food, lodging, and miscellaneous expenses); contractual services, ental of
. - leasing of equipment; purchase of minor equipment: property taxes (or payments in Yjeu of), and
' utilities (gas, coal, oil, water, sewage, and electricity).

»
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. <
quipment Expenditgres Expenditunes for équ1pment ijtems that benefit the 1nst1tutlon, prodram,- course of study, Or
‘activity for more -than one operat1ng period. - This category will typigally include expenditures
for scientific equipment, laboratory apparatus, offfce machines, and equipment, furniture and =~ =~

o < , furnishings, and other items of a similar nature "Excluded are any equipment items durchased from
o ' ' S cap1ta1 funds . 5 , . L - . oo

- . .,

' D - s ." : “ '
T . ¢ . « . \‘\F J . N/ . ‘ ) . ’
Instructiofs: ~ ,( » e ‘ ) : : L v e , - | .

LR

L]
. ~ Y ¢ + .
This format*is-a summary of expenditures for: a department .or other academi¢ unit. Please indicate if the dollars AFa

represent budgeted or actual expend1tures Tpe salary Tnformat1on should be conélstent with the personnel information
. presented in Format C.1. T , N

oy - .. . 4
-~ .

Each of the four exemptvand four ngpexempt employee cateqorﬁes §hou1d be represented by a line-item entry on this
format. In many cases, an académ1 unit will have no Crafts/Trades Tmployees within the unit; thus that 1ine will
1nd1cate a 0 entry.. ' : ’ " ‘ -
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Academic Support'Catégcries (4.0)

{Hard Dollars

)

_{Scft Dollars)

FTE Exemp't

2

. TION
: ~&
. ) ACADEMIC SUEPOR‘T EXPENDITURES AND PERSONNEL | .
- " [[] sudgeted Expenditurés/Personnel - ' Institution
. . P
Actual Expenditures/Personnel : Time Period ’
. “»
) Expenditures. 1“\\\/7f Personne{-
_ ‘ =
General Funds External Funds Total Funds FTE" Nonexempt

Total ‘FTE%

Libraries (4.7) .

’

Museums and qalleries {4.2)

R e s L

N

Audiovisual services (4.3)

Computing support (4.4)

Aﬁci11afy support {4.5)

=¥ ¥

Academic administration (4.6)

f o e —

Course and curriculum
development (4.7) .

Academic personnel

"'M)&oment {4.8)

- g

Tota T‘ '*‘“‘ﬁw +

~
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VRV



-

s DEFINITIONS AND INSTRUCTIONS ¢D.2),

Definitions: o ' ’

B

s
3

General.Funds: " The term general funds does not conform to standard accounting terminology but refers to those
: funds that can be expended at the discretion of the institution. These funds would typica11y
include tuition and fees, governmental appropriations, endowment income, sales and services of@®
educational activities, and such. This category also includes all funds related to the operation
of auxiliary enterprises: General funds are aften referred to as hardfmonez or that money that
provides the core funding for the academic support unit.

e

External Funds: . The term external funds does.not conform-to standard account1nq term1no]oqv but refers to
) those funds that are generated from sources extegna] to the university and are générally restricted
as to their expenditure. These funds would typy ca11y include governmenta] grants and contracts.
(External funds are often referred to as soft money or that money that is peripheral to or in
. ’ addition to the core fundlng of. the academic support unit.

t rz\ ' . p
Total Funds: ~ The sum of the genera] funds, exterpal funds, and auxiliary enterpr1§25 expendituﬁgax .

Full-time Equivalent (FTE) Exempt Personpel The equ1valent number of full-time pasitions that are not subject to
the provisions of the Fair.Labor Standards Act of 1938 as amended.

FuT! t1me Equ1va1entL(FTE) Nonex;;pt\Personne1 The equ1va]ent number of full-time positions that are subject to

the provisions of the Fair Labor Standards Act of 1938 as amended. | .

Total FTE Personnel: The total number of full-time equ3va1ent positions, both exempt and nonexempt.

Libraries (4.1):  This category includes those activities that direct1y support the collection, cata1oging, storage,
) and distribution of published materials, primarily in support of the institution's academic '
- programs. :

Museums and Galleries (4. 22 This category includes those activities related to the collection, preserwation, and
exhibition of historical materials, art objects, scientific d1sp1ays, and so forth, primarily in
support of the inst1tut1on s academic programs.

Audrov1sua1 Serv1pes (4.3): This category 1nc1udes audio and v1sua1 services that have been established to support :
' the institution’s instruction, research, and public-service programs.

Comput1ng Support419 4): This cate§ory includes computer services established to support the institution's instruction,

research, or public-service activities. Funds expended for administrative data processing shquld -
o 1o 1 ' bé classified under institutional support {Format D.4).
' e X ‘ . S o
el - S . - | -~ 1wz 7
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DEFINITIONS AND INSTRUCTIONS (D.2) - Continued . : ‘

% . ) N . . " L '. , “ L . ‘\ .
Definitions: - - . R 3 . . | : ) _

.

j

Aricillary Support (4.5):- This categoryliﬁcludég those académic-support seryicé‘hctivities not included elsewhere.

oo | Exahp]es: Demonstration school, “glass-blowing shop, planetérium, radio station, te]evisidn
station, university press, vivarium. ' : '

Academic Administration {4.6): This'category includes those activities that provide administrative support and
f . . management direction to the instruction, research, and public-service program$. Top-level °
. administrative officers, such as vice-presidents and vice-chancellors, are included under
.- Executive Management of Format D.4.- - : ' ' -

L

Examples: Academic’ deans, departmental chairpersons, university-wide committees.

Course and Curriculum Development (4.7): This category includes the planning and development activimig;\estab1ished
' ™ to improve or add to the instryctional offerings of "the agademic programs. These -course and
curriculum developments should be intended ‘for use in future course offerings (subsequent to the
current budget period). | : . ' ' :
Academic Personnel Development, (4.8) This category includes those activities that provide the faculty with_
: ' opporfunities to increase their personal and professional growth and develppment, or evaluate
andrreward_their professional performance. - -

Examples: Faculty awards, faculty-development programs. in-servfcé faculty-education programs,
sabbatical leaves. ‘ ’ : oo ' ,

-

Instructions: . o . prs ‘

- ) * ’ - ‘ . ¢
This format is a detailed breﬁk—odt of the institution's current fund expenditures and personnel employed in the
various academic-support areas. The definitions and examples used in the dcademic-support areas are based on the
NCHEMS Program (Classification Structure. For additional help in classifying expenditures or positions, see NCHEMS
Technical Report #63. . .

L -
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Studeﬁthervice CategorfEsV(S;O)

General Funds
(Hard Dollars)

External Funds
(Soft Dollars)

Total Funds

FTE Exempt

. FTE Nonexempt

Total FTE

Student service‘adminWS;rét{on'(S.Y)

1. Social and cultural deve!opment (5.2)'

Coéﬁielfnq and career guidanéé3(5lﬁ) . s
Finaricial aid adninistration (5.4) ) -2 ‘ -
Student auxiliary services (5.5) , '

. . . g
Intercbllegiate athletics {5.6) 1

Total .
. '\,4 [} <
L] ' 4 - '
& . 2 " * N
el :
‘ \) .Q] < " ‘ ]
< S D.3

1496

' N . . , -
. ; ! .
. : . .
R FINANCIAL INFORMATION | f .
’ * ) N ’ A
, - ‘ . . " STUDENT SERVICE SUPPORT EXPENDITURES AND PERSONNEL b
. s i, ) R . .
. A ‘ e -
. . ’ L") ‘r v N
. [:] Budgeted Expendi%ures/Personne1 ' Institution
‘ . ‘ LY i
[:] Actual Expenditures/Personnel L . Time Perjod
: . / o S :Expenditures v b ‘' Personnel
1 o o ~ — ]
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| DEFINITIONS AND INSTRUCTIONS (D.3) )

.Definitions: ' o ' . | &\;f 5‘.
Yy General Funds:  The term general funds does not conform to standard accounting terminalody, but refers to thase

funds that can be expended at the discretion of the institution. * These fyhds would typically

4

include tuition and fees, governmental appropriations, endowment income, siles and services of
education activities, and such. This category also includes all funds reldted to the operation of

o, _ auxiliary enterprises. General funds -4%e often referred to as hard money .o that money that
- - - provides the core funding for the studeni service unit. - ™
_ & : 4

3

_External Funds: The term external funds does not conform‘to’@tandard‘accoUntinq terminology, Eut refers to those
funds that are generated from sources external to the university and are generdlly restricted as
to their expenditure. These funds would typically include governmental grantstand contracts. - '
External funds are often referred to as soft money or that money that is peripheral to or in
addition to the core funding of the student service unit. N
- : ¢ ‘ :

. Total Funds: The sum of the general funds, external funds, and auxiliary enterprises’ expeﬂﬁitépes.

 Full-time Equivalent (FTE) Exempt Personnel: Ize equivalent number of full-time positions that are not subject to
. “the provisions of the Fair Labor Standards Act of 1938 as amended.

Full-time Equivalent (FTE) Nonexempt .Personnel: The equivalent number of full-time positions that are‘subject to
. - the provision of the Fair Labor Standards Act of 1938 as amended. =~

£

TotaT FTE Personnel: The total number of full-time equivalent positions, both exempt and nonexempt.

‘Student Service Administration (5.1): This category includes those student service activities that cut across multiple
student support subprograms or provide central administrative services to student service programs.

Examples: Dean of Students, Dean of Men, Director of Student Activities, Disadvéntaged Student

Services, Women's Programs, Veterans Programs, Orientation Program. .

Social and Cultural Development (5.2): This category includes those activities related to the social andﬁ§u1tural
deveTopment of students outside of the formal degree curriculum. Intercollegiate athlétics are
excluded from this category. ‘

Examples: Fraternities and sororities, student groups and organizations. student recreation,
intramurals, cultural events, student governance.

107 8 | o :
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o DEFINITIONS AND INSTRUCTIONS (b.3) - Continied, . ol

Counseiing_and Career Guidance (5.3): This category inciudes those activiti reiated ég formai counseiing, career
h

guidance, and vocational placement. Excluded from this category are /the activities of faculty: }r¢
advising, faculty counseling, and student empieyment serv1ces pnovided whiie students are still i

enroiied in schooT.

Exampies Career piacement, vocationai ccunseiinq, personai counseiina, psychoiogicai and .S .%J?'~

‘ . vocational testing. o . . . . { ’ .
. ‘ ™ ’
Financial Aid' Administratiofi (5 4) Jhis category includes thpse administrative activities intended to prov1de .0

"

financial aid services and assistance to students.' Excluded are any actual financial aid grants \ b

‘ made to students. : o ‘ X

]

‘ Student Auxi]iary Services (5.5): This categnry includes those essentially self-sapporting operations that. exist

. . . 3 ‘
t * : ‘ - ‘ ' ! 6, -
» ] ) ‘ L

to serve primdrily the student body. A fee normally is charged for these serv1ces often directiy
related to, but not necessarily equai to, the cost of the serwice rendered. "@ :

Examples Re51dence halis, food services, collége stores, student hea]th serv1ces
Intercoileg_ete Athletics (5 6): This category includes all athletic activities in which an institution partiCipates.'
“'with other colleged and universities. Excluded are intramural athletics that are included ig |

5.2, Social and Cultural Development. ‘ . g

[} o

A

'Instructions ,M o,

This format ¥s a detailed description of the institution's current fund expenditures and personnei employed in the
various- student service areas. The definitions and examples used in the stud&nt service areas are based on the
NCHEMS Program Classification Structure ‘hFor additidnai help in ciassifying expenditures or positions, see NCHEMS ‘

Technicai Report #63. L .

.
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- [:]’Buageted Expenditures/Personnel Institution :

[:]Actua}‘Expendftﬁres/?ersonne] ‘ o Time Period .
:? . ' ‘ ' Expenditures \\\{//r—i Personnel
N ] ‘ 1 ; (.
Institutional -Support Categories {6.0] %ﬁ:igaéo§¥:g§) %;gg;“g;lggggg Tol? Funds FTE Exempt FTE Nonexempt Total FTE ¢
' LY
Executive manavement {6.1) ]
| Fiscal operations (6.2) . ' : ‘\\ .

v * |

General administrative services {6.3)

‘ . Logistical services (6.4) : : ' , 1
= — . B 1

e

-

Physical plant operations {6.5)
. - !

. L____ . :

Faculty and staff auxiliary

- services {6.6)

. .
. ‘

-

‘Public relations and develohmentA(6.7) , .

Student recruitment, admissions
and records (6.8)

Total ' ' ' ’ . . |

D.4

wd
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. Definitions:

->
. General Fund§:

¢

[}
’

External Funds:

Total Funds: -

. e
0 * - 7’ Lo
o . , i X ——

A

; /
'DEFINITIONS AND INSTRUCTIONS (D.4) S ¢

, - . V . . L] . . | - &
, ‘ . . | E L
L - 3 . . -

vl . .
a : - -

The term general funds does not conform to standard accounting terminology, but refers to those

funds that can be expended at the discretion of the institution. These funds would.typically
include tuition.and fees, governmental appropriations,’ endowment income, sales and services of
educational activities, and such. This category also includes all funds related to the operation of"
auxiliary enterprises.  General funds are often referred to as hard money or that money that
provides - the core funding for the *institutional-support unjt. :

The term external funds does not conform to standard accounting terminology, but refers to- -

those funds-‘that are generated from sources external to the university and are generally restricted
as to their expenditure. <“These funds would typically include governmentai grants and contracts

and private gifts, grants, and contracts. Ekternal funds are often referred to as soft money

or that money that §s peripheral to or in addition to the core funding of the institutional-
support unit. | ‘ -

The sum of the general funds, external funds, and auxiliary-enterprise expenditures.

Full-time Equivalent (FTE) Exempt Personnel: The equivalent number of full-time positions that are not subpject to

.«.‘,.“ .?

the provisions of the Fair Labor Standards Act of 1938 as amended. . ‘e

[P

L . ‘
‘ éWFuH-‘tjme, Equsﬂent"(FTE) Nonexempt Personnel: The equivalent number of full-time positions that are subject to

the provisions of the Rair Labor Standards Act of 1938 as amended.

Total FTE Personnel: The total‘number of full-time equivalent positions, both exempt and nénexempt.

Executive Management (6.1): This cateéory includes all central executive-level activities'c

-

<

0ncerhed with the overall

I

management and long-range planning functions of the entire institution.

Examples: Chancellor, president, vice-chancellor., vice-president, the planning office,
coordinating board, governing board.

~ Fiscal Operations {6.2): This category includes those activities relatedd to the fiscal operations 6f the institution.

. . . \
Examples: Budget officer, business manager, auditor, controller, payroll accounting.
’ o0 + ‘
. { . .
2% :
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K | _ * DEFINITIONS AND INSTRUCTIONS (D.4) - Continued

Definitions: ' S _ ' N

: f ok ‘ o . : ‘
"General Adminijstrative Services {6.3): This category includes those activities established for the general
administrative operations, services, ‘and functions of the 1nst1tut1on as well as those activities
+ related to personnel records for the faculty &nd staff .
i .
Examples: Administrative data processing, administrative servwces, aff1rmat1ve action office,
personne] .director, room schedu11ng, space allocation, and scheduling.

Logistical Services (6.4). This category includes those activities related to the procurement, storage, and distri-’
bution of materials and supplies as well as .the campus-wide transportation and communication
systems. Also included are those activities related to the env1ronmenta1 health and safety of
the students and staff.

Examples: Campus secur1ty, car pool, environmental -health and safety, freight, park1ng,
purchas1ng, traff1€ eng1neer ‘ )

Phys1ca1 P1ant Operations (6.5): This category includes those activities related to the maintenance of existing
grounds and facilities, the provision of utility services, and the planning and design functions
of future plant expans1on and modification. The a\tua1 capital expendit es for the plant
expansion and mod1f1cat1on should be excluded.

Examp]es: Bu11d1ng ma1ntenance, campus architect, custodial service, grounds maintenance.

Faculty and Staff Buxiliary Services (6.6): This category includes those support activities that have been established
primarily to serve the faculty and staff. A fee normally is charged for these services, often
directly related to, but not necessarily equal to, the cost of the service rendered. Auxiliary
services that benefit both the student body and the faculty and staff should be classified under
Student Auxiljary Serv1c?s (5. 5) Format D.3.

- Examples: Faculty club, faculty housing, faculty and staff child care, faculty and staff recreation -
~center, health services for faculty and staff. :

Public Relations and Development (6.7): This category includes those institutional activities established to maintain
relations with the local community, institutional alumni, and the public in genera] and to condyct
activities related to fund raising and development. )

115 Examples: Alumni c1ubs, alumni 0ff1ce, fund ralswng, development office, information services.
. } . N ' R
. A . ) F ‘J
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DEFINITIONS AND INSTRUCTIONS (D.4) - Continued
. 1

nducted by an

Definitions:
Student Recruitment,, Admissions. and Records (5 8); This category includes those activities
institution that relate to the recruitment of new students. the student adm 1ss1ons process.

-

. and the adm1nmstrat1on of student records.
transcr1pts. photo I.D. s

Admissions, registrar, student recordq
f

Examples:
‘ [N

LY

- &
&

Instructions: .
’ L
This format i$ a deta1led description of the institution's current fund expendltures and personnel emp]oyment in the
The definitions and examples used in the institutional support areas are based

For additional help in classifying expenditures or pos1t1gns, see.

various institutional-supgort areas.
on the NCHEMS Program Classification Structure.

-NCHEMS Technical Report: #63.
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L] Budgeted Revenies

[ Actual Pevenues

e

~r

" FINANCIAL INFORMATION

" CURRENT FUNDS REVENUES BY SOURCE

Ihstituti?n

Academic Unit

Time Period

thzz Bracketed amounts should be included in the values reported for their resﬁective category, for
gxample, dollars for Federal Appropriations (1ine 3) should be included in the amounts reported for '
Guv roental Appropriaticns (1ine 2).. N

-

D

5 '

\;11."}

i}

[

Source of Eund; Unre;ﬁ;&gted Re;ﬁgégted : }gﬁgl
Tuition ;nd fges‘ ‘. A1) 7
Governmenta{_;bpropriations ()~ .
Federal | (3) [ ] 1 { ~
- stdte (4 | I ] 1 |
~Local | ~ (5) [ ] ] [
Covernmental grants and contracts (6)
Federal (7 1 ] ] A—T)[
A State L‘-' o (8) [ ] o 1 ]I
| . Local N . (9) [ ] J U
. Private aifts, grants, and contracts (10) ,
- Endowment income \ (11)
Sales and serQices of educational activities (12) -
Sales and servi;es of auxiliary enterprises (13)
Salps and services of hospitals (14) o
i Independent operaticuns ‘ (15) t e ) o
b Other sou;;ég (16) o R
| téaﬁl Current Funds Revenues (17) —



DEFINITIONS AND INSTRUCTIONS (D.5)

Definitions: o ’ o . | . | v

’

Current Funds Revenues: The accrual basis of accounting recommended for use in higher education stipulates that
' revenues are reported only when earned. Therefore all unrestricted monies are reported as revenue
as soon as they are accepted by the institution. However, restricted funds are not earned until
all of the terms of the agreement under which they were given to the institution have been met and
these terms are met only when the monies are expended in accordance with those restrictions.
Thus, restricted funds are initially reported as additions when they are - received (all additions
are reported in the Statement of Changes in Fund Balances) and are not reported as revenues
. until they have been expended. The term revenues generally 'is used only in the Current Fund
, and includes (1) all wunrestricted monies accepted during the reporting period and (2) that
portion of restrmcted funds e xgende for operat1ng purposes during the reporting per1od

FundesRestrictions.

ﬁa\\\p., Unrestricted Funds® Monies that may be used for any purpose deemed necessary by the institu-
, . tion's management. This category would include all designated funds (unrestrlcted funds that
may be used only for those purposes designated by the institution‘s governing board). However,"
the governing board may cthange the designations at any time and redesignate the funds for some’
other use, so designated funds are shown as unrestricted. All unrestricted. funds the institution
receives must be reported first in the Unrestricted Curtent Fund. Then, if necessary -or.desirable,
they may be designated and tradsferred to another. fund group.
P
. Restricted Funds: Monies that are given to the institution for a very spec1f1c purpose and must
' be used only for that purpose. @

- . ) . ' | | ;;}“
; | *?Q
(1) Tuition and Fees: Tuition and fees include all tuition and fees assessed (net of refunds)
against students for current operating purposes. Tuition and fees remissions or exemptions should
be assessed and reported as revenue even though there is no intention of collection from the .
student. An amount equal to such remissions or exemptions should be reflected as expenditures -
and classified in the category Scholarships and Fellowships (if that is the purpose of the
exemption) or classified as staff benefits in the appropriate expenditure category {if the

exemption.is made in compliance with a formalized policy granting exempt1ons to relatives of the
1nst1tut1on s staff or the staff itself).

Sources of Revendes.
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DEFINITIONS AND INSTRUCTIONS (D.5) - Continued

8L

Definitions: } N

If tuition and/or fees are remitted to the state as an offset to the state appropriation, the
amount of tuition and fees should be deducted from the total for state appropriations and added
», ~to the total for tuition and fees. x ‘ ‘ .
If the assignment of student fees to debt service, renewals and replacements, or unexpended plant
funds is an administrative action only, or is.subject to change by the governing board, then such
- fees should be reported as Unrestricted Current Funds revenues and included in this category.
Pledged revenue &inder bond-indenture agreements should not be reported as additions to plant
funds. but should be reported as Unrestricted -Current Funds revenues. Monies fromfees on
debt service on institutional plant, or for renewals and replacements of plant, or for expansion
of facilities should not be reported under this classification, but should be reported as direct
“additjons to plant funds, since such fees are not legally available for current operating
purposes. o '
Revenues from tuition and fees for an academic term, such as a summer session, conducted over a
fiscal year-end should be reported totally within the fiscal.year in which the program is predomi-
nantly conducted. The revehues and expenditures for any summer session should be reported in
the same fiscal year. This procedure for reporting the revenues of summer. sessions is an allowable
exception to reporting revenues on a accrual basis. All.other revenués should be reported when
¢ ¢ earned. . o } , o

Charges for room, board, and other services rendered by auxiliary enterprise’s are not included in
this category but should be classified as Sales and Services of Auxiliary Enterprises. If an
all-inclusive fee for tuition, room, and board fs charged, a reasonable allocation should be made
between the categories Tuition and Fees and Sales and Services of Aq}iliary Enterprises.

Fees assessed for student health services that are operated as a service to the student body rather
than as an auxiliary enterprise would be included in this category.

",‘

(3) Governmental Appropriations - Federal

(4) Governmental Appropriations fm§£g}p

B | R




Defjnitions:
. 1
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- DEFINITIONSY
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§D “INSTRUCTIONS (D.5) - Continued-% \

t
-~ »*

-
%

Governmental Appr<griatiohs - Local B

Governmental appropr1at1ons 1nc1ude those monies received from or made available to an ¥nstitution
through acts of a legislative body. They do not include governmental grants or contracts. These
three categories include all .such unrestricted appropriations and all restricted appropriagions

to the extent expended for current operations.

Funds disbursed for the account of the 1nst1tut1on by a governmental agency, such as payments 1nto
a state ret1rement system on behalf of the institution, would be included in these categories.
These categories inclyde only governmenta1 appropriations made from tax levy funds, including
those taxes levied directly by the institution under authority granted by the legislature or
constitution, federal land-grant appropriationsy and federal revenue-sharing funds. They do not
include institutional fees and other income reappropriated by the legislature to the institution.
Tuition and fees collected by the institution and returned to the.institution in -the form of
appropriations (that is, reappropriated tuition and fees) would have' to be subtracted as they
already appear as tuition and fees. : ’ '
Governmental appropriations should be categorized by the governmental level (federal, state, or
local) of the legislative body funding the appropriation. The following criterion should be used
in determining which legislative 1eve1 is the “funder: . ‘

The funder level is the same as the level of that agency making the decision that the monies
will be appropriated for the particular purpose for which they are ultimately expended.
For example, if the federal government stipulates a specific use for particular monies and those
monies subsequently are only administered by the state, the funds would be classified as federal

~monies. However, if the federal government distributes funds to the state for unspecified general

purposes (for example, general revenue sharing) and the state then appropriates all or a portion
of those monies to the jnstitution, the funds received by the 1nst1tut1on should be c]a551f1ed as
state.monies rather than federal monies.

. v

-
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DEFINITIONS AND INSTRUCTIONS.(D.5) - Continued

- Definitions: o | | PRGN : _ . : ' 8
: : . .~ o . & . | , c.
. .. The-determination of whethér a particular goverpmental appropriation should be classified as
. . - Jrestricted or unrestricted funds should be based upon the ability of the institution to effect a

change in the intended use of the funds during. the reporting period, should circumstances require.
- P If a change in. the inténded use of the funds can be made without having to go through the legisla-
o - . g tive process, the funds should be considered unrestricted. State general fund appropriations should
e be considered unrestricted funds unless the legislature places restrictions og their use so specific
they substantially reduce the institution's flexibility in its financial .operations. Where an
intermediate group exists, if a. change 'in restrictions needs to be made and it can be made by
, . the intermediate body without having to go back through the legislative process, the funds
- - appropriated should be considered unrestricted. ) . o

R

(7) Governmental Grants and Contracts - Federal , J

(8) Governmental Graﬁts and Contracts - State

(9) - Governmental Grants and Contracts - Local

Governmental grants and contracts include revenues from dovernmental agencies that are received or

made available for specific projects or programs. It is assumed that in the case of a grant or

contract, the legislative body makes appropriations to a governmental agency, which in turn enters

into contracts with, or makes grants to, individual institutions. Examples are research projects,
. : training programs, and similar activities for which amounts are received or expenditures are

A

reimbursable under the terms of a governmental grant or contract. -~

Governmental grants and contracts should be categorized by the governmental level (federal, state,.
or local) of the agency providing the funds to the institution. The following criterion should be
used in determining which governmental level should be considered the funder:

The funder level is the same as the level of that agency that makes the decision that the
contract will be entered into with, or the grant made to, the institution for the particular
purpose for which it is ultimately transacted. )

For example; if a federal agency stipulates a specific use for particular monies and those monies
are only administered by state agencies, the funds would be classified as federal monies.

126 | \ .
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DEFINITIONS AND INSTRUCTIONS (D.5) - Gcntigued‘

~ pefinitions:

. ~ Amounts equal to direct costs incurred should be recorded as charges against current restricted-
- funds and reported as Restricted Current Funds revenues. Related indirect costs recovered should
‘be reported as unrestricted revenues. - . '

(10) Private Gifts, Grants, and Contracts\

* Private gifts, grants, and contracts include amounts from individuals or nongovernmental organi-

- zations. The funds included in this category are of two types: (1) private gifts and grants and
(2) private contracts. Private gifts and grants include those monies received from private donors
for which no legal consideration is involved (that is, no specific goods or services must be
provided to the donor in return for the moniés). Private contracts include those monies received
for which specific goods and services must be provided to the funder as stipulation for receipt of

- - the funds. This category includes all unrestricted gifts, grants, and bequests as well as all

restricted gifts, grants, and contracts to the extent that the monies are eéxpended for current
operations. ' ‘ o ' .
- Only those revenues derived from the provision of goods or services directly related to instruction,

research, or public service are included in the category Private Gifts, Grants, and Contracts.
: . Revenues derived from the sale of goods or services incidental to the conduct of instruction,
) + ' research, or public service should be shown as Sales and Services,of Educational Activities.

. Income from funds held in revocable trusts or distributable by direction of the trustees of such

' - trusts should be reported under this classification. This category does not include revenues

derived from contracts for activities not related to the.primary missions of the institution (for

e example, land rental and utility services). But monies received as a result of gifts, grants, or

: contracts from a foreign government would be included in this category.

Amounts equal to direct costs incurred should be recorded as charges agaiﬁ?t,current restricted

funds and reported as Restricted Current Funds revenues. Related indirect costs recovered should

be reported as unrestricted revenues. )

- . } : . = .
When the performance of donated services is significant for an institutjon, the value of donated. -
services should be included in this category. The value of donated services should be determined
by relating such services to equivalent salaries and wages (including the normal staff benefits,
such as group insurance and retirement benefits) for similarly ranked personné&l in the same

. ¥ / ‘
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DEFINITIONS AND INSTRUCTIONS (D.5) - Continued o

Definitions: . . | | -

- . o
. . (AN
A

. institution or similar institutions. This gross amount should be reduced by the amouné of
«, ‘ maintenance, 1iving costs, and personal expenses whenever such expenses are incurred on behalf of * e
| - the cohtribuﬁing;persanneﬁ {such as in institutions operated by religious groups). An imputed
value for donated services should be recorded in this category only if the following circumstances
exist: ¢ al ' , : ! : ,

1. 'Thé.amouﬁt of such donated services is significant when camparéd to the total revenues
; . for the reporting entity ' ' / , .
‘ , . '. ‘ / , s

2. The services performed are a normal part of the $§nstitution's programs or supporting

~ services and would otherwise be perfornied by salaried personnel
. 3. The institution exercises control over the emp1oyﬁent and duties of the donors of the
services ' - / B

; 4. The in%titut?on has a clearly meaéurab]e basis for determining the value of such services
;. . ) . ! . ? Ve ‘
In reporting a figure for Private Gifts, Grants, and Contracts, that;portion of the total that

Ty ’ is an amount inputed to donated services should be clearly 1dentifiep and appropriately roted in
~the financial statements of the institution, | ¢
(11) Endowment Income . - " . o

Endowment income includes the following: (1) unrestricted income Jf endowment and similar funds,
(2) restricted income of endowment and similar funds to the extent/expended for current operating
. purposes, and (3) income from funds held in trust by others under irrevocable trusts. The unre-
4 , stricted income from endowment and similar funds credited to revenues should be the total ordinary
| - ' income earned {or yield) on the investments Oﬁ these funds. o . ‘
o,  Income from investments of endowment and similar funds does not include capital gains and losses,
- ' 'since such gains and losses are accounted for in the Endowment and Similar Funds group. Ifa

- " portion of the gains of endowment or quasi-endowment funds investments is utilized for current .
/ . operating purposes, the portion so utilized should be reported as a transfer rather than as revenues
l . B / .
. Income from funds held in trust by others under irrevocable trusts should be separately identified
e under this heading. ot . _ ’
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DEFINITIONS AND INSTRUCTIONS (D.5) - Continued

~ .

* . Definitions: o / : | | | o | {
o . o ‘ f
SNt ‘ (12) Sales and Services of Educational Activities ‘
T ‘Sales“énd séhvites of educational activities include revenues derivedifrom the sales of goods or

services that are incidental to the conduct of instruction, research, or public service. ' Examples

R a - of such revenues are film rentals, scientific and literary publications, testing services, univer-
AT . sity presses, and dairy products. For revenue-reporting purposes, the type of service rendered
"’ \ .- takes precedence over the form of thg agreement by which those services are rendered. Include

revenues for the sales and services related to agricultural-experiment stations and extension
o ‘ services in this category. :Therefore, the incidental revenues of educational departments would
. t | not be included in the category Private Gifts, Grants, and Contracts, even if they should be
S e . - performed under contract.- | | - ) ' ‘ . ’

If SérviCe to the students rather than training and instruction is the primary‘purpose of the
activities that create the reégpue, it should be classified as Sales and Services of Auxiliary
Enterprises. S o : _
" . -~ ) " ' ) N ) )
: | | This category does not include the revenues generated by hospitals operated by the institution.
. : v These rewenues should be classified as Sales and Services of Hospitals. However, revenues
& - , derived from health clinics that are not ‘part of a hospital, excluding those that are a part of
: ' the student health services program, should be reported in this category.
e . , . |
L (13). Sales and Services of Auxiliary Enterprises

This category includes all revenues generated by the auxiliary-enterprises operations of the
institution. An auxiliary enterprise is an entity that exists to furnish goods or services to
students, faculty, or staff and that charges a fee that is direcilzmgsl§§ed, although not
necessarily equal, to the cost of the service. The, general public may be served incidentally by
, " some auxiliary enterprises. Auxiliary enterprises include residence halls, food services, °
B \ ' - student-health services, intercollegiate athletics (if operated as essentially self-supporting
. operations), college unjons, college stores, and other services, such as barber shops and
N , .movie houses. - : . ’

PR | This categary'doés not include revenues receivéd in"the form of grants. gifts, or endowment
: N income restricted for auxiliary enterprises, but is limited to monies derived directly from the
" . operation of the auxiliary enterprises themselves. . ' ) @
B SUPPTEE ‘. ' O ‘ ‘ . : o w
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" DEFINITIONS AND INSTRUCTIONS (D.5) - Continued | A

i

Défini;ions:

¥8

(14) Sales and Services of Hospitals

Sales and services of .hospitals includes the revenues {net of discounts, allowances, and provision
for doubtful accourits) of a hospital operated by the institution. It includes revenue from daily
patient services (medical, surgical, pediatrics, intensive care, and so forth), revenue from
nursing services (operating room, recovery.room, and so forth), and revenue from other profes-
sional services (laboratories, blood banks, and so forth). It does not include revenue for |
research and other grants, gifts, appropriations, or endowment income restricted for hospital
operations, but is limited to monies that are directly attributable to the operation of the
‘hospital. Revenues of health clinics that are part of the hospital should be included in this |

v category, unless such clinics are part of the student-health services program.

"(15) Independent Operations

, " Independent Operations includes all revenues associated with operations indepepdent of or
7 " “unrelated to the primary missions of the institution (instruction, research, public service)

\\ ‘ although they may indirectly contribute to the enhancement of these programs. This category
generally includes only those revenues associated with major fedérally funded research laboratories.
Such revenues include not ooly those derived from sales and services of such operations, but all
other revenue for research and other grants, gifts, or appropriations restricted to these operations
This category does not include the net profit (or loss) from operations owned and managed as ‘
investments of the institution's endowment funds. :

]

(T8) Other Sources o
t : .
Other Sources includes all items of revenue not covered elsewhere. Examples are interest income

J and gains (net of losses) from investments of unrestricted current funds. This category also
: ‘ includes revenues resulting from the sales and services of internd1 service departments to persons
. or agencies external to the institution (such as miscellaneous rentals and the sale of computer .

’ time). :
" ¢
~ 123
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FINANCIAL INFORMATION

. >
COLUMNAR BALANCE SHEET

. Institution
) ) ’ Date .,
: : - Current’ Funds ‘ Annutty Plant Funds .
] (In Thousands of Rollars) Unrestricted | Restricted LFgﬁgs Sii?m:;ds mfoséfg;nd; Une xpended Rj;';:‘:g;;:t ﬁé;gﬁ?ﬁgﬁ PI:’T’f;,‘:’f\?
Pssets ' 1.
Cath » {1} . P
L Investments (2} 4 + . ) -
| Accounts recefvable {3) ——
Inventories, prepaid expenses, and such(4) | o . o
| Iores receivanle ) {5) _ 1. .
| Institutional plant N (6) ] : —— —_ -4
_1nter furd berrowing - due from (73 ) 1 R D S
| Tctal sssets (8)" M ] —— _
felabiljties :
| _fecounts payable & accrued Tiability (9) e et g SN SN SNSRI S
Stutent deposits 010). . ' | S
)_‘_E'e‘en'ed revem.es e I
» lwtes piyable A2) | — - - SN ESUN I I
_Lostracts pevable {13) . : : -
|_mteaces paysble Ua) g o - e
| Tonds saffﬁb!;_ T QL) . e — i - i —
Alnterfind Forroning - dus. to (181 r — t-— e 2 : - - —
_r_..l?'/*“ liabilities —— 7y | ' o | PR R W
rund Balances \ ot
| _For_current operations - wnrestricted (18) | - . | ol . ‘ [ S + .
} Lor curront gnerations - restricted | (19) | — N - S - e Y S—
feard-cestonated funds B EL)) B S . e
Festrictad to :
vther than current purposes - ({21) ) 4 ). e ) N - SRS S
L_Ef_-_t.jygignﬂ?_lg_institutignal plant. (27) . . _ _L
_,__,_TE";SI fund balances ‘ (23) | . } i L e
__toutal Tiabilities & fund balances (p4) L v 1 _ L ]
'
136 . . \>
SoDE . 137
»

g8



. o DEFINITIONS AND INSTRUCTIONS (D.6)

¢

Definitions:

*%

98

Assets:

(1) Cash

‘Includes the cash on hand, petty cash, and cash in bank accounts, associated with each fund group.
Does not include short-term investments. :

»

(2) Investments * . " )

Includes marketable securities, real estate, patents, copyrights, royalties, participations, and -
so forth. Investments purchased are reported in the financial statements at cost and investments
received as gifts at the fair market or appraised value of the date of gift, unless there has

A been an impairment of value not considered to be temporary. (As a permissible alternative, .

: ‘ investments, exclusive of physical plant, may be reported in the financial statements at current

market value or fair value, provided this basis is used for all investments of all funds.) If
the institution records investments on the balance sheet at cost, information should be included
to show market value. Investments may be categorized further as securities, real estate, and
other investments. :

° Seéurities: Includes bonds, notes, preferred stocks, and common stocks.
® Real fstate: Inc]ude§ real property in which funds are invested for the pbrpose of
producing income (usually a part of the Endowment Fund). Such properties may be acquired
~ . by gift, purchase, or foreclosure of mortgage notes. :

(3) Accounts Receivable

Includes all amounts.owed the institution, generally on open account, and limited to collectable
amounts of completed sales of goods and services. Governmental appropriations that are subject
to release by a dovernmental offiger for institutional use should be shown here and not under
cash. Accounts receivable are shown at face‘value less an allowance for doubtful accounts.

(4) Inventories

-

Merchandise for sale including supplies and stocks-in-stores. Examples of the latter are office
supplies, fuel, building supplies, and goods not yet charged as expense but carried.in" stock in
general storerooms for future requisition or sale. Inventories are not charged as expense until
used. Merchandise for sale includes such items as invemntories of student stores, university '
presses, and food service. ' : . 139
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Definitions:

(4).

(6)

(7)

Liabilities:

(10)

140

.‘ . ) | . - \ »

\ DEFINITIONS AND INSTRUCTRONS (D.6) - Continued

Prepaxd Exp_nses and Deferred Charges

Includes that- portion of operat1ng expenditures properly chargeable in a period subsequent to the
date of the balance sheet,

W

Notes Receivable ; B ‘s

Includes all amounts owed on promissory notes from debtors. Notes receivab]e for loans sheuld be\“*).
carried in the Loan Funds group at face value less allowance for'doubtful loans. Provision for

doubtful loans should be charged to the’ equity account of the specific Toan fund.

Institutional Plant ' . ' 7

‘The physical property owned by an institution and used For institutional purpd§e§§'such as land,

buildings, improvements other than buildings, and equipment.

Interfund Borrowing Due From Other Funds -

Represents the amounts of funds loaned temporarily between fund groups (for example,i%MWestricted
Current Funds loaned to the Plant Fund). n

. N ,
hd : . B ‘ ¥ f ! ‘

Aécounts Payable and Accrued Liabilities | I gAL
Represents 1iabilities for goods received and other expenses incurred for wh1ch disbursement have
not been made as of the date of.the report. Payrolls due and unpaid are included in this cateqory

in the Current Fund. Amounts deducted from payrolls and not yet forwarded to proper agencies,

such as income taxes withheld, social security. taxes, and retirement annuity premiums, are shown
here, ’ .

Student Deposits

. Inc]udes rece1pts for various purposes that an inst¥tution may be requ1red to repay in whole or

in part. Examples are deposits for breakage, room-rental contracts, keys, library: books. and

reservations for admjssion to the institution or to the regsidence halls.. : S
, @

f .
’ . " , .
.- * . ,
, , ) . ) . L
” . ) X . .
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‘Definitions:

(1m

(12)

(13)

+

(14)

(15)

(16)
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-
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Y DEFINITIONS AND INSTRUCTIONS {D.6) - Continued ' ' N

88

Deferred Revenues “

Includes payments made to the institution in advance of the reporting period to which they .apply .
for services to be rendered in a subsequent reporting period. Examples are tuition, fees, and
room rentals paid in advance.of the fiscal period to which they apply. '

Notes Péyable(

Represents liabilities for outstanding notes.

Contracts Payable. ,

Includes the present value of the aggregate 1iability for annuities payable in the Annuity Funds
and income payable in the Life Income Funds based upon acceptable life-expectancy tables.. When
a gift is received the present value of the annuities payable is credited to the 1iability
account and the remainder to the fund balance. Periodically an adjustment is made between the
(liability and the fund balance to reflect the .recomputation of the 1iability based on the -
“ revised life expectancy. , ‘ , = :

Mortggggs‘ngable - f ' -t «

Represents ljabilities for‘outsténding mortgages.

h]

Bonds Payable - : _ L o~
Represents liabilities for outstanding bonds. - *
‘Interfund Borrowing Due to Othér Funds . _ A . 2

Represenfskthe-amounts of funds loaned tempOrarﬁly between fund groups (for example, Unrestricted
Current Funds loaned to the Plant Fund). ’ ' '

-~
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DEFINITIONS AND INSTRUCTIONS (D.6) - Continued L \

. ’ . ' N co . ’ a . fo . ’ ’ " )
Definitions: . | T " o .

8- - » 3 : ‘
| “ _

Funds Balances: .

(18) Current Funds ‘B'alan'ce - Unrestricted*. , K ‘ ’ ‘

-~ .

i

~The unrestricted fund balance in the Current Fund represents the net accumulation over the “years
- of. the excess of unrestricted current fynds revenues over current funds expenditures and transfers.
| . This amount is available for Future operating purposes or for any other use approved by the
”\\ " | governing board of the institution. There will be a negative fund balance if cumulative expen-
ditures and transfers have exceeded revenues., S 4 ‘ oy
: f ‘ S
-(19) Current Funds Balance - Restricted '

Represents the unexpended balances of funds restricted by donors or other-outside agencies to
specifit operating purposes. These funds originate from income on restricted endowment funds,
gifts from domrors who have placed limitations on their use, and grants from private or govern-
mental sources specifically for research, training, and so forth. This item on the balance.
“sheet consists of those restricted funds available for expenditure in future reporting periods.

(20) Board-Designaﬁed Funds, . «

This item includes all unrestricted fund balances (outside the Current Fund) and,. therefore,
.represents that portion.of fund balances designated by the institution's governing board for use
" in those: fund groups. ' ’ . :

(21) Restricted to Other than’Current Operations

~This item incTudeé all&fund béﬁanées that have be§h~restricted by the donors for purposes other
than the support of current-dberations. . A :

(22) Net Investment in Institutional Plant

The net investment in p]antgisjihe‘tdfal.df the institutional equity ‘in physical-blant%assets.
It is, in short,” the institution’s paid for plant facilities. g ,

¢ _

;

68
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Definitions:

. %und @rbugg:“

- current funds additions.

DEFINITIONS AND INSTRUCTIONS (D.6) --Continued .

n Y . :
g ~ - | L]
<

Current Funds‘ Current funds inc]udes all unrestricted current funds pevenues and restr1cted

E : 9

Loans Funds: Report those funds that have been 1oaned or are available for- 1oans ‘to students,
faculty, and staff Do not include 1oans made to the 1nstitut1on

'Endowment Funds: This fund group 1nc1udes fupds whose principal is nonexpendable and that are
. Intended to be invested to provide earnings for institutional use. Include. term endowment and .

quas1 endowment funds.

'Annuity and Life Income Funds: ThlS eategory includes all funds carrying a stipulation that the

institut1on mgke payments to one or more specified beneficiar1es

Plant Fund: Report all unexpended p]ant funds, funds for renewa1 and replacement, funds for

-debt service charges ‘and’ for the retirement of indebtedness, and the amount of institutional

funds 1nvested in physica] plant fac1]1t1es fother than those of endowment and similar amount

. of funds) -
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INSTRUCTIONAL MEASURES

MEASURES OF CLASS SIZE N
. N
. — A ' ‘( . . ' Institution.
i , ' , Academic Unit
' ‘ Academic: Term(s) ‘
4 - 1~ — . .
‘ Median Frequency Distributfon of Section Size , _ Total
Method of
Instruction |G 5-16 17-24 25-34 35-49 50-99 100 OFterings
T ‘ 2 bl or more g
Lecture
S t— — A
v | " Distussion/seminar . - , ' ' : |
> . - - - .
B | Laboratory ‘
o v y . : - ‘ . - v )
: g Independent study N/AI ‘ B = , >~ ‘
Total N/AT- ' : - S : o
" Lecture '
_ o Discussion/seminar
: ry o
a Laboratory . - o , )
L LS S &
§ Independent study NfA}
-
Total N/AT
rz“tir Lecture .
g Discussion/seminar . .
~3 - — ——
= Y . .
Laborator : '
E | Y- : : ' 3 -
@ Independent study N/A1
\ Total ~ N/Al S N

1. Not applicable ,
2. Ranges of section size are specified for 11lustration_purpeses only. ' i :,{’
. . vo)
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Definitions:

CourseyLevei:

¢
4f

. 4
DEFINITIONS AND INSTRUCTIONS (E.19).
. ] ' B
s . Q
A i - i -+~
The instTtutionai categorization for the level of offering of a spec1f1c course; the categorization

- is generally derived from the level of student to which any particular course offering within a

discipline is primari]y directed. Multiple-level courses should be assigned a course level that
most represents primary intent of the course For IEP, three course levels are specified within
each discipline: 3

‘ Lower Division Course offerings at a level of comprehension usually associated with freshmen

and sophomore students.

Upper Divisiop: Course offerings at a 1eve1 of comprehension usually associated with junior and
senior students. Jointly offered upper-divisibn/graduate courses should be classified as upper

divisior.

Graduate: ‘' Course offerings at a level of comprehension usueiiy associated with postbacoaiaureate
stud'énts. . : ' .

Method of Instruction The categorization of the methods by which organized 1nstruction is conducted _that refiects

kS

Section Size:

Median_ Section Size:

educational technology*and the use of:the facilities, materials, and equipment. The primary
types of 1nstructioa are: o : @ R

Lecture: Formai presentation; primarily one-way communication.

Discussion/Seminar' Two-way communication of course materials.

"Laborator!' Instructing, preparing, and supervi51ng student jnvestigations.

Indegehdent Study: Students working on a one-to-one relationship with theé instructor. This’
category also includes individual tutoriais and thesis and dissertation advising.

The number of students enrolled in a section of a course. | o S o
s RS '

The median number of students enroiied 1n all sections by each method of instruction
{e ,

Total Section Offerings: The total number of sections offered by each method of instruction. ‘




Ax\‘

~ DEFINITIONS AND INSTRUCTIONS (E.1) - Continued

, ‘ . - o \__
"The 1nformation needed to cbnmlete this format can be collected for a single academic térm, all terms:within the

- regular academic year, or all terms within. the fiscal year. Section enro’ Iments should be recorded as of the
institution's regular census date. For example, if a lab section has 20 student®, it would be recorded as a single

R Iﬁstructibns-

2

course offering under section size 17-24, according to- the particular course 1eve1 Each sectign of a course: is to be

" treated as a separate course offering.

o .
\

“\ , -~
N ]:}‘ ' , o | S . ' ,

- A
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Lo T ~ INSTRUCTIONAL MEASURES
B e ) - Sy ! . ’ . W
.t ‘ ."f"f,‘;’_‘ DISTRIBUTION OF STUDENT CREDIT HOURS TAUGHT BY STUDENT LEVEL *
. : o .F . . & / ‘ ‘ . . . ‘
o * 7 . . " Institution
. K R Academic Unit »
; Academic Term(s)
} .
Student. Level
: . Lower Division Upper Division H‘rsf Professional Graduate I - Graduate I Total
- SCHS Taught to: e s -
. ’ . SCHs % of LD SCHs % of UD SCHs % of FP' SCHs % of BI SCHs . % of GII SCHs % of Total
" { e ; ’_
Students in '
same- department ) ’ 100%
- Students in - *
{1 same college/division . 100%
me €1 ‘ , ~ ‘
 Jstudents in rest . :
“+'} of ipstitution ] : 100%
o . %, , _
- 100% 100% 100% 100% 100% . 100%
\ ‘ ) Xl
Note: Specify whether th§ SCH represents semester credit hours or quagtg credit hours, ‘ ‘
| . " . '
) ‘ ) ')_
N !

-

o
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e v+ DEFINITIONS AND INSTRUCTIONS (E.2)

Définitioq;:

- Student Credit Hour: A unit of measure that represents one student engaged in an activity for which one &sur of
; : credit toward a degree or other certificate will be granted upon successful completion.™:The
. student credit hour may represent either semestér credit hours or quarter credit hours depending
_ v upon the academic calendar the institution has adopted. Total student credit hours for a course:
K ~ are calculated by multiplying the course credit hour value by the number of students enrolled
in the course. - : , |

<
[

. ¥

SﬁudéntLeve1:

Lower Division: Includes all students who are enrolled in pragrams leading to an associate degree
{incTuding three-year associate-degree programs) or in underaraduate occupational or vocational
. programs of three years duration or less; and all other undergraduate students who have earned. .
- less than 50 percent of the number of academic credits normally required for a four-year o

\ -

bachelor's degree‘(typida11y classified as freshmen or sophomores). .

L . Upper Division: Includes all uﬁﬁergraduate students who are not in associate-degree or
g ‘ - occupational-vocational programs and who have gearned 50 percent or more of the academic
- ' credits normally required for a bachelor's degree (typically classified as juniors and seniors),
Includes students in years three, fous, and five of five-year bachelor's degree programs.

S : First Professional: 1Includes all students who are pursuing any one of the followin first

| ‘ ‘professiona] dégree programs:. M.D.; D.0.; LL.B. or J.D. (if J.D. is the first professional

SRR , , * degree); D.D.S.; D.V.M.; 0.D. B.D., M.Div. or Rabbi; Pod.D. or P.M. Students enrolled in

— . . ." . . undergraduate preprofessiorial curricula and students in the first two years (corresponding

T o e to the undergraduaté freshmen and sophomore years) of integrated graduate professional-degree
programs should be c1assified as lower division, and not as graduate-professional students.

-

Graduate I: Includes all students who hold a bachelor's degree or the equivalent (or a first
.professional degree) and (a) are.pursuing a master's degree, or (b) are pursuing a doctoral
degree; but have not earned a master's degree and -have earned fewer than the equivalent number.
of credits normally required for a master's degree, or (c) are in a special unclassified,
. visitor, or other status, or (d) are pursuing an Educational Specialist certificate, degree, or
.. .- coordinate intermediate-level degree program, whether or not they possess an earned master's degree.

/

Graduate II: Includes all. students who are pursuing a doctoral (except first-professional) degree"
program, except those who are ¢lassified as Graduate I by the definition provided above.

- }
‘t)‘ ' ) - i ’ 0

- o L %5y




v e . DEFINITIONS AND INSTRUCTIONS (E.2) - Continued

[

86

Y

+ Definitions: L

~ A A‘-A

: SCHs Tauqht to Studenms_ln Same Department The distribution of SCHs by level for those students who are majoring
' < in courses of study offered by the yeporting department

SCHs_Taught to Students.in Same_golleqe/n1vis1on ,The d1str1butfon of SCHs by level for those students who are
. majoring in courges of study offered by the same college or d1v1swon as the reporting unit. SCHs ’
. ~ reported in the f1rst category are to be exc]uded here.

-

w ‘ >
SCHs Taught to Students in the Rest of the Institution: The d1str1bution of "SCHs by 1eve1 for those students who

~are majoring in-course of study offered by the rest of the 1nst1tut1on SCHs reported in the
“first and second categories are to be excluded here ,

‘Instructions: .. . o o SR o | B . K
. 4@— i ) N . \ ) . .

'This format is des1gned to illustrate the extent to which an academ1c unit is teaching 1ts own students, students of
related departments in the same col1ege}d1vision of the reporting department, and students ¥rom other colleges or S
divisions. T data can be reported forf a single academic térm, all terms' within the regular year, or all terms within
the fiscal Student credit hours should be reported as of. the 1nst1tution s regular census date. '




INSTRUCTIONAL MEASURES
INSTRUCTIONAL STAFF

Institution

Academic Unit

Academic Term(s)

B _ y 1
. T FTE Teaching Student Credit Hours ‘
FTE . ‘ ; Instructional Teaching Tndependent
Academic Rank Instructional | ASSistants in Taught by Course. Level Staff Weekly | Asst. Weekly Study
Staff pgole Lower Upper Graduate Tota] | fontact Hours | “Contact Hours | EnroTiments
Division [ Division ' v
Professor
- Associate professor .
" Assistant professor ' )
H -
Instructor/lecturer/:
. other ranked staff . .
Subtotal {all ranked .
- instructional staff) - ~ A
Unranked instructional staff { f
Total )
1. Specify whether SCH represents semester credit hours or quarter credit hours,
1 S
16 "E.3 :
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DEFINITIONS AND INSTRUCTIONS (E.3)

ool

'} +
Definitions:

Academic Rank: Institutionally defined; for purposes of illustration, the following academic ranks have been used
' to categorize instructional staff: professor, associate professor, assistant professor, and ‘
- instructor/lecturer/other ranked instructional staff. A category has also been provided for those
. unranked instructional staff who have primary teaching responsibility for a course. This latter
’ would include teaching assistants or associates.

FTE Instructional Staff: The equivalent of one faculty member who has a full-time instructional appointment. This
‘ calculation should include all teaching staffuwho have primary responsibility for at Teast one.

course (but excludes teaching assistants who function in a supportive role). This category also
excludes all FTEs or portions thereof that are budgeted or paid from accounts restricted to
functions other than instruction. C

FIE Teaching ‘Assistants in Supportive Role: The equivalent of one teaching assistant who has a full-time instructional
appointment and who 15 assigned to a faculty member to serve in a secondary or supportive role.
‘For example, .the teaching assistant may assume such duties as grading papers, supervising labora-
tories, and leading discussion groups. However, he or she rarely presents new material to the
class. Typically, a teaching assistant's appointment is less than 1.0 FTE.

Student Credit Hour: A unit of measure which represents one student engaged in an activity for which one hour of
, o credit toward a degree or other certificate will be granted upon successful completion.. The
. student credit hour may represent either semester credit hours or quarter credit hours depending
» upon the academic calendar the institution has adopted. Total student credit hours for a course
are calculated by multiplying the course credit hour value by the number of students enrolled
. in the course. )

Course level: The institutional categorization for the level of offering of a specific course; the categorization
r is generally derived from the level of student to which any particular course offering within a
' discipline is primarily directed. Multiple-level courses should be assigned a course level that
most represents primary intent of the course. For 1EP, three course levels are specified within
each discipline: : A

Lower Division: ‘Course offerings at a level of comprehension usually associated with freshmen
and sophomore students. - H o

140 Upper Division: Course offerings at,a level of comprehension usually associated with junior and
' senior students. Jointly offered upSer—division/graduate courses should be classified as upper
division. y “
- ' ‘ L
161

- : ’ . [N

PAruntext provided by eric B ’
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o
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DEFINITTONS AND INSTRUCTIONS (E.3) - Continued

Definitions:

<

Graduate: Course offerings at a level of comprehension usually a?sdciated wifh paétbaccaléureate.
students. S | - : . RN , .

‘ngtructicnal‘étaff Weekly Contact Hour: The number of hour spent by instructional staff members in contact with .
: scheduled”sections in one week. ‘ 2 .

Teaching Asst. Weekly Contact Hours: The number of hours spent by tehéhing assistants in cn@tact.with scheduled .
sections in one week. . , . |

Independent Study Enroliment: ‘The -number of studentS'enroi}ed in independent study, thesis and dissertation sdper—‘“
" vision, student teaching, and other field instruction normally conducted outside of a classroom or
class laboratory.

»

\

z
. A

Instructions:

- The intended purpose of this format is to measure the workload of the instructional staff by.looking at selected
measures. The worklpad measures may be expressed as totals for all FTE within a particular aca&emic‘rank or as
averages per FTE. 'Again the data can be collected for a single academic term, all terms within the regular academic

~ year, or all terms within the fiscal year.

164,
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e~ " RESEARCH MEASURES
\\\ | a ‘EXTERNALLYQSPONSORED GRANTS AND CONTRACTS
APPLICATIONS, AWARDS, AND EXPENDITURES
. ,'[] Research Grants and Contracts ' | N ' L Institution
.0 Training Grants and Contracts o . . Academic Unit
| 0O bther'Grants and Contrgcts_, e - o | ”j{'Time Period ; . )

Fiscal Year

Apptications .. | / ! _E,Ayardsﬂ_ Expendi tures

. . ' . Total Median Median .| Median.§ J Number,of . Total
: " Dollars $ Size of { Dollars Size of |} Existing | Dollars
Requested Application" ~Awarded Award { Contracts | Expended

"TiféderQI'gﬁvéghmen€_   o

.

Stafé,éndflocal
government

.. Private foundations
and industry

A1l other. external B
sources :

Please indicate your current negotiated overhead rate R

[] Based on salaries, wages and benefits.

1698 | \ ] Based.on total direct costs. - ]“61)

“~ 3 .
B ' . -

SoL




RESEARCH MEASURES
EXTERNALLY SPONSORED GRANTS AND CONTRACTS

N S PERSONNEL AND GRADUATE STUDENTS -8
[ Research Grants and Contracts o , | - Institution (
[J Training Grants and Contracts , | . Academic Unit
[] other Grants and Contracts o ' - Time Period _

Personnel | ' \ Graduate Students

Exempt Staff | Nonexempt Staff | Paid Graduate Students Ung:;éents N

 Source of Funds Full-time | . Total Full-time Total Full-time Total Headcount

Equivalent | Compensation quivalent | Compensatip Equivalent | Compensation
. .‘! Y N - . . - . . .

- Federal government |

State *and local
government

- Private foundatfons{'
-~ and industry a

A1l other external
sources

Total




.
e
A

«

- DEFINITIONS AND PROCEDURES {F.1 and F.2) =~ | \,

i

Definitions: . : | . o
,"’Source of Funds: The agency or'. corporat1on providing thg funds for a §§Lticu1ar grant or contract. The. four R
. - ©  categories to.be used are the Federal Government, State and Local Governments, Private Foundations

and. Industry, and Al Other External Sources.

specified time p K. Include app11cations for renewal of existing contracts if they represent 1\
additional cesear activity.

‘ Number of Apgljcat1ons The total giiber of grant and contract applications made to each fund1ng source during the

LY

Total Dollars ﬁj"ested The total dollars requested from each funding source on grant and contract appltcations
<=’ \ made during the specified time period.
/

Median Dollar Size of Application: An indicat1on of the "average" dollar amount\requested from each funding source.

Number of'Awards The total number of grants and contraaté awarded by each funding source during the specified twme

' 1?? - period. Include reneﬁals or extensions to existing contracts if they constwtute additional research

activity o . P | )

Pa Total Dollars Awarded: The total dollars awaﬁﬂed by each funding source during the spec1f1ed time period regardless
. of the duration of the grant or contract.

';Median Dollar Siie of Award: An indication of the "average" dollar amount awarded by each fundtng source.

Number of Existing Contracts: The tota? mber of grants and contracts in effect as of the last day of the reporting
' period. : : . : oL E

Total Dollars Expended:' The total nunber of dollars expended from existing grants and contracts during the reporting
‘perijod. Exclude any overhead or indirect costs. .

A v '

Exempt Staff: The total full-time equ1valent ‘employees and compensation for those individuals exempt from the
Fair Labor Standards Act who were paid from externally sponsored grants and contracts Include
fringe benefits as a part of compensation.

ﬂﬁnexempt Statfs - The total full- tvme equivalent employees and compensatfon for those individua]s subJect to the
T ..  Fair Labor Standards Act who were paid from externally sponsored grants and ontracts. Include
fringe benéf}ts as a part of compensation {‘}

- , Q
- ’ o . 173

401

172 S | L A



< - . 'DEFINITIONS AND INSTRUCTIONS (F.1 and F.2) - Continued

Definitions: | ‘ . ‘ ' .

801

: Pa1d Graduate Students The total full- ‘time equivalent employees and compensat1on for those graduate students paid
from externally sponsored grants and contracts. - Include fringe benefits and waivedstuition and
fees ds a part.of their compensation.

, Unpa1d Graduate Students The total headcount of graduate students partieipating in eiterhel}y sponsored -activities
. . but who are- not being compensated for their efforts

| ' . R
" Instructions: . . N | .
, - Formats F.1 and F.2 are designed to measure the amount of sponsored research (training) occurring within an academic
.unit. The formats should be completed separately for research grants and contracts, training grants and contracts,
and other externally sponsored grants and contracts. The time period should be specified and should be\cons1stent o
with the time periods 1nd1cated fgr the rest of the information set.

-~
[}

. However, if a research grant or contract does not conform to the time period of the rest of the information set be-
cause it is a multx-year or partxa?kyear contract or grant, the academic unit should report an equivalent amount

- for the period specified. - For example, if an academic unit has a two-year grant for a given activity, the reporting
unit should only report half of that data for 4 reporting period, assuming the half of the reporting time per1od

“is the basis for the rest of the ipformation set.
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ACADEMIC SUPPORT INNORMATION
LIBRARY HOLDIN

Institution

Support Unit

Time Period

Collection Category

Added during

- Academic Year

Total Held at
End of Academic Year

Book stock
Number of vo]umes

Number Jf titles

4

;'Separate.government documents
~ Number of volumes

'

L}

. Mtcroforms
| Number of book titles

——

lﬁhmber of Egriodica? titles

Number of ot?er, not included above -

~ Audio and/or visual materials
Motion picture titles

Audio recording pi;lgs

Filmstrip tit}gﬁ’

Other libra;yfhaterial titles

. Periodical subscriptions
" Journal titles

y
" Newspaper titles Z{ ,

Y

Other titles P

.
il




7

DEFINITIONS AND INSTRUCTIONS ‘(G.1)

¢l

. Definitions: N

, . . . - ) LI

Added During Academic Year: The gross number of volumes or titles added during an academic year for each collection

: : .o category. ! : - ‘ :
Total Held at End of Academic Year: The‘tota1 number of volumes or titles held at the end of the aca ear for
‘ " “each collection category. : : . L
- Book Stocg:'. ~ The iibrary's cataloged collection{s) of books and other printed materials that ‘are cataloged in the

- . , same mannér as books and that are interfiled with, or that may be interfiled with, books. Eor

example, a government document or a yearbook that has been cataloged as a book and shelved with

. books is'to be reported as book stock. Collections of government documents, pamphlets, paperback

N books, technichl reports, manuscripts, memoirs, proceedings, transactions of societies, monggraphic

‘ and publishers!| series, and such, that are not cataloged in the same manner as books should not ‘be
. \ reported as book stock. Book stock may be cataloged by the Library of Congress, Dewey Decimal,
v .+ . or any other classification scheme adopted by the library. : :

!

Volumes: . For‘reportiﬁg purposes, a volume is a physical unit of any printed, typewritten, handwritten,
' o mimeographed, or| processed work, contained in one binding or portfolio, and/or made ready for use.

Titles: A For reporting purposes, a title is a publication that forms a separate bibliographic whole,
- - whether issued in\one or several volumes, reels, discs, slides, or parts. It applies equalily to
printed materials, such as books and periodicals, asjwell as to audiovisual materfals and micreforms.
Estimation procedSYes are specified in the HEGIS and LIBGIS I report. v
Voo,

Separate Government Documents: A gové&nment document is any publication of a book or serial form bearing a government
o “imprint, for example, the publjcations of federal, state, local and foreign governments and of

. ’ world organizations, such as the United Nations. Those government documents housed in a separate
, ’ collection should be: included here. Those.government document not separately housed should be
g , included under the Book Stock category.

Microfdrmsz Mfcroforms'are materials that have been ﬁhotographica?ly reduced in size for storage, protection,

and inexpensive publication purposes, and that must be read with the help of enlarging instruments.
. ‘Examples. of microforms are: microfilm,»microcard, and microfithe. These are also called microcopy
and microtext. Microforms should be categorized as book tit]es, periodical titles, or other
(those not previously included). ' L ' "
o rva
@ : . . . .




DEFINITIONS AND INSTRUCTIONS (G.1) - Continued

Definitions: N | . ‘s , Tl
Audio and/or Visual Materials: Thése are nonbook Yibrary materials. Some require the use of special equipment in
‘ order to be seen and/or heard (for example, motion pictures, audio recordings, filmstrips,
'slides, overhead transparencies, and mixed media (multi-media) kits). Others do not require
the use of special equipment in order to be seen and/or heard (for example, flat pictures,
study print sets, maps, charts, and games). Audiovisual materials not formally held by the
TTbrary should not be included.

Periodica1 Subscrig;ions A perfodical is a publication constituting one issue in a continuous series under the same
title published at regular or irregular intervals, over an indefinite period, individual issues in

. the series being numbered consecutively or each issue being dated. Newspapers as well as publi-
cations appearing annually or less frequently are included in the definition. Journals, newspapers,
and others are category breakdowns for periodical_subscriptions. :

instructions:

This format is intended to report library holdings bx/éo11ection category for the institution as a whole. In the
.case of an institution that has several libraries, G.1, G.2, and G.3 should be completed by each library in addition
to an institution-wide report.

~In format G.1, gift- in kind/gg:u1d be included in the appropriate category but should be footnoted-and explained
below. In format G.2, gifts-in-kind should be included in the Gift and Grants Income Cateqory, but should also
be footnoted and exp1a1ned

£l



ACADEMIC_SUPPORT TNFORMATION
LIBRARY, EXPENDITURES AND INCOME .
‘ Institution

Support Unit
- Time Period

L I . - 2 | % Change from
. Expenditure Category. | _ - § Expended ast Academic Year

?Salaries and wages 4 :
Library staff (inc]udxng benef1ts) ,
Student hourIy staff g ‘ , ~ :

§Supp11es and. matefia1s - ‘
7 Book§ i L
. Periodicals A

' Microforms =~ - .

-et -Audiow¥sual - . o 7 ‘ R -
S - —— . : . -
"Binding and rebfhding ’

; Library equipment
}cher o
QTotal E;penditures: | ’

~ Incomé Category o $ Income - % Change from
. - ’ . P Last Academic Year'

A11 governmental. appropria£1ons, tuition .
" and fees, and othef unrestricted sources .

R 2

. Gifts and grants | 7 ’
Endowments - R . ) | C A ,
Self-generated fund¢”™ ' ‘ ——
Total Income ‘ -
' “ 182

m— (€]
. ' ~
) SR i 0




DEFINITIONS AND INSTRUCTIONS (G.2)

Defindtions:

Amount: The funds expended for the current academic year, regardless of when the funds may have been.
) | ‘ . received from federdl, state, or other sources. Report all expenditures as whole dollars only,

omit cents.

Salaries and Wages of Library Staff: The salaries and wages before any deductions, including fringe benefits
¢ provided by your institution, for all library staff (exclude plant operation and maintenance staff
and students serving on an hourly basis). . '

Wages of StudentS‘Serging on an Houfﬁy Basis: The expehditures charged to the 1ibrary for the'wages of the students
who served on an hourly basis (exclude all expenditures for wages not charged t§ the library).
Report wages before deguctions, including frinae benefits, .

Books: The expenditures for the books purchased during the current academic year. It should include
SL : . preprocessing costs, where applicable, but should exclude expenditures for perfodical subscriptions
. and microforms. , : , '

Periodicaﬁs: The expenditures for the periodical subscriptions purchasedAdUring the current academic year. It
should exclude expenditures for books, microforms, and binding and rebinding of periodicals.

Microforms: The expenditures for all microforms purchased during the current academic year.

Audio and/or Visual Supplies and Materials: The expenditures for all of the audio and/or visual ﬁhpp]ies and materials
' purchased during the current academic year. It should exclude expenditures- for microforms.

Binding and Rebinding: = The expenditures paid to commercial binderies for all binding or rebinding of books and =
' periodicals during fﬁg current academic year. Dq,ggg_allocate wages, materials, and such, for bindir

3

Library Equipment: The expenditures for all audio and/or visual equipment and/or all other equipment purchased‘for
g "the 1librdry during the current academic year; include rental and/or leased charges for reproducing
equipment, computer hardware, and such, including maintenance services, where applicable.

A1} Other Library Operating Expenditures: The difference between the tofal expenditures and the sum of all .itemized
- ' expenditures for the current academic year. . : J

&Z;centage;Change From Last Academic Year: The percentage change,by expenditure cateqories in this academic¢ year's
budget against the previous year's academic budget. -
‘o, *

-

O e .

Gl1

-~
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DEFINITIONS AND INSTRUCTIONS (G.2) - Continued.

9Ll

Definitions: | S A o S
A1l Government A 1ﬁt10ns Tuition- and ¥ees, and Other Unrestr1cted Sources: T%ose funds al1ocafed.by the
, gmﬂﬂf ~ ‘ 1nst1tution to suppogt the activities of the library that come from governmenta] appropr1at1ons,
~ e ‘ . tuition and fees revénues, and other unrestr1cted 1ncome SOUrces :

Gifts and Orants: Tho§% funds from nonqovernmentaT orqanlzatwnns or 1nd1v1duals for support of the 11brary

"Enddwments: Those fun m endowments or similar funds for support of the library. /

¥

Se1f—genqrated Funds: - Those library income funds derived from fées or charges for library services.
o ‘,{mi Co .

Al
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 ACADEMIC SUPPORT INFORMATION
LIBRARY CIRCULATION/UTILIZATION RATES -

. Institution L o
" Support Unitﬁf“”*
o Time Period |
. ) ,.”\'ﬂ':f' "
) . \‘ ‘(.’&w,;‘mi -
User/Cateéofies
__#(/( Students e
) ‘Y Under- ’ ) i Ty Noninsti- -

-Collection Category raduat Graduate Faculty Staff ‘tutional Totgl

e g q _ Affiliated R

. Q el
Book stock "

— /,
Government separate documents
Microforms ) 1
Audio/visual materials.
. ~ @
Periodicals / '
Total \
1] “.$
{87 /
N » ( o
. 6.3 . 188 o~
8 B
. &



_ . A (G.%) .

DEFINITIONS AND INSTRUCTIONS

{@T *.‘ | .- ‘ A' _",‘ v‘ . : . ) , 3\]‘, '
R Definitions: - .~ = L o Lo - —
. ’ . : ‘?
_ eC1r;u1ation/User Rates The frequencyﬁof circulation of Tibrary materials by collection categories and by user
,,',x~v categories. For def1n1t1on of co]lect1on categories, see format G. 1 _
L _ _ o,
.(,, . , -
L Userkpategpries: Those users of library materials according to whether they are graduate. or undeﬂﬁraduate students, ..
i - - members of the faculty or members of” the staff of the reporting 1nst1tut10n, and individuals who
: .’ .o arqﬂlot assdt#a&gd w1th the reportxng 1nst1tut19n . | Lo
. . . . I . . . “, ' . . f j
. - 1 "'
, Hy Y
W L )
\ 5 .
\. ~ .
®. . » ". N -
* : ¢ * i -« -
M ¥ . v ' )
, ~ ) 190
\ ) i ,
18(°) %. ) 3 L »
¢ ' \
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. ACADEMIC SUPPORT INFORMATION ° .
MUSEUM AND " GALLERY
-® INCOME ANY .EXPENDITURES «
N? . ¥ Institution ; é
. Support Unit
. \T"""‘\~\‘_ \‘3 Time Period

)
.

‘$,Amount forYFiscaT Year

I

% Change from Last Fiscal Year

N
A11 governmental appropriations, tuition *
and fees, and other unrestricted sources .
Gifts and drants- ~ﬁ: ‘
Endowments B b - | N .
Sales | . | ' by
7 - ) '— . ‘{1 = -
- Admissions '% ) i’
’ T . : . X 4_""1‘ l
Memberships o = A
Total Income - ' . S S %?&
)
Expenditure Categories § Amount for Fiscal Yeab. % Change from Last Fiscal Yedr
) . » . ,\E : ¥
Purchases and acquisitions : | N
Salaries and wages . : ~ ’ 2 )
— : , ‘ i
ﬁg;% Supplies and matgrials . e - C L
. - ‘\* ‘ . ~ : — ——- - N —_
; "MRestorations and conservation - , \
. “ Ny .u( ‘ ’ b 4. .
- ﬁﬂﬁh - . - - —— ——-‘«n-_ﬁ,\. : ———
Other expendityres ‘ 1 . -
Total Expenditures = ww, - ) 'ﬁfff - "
G.4 | 192
. 1

6Ll



'DEFINITIONS AND INSTRUCTIONS (G.4)'

Definitions: - : \

'~
: v _ _ ; (s
A1l Other Governmental Apgrgggigé;ons, Tuition and Fees, and Other Unrestricted Sources: Those funds allocated by
" the institution to support activities of the museum and/or galleries that come from gow#rnmental .
appropriations, tuition and fees revenues, and other unrestricted income sources.
. * 9 - v
Gifts and Grants: Those funds generated from gifts and grants designated for museum and/or gallery support. .
Endowment : . Those funds from endowments or similar funds for museum and/or gallery support.
Sales: - : Those funds génerated fromssales of art or historical objects, publications, and other goods or.
. services of the museum and/or gallery. '
‘Admissions: | Those funds gehengted from the charging of an admission fee to view the gal f‘y and/or museum.
Memberships: Those funds.generated from the charging of a membership fee to be 3ésignated“§‘member, patﬁBn, and
, . such of a gallery and/or museum. : . ~

Purchases and Acquisitions: Those expenditures made for purchases and acquisitions of holdings or specimens for

. , . museums and/or galleries. i

‘Salaries and Wages: Those expenditures made for salaries and wages, including benefits, to those full- and part-
time employees of the museum and/or gallery. T , .
Supplies and Materials: Those éxpenditures made for the day-to-day operation of the museum and/or qallery, excluding
salaries. Included in this category are any costs associated with traveling exhibits, loans,
exchanges, and lending collections, supp]ig§, and materials.

| Re%toration;ﬁgnd Conservation: Th&se expenditures made for the restoration, conservation, and maintenance of '
K holdings and art objects of the museums and/or qalleries.

™ -

. Other Expenditures: Those expenditures that are not appropriate]y‘cafégo?ized in the above chtegbries. Included in

this category are purchases for noncapital equipment items.

-
-

N

. LN
Instructions: .

This format should be completed by each museum ang callery within the institution. In format G.4, qifts-in-kind ]
. should be included in thg Gifts and Gramts Income Category but should be footnoted and explained. ‘ 1

4 ~



\

§ o

ACADEMIC SUPPORT INFORMATION °

MUSEUM AND GALLERY:

HOLDINGS
C Y Institution
) ” ‘ Support Unit
. . Time Period
' Number- of Value of Inéreased Numbere | Increased Value
of Holaings of Holdings

Categories of Holdings

Holdings at £nd
of Fiscal Year

Holdings at End
of Fiscal Year

" during Fiscal Year

during Fiscal Jear

< \
¢
. 4 N N
" - , N -
< AN
Total
N | ‘ )
- - * . R
21 .
£
S .
& -
= .
Total ,
IthuraT history) - 3
:‘ i i ‘ -
o d = -
(8] A
&l (Science & industry)
‘G -
m Py
Tatal ‘
*
G.5 . g

Let



" DEFINITIONS AND INSTRUCTIONS (G.5)

4 - o : . . f
Definitions: ] . ' - .

2el

Categprie5<of Holdings: Museum and gallery holdings are broadly classified into holdings or specimens of art,

history, and science. There is genéral]y no consensus as to appropriate subcategoriess for art,
history, and science. Thus, each of the categories allows for the institution to define the,
particular subcategories according to their specialized collections. , .

Number of Holdings at End of Fiscal Year: The total number of holdings or specﬁméns according to the institutionally

defined specialized subcategories. : ; .

-

Value of Holdings at End of Fiscal Year: The total dollar value of hb]dings or specimens according,to the
: institutionally defined specialized subcategories. The value is determined by estimation, by the
\ cost of purchases, or by insured value. ’

" Increased Number of Holdings during the Fiscal Year: The total number™df new holdjngs or specimens acquired during

the current fiscal year according to the institutionally defined specialized subcategories.

Increased Value of Holdings during the Fiscal Year: The total dollar value of new holdings or specimens acquired
‘during the current fiscal year -according to the .institutionally defﬁgsd specialized subcategories.

1 »

»
A

Instructions: ‘ - o ‘ . R | . , .

- and increased numbers of holdings. These should be footnoted and explained.

]

the institutiork to specify its own categories. . This format should be completed-by each museum and 4311ery of the
institution, . T

Because there 3C5~i‘variety.o% ways. tgpcategorize‘the types of hotdings of a museum and gallery, the™format allows

In format.G.5, gifts-in-kind should be included in the appropriate cateqories of hohd{nqs for the increased value
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' ACADEMIC SUPPORT INFORMATION ‘ .
‘ MUSEUM -AND GALLERY - ‘ S
«fl ' VISITOR MEASURES ~
: _ . | : Institution
. S \ - | R "Support Unit -
\\‘ — s .+ Time Period
v © . Institutional Users ) Noninstitutiomal Users
Lo ‘ R Ihsti utionally ] General Preschool & \Posfsecondary- ,
. Individuals, \‘«(/’ﬁélﬁted Individuals |. Public Secondary- Institution
| - / - Tolr 1 Tours School Tours Tours '
. ~ T - . : ‘
& ’ v s ’ . . ‘ g.
Number of }
Visitors
)
+
Number of- -~
Tours X N
: S—
¢
iy ,
, G.6 ‘
E Y ' : | .
v | | ' R 2.0

£21



~
. .
. - L
\ . .
4 . # a
P . .

N . A G.ﬁ N ' )
' . ’ Yy . \ g N i - ,
" - N 'l I. ) * .
‘ ~ X : . . .

. *Definitions:

'Institutional Users: The number of 1nd1v1dua1 visitors and\tours by individuals who are students, facu]ty, staff
' ‘ - or emp]oyees of the report1ng 1nst1tut'on or are otherwise identified with the 1nst1tut10n

' -
Institutxonally Related Tours: The number of touYs and the n
through and sponsored by the institution

ber of visitors who are mepbers of tours organlzed
aving the mus$um and/gr gallery. 4

P

f\ L |
.Noninstitutional Users: The number of 1nd1v1dua} visitors and aurs who are not forma}Ty 1dent1f1ed with the
reporting 1nst1tut10n :

Genéra] Public Tours. The number of visitors who are members of todys and. the tota] number of tours that are not
’ . organized through an elementary or® secondary chool system or a postsecondary 1nst1tut1on
. ]
“APreschool and Secondary-School Tours: The number of tours and the numbér of visitors who are members oi‘}ours
organ1zed through and sponsored by preschools,’ eTementary, and secondary schools.

Postsecondary Inst1tut10n Tours The number of tours and the number of v1ST{g:§ who are members of tours organized
through and sponsored by postsecondary 1nst1tut1ons other than the institution having the

B . , museum and/or gallery. '

vl
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» . ACADEMIC SUPPORT INFORMATION .
~ MUSEUM AND GALLERY / o h

. ADDITIONAL MEASURES

i S Institution

o A o h Support Unit
o N e ka .. Time Period

Number of museum memberships '

- Number of ga11ery memberships . oy

Number of museum donors:

5;Number of ga]]eryvdgnors:

" Number of museum volunteers:

. Number of gallery volunteers:

253 o |

szl
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DEFINITIONS AND INSTRUCTIONS (G.7)

Definitions: | o . : —

921

Number of Museum/Gallery Memberships: .The total number of persons that hold museum and/or qa!lery remberships for
the current fiscal year.

A e T
-

 Number of Museum/Gallery Donors: The total Aumber of persons that have donated a specimer, virk cf’art,'of collections
‘ of specimens and works of art to a museum/qgallery for the .current fiscal vear. - '

. P 5 R . .
Number of Museum/Gallery Volunteers: The total number of persons who have worked in a museur or qallery and who
received no pay for their work. : : .

Traveling Exhibits, Loans/Lending Collections, and Exchanges: This section should contain a <eries of statements
that describe the following aspects of a museum*s or gallery's 'traveling exhibits, loans/
Tending collections, and exchanges: : . -

1) The number of exhibits, loans, and exchanges that includes-the number of integral pieces
as well as collections A

4

A\ .
2) The estimated value of the exhibits, loans, and exchanges i \ '

3) The scope of ¢§rcu1@tion of the exhibits, loans, and exchanages, for example, in-state, mu i- -
7 state, U.S., and foreian

, i _ _ .
4) The origin of -the exhibits, and exchanges that is from other museums or qgalleries, from the
reporting museum or gallery, and such '
5) The length of tﬁﬁe that an exhibit, loan, or exchange is to be circulated or to be
displayed by the reporting nuseum or qgallery ‘ :

L 4
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DescriptiVe‘Statement:

support information:

ACADEMIC SUPPORT INFORMATION

. ,COMPUTING SUPPORT

/.

. 'f -
“ Insg1tutxon

Support Unit

. Time Period

. o _ . . , | . _
vhis statement shcu]d describe the following aspects of the.repqrting unit's computing

1) A description of the computing -hardware to include main frame, core size, operating system, manufacturer, model
ames, languages available and such \ :

2) ‘A description of the units serviced
/73
i

~

A listing of the services provided by the computing center and the cost rates
An organ1zat10na1 flow chart that depicts the relationship.of the report1nq unit to the other institutional

functions

% of Computer Time by Activity Categor1es

Instruction for:.

Administrative activities
Qutside user activities

Graduate students

Undergraduate students .
Research by: - . ‘

Students
Faculty

- Total

Expenditure Data

Personnel
Hardware
Operating expenses

Tota]

100%
$ Amount %
100%

G.8

% of Co_puter Time by User Categories

Underqraduate students
Graduate student§
Departmental dsers
Administration users

f

Noninstitutional affiliated users

Total =

Revenue Data

Al

Institutioma]ly allocated:

Institutional chargebacks

External funds,
Total

100%

$ Amount .

z
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DEFINITIONS AND INSTRUCTIONS (G.8)

~

Definitibns: . C _ - ¢

8zt

Descripﬁi&e;§ﬁatement: An attached.verbal statement tha't explains the equipment, user rates, and cap}bi]ities of ﬂﬁé‘
' computing-support reporting unit. ' . : S :

Percentéggﬁpf Computer Time by Activity Categdries: ‘The amount of computing time, expressed as a percentage, for the
activities of the 7instruction of aqraduate and underqraduate students, the research perfarmed by
students and faculty, the administrative activities, and the activities of outside or noninstitution

- individuals and groups. , : _ - '

Percentage of Computer Time by ser Categories: The amount of computing time, expressed as a percentage, used by
- ‘persons 6?ﬁ§?oups, regardless of the type of activity being.conducted. “For example, departmental
users may conduct instruction, research, and administrative activities. The departmental user
percentage is a measure of utilization of theicomputing 'time by that particular group. ~

4 - f ‘ , ‘
Expenditures: ! The amount of .dollars expended and relative percentage for the categories of personnel, hardware,
and operating expenses. Personnel expenditures-are those expenses for gross salaries and
‘wages.. Hardware expenses are those expenditures made for the amoritizaffon of capital i
- purchases, and lease or rental charges for equipment. Operating expenses are those expenditures
. needed for supplies, materials, and other day-to-day expenses of the computina center.

Revenues: The amount of dollars and relative percentage received or designated to support the activities of
the computing support facility. Institutionally allocated are revenues budgeted for support of the
facility by the computing center. These are generally unrestricted funds earmarked for support of
facility. Institutional chargebacks are revenues paid by other units within the institution for

. the use of the services of the computing facility. External funds are revenues paid by individuals

and groups external to the institution for use of the computing facility's services.
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.Instryctions:

t
.
%

Format G.8 should be completed by each separate computing support facility of the institution. For example, if there
is one centralized or shared facility, this format should be completed only once. If. however, there is a separate
facility for a#ministrative and academic computing. support, each facility should complete the format. Departmentally
owned and operated machines should not be included in this section, but will be reflectéd in Program Statement
section A of this manual. Computing facilities that are formally part of an institutecor research center should

not be included here.
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