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Max E, Smith

This thesis is primarily concerned with a study of practical
procedures and forms for developing a budget to be used in college or
university housing and food service programs., The objective of this
study was the development of a system of budgeting as a method of finane
cial and admimistrative control which would allow more accurate prognosis
of the total financial picture as it involves food service and housing
operations of Ferris Institute, Ferris Institute, & college owned and
operated by the State of Michigan, was chosen because the author had ace
oeas to much of the infomation involved and considered this college's
probleas typical of the problems faced by other institutions.

In preparing this work, the author has drawn on the published
literature pertaining to budgets, accounting, and financej and aiao sure
veyed the procedures and forms ef residence hall budgets at other instie
tutions, Assistance was gained by extensive studies of institutional ace
eounting procedures and by personal contact with specialist engineers re-
garding utility costs, From the above mentioned sources, tempered by the
author'a practical experience, have evolved the policies, procedures, and
forms for budget use proposed to meet the actual operating situation at
Ferris Institute,

Development of policies at Ferris Institute or any educational
institution is of paramount importance, for they are the baslis of the
entire programe. Such policies must be clear for they establish the frame-
work and limits within which the program must operate, The philosophy and
purpose of Ferris Institute is established in the mandate of the legislae
ture in the enabling act making Ferris a state ollege. Thes Board of Cone
trol and the President execute the overwall educational policies within



which the various departments operate, Budget policies establish the
source of income and authorize disbursement. Preparation, execution,
control, and use of the budget are 2all factors determined by policy and
objectives. |

An important objective is the derivation of budget forms and
the procedurs for their use which are consistent with the policies of
the institution and compatible with the philosophy of the school.s The
accounts and records incident to the Ferris Institute housi ng and food
service operation are described herein, together with the necessary con-
trols and use of the budgete To be meaningful, the budget accourt s should
correlate with the general ledger accounts which are the basis for finane
cial reports to the Board of Control and the bonding agency. The fact
that Perris Institute utilizes the multi-type housing and food service
necessitates the use of a tri-fold operational budget., The first, the
unit budget, specifies in detail the anticipated income and expenditures
of the individual housing or feeding unit. The second is the administra=
tive budget which lists the titles, positions, and proposed salaries of
the administrative staffj the total of which will be allocated to each
unit budget. The master budget, thirdly, is the consolidation of each
unit budgets It contains the estimated transactions of the housing and
food service program for the coming year.

The budget is presented as a plan within the framework of an
educational institution. Therefore, as an instrument for administrative
control the procedures for its formulation, modification, and applicae
tion serve a two-fold purpose, First, it is the means of liquidating

loans and properly maintaining the physical plantj secondly, maximizing
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educational opportunities for ctudents without weakening the financial
structure, Most important of =211, perhaps, is the recognition of the
importance of the internal organization that shares budget responsibility
with the chief administrator of an institution. The budget properly ade
ministered is thus an instrument of major importance in the total managee

ment of a residence hall program,
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Chapter I

LITHRICUWTIN

The proltlem to be dealt with in this study is the developuent

of a svstenm of budreting as a methad of finnncizl control which will give

an accurate prediction of the financial situation in the food service ad

housing operations of Ferris Iactitute, a collgre ovmed and operated by

the Stete of [dchivan, A dircctor of food service and housing operations

mist be in a position to predict with reasonatle accuracy the probatle

operating results of a fiven unit 1a order to properly control the operae

tions involved and nect the olligations z:sirncd to hin,

The results gained from such budpgeti-ry and operating controls

should provide valuatle aszistance in determiniugs

1,

2.

3e

The financial feesioility of constructing new facilities,

A finsncial plan which cnn be et froa the ogeration or
oparations involved,

The char e necacsary to mioet opcrating costs including
financins ia view of the oporatine stondnxds to be fellowed,
An orranized, louretora plen for operation of the faeilities
iavolved,

A wethod of checising on onerating rosults to make sure that
the lonweterm plon is folloved,

-

A wecns of eveluating the perforacace of aansiaueat personnel,
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FROCE 10l EXCLOYSL IN THE INVESTIGATICH OF THE rROBLOHA

The data and mcterials for this study were comnpiled from a re-
view of existing literature on budgetinr, accounting, and financej invesw
tigation o! residence hall budret procedurns at other institutionsj and
by studyi.;: the hudset necds of the housing ana foou scrvice operations
of Ferris Inatitute, This particular stste collere was chosen for the
purposes of this study tecause the author had access to the iaforuation
involved and considered its protlems t;picnl of the problems faced by
similar institutions,

To estatlish criteria for the developnment of a buuget, the
author made extensive use of various woris by established authorities
su~h as John .)ale Russell and 1had L, Hunrate on budigetary proceduress
Irving Tenner and Howard &, Kotle for accounting emd budpet fouimisy and

the American Accounting ’ssociation's Re-adinss in Cost Accounting, hudve
T, .

etinc, and Control for financial reports, Henting, Ventilotine, Air

Conditionins {uide provided valuatle inforumation concernirz the measure=

ment of the cost of heating bLuildinrs,

Periodicals such a3 Collera ond ‘usiness and Inetitutions also

were of assistance as to the immortance a'd value of buarets for resie
dence halls and food service operatiors, lesidence hall budrets and proe
cecures emploved at westera “dchiran iniversity and the university of Ile
linois were investiysted andt also incorporated in this study, Finally,

in determining the buu;'et necds for the housin’ and food service operation

et Ferris Institute, a study was made with the assistance of Joln K, Smith,
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the coapirollery Uonald K, i#iller, chief engineer; and Lawrence Lutz,
master electrician,

From the criteria thus estatlished the author developed poli-
cies, procedures, erd foms for budzet use in an actual operating situa=

tion,

Ferria Institute

Ferris Institute, located in Bigp kKapids, .dchipan, had an ene
rollnent of approximately two thousand four hundred students in the spring
of 1956, accoruing to figures obtained from the licyistrar's o fice of the
Institute.l

The Institute has establisihied a unique recputaticn in the field
of higher education through its seventyefour yesrs of service; first as
a pruprietary school, later a noneprofit institution, and for the last
eight years as a state college, From its foundiny in loth and thereafter,
its early purpose and rccord of service labeled Ferris an "opportunity
school® cluse to the needs of the people of iHichipaneea heritage from its
founder, ‘.ooudbridge N, Ferris, which is retained in spirit and in progran
to this day, osince its early educaotional ploneoring, Ferris Institute
has been charscterized progreamewise vy flexiuility and adaptation, Jedie
cated at all times to serve its students by fulfiliing the need for prace
tical education, the collefe has growm in evolving fashion, moving in an
ever-increasing scope to provide uceful vocatiimal and techinical training

for students of all apes and abilitics,
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Founded in 1Joli by woodbridre N, Ferris and called the big iape
ids Industrial School, in a fow months it became known as the Ferris Ine
dustrinl School, and in 179 it asswiew its present amne, "The firat
classes were taurht in rented rooms and during the first year of operae
tion ‘me hunuired £fifty individual student reqistrations were tabulated,
Newr offerings attracted more and more students, ant by 1507, aiter twenty-
three vears, more than tuwenty-five thousand aifferent students had taken
busineus, commerce, and science courses at the Justitute, Today its fore
mer students number over seventy thOuSBﬂd.HQ

In 1928, Ferris sold most of his stock in the school to uerrit
Masselinii and bert Travis, two of his associales, ilasselink, who becane
the coli:e's secord president, died in 1927, "Ais the depress;ion came
on, the school found itself in financiel difficulties, To mect the emere
gency in 1931, a group of forty Pip Kepids tusinessmen, aéting as a Board
of Incorporators, in an attemnpt to insure the perpetuation of its singular
service, underwrote the proposition of teking the collerge out of private
ovnmership and operating it as a noneprofit educational institutlon, gove
erned by & Poaru of Trustees, In 1949 the colleye, with asscts of more
than one million dollars, vas offered to the Utrie of liichigon as a ¢ift
and accepted in rutlic ‘ct llh.“3

Fire struck the Ferris campus February 21, 1950, completely dee
stroying the rharmacy Building and the lorger of two classroom areas,
Fortunately, tiie Alwnni uildinr was saved and the collere olfices were
relocated there, 'he remainin- space was ueveloped into clasgrooms, suite
gble for instruction in the scioences, Eiiht arvyr surplus barracks were

converted for classroom and laborstory uze, Hew construction has removed
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temporary, reconverted, and inauequate facilities, The new buildings have
been constructed on a revenue bond basis and the consti:uction has provided
necded facilities,

As nmore .Gchizan students found at Ferris the type of educational
program they were seeling, enrollwent made spectacular gains far in excess
of the past eight years' trernd toward larger student bodies.h Enrollment
nearly quadrupled, jumping from six hunired forty-eight enrollees in 1953
to two thousand three nundred fiftyesix in 1957-50, according to records
in the ltepistrarta o:fice of the Institute, It has becn noted that this
rate of growth is greater thuan any otier established college in the Mide
west.S

In aduaition to providing classroon facilitics after the fire in
1950, the toard of Control faced anciher protlem; thuat of providing house
ing for the steadily increasing numbers of young pe.ple desiring to attcnd
Ferris Institute, In 1953, the officers of the Institute undertook plan=
ning for the constmiction of housing and fe:ding facilities for a part of
the stucent boay, 1hic rapid increase in earollment sna the preaictecd en-
rollment forecast for the future made this action necessary. An extensive
survey was made, the results of wi.ich underlined the need for canpus house
- ing,

The Legislature cf the utate of nichiren has rarely provided
tax funds for the construction of incose producing facilities, TFerris
Ingtitute as a state-owned collere was, t crefore, forced to finance the
cost of its resiuence hall coanstruction procrsm throurh the sale of reve-
nue btonds to be retired from income viouuced by the structures built, Juch

projects are sometiunes clessified as self-liquidating, vebstier defines the
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ternm selfeliauidating &3 "a ccruercial traonsaction in which the normal
"6

course of business l.ads to the conversion of goods into cash, "Trange
lated into modern educativnal context, however, the term assuaes a slipntly
different meaning, It adlpht be said that a self-liguidating project is one
in which a building is constiructed and financed in whele or in part, over
a prescribed period of years, thrcugh revenue created bty the operations of
thie building."7

The next consideration after establishing the need and method
of financins wus to deieimine the cost of the project, Plans were devele
o.-« nnd bids secured, MNext come the checking of the cost of financiug
and such protlems were posed asg How much nust be borrowed? Probable rate
of intercst? Tem of loan? The amount of the annual payment? [inally,
the sun of money available annually for debt service had Lo be estimated,

After investipatlon of housing anu feeding programs at many
other colleges ard universitica, it secmed most feasible to the Ferris
adninistration that the multi-unit type of operation was the most eco=
nomical and practical program the collere could undertake, A multieunit
operation conslets of the housing of students in tiwo or more uormitories
and feeding them atl a centrol food unit,

In September, 1975, Ferris students occupied the first housing
and feeding unit which was the beyrinning of a large quadrangle of dormie
tories containing eifhty-six thousand seven hundred fifty-four squarse
feet and built at the cost of one million four hundred fifty thousand dole
lars, Modern and functional throughout, the two dormitories and central
food service structure were planned to provide the most bullding possible

at a moderate cost to the studsnt, T is procram was developed into the
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present multli-unit type operation where nine hwiired eirhty-five students
were housed in four buildin;s and were provided food service in a siigle
location, A second multi-unit center was constructed made up of two more
dormitories and a food service unit feeding five hundred forty-four stue
dents, The proeress of housing for single students at Ferris Institute
is shown in Table I,

The total financial program for the housing operation, as of
thie spring of 1958, involved the repavment of borrowed funds totaling ap-
prorimately five million -ne hundred thousand dollars over a period of
forty years, Annual operating income and expenditur«s totaling ajpproxie-
mately one million three hundred tho.sand dollars was colliected and dise
bursed and had to be aaequately controlled,

The physical and financial operations of the housing and food
service at TFerris Institute were co-ordinated by the ‘'irector of RHesie
dences who in turn was responsible to the Compiroller of the college,

The Directorts specific responsibilities were:

1. The employmont of professionsl help related to the
residences end food service,

2, Preparation, execution, and control of the annual
budget,

3. hstablishinc pclicy for the general operation ¢f the
housing and feedine orocraa,

Le Acprovins all purchases,

S5« The penersl maintenance of tuilaings,

6, ‘'laintainine a worldng rolationship with the Jean of
Students for the achievoment of educational and social
objectives of a rosidince hall prosrom,

The chji ctives of the housing and food service orgenization are

to provide clean, heslihful living acuomnodations in an environment which
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TAgLh I, PROGIES3 OF SINGLE STULAT HOUSTNG AT FIRRIS INSTITUTRE

Jate dumber of Hunber of

Name of Lnit Constructed  otudents Housed  Students Fed
Masselink ilest 1555 202
Masselink East 1555 143
Masseclink Comnons

(Food Service Unit) 1955 350
Helen Ferris ilall 19556 234
Masselink Conimons

(Food service Unit) 1955 634
Carlisle Hall 1957 26l
Vandercook Hall 1957 2u8
Masselink Commons

(Food Service Unit) 1955 1116
Hallisy Hall 1958 250
Masselink East Addition 1953 ab
Massgelink Commons

(Food Service unit) 1555 Sol

Student Center
(Food Service Unit) 1953 508
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1s conducive to stucy anc to provide acprcpriate food services, In addie
tion to these provisicns, the units of housing and food service must be
operated in such a manner as to meet all costs of operation and produce
enough surplus capital to maintain btuildings and furnishings in good ree
pair, The operation must also provide funds adecuate to mcet debt sere
vice requirements,

Figure I on page 10 shows the organizotion of the housing and

food service operation at Ferris Institute,
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Ibid.’ p. 3.
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Building~ for Tonorrow throuch Self-licuidating Projects, ilichigan
clate poard of iwucation, (Luising:s 1705)y Pe le
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The needs of amy piven operetion and the crgonization in wiiich
it functions must largely dictate the budgct forma and procedures to be
nployed in its manapencat, Tiiere are, nowever, certcin general criteria
wvhich may te used in evaluatingr budgsets and their use, In this chapter
the author has reviewed certain recomized avthoritative sources in an
effort to develop arplicable standards and report, in sumiary form, the

pertinent information collected,

sefinition of budret,

ilany excellent derinitions of the budret have been formulated,
John Jale Russell stctes that "the tudiet nay be defined simply as a plan
for institutional inco:e and erpenditure covering a deflinite fiscal perie

1 .
od,"  Another author, Irving Temier, in his book, trici-el md Coverne

nent=l Accountine, expresses his opinion in this manner: "A budzet is a2

plan dezling with the proposed expondituroes for a given period or purpose
and with the means of financing them, #udgets may be classified as long-
term and current, The longetera tudpet covers a period of at least five

years, while the current budget penerclly is prepared for a pericd of one

12,
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year."2 Thad L, Hungate, controller and professor of education at Teachers
Collcge, volumbia University, states that "the budget is an expression in
terms of money of what an institution wants to do and what it intends to
do within a given period of time, Juring this period the budget serves

as an instrument of managerial control and is adjustatle, throvgh anende
ment, to changing conditions and needs, It affords, in conjunction with
the accounts of actual inconme and erpenditures, a basis of aprraisal of

financial plans for the period."3 Financial leports for Colleres and Unie

versitics, compiled by the National Comuittee on Standard Reports for Ine
stitutions of Higher iducation, statcs: "A budget is, furtheraore, zn
euthorization to incur the expenditures and to collect the incame."h
From these opinions ard definitions this author has based his
budi-at plans and procedures for this paper, It is believed that the foune
dotion for the bhudpet is well contained in the fact that = budget is a
plan for income and expenditure coverinp a definite fiscal period, Ruse
sell further points out that the budpet definition emphasizes three ase
pects:
"In the first place, the budget must be a plan, It must be
carefully thought out in advancej the parts must te adequately related
to each other, and like all other plans, it mist be subject to some modi-
fication to care for unforesecn conditions as the fiscal period develops,
"In the second place, the budget covers both incame and cxpendi-
twre, In the thinking of some collepe executives the budget is limited
to one side of the operating statement, providing plans for expenditure
or only for income, An adequate budget, however, always treats both ine

come and expenditure and relates them effectively,



-~




1%,

"In the third place, the definition refers to a specific period,
with fired opening and closing dates, This period for most institutions
is the fiscal year of twelve months, The Lmportant cunsiderstion, however
13 that there shall be a clear understanding of the specific period to

which the budget relates."s

Purpose of a budret,

It is essential that the reason for developing a budget to aid
in the cperation of a business be well established tefore the actual plane
ning begins, Administrators should bte quick to recoznize the following:
"The general purpose of the vudget , o o 18 to provide an instrument for
the administrative control of an institution.“6 Specific budget purposes
may be noted as in the subdivisions of this major general purpose,

The first specific purpose is to properly relate income and ex-
perditure to each other, 1This requires a careful review, by administrators,
of all sources of income and probable expenditures,

The secovd purpose of a budzet i3 "a means for setting standards
of perfonnance."7 The nct effect of all proposed activities should be
considered in proper plamiing for the budget,

The third purpose of a tudret is to provide a plan for "measure
ing actual results, and for puiding management to satisfactory achieve=
ment."8 This purpose allows management an opportunity to determine the
financial feasibility of constructing new facilities, the plan for thelr
operation, and the erpansion of s-les end the provavle net return to ine

vestors,
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The fourth and last purpose of a budget "is to provide assurance
that the program will be limited to the resources available for its supe

port."9 In his book, The Financa of Hirher kducation, John Jale Hussell

erphasizes this last statement, with particular reference to budgets for
institutions, This author believes thie point is well taken whether it is
meant for institutions or a business., Most administrators recognize that
the service possibilities of their operation far exceed the services that

can be rendered with present resources,

Use of budpet assunptions,

Budget assumptions, as formulated by housing administrators at
the University of Illinois, play an important role in budget planning,
At the time a budget is being prepared certain criteria may not have becn
established due tos inaction on proposals by governing boardsy the lack
of complete financial status of the year ending; or, in the case of a new
enterprise, the lack of any previous records, Othor assumptions mey be
the cost of raw material, employment pefiods for employees, or wage and
salary increases,

A list of budget assumpticns answers many of the questions which
may be asked by the approving administrators or the governing board,

A few of the assumptions that may be listed are:

1. The assumed number of residence hallst? beds in relation
to the anticipated enroilment for the eansuing year,

2, Anticipated rate for room and board,

3. A vacancy los3 percenta-e based on contract enforcement
and school policy,






ke Policy regeording use of residence hall during the full
school year,

Se Assunption of food sales to conference grovps,
6, faw food cost,

7. Debt service paymeriteebused on room szles and board
sales,

8 Employment periods for all employaecs,
9. Food serving days,
10, Heserves for bulldiness and furnishings maintenance,

ll., Wapes and salaries,

Procedure in preparation of a bulpet,

Budgeting procedure, according to kussell,lo may be divided
into three defined steps: preparation, adovtion, execution amd control,
The first step, preparation, involves the making of the financlal plan,
The second step, adoption, is an act by the Board ot Trustees or other
controlling agency, The final step, executicn and control, covers the
managenent of the budget during the pericd to which it relates,

The first stcp, prepsration, usually initiated by the chief
budcret officer, involves the determination of the general policy for
the budget, estimating the protable income (which can usually be fure
nished by the accounting office), As soon as income estimates are come
plete it is wise for the budget officer to consult with his chief edvie
sors to determine the policy to be followed,

Estimating expense 1s best accamplished bty delegating this re-

sponsibility to the various heads of departments, This action tends to



17.

place the responsibility on the persons closely involved in the operations
"The actual formulation of the budget, however, should and usually does
involve the whole institution., Staff and faculty members within departs
ments, heads of divisions or schools, deans and officers of administrae
tion, as well as the central coordinating committee , . o 211 have respone
sibility for contributing their thought to the improvement of the institue
tion through budget planning, and should be given the opportunity to do
n

80,"

Budpet as an interpretation of policy.

With reference to an institutional budget, Russell states, "The
principle that the president shoul& be the chief budget officer, indicates
that the president's office , ,  should be in charge of the work of pre=-
paring the budget, The first step is to determine the general policy for
the budget of the ensuing year, This involves some preliminary estimates
of the probable income, which can usually be furnished by the business ofe
fice, When this estimcte i35 avallable, the presicent, in consultation
with his advisors, can determine the general policy to bte followed, If
the estimates of income indicate a shrinkage fram that of the current year,
the budget policy will necessarily require retrenchments in services, If
the probable income is about the same as in the current year, the policy
will be to hold the total expendituras within the limits of the former
tudget, If a larger incame seems.probable, the policy can permit a come

. . 12
mensurate incre:se in expenditures,"
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Policy and the budyct,

Institutional policy must be adhiered to in formulating a recie
dence hsll budget, In many institutions the counseling staff is budgected
from funds other than those derived from the operation of the residence
hall,

Policy in some institutions directs all personnel salaries and
wares required to operate a hall or food service must be budgeted from
the hall's operating income, The amount allocated from room and board
incane for maintenance of buildings and grounds varies from one institue
tion to another, In many instances in the past, funds appropriated from
state tax income have provided state colleges and universities of liichie
gan with heat, light, and power for sclf-lisuidating projects such as
dormitories and facding services, However, this has been changed in the
last two years and today most Michigan colleges! residence halls are ree

quired to pay for these services from earnings,

Use of the budget,

The budget is used primarily to control expendltures so that
they do not exceed the ll:alts of the anount appropriated for each particue-
lar purpose, However, as Morey indicated: "It should not be regarded
13

solely as an instrument of economy o« oo " As Russell has aaid, the
budget should be regarded as a usefﬁl, firancial program.lh It should ke
used as a guide to departments in planning aend carrying on their work, as
well as a guide to menagement in determining the fcasibility of an expanded

program,
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Budzzt limitations,

It can hardly be assumed tiiat a buipet will be a "curs all" for
the financial i1ls and recponsibilities that may encuiber a business, but
it is an intelligent aid in good accounting procedures and its usefulness
camot be overegtated, Many are inclined to believe that a budgctts sole
ovjective 1s only the control of the flow of money, However, a tudpet must
also bring ebout effactive conduct of a given progran, As Peirce has ree
lated in his chapter, "The Budzet Comes cf Age," a budget without applica-
tion of human relations mzy also become a hindrance rather than an aic,
"Too frequently a well~designed budget system has collapsed after being

15 "The

superimposed on a faulty base of administrative personnel policy,"
true control of the budget is throuch the peorle who administer it, Given
information, understanding, cooperation, and help, they can wield a vital
influence on the spending progran. If they are kept informed of the finane
cial situation and the outlook, they will administer their areas far more

effactively than under a system limited to control by mechanization, w16

Budget Forms and Procedures

Kinds of budgets,

"The two major elements in the budget structure are capital oute

lay (expenditures for land, buildings, and equipment) and current operse

tions (expenditures for program and income each year that finances t,hax!x)."]'7

The capital budget is established in order to bring into existence new
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facilities, Included in a capital budget for residence halls are archie
tect fees, construction, furnichings, interest during construction, and
land costs,

The operational budget, with which this paper 1s prinarily cone
cerned, was devised in order to dctermine: the feasibility of constructe
ing new facilitiesy a financial plan which could be met throupgh the operae
tiony and the necessary rate to be charged fer services rendered to mect
oprrating costs and financing, The cperational budget was established slso
to set up a method of checking on operating results and supplyine managee

ment with a camprehensive guide,

The Calerdar for Budget Preparation

"If the budget is to be an effective plan for the control of
finances during a fiscal period, its preparation should obviously be come
pleted prior to the beginning of that period; otherwise the institution
would operate for a part of the period without the benefit of the finane
cial plan, The date for beginning the work of preparing the budget for
the coming fiscal year is influenced bty three factors,

"The first factor is the lengith of time reguired to draw up the
financial plan, .. ¢ Ample tim=> shio_.d be allowed for its preparation
in order that the process may not be unduly hurried at the last.“la

The second factor relates to the major elements of the financial
plan which provide for the location s~y hiring of new staff members and
for obtaining bids on merchandise and supplies, all of which must be vir-

tually decided upon several months in advance of the opening of the fiscal

year,
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"The third cousideration affecting the time of Leginning work
on the budget i3 the fact that estimates of both income and experditure
for any given fiscal periud can be mace with increasing accuracy as the
beginning of the period is approached."l9 For exanple, it is easier to
estinate the probable income from students for 1953-59 on June 15, 1958,
than on Jecember 15, 1957. "Accurecy of prediction, therefore, is in-
proved by postponing the preparation cf the budget to a point just as
near as possiovle to the beginning of the fiscal period."20

The author telieves that sound financial planning requires that
prcparation of the buaget be started in time for its adoption before the
beginning of the period for which it applies, To insure that adequate
time will be aliowed, a Ludget calendar should be prepared listing each
step in the budgetary procedure and the time allowod for its completion,
Irving Tenrer presents, in the euthor's opinion, a good example of a
budget calendar, This figure is reproduced on the next pages of this

manuscript,
Assignment of Responsibility for Eudget Preparatiocn

Budget responsitility,

Ultimate responsibility for the approval of the residence hall
budget at a given institution may rest with a Board of Control or Board
of Regents, With particular refercnce to budget responsibility for ine
stitutional budgets for collegcs and universities, Hungate i.ikes the

following statement; ".ithin the institution the president bears final
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responsibility., The chief financial and business officer is generally made
responsible for estimating the income of the entire institution, for esti=
mating expenditures for those activities under his supervision, and for

a2l

assisting in budget formulation,

Collection and unificatioca of incone,

In a previous paragraph it was stated that the financial eofficer
of an institution should provide the budget estinates for income, however
this estimate is subject to review by the chief budget officer, T.: =8«
timate should be one that is expected to be realized, In any event, for
each unit of finance, income should be classified by source, Cne of the
likely sources of information on income according to Morey is: "Jetziled
statements of income of previous years from all miscellaneous sources, on
the basis of which an estimate, always conservative, may be made of the
probable inconie for the succeeding year , . » ."23

College and university residence halls and food service gross
income estimates can be classified as "fixed income" in most instances,
According to Hungad;e"zh and ﬁorey25 verification of this income is made
by referring to past records and future enrcllment predictions, The de-

velopment of estimates for residence halls and food service will be dis-

cus ;ed later in this paper,

Collection and verification of expensa estimates,

In the institutional budget, estinmates for departmental expense
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FIGURE II. BUJGL? CALENJAR BY IRVING THImiiRe-

For Budget Year Beginning January 1, 1959

Date Steps in Budget Procedure

Prior to Octover 1, 1958 ¢ & « o o o Budget officer prepares estimate forms
and instructions,

October 1 ., ¢ ¢ ¢ o o o o ¢ o &« » o Budget officer distributes estimate
forms and instructions among departe
ments,

October 1 to October 21 , . o o « .« Departments prcpare estimates, Budget
office prepares estimates of fixed
chiarges and other nomdepartmental
itens, pudget officer also prepares
estimates of taxes and other none
departmental revenues,

octObel' 22 ® © O ® o e @ ¢ o ¢ o ¢ o Fillw“‘in depm"mental estimate fOX'mS
are returned to the bulget officer ty
departments,

October 22 to November 1 , o o o o o cudget officer consolidates estimates,

November 2 to November 30 o o o « o Budget officer conducts departmental
hearings, bBudget oificer confers with
chief executive, and the latter deter=
mines amounts to ve finally recommenued
to the legislative body, Chief exc: .«
tive also determines amounts to be
adopted as the official revemue esti-
mates of tne mundicipality for the bud et
year, Chief executive prepares budret
massapre, budpet officer prepares fie
nal buapget document for submission to
lerislative body,

Jecalber 1 , o o o o o o o o o o o o Dudpet document, incl-ding message of
ciiief executive, is turned over to
lepislative body,

Jecemnber 2 ¢« o o o o 0o 0 s o s o o o epislative body turns budget document
over to its budget cormittee,






FIGURE II, BUJGCT CALEMOAR BY

Date
December 2 to December 15 . .
December 16 o 6 ¢ 0 ¢ © & 0w
Jecember 16 to Jecember 23 o .

December 23 e o 0 o o c.o e o

Jecember 27 ¢ o o o o o o o o

January 2, 1959 4 ¢ o o o o o

January 6 ¢ 60 0 0 0 0 0 0

Jamiary 6 to Jemuary 15 , o .

Janurry 15 ® 06 06 0 0 0 0 0 o o

January 16 ® 0 0 ¢ 0 0 0 0 0

IRVIIC TENNER (continued)

Steps in Budget Procedure

Pudget cumnittee conducts public heare
ings and mzkes recomnendations cone
cerning the amounts to be appropriated,

Eudgeot comaittee turns its recommendae
tions over to the legislative tody,

Lerislative body considers the come
tteel's recoamiendations,

Lepislative body adopts the budget by
passing an appropriation ordinance,
Legislative body levies taxes by passe
ing a tox levy ordinance,

Haquest for allotments is sent out by
chief executive throveh budget officer,

Adopted btudget is recorded on the tooks,

vepartments submit work programs and
ailotment scheaules to budget officer,

Ludjet of ‘icer consolidates allotment
schedules and presents them with rece
omnendations to chief executive,

Chief executive makes finsl revisions,
Department heads are informed of the

amounis alloted to them. Allotments
are recorded on the books,
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for departmental expense are usually assigned to decans or department
heads, Compilation of these estimates many times are arrived at by a
cormittee which includes all of the degartmental staff.26 The assambling
of budget expense estimates is the responsibility of the financial offie
cer who presents the requests to the president of the institution, It
is essential that the chief budget planner, assumin: lhis is the president,
acquaint the department heads with the rescurces of the institution, In
many inﬁyancea the chief budget officer hands out, "comparative uniform
statements analyzing the expenditures of all departments under standard
headings over a period of years, and, to a limited degree, comparative
statements of similar departments in various other universities of simi-

lar size, maturity, and scope of work.“27

Supporting data for the budsat,

"o budget can be thorouzhly considered unless all facts having

a bearing on it are assembled, , . o The information desirable to deal

no
with it adequately must be extensive and exhaustive,"““ In the prepara=

tion of departmental expense, it is of vital importance that the recome
mendations in the budget conform to the requircments of the prograan to be
followed, Salaries of employees should be listed and increases noted,

In the event new employees are to be a.ided, justification should be pree
29

sented to support the budget request, Two authorities, Hungate™ and

Morey,BO recommend an itemized statement of all positions to accompany

budget estimates for salary expense,
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The University of Illinois Ercidence Hall Budget, rovieved by
the author, explains each item of ex;ense as it is entered intc the de=
psrtmental buiget, This method substantiates income and exp:nse entries,
leaving little to the imagination of the budget approving officers, It

alsao aids in the control of the tud;et by management personnel,

Distribution of income and expense,

In the preparation of a budget it has been recarmended bty cer-
tain authorities thot the budget estimates may well be made an integral
part of the accounting system by being rccorded in the general books of
account, The advantage of such procedure is to bring under control, as
a part of the general books, records relating to income not yet realized
and unerxpended balances of appropriations, \ithout proper distribution
of each item of income and expense it would be an impossibility to prop-
erly maintain such control over these items,

The importance of proper distribution of these expenses can
further be emphasized in the fact that, for managerial control, the dea
partment manager or supervisor rnust be aware of each item as it is stated,
in order for him to properly administer a budget, Without proper dise
tribution of income and expense some divisions may bz carr;ing the fi=

nancial load of others,

Budget review and approval,

In most institutions of higner learning the president presents
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the completed buaget, a:cording tn the time table, to a poverning board
for review and approval, Due to the length and detail of most Institue
tional Ludgcots, the president will prescout with the budget a letter of
transaittal which vi1l outline the irportant matiers for board consicderae
tion,

In sone instituticns, the internal officers apprgve of all
local budgets which would include a residence hall budget, In other ine
stances the above procedures for institutional budgets are followed,

The governing board, in considering the budget, has two major
responsibilities, First, to judge the general policies that are involved
in the proposed financial plan, and sccond, to make certsin that the pro-
posed expeniitures are saflely witﬂin the limits of probable inccme. Once
the considerstions are approved, the btudget may be looked upon as an ine

terrratation of policy for admindstrators to follow,

Budzet revicion.

Revision of the budzet may be made necessary by the fact that
forecasts of expenditure and inconme set up prior to the fiscal period
cannot be exact in every detall, To weet changing conditions, the budget
ghould be modified as necessary during the course of thie year,

The revision of the budget is carried on in a manner similar to
that used in its original preparation and by the same persons, All changes
affecting the balance between Income and expenditure should be formal}y
adopted by the approving body,

"It is a good principle to resuire that a change in any detail






after being recommended by the of ficzr wiministering the unit concerned,
should not be effective until a;proveld by the officer or acency to which
he is rc:;onsible."Bl

"haret revision is occssioned mest frequently by the necessity
of increasing tlie approgriation for certaln purposes duripg the year, An
increase to an item during the ycaor ray legitlmstely be met in one of
four ways: (a) tramsfer from unappronricted income, such amounts being
availeble btecause incone during the yeur has exce~ded the budret esti-
mates; (b) transfers from a contingency fund originally included in the
budget to taice care of unforeseen rmergencies; (c¢) tronsfer from one budget
acccount to another, which is pogsilile in cese some organizetional unit will
not nced ail the gpprogriation desivnsted for it in ﬁhe original budget;
and (d) transfer fron funded reserves, which is possible only in case the
tnstitution has in previcus yeers set up reserve funds from unexpended

incone, n32
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Chapter IIX

RGO B 0BD POLICTHNG ANJ ObewnlTIVES FOu b, LowiCE HAYLL

BUIGETLE AT Furlds L TITUTE

This discussion uf Ferris budgetary procedure is based on the
fundamental principle that the residence hall budget is-an instrument of
adninistration, The stleady increase in nuntvers of collere students has
forced Ferris Institute, as well as mosi institutions of hicher learning,
to provide housiﬁg and feeding facilities on its campus, In many ine
stances, as at Ferris, this program has become a major business function
which heretofore had not been so considered, Thus, has come tiie need
for consideration of budietary control, Larger universities have for
rnany years recoguized the need and established refular budgets by which
they operate their residence hall programs, OSmaller colleges and simie
lar institutions cntering into tne field of housing ecnd feeding students
should also recognize tiie importance of budrets for the control of existe

ing operation as well as for future erxr=nsion,
Policy and the Ferris buaget

Need and purpose,

Budgetary controls will provide the Ferris residence hall

31,
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administration with a mecans for predicting with reasonatle accuracy the
financial future of the existing program, which will in turn not only te
an aid in determining the fessitility of constructing new facilities but
also in determaining the financing plan, A budget is further necessary
to provide feeding and housing with a method of corparison of operating
results and to provide a guide for evaluating the performance of managee
ment personnel,

The fact that Feirris Institute is in a state of growth which
demands increased housing zad feeuinr fucilities, for beyond the usual,
accounts for tne need of even creater control in order to establish a

sound fiasncizl system,

Institvtiomal policw,

The I'resident and -0oaru of Control establish measures that will
affect residence hall budyet and operation at Ferris Institute, Some
snpecific policies as estrilished - res

1, The rate which ¢an te charred fur roun ana %03,

2. Amount from roou and toerd fac to be alilucsted to
roum s3ul:3 end the antount for food service,

Lia 5 B eyt N Oy ¥ Ny e )
e The selary scneutlos Jor cnnloytes,

Le Lxtent of couwneiioe perasoanedl to Le chiarced to
the housing: divi:ion,

Se  The number of ozer: ¢in~ doy: for rooas sne foode
iag services,

0e  tha estorlisned cunforeice rotas,

7. ‘hich students will e reguired L0 live in coiins
housinr units,
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Budret as;umtionss

It i3 recommended that tne Ferris btudret contein a section dee
voted to budzet assunntions, such as those listed on pages 15 and 16, In
order to construct a budset, many such assunptions must be made before an
actual policy can be established, In 511 likelihood, the assumptions will
be largely based upon past established policy and will be of definite zid

to the g;proving officers wicn the buaget 13 nresented for review,

Procedurs in Freparation of the Budret

Preraration,

The first factor in est:-blishing the Ferris budpet will be thot
of esteblishing a time table for preparation which is illustrated in vhape
ter IV, The secund consideration will be that of asiirning the responsie-
bility of preparation for the re:zidence hnll budiet to the director of
residences who in turn vill assim the fosd service director to prepare
estinates for that department, The operations manaper will be responsie
ble for the residence halls! estimntes, .olicy a fecting the budret should
be established by the vresident and com-treller, who in turn, would be ree

sponsible to the Boord o Cuntrol,

Adontion,

VYhen the Forri: budret hsas aiaweed ita ©inal form, it shouvld be
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presented to the president and Board of Control for approval, ‘ecommendae
tions made by the president should meet with the approvol of tha governing

body,

Execution and control,

The suthor, in the fcllowing, made full use of passages from

Readings in Cost Accountinr, mudeetine, and Control, &3 the quote exactly

expresses his thoughts

"Control might be acuickly and sirmly defined as a disciplined
effort to follow a j:lan or explain deviations from it, The effort ree
ferred to'takes‘the fora of self-discipline-=voluntary, unified, and coop=
erative, The deviation: .1 plan are deliberate, forcknown, and suthore
ized, If they are aprarcntly pevond anyonel!s ability to preventeeas for
instance a failure to reach budpeted sales volumreeezt least they are spote
lighted as early as possible, and manspament has tne chance to take whate
ever action is indicated, Control is ¢imply the modern form of the old
formula, 'management by exception,!?

“It is, of course, at the pcint of deviation from the budget
that most of the hunan protlums are born, 4his is, by design, the cene
tral point in the entire syc-tene=the moment which demands exilanation,
instruction, decision, arcument, or even discipline, as ihe case ware
rintsemthe flash point for manarv-ment in action,

" o o the efrect of control on people is commensurate with
their trzining and conditionin~ for it, If they understand thoroughly

the meaning and uses of coatlrol, they will view it in the lirht of common
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sense, They will neither rcsent it nor be awed by it, They will turn
it to the coanstructive use for which it is intended, and it will become
an aid rather than en obstacle."l

"Three major functions are involved in the executionand control
of the tudget: (1) control of experditures so they do not excecd the
1imits of the specified appropriations for each particular purposej (2)
revieions of the budget during the year to care for unforeseen conditionc;
and (3) the clogingeout of the budget «t the end of the fiscal year."2

The duty of contiruliiing expeniitures so that the budget estimates
will not be exceeded should be aszipmed to the director of housing and
food services, The president and comptroller act under specific instruce
tions of the Board of “Yontrol which takes precedence over any crders that
may be given by any other adm:nistrative officer or agency on any matter
connected with finance, The bockkeeping procedures of the housing office
should be established with budpget accounis for each item cf expense,

Thus, either the total income or the total expense for a unit may be
essily and quickly reviewed, “henever the budpected amount has been exe
pended, all persons involved should be iumediately notified and remedial
steps taken to revise this account to fit the needs of the department
being charged,

Monthly financial reports prepared by the business office are
essential to the successful application of a housing and feeding propram,
The basic purpose of any report is to rive informotion, A number of ofe
ficers of the Ferris Inititute and the bonding agency providing funds for

self-liquidating housing and feeding projects will have need for the
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financial information, and a well-planncd system of reports will be essen
tial if their needs are to be adequately met,

The most urgeat neod for adequate reports arises within the ine
ternal admninistrative organdization of the housing and food service operae-
tion, The nalutenance cf sound control over the affairs of the department
would be difficult, if not impossible, unless full information rerarding
ail financial natters were availablie to the executive officers, The ure
goncy of this demand for financial reports would be directly related to
the size of the operation, In any event, a report will be needed if only
for the sake of the record,

The Board of Control at Ferris Institute bears the final respone
sibility for the conduct of the college, If anything goes wrong in any
phase of the institution's activities, the members are held finally ace
countable, "o adecustely discharge this i.portant responsibility, the
board members rmst be furnished with complete information, presented in
a form wvhich will reveal the precise financial situation of the institue
tion, Fiscal affairs require financial reports,

It 18 extremely ilnportant also that a financlal report be pre-
sented periocdically to the tonding or loaning sgency which provides the
funds for self-liquidating projects, Ferris Institute is required to
present a monthly financial renort to the arency from which money has
been borrowed for the present construction of dormitory and food service
units,

Forris Institute provides a balance sheet, an operating statee

ment, ard a st:tement of revenue and evpenditure for each individual unit
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of operation, This must be done to fzcilitate the comparison of the proe
posed unit tudget with the actual operation,

In a previous paragraph 1t was stated that an important phese
in control of expense is the establishing of budget accounts in the booke-
keeping systen, Another control measure recormmended for usec at Ferris
Institute is that of corparing the monthly financial report with the budg-
ets To accomplish this it will be necessary to break down the annual
budget into calendar months, Thia breakdown 1s showm in detail in Appens

dix A, under the title, sistribution of Annual Eudgct by Calendar Months,

Furthernore, in the tucget distrivution by calendar months, a policy and
method of arriving at salsry and wages expense must be approved by both
the business office and the budget planner,

There are certain peneralities concerning the Jis‘ribution of

the Anmual Budret by Uslend-r Months which should be explained, It should

be understood that the mumber of students, the various rates, and other
figures used are ficticious, Thoy are placed in the report merely to give
the reader a better illustration eof how income and expense should be cone
puted by th.e day ard by the month,

The accounting or business office personnel in charge of making
the financial report must bé in conplete accord with the budget planner
as to the accounts established in the master budret and what i1s applied
to each account, For example, should the payroll be entered in the finane
cial report for the pay period only? If the pay period is like that of
Ferris Institute (every two weeks), an accurate montnly salary and wages
expense item would be impossible without estimating the remaining two or

three days of a month, Another factor to be taken into consideration would
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be th:t of accounts payable, The financial report must be complete and
final if it is to be used as a canwvarison with a budpet, Incomplete, the

report would be of no value,

Closing the budret,

ttuch depends upon the ajreenent made with the financing firm,
In the case of Ferris Institute, all net income beyord the necessary re=
quirements is placed arainst the total bond issue, 'when a certain depart-
ment of either housing or food service does not cxpend all its income, the
balance cammot be used to build up a rescrve to be carried over from one
year to the next, Unevperded balances may occur even under the most caree
ful budgetary procedurey for the most part they will be small in amount

in the individual accounts, but the total may reach a significant sum,

Budget Responsivility

Ultimate responsibility for the approval of the residence hall
budget at Ferris In;titute will rest with the Eoard of Contrcl, Within
the institution the president will bear finzl responsibility while the
comptroller and director of residences are to be responsible for estimae=
ting income, For estimating erpenditures, the director of residences
should request this information from the hecads of the various departments
associated with the budget, The food service director, assisted by the
unit managers, will develop all estimates for that department, In the

residence halls the housing counselor will be responsivle for the expendi-
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tures incurred by and for the halls! counscling staff, The operations
manager will estimate the buildings! maintenance neeus, Thus, the actual
formulation of the budget should involve the whole residence hall a:xd

food service supervisory staff,

Use of the budget,

The budget as planued for use of Ferris Institute'!s residence
hall program would be devised primarily to aid management in producing
a ma::imum program for the housing and feeding of students within the fi-
nancial climate necessary to pay for the tuilding and operating program,

The use of a budget in formulating plans for future expension
of the Ferris housing program can be of utiiost importance, It will lend
support to departmental planning for operatiug more efficiently and act

as a guide for departimental managers,
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Chepter IV

BUDGST FOR4S AND PROCEJURE TQ BE EMILOYED AT FUlRIS INGTITUTE

In view of the necessity and important position of a residence
hall operational budget in the alfairs of Ferris Institute, the accounts
and records incident to the operation are described herein, togsther with
the proposed necessary controls and usz of the budpet, Since one of the
main services rendered by a budget is to allow management a firm control
over operational procedures of the business, discussion ard illustrations
of budgets by department are included in detail,

The kind of budget proposed for the Ferris housing and food sere
vice is an operating budget, The fact that Ferris lastitute uses the
multi-type housing and food service necessitates three types of budgets,
The first, a unit budget, is for the individual housing or feeding unit,
The second i3 the administrative budget, The third, the master budget,

is a consolidation of each unit budget and the administrative budget,

Unit budget.

The residence Lall budget form is based on the income and exe
pense of a single hail, The food center cf a multi-unit operation may
base its income on the rmvers cf students fed from two or more halls

with this income beiny used for operating expenses, The residence halls

L1,
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and food service unit buc;et mipht be cypared to a departiientzl bucget
of & large retail musiness or manufacturidng conparyrs The income and exe
pense accounts of each unit, when tctoled, nske up the master budpet,

(Aprendix B, pages 0L=09,)

Ldministrative buaret,

T™is hudpet is formvlsated to properly 2llot siministraotive exe
pense to the various units, 1t lists the titles and positions of the
admlinistrative staff, 1he total expense will be allocated to each budget

in proportion to the number of students in the unit, (4;pemdix B, p, 100),

Master budpeet,

The master tuiget is a comhination of the unit budgets, All
of the estimated trarsactiors for the couing yeor are found in the master
budget, Vvhen these transactions are accounted for, the estimated finane
cial position at the end of the coming year, together with the estinated

financial progress during the year, will be available, (Appendix B, p. $2,)

A Calendar for fuuget rrrparetion

Farris Institute's fiscal ycar Leprins July 1 and ends June 30,
Thus it would seem most practical to berdn buuget reparation soon after
the calendar year vepins, The main outline of the budget should be ape

parent by about .igy 1, at which tine % way Le Lusiille to proceed with



L3,

some preliminary arrangements, A model calendar btudget for Ferris Ine

stitute may be found on pace L, Figure III,

Master Budret Accounts

Collection am wverification of incerie,

At Ferris Institute, the Director of lesidences would provide
the budget estimates for iicomey however, this estimate should be subject
to review i:r the Comptrolier, Past financial records will be available
for use, and by using the enrollment predictions msde by the Reristrar,

reasonable estim~tes can bz made,

Classification of incorme,

The first account in a residence hall and fnod service master
budget is thot of income, At Ferris Institute, as in most similar in-
stitutions, the sources of income are: student f2cs for room and board,
conferences, puest sales, forfeited deposit fees, employees mealsg, and
miscellaneous, In the paragraphs below it is ex.lained hcw income estie

nates should be determined from the protatle sources just listed,

Income from studeat room and board fees,

Room and board fees, which are the main souvrce of income in a

residence hall and fod servic.: btudgel, are established hv basing the



Lk,

FIGURS 11T, Tlinds LNGTITOTL L UGLT CALLL AR

For Duuget Yesr legimning July 1, 1959

Jate Cteps in Budget rrocedure

Prior to Feoruary 1 o+ o« o o o o o o Sudpet oIficer prepares estinmate
forms and instructions,

S 1l o 6 6 0o o 0 ¢ 8 0 0o o o o o UGrret 09%icer distrivutes estinate
forms and instructions asong departe
ments o

Anril 1 to 2y 1 o o 6 ¢ o o o o o o -‘Cpzrtments pr pare c timetes,
vudget oiiicer prepares estimates of
fized charpes and olher nondenarte
nental itens,

fY 2 o o 6 o o 0o 0o 0 o o ¢ s o o o Filledein departiientel estimate forms
are returned to the budret office by
dengrtaents,

Hay 2 0!8 15 4 6 6 o o s o o o o Budpet ofTicer consolidates estimates,

-

Hay 1580 dune 1l ¢ o o 9 o o o o o o JUdiet ofTicer conducts departmental
hesiingrs, wiret officer confers with
Conptroller and Jresident and the late
ter deteniines anounts to te finally
recomncnded to the buard of voatrol,
radeot officer propores {final budpet
docuucnt for sutnission to Zoard of
Control,
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estimete of budgeted operating expense ezainst probable income, For this,
the rates chorged by necarby institutiois operating like facllities are ofa-
ten vsed as a "yardsticik" or puide, In aduition to the opersting expenses
it will be necesswry to earn enourh to harxile the debt service requirencnts
of the bod is:iue,

Irom the weekly rate estallished for room and board, college ofw
ficials have decided it would be bost to (resent room end board rates to
the stude 1t in "package" form or b the term, All terms at Ferris average
very close to twelve weex periods, ({pon recormendation, for sccounting
purposes, the wecily rnte has been broken down to a fixed amount for room
and the remainder for Loasd, 4t t'is point the income from the above
source would be cumputed by amwltiilyving the room rate for one year by the
nunter of students living in the uormiinries, This gives the gross ine
come from student roon sales, The sane metiod can bz used to derive food
g8al33 incoie,

Cne iuportant factor in attaininy net income from room and board
is the allowance for vacancy loss, solicy, as established by the insti-
tution, determines cither a nigh rate of occupancy or a high vacancy loss,
Ferris Incstitute requires sll sinyle wonen students and all male freshman
grd sophorore students to live in dormiteries as long as space is availe
able, by adliering closcly to this policv, the ucrizitories have been stle

to maintain snall losses wue to vacancy,

vunferonce inconie,

The calendar analyszis, ian 4 pendix 3,, shows by month the days



the domitories sre used by tha students and the days tliey are vacant,

roons and food service can be made available for conferences, 1his source
of income 1s welcomed by any residence hail and food service in the "off-
periods," DPast records and close cooperstion with college confeirence coe
ordinators will afford the most reasonable measures for estimating this

particular incone,

IncHy-e from forfeited densit fees,

Estimating forfaitures must be done by using past records, and
it is recomiended that estinntes be conservative in nsture as the pattern

of such income 18 auite flexible,

Food aervice income,

Te nunber of students times the rate amd the number of weeks
served eouals the asmount of gross income that can be expected from food
service, (uest meals will nct be a yreat source of income but should be
considered, The revenue derived from conference puezts can well aid in
defraying costs, especially during the sunter or other "off-periods,” A
director can estimate total conference sales for both housing and food
service by kecping in close associ-~tion with all departmonts on the came
pus and by aiscussing with departient heads toe prob bilities of anticie

pated conferences, lony of the rrouns attending meetings at Ferris
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Institute return regularly becnuze of the excelleuce of the particalar

facilities offered,

Emplovees! meals,

All Michigan collepes reiuire food service personnel to pure
chase thelr meals from thie unit in which they worke, In turn, maiy of the
colleges reimburse the employees for those meals, Thus, employces! nme2ls
must ba talken into coasideration as toth inccme and evpease, At Ferris
Inatitute this income amounts to seversl thousand dollars yearly., Lven
though the eniry mey be purcly a bLookiceeping entry, it aids the buaget
airector in establishing a higher rate for relirement pension purpeses,

ihae above procedure is required by the bcderml Bureau of Internal Ncveme

for income tax purposes,

Miscellaneous incene,

This item mirht incluce several sources and in recard to content
1
.

shoulid e carefullr analyzed by residence hall officials, Coineoperated
irechines such as tuwl telephones would Le a source of misczllaneous ine
coue, Huwever, when amounts of igcone from any source reach a proportion
of consecuence vhich is of a steady nalure, it is recommended that a sepas

rate account be estatlished for this item,
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Total incore,

The total income in the master budget should be comulete in
every detail, The avthor believes that accuracy in estiwating income 1s
of prime importance and that there should amd can be a closer estimate
made of the total incaue than o the total expense, Unforesecn vacancies

would be the major hindrance to an accurate esiimate,

Collection and verification of evpense or-tinatas,

The assembLly of budpet expense estimates wculd be the chief re-
spon3ibility of the director of residence halls who in turan would delee
rate the unit responsiovility to the various heads of departments, Afi -
compilation the director would sui:...L the coupleted budget to the compe
troller for review, OSupporting data for cach iten of expense would be

imperative, as the author explains in detail under "ixpense Accounts,”

Classification of expense estimates,

In establishing the expense accounts [or the Ferris master budge
et, four cate~ories were used: Administration, Operctions, Other, Re=
serves, In the fol.u.inp pages each expense account, as entercd in the

Ferris residence hall master budget, will be evplained in detail,






Adnministrative,

Administrative expense as id gppears in the master budzet is
the total of all salariecs amd wores of the over-all administration of
the residence halls and food services operations, "t Ferris, this exe
pense will include the salaries of the director of residences, a sccrew
tary, and four clerk accountants, The adidinistration of a residence
hall and feeding prorram recuires the budget planner to provide a sepae
rate budget sheet, as snovm in ippendix B, On the following pare will
be found the food service administration budpet and the halls'! administrae
tion buderet,

To distritute administrative exiense properly to each hall and
food service unit, a formula for proportioning the evpense was made by
directine half of the e:pense to housing and the other half o food serve
ice, The fact that Ferris has neay houtiyy units and two feeding units
means thot a further brez'dowm has to e made in order to fulfill the
unit.budget requiranents,

For the hall unit budpet, the total admlniqtrative expense
emount allocated will be divided in pruportién to the nuwiter of students

in a haliy 1in the casa of a food unit, the expense should be sllocated

~

in accordance to the number of persong fed in a unit, See Table II,
Experience in this field shows that food service adninistrative
expense should be separ-te from renersl adnministrative in order that it
may be directed wholly to the food smervice department, At Ferris, this
expense is composed of the salaries of the foocd cirrctor and sccretary,

Residence hulls! administration includes the manaper of halls
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TABIE II, GLNZRAL ADMIVISTRATICON EXPTNSE DISTRIBUTION BY UNIT

Note: The following fizures as-ume that 1200 students are housed in all
halls, Housing operations assume one half of the total sdministration
expense and the food units the other haif, Total administrative expense

is 815,&0.

Hall "A" = {7500 x 200/1200 = ©1250.CO
Hall "B" - 57500 x 150/1200 = & $37.50
Hall ®"C" - 37500 x 350/1200 = $2187.50
Food Unit 1 = $7500 x 700/1200 = $4375.00

Hall "D® - 47500 x 2L0/12C0 = 1500.00
Hall "E® - $7500 x 260/1200 = +1625,00

Food Unit 2 = 47500 x 500/120G = ¢3125.00
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ard his of fice staff a3 pertaining to the operatiuns, To proportion the
expense, the same fornula for division is employed as was used for general
administrative (as explained in a prececing paragraph),

All other items of expense listed under administrative are scife
explanatory and the amounts are enterzd in the ma:ter budret or income and
expense sumxnary sheet in total, In adaition, it should be noted that in
place of the items listed, there may Le other expense items to list that

are peculiar to specific organizations,

ngrations.

Sslaries awd wages are near the top 6f the 1list under operating
expense and in amount of dollars spent are second only to raw food costs,
Here again, the policy of the school and the nakeup of the housing ora
ranization may be the deciding factor as to which account expense is charyged,
Ferris Institute policy states that the resident advisor of a hall, the
receptionist, and other desk persomnel are responsitle to the manager of
residence halls for certain operating ‘unctions, Re idence hall's coune
selors are nlso a part of the operating selaries and wares expense, In
addition, janitors', and houseleepers' vares ars charged to the operating
ataff,

The food service budget for salwries and wapres should include
the unit manaprer and other supervisory staff as well as sll other perw-
sonnel in this department, It would be well to nute that each individual
position is 1listed by classification for btoth the housing and food service

personnel in the unit tudpet, Althourh not shown in this paper, it is






sometines requested that an attached shect listing namcs and classificae
tion be presonted with the tudget for the collepe of ficisls' approval,

In planning Ferris Institule's first housing and food service
budget, it was necessary to take into consideretion the fact that the
sumner enrollment is small, Thus, moct of the housing and food service
staf{ are on a tenemonth wark schodule, Only key aduministrative, manage=
ment, custodial, and a small nunber of food service personnel are cm=-
ployed during the sumner months,

Student salaries and wages, though not separated in the master
budget, should be listed by position and numbers in the unit budget,

From experience and investigation at other schools, it has been fourd
that the budget plamner must treat this erpense with as much thoroughe
ness as he would when budgeting for regular employees, Otherwise he will

find the situation out o hard,

Subsistence,

The resident advisor received an apartment in the hall as a
part of her compensation, as well as all meals in the food service unit
while school 18 in session, ¥%hile this is not a formidable entry, it is
still an expense and should be treated as such, It i3 also necessary to
carry this a3 an expense and to credit the porson's salary with the dollar

amount involved for tax and pension purnoses,
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Haw food cost,

Tae largest singie cost in the lhousing and feeding cf students
is £hat of fnod, There are many factors which govern this expense and
all must te considered carefully when determining the budget needs,

The actual food cost allotment at Ferris Institute is ninetye
two cents a day per student or ajnroximately fifty per cent of the gross
income per day per student, At this writing, however, the food cost for
the present year is but thirtyethree per cent, According to records ese
tablished by the food service department this differential is due largely
to absepteeism on the week ends and during Lreakfast periods, Ey maine
taining accurate reccrds of meals served, it will be possible to forecast
the number of stutents tu be fed on a particular day and meal, See Tabtle
111, page Slh.

Factors such as purchasing and other food control measures aid
in determining raw food costs, All food items are bought after considere
ing cuality, ouantity, and price, 7The control of food portions served
is also an important consideration, Fach menu is precosted to meet the
requirenents as established by the adniiniztration, A physical inventory
of the food ctores is taken at the end of each ronth; requisitions are
used, and a full-time storeroom man is erployed to issue and receive, In
the kitchen, accurate production rccords are zlso maintained,

The first Ferris food bud,et figures were based on a state-wide
college norm, Today, the author frequently corpares the food costs with
thosa of other schools throughout the state, Certain food control mcage

ures are necessary to attain a prover net incons, They are also meant to



TABIE III, MuAL COMNT e APRIL, 1958

cate ireavlast Linch Jinner Tetal
Tuesday, April 1 374 105C 1063 aL87
Wednesday, April 2 336 1005 1025 2366
Thurzday, April 3 350 G1h -— 1264

Thursday, L/3 through londey lunch - Zaster recess
Monday, April 7 - -— 130 130
Tuesday, April 8 L2s 1055 1060 2540
Wednesday, April 9 Lg5 1018 1125 2638
Thursday, April 10 198 1035 1063 2596
Friday, April 11 204 1015 630 1939
Saturday, April 12 175 5L7 L51 1203
Sunday, April 13 162 - 555 717
Monday, April 14 360 1021 1059 2u70
Tuesday, April 15 32, 1005 1128 2547
Wednesday, April 16 255 1071 1063 2349
Thursday, April 17 Lo 1085 1057 2512
Friday, April 13 255 1033 soly 18674
Saturday, April 19 25 659 L70 1365
Sunday, April 20 173 - L56 629
Monday, April 21 378 1078 1091 2517
Tuesday, April 22 325 1046 1066 2L37
Wednesday, April 23 550 1074 1040 2688
Thursday, April 2L L55 1032 112} 2611
Friday, april 25 528 1020 5L8 2096
Saturday, April 26 50 L79 390 959
Sunday, April 27 183 - Lé5 6L8
Monday, April 23 L63 1020 1013 2LS1
Tuesday, April 29 L0 10L3 106l 2603
Wednesuay, April 30 118 919 1015 2352
Total 53,112

Occupancys

April 7 - 1129
April 1 « 1127
April 21 - 1il7
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indicate to the management the quality of food served and if the portions

served are fair,

Laundry Expense,

The food service department at Ferris Institute is the largest
user of linens, Otudents must furnish their own bedding which means that
the only laundry expense in the halls is for guests who pay a smsll fee
for the privilerge of staying overmight,

Laundry expense for the food services was determined by the nume
ber of employees requiring uniforms and the nunter of changes allowed per
weck, Towels and other supplies were esitimated by comparine with other
instituticns serving like nuanbers of students in a unit,

At present, by referring to past records, near-accurate esti-
mates can be made, As the unit grows, aduitions to the amount can be
made, National percentare firures are available from various sources
such as bulletins from the Association of Collere Housing Officers, iast
records show Ferris Institute's laundry expense in feeding units runs ape

proximately one and one-half per cent of the gross income for a year,

Telezhone.

Each residence hall has telephone expense which is based on the
rental of the s:itchboard and its extensions, This is a fixed fee pertaine

ing to incoming calls only, Outpoing lonys distance calls are prohibited, -
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In the various administrative offices, an estimated dollar amount for long

distance calls should be allowed for euch department,
Utilitias,

In the explanation of expense items, many institutions do not
have meteréd devices by which to measure heat, lizht, and power, Thus,
the only utility which can be budreted with exact fiyures is that of gas
consumed, Thisg is metered by the utility company st the source of use,

An individual dormitory budret estimate for heating by steam
from a central heating plant can be arrived at by the use of the formula
on page 57, Table IV, £Eecause of the cost involved, it was necessary to
develop this formula to cost per student,

The term "derree day" in Table IV may be defined as follows:
"This 4s a unit, based upon temperalure difference and time, used in
estinating fuel consumption and specifying nominal heating load of a
building in winter, For any one dar, when the mean temperature 13 less
that 65?, there exists as maany de;ree days as there are Fshrenheit dee
grees difference in terperature between the mean temperature for the day
and 65F, "

The total degree days, 7051, was based on experience covering
eignt years of records, This emphasizes the importance of records in dee
termining degree days for a particular heating situation,

Budget estimates for steam-operated kitchen equipment now ace

tually in use were devcloped from a formula located in the Heating, Ven-

tilating, and fir Conditioning Cuide for 1956, See Table V, page 58,
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TABLE IV, YZARLY HEATING COST FOR RESIDINCE HALL ™AW

The yearly heating cost for Residence Hall "A"™ can only be ese
timatea by using the total degree days for 1956, which is assumed to be
a normal year with a total of 7071 depree days,

The consumption factor by past experience was fourd to be 3,0
cubic feet per decree day per million cubtic feet volume,

The following figt‘zres , using this infomatiun.‘ estimate the

heat cost on a thirtye-six week tasis:

470,000 cu, ft. space

2L students

3,0 consurption factor

«77 per i4,C.,F. (gas charge)

7051 degree days

7051 99u2
3 17
2053 5k
470 69594
0710 v?,Eyb,JE yearly cost of heat
8L612

9,541,910 cu, ft, gas

The totzl cost per student per week would be 3§ ,87,






TASLE V, BUUGLT ESTTNATSS FOR STEAMe0PLIATLD KITSIIN ELUIPMENT

3 Vepetable fettles, 60 Gal,

20 lbs, per 5 pal size = 720 lbs, per hr,
for 8 hrs, 5,660 1bs, per 24 hrs,
1 Pastry Kettle, 30 Gal,
20 1bs, per 5 gal size = 120 lbs, per hr,
for 2 hrs, 240 lbs,. per 24 hrs,
l <« 3 Tier steamer ]
L0 lbs. per nr, for 2% hrz, = 100 lbs,. per 24 hrs,
1 Yishwasher
60 1lbs per hr, per iray = 1,20 1lbs, per hr,
(7 trays) for 8 hrs, 3,360 1lbs, per 24 hrs,

Total 9,300 lbs, Steam
per 24 hrs,

1 cu, tt, of fas = 8 of 1 1b, of steam
9360 1bs, of stean = 10,530 cu, ft. of gas
X o77 per M,C.F. (gas charge)
= 47.70 per day
= {1,9L0,L0 per 36 weeks
= § ,09 per week per student






Hot wzter consurption,

The hot water consumption for all Ferris dormitories and food
service units wa3s based on information taken from the 1955 edition of the

Americzn Heating. Ventilating, and Air Cenditiconins Guide, and campared

with the Institute's daily records, A peak loed was assumed from L p.m,
to midnipght, The two methods are very close for estimating purposes,

The examnple in Table VI was tased on the number of students for 1957-58,

Electricitz.

The budget estimctes for clectricity to te used in dormitorics
and food service units was developed Ly: computing the nmumter of watts
to be used in a building, dividing the total number of watts by one thou=
sand (1000 watts equals 1 kilowatt or Ki), multiplying the KW by the nume
ber of hours used per day, Tris equals the kilowatt hours consumed: mule
tiply the ¥V hours by the cost per KW hour, which is established by the
utility company, This gives the cost per day, Following is a formula to
compute the cost per day used in dormitories and food service unitss

Lighting - The sguare foot times two divided by one thousand times the
averigre hours in use times the prevailing rate,

Kxamples A room 20 feet squara cquals LOU square feet,
LNO square feet times two (watts) divided Ly 1000 equals ,8 KW
Tie use of two watis is a predetermined amount of wattage used
per square foot as establishrd by lighting engineers,

Time « « « Twelve hours per day for one year

o8 KV times 12 hours equals 9,6 K4 hours

9,6 KW hours times 7 ,G3 per I hr, equals ¢ 208 or ¢ .29 per day
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TAELE VI, HOT WATER CCONUCUIPTION IN JOIATTORINS

Helen Ferris 279
Masselink Cormons (boys)  1Ld
“a33elink Comions (rirls) 202
Vandercook Hall 266
Carlisle Hall o
TT37 “tudents
117 Gal, ver person per 2. hrs,
LS00 Go1, per 2L hrs,
1,9l Conswaption factor = cubic ft,
}TilCLO of ras to heat 1 gal, of water
't:‘.'z'\;.‘\o
L7,077000 Cue fe pas

17,299 ¥ 1000 = L7

L7

-*%Z per (1.3, . (yas charge)
329

229

130,19 per 24 hra, per 1137 students
355 days per yea

The weeldy brealdovm on hct water used in dormitory ruoms, fige
uring thirty-six weeks (three l2-week semcsters) would be § ,32 per stue

dent per week,
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To deteraine the electricity uscd in operating motors for ree
frigeration, air conditioning, eic., the follawing fommula was used;

1, Total horszpuwer* of all motors dividend by 7LS
equals nunver of watis

2o watts divided by 1000 ecuals K/
3. K7 mdtiplied by the time used equals Kd hours
Lhe KXW hours times the rate equals totzl cost per day

*iote: One horscpower equals TLO waitts,

Supplies (controlled and opersting),

This expense is best estiasted Ly referring to past experience
and records, If tie Ludyet plaminer is for the first time preparing a
Ludget, it would be best to coupare with other institutions having simle
lar facilities or to maie as nc.i accur:te aSSuﬁptions as possitle, Fere
ris Institute now maintains accurate rccerds of all supplies end each
item nust te recuisiticned fram a centrul storcroom where it is charged
to the hall or food service unit in which it will be used,

Other evoense,

Jdebt service, as established in the loan apreenent, msust be
ghown as an expense item, This i3 a predetermined amount and no estima-
ting is nceded here,

Insurance expense is rated cn the amount of coverac-e desired,
Buildings and furnishings are coverad, tut personal property is not usually

car-ied Ly a state institution,
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Miscellaneous generzl expense is many times a matter of admine
istrative policy, However, within the author's experience, it has been
found best to maintain a low estimate in this account as it may be mise

uced to cover costs which should be charped to other accounts,

Uncollectalle accounts,

Ferris Institute has been fortunate to date in controlling the
amount of accounts not collected, This has bren ac~~plished by maintaine
inp strict adherence to the paymont policies as established Uy the Board
of Control, The contract, in part, stctes: "Penzlty for late payment of
the above charges will be imposed as follows: (2) A .1 per day accumue
lative late penalty fee will be charged for each day or partial day that
school is in sescion after the final day of each payment, In exceptional
cases, if arrangements arc made with the Jirector of lesideices prior to
the final due date, the late penalty fec may be waived, (b) If deline
quent room and borrd charges are not puid within seven scnool days after
the finl dne dote for each payment, the resident 111l have to vacate his
room in the residence hall and discontinue eating in thie food urxit."2
Allqwances are estimated on tie basis of one quarter »f one per cent of

the total pross iacome from housing and food scrvice,

Grounds maiqtenance,

Two fulletime grounds mointenance personicel are provided, This

budget item will grow as the housing department rous and the needs tecome
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apparent, Using past experience agaia as a criteria, funds have been
designated and provision mzde for additional plants and shiubs, Strect
and parking maintenance funds a&re hased on a percentare of the total cost

to the college,

Reserves

Equipment maintenance,

A fixed percentage for egquipment maintenance would be established
in the Ferris budget, The amount should be based on previois records, make

ing allowances for the age of the equipnent,

Building maintenaonce,

An allowance of ,02 per cutic foot has bee:: ..de in estimating
building maintcnance ¢ vs, This coat is broken down proportionately

between food service and housing,
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FOOTHUTES

1, ‘merican S.ciety of Megting, Vont{dating, and My Corditioning Cuide,
19060, KA1V, (Saltinore, cdarylanis ..averly #ress, 1950), Pe e

2, Housing fgreancit tegulor Cchcol Yc-az:L 125753, (iliig Hapids, Michipan:
srintiag Arts ocparuaont, rerris Iuswiiac oy 1557), pa le




Chapter V

C/UCLUCIOD A1) RSO LiEiIATINS

The specific steps to Le tclen to iaitiate or improve tudget
practice devend on the needs of the organization, A searching selfe
examination in the licht of knowm principles of budgeting should be the
first step, !Having identified the practices which most clearly asbuse
those principles, management can take appropriate steps, Courare and
patience are neecded to follow them, The author believes the following
recamendations should be considered by manarement wishing to establish
its budpet practice on a sound basis,

Policies established for the Ferris llesidence Hzll Budpet were
designed to fit the needs of the program of that institution, Other ine
stitutions may find it desirable to establish policies other than those
enumerated in Chapter III, However, the author rccommends these policies
be used in the budget plannine, He believes they have a definite part in
the over-gll planning for future construction, the feasiblility of operating
a residence hall amd foud service prosram, and a means of evaluating mane
agement personnel, To implement the budiget the plonner must con:ult with
the administration of the institution for aprroval and establishment of
such policies a3 are decmed necessary to fit the needs of the particular
situation,

The forms and ;rocedures wtlined for use at Ferris Institute

in Chapter IV were established as those which would give the most information

€5,
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to the administration of the residence hail prosram, The author further
recomnends the use of these forma and procedures because their detailed
infornation allows management a firm control over the entire operation,

The objectives of a budjyet ares a means for setting standardg
of ::urformmance, for measuring actual results amd for guiding manapenent
to satisfactory achiieveaent, It mcans rejecting the use of budyets prie
marily as a pressure device to road geople into (reater efforts, this
is the most important step in attaining maximum benefit from a budget
program,

A residence hall budget must be a definite part of the school's
over-all planning, "The budget is not the plan; it is merely the state=

1 The thinldng of the ore

ment of the plan in the language of fipures,"
ganization must turn to basic planning, then the peovple involved prepare
budgets to effectuate their plans,

The budget should be used as a persit for management to control
its operations, First, the means of control must be estatlished and then
put into practice, In particular, this reouires the manager of a depart-
ment to estal:lish his budyet based on a couplcote understanding of the Jjeb,
The administration may not be atle to a:prove the amounts requested, but
may reach agreenent with the manacer,

The budget planner should arrcnpe for caason sense accounting,
which involves complete, simple, and prompt explanations, Extreme care
should be devoted to sceing that no supervisor has in his budget any item
over which he doea not have control,

The budj:et system presented here was designed to successfully

meet and solve the v ried problens, l:rge and snall, which have confronted
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the people guiding the expansion of housing and food ¢ - .ce facilities

at Ferris Ingtitute, It s not assumed that this system of budgeting for:
residence halls ard food service is superior, in detail or as a whole, to
the systems of other universities and collzges, but the author doues pree
sent it as a good, working system worthy of consideration by cthers strive

ing to initiate or improve budgets for sirdlar iustitutiors,
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APPCHOIX A, DISTRIBUTION OF AMNU.L BUJGET BY CALWNODAR MONTID

Calendar Analycis of Rental Spuces
Otudent Available far
Month Occunaney Conference Use
Ferioa Ho. of Lays ferivd lioe of Days
July l-31 31
Summer
August l1-20 20 21 « 31 11
rI‘)eptembc:‘!r 19 -« 39 12 1<18 18
October 1«31 31
November l-24 25 - 27 3
23 - 30 27
December 11k 14 15 « 31 17
Acadenic 4
Tear January 2 « 31 30 1l 1
February 1=-28 23
March l-23 26 2L - 28 5
April l-30 30
May la-31 2l
June la-17 17 18 - 19 2
Surmer = 22 - 30 11

Note: These fipgures voere based upon the year 1957-58 at Ferris Institute
ad serve to illuctrate the use of this fern,






Calendar Analyzis of Food voervice Incuone

Moath Stadent Incone
veriod Hoe 0of Days

~—

July l-31 3l
Summner <

Au;ust l-20 20

e

-~
Septonber 27 - 30 L
‘ober l-31 31
Novenbar 1-24 27

28 =« 30
Vecemuer 11} 1
Acadamic <

Year Jamuory 6 - 21 26
Februrxy l1-28 28
NMairch 1l 23 23
April L - 30 27
Moy l-31 31
June 1l -« 17 17

.

Sumner 23 - 30 8
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Cormputation of Yaily Income From Students

I, Housing
A, Acadenic year

Housing rate x per cent of oc-upancy = net rate after vacancy ioss
¥et rate x 350 e total budgeted income from housing for the academic
year

Total budgeted incone
Days cf housing in the acadanic year s Income per day

3300 x .95 = $235,00
99,750 & $L05.48 Income per day
;o

B, Summer session

Housing rate x per cent of occupancy e net rale after vacancy loss
Net rate x 350 @ Total budgeted income from housing for the acadenic
year -

Total budgeted income
Days of housing in ouamer sescion = Income per day

$110 x .80 = $38
;?-BOEBOO 2 ¥330.71 Income per day

II, Food Service (use same procedure as for housing)

A, Academic year

Be Summer session
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Budget Apportinnment of Incore Irox Dtudenis by the Celendar ionth

Month No, of Income Days Day Rate Incone

Academic Year
Housing

September

October

November

Decenber

Jamary

February

March

April

May

June

Total

Food Service

September

October

November

December

J anuary

February

March

April

May

June

} Total

Sumer Session

Housing

June
July
August
Total
Food Service

June

July

August Total
o



'
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1
.
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Cuest, Ssales

Apportion by the month using the days of operation and the average incoma
per day of operation as a basis,

Month Day Rate

Housing

July
August
September
October
"~ Noveuber
December
Jamuary
February
March
April
May
June
Total
Food Service

July
August
Septenber
October
Novenmber
December
January
February
March
April
May
June
Total
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Imployes Meals

Apportion on basis of averare daily sales and days of food service opera-
tion,

Total Sales, Acadenic Year 8 Day kate
Days of Food Operatlion = Acalemic Year Academic Year

Total vales, Summer Session s Uay Rate
Days of Food Operation e cunner vession  Suamer Session

Month Days of Operation Day Hate Amount

July
August
September
October
November
Uecember
J anuary
February
March
April
May

June
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Conferances
L

The calendar analysis of rental spaces shows the following periods availe
able for co:iference housirg,

Month Period Doys Inoame
Aupust 2l « 31 n
September 16 - 18 3
November 25 - 27 3
Decenber 30 = 31 2
January 1 1
March 24 - 28 5
June 18 « 19 2 —_—
Total 27 $

In the absence of specific conference reservations assume an equal dise
tribution of incame on the basis of the days available for conference
use excepting no income should be scheduled from Septemter 1 - 15 or
JDecember 15 « 29 when it is anticipated that food service lay-o fs will

occur,
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Forfaited Denosits

Azsume:
6 at the opening of each cuarter during the academic year and
2 at the opening of the Sumner vession,
Month Nunbter Amount
September
Jamuary
March
June ——
Total §

Dean of Students! Pucdret

Divide the funds transferred for counsclor's salaries on the basis of
averare daily payment for degys of housing in each month,

Month Days of Housing Day Rate Amount

July
August
September
October
Novanber
December
Jamary
Feoruary
March
April
May

June
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3 Bk . T
bl . Lakal a3 v A NYTAM
LG L LT Lre s

\1locate 1/12 to rach ca .endar month,

fdivinistrotive domonee

Alloc.tz 1/12 to e-ch c-lrncar month,
donthly charpe « Food 2ervice
sonthly chzrre « Hausing

vy 9
[

Hells Ad dostration

Alloc-te 1/12 to each ¢ lcnsar :w0ath,
donthly charre =« Foud Service

4 ,‘t.n 3eas w N . .
Montihly chinrce = Houging

Ford Srorrice

Allocate on bosis of days of {oud soimiic,

rionth Joys of Foud wervice Jay Iinte Anmount

July
Ausust
Septenber
October
Novenber
Jecenber
January
February
March
Aoril
May

Junae
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Homelineg
T

Allocate wupes for student desk cloris ox bauis of day's of housing,

Allocate salaries for fulletimo help 1/i2 Lo each calendar menth,

Fmount Amount
Month  Lays of Huusing CZay Rate Student lielp Fermanent Help Total

July
August
Seutenter
October
floveumber
Jeceinber
January
Feoruary
March
April
1ay

June

Socinl nnd rduc-tioral fdreet

Charge 1/12 of 370 or 75 to each colendur month,

~Nons | T,
Vo ACe wtTIomrne

Charge 1/1? of total to cach calend:r msath,

Food Service 1/12 of 120 = 1,23 donthly charge

dousing 1/12 of 170 @ (37,50 tontuly charg



Food Service:

Student Emplovecs « Allccate on day ratve basis
scheiule,

food service

for nuuber of devs in

Month

238 of Fuod Operation

Jay Rote Amount

July
Aumust
nepteriber
October
November
Jecember
Janunary
Febrvary
March
Anril
May
June

Totel »

Full=time food preparstion eaplovecs - Allocste on tasis of 11 months

onercbion = 1,/2 month charres
to Septemuer to Jecember

Month

Amount

July
Aurust
Sevtember
October
November
December
January
February
March
Lpril
May
June

anen—

Total
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cC.A T ro P R
Silaries ord Vares (contimezd)

Food Service (continued):
Custodial Emplorees = Lllocate 1/12 to ench montih,

Moniily charge -

Housings
Custodial finployees = Allocate 1/12 to exch nunth,

ifonthly charge g
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Subsistaence
A LA S5

Kllocate on basis of fuod service days,

Yonth Jays of Food Operation Jzy Rate Amount

July
August
September
October
November
Jecember
January
February
March
April
May
June
Total &



2%

(@)
)

Rar Food Coat

Allocate on basis of food service dayrs,

A, Student Yenants

Morith ey of Food Opesation Jzy Late Amount

AY

S July
wWlne AL {"dst
f
septenmber
October
love.ber
Jecanber
Acadaic .< Janucry
Year I ebruary
tlarch
April
Hay
vune
"

Summer June

Total @ |

B, Student Lrployecs

Moath vays of Food Operction Jay ltate Amount

S eee July

T Aurust

rDr‘pt(-;f;ﬂ‘er
October
Novaiber
Jeceater

Acadenic Jamary
Year ﬁ February

itarch

April

;by

June

-

Sumner June

yr—————

Total @
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iy Food Cost (comtinued)

C. Guest bales

(Apportion by tne month using the days of food service cperation
ana the overz e cost per day of aoposrstiun as a ' -sis,)

Month iays of Food Operation Vay Rate Amount

July
Aurust
september
October
November
Jecember
January
February
March
April
May

June
Tctal

Jo Counference ricnls

(Apply cost fi ures to days of operation,)

Month Period Jays Amount
Aurust 21 « 31 11
September 15 - 18 L
Noverteo 25 - 27 3
deceriber 27 - 3
January 1 1l
4arch 2L - 28 5
June 13 - 1y 2 —
Total 29 $







Allocate 1/12 to each calendar month,

> HAonthly charze to Food vervice

e Adonthly charpe to ilousing

Telerhone
Allocate 1/12 to each culendar month,

.

Tonthly charge to Foou vcervice

€3y

¥ Morthly charge to Housing

A

Utilitices

b e

Gas = Allocate 1/12 to each calendsr month
“ donthly charre
RS
% sunthly charre to Food Lorvice

. onthly cherre to Housing



y
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Utilities (continued)
Electricity « Allocate annual cost on the basis of the following percente
ares,
Month Percentage Amount

July 5%

August 3%

September c% :

October 12%

November 13%

December \ 1%

Jamuary 15%

February ' 1%

March 8%

April 7%

May | 62

June 5%

Total 10C% $

» Monthly charge to Food Yervice

$ Monthly charge to Housing
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Utilities (c-niinued)

Steam « Allocate annual cost on the basis of the following percentages,

Month Percentage Amount
July 2%
August 1%
September 3%
October ‘ 8%
November 12%
December W%
Jamary 18%
February 17%
March 124
April 7%
May L3
June 23 -
Total 100% $

3 lonthly charge to Food Service

$ Monthly charge to Housing

Water « 2llocate annual cost 1/12 to each calendar month,
¢_______ HMonthly charge
$_______ Monthly charge to Food Service
$ Monthly charge to Housing

(These costs will normally be broken down on the basis of past records
of consumption with anticipated rates applied,)
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Controlled Sunplies

Allocate 1/12 of annual cost to each calendar month,

9 Monthly charge to Fuod Service

Som————

N

‘s
———

Monthly charge to Housing

Operating Supplies

Allocate 1/12 of a'nual cost to each caicndar month,
& Monthly charge to Food Service

& Monthly charge to Housing

Jebt Service

Allocate 1/12 of anmual cost to each calendar month,

s

9 Monthly charge to Food ocrvice

o

v Monthly charge to Housing

Insurance
Allocate 1/12 of anmual cost to each calendar month,

Monthly charge to Food vervice

v HMonthly- charge to Housing

Miscell-revus General bxren:e

Alloc:: » 1/12 of annual cust to each calendar month,

Monthly charre to Fuod Service

“ Monthly charge to Housing
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Uneollect:lle Accounts

Chsrge entire amount to Housing in Juns,

Grounds Maintenance

Allocate 1/12 of annual cost to each calendar month,
¢ Monthly charge to Food Service

] Monthly charge to Housing

Equinment Maintenance

Allocate 1/12 of annuel cost to each calendar month,
b Monthly charge to Food Service

& Monthly charge to Housing

Building Mzintenance

Allocate 1/12 of anmal cost Lo each caleadar month,
@ Monthly charce to Food Service

$ Monthly charge to Housing



APPENDIX B, BUJCET FORIS

THE MASTER BUDGET

Residence Halls and Food Service

Food
Total Service

Incone
. Cross Rental Income
2., Provicion for Vacancy Loss
et Rental Incone
3, Guest Sales
L, Employee iieals
5. Conference Housing
6, Forfcited Jeposits
7. Miscellaneous Incone
Total Inconme
Eynenses
fidministration
U, Administrative
9, Food vervice Administirative
10, Hails Administrative
11, Social and Educational
12, Office lxpense
Total Administrative
erations
s valaries and Wages
1L, oubsistence
15, Raw Food Costs
16, Laundry
17, Telephone
18, Utilities
19, Supplies (Controlied)
20, Suoplies (Operating)

Total Operations

Housing
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T'i MAST:R BULCET (continued)

Food
Total Service

Mther
. Jebt Service
22+ Insurance
23, iiiscellaneous Gener-l iLxpense
24. Uncollectatle Accounts
25, Ground ilaintenance
Total Cther
Eesorves

25, sauisnent daintenance

27,

Building aiatenance
Total Reserve

Total Lxpenses

Incuome over Expense

Hlousing
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init Budpet
Residence Hall A

Academic
Year

Inchme

Cross Foocm liental Income:
Housing
“russ Total

Computation of Rent-1 Incaome:

1, Cross Rent~l Income
Housing
Gross Incone
2, Vacancy Loss
3. Net ltental Incoue
(Total gross incone
less vacancy loss)
Le Guest Sales
Housing Inc.omes
No, of sales x number of
nights @ rate per night
5. Conference Income
Assumption based on comrnite
ments and past records
Rates: & per day
6, Forfeited Jepousits Income
Assumption based on past
experience
T. Miscellaneous Income

Total Income

Eggense

Administration
8e Administrative
(Taken from an administration
budget listing salaries, office
expense, etc, for administrative
personnel and then establishing
a percentage figure for each unit)

Sumner
bessions

[44d

10

tal
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Unit Budget: Residence Hall A (contiaucd)

Acadenic Swn.er
Year Sessions

9 Food Cervice Adidiriztratives
not charped to Housing Unit,
10. ilalls Administrative
Resident Adviscr
Relief Resident Advisor
Resident Assistants (student)
11, ©Social and £ducational
(Allocated as previously dee
scribed and then estab:lisiing
a percentage firure for each
unit,)
12, O“fice E:pense
(Allocated &as previously de=
scribed and then establishing
a percentayre fipure for each
unit,)

Total Administration

Operationa :
13. Salarics and “ages
Operation
Custodizl

ouscieepers
Ctudent Jdanitors
Janiters
14, Subsistcnce
(Allocated as previously de-
scribed, )
15, Raw Food Costs: Not charged to
Housing lnit,
16, Laundry
(Allocated as previocsly dee
. scrited,)
17. Telrphone
(Allocated as previously de-
scribed, )
18, Utilities
(Allocated as previously de-
seribed, )

Total
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Unit Budget:s Residence Hall A (contimed)

Academic Sum-ier
Year Sessions

19, Supplies (Controlled)
{Allocated as previously dee
scribed, )

20, Supolies (Operating)
(Allocated as previously de=
scribed, )

Total Operations

Other

21, Yebt Service
(Allocated as rreviously de=
scribed,)

22, Insurance
(Allocated as proviously de-
scribed, )

23, IHMiscellancous General Expense
(Allocated as previously de-
scrived, )

24, Uncollectable Accounts
(Charged only once ycarly.,)

25, Ground iiaintenance
(Allocated as previously dee=
scribed,)

Total Other
Total Expense
Roams Net Income

Foods Het Income

Total et Income Hall A

Total
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Unit Budpet
Food Service

Central Dining Unid I for Halls A, B, and C

Acaderiic Swaner
Year Jessions Total

Incare
L ]

1, Gross Food Iricome
(Total mumber of students of all
residence halls times rate tines
nunber of weeks, )
2, Provision for Vacancy Loss
Net Rental Income
3. Guest Sales
Food Income
ke Employee Meals
Regular Employees
(Number of employees times the
rate,)
Student Employees
(tumber of studesnt erployees
times student rate,)
5. Conference Incuue
(Baced on comuitments and pact
records, )
6., Forfeited Deposits: Food Unit not
credited,
7. Iiscellaneous Income
(vmall items which do not lorically
cone in any of the above classifica=

ti‘)ns')
Total Income
Expense
Administration

8. Administrative
(Allocated as previously described, )
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Unit Budget: Food Service

Academic Summer
Year Sessions Total

9« Food Service Administrative

(Total as previously described
and then establishing a pere
centage figure for each Food
Unit,)

10, Halls Administratives Not charged

to Food Unit,

11, Social and Educational
(Established policies differ among
institutions, A sum may be ale
located to cover costs of seasonal
decorations used in dining rooms,)

12, Office Expense
(Allocated as previously described,)

Operations
13, Salaries and Wages
Regular Employees
Food Manager
Assistant Food Manager
Food Supervisor
Cook I
Cook IIX
Food Service Worker I
(Four)
Food Service Worker II
(Five)
Baker I
Baker II
Baker ITI
Janitor (two)
Total Production Service
Hours Number
Sivaent Employees Per Week of Weeks Rate Amount
hitchen Workers (Eight) ~
Line Workers (Six)
Dish Room (Six)
Pots and Pans (Four)
Runners (Two)
Total Student Employees

Total Salaries
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15.

16,

17,
18.

19,

20,

Other
21,

22,

(%)
)

Unit Budget: Food Service

Academic Suney
Year Sessions

Subsgistence
(Total amount charged to Eme
ployee iieals,)
Raw Food Costs
(Amount per day allowed tinmes
nunber of days times number of
persons to be fed,)
Laundry
(based on past records.,)
Telephone
(based on experience,)
Utilities
vater
oteam
Electricity
Gas
Total Utilities
Supplies (Controlled)
(Allocated as previously de-
scrived,)
Supplies (Operating)
(Allocated as previously de
scribed,) '

Jebt vervice
(Allocated as previously de-
scribed, )

Insurance
(Allocated as previously dee
scribed,)

Miscellaneous General ixpense
(Allocated as previously dee
scribed,)

vncollecta:.le Acciunts
(Charged only once yearly,)

Ground HMaintenance
(Allocated as previously dee
scribed,)

Total Other Expenses

Incame Over Lxpenses

Total
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Administrative Pudget
for Hesidence Falls and Food Service

(:xpense to be allocatea to all Residence and Food Units)

Adnministration
Uirector of Residences and Food vervices
Secretary
Bookkeeper
Hookkeeper
Bookkeoper
Bookl:eeper
Total Administraticn

S ol o

Halls Administration
(ihis expense allocated to Hesidence Halls only)
1 Hanager
1 Secretary
1 Maintenance Foreman
Total Halls Administration

Food Service Administration
(This expense divided among Food Service Units only)
1 Jirector
1 vecretary
Total Foocd Vervice Adninistration
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Calendar Analysis - Fiscal Year

Summer Session 1957

June 22«23
June 24
August 20

Academic Year 1957-58

September 20-2
Septenber 27
November 25«23
December 1

January 3«5
January 6
March 23

March 30 - April 1
April L
June 17

Suranier Session 1958

June 21.22

June 23
August 19

Registration « Sumier Session
Classes begin
second Sumuer Session Closes

Repistration « Fuil wuarter
Classes begin

Thanksgiving Hecess

Fall quarter Closes

Registration - Winter Luarter
Classes begin
Vinter uarter Closes

Registration - Spring Quarter
Classes Begin
Spring Quarter Closes

Registration = Suwmier Session
Clazses begin
First Sumaer vession Closes



Assumptions

1.
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Operating Schedule

Housineg will be supplied from the day preceeding the first day of
repistration through the last day of examinations for each guarter,
excepting Thankspiving vacation,

The periods between terms are rnot included in the housing contract
and housing facilities may be rented to others uuring this time,
The college will not require students to remove their belungings
from rooms between terms during the academic year,

Food will be supplied from thae first day of classes through the
last aay of examinations, excepting Thanksgiving vacstion,

ihrough No.
Through No,

Through No.

Total days of housing, academnic year

Through No,

(1958 From Through o,

Total days of housing, Sumuer Sessions

Through No.
Throug ' No,

Through No,

Total days of Food Service, academlc year

Through~_ T)e

(1958 From Tt rounh No.

Total days of Food Service, Sumner session

2.
3.
Housing
1, Fall Quarter From
2., Winter Quarter From
3. Spring Cunarter From
Lo
5. Summer Sessicns (1957 From
6.
7. Total days of housing, fiscal year
Food vervice
8. -Fall Quarter From
9. inter Juarter From
10, Jpring Quarter From
11,
12, Summer oessions (1.957 From
13.
1L,

Total days of Food Service, fiscal year

of days

of days

of days

of days
of days

of days
of uays

of da, s

of days
of aays
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fental Income Zchedule

Assurptions
1, The capacity of the unit is ) .
2, The following rates will apply uniformly to all rental spaces:

3e

=
8,
t=l
.o

Acadenic Year

Roum Rate Food Charge Totel per Total for
per quarter per cuarter quarter Acadenmic Year

Sumner Yession

Room Rate Food Charge Total per Total for
per session per session session sunrier session
Vaocancy loss during the academic year will be per cent

of the gross rental income and vacancy loss for tie swwaer szssion
will ve per cent of the gross rental income,

The final camputation for each budpet acoount will be rounded off
to the nearest dollar before the figure is placed in the tudget
sumaary which appears on pags 92.
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