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This volume presents techniques and details involved in developing the
management and program planning and the financial planning phases of a total
planning system. Also discussed is a suggested organization for implementing 2
planning syster Areas emphasized under management and program planning are (1)
institutional oi, “ves, (2) planning reports and organizational units, and (3) the
management pl: ng process. The section on financial planning presents a cost
model,. an ' ome model. and a discussion and model  of
planning-progrz w.ng-budgeting. Organization for planning is discussed with respect
to development of the organization. staffing and administrative requirements, and
general organizational considerations. A related document is EA 001 724. (TT)
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DEPARTMENTAL PLANNING REPORT

FORM 1

M1

1 I

ENROLLMENT REPORT

Departmental Majors

PROJECTION BQUIREMENTS
GECTION SECTION

DEPARTMENT

Sample Department

Fall Semester

Year
#

1966-67 33

Undergraduate

Graduate

Freshmen

Sophomore

36

Junior

39 65

Senior
I

Ph.D

1967-68 k2

43

35 58

1968-69

1969-70

1970=-T1

1971-T72

1972-73

1973-7h

1974=75

1975-76

1976=T7

1977-78

1978-79

DEPARTMENTAL PLANNING REPORT FORM 2
PROJECTION EQUIREMENTS
SECTION SECTION

TEACHING LOAD SUMMARY

Year 1966-67*

DEPARTMENT Sample Department
Fall Semester Spring Semester 1st SS 2nd £8 Total
Student Student Annual
Course Level Cradit |Student Contact Hours | Credit |Student Contact Hours Student Student Student
€ € Hours hgg;u;g ;gb gredit Hoursr grgdit Jjours gredit §our§
100 165 150 30 160 140 25 90 85 500
200 500 450 80 490 Lo 80 260 250 1500
300 730 700 110 710 700 100 390 370 0
Iy -
00 & 500 2;0 890 200 900 870 190 490 480 2800
Sub-Total 2325 2190 k2o 2260 2150 395 1230 1185 7000
600 1000 950 100 990 9ho 90 510 500 3000
_— %
Grand Total | 3325 31ko 520 3250 3090 485 1740 1685 10,000

....




DEPARTMENTAL PLANNING REPORT FORM 3 STAFF SUMMARY
PROJECTION EQUIREMENTS P Cat
" eecTion GECTION rofessional Category

DEPARTMENT

Sample Department

Year

Full Time Eguivalents

Teaching

Research

)

Public
Service

of Staff

1966-67

12.8

1.2

28

Summar
Total Number 0ta
F.T.E.

23.6

Average
Salary

$14,000

1967-68

.2

1.3

30

25.6

$14,200

1968-69
1969-70
1970-71
1971-72
1972-73
1973-7h4
197h~75
1975-76

1976=T7
1977-78
1978-79

FORM 4

EQUIREMENTS
©ECTION

DEPARTMENTAL PLANNING REPORT
JPROJECTION

STAFF SUMMARY

Graduate Assistant Category

DEPARTMENT

Sample Department

Full Time Equivalents (F.T.E.) Summary

Year

1966-67

Teaching

b5

Research

345

Public

R

Servige F.T.E. Salary
16

Average

$6,000

1967-68

5.0

4.0

18

$6,000

1968-69

1969-70

1970=-71

1971-72

1972-73

1973-Th

1974=75

1975-76

1976=TT7

1977-78

1978-79




" s /o e

STAFF SUMMARY

Support Category

STAFF SUMMARY

Hourly Category

DEPARTMENTAL PLANNING REPORT FORM 5
PROJECTIOE»FQU!IEMENTS
SECTION SECTION
DEPARTMENT Sample Department
Full Time Equivalents (F.T.E.) Summary
Year Teaching | Researen Pubiic Total Number Total g;izsge
r 1966-67 2.0 4.5 1.0 10 7.5 $3,800
1967-68 2.5 5.3 1.2 12 9.0 $3,900
1968-69
1969-70
1970-71
1971-72
1972-73
‘ 1973-Th
} 1974-75
| 1975-76
| 1976=T77
i 1977-78
1978-79
DEPARTMENTAL PLANNING REPORT FORM 6
; Pao.:ecnoib :Qummmj
SECTION SECTION
DEPARTMENT Sample Department
Full Time Equivalents (F,T.E,) Summar
Public Total Number Total Average
Year Teaching | Research| Service of Staff F,T.E Salar
| 1066-67 --- 3.0 === 8 3.0 $2,400
196768 --- 4.3 - 10 4.3 $2,400
.1968-69
‘ 1969-70
1970-71
1971-72
1972-73
1973-Th
1974=75
1975-76
1976=77
1977-78
1978-79

i g et in
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DEPARTMENTAL PLANNING REPORT

FORM 7

PROJECTION BQUIREMENTS
GECTION %ECTION

RESEARCH BUDGET REPORT

Year 1966-67%

DEPARTMENT Sample Department
Annual Budget Annual Budget | Annual Budget Total
for for Capital for Annual
Activity Identification Personal Services | Expenditures Other Expenses Budget
H.E.W. Grant 150,000 20,000 10,000 180,000
N.S.F. Grant 29,700 -— 2,300 32,000 }
*llote - Complete one of the above j
forms for each year of i
desired history §
DEPARTMENTAL PLANNING REPORT FORM 8 RESEARCH STAFF REPORT ;
prosecTion |\ Requirements] Y
ear 1966-67* :
SECTION SECTION

DEPARTMENT Sampl= Department
%
Full Time Equivalents (F.T.E.) |
Graduate Support
Activity Identification Professional Assistant Staff Hourly
H.E.W. Grant 6.3 3.0 3.0 3.0
N.S.F. Grant 3.3 0.5 1.5 ELL
* Note = Complete one of the
above forms for each
year of desired history
1l Ll ) Ll Gl Gt Bt s eer s Mo M e
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DEPARTMENTAL PLANNING REPORT FORM 9 PUBLIC SERVICE BUDGET REPORT
PROJECTION BQUIREMEN Y 1966-67%
GECTION SECTION ear 1966-67
DEPARTMENT Sample Department
Aunual Fuiget ! Anmzal Bujget | Annual Budget Total
foe for Cayital for Annual
Activltz Tdentiflcaticn Pergonal vervices Exzenduuru Other Expenses Buget
Short Course Iresentation SO, 90 2,000 3,000 25,600

% Note - Complete one of the
above forms for each
year of desired histery

DEPARTMENTAL PLANNING REPORT FORM 10 PUBLIC SERVICE STAFF REPOKT

PROJECTION EQUIREMEN Y 1966-67*%
GECTION SECTION ear 1966-67
DEPARTMENT Sample Department

Full Time Equivalents (F.T.E.)

Graduate Support
Assistant Staff

Activity Identification

1.0 eae

1.2 --

Short Course Presentations

* Note - Complete one of the
above forms for each
rrear of desired data




DEPARTMENTAL PLANNING REPORT FORM 11 BUDGET REPORT
| ool
PROJECTION soummms}

GECTION OECTION
DEPARTMENT Sainple Department
Budget for Fidget fop Budget for
Peraonal Services Capital Fxrenditures Other Expenses
M1V nmmw | V{3V D AP PR RSN VS IR Esielale) g I ;;nbi xer. "‘isaoh;nﬁ ¥
1966-67 | 013,850 | 174,700 | oop 00 Fauto oo o 0,000 10,000 | 10,300 3,000
1G67-68 | Q41,350 | 208,630 | 04,140 Hegove p 000D 34000 10,000 | 24,500 3,500
1968=64
1969-70
1970-71
1972-72
1970-73
197374
1974=T75
__‘1975~76
1976-97
1977-78
1978-79
1
DEPARTMENTAL PLANNING REPORT FORM 12 BUDGET SUMMARY
PROJECTION RQUIREMENTS
SECTION SECTION
DEPARTMENT Sample Department
Budget Total
el SAT. Jeachine 1 Research ! Pub. Ser. Grand Total
1966-67 233,800 212,000 25,600 471,400
1967-68 207,390 240,410 29,640 537,440
1968-69
1969-70
1970-71
1971-72
1972-73
1973-7h
197475
1975-76
1976-77
1977-78
1978-79
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DEPARTMENTAL PLANNING REPORT FORM 13 ENROLLMENT PROJECTION

HISTORICAL EQUIREMENTS
sccnoub” SECTION Departmental Majors
Fall Semester

DEPARTMENT Sample Department
Tndergraduate
Year Freghman S@phomorej&uni@r oenior
lﬁ)f@-* ¥ L5 L, e [
1G73=-Th G ST Ly T
1978-79 07 &3 S8 a2

DEPARTMENTAL PLANNING REPORT FORM 14 TEACHING LOAD PROJECTION
HISTORICAL EQUIREMENTS _hk

SECTION SECTION Year 1973-74
DEPARTMENT Sample Department

. Fall Semester
Total Annual Student Contact Hours

Course Levell] Student Credit Hours Lecture I Lab
38

100 625 1990
200 1875 560 100
300 2750 880 138
400 & 500 3500 1110 250
Sub-Total 8750 2740 526 =J
600 3750 1250 130
F —
Grand Total 12,500 3990 656




DEPARTMENTAL PLANNING REPORT

HISTORICAL

FORM 15

EQUIREMENTS

OECTION

RESEARCH PROJECTION

DEPARTMENT Sample Department
F,T.E, F.7.E. F.T.E. F.T.E,
Frofessional | Graduate Asst. | Support Hourly Total
Year Category Category Category Category| Annual Budget
1968-69 8.2 k.1 5.3 3.4 260,500
1973-7h 12.8 645 7.3 5.2 336,760
1978-79 18.9 13.4 14.8 12.1 675,000
|
|
|
DEPARTMENTAL PLANNING REPORT FORM 16 PUBLIC SERVICE PROJECTION
HISTORICAL EQUIREMENTS
SECTION | SECTION
DEPARTMENT Sample Department
F.T.E. F.T.E. r,T,E, F,T.E,.
Professional] Graduate Asst. Support Hourly Total
Yea‘ Cateﬁorx Cateﬁorx Catesorx Cateﬁorx Annual Bu%et
196869 2.1 -0= 1.6 -0= 35,200
1973-74 2.5 —-—- 2.0 1.0 58,900
1978-79 5.1 2.4 7.2 3.5 225,000
U R U [T S B [ T T S R S R L
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DEPARTMENTAL PLANNING REPORT FORM 17 PERSONAL SERVICES REQUIREMENTS

HISTORICAL L3\ |PROJECTION Professional Categor
SECTION SECTION ofessiona ategory
DEPARTMENT Sample Department
Full Time Equivalents (F,.T.E.) Average Budget Requirement
1968-69 9,1 8,2 ~Qx 17.3 11,500 10k4,650 9,300 «Qu
1973=7h4 18.4 12.8 2.5 33.7 15,000 276,000 | 192,000 |} 37,500
1978-79 28.4 18.9 5.1 52,4 18,000 511,200 | 340,200 | 91,800
DEPARTMENTAL PLANNING REPORT FORM 18 PERSONAL SERVICES REQUIREMENTS

HISTORICAL L3\ |PROJECTION G
raduate Assistant Categor
SECTION GECTION oty
DEPARTMENT Sample Department
Full Time Equivalents (F.T.E.) Average Budget Requirement
nual Salar Teachinﬁ Research ' Pub. Ser.

1968-69 3.2 4,1 0~ 7.3 4,000 12,800 16,400 -0-

1973-74 7.0 6.5 -0~ 13,5 7,000 49,000 45,000 .

1978-79 13.5 13.4 2.4 29.3 9,000 121,500 120,600 21,600




DEPARTMENTAL PLANNING REPORT FORM 19 PERSONAL SERVICES REQUIREMENTS

Hlss&rgrpi\ga\. P%O:é.’%‘gl&%- Support Staff Category
DEPARTMENT Sa?nple Department
b
i
1968-69 1.2 5.3 =0= 6.5 3,800 4,560 20,140 0=
197374 3.2 7.3 2.0 12.5 4,200 13,440 30,660 | 8,400
1978-79 5.6 14.8 7.2 27.6 4,800 26,8¢c0 | 71,080 | 34,560
DEPARTMENTAL PLANNING REPORT FORM 20 PERSONAL SERVICES REQUIREMENTS
HsTorICAL |3\ JPROJECTION | .
SECTION GECTION ourly Category
DEPARTMENT Sample Department
dget Requirement
|__1968-69 0.5 3.4 | =0- 3.9 2,500 1,250 8,500 -0~
1973-7h 1.5 5.2 1.0 7.7 3,000 4,500 15,600 3,000
1978-79 3.0 12.1 3.5 18.6 3,500 1,050 42,350 12,250

i S TN O NN SN B N B UK B NN [ SNy U [ NGy S (O B S
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DEPARTMENTAL PLANNING REPORT

FORM 21

SPACE REQUIREMENTS

HISTORICAL L3\ |PROJECTION T
eaching Facilities
SECTION SECTION 8
DEPARTMENT Sample Department
Classroom Space Teaching Lab Space
Fall Semester Fall Semester
Student Space Space Student Space Space
Year Contact Hours-Iecture Factor Reguirement Contact Hours-Lab Factor nguirement
1968-69 2,250 1.0 2,250 370 3.0 1,110
1973-7k4 3,990 0.9 3,591 656 2.5 1,640
1978-79 6,830 0.8 5,40k 1,123 2.0 2,246
DEPARTMENTAL PLANNING REPORT FORM 22 SPACE REQUIREMENTS
HISTORICAL PROJECTION | N :
; on-Teaching Facilities
SECTION GECTION ; 8
DEPARTMENT Sample Department
Public Storage
Office Support Conference Research Service Special ~and Grand
Year Space Space Space Laboratory Facilities Uses Service Total
1968-69 3,298 910 346 2,050 -0~- 900 375 7,879
1973~74 6,338 1,760 67Y4 3,210 125 1,180 665 13,952
1978-79 10,852 3,966 1,048 5,120 351 1,416 1,138 23,891




DEPARTMENTAL PLANNING REPORT FORM 23 CAPITAL EXPENDITURE

REQUIREMENTS
HisTorIcAL Ly\ |PROJECTION Q
SECTION SECTION
DEPARTMENT Sample Department
Total Annual Budget
Annual Budget Annual Budget Annual Budget for
Year for Teaching for Research for Public Servicqd Capital Expenditure
1968-69 12,000 10,000 3,000 27,000
1973-7h 20,000 32,000 5,000 57,000
1978-79 28,000 100,000 10,000 138,000
|
DEPARTMENTAL PLANNING REPORT FORM 24 OTHER EXPENSE REQUIREMENTS

HISTORICAL PROJECTION
SECTION SECTION
DEPARTMENT Sample Department

Annual Requirement Annual Requirement Annual Requirement Total Annual

Year for Teaching for Research for Pub..Ser, Requirement

1968-69 8,000 5,000 2,000 15,000

1973-Th 16,000 21,000 5,000 k2,000

1978-79 22,000 35,000 8,000 65,000
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DEPARTMENTAL PLANNING REPORT FORM 25 BUDGET REQUIREMENTS

HISTOR\CAL PROJECTION

SECTION SECTION
DEPARTMENT Sample Department
Budget for Budget for ) Budéet
ersonal Services Capital Expenditures Other Expenses
ch search | Pub. Ser.
1968-69 | 123,260 | 139,340 -0~ 12,000 10,000 3,000 8,000 | 5,000 2,000
| 1973-74 ] 342,940 | 283,760 48,900 20,000 32,000 5,000 16,000 | 21,000 5,000
1978-79 | 660,630 | 574,190 160,210 28,000 | 100,000 } 10,000 22,000 35,000 8,000
DEPARTMENTAL PLANNING REPORT FORM 26 SUMMARY BUDGET REQUIREMENTS
HISTORICAL L\ |PROJECTION .
SECTION SECTION
DEPARTMENT Sample Department
rand Total
1968-69 lh3,260 154,340 5,000 302,600
1973-74 378,940 336,760 58,900 774,600

1978-79 710,630 709,190 178,210 1,598,030
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