Westhield

STATE UNIVERSITY

Board of Trustees
Finance and Capital Assets Committee

9:00 a.m.
October 12, 2022

Arno Maris Gallery, Room 201, Ely Hall

A live stream of the meeting for public viewing will also take place on YouTube at the following
link: https://www.westfield.ma.edu/live

For information about Westfield State’s COVID-19 procedures, visit: www.westfield.ma.edu/covid

1. Called to Order Trustee Salehi
2. Minutes
a. June 28,2022 Trustee Salehi
3. Items for Information
a. Travel Expenses of the President and the President’s Lisa Freeman
Direct Reports: July 1, 2021 — June 30, 2022
b. Fixed Assets Inventory Progress Report Steven Scibelli

4. Items for Action

a. Motion — Vehicle Purchase (Ambulance) Christopher Perkins

b. Motion — Student Travel Policy (4040) Stephen Taksar/Maggie Balch

c. Motion — FY23 Operating Budget Stephen Taksar/Maria Feuerstein

d. Motion — FEMA Reserves Request President Thompson/Stephen Taksar/
Leslie Rice

5. Items for Discussion

a. FY24 Budget Planning Assumptions and Timeline President Thompson/Stephen Taksar
b. Five-Year Financial Forecast Update and Reserves Stephen Taksar/Maria Feuerstein
Attachment(s):

a. Minutes 6-28-22 (Draft)
b. Travel Expenses of the President and the President’s Direct Reports_July 2021 — July 2022
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Fixed Assets Inventory Progress Report
Motion — Vehicle Purchase

Vehicle Purchase (Memo)

Vehicle Purchase (Invoice)

Motion — Student Travel Policy

Student Travel Policy (No Track Changes)
Student Travel Policy (Track Changes)
Motion — FY23 Operating Budget

FY23 Operating Budget (Narrative)

FY23 Operating Budget (Final Budget)

. FY23 Operating Budget (Detailed Budget)

FY23 Operating Budget (June 2022 Provisional Material)
Motion — FEMA Reserves Request

FEMA Reserves Request

FY24 Budget Planning Assumptions and Timeline (Narrative)
Five-Year Financial Forecast Update and Reserves (Narrative)
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Westhield

STATE UNIVERSITY

BOARD OF TRUSTEES
Finance and Capital Assets Committee
June 28, 2022
Minutes

Loughman Living Room, Scanlon Hall

And via Zoom, in accordance with Massachusetts Gov. Charlie Baker’s Executive Order
Suspending Certain Provisions of the Open Meeting Law, G.L. c. 30A, § 20 dated March 12, 2020.

A live stream of the meeting for public viewing also took place on YouTube.

MEMBERS PRESENT: Committee Chair Ali Salehi, Vice Chair Theresa Jasmin, Secretary Paul Boudreau, and
Trustees Madeline Landrau, and Chris Montemayor

MEMBERS PARTICIPATING REMOTELY: Trustee Chloe Sanfacon
TRUSTEE GUESTS PRESENT: Trustees Melissa Alvarado and Dr. Robert Martin

Also present were Westfield State University President Dr. Linda Thompson; Administration and Finance
Vice President Stephen Taksar and Associate Vice President Trish Bonica; Strategic Finance and Institutional
Planning Associate Vice President Maria Feuerstein; Procurement and Administration Director Gary
Duggan; Capital Planning and Facilities Associate Vice President Maureen Socha; and EMT Instructor
Christopher Perkins.

Committee Chair Salehi called the meeting to order at 11:32 AM and the committee members present and
joining remotely as listed above were announced. It was stated that the meeting is being livestreamed and
recorded.

MOTION made by Trustee Landrau, seconded by Trustee Jasmin, to approve the minutes of
the April 27, 2022, meetings.
There being no discussion, ROLL CALL VOTE taken:

Trustee Boudreau Yes Trustee Montemayor Yes
Trustee Jasmin Yes Trustee Sanfacon Yes
Trustee Landrau Yes Trustee Salehi Yes

Motion passed unanimously.

President’s Remarks. President Thompson shared that she has asked that enroliment be connected with
the financial strategy and that Facilities and Operations are helping to utilize the best space on campus.

Trustee Salehi requested the committee and Board to take a more active role in the finances of the
University and that the entire campus needs to make sacrifices, not just the students with increased fees.
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FY22 Sponsorships. Mr. Taksar shared the sponsorship report that is provided annually, together with a
summary clarifying the sponsorship process and the Board of Higher Education’s (BHE) expectation of the
review and compliance of the trust fund standards. The University should not contribute to sponsorship
organizations without a benefit. Although the Board approved a $30,000 cap on sponsorship activity, the
total sponsorship funds were much lower the last two years since expenses were cut across the entire
campus. The sponsorship limit can change if requested.

Vehicle Purchase (Ambulance) Update. Instructor Christopher Perkins gave an update that the ambulance
purchased from Southwick is being prepared and should be on campus by mid-August.

Parenzo Renovation Update. Mr. Taksar stated the project has an expected overrun of $400,000 to
$500,000. A grant that is in process is being reviewed for which portion of its funds could apply to the
Parenzo project. The campus should receive approximately $3.5 million in American Rescue Plan Act (ARPA)
funding, which supports COVID or maintenance projects, and some of those funds will be set aside to help
with the overrun if needed. Ms. Socha stated supply chain issues continue and there is concern that some
IT equipment is taking a year to receive. The project is still on schedule with windows arriving in mid-
August, asbestos to be removed from under the Parenzo gym, and move-in dates of summer 2023 for most
departments and January 2024 for the Banacos Center.

Reserves: Rollovers, Unrestricted Net Position, or Cash. Mr. Taksar explained the multiple types of reserves.
Parthenon did a recent study of all Massachusetts universities and performed benchmarking across the
country. Other systems reported having approximately five-to-seven months of reserves in place. We have
a healthy cash reserve but a negative net position. He categorized reserves into two categories, 1) unspent
funds budgeted in one year but requested to be used in the next year, and 2) use of cash reserves
generated in multiple prior years sitting on the books as excess cash. When reserves are requested for
capital projects, it is typically an example of using funds generated and set aside in a prior year to be used
in the existing fiscal year but not drawing down cash. Using true reserves, such as in the glide-path strategy
or $500,000 investment in Financial Aid, there is no direct offset of how the funds are generated and it is a
strict drawdown of cash. It is important to understand the distinction between the two categories. Any
unspent Higher Education Emergency Relief Funds (HEERF) received will create excess cash.

Motion — FY23 Provisional Operating Budget. The following motion was made, followed by discussion.

MOTION made by Trustee Landrau, seconded by Trustee Jasmin, to approve the FY23
provisional operating budget as presented and to authorize the President to make budget
adjustments to these funds.

Discussion: Mr. Taksar and Ms. Feuerstein presented the FY23 operating budget,
summarized as follows.

e Projected enrollment for FY23 is 3,073, which is 34% decline from 2017. From 2013
to 2018, there was a 33% decline. The campus has done a good job on cost
containment and reductions to offset the deficit. The challenge is looking for
return on investments. Data-informed analysis is needed on campus initiatives to
get financials in the right direction. The graph represents average annual billed
students per year, not a student head count. We are now budgeting closer to
actual enrollment.

e Enrollment planning and strategies need to be implemented.

e Enrollment Variance Analysis from FY22 to FY23 is a point-in-time snapshot of
undergraduate billable students and graduate students by credit hour. There is a
projection of a year-over-year decline of 142 average billable students with CGCE
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reflecting a net impact of 113 students in FY22. The undergraduate student credit
hours are slightly lower.

e The financial impact from a reduction of 174 students from the April projection
creates an additional deficit of $2,800,832. Dining operations expect to be net
neutral by incorporating cost reductions to offset lower enrollment.

e Inthe FY23 provisional budget, it is expected revenue will be down $754,965
(0.7%) from FY22. We are relying more on state appropriations as a revenue
source.

e Inthe FY23 provisional budget, expenses show a net loss of $2,346,450 (49.9%)
from last year.

e Residential Life expenses are a major concern. By 2024, we could be losing
approximately $4 million per year. Residential housing helps retention but creates
large debt. We need 95% occupancy to break even and we are currently at 70%.

e The glide-path approach will help balance the budget while we try to find a long-
term solution for the structural deficit problem.

e There is $2.6 million in cash reserves being requested as part of the glide-path
strategy which would help close the gap for this year, leaving an approximate $1
million deficit gap to solve by the campus.

e Asnapshot of Residential Life’s FY23 financials project a loss of $1.1 million if they
use all of their reserves. The MSCBA requires 5% of their prior year’s expenses in
reserves, so the University will need to transfer $1,932,482 from the operating
budget to Residential Life in FY23. Continued support for Residential Life will be
built into the budget forecast.

e Avote to approve the provisional budget today is critical to keep the University
operational on July 1.

e At the time of the Parthenon study, the University had eight months of liquidity,
but there is some concern of continuing to use reserves to balance the budget. It
was requested to provide the amount in reserves from January 2017 to a projected
amount for FY23.

e To address delays in the supply chain there is a request for $250,000 of reserves to
pay for items already ordered but not received, so current funds are not being
used.

e The new calculation for the glide path includes $2,650,8803 of reserves, which is
$600,000 higher, strictly driven by enrollment. The total request for reserves is
approximately $6,000,000, half of which relates to timing (e.g. supply chain, capital
projects), so the true draw down of reserves is $3 million.

e The map was shown of how the $1 million loss was calculated to support the glide-
path strategy for the first year (FY23).

e Over the summer, enrollment will be monitored, cabinet will develop a strategy to
close the $1 million deficit, final adjustments to the state appropriation will be
made and the final budget will be presented at the October meeting.

e  Multi-year planning financial forecast includes an analytical approach to calculate
the true projection forecast for the future, a NECHE requirement.

There being no further discussion, ROLL CALL VOTE taken:

Trustee Boudreau Yes Trustee Montemayor Yes
Trustee Jasmin Yes Trustee Sanfacon Yes
Trustee Landrau Yes Trustee Salehi Yes

Motion passed unanimously.
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Capital Budget. MOTION made by Trustee Landrau, seconded by Trustee Montemayor, to
approve the FY23 proposed capital budget as presented in the FY23 Major Capital Projects
for Facilities Plan.

Discussion: The proposed capital budget was reviewed and supported by cabinet and the
president. Board approval is needed to finish projects during the summer. This year
contingency lines were separated to forecast better and budget correctly. The next
distribution of DCAMM funding will be the same as previously received, and our project
ideas need to be submitted to them. The $1 million allocation from ARPA for campus
projects is not included in the current figures but will be presented for approval at an
upcoming executive committee meeting, together with FEMA reimbursements of COVID

expenses.

There being no further discussion, ROLL CALL VOTE taken:

Trustee Boudreau Yes Trustee Montemayor Yes
Trustee Jasmin Yes Trustee Sanfacon Yes
Trustee Landrau Yes Trustee Salehi Yes

Motion passed unanimously.

Vehicle Lease/Purchase Program. MOTION made by Trustee Boudreau, seconded by Trustee
Montemayor, to approve FY23 expenditures for the vehicle lease/purchase program, as
presented.

Discussion: Board approval is needed to obtain newer vehicles for less money. The

Parenzo planning is adding infrastructure for electric vehicles (EV). We are working with

the Department of Energy for funding options.

There being no further discussion, ROLL CALL VOTE taken:

Trustee Boudreau Yes Trustee Montemayor Yes
Trustee Jasmin Yes Trustee Sanfacon Yes
Trustee Landrau Yes Trustee Salehi Yes

Motion passed unanimously.

FY23 Sponsorships. MOTION made by Trustee Landrau, seconded by Trustee Montemayor,
to authorize the University to spend up to $30,000 in FY23 on sponsorship and/or
attendance at community events, consistent with University guidelines for the expenditure
of such funds. The University will report all expenditures made under this umbrella approval
no later than the June 2023 meeting of the Board of Trustees.

There being no discussion, ROLL CALL VOTE taken:

Trustee Boudreau Yes Trustee Montemayor Yes
Trustee Jasmin Yes Trustee Sanfacon Yes
Trustee Landrau Yes Trustee Salehi Yes

Motion passed unanimously.

There being no further business, MOTION made by Trustee Landrau, seconded by Trustee
Montemayor, to adjourn.

There being no discussion, ROLL CALL VOTE taken:

Trustee Boudreau - Left meeting at 12:59 PM  Trustee Montemayor Yes

Trustee Jasmin Yes Trustee Sanfacon Yes

Trustee Landrau Yes Trustee Salehi Yes

Motion passed unanimously.

Meeting adjourned at 1:00 PM.
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Attachments presented at this meeting:

OS5 3T AT TS®E 000 T

Minutes 4-27-22 (Draft)

FY22 Sponsorships

FY22 Sponsorships (Process Review and Recommendations from 2019)
Reserves (Summary)

Motion — FY23 Provisional Operating Budget

FY23 Provisional Operating Budget (Narrative)

FY23 Provisional Operating Budget

FY23 Provisional Operating Budget (Revised Enrollment Projection)
FY23 Provisional Operating Budget (Approved Fees)

Motion — Capital Budget

Capital Budget

Motion — Vehicle Lease/Purchase Program

. Vehicle Lease/Purchase (Memo)

Vehicle Lease/Purchase Program
Motion — FY23 Sponsorships

Secretary’s Certificate

| hereby certify that the foregoing is a true and correct copy of the approved minutes of the Westfield
State University Board of Trustees Finance and Capital Assets Committee meeting held on June 28, 2022.

Chris Montemayor, Secretary Date

Draft Minutes Pending Approval
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Travel Expenses of the President and the President's Direct Reports
July 2021 - June 2022

MICHAEL FREEMAN
MICHELLE LEDOUX
LISA MCMAHON
JULINE MILLS
TIMOTHY ROOKE

DAN FORSTER

No travel activity.

Destination and Purpose Date Amount Expense Post Date
Isle of Palms, SC: 3E (vendor) Thank you dinner. 05/26-05/27 $782.60 Airfare 6/30
$377.34 Hotel 6/30
$32.50 Meals 6/28
$53.76 Mileage 6/28
$50.00 Parking 6/28
$391.74 Rental Car/Fuel 6/30
$1,687.94 TOTAL
FORSTER TOTAL $1,687.94
RICHARD LENFEST
Destination and Purpose Date Amount Expense Post Date
Indianapolis, IN: Attend NCAA Convention as required for the 01/18-01/23 $291.40 Airfare 11/22
Athletic Director. - CANCELLED $20.00 Meals 11/22
$30.00 Registration 11/22,2/15
$341.40 TOTAL
Buzzards Bay, MA: Attend annual MASCAC conference meeting. 05/22-05/24 $295.28 Hotel 6/28
$56.50 Meals 6/16
$351.78 TOTAL
LENFEST TOTAL $693.18
GLORIA LOPEZ
Destination and Purpose Date Amount Expense Post Date
Clearwater Beach, FL: Attend American Association of State 11/04-11/07 $550.96 Airfare 10/18
Colleges and University Millennium Leadership Institute
Conference.
LOPEZ TOTAL $550.96
STEPHEN TAKSAR
Destination and Purpose Date Amount Expense Post Date
Southbridge, MA: Attend Self-Study Workshop for NECHE 10/14-10/15 $100.00 Hotel 10/18
Accreditation. $31.53 Mileage 11/08
$540.00 Registration 10/18

$671.53 TOTAL
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Travel Expenses of the President and the President's Direct Reports
July 2021 - June 2022

STEPHEN TAKSAR CONTINUED

Destination and Purpose Date Amount Expense Post Date
Ambherst, MA: Attend the Society for College and University 03/16-03/18 $27.62 Mileage 3/25
Planning (SCUP) 2022 Annual North Atlantic Regional Conference $28.00 Parking 4/14
where there will be a focus on integrated planning and its $460.00 Registration 4/14
sustainable approach.
$515.62 TOTAL
Cape Cod, MA: Attend the Massachusetts state universities and 06/15-06/17 $227.76 Hotel 4/14
community colleges annual chief financial officers and $44.00 Meals 6/30
comptrollers meeting. $128.00 Registration 5/17
$137.41 Rental Car/Fuel 6/30
$15.45 Tolls 6/30
$552.62 TOTAL
TAKSAR TOTAL $1,739.77
LINDA THOMPSON
Destination and Purpose Date Amount Expense Post Date
Cambridge, MA: Attend the Harvard Seminar for Presidents. 07/09-06/10 $878.90 Hotel 6/30/22
$54.00 Meals 6/30/22
$80.00 Parking 6/30/22
$8,275.00 Registration 6/30/21
$9,287.90 TOTAL
Southbridge, MA: Attend Self-Study Workshop for NECHE 10/14-10/15 $100.00 Hotel 10/18
Accreditation. $540.00 Registration 10/18

Boston, MA: Attend NECHE Annual Meeting.

Washington, DC: Meet with WSU donor and alumnus John Gilbert.

Indianapolis, IN: Attend NCAA Convention - CANCELLED

San Diego, CA: Attend the American Council on Education (ACE)
2022 Conference.

12/07-12/10

12/27

01/19-01/22

03/04-03/08

$640.00 TOTAL

$263.00 Meals
$589.26 Hotel
$65.00 Parking
$800.00 Registration
$1,717.26 TOTAL

$62.04 Business Meal
$17.71 Taxi
$31.10 Train

$110.85 TOTAL

$34.00 Airfare
$50.00 Registration
$84.00 TOTAL

S448.60 Airfare
$75.10 Business Meal
$1,770.10 Hotel
$330.00 Meals
$100.00 Parking
$1,000.00 Registration
$32.97 Taxi
$3,756.77 TOTAL

11/22,12/20
12/20
12/20
11/22

2/14
2/14
2/14

2/3,2/15
2/3,2/15

3/17
4/29
4/29
2/3

4/14
2/3

4/29
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Travel Expenses of the President and the President's Direct Reports
July 2021 - June 2022

LINDA THOMPSON CONTINUED

Destination and Purpose Date Amount Expense Post Date
Florida: Attend Owils in Florida Alumni Events. 03/09-03/15 $747.01 Airfare 3/17
$2,061.62 Hotel 4/14
$287.00 Meals 4/29
$100.00 Parking 4/14
$3,195.63 TOTAL
Buzzards Bay, MA: Attend Council of Presidents Retreat. 06/12-06/13 $227.75 Hotel 6/30
$227.75 TOTAL
THOMPSON TOTAL $19,020.16
GRAND TOTAL $23,692.01
ROBERT MARTIN
Destination and Purpose Date Amount Expense Post Date
Westfield, MA: Attend Board of Trustees meeting and President's  06/28-06/30 $221.16 Hotel 9/2

Leadership Retreat.

MARTIN TOTAL $221.16
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Westfield State University
Finance and Capital Assets Committee

Fixed Assets Inventory Progress Report
October 12, 2022

At the close of fiscal year 2022, Westfield State University held just under 3,900 capitalized
fixed assets on its books. Except for over 550 items which cannot have a barcode physically
attached (includes intangible items such as legacy software and comprehensive items such as
building improvements), all assets in our records have a barcode sticker affixed for
identification and inventory purposes. In addition to our capital assets, barcodes are affixed to
over 2,900 non-capitalized assets which are also maintained on our inventory records. The
inventory control office is responsible for the tagging, recordkeeping, inventory, and disposal of
all University capital assets and equipment.

The FY22 inventory report shows that 94% of our tagged assets have been physically
inventoried in the previous twelve months. Another 4% of the assets have most recently been
inventoried during the preceding twelve-month period. As for the remaining assets,
approximately 2% have not been inventoried in over two years.

As of close of FY22 (capitalized and un-capitalized)

Count | Percent | Barcoded assets Original Cost
5,893 94% | Last inventoried in past 12 months (FY22) $ 17,624,018.94
233 4% | Last inventoried in preceding 12 months (FY21) 496,136.35
118 2% | Last inventoried over 24 months ago (FY20 and prior) 158,766.50
6,244 100% | Total barcoded assets 18,278,921.79
555 Non-barcoded assets (N-numbers & buildings) 166,286,565.62
6,799 Total tagged assets, FY22 $ 184,565,487.41

As of close of FY21 (capitalized and un-capitalized)

Count | Percent | Barcoded assets Original Cost
6,038 93% | Last inventoried in past 12 months (FY21) $ 18,876,098.90
268 4% | Last inventoried in preceding 12 months (FY20) 485,176.51
173 3% | Lastinventoried over 24 months ago (FY19 and prior) 292,817.86
6,479 100% | Total barcoded assets 19,654,093.27
590 Non-barcoded assets (N-numbers & buildings) 164,769,259.04
7,069 Total tagged assets, FY21 $184,423,352.31

FY22 marks the final year of a five-year plan to transition to a $50,000 asset capitalization
threshold. From a statistical standpoint, this skews the inventory completion figures as
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recurring asset purchases (e.g. computers) that were capitalized in previous years are now
expensed in the year purchased and therefore excluded from the balance sheet. Beginning two
years ago, the above year over year comparison includes a combined inventory completion for
both capitalized and un-capitalized assets.

The inventory control office is managed by a staff member with many years of inventory
experience both on campus and in other industries. The office has one other dedicated full-
time assistant for nine weeks during the summer months. To supplement the annual inventory
completion, the Director of Accounting Operations and Staff Accountant completed several on-
campus inventories as well as managing the full off-campus inventory process. A large portion
of the annual inventory (47% of the overall 94% completed) was performed during the final two
months of the fiscal year. The most significant segments of inventory completed by the
Director and Staff Accountant during the end of FY22 were the Information Technology and
Facilities departments, where assets are scattered throughout the entire campus. In addition
to annual inventory, the inventory control manager is responsible for barcoding new assets,
review of all assets being disposed (a major internal control area), and all related data entry.

The completion of off-campus asset inventory unfortunately decreased from 91.8% in FY21 to
88.1% in FY22. With many employees still working remotely at least part of the time, off-
campus inventory was completed for the most part by employees submitting photos of the
assets in their possession and the photos were required to include the current date in the
picture itself. While this may seem unconventional, it was important to document records for
auditability that are differentiated by fiscal year. The disadvantage with photos is that scanning
is not possible with our current technology and manual entry is required. Considerable effort
continues to be expended to inventory this very small portion (6%) of overall university assets
due to them being located off-campus or otherwise mobile.

The Financial Accounting office will continue to utilize a combination of methods to complete
annual asset inventory. For off-campus assets, the primary method of inventory has shifted to
photographs documented via email, while in-person scanning will still be offered on an as-
needed basis. This combination continues to work best for the most efficient completion of
inventory. Additionally, we have begun the planning process to replace the out-of-date
scanning technology with more modern software and hardware. Our current technology
passed its end-of-life with Microsoft over two years ago and some hardware is beginning to fail.
The current hardware also lacks features and data that require much preparatory work prior to
taking inventory for areas on campus, such as printing reports that contain data not provided
on the scanning devices. This also necessitates extra visits to locations which would likely not
be necessary once inventory staff have more complete data available to them on the go.

Page 2 of 2



Westhield

STATE UNIVERSITY

Board of Trustees

October 12, 2022

MOTION

To approve the expenditure of an additional $4,000 in FY23 to procure an ambulance for the
Sports Medicine and Human Performance Department from Specialty Vehicles, Inc.

With approval from the Board of Trustees in April 2022 to purchase an ambulance for $5,000,
this will bring the total purchase price of the vehicle to $9,000 in FY23.

Robert A. Martin, Ph.D., Chair Date



Memo

To: Westfield State University Board of Trustees
From: Chris Perkins

Cc: Robert Rausch

Date: 10/3/2022

Re: Vehicle Acquisition — Ambulance (update)

e Additional Funding source
o Academic Affairs equipment budget (14000-3110)
* |dentify the fiscal year in which the purchase would be made
o FY 2023
e Reason/need for the additional funding
o Originally approved for $5,000 requested to purchase an ambulance from
Southwick Fire Department directly.
o During their purchase from Specialty Vehicle, Inc., Southwick Fire
Department traded and were credited more than the initial $5,000.
o Specialty Vehicle, Inc. had agreed to resell it to us at a new purchase amount
of $9,000.
o We are requesting an additional $4,000 in funding.
e Consequences if the request were not to be approved
o Continue to outsource to services who can provide an ambulance for a few
hours during class time.
= Utilized Westfield Fire Department (pre-Pandemic)
e Approx. $500 per 4 hour class
o only active with students for about 3 hours
= Rotating students through, might see it for 45-
60min each
e Previously scheduled for 5 nights of ambulance overview and
3 other classes to conduct the IPHC Simulations



Specialty Vehicles, Inc.

18 Commerce Blvd.
Plainville, MA 02762

Phone #: (508) 699-0616

Fax #:

(508) 699-0977

Bill To:

Westfield State University

577 Western Avenue
Westfield, MA 01085

INVOICE

Date:

Customer # :

9984

10/03/2022
1207

Customer PO # :

Sales Person:

Ship To:

Mark Hooper

Westfield State University
577 Western Avenue
Westfield, MA 01085

New Vehicle:
VIN # Year Make Model Vehicle # Manufacturer Mileage
1FDXE4FP8ADA16609 2010 Ford E450 L313310SD Life Line 0
Price of Used Ambulance Sold "As Is". $9,000.00
SUBTOTAL: $9,000.00
MPSS: $0.00
SUBLET: $0.00
FREIGHT: $0.00
TAX: $0.00
INVOICE TOTAL.: $9,000.00

Please remit payment to Specialty Vehicles Inc.




Westhield

STATE UNIVERSITY

Board of Trustees

October 12, 2022

To approve the changes and accept the newly revised Student Travel Policy (4040), as
presented.

Robert A. Martin, Ph.D., Chair Date



Section Student Affairs

Westfield State University number 4040

Policy concerning: page  1of1

APPROVED: October 2010 REVIEWED: DBeeemberOctober 202244
STUDENT TRAVEL

PURPOSE
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SECTION | - Introduction and Definitions

Introduction
Responsibility of Westfield State University

Woestfield State University is responsible for establishing travel management policies and procedures that provide
support services for authorized travelers and, at the same time, maximize the cost savings for the University.

University Administrative Policy #0390 {updated February 2009} articulates the policy, guidelines and procedures
in effect for all employees who travel on behalf of the University. This policy is intended to:

=  Ensure compliance with state and federal regulations
=  Establish guidelines for approval, control and accounting for employees who travel on Unwarsu@su S5,
=  Ensure fairness for both the traveler and the University.

University departments, at their discretion, may impose more restrictive guidelines for Qand control
reasons, but they may not be less restrictive than guidelines set forth by the University.

The Westfield State University Student Travel Policy and Procedures Manual deﬁ@ University's Student
Travel Policy, procedures and the responsibilities of student travelers and g @ for sponsoring groups,
department support staff, host department heads and area vice preside %o rovide support services for
authorized student travelers.

General Responsibility of the Student Traveler @

A student traveler on University business has the respo
which are necessary, reasonable and appropriate as th
documentation is required. Student travelers are re
Department Head or designee and may not auth
reimbursements. Student travelers are respo
accounting for any advances received orgxfe

act prudently and to only incur travel expenses,
e to the purpose of the travel, for which
0 obtain prior written approval for trave! from the host
ir own travel nor approve their own expense
r prompt submission of travel-related documents and
incurred.

Definitions

As used in this document, theﬁmwing words shall have the following meanings:
e  Area Vice President - @ s to a University officer or authorized designee.

*  Host Departmen — refers to a University department supervisor or authorized designee.

=  Department-s; ofed Travel - is any student travel/trip offered by a University department that extends
beyond e@ property.

. Domes@el - is any travel within the United States and its territories and possessions including
Guam, Pudsto Rico and the U.S. Virgin Islands.

= Employee - is any University employee, whether serving full or part-time, temporary or permanent,
compensated or uncompensated.

= International Travel - is any travel outside the United States and its territories and possessions.

=  MyWestfield — refers to the Westfield State University portal that allows members of the University
community to communicate with one another.

*  Receipt - refers to itemized proof of payment showing what was obtained, the date, and at what cost.

= Student - is any non-University employee enrolled at the University.

+  Student-sponsored Travel - is any student travel/trip offered by a University recognized student organization
that extends beyond University property.

= University - refers to Westfield State University.

4|PFa
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SECTION Ii - Policy

Westfield

STATE UNIVERSITY

Section: Student

Westfield State University Number: *
Page: ’\\C)

Policy concerning: Student Travel O

APPROVED: REVIEQ):
STUDENT TRAVEL POLICKKO

Purpose @
This policy provides the Westfield State University r%%nts and controls in connection with Department-

sponsored and Student-sponsored student travel; corporates by reference, all applicable definitions,
responsibilities, conditions, exceptions and trav&) included in the Westfield State University Student Travel

Policy and Procedures Manual.

Palicy Q
1. Authority and responsibility forapprval and control of all Westfield State University Department-sponsored

and Student-sponsored stu vel rests with the area Vice President or autherized designee.

2. While Westfield Stat@iversiw reserves the right to impose special requirements in any instance, the

procedures and c s set forth in the Westfield State_University Student Travel Policy and Procedures
Manual have a aton to all such student travel.

3. Respon@ﬂar observing the Westfield State University Student Travel Policy, requirements and controls
rests with Mee student traveler.

Review

This policy shall be reviewed annually by the Vice President for Administration and Finance.

An Education Leader and Innovator Since 1838
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SECTION Ill - Procedures

Specific Responsibilities
Student Traveler Responsibility

« Students are expected to be aware of, and comply with, the University's Student Travel Policy, procedures and
the responsibilities of student travelers as presented in the Westfield State University Student Travel Policy
and Procedures Manual available online in MyWaestfield on the Campus Life Tab in the Student Travel
Channel andalso from the Office of the Vice President of Student Affairs.

= Students are required to secure approval from the host Department Head prior to participating in any
Department-sponsored or Student-sponsored travel.

=  Students are expected to be aware of, and adhere to, travel departure times. Travelers who,m'§:tx |

connections are personally liable for any costs, however incurred, in securing substitute tr ion.

« Students are personally responsible for any injury or damage they cause to other person@ ir praoperty;
and, the University and its agents assume no liability for any such damage or inju

= Students are personally liable for any costs, however incurred, that are not includedYg the travel package as

advertised

+ Students are responsible for returning any cash advance issued by the Uﬂ@'tv in excess of
substantiated expenses within fifteen (15} days after completion of thej

= Students are expected to hehave responsibly. %‘a

= Students who violate standards of conduct set forth by University polichare subject to the procedures and
sanctions of the University Student Conduct Code. Failure to co ith University policy, procedures,
conditions and guidelines may subject a student to Universj jcial action.

Sponsoring Group Responsibility g 0

Prior to the student travel departure date, a represe
shall meet with an employee designated by the h
Student Travel Policy, procedures and the res
groups, department support staff, host
for authorized student travelers.

of student group sponsoring the travel opportunity
artment Head or designee to review the University’s
ties of student travelers, and guidelines for sponsoring
t heads and area vice presidents who provide support services

Host Department Head Responsi

When a student travel re *submltted in compliance with University policy, it is the responsibility of
the host Department H recommend the student request to the area Vice President for action.

Host Department videlines:
*  Forwar, mted STUDENT REQUEST TO TRAVEL (Appendix E) with supporting documentation {i.e.
confere workshop agenda, registration form and travel itinerary) to the area Vice President.
* Incur the least expense to the University when a selection of rooms and rates are available and to
take advantage of reduced rates by making reservations early and, to seek special rates such as the state
government or university rate.
=  Obtain the hotel’s cancellation policy at the time of booking (hotel cancellation charges caused by
failure to cancel guaranteed reservations are not reimbursable).
=  Provide the University Finance Office with a University-assigned Vendor ID number or a completed W-9 form
{Appendix 1) to enable University payment to be made directly to the hotel.
e Initiate an online BANNER REQUISITION or a REQUEST TO PURCHASE {Appendix B) to encumber University
funds where applicable.
© When University funds are encumbered for student travel, the following are the appropriate Banner
Pools and Object Codes to include on the requisition where applicable:
s Pool EE (7120): Dept. Dues/Entry Fees (Conference Registration)

6|Page
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»  Pool EE (7122): Daily Space Rental (Hotel/Lodging)
®  Pool JJ{7418*): Food Service - Off Campus {Meals)
= Pool MM (7705*): Student Transportation — Airfare/Vehicle Rental/Parking/Taxi/Tolls/Mileage
*Indicates that a Contract for Services is necessary for requisitions valued at $200.00 or more.

o The Vendor identified on the requisition will be the Student Traveler if the University is to reimburse
a student. Similarly, the Vendor may be a hotel, a professional organization sponsoring a conference,
a transportation provider or any other service provider, etc.

= Submit an AUTHORIZATION TO PAY {Appendix A) along with appropriate attachments documenting allowable
expenses approved by the Department (I.e. original invoices or receipts).

Area Vice President Responsibility

recommended by a host Department Head.

\\
Travel Conditions

AlcoholicBeverages 2

Alcohol shall not be permitted on buses or any other vehicle used in connectig epartment-sponsored or
Student-sponsored travel

Chaperones &

The University shall require at least one University empluyee}&gpany any trip which in the judgment of the

The responsibility of the area Vice President is to review and act upon each student request to travel A

University requires the presence of a professional staff membar\{he chaperone’s responsibility will be to assist
student travelers to receive contracted services and to 06 niversity-required conditions for student travel.

Conference/Workshop Registration @

= On behalf of alt approved payees, the h @:artment Head or designee shall provide the University
Administration & Finance Office wj &E dor ID number pre-assigned by the University or a completed
Form W-9 (Appendix (), or equal, Q the University to process payment.

* Conference or workshop regi iorMees are reimbursable when pre-approved by the University.

=  Fees for a guest, spouse, e @ell as extra conference activities, i.e. tours and attractions, are not

reimbursable.

Awritten Con@l@ rvices is required with vendors whenever a financial transaction is involved. Contracts

Contract for Services

shall contai information to include: performance terms; exact overall costs; hotel costs; transportation
costs; departuMgand return dates; times and locations; number of spaces provided; name of hotel(s) and public
transportation carrier(s); clear statement of refund policy; payment deadlines if applicable; the availability of
complimentary spaces; a clear statement delineating routine or special expenses not included in the price of the
trip. A copy of all contracts must be on file in the office of the host Department Head or designee. Any contract to
which the University is party must be approved and signed by a University Vice President or designee having the
authority to do so; no student, student group, advisor or other person not authorized to execute contracts in the
name of the University may make any agreement on the University’s behalf.

Defensive Driving Class

The University offers a Defensive Driving Class {DDC) free of charge to any University employee or student who
registers for it. Successful completion of the DDC is required of all students who drive University-owned, leased or

7|Page
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rented vehicles. The Defensive Driver Class is presented by University Police Officers and it includes both classroom
and hands-on training. Defensive Driving Classes are typically offered once or twice per month during the school
year. To register or to learn more about the DDC, contact University Administrative Services {413-572-5209).

Deposit Forfeit

Individuals may forfeit deposits in the event that they cancel their participation in Department-sponsored or
Student-sponsored travel and cannot find a replacement. All cancellation, refund and depaosit policies shall be
clearly stated in a contract or in some other document descriptive of the travel. A copy of the cancellation, refund,
and deposit policy, which may vary from trip to trip, must be given to each participant prior to his/her initial
deposit; and the participant is required to read and sign a copy of the cancellation, refund, and deposit policy.

Emergency Notification *

*
Any University student in receipt of information relative to a student health and/or safety emer }g&all
immediately report it to the Westfield State University Department of Public Safety (413-572 g

Immunization

immunization requirements are available online from the Centers for Dise trol and Prevention (CDC) at
http://www.cdc.gov/travel/travel.html. &K

Gratuities %

Gratuities (tips) shall be limited to twenty percent (20%). Exam@l| gratuities include (not all-inclusive)
business meals, housekeeping service, luggage assistapc us driver, etc.

Liability 6

<

Commercial General Liabilit C)
The University maintains a Commercial G iability Insurance policy, which provides liability coverage for
employees, volunteers, agents and gl(m e working for or on behalf of the University. The coverage can
provide protection in cases involvingWddily injury, property damage, and personal injury caused by the
negligence of an insured while c ing but his or her duties. There are coverage exclusions where certain

ty p es of claims are not cova .E., discrimination, personal automobile, watercraft, etc. The coverage is
afforded to individuals anyy/eg in the world. There is no restriction on where injuries or accidents may take
place, as long as the suitii @ ught in the United States. To be covered by the University's policy, individuals
on travel status mus rking in official capacity at the time of an accident. The facts and nature of the suit
will dictate whetlé verage will apply.

General Liaﬁl%
Neither the UrNersity nor any student organization assumes any financial or other responsibility for it’s or any

other person’s failure to provide, in whole or in part, any service or product in connection with any Department-
sponsored or Student-sponsored travel; nor does any University or student organization assume any financial or
other responsibility for the quality or any such service or product that it or any other person provides in
connectio n withanysuchtravel. In the case of all travel, the provision of any service or product and
the quality or quantity of any such services are the sole responsibility of the travel agency, tour operator and
other vendors of services and products. The University may in any particular case, but at its sole discretion, take
such steps as it deems appropriate to secure such vendor’s fulfiliment of any obligations undertaken in
connection with any Department-sponsored or Student-sponsored travel or to secure refunds from vendors
with respect to services or products not provided or not properly provided, but the University assumes no
obligation to take such steps and no liability in consequences of its doing so0. The University assumes no
obligation to make refunds to students in the event that any such travel is cancelled, postponed or altered.
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Travel Agency
The travel agency or tour operator (if any) shall be required to carry adequate liability insurance and/or show proof
of adequate liability coverage by insurance carriers authorized to do business in the Commonwealth.

Lodging

The host Department Head or designee and the student traveler are expected to incur the least expense to the

University when a selection of rooms and rates are available.

= The Department Head or designee is expected to take advantage of reduced rates by making reservations
early; and, should seek the special rate, such as government or university rate.

¢ The Department Head or designee shall provide the Administration & Finance Office with a Vendor ID number
or a completed Form W-9 (Appendix 1) for payments made directly to the hotel.

= The Department Head or designee should obtain the hotel's cancellation policy at the time o ing.
Hotel cancellation charges caused by failure to cancel guaranteed reservations are not f8igiguiaile.

= Student travelers may stay in a standard room, single room rate, at a non-luxury hote \

e Student travelers should be aware of the hotel's late check-in procedures.

e Student travelers should request and record the hotel reservation number in c@f billing disputes and
to expedite the check-in process.

= When traveling to a conference, the University assumes student travelersg®{l May at the hosting hotel
even if the rate exceeds a non-luxury hotel rate. If there is a choice of otels, travelers are
expected to stay at the least expensive property. If the hosting holel § ailable, personal safety should
be taken into consideration when making an alternate choice of | % Accommodations should be
suitably located and meet reasonable standards for safety, cleamliness and comfort.

« When traveling with a guest and occupying a double room e%dent traveler must indicate the
single room rate on the AUTHORIZATION TO PAY (Appe& . If there is a difference between the
single and double room rate, the student traveler js [e' sible for the difference.

*  Hotel amenities {i.e. laundry, phone calls, internet ¢ in-raom mini bar refreshments and snacks, in-
room movies, room service, spaffitness fees, etc, nsidered personal expenses and are not payable or
reimbursable expenses.

= Hotel parking is reimbursableif the trave G)taying at the hotel or attending a pre-approved event.

= Hotel room upgrades are not reimburgs @ xpenses. Student travelers may choose to upgrade a room,
but the difference in the price o gndard single room rate and the upgrade is the student traveler's

responsibility. Hotel room upgragmust be explained on the AUTHORIZATION TO PAY {Appendix A)
when submitting a student rgayest Yor reimbursement.

= Reasonable tips for luggag jftance and housekeeping service are allowed when itemized.

=  Taxes on hotel bills arﬁ ursable.

eals c@a@

ce Guidelines

Standard Me
- Standan@ﬂmllowances are not applicable when meals are included as part of a registration or other
general feel
*  Full Trave! Status: Absent from home more than 24 hours. Persons shall be reimbursed as follows for meals
when on full travel status (when absent from campus for more than 24 hours) as follows:
o Travel begins:
s Before 6:00 a.m. (entitled to a Breakfast, Lunch and Dinner reimbursement)
*  Between 6:00 a.m. & noon (entitled to a Lunch and Dinner reimbursement)
®*  Between noon & 6:00 p.m. (entitled to a Dinner reimbursement)
o Travel ends:
=  Between 6:00 a.m. & noon {entitled to a Breakfast reimbursement)
= Between noon & 6:00 p.m. {entitled to a Breakfast and Lunch reimbursement)
= After 6:00 p.m. (entitled to a Breakfast, Lunch, Dinner reimbursement)
=  Partial Travel Status: Absent from home less than 24 hours:
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|

s Travel begins: Two hours before working hrs {entitled to a Breakfast reimbursement)
»  Travel ends: Two hours after working hours {entitled to a Dinner reimbursement)
«  Meal Allowance Rates (covering actual meal expenses incurred including tips) will not exceed the following:

o Breakfast $ 8.00

o Lunch$12.00

o Dinner$20.00

o Atotal per diem of $40.00 is allowable for travel status of 24 hours or more.
Missed Connections

It is the responsibility of each student traveler to be aware of and adhere to departure times. Participants who
miss travel connections are personally liable for any costs incurred in securing substitute transportatio %

Modes of Transportation

Air Travel

The host Department Head or designee shall compare airline rates and take advantage@ Qest available

pricing for the location and date of travel. Student travelers are expected to purchase tig lowest-priced, coach

airfare.

* The University will not reimburse upgrades to Business and First Class sgz
airfare tickets is not an allowable expense reimbursement and th rejd
traveler pays the incremental difference. Free upgrades are per

Mpgrading the class of
ot permitted unless the
Lbut must be noted as such on the

AUTHORIZATION TO PAY (Appendix A) for students and on t EL REIMBURSEMENT (Appendix G)
for University employees and graduate students under stipe

= The University will not reimburse tickets purchased Wlt nt flyer miles. Frequent flyer mileage
programs should not influence the traveler's flight se or routing.

» Since cancellation fees can be substantial once bo re made, travelers are encouraged to book

as far ahead of the departure date as possible onc el plans are firm. Making airline reservations
twenty-one (21) days in advance and bookin c@ Saturday night can save up to seventy percent
{70%). Saturday night stay over is encoura%ﬁy en net savings exceeds seventy-five dollars (575) or
more. Travelers must document the sa@ r a Saturday night stay over.

« |fit is necessary to cancel a trip, r should ask the issuing agency or airline about the terms and
conditions that apply for future t

¢ Penaltiesimposed as a result gf can®eling a ticket or fees assessed for reissuing 2 non-refundable ticket
are not allowable expense ursements, except in a case where a penalty is imposed as a result of

canceling a ticket due t wversity business reasons and extenuating circumstances are documented in
writing and approve he University Administration & Finance Office.

* Lost or stolen alr ets are not a reimbursable expense. Student travelers should contact the issuing
travel agency e

needed for University business use are acquired through purchase, lease, lease-purchase, state

and federsurplus property sources and through donation. Vehicle acquisition must be recommended by a

department head/director through the budgetary process and those which are approved must be procured in

accordance with the University’'s Purchasing Policy.

o Operators may only transport passengers traveling on University business.

o Operators are subject to all state and municipal traffic laws and regulations and are personally responsible
for traffic violation penalties. The University cannot reimburse the cost of fines for traffic or parking
violations; any such fine incurred will be charged to the person to whom the vehicle was made available.

o Vehicles may be used for University business only. Pleasure riding or use of vehicles for personal business
is absolutely forbidden.

o Vehicles may not be used for out-of-state travel without prior approval of the department head.

o Misuse of a vehicle - The following are infractions of the University vehicle use policy:

»  Allowing an unauthorized person to operate the vehicle.

10|Page
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®  Driving without a valid motor vehicle operator license of the appropriate class for use of vehicle.

»  Improper parking of the vehicle, which includes the parking of vehicles in tow zones, fire lanes
and sidewalks on University property.

»  Reckless abuse of the vehicle which includes the use of the vehicle for a purpose it was not
intended and the intentional physical abuse of the vehicle.

®  Use of a vehicle for any unauthorized purpose, including personal use.

s Use of the vehicle in an unsafe or unlawful manner including but not limited to viclation of state
motor vehicle laws, failure to use and to ensure that all passengers use all available safety
equipment and operating the vehicle while impaired.

=  Personal Vehicles

o

=

=}

o]

o

=]

11/24/14

The University assumes no liability for a student choosing to ride in a private vehicle to or from any off
campus destination. Participants who travel in personal vehicles do so at their own risk.

The University does not provide insurance coverage for students operating a privately owne icle. The
owner/driver is solely responsible for automobile insurance coverage. The owner/drives wi{ll bg réponsible
for the deductible portion of the owner's/driver’s collision coverage. &

University-Owned Vehicles

purpose of each trip and the beginning and ending odometer reading.
Accidents involving University-owned vehicles - Any accident in which ersity-owned vehicle is
involved must be reported immediately to the University Departm ublic Safety.
Damage Claims to University Vehicles - Damage costs shall be paid @ department/trust fund
budget to which the vehicle is assigned. &g

t

Insurance on University-owned vehicles - The University's fleet msurance policy is primary, i.e.; it
provides full value liability and collision insurance. For ac ts involving University-owned vehicles
used for University business, the driver's personal a&n e insurance becomes secondary

t

A mileage log must be maintained for each University-owned vehicle, idean ;e date and

coverage. The driver will not be respansible for a ible while the University's primary
insurance isinplace. Itis possible tha iversity’s fleet policy limits could be exceeded in
extraordinary cases. If a student is authorizee a University-owned vehicle for business purposes
and an accident occurs while the student g the vehicle for personal business, the University's
fleet policy will not provide coverage.

Operators must be employed by, ing on behalf of, the University and have a valid driver's
license to be covered by the Ug i\ﬂn s fleet insurance policy.

Reimbursement will be allo @ odnecessary expenses, such as charges for fuel, oil, garaging,
parking fees, and toll charges.

Travelers may arrange f use of a leased/rented vehicle through the host Department Head or
designee. University va rvation information is available to University employees in MyWestfield on

n the Campus Center Channel under Campus Center Contact Information at
u/prospective-students/campus-life/campus-center/campus-center-contact-

Accident ving leased or rental vehicles must be reported immediately to the University

De, f Public Safety as well as the host Department Head or designee who arranged for the
leaswd@ orTented vehicle.

Leased/Rerital Vehicles

Damages to non-University vehicles caused by a University vehicle - Vehicle damage settlement claim
costs are to be paid from the budget from which the vehicle was purchased or assigned.

Operators shall be at least 21 years of age, hold a valid driver’s license, and have passed the University in-
house certification program and comply with all of the rules, regulations and procedures of this program.
Operators shall only transport passengers traveling on University business.

Rental Insurance - The University requires the purchase of Collision Damage Waiver {CDW] insurance
when renting a motor vehicle for University business. Vehicle insurance covered by the University
lease or rental agreement is primary, i.e.; it is required to provide full value liability and collision
insurance. For accidents involving leased or rented vehicles used for University business, the driver's
personal automobile insurance becomes secondary coverage. The host department will be
responsible for any deductible while the leased or rented vehicle’s primary insurance is in place. It is
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possible that the leased or rented vehicle insurance coverage limits could be exceeded in
extraordinary cases. If a student is authorized to use a University-leased or rented vehicle for business
purposes and an accident occurs while the student is using the vehicle for personal business, the
leased or rented vehicle insurance policy will not provide coverage. The driver's personal automobile
insurance would then be the primary coverage. The leased vehicle insurance policy becomes
secondary coverage.
*  Other Ground Transportation

Student travelers are expected to travel via the least expensive, most direct, and efficient means

available. This includes taxis, limousines, transporter services, and rail service.

o Any mode of transportation that exceeds the costs of a customary taxi charge are allowed only when
justified business reasons preclude the use of more economical mode of transportation.

o Limousine and transporter services are allowed as reimbursable expenses only if the cost is lgss than,
or equal to, the cost of a customary taxi charge; and, receipts are available to document t ense.

© Rail service as an acceptable means of transportation when financial savings are achipded.

o Students traveling to the same destination should consider sharing transportation u&kver possible.

o Taxi service is allowed as reimbursable expenses when receipts are submitted nt the expense.
Solicitation
No student may solicit or offer student trips (Department-sponsored or Stud sored) as an independent
representative of a travel agency or tour operator (see Westfield State Unj Administrative Policy #0500,
Campus Sales and Solicitation Policy).

Travel Advance %

= Prior to the date of departure, the host Department Hea &5esignee may arrange for payment to the

student traveler or Vendor in advance for the follo nses:
*  Prepayment or deposit for conference/worksh istration.
= Airfare (only in cases where airfare is an all le expense)

+  Aone-night deposit for hotel accommod@tions
= Seventy-five percent (75%) of the p @ ermined meal allowance, where allowable, for trips involving five

(5) consecutive days or more.

*  Toreceive advance payment for Q\;ersity undergraduate student, an AUTHORIZATION TO PAY (Appendix
A) must be completed and subjpitte®with acceptable receipts or documentation.

*  Toreceive advance payme % University employee or graduate student under stipend, the TRAVEL
ADVANCE PAYMENT (Ap ix F} must be submitted with acceptable receipts or dacumentation.

=  Student travelers mus ide, in advance, conference information indicating whether meals are included
with the registrati and dates & times of departure and return, in order to calculate meal allowances.
Reimburseme ryudent travel shall be consistent with Westfield State University Administrative Policy
#0300 - R ment of Personal & Petty Cash Funds.

i Stude@rs are responsible for returning any cash advance issued by the University in excess of
substantiddgd expenses within fifteen (15) days after completion of their trip.

Travel Reimbursement

*  Student reimbursement where allowable occurs after the hast Department Head or designee initiates a
BANNER PURCHASE REQUISITION or submits a REQUEST TO PURCHASE {Appendix B) followed by submittal
of an approved AUTHORIZATION TO PAY (Appendix A). Graduate students paid a stipend are considered
employees under University travel guidelines and are therefore reimbursed upon the host Department
Head or designee submittal of an approved REQUEST TO TRAVEL {Appendix D) followed by submittal of an
approved TRAVEL REIMBURSEMENT {Appendix G).

*  For meal reimbursement, when conference/workshop program documentation does not indicate that meals
are included with the registration fee, the TRAVELER MEAL CERTIFICATION STATEMENT (Appendix M) must be

12| Page
11/24/14




STUDENT TRAVEL POLICY AND PROCEDURES MANUAL

signed and submitted with the AUTHORIZATION TO PAY {Appendix A} and the TRAVEL REIMBURSEMENT
(Appendix G).
« The Department Head or designee shall submit the completed AUTHORIZATION TO PAY (Appendix A) to
reimburse an entitled student or the TRAVEL REIMBURSEMENT {Appendix G) to reimburse an entitled
graduate student under stipend, to the Finance Office, within 45 calendar days from the end date of travel.
o All reimbursable receipts claimed must be attached.
o Reimbursement will only be made for ariginal, itemized receipts. Photocopied receipts cannot be
accepted. A credit card receipt listing the total cost cannot be accepted.
o The AUTHORIZATION TO PAY (Appendix A} and the TRAVEL REIMBURSEMENT (Appendix G) which are
expected to document only allowable reimbursement requests, must be submitted in U.S. Dollars
with an explanation and translation of any international receipts and their conversions.
= When calculating conversion rates, student travelers must use the currency rates that were in
effect when the travel took place. Therefore, currency receipts should be saved and or
converting international currencies back to U.S. Dollars. By using a major credite e
traveling internationally, the conversion is cared for automatically. \\

® International Amount x Exchange Rate = U.S. Dollars O

® U.5. Dollars x Exchange Rate = International Currency Amount Q

=  Rates may be obtained from the 0 and A Currency Converter web site.

o Travel reimbursement cannot be charged to any petty cash funds.

¢  Student travelers must repay any improper reimbursement received witQifNift®en (15) calendar days after
receipt of a written notice from the University. A student who wis{t{ ypeal the audit review finding

should contact the Finance Office.
¢ U.S. Internal Revenue Service Requirements

o Toinsure that reimbursements for trave! do not becom table taxable income to travelers, the
following procedures are in effect: @

o Reimbursements and advances will be made for Un

o Travelers must provide original receipts wherf\gg

dollar amount, time, use, and business purE e )

sity business expenses only.
i reimbursement. Receipts must contain the
expenses in a timely manner, not to exceed forty-

five (45) days after the expenses are incu

o Travelers must return any advance amginf T excess of substantiated expenses within fifteen days

after completion of the trip. QE
Summary of Reimbursable and Non-rei a Xpenses
= Reimbursable Expenses (examp ot 3ll-inclusive):
o  Airfare booked at lowest availaD¥ coach fare
o Conference registratio @
o Ground transpt::rtatb%rN , bus, subway, airport shuttle, etc.)
o , single room rate, at a non- luxury hotel including all taxes
o status at current rates established by the University
o] owable will be reimbursed at the standard mileage rate established by the
t and attach a MapQuest direction page indicating destination and distance when
ileage reimbursement request on the AUTHORIZATION TO PAY {Appendix A) or
TRAWEL REIMBURSEMENT {Appendix G). Dates of travel and purpose must also be included. If
mileage is submitted for numerous travel dates, a separate sheet may be attached for each trip.
o Parking and tolls including airport and hotel parking
o Reasonable tips (20%) for business meals, housekeeping service, luggage assistance, and taxi
o Rental of a compact, economy, or mid-sized automobile or van
o VISA fees for international travel
* Non-Reimbursable Expenses (examples, not all-inclusive):
o Air travel life insurance; trip cancellation insurance
o Airline stopover charges or additional rerouting of air flight made for personal convenience
© Air-phoneusage
o Articles and/or cash stolen or lost
o Carrental charge over the mid-sized rate unless directed by a specific physical or medical reason
o Driver's license or renewal fees

13 |Page
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o Fees for personal credit cards, fees or charges including liability insurance for lost card use by
third parties.

o Gasoline and other operating expenses for personal vehicles

o Non-authorized traveler expenses i.e., spouse, children, guest, etc.

o Optional trip insurance

o Passport & passport photos

o

Personal expenses i.e., laundry/dry cleaning, toiletries, salons/barbers, city tours, golf, country
club dues, health and fitness fees, pet care, shoe shine, souvenirs, personal entertainment,
baby-sitting, hotel in-room movies, mini-bar services, newspapers, personal phone calls, and
damaged attaché or luggage.

o Traffic or parking violations and fines; court fees

o Transportation when not on travel status

o Unauthorized trips or entertainment @

Waiver

The University reserves the right to require, as a condition of any student’s participatio ;rtment -sponsored
or Student-sponsored travel, a University student (or a parent or guardian of a minor), to %ign a WAIVER (Appendix
1} of all claims against the University and its employees for liabilities that may ariseguiNgf such travel.

Exceptions s\ﬁo
Athletic Team Travel

The following Athletics Department Policy is in effect to facihtag etic team travel.
*  Varsity athletic teams travel to and return from con practices as needed) in buses and/or vans.

=  The Athletics Department charters buses annually t e University-approved bid process. Bids are
received and evaluated by the departments of and Purchasing. Bids are evaluated by a number of
written factors, price and safety being most i t factors.
o Policies and procedures established s company must be followed.
o Coaches traveling with their team onsible for leaving the bus last and making sure it is clean.

o The Athletics Department leases vans on an as-needed basis.

o Athletics Department coachesYe expected to drive all vans utilized for Athletic trips. The Department

Head or designee may malegan exception for student drivers who have successfully completed the
University’'s Defensive ourse.

Drivers must be 2 f age or older and possess a valid driver’s license.
Drivers may no mnore than 12 people plus baggage in a 15-passenger van.
Il traffic laws including speed limits.
ot exceed the maximum capacity of any vehicle.
t s required of all passengers at all times when the vehicle is moving.
Stc%bntainers may not be fixed to the exterior of any vehicle and towing a trailer is prohibited.
StudeMs may not drive on long distance trips between 12 midnight and €:00 a.m.
Teams traveling long distance are not authorized to travel more than 13 hours without stopping overnight
for at |east eight hours.
= In every travel situation, the Department Head or designee shall be aware of and pre-approve all travel.
o Safetyis the primary concern when planning student-athlete travel/trips.
o Inthe event of extreme adverse weather conditions, student-athlete travel will be postponed.
*  (Coaches travel with their team unless they are cleared by the Department Head or designee. Student athletes
must travel with their teams, portal to portal.
=  Alcoholic beverages are not allowed on any vehicle owned by, rented by, leased by, chartered by, in the
custody of, or under the control of Westfield State at any time.
*  Entry fees for away contests are paid in advance through the Banner Requisition procedure.

o00O0COO0OO0ODO0
w
i)
(]
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*  Forstudent-athlete lodging, the Athletics Department uses outside vendors to assist in locating amendable
team hotels and motels. A rooming list is submitted in advance. Telephone and movie services are turned off
in rooms so charges are not allowed. Coaches are required to submit an itinerary in advance to the Director or
Associate Director of Athletics. Team rules are explained to each team by the coach when on overnight trips.
These rules include a no guest policy and a curfew.

*  Meal money is provided by the Athletics Department for student-athletes, coaches and athletic trainers
traveling with teams.

o For trips requiring one-half day of trave!, $7.00 per person is issued.

o  For trips that requiring one ful! day of travel, $15 per person is issued ($3.00 Breakfast, $5.00 Lunch and
$7.00 Dinner).

o Atotal per diem of $20.00 a day, or more, is allowable for student-athletes traveling to participate in
National Collegiate Athletic Association (NCAA) competition.

*  For international travel, vendors are hired by the Athletics Department to book all travel outsi
continental United States for travel squads which include administrators, coaches, man tid t—
athletes, and certified or student-athlete trainers as needed.

Domestic Exchange Q

= Student traveling on domestic exchange must receive appropriate Universit ahproval by their
Department Head and the director of the Westfield State University Inte nal Programs Office prior to
departing for domestic exchange. 6

=  For all requirements and rules governing the Westfield State Unwer% mestic exchange, including the
National Student Exchange Program, visit the Westfield State U PO website and contact the director
of the Westfield State University International Programs Ofﬁ@

Education Abroad 0&

Student travelers must receive appropriate Universj oval by their Department Head or the director of

the Westfield State University International Progr ice and the area host Department Head/supervisor

prior to traveling internationally.

*  Student Passport and VISA expenses ma @ ay not be aliowable reimbursements. Students are advised to
consult with their Academic Depa d or the director of the Westfield State University International
Programs Office. q

*  Forall requirements and rules ggverfing the Westfield State University Education Abroad Program, visit the
Westfield State University | site and contact the director of the Westfield State University International
Programs Office.

Hereisa suzgr@is. Office of Management and Budget requirements for federal travel grant regulations.

Federal Grant Travel

Source: Fe ts Management Handbook, OMB CIRCULAR A-21 (Ctri+Click to follow link for complete
federaitravel ghgnt regulations) or go to http://www.whitehouse.gov/omb/rewrite/circulars/a021/a021.html.
= General
o Travel costs are the expenses for transportation, lodging, subsistence, and related items incurred by
employees who are in travel status on official business of the institution. Such costs may be charged on an
actual basis, on a per diem or mileage basis in lieu of actual costs incurred, or on a combination of the
two, provided the method used is applied to an entire trip and not to selected days of the trip, and results
in charges, and is in accordance with institution’s travel policy and practices consistently applied to
institutional travel activities.
= Lodging and Subsistence
o Costsincurred by employees and officers for travel, including costs of lodging, other subsistence, and
incidental expenses, shall be considered reasonable and allowable anly to the extent such costs do not
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exceed charges normally allowed by the institution in its regular operations as a result of an institutional
policy and the amounts claimed under sponsored agreements represent reasonable and allocable costs.
*  Commercial Air Travel

o Federal regulations prohibit the charging of business class or first class air travel to federally-
sponsored projects. Federally-sponscred trips must utilize U.S. flag carriers at the lowest available
rates. In a case where a U.S. flag domestic carrier is not available or if other than the lowest rates are
charged, a letter or notation of justification must be included with the AUTHORIZATION TO PAY
(Appendix A).

o Airfare costs in excess of the lowest available commercial discount airfare, federal government contract
airfare (where authorized and available), or customary standard (coach or equivalent) airfare, are
unallowable except when such accommodations would:
®  require circuitous routing
®*  require travel during unreasonable hours *
®  excessively prolong travel . O
»  greatly increase the duration of the flight \\
=  result inincreased costs that would offset O

*  transportation savings Q
®  offer accommodations not reasonably adequate for the medical needs of tigjraveler

o Where an institution can reasonably demonstrate ta the Sponsoring age er the non-availability of
discount airfare or government contract airfare for individual trips or, oMgn“everall basis, that it is the
institution's practice to make routine use of such airfare, specific d @1 tions of non-availability wil
generally not be questioned by the government, unless a patte%\f idance is detected. However, in
order for airfare costs in excess of the customary commercial airfahe to be allowable, e.g., use of first-class
airfare, the institution must justify and document on a case%ase basis the applicable condition{s) set
forth above.

*  Air Travel by other than Commercial Carrier S

o Costs of travel by institution-owned, leased, or @ aircraft, as used in this paragraph, includes the
cost of lease, charter, operation {including per@ costs), maintenance, depreciation, insurance, and
other related costs. Costs of travel via instit -owned, leased, or chartered aircraft shall not exceed the
cost of allowable commercial air travel, ded for above.

= Federally-sponsored project travel mu e to University travel guidelines unless the sponsor
imposes greater restrictions. &
Student Government Association (SGAZ:avel
= SGA-recognized student dg@! organizations petition SGA for travel funding. SGA-recognized student clubs
and organizations are for one hundred percent (100%}) of conference registration expenses, fifty
percent (50%) of logps penses, and fifty percent {S0%) of University van transportation expenses. Airfare
able expenses as per SGA By-Laws; however, the SGA Executive Council will act on
n funding for students attending academic conferences is available from non-SGA
ves a reimbursement process outside of SGA Finance Bylaw practices.

= SGAOffi rofessional staff members make all travel arrangements and process all payments for students
traveling on behalf of SGA-recognized clubs and organizations. Most SGA-funded travel is prepaid.

source i
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SECTION IV — APPENDIX
APPENDIX A {Form) - AUTHORIZATION TO PAY
The AUTHORIZATION TO PAY is completed by the host Department Head or designee to authorize the University

to payment a pre-approved expenditure. This form is available in the MyWestfield portal on the Employee
Resource Tab in the QOdyssey Channel under the Administration & Finance link {see Purchasing & Accounts

Payable).
WESTFIELD STATE UNIVERSITY |
AU THORIZAT'ON TO PAY ACCOUNIS PAYQBLE USE ONLY
DEPARTMENT: [N DATE:
We heraby acknowledga we are in full receipt of the goods andservices provided and you are hereby authorized to paythe
VENDOR NUMBER/NAME PURCHASE ORDER NO. VOICE NUMBER
A _ P
Name:
. A
Authernzaton snd Apgroval for PaymentAganst a Purchase Order PURCHASE ORDER C{ E? YES LI NOL]
Approval;
it DEPARTMENT HEADICHAIR SIGNATURE ~ - DATE
VENDOR REMIT 10 ADDRESS CHART W ORG ACCOUNT | PROGRAM TOTAL
w | ] 5
N 5
]
5
W H
w | S
o s
K LESS DISCOUNT-| S
O NETAMOUNT| S
[ DESCRIPTION: A ¢ A LY A NTS PAYA SE ONLY
1089:
@ Invoice Date:
Check Due Date:
O HandcheckNo:
Enclosures:
[FPURCHASE ORDERIS NOT RE D. S e 3 Teee ~ Accers Pereee v e
oeeet tawawy B33
A PURCHASE ORDERIS@ RALL FURCHASE ¥PAYMENT S OVER 5200.00
APPROVAL:
VICE PRESIDENT/PRESIDENT DAIE
17|Page
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APPENDIX B (Form) - BANNER REQUISITION OR REQUEST TO PURCHASE

T WESTHELD STATE UNIVERSITY
REQUEST TO PURCHASE RO SUGGESTED VENDOR
DEPARTMENT: so.umam | B
o
FUND({5) | P
L e S ey
CHART TUND | ORG | ACCOUNT | Fioe. ToIALS
W CONTALT: |
W Oewa Neated: | VENDORTELNO: [ }-| |-
w ==
w ] & 7| pate: Al |8 10 |6 |8 |8 |8 I§
Total J
[QUANITY | UNIT | DESCRIPTION FOR._ | TERMS:._ CORFRMATON. UNIT PRIEE
COMMENTS: TOTAL
PR AUTHORIZATION AND moy! )‘ weom
CHICK OMl ITATE AWARD MMARS ONLY: RAsquisitoner K\
e D WHTE - PUROUA LN
~ra e L/ORG N
—aMUEC CONTRACTS_____ ey Depariment % CAMANY - MSAMAT
sy L o= SIS
o PRICONTRALTY, — APPROVID
I | — \ s
i - yoed President or Vice
— HOU-CONTRACT TEM voctrrr | presidem Dms s
poCE RecieD [

O

The BANNER REQUISITION or a REQUEST HASE is completed by the host Department Head or
designee to encumber Department f % BANNER REQUISITION form is available in the MyWestfield
portal on the Finance and DevelopmeM{JTab in the REQ's and PO’s Channel under Create a Requisition. The
REQUEST TO PURCHASE form is ble in the MyWestfield portal on the Employee Resource Tab in the
Odyssey Channel under the Adrii ation & Finance link under Purchasing & Accounts Payable.

@QO
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APPENDIX € (Form) REQUEST TO TRAVEL for Employees & Grad Students Under Stipend
The REQUEST TO TRAVEL form is prepared by the University employee or graduate student under stipend who

is seeking University approval to travel. This form is available to employees in the MyWestfield portal on the
Employee Resource Tab in the Odyssey Channel under the Administration & Finance link (see Travel Forms).

WESTFIELD STATE UNIVERSITY
Request to Travel Form

Hama Thle:

Departraent:

DLIRATION K. S Eamemris

Universty vehicle Requested? [ vas [ o Departure Date: returncute .| O
Putpede of THp [inchafrg & cetaded description of the specific tenefit Lo the Univet sty
IF Bin o AR STHR IS O TSRSy N ) o i B

Colactve Baganng AtrEstoa
DT AFscME O M3¢s O APa O WonAist Profassices [1 Won-UnkChisemed [ Cantractad Empioyes 0\\

g
Category Arct Description N Estimatad Comx
Qut of Stata Travel = Aifare 7001
Oust of State Travel - rotal 002 _ N
Out of Statetravel- Meals 7003 M
& T
Ot of State Travel —-Misage 7004
Out of State Travel = Other 7008 \
v
I State Travel - meab 7008 )
In Stata Travel - Mieagn 7007
n State Travel ~ Oiher 008 (Y
Ragistration 1012 <
Tuton/Books - Undergracuats 010 r\\/
TukioyBooks - Cradate NI
Al Travel txpensas for €€ Employ |
TOTAL REQUEST
ASSUMES ALL EXPEMSES NOT AUTHORIZED ON THIS AREQUEST
By evrcuting this Megueit e traveles cartifes that hefeie it fandie arich ol Unit ity troved and eradit cond seimed palicies
wad will comply with - 0 Trovel Form warst be Rled with Proceremest st lemi firw businezy doys i advenc of deporture
ey,
I seandunce with wrpesdinres wil be rrconded in e focd yrwr during which teed scten ond shall be subjectts saeusl sudil

To S fled 0 by Area Vice President Usa
org Appeowed Amount - MOT TO EXCEED Travel Number

Fund

Troveler's - Ome
. o Chai SSuparwisor bate Presidens fvica praskient Cate
1 —

»

Ersnrd d710054°
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APPENDIX D (Form) - STUDENT REQUEST TO TRAVEL
The STUDENT REQUEST TO TRAVEL form is initiated by the University student who is seeking University approval

to travel. This form is available in MyWestfield on the Campus Life Tab in the Student Travel Channel {see Travel
Forms}).

Westfield

STATE UNIVERSITY

O

STUDENT REQUEST TO TRAVEL O

Form Use: To request student travel. [Use Regyest to Travel form for Graduate Student unQpeﬂd]
Name of Spansor (WSU Department or Student Group)

Name of Student Traveler [First, Micdle, Last)

cwipn , SSN ,00a (M

Student Status U Female, L Male, LI Commuter, | Resident Studegt, 1) tudent, iGrad Student

Current Mailing Address of Student Traveler

Cutrent Phone Number Preferr &ai dress
Purpase of Travel (if staying overnight, attach detaj am/conlerence material thowing schedule):
(.
Use check (V) to identify extent of mv:l:@thin the U.S. A, L International Travel
Destination: Primary means of Transport:
Departure Date: Q Return Date:
University Approval
rsity approval to travel This student travel request is appropriate as to
under ns of the Westfickd State purpose.

ent Travel Policy. Furthermore, by

gnature below, | acknowledge all

3 and procedures published in the current | Signature of Dept Head or Designee Date
d State University Student Travel Policy and

edures Manual and | accept all Student

Traveler responubility. This student request is approved.

Signature of Student Traveler Date Signature of Vice President or Designee  Date

An Educauon Laskes ond fenovator Since 1838

- 20|Page
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APPENDIX E {Form) — TRAVEL ADVANCE PAYMENT

The TRAVEL ADVANCE PAYMENT FORM is initiated by the host Department Head or designee to authorize a
University payment for an allowable travel expense to be paid in advance for a University employee or graduate
student under stipend. This form is available in the MyWaestfield portal on the Employee Resource Tab in the
Odyssey Channel under the Administration & Finance link (see Travel Forms).

WESTFIELD STATE UNIVERSITY
TRAVEL ADVANCE PAYMENT FORM I

NAAE: ! DEPARTAENT: | Dare:
. - = = N T=voicE NouBER
VENDOR NUMBERNAAME TRAVEL ExCUamRANCE NoO. Avtorye Tex
VEDORXD A

: AN

AUTHORIZATION AND APPROVAL FOR PAYMENT A GAINST A TRAVEL NUCMEER

AFFROVAL: _ é s
Voo et 2 78 L8 1)

NaE: |

CHART | T&0 AJCOTRT ToTaL
PanvMENT DUE DaATE: w S —
COUPANY REAIT TO ADDRESY: nnnm:@./
l® .

(}‘9
Copy Duxftoma. Whan & Yelrw- Asroam Pprth - anKO "n

@OA® e e
Q_@
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APPENDIX F ([Form) = TRAVEL REIMBURSEMENT

WESTFIELD STATE UMIVERSITY
TRAVEL REIMBURSEMENT FORM
E# A¥ i#
Banner Travel Number Banner I0 Numbed Aooounting Use Only
LESS TOTAL
Name: CHART | FUND ORG ACCT [SCRIPTI{ GRDSS AMDUNT | ADVANC DUE
00 fauiae | ~\
Steet: 7002 |owel State Hatel Y ad
DEPARTURE 7000 N7 ?
City, State & Zip: Date: 7004
Time: d o
7006
[ mevuAn 7001
[AYING FRQO RETURNING TO Date:
Holh |Home__C} Time: 3 ;
veD | vor O OV | romionBooks s Grad
c TN | vudondBlooks - Giad
K 1053 & Travel . CC Employes
TOTAL DUE $000
1 MEALS MILEABE [1] ENSES
ATIREARTaS Lmon iewtn [Ty LES = RATE ISEAL [ = savar
056
056 A
[ N
056
056
TOTAL ﬂ TOT o1 TOTAL $000)
Please complete the fokowing information i trip Is covered under snin-stat 10 Travel Form.
Please attach » copy of mesting sgenda, proof of registration, conletenc certificates, or applicable CEU  CPE certificates to this form.
In acootdanoe wth GAAP, travel sxpend will be dedinth which the travel cocurs 3nd shall be subject to snnyal audit
-
] gnize that each smployee ks responsible for 1 waste, and abuse.
| bereby costify under penalty of perjury that the % a3 Hemized are true and comect, were iIncurred by me during necessay travel In the service of the Cormimonwealth and sonlorm fully with the Travel
Rrgulstions.
Traveler's Signature 0 i Date

= =

The TRAVE@.MRSEMENT FORM is initiated by the host Department Head or designee for a University
employee or PNduate student under stipend who is seeking a travel reimbursement payment. This form is
available in the MyWaestfield portal on the Employee Resource Tab in the Odyssey Channel under the
Administration & Finance link (see Travel Forms).
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APPENDIX G (Form) — TRAVELER MEAL CERTIFICATION STATEMENT

The TRAVELER MEAL CERTIFICATION STATEMENT is initiated by the traveler attending a conference/workshop
who intends to seek a meal allowance {(where allowable) for meals not included as part of the registration fee.
This form is available in MyWestfield on the Employee Resource Tab in the Odyssey Channel under the
Administration & Finance link (see Travel Forms).

The Request To Travel Form Must include:

* lLocation *
e Start and End Dates . C)

e Hotel Information, if applicable \

* Registration, if applicable Q O

e Transportation, if applicable

¢ Meals, if applicable &

The traveler should attach to the Request To Travel Form, the K onference pagesthatare
applicable to the above categories. Please donot send II.mlu
satisfy the internal requirernents. @

documents. One ortwo pages will

!Note: If conference documentation does not ind4 @\Kat meals are included, the traveler could be
entitled to a meal allowance. The following certificajion statement mustbe signedin orderto receive
the standard mealallowancas. 0

ZIEAL CERTIFICATION STATEMENT FORM

| certify underthe penatta Aerjuwthatthe conference l attended on [l (date),

In {place)didN de any meals as part of the registration fee.
Therefore,lamen a meal allowance in accordance with the University’'s travel policy.
Traveler's Signature: Date:
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APPENDIX H (Form) — W-9

A completed Form W-3 (for a U.S5. person) or a Form W-8 {for a foreign person) is required by the University
Administration & Finance Office for purposes of IRS reporting whenever a Vendor ID number has not already
been assigned to the payee by the University. These farms are available in the MyWestfield portal on the
Employee Resource Tab in the Odyssey Channel under the Administration & Finance link (see Purchasing &
Accounts Payable).

Request for Taxpayer Sy o wouo, ca
Identification Number and Certification wmm mml

nmm gomg

Fam W"g

aaenacris Susetide WA Form
Ry, Age 0CW

KBTS |3 wis ent, 1 021 ket ﬂﬂ“!lmlﬂ‘mﬁ!’ﬂmﬁlmﬂlwﬂ’l‘.-l" 180008 METUMBON CADAGE ST

Ium AETR, ETTTITTM Gt (I Eoeels mguelon oo acY o

g AN
5 lcexreagoyan o Corvaass povey Cewopoe Trarewy T owp
E 1 Toga A0S ~ommw s SR R o 1R 0 “HOHtance SOGIEN HCTEEI oM 8 BT E=X]
3 10%8
e <y, als 53 IF 0%
4
eV ) [ T EmEl axres

B 2 For 0D SRTH, VX STINY

Note. Foe ECas BN T TR oW AT
ZAOBNMS O NEIE AniE T aTw

¥ 2ol A 3 nuTher e Hewlapel s T onpaqe 2

Taxpayer ldentification Number (TIN}

Emr vax TIND P Boraran eod PO s, TI 0 A 00N
SOCETY CLITOE (SSN). Howevel, Tor s rewdenl 5wl W procnted, cr
ahsqsroed

MMOWI AR 2O

engeny:
Cenn ana troet |

g Snten (DUNS)

&{w

%’H ldcnt-runon fumbec
TP LR L

Cartification

LTder parnxTes of parpry, | cartyy

1. T TUTSE #Dwn 0T T DX 0 oy oA ISRy

2 | an et reec D oo
Smvces (1R5] TR | I SPGB LAEE

| 8 70 kG GEie! B By WO,

1 IammUS pns gy B US.
4 1anosraty 3 CommoTaEEh
Commason

T

S AT (R e N3

s

e [ i EN wEDg B 3 nuThN B be Gaue D me), mnd

GSCp WIICKET, O[O} | K3 N DI 1KETE3 Dy T VTN Meviue
af 3 TEre 10 report B3 Serest o dhadends, o[£} e £15 rm notes me nt

—— Y8, 0 COMEMCE with e ST E¥ICs

umzmtl;wmmmuwuasmmnmuqnnmm
dvidencs o var e rebs Forras eSiXs WEMACIOM. Fam 2 Jomk

Sortyy ve TIN yix MR GPANG 18 Somrac] |
YU FRwEIng Tr anurher © be Daoed

Cate »
THtd 0 SR TR MY lmmmnfnnmmtmmn
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wema 2w 1583 oy}

T
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CITECLTIN 1 & requesier you e JuSpect A
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APPENDIX | {FORM) — WAIVER

The WAIVER form is to be completed by the student traveler and retained by host Department Head or
designee. This form is available in MyWestfield on the Campus Life Tab in the Student Travel Channel {see Travel
Forms).

Westfield

STATE UNIVERSITY

Waiver . Cﬁ

ACTIVITY DATE

1, the undersigned, in consideration of the opportunity to participate In the Universty departmenty student-
spomored ACTIVITY described abuve, do bereby release The Commmimealth of Massach Massahusetts
Board of Higher Education and Westfleld State University, together with their agents, officers, empl volunteers and

representatives, from all Bability dalns, suits or actiens for any loss, damage, injury to pe or property, or death

caused by the ordinary neqgligence resulting from, or arising out of, my participation in this . Furthermore, | do
not possess any health problens or physical Bmitatlons that 1, er my doclor feed would active participation or
the safety of other particpants.

Parsonal and Contact Infermation &K
Partidpant’s Name %mnh Date: / /

Local Address Street/City/State/Zip:

Cedl Phone: | ) UwW.1.0. Humber Emall

Emergency Contact Name: Emergency Contact Phone #: (____)

1, the participant, understand and agree; 0
. To follow safety and other instruction” by the staff n charge of the ACTIVITY.

y and not endanger other participants.

ngerous conditions to the staff in charge.

the staft in charge.

ol alcohol of drugs during the ACTIVITY

is voluntary.

reasonably necessary to engage in the ACTIVITY.

. , aotident or iness, [ give my permission to be treated by a professional medical person

and acmtted to nal f necessary.
To be the for alt medical expense that is Incurred on my behall.
th of Massachusetts permits Westfiek] State University to accept respansibility only for the acts
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rticipant shall indemnify, defend and hold harmiess the State, Westfield State University, its officers,
employees from all claims, sults, or actions of any nature grising out of my particdpation in the ACTIVITY
ver then neyligent acts of Westficld State Urdversity, Rs officers, employees, and/or agents.

t I am participating (n the ACTIVITY at my own risk and that by signing below, [ acinowledge that 1 understand
this assumgtion of risk and agree 1o the tonditions iisted above.

12,

Furthermore, | understard that ail Westfield State University student conduct regulations and procedures are in effect,

Partidpant’s Signature Date

An Education Leader amd IRnovator Soce | X35

25|Page
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Section: Student Affairs

Westfield State University Number: 4040

Policy concerning: Page: Page 1 of 2

APPROVED: REVIEWED: October 2022
STUDENT TRAVEL

PURPOSE

To define the Westfield State University guidelines to be taken in connection with
Department-sponsored and Student-sponsored travel.

POLICY

All travel by University students and advisors is to be funded according to the
Commonwealth of Massachusetts (state) laws and regulations and University policies
and procedures. The student traveler in addition to the student advisor(s) is responsible
for ensuring adherence to applicable travel policies and procedures as outlined in the
University Travel Policy (0390) and the Student Advisor Manual. All travel is contingent
on available funds.

1. All travel funds will be allocated by the Vice President for Administration &
Finance to the appropriate department cost center under the approval of the area
Vice President on an annual basis. Departmental travel expenses and student
travel expenses are limited to and shall not exceed the amount budgeted and
allocated.

2. In determining the use of travel funds, departmental and administrative area
supervisors and Vice Presidents shall consider the extent to which participating
in the travel or activity requested will primarily benefit the University and the
student.

3. Reimbursements for travel related expenses must follow all University policies
and procedures, state laws and regulations, and the applicable collective
bargaining agreements regardless of the source of funds. Travel procedures and
forms can be found on myWestfield > Documents > Administration and Finance >
Travel Information.

4. Prior to any travel, funds must be pre-approved and encumbered on a Request
to Travel Form using the travel procedures.

5. The University shall not reimburse any expenses for persons accompanying an
advisor or student on a trip (i.e. spouse, child, guest, pet, etc.).
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6. Student travel is restricted to students registered with the University and must be

approved in advance by the President or a Vice President. Such travel must
contribute directly to the student’s education or benefit the University.

In accordance with the Massachusetts Conflict of Interest Law (G.L. c.268A),
employees/advisors are prohibited from earning personal frequent flier miles,
hotel rewards, and other rewards or points during state or university funded
travel.

TRAVEL ARRANGEMENTS

All University travel shall be arranged through the Institutional Travel Manager to
include, but not limited to airfare, hotels, car rentals and conference registrations.

NON-REIMBURSABLE EXPENSES

Expenses of a personal nature, unreasonable or excessive expenditures, and those not
specifically related to the conduct of University business are not reimbursable. Types of
expenses that will not be reimbursed include, but are not limited to:

1.

2.

8.

Alcohol;

Excessive or extravagant costs (e.g. exclusive restaurants and hotels);
Personal entertainment;

Travel insurance;

Traffic, toll, or parking violations;

Insurance for a personally owned car;

Articles stolen from a personal or rental car; and

Briefcase and luggage purchases.

REVIEW

This policy will be reviewed every three years by the Vice President for Administration
and Finance and/or the Dean of Students.
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To approve the FY23 Operating Budget as presented and to authorize the President to make
budget adjustments to these funds.

Robert A. Martin, Ph.D., Chair Date
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FY23 Final Budget Assumptions

« Glide path strategy approach was implemented as presented in June; $1M
gap closed with state appropriation and reduction in benefit budget.

« Structural deficit remains at $2.65M and funded with reserves as planned.

« Day Division Enroliment has declined by 217 students:
— Freshman and transfers increased by 55 or 6%
— Returning students decreased by 310 or 12%

« Auxiliary revenue increased by $1.5M or 7% to fully offset enrollment
revenue declines due to higher occupancy and increased dining plan
participation.

« ARPA and FEMA funding now included in budget totaling $3.1M.
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10 Year Enrollment Trend

5,000
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e Budget

e A\ctual

Westfield State University

UG Day Enroliment - Budgeted vs Actual/Projected (Billed)

FY14 - FY23

—

mmemmmmesssmmmmmm Actual

FY 2014 FY 2015 FY 2016 FY 2017 FY 2018 FY 2019
4,675 4,675 4,500 4,372 4,350 4,350
4,612 4,540 4,643 4,645 4,526 4,241

e BlUdget  em——ctual

S~

Projected
FY 2020 FY 2021 FY 2022 FY 2023
4,223 3,552 3,215 2,997
3,940 3,496 3,229 2,997
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Enrollment Comparison/Projection (billable students)

FY22 Budgeted FY22 Actual FY23 October Budget FY23 Budget vs. FY22

Diff B/(W) Budget

a b =b-a d =d-a

New Freshman 784 797 13 797 13
Transfers 171 201 30 213 42
Total Freshman & Transfers 955 998 43 1,010 55
Returning 2,534 2,492 (42) 2,224 (310)
Total Fall 3,489 3,490 1 3,234 (255)
Spring Melt Rate 10% 3,140 3,141 1 2,911 (230)
Average Billable 3,315 3,316 1 3,072 (242)
Less: XRG (100) (100) - (75) 25
Full Year Average Billable Students 3,215 3,216 1 2,997 (217)

Enrollment (FTE) FY22 Budgeted FY22 Actual ;:;:IZ;(‘\IIC) FY23 October Budget FY23 B:ﬂiegte‘:s' Fy22
a b =b-a d =d-a
Graduate 608 659 51 612 3
PA 60 67 7 60 -
Undergraduate 693 642 (51) 652 (41)
Total CGCE Student FTE Conversion 1,361 1,368 7 1,323 (38)
Total UG & CGCE FTE 4,576 4,584 | 8| 4,321 (255)|

Notes:

FY23 Freshman & Transfer Students provided by the Registrar
FY23 Returning Students is an estimate based on total billable fall students.
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CGCE Enrollment Summary FY23 YTD

CGCE undergraduate students are experiencing barriers to entry:
personal finances, job changes, and family obligations.

Enrollment in education and nursing is slightly lower due to job stress
specific to those professions given post-pandemic impacts.

Internal staff turnover in CGCE recruitment functions have resulted in
lower enroliment.

Q1 Snapshot below:

Quarter Ending September 2022 Annual FY23 FY23 FY23 Budget Percent
Budget 1st Otr Budget  1st Otr Actual Var. Variance
Enrollment (FTE)
Graduate 612 272 329 57 21.0%
PA 58 58 57 @ -1.7%
Undergraduate 652 290 265 (25) -8.5%
Total 1,321 620 651 31 5.1%
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FY23 Final Budget Summary

FY22 Final Budget | FY23 October Budget Diff Incr/(Decr)

Total Revenue S 112,261,799 | S 114,662,227 | S 2,400,429
Total Expense S 114,080,785 | S 121,807,837 | S 7,727,052
Unadjusted Net Profit/(Loss) S (1,818,986)| S (7,145,609)| S (5,326,623)
Revised Structural Deficit S (2,883,584)
Net Profit/(Loss) S (4,702,570)| S (7,145,609)| S (5,326,623)
Reserve Funding:

Planned Use of Reserves 950,958 2,983,610 2,032,652

Capital Rollover 868,028 1,511,196 643,168
Total Use of Reserves S 1,818,986 | S 4,494,806 | S 2,675,820
Structural Deficit Offset S 2,883,584 2,650,803 (232,781)
Adjusted Surplus/(Deficit) - S - S -

The FY23 structural deficit of $2.65M was offset by use of reserves approved as part of the Glide
Path Strategy.
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FY23 Final Budget by Trust Fund

Total Revenue

Total Expense and Transfers

Net Revenue over Expense

Planned Use of Reserves
Capital Rollover
Glide Path

Total Use of Reserves

Net Surplus/(Loss)

Operating Innovation FEMA Reimb. ARPA Capital Residential Dining Other
Budget Fund Funds Funding Grants  Project Fund CGCE Life Services Trust Funds | FY23 Budget
72,303,976 800,000 - 1,908,352 1,678,737 - 12,140,783 15,477,267 9,303,938 1,049,175 | 114,662,227
74,856,105 800,000 1,269,232 1,908,352 1,759,183 1,511,196 12,215,783 16,498,865 9,303,938 1,685,182 | 121,807,836
(2,552,129) - (1,269,232) - (80,446) (1,511,196) (75,000) (1,021,598) - (636,007) (7,145,609)
922,925 1,269,232 80,446 75,000 - 636,007 2,983,610
1,511,196 1,511,196
2,650,803 2,650,803
3,573,728 - 1,269,232 - 80,446 1,511,196 75,000 - - 636,007 7,145,609
1,021,598 - - - - - - (1,021,598) - - -

Campus Transfers:
« Dining Contribution to the Operating Budget, $1.3M

« CGCE Contribution to the Operating Budget, $2.75M
« Operating Budget Transfer to cover Residential Life Deficit $1.1M
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FY23 Provisional vs. FY23 Final Budget Crosswalk

June Provisional Budget Deficit $ (1,060,014)
Permanent Adjustments
Add'l State Appropriation S 1,261,164
Lower Tuition & Fee revenue due to enrollment decline (862,223)
Incr. Residential Life revenue due to higher occupancy 795,879
Incr. Dining revenue due to higher meal plan participants 753,513
Increase to Compensation (CBA offset by fringe benefit reduction) (128,234)
Total Permanent Adjustments S 1,820,099
Temporary Adjustments
Incl. ARPA Funds (Restricted for Capital & Covid) 990,000
Incr. to Other Trust Fund Revenue 217,061
FEMA Spending Plan; 1-time reimbursement funds (1,269,232)
ARPA Funds; Capital Project Expenses (1,000,000)
Dining Service Expense; higher MPP (753,513)
All Other Minor Adjustments (101,004)
FY22 FEMA Reimbursement Rollover 1,269,232
Reduction in Other Trust Fund Rollover Requests (161,669)
Rollover Adjustments 49,040
Total Temporary Adjustments S (760,085)
FY23 Final Balanced October Budget S -
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FY23 Final Glidepath Deficit Strategy

Deficit (5,301,605)
Glide Path:
50% Board Reserves (2,650,803)
50% Campus (2,650,803)
Glide Path Position Reductions (1,590,788)
Campus Remaining to Solve (1,060,014)
Additional Unplanned Appropriation 641,380
Fringe Benefit Offset 251,793
Reduce Unused Payroll Allowance 166,841
Remaining Deficit -

westfield.ma.edu Westﬁeld
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Summary

« FY23 Structural deficit is $2.65M, offset with use of cash
reserves, consistent with glide path strategy.

« Lower enrollment continues to have a negative effect on
resources; anticipate similar challenges in FY24.

« It's critical for the campus to focus on innovative
approaches to enroliment, retention, branding and
marketing, and exploring alternative revenue generation.

* Begin FY24 Budget Planning with results from FY23,
Updated Enrollment Projection, and Scenario Modeling

westfield.ma.edu Westﬁeld
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FY24 Budget Assumptions and Timeline
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FY24 Budget Scenario Planning Assumptions

FY24 Major Planning Assumptions

Revenues

e Enrollment — still under discussion but assuming flat first time first year, expanded graduate and CGCE.
5 Year Goal to Increase Headcount by 2,000 students.
e Cost of attendance with a range of 3.0% - 4.5% (CPI for last 12 months through August is 8.3%).
o Consider differential fee structure for high demand programs
o Assumes limited academic/lab fee increases for specific courses/degrees
o Reviewing potential of Technology and Capital Fee Increases
e State Appropriation — flat, except for FY23 supplemental appropriation.
e CGCE contribution funding to remain fixed at $2.75M.
e Investment income — align budget to actual and adjust for policy allocation (FY23 - S700k).
e Dining program contribution to remain at 13% of meal plan revenue.
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FY24 Budget Scenario Planning Assumptions

Expenses

e Limited strategic plan investment funding.

e Fund Innovation Budget - $700k estimated.

e Shift financial aid funding to discount rate model; increase to a within a range of 13% - 14% next year.

e Department Operating Budgets —assume no across the board increase.

e Expect Utilities to Increase by 20% or $1.0M

e Fund mandatory contractual increases for services, facilities, and technology contracts.

e Salary Increases — assume non-collective bargaining expense increases (NUP’s, CBA shortfall,
auxiliaries, CGCE).

e Benefit Rate - assume historical average annual increase over prior year or Comptrollers projection.

e Residence life — Expect continued deficit ($3.0M-54.0M) due to an increase in MSCBA assessments and
occupancy challenges.

Reserves

e (Capital Projects — Rollover funding for capital projects not finished by year end.
e Assume Glide Path Strategy and Limited use of reserves to support operations.

westfield.ma.edu Westﬁeld
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Current CPI-U as of August 2022 — 8.3% over prior year

Consumer Price Index, 12 Mo. % Change

23.80%

11.40%
8.30%
' .
All Items Food Energy All Items Less

Food and Energy
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FY23 Budget Timeline

Board of Trustees - FY24 Budget Planning Timeline

October 2022

Preliminary Planning Assumptions — General Consensus
Budget Planning Calendar Distributed

December 2022

Review Preliminary Financial Scenarios
Review Enrollment Projection
Discuss Strategy for Efficiencies and Restructuring

Update Five-Year Forecast

February 2023

Approve Fee Recommendations (based on parameters)

April 2023

FY24 Budget Update

June 2023

FY24 Provisional Budget Approved
FY24 Capital Budget Approved

October 2023

FY24 Final Budget Approved
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Q&A
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Westfield State University
Finance and Capital Assets Committee

FY23 Operating Budget

Summary of Changes from Provisional to Final Budget
October 12, 2022

Executive Summary

At the June 2022 Board of Trustees meeting, the University proposed a FY23 Provisional Budget
to allow more time for better information on key metrics such as enrollment, occupancy, and
meal plan participation as well as state appropriation. Following the Glide Path strategy, most
of the projected deficit was reduced. The FY23 Provisional budget projected a remaining net
deficit of $1.06M, with a commitment to provide a “final” balanced budget at the October
Board of Trustees. The focus of this document will be to explain updates on key revenue and
expense changes and major variances from the FY23 Provisional Budget to the October Budget
in order to approve the FY23 budget. Materials from FY23 Provisional budget are attached for
reference.

The campus was able to present a balanced FY23 October Budget due to several key factors.
First, the state received additional appropriation of $641k and was able to realize a directly
correlated fringe benefit reduction of $251k. Second, the campus also reduced a payroll
allowance of $166k to cover projected funding gaps related to collective bargaining increases,
as the state does not cover the full cost. While the campus is able to present a balanced budget,
enrollment challenges continue to have a significant impact on revenue. Tuition and fee
revenue declines were offset by higher than planned occupancy rates and dining plan
participants.

Enroliment

Annual average enrollment in terms of billable students is anticipated to be 2,997, which is 218
students lower than the prior year budget of 3,215, a 7% decline. The campus utilizes an
average annual enrollment by semester and factors in historical average declines from fall to
spring to arrive at an annual projected total. Enrollment continues to be an ongoing concern,
especially given the multi-year impact on lower fall enroliment. Overall, since the peak
enrollment of 4,645 in FY17, day student enrollment has declined by 1,648 or 35% based on the
FY23 revised budgeted enrollment.

Revenue

Revenue has increased from the FY23 Provisional Budget to the FY23 October budget by $3.1M.
Major changes are as follows:

* $1.26M Additional State Appropriation due to state funding of FY23 CBA and additional
unplanned appropriation as explained above.
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* S$1.5M Residential Life & Dining revenue due to higher occupancy and meal plan
participants. In a recent MSCBA residential hall market analysis of rental rates, WSU’s
average housing rate of $8,300 was more competitive than the cost of off campus
housing.

* S990k Increase due to ARPA funding for Covid expenses and capital projects.

* (5862k) decrease to Tuition & Fee Revenue driven by lower enrollment.

Expenses

Expenses have increased from the FY23 Provisional Budget to the FY23 October budget by
$3.2M. Major changes are as follows:

e S$1.29M of FEMA reimbursement Funds received in FY22 which are to be rolled over in
FY23 to provide one-time funding to support marketing, recruitment, strategic
initiatives, and innovation.

* S$1.0M Increase to Capital Projects which are being funded by ARPA funds.

» S753k Increase to Dining Program Expenses driven by higher service level requirements
and food costs related to additional meal plan participants.

Reserves

The overall campus use of reserves has increased from the provisional budget by $1.1M mainly
due to $1.3M of FEMA reimbursement funds received in FY22 that will be utilized in FY23 to
support marketing, recruitment, strategic and innovative initiatives. Actual reserve availability
was also trued up based on year end activity with only minor changes. Despite the planned use
of reserves, the year over year growth in cash reserves from FY22 is greater than the planned
use of reserves requested for FY23.

Summary

Revenue growth through enrollment and alternative revenue sources continues to be one of
the highest campus priorities as we continue to navigate a highly competitive landscape. The
campus Glide Path Strategy was crucial for balancing the FY23 October Budget. However, the
Glide Path Strategy relies on enrollment growth or alternative revenue streams to be
successful. Enrollment continues to decline, having a multi-year compounding effect on
revenue.

Several strategies have been employed to support revenue growth including the creation of the
Innovation Fund and the use of FEMA reimbursement funds. However, return on investment is
not expected to be immediate and may take some time.

It’s imperative that the campus continue to collaborate and work as a community to achieve
the permanent savings required to fully close the structural deficit while also working on
increasing revenue through enrollment and alternative means. The campus will need to
continue to focus on innovative approaches to enrollment, retention, branding and marketing,
exploring alternative revenue generation.
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Westfield State University

10/4/2022

FY23 October Budget
Year over Year Comparison
FY22 Final Budget | FY23 October Budget | $-Fav/(Unfav) | % -Fav/(Unfav)
Revenue:
State Appropriation 31,988,905 35,404,926 3,416,021 11%
Total Tuition/Fee Revenue 36,100,094 34,813,216 (1,286,878) (4%)
Foundation 839,000 1,065,500 226,500 27%
Grant Revenue 1,535,937 1,678,737 142,800 9%
Other Revenue 2,645,783 2,869,509 223,726 8%
CGCE 12,024,757 12,140,783 116,026 1%
Residential Life 14,659,945 15,477,267 817,322 6%
Dining Services 8,799,412 9,303,938 504,526 6%
Covid Related Grants 3,667,966 1,908,352 (1,759,614) (48%)
(HEERF / ARPA)
Total Revenue S 112,261,799 114,662,227 | $ 2,400,429 2%
Expense:
Compensation 43,040,061 44,804,892 1,764,831 4%
Fringe 5,043,794 4,682,228 (361,566) (7%)
Department Operations 14,542,147 15,205,475 663,328 5%
Strategic Investments 351,581 372,581 21,000 6%
Financial Aid 4,299,221 5,158,621 859,400 20%
Debt Service 2,099,258 1,481,315 (617,943) (29%)
FEMA Reimbursement Funds 1,269,232 1,269,232
Contingency 650,000 629,000 (21,000) (3%)
Capital Investments 2,575,000 3,575,000 1,000,000 39%
CGCE 8,768,566 9,465,305 696,739 8%
Residential Life 16,270,859 17,635,468 1,364,609 8%
Dining Services 7,677,659 7,961,754 284,095 4%
Utilities 2,370,619 2,833,500 462,881 20%
All Other 4,610,169 5,825,116 1,214,946 26%
Covid Related Expenses 3,667,966 908,352 (2,759,614) (75%)
UEAAC Savings (1,886,114) - 1,886,114 (100%)
Total Expense S 114,080,785 121,807,837 | $ 7,727,052 7%
Unadjusted Net Profit/(Loss) ) (1,818,986) (7,145,609)| $ (5,326,623) 293%
Revised Structural Deficit S (2,883,584)
Net Profit/(Loss) S (4,702,570) (7,145,609)| S (5,326,623) 113%
Reserve Funding:
Planned Use of Reserves 950,958 2,983,610 2,032,652 214%
Capital Rollover 868,028 1,511,196 643,168 74%
Total Use of Reserves S 1,818,986 4,494,806 | $ 2,675,820 147%
Structural Deficit S 2,883,584 2,650,803 (232,781) (8%)
Adjusted Surplus/(Deficit) - - S -
FY23 October Budget - FINAL DRAFT MRF



Westfield State University
FY23 October Budget

PLANNING ASSUMPTIONS:

FY22 Final Budget = FY23 October Budget $-Fav / (Unfav)
Revenue Assumptions
Billable Students 3,215 2,997 (218)
% Change YoY -9.5% -6.8%
Housing Students 1,769 1,788 19
% Change YoY 32% 1%
Occupancy Rate 73% 75%
In-State Tuition and Fees Incr. 0% 3.4%
General Fee Increase - 322 322
Residential COA Incr. (weighted avg.) 3% 3%
State Appropriation as % of Revenue 28% 31%
Investment Earnings 325,000 S 115,000 (210,000)
Operating Reserve / Contingency 650,000 S 1,898,232 1,248,232
Expense Assumptions
Strategic Plan Funding 100,000 S 121,000 21,000
Financial Aid Increase 200,000 S 700,000 500,000
UEAAC Savings 1,700,000 S 1,400,000 (300,000)
‘ Overhead Contributions
Dining Contribution 1,121,753 S 1,342,184 220,431
CGCE Contribution 3,256,191 S 2,750,478 (505,713)
‘ Net Results
CGCE Surplus - - -
Residential Housing Deficit (1,610,914) (2,158,201) (547,287)

Dining Deficit

FY23 October Budget - FINAL DRAFT
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Revenue
Scholarship Allowance
Tuition and Fees
Federal Grants and Contracts
State Grants and Contracts
Private Grants and Contracts
Residence Fees
Dining Fees
FEMA Reimb.
Other Operating Revenues
Commissions
State General Appropriations
Foundation Support
Innovation Fund
Investment Income

Total Revenue

Expenses
Personnel

Fringe Benefits

Operations

Strategic Investments

Utilities

Debt Payments

FEMA Reimb. Spending Plan

Operating Contingency

Capital Projects

Scholarships

Transfers

MSCBA Assessment

Innovation Fund Expenditures

ARPA Grant for Covid Expenses
Total Expense and transfers

Net Revenue over Expense
Planned Use of Reserves
Capital Rollover

Glide Path

Total Use of Reserves

Net Surplus/(Loss)

Notes:

Westfield State University
FY23 Detailed Budget by Trust Fund
OCTOBER BUDGET

Operating FEMA Reimb. ARPA Funding Capital Residential Dining Other

Budget Innovation Fund Funds Covid Grants Project Fund CGCE Life Services Trust Funds| FY23 Budget
(11,520,448) (11,520,448)
34,813,216 12,140,783 120,000 47,073,999
1,908,352 8,161,185 10,069,537
4,885,000 4,885,000
153,000 - 153,000
15,251,805 15,251,805
9,303,938 9,303,938
594,502 185,462 929,175 1,709,139
310,832 40,000 350,832
35,404,926 35,404,926
1,065,500 1,065,500
800,000 800,000
115,000 115,000
72,303,976 800,000 - 1,908,352 1,678,737 - 12,140,783 15,477,267 9,303,938 1,049,175 114,662,227
44,804,892 309,500 3,596,931 2,194,132 2,274,990 54,166 53,234,611
4,682,228 126,324 1,562,003 919,122 922,552 23,266 8,235,495
15,205,475 974,913 4,231,371 2,320,785 4,223,107 1,548,309 28,503,960
372,581 372,581
2,833,500 1,952,470 4,785,970
1,481,315 541,105 2,022,420
1,269,232 1,269,232
629,000 - 19,441 648,441
1,000,000 4,086,196 - 5,086,196
5,158,621 268,000 75,000 89,395 - 40,000 5,631,016

(311,506) 80,446  (2,575,000) 2,750,478 (1,286,603) 1,342,184 -
10,309,563 10,309,563
800,000 800,000
908,352 908,352
74,856,105 800,000 1,269,232 1,908,352 1,759,183 1,511,196 12,215,783 16,498,865 9,303,938 1,685,182 121,807,836
(2,552,129) - (1,269,232) - (80,446) (1,511,196) (75,000) (1,021,598) - (636,007) (7,145,609)
922,925 1,269,232 80,446 75,000 - 636,007 2,983,610
1,511,196 1,511,196
2,650,803 2,650,803
3,573,728 - 1,269,232 - 80,446 1,511,196 75,000 - - 636,007 7,145,609

1,021,598 - - - - - - (1,021,598) - - -

1. Other Operating Revenues consist of parking, application fees, phone fee, non-credit program revenue and other miscellaneous fees
2. Transfers represent the movement of cash from one trust fund to another
3. Planned Use of Reserves may require minor adjustments following year end accounting validation
4. UEAAC Savings of $1.4M is integrated into the Provisional Budget

FY23 October Budget - FINAL DRAFT
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Westfield State University
Finance and Capital Assets Committee

FY23 Provisional Operating Budget
June 22, 2022

OVERVIEW

The past few years have presented several challenges for our campus, and higher education in
general, that have had a direct impact on the financial operations of the university. The impact
of the Covid-19 pandemic still lingers but has improved significantly. The current enrollment
climate is challenging due to the demographic impact, ability to increase retention and shifting
demands for new programs and certificates. This has created a highly competitive higher
education landscape not only in Western Massachusetts, but many parts of the country.
Certain key economic factors such as inflation, supply chain issues, and a labor shortage have
placed significant financial pressure on the campus, having the greatest impact on Facilities and
Dining Operations who more heavily rely on labor and the delivery of goods/services. While the
Dining Services program can scale more easily, Residential Life has a higher degree of fixed
costs making it harder to scale the program.

The work of the UEAAC Committee saw progress in FY22, with the Academic Affairs Restructure
plan complete, the Office of Strategic Finance and Institutional Planning established, integration
of AIS and IT Operations, and the hiring of a JEDI Officer to name a few. Total savings of
approximately $1.4M has been fully integrated into the Provisional Budget Model. The campus
is hoping to receive additional state appropriation of $751k above what was budgeted in FY22
as well as appropriation to cover a majority of collective bargaining increases. FY21 and FY22
compensation and related appropriation are now included in the Provisional Budget. Final FY23
collective bargaining agreements (CBAs) and related appropriation funding will be included in
the October Final Budget after increases are completed and the Commonwealth passes a FY23
budget this summer.

A critical element to partially closing the structural deficit is the Glide Path Strategy, which
relies on a 50/50 split for a draw on use of cash reserves as well as the equivalent in campus
budget reductions. The campus has held back funding on several vacant positions in order to
partially meet its obligation for the Glide Path Strategy. To date, the campus has solved
approximately $1.6M. The structural deficit is currently projected at $5.3M. The current
projection indicates there would be an additional enrollment decline of 174 students, which is
factored into the Provisional Budget. The most recent projection is based on a point in time
data on registered students, transfers, and first year freshman deposits. It’s important to note
that the Glide Path Strategy relies on a multi-year improvement to enrollment, retention and
other revenue gains in order to lower cash reserve draw downs in future years.

The Provisional Budget reflects that the campus has solved a portion of its structural deficit, in

FY23, with $1.0M remaining unsolved, based on more current enrollment data. This was
accomplished by holding back funding from vacant position lines. Campus leadership will
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undertake a further review of budget alternatives to bring the budget back into balance over
the summer months.

PROVISIONAL BUDGET PLAN FY23

Developing a FY23 Provisional Budget was determined to be necessary since many key planning
elements such as enrollment and state appropriation are still shifting and not certain.
Furthermore, while it seems we are moving past the most difficult phases of the Covid-19
pandemic, enrollment still remains challenging and continues to decline. The glide path will
allow the university more time to plan for and implement marketing, branding and offer new
programs and educational opportunities.

e The FY23 Provisional Budget reflects a total remaining deficit of $1.06M which is comprised
of a $0.04M operating deficit and a $1.02M deficit in Residential Life following a campus
transfer of $1.9M to ensure proper MSCBA required reserve funding. UEAAC permanent
reductions of $1.4M (20% of the projected $6.9M) have now been fully realized in order to
close part of the structural deficit. Further UEAAC savings are unknown at this time.

e Enrollment continues to trend downward resulting in a continuation of a structural deficit.
The campus is planning for enrollment of 3,073 billable students on a full year average
basis, which is a reduction of 174 students from the April Planning Scenario of 3,250 and
142 students (or 4.4% fewer) from the FY22 Budget of 3,215. This will have a compounding
affect as smaller cohorts of incoming classes progress toward graduation. The FY23
Provisional Budget Model reflects year over year net Tuition and Fee decline in revenue of
$.04M mainly due to significantly lower enrollment which is partially offset by an increase
mandatory in-state tuition and fees of 3.2%.

e Federal Funding - HEERF Il funds of $2.8M are expected to convert to reserves (a
combination of unspent HEERF funds and final HEERF payments in FY22). The campus is
also anticipating $1.6M of reimbursement for prior year Covid-19 related expenses through
the FEMA program, an undertaking which took over a year of effort by several departments
in Division of Administration and Finance. If the FEMA reimbursement is received in FY23,
the campus will place those funds in a contingency account for utilization to be determined
by the President. Federal funding will not offset the ongoing structural deficit as funds are
considered one-time only whereas the structural deficit reflects the ongoing result of lower
enrollment and increasing expenses over time.

e American Rescue Plan Act (ARPA) - State funding of $3.5M is expected to be received by the
campus as follows: FY23 $1.9M to be utilized to offset Covid-19 related expenses and for
maintenance projects, (which are the required uses of those funds by law) and $1.6M in
FY24 for same purposes.

e Financial challenges are significant in Residential Life and Dining Services, as expected, due
to the overall enrollment impact. Occupancy is projected to be only 70%, with 1,690
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students expected to live on campus, versus design occupancy of 2,397. Given that a
majority of expenses in Residential Life are fixed in the form of MSCBA debt obligations,
cost containment strategies are challenging for housing operations. Residential Life is
currently projecting a total deficit of $2.9M and will require an additional $1.9M in funding
from the campus operations in order to fully fund the projected loss and MSCBA required
reserve balance, which is 5% of prior year expenses. Breakeven occupancy targets are
estimated between 90% - 95%. The flat room pricing structure was implemented and is
considered successful as housing prices on campus are now competitive with rental
markets. If the campus cannot recover occupancy to its breakeven targets, strategies will
be required to ensure financial stability and the campus will have to continue financially
supporting the residential program.

As of the timing of this writing, the campus made a decision to close Dickenson Hall this fall
in order to achieve financial savings with regards to staffing by way of not filling vacant
positions, and cleaning and utility costs. This decision was triggered by lower occupancy in
residential students and does not affect returning students. A financial assessment of cost
avoidance is being developed, but is not yet finalized.

The President’s Innovation Fund offered the campus an opportunity to submit ideas that
support return on investment, cross-functional collaboration, and alignment to the campus
mission statement. The Innovation Fund Work Group received 12 applications and was able
to approve 4 of those applications. Return on Investment (ROI) has not been integrated
into the Provisional Budget Model as the timing of decisions did not coincide with planning,
however, ROl is expected to be integrated into the October Final Budget for those initiatives
that anticipate ROI within FY23.

Dining Services participation rates follow enrollment and occupancy levels. Currently, it is
expected to contribute $1.3M to the campus to support their overhead costs. All residential
students are required to participate in one of several dining options. Unlike residential life,
dining expenses are more variable and based on staffing and food costs which has
experienced significant pressure due to high inflation and significant labor shortages. A
stable level of staffing is required to properly service the projected residential population.

The campus is anticipating approximately S0.9M in COVID related expenses, such as the
need for temporary staff, PPE, academic technology, COVID-19 testing, and sanitization
supplies still remain necessary. The campus is expecting to utilize ARPA funding to offset
covid related costs, which will result in a budget neutral impact to the Provisional Budget.

CGCE has merged certain some administrative positions with the Day Division as part of the
UEAAC recommendation, however, for planning purposes, the FY23 Provisional Budget
assumes steady state in alignment with fiscal treatment as in previous years, since the
merge of financials has not been completed. Revenue is expected to be relatively flat year
over year at $12.1M, which represents a minor increase of $0.1M, mainly due to graduate
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credits. It is assumed that CGCE will contribute $2.78M to the campus, in support of
overhead costs, which includes $300k related to UEAAC savings on APRs.

FY23 BUDGET BALANCING STRATEGY

When factoring the most recent enrollment projection, the campus has only partially reduced
the $5.3M structural deficit, with $1.06M remaining. Significant progress has been made, but
the Cabinet will be evaluating potential strategies to balance the FY23 structural deficit over the
summer months and heading into the fall. The structural deficit projection will be updated
once more accurate enrollment and state appropriation amounts are known.

SUMMARY

The FY23 Provisional Budget was developed in order to support critical operations and
opportunities, as several critical planning elements still remain uncertain. Key revenue
indicators such as enrollment and state appropriation will be better known as we approach the
fall, at which time the campus will develop a final budget in October. The campus continues to
carefully evaluate the balance between affordability, enrollment, and strategic investments
while striving to balance the budget, however, the sharp and continued declines in enroliment
continue to present a significant financial challenge for the campus. The campus will continue
to work toward meeting its obligation for the Glide Path strategy to close the structural deficit
in the Final October FY23 budget.
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MULTI-YEAR FINANCIAL FORECAST FY24-FY28 - UPDATE

In the spring, the campus began updating the multi-year financial forecast, FY24 — FY28, with
key units across campus. The goal is to develop a longer-term financial plan to coincide with
market conditions, academic program offerings, resource allocation and campus growth
strategies.

There are several forecasting methods commonly used in multi-year financial planning: Straight
line, which applies constant growth rates, moving average, which relies on patterns in financial
results to predict future revenues and expenses, and bottoms up, which relies on analytically
based financial and metric inputs. The Office of Strategic Finance and Institutional Planning has
initiated the development of a bottoms up, analytically based multi-year financial forecast for
the campus by integrating projections on key metrics such as inflation, enrollment, occupancy,
and meal plan participation rates. SFIP also involved several units on campus to participate by
providing operational business intelligence about key plans for future spending, debt service,
and known escalations or savings on key budget line items. Several assumptions were also
made based on reliable historical data and are subject to change.

The campus will be shifting its financial aid model to a discount rate strategy vs fixed budget
strategy in order to remain competitive. A multi-year financial aid strategy is being developed
by Enrollment Management to implement this new approach which will become a part of the
Multi-Year Financial Forecast starting with FY24.

At the present time, the campus Financial Model is designed as a roll forward with the ability to
develop a forecast through FY28 with several components being formula driven by metrics and
related rates and other inputs being backed by analysis. To complete the multi-year forecast,
the Academic Affairs Master Plan, return on investment from the Innovation Fund, financial
outcomes from the President’s Strategic Vision & Marketing plan, and more accurate
enrollment counts on average billable students must be integrated. Once those key pieces of
information are made available, the forecast will be updated and is expected to be finalized to
coincide with the October Final Budget presentation. Campus goal will be to utilize a rolling
multi-year forecast approach and integrate this process into the overall campus planning
structure so that an updated forecast is developed annually.
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Westfield State University
FY23 Provisional Budget

FY23 Provisional Budget

Year-Over-Year Comparison

FY21 Budget FY22 Budget April R:::r:r-nl;lrr:::e p $-Fav / (Unfav)  %-Fav / (Unfav)
Revenue:
State Appropriation 26,516,934 31,988,905 31,988,905 34,143,763 2,154,857 6.7%
Total Tuition/Fee Revenue 40,121,046 36,100,094 37,705,755 35,675,439 (424,655) (1.2%)
Foundation 445,000 839,000 839,000 1,065,500 226,500 27.0%
Grant Revenue 1,591,550 1,535,937 1,535,937 1,678,737 142,800 9.3%
Other Revenue 2,721,655 2,645,783 1,883,064 2,652,447 6,665 0.3%
CGCE 11,809,587 12,024,757 12,140,783 12,140,783 116,026 1.0%
Residential Life 9,692,044 14,659,945 15,477,267 14,681,387 21,442 0.1%
Dining Services 5,197,401 8,799,412 7,967,013 8,550,425 (248,987) (2.8%)
Covid Related Grants
(HEERF & ARPA) 3,667,966 i 918,352 (2,749,614) (75.0%)
Total Revenue $ 98,095,216 | $ 112,261,799 | $ 109,537,724 | $ 111,506,833 | $ (754,965) (0.7%)
Expense:
Compensation 42,004,728 43,040,061 44,165,017 44,317,517 (1,277,456) (3.0%)
Fringe 6,618,501 5,043,794 5,742,796 5,041,369 2,425 0.0%
Department Operations 11,769,893 14,542,147 15,047,432 15,243,229 (701,082) (4.8%)
Strategic Investments 370,685 351,581 451,581 372,581 (21,000) (6.0%)
Financial Aid 3,820,771 4,299,221 5,088,621 5,153,715 (854,494) (19.9%)
Debt Service 1,029,231 2,099,258 1,481,315 1,481,315 617,943 29.4%
Contingency 425,000 650,000 650,000 629,000 21,000 3.2%
Capital Investments 2,301,200 2,575,000 2,575,000 2,575,000 - 0.0%
CGCE 8,571,068 8,768,566 9,349,879 9,363,824 (595,258) (6.8%)
Residential Life 12,144,594 16,270,859 17,528,733 17,635,468 (1,364,609) (8.4%)
Dining Services 7,113,002 7,677,659 6,845,260 7,208,240 469,419 6.1%
Utilities 2,140,619 2,370,619 3,195,940 2,833,500 (462,881) (19.5%)
Innovation Fund Expenditures - - 800,000 (800,000)
All Other 4,646,036 4,610,169 4,979,665 4,982,744 (372,575) (8.1%)
Covid Related Expenses 3,667,966 1,500,000 918,352 2,749,614 75.0%
UEAAC Savings (1,886,114) (1,353,920) - (1,886,114) (100.0%)
Total Expense $ 102,955,329 | $ 114,080,785 | $ 117,247,318 | $ 118,555,854 | S  (4,475,069) (3.9%)
Unadjusted Net Profit/(Loss) S (4,860,113)| S (1,818,986)| S (7,709,594)| S (7,049,020)| $  (5,230,034) (287.5%)
Revised Structural Deficit $ (2,883,584)| S - S - S 2,883,584 100.0%
Net Profit/(Loss) $ (4,860,113)| $ (4,702,570)| §  (7,709,594)| $ (7,049,020)| $  (2,346,450) (49.9%)
Reserve Funding:
Planned Use of Reserves 3,205,745 950,958 1,450,958 1,801,047 (850,089) (89.4%)
Capital Rollover 1,654,368 868,028 868,028 1,537,156 (669,128) 77.1%
Glide Path Strategy 2,650,803 (2,650,803)
Total Use of Reserves S 4,860,113 | $ 1,818,986 | $ 2,318,986 | S 5,989,006 | S (4,170,020) (229.2%)
Temporary Structural Deficit Offset | $ - S 2,883,584 - - S (2,883,584) (100.0%)
Adjusted Surplus/(Deficit) - - (5,390,609) (1,060,014) (1,060,014) (100.0%)

FY23 Budget Planning Scenario Model_6.15.22 - FINAL FOR PROVISIONAL

6/17/2022

MRF



Westfield State University
FY23 Provisional Budget

FY21 Budget FY22 Final April June - Final YoY Change
Budget Recommended B/(W)

Revenue Assumptions
Billable Students 3,552 3,215 3,250 3,073 142

% Change YoY -15.9% -9.5% -5.6% -4.4%
Housing Students 1,338 1,769 1,788 1,690 79

% Change YoY -43% 32% 1% -5%

Occupancy Rate 55% 73% 78% 70%
In-State Tuition and Fees Incr. 3% 0% 3.2% 3.2% 3.2%
General Fee Increase 290 - 361 361 361
Residential COA Incr. (weighted avg. 2.6% 2.6% 3.4% 3.4% -0.8%
State Appropriation as % of Revenue 27% 28% 29% 31% -3%
Investment Earnings S635k $325K S115K S115K -$210K
Operating Reserve / Contingency $425k S650K S650K $629K -$21K
Expense Assumptions
Strategic Plan Funding 1-Time $107K $100k $100k $121K S21k
Financial Aid Increase $250k $200k S$700k $700k S500k
UEAAC Savings - S1.7M S$1.3M S1.4M -$300k

‘ Overhead Contributions
Dining Contribution - S$1.1M S$1.1M $1.3M $200k
CGCE Contribution $3.2M $3.2M $2.75M $2.78M -$420k
‘ Net Results

CGCE Surplus - - S41k - -
Residential Housing Deficit $879k S1.6M S2.0M $2.95M -$1.35M
Lansdowne Deficit S1.4M S100k - - S100k
Dining Deficit S513k - - - -
Notes:

1) A portion of the overall Utility expense increase is included in the Residential Life expense budget of $1.8M. Campus wide, Utilities are expected

to increase by 25.4% or S1M.

FY23 Budget Planning Scenario Model_6.15.22 - FINAL FOR PROVISIONAL
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Revenue
Scholarship Allowance
Tuition and Fees
Federal Grants and Contracts
State Grants and Contracts
Private Grants and Contracts
Residence Fees
Dining Fees
Other Operating Revenues
Commissions
State General Appropriations
Foundation Support
Innovation Fund
Investment Income

Total Revenue

Expenses
Personnel

Fringe Benefits

Operations

Strategic Investments

Utilities

Debt Payments

Operating Contingency

Capital Projects

Scholarships

Transfers

MSCBA Assessment

Innovation Fund Expenditures

ARPA Grant for Covid Expenses
Total Expense and transfers

Net Revenue over Expense
Planned Use of Reserves
Capital Rollover

Glide Path

Total Use of Reserves

Net Surplus/(Loss)

Notes:

1. Other Operating Revenues consist of parking, application fees, phone fee, non-credit program revenue and other miscellaneous fees

Westfield State University
FY23 Detailed Budget by Trust Fund
Provisional Budget

Operating ARPA Funding Capital Residential Dining Other

Budget Innovation Fund Covid Grants Project Fund CGCE Life Services Trust Funds| FY23 Budget
(11,520,448) (11,520,448)
35,675,439 12,140,783 120,000 47,936,222
918,352 8,161,185 9,079,537
4,885,000 4,885,000
153,000 - 153,000
14,455,926 14,455,926
8,550,425 8,550,425
599,548 185,462 699,175 1,484,184
318,725 40,000 358,725
34,143,763 34,143,763
1,065,500 1,065,500
800,000 800,000
115,000 115,000
71,917,974 800,000 918,352 1,678,737 - 12,140,783 14,681,387 8,550,425 819,175 111,506,833
44,317,517 309,500 3,578,268 2,194,132 2,116,117 54,166 52,569,700
5,041,369 126,324 1,554,185 919,122 805,627 23,266 8,469,892
15,243,229 974,913 4,156,371 2,320,785 3,759,864 1,498,541 27,953,704
372,581 372,581
2,833,500 1,952,470 4,785,970
1,481,315 312,774 1,794,089
629,000 208,858 878 838,736
4,112,156 - 4,112,156
5,153,715 268,000 75,000 89,395 5,000 40,000 5,631,110

457,892 80,446  (2,575,000) 2,776,959 (2,082,482) 1,342,185 -
10,309,563 10,309,563
800,000 800,000
918,352 918,352
75,530,117 800,000 918,352 1,759,183 1,537,156 12,140,783 15,702,986 8,550,425 1,616,851 118,555,853
(3,612,143) - - (80,446) (1,537,156) - (1,021,598) - (797,676) (7,049,020)
922,925 80,446 - 797,676 1,801,047
1,537,156 1,537,156
2,650,803 2,650,803
3,573,728 - - 80,446 1,537,156 - - - 797,676 5,989,006
(38,416) - - - - - (1,021,598) - - (1,060,014)

2. Transfers represent the movement of cash from one trust fund to another
3. Planned Use of Reserves may require minor adjustments following year end accounting validation
4. UEAAC Savings of $1.4M is integrated into the Provisional Budget

FY23 Budget Planning Scenario Model_6.15.22 - FINAL FOR PROVISIONAL
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Westfield State University 6/21/2022
FY23 Undergraduate Enrollment Projection

Comprehensive U/G Enrollment Data for Summer and Fall 2022

New Student Registration Projection

First Year First Time 840
Transfers 210
Total New Students 1,050 |a.
Returning Student Registration Eligible Projection -
Registered
Seniors 827 717 87%
Juniors 679 680 100%
Sophomores 791 690 87%
First Years 136 159
ReEnrolling 34
Visiting 5
Total Eligible/Registered 2,433 2,285 94%
Estimated Registered W/D's (50)
Holds to come back 70
Total Registered 2,305
2.5% Melt Rate (58)
Total U/G Registered Students 2,433 2,247 92%|b.

Full Year Average Billable Student Calculation
Apply Spring  Average

Fall Enroliment Melt 9% Billable Less XRG FYA Billable
a.+h.
Total Undergraduate Billable Students | 3,297 | 2,968 3,133 (60)| 3,073 |
Provisional Budget Model
April Projection 3,247 Previous Enrollment Target
Revised Projection 3,073 Used in the Provisional Budget Model
Diff B/(W) (174)

Financial Impact of Revised Enrollment Projection

Tuition & Fees S (2,004,953) General Fee $11,500/Student
Housing Operations S (795,879) 55% of U/G student Count @ $8,300
Total Additional Deficit $ (2,800,832)

Note:

1) Dining Operations are projected to experience revenue declines of $452,980, but will lower expenses to balance their budget.
2) The Enrollment Projection above was developed using a combination of known registration information and assumptions
3) A more accurate enrollment projection will be available closer to the fall at which time the October Final Budget will be updated

FY23 Revised Enrollment Projection MRF



WESTFIELD STATE UNIVERSITY
Schedule of Annual Tuition and Fees
FY22 - FY23 Comparison
FY23 Approved - 2/17/2022
Updated 5.10.22 - SHIP Rate Finalized

FY22 FY23 S %
Approved Approved Change Change
TUITION:
V Resident 970 970 0 0.0%
Proximity 1,455 1,455 0 0.0%
Non-Resident & Foreign 7,050 7,050 0 0.0%
MANDATORY FEES:
Student Activity 123 162 39 31.7%
General Fee 9,216 9,538 322 3.5%
Capital Improvement Fee 100 100 0 0.0%
Technology Fee 730 730 0 0.0%
V Total Mandatory Fees 10,169 10,530 361 3.6%
|Tota| In-State Tuition/Fees 11,139 11,500 361 3.2%
ROOM RATES:
V Estimated and Adjusted Weighted Average Room Rate 8,068 8,300 232 2.9%
MEAL PLAN RATES:
Unlimited Meal Plan 4,500 4,724 224 5.0%
On the Go Dining Plan 1,500 1,546 46 3.1%
Blue 15 4,300 4,516 216 5.0%
Gold 10 4,100 4,306 206 5.0%
Hoot 5 2,500 2,576 76 3.0%
Commuter 5 2,500 2,576 76 3.0%
Total Recommended Change in Mandatory Fees @ 23,707 24,524 817 3.4%
OTHER FEES:
Study Abroad Fee 40 50 10 25.0%
Practical Exam, Equipment and Clinical Fee 140 240 100 71.4%
Student Teaching (practicum) Fee 250 250 0 0.0%
Nursing Fee 1,794 1,794 0 0.0%
Late Registration Fee 25 25 0 0.0%
Late Payment Fee 100 100 0 0.0%
Bad Check Fee 25 25 0 0.0%
Reinstatement Fee 50 50 0 0.0%
ID Card Replacement Fee 40 40 0 0.0%
Parking 100 100 0 0.0%
Parking - CGCE 60 60 0 0.0%
WAIVABLE FEES:
Student Health Insurance (see note below) 3,504 3,663 159 4.5%
Wellness Center 185 185 0 0.0%
Lifetime Owls (opt in fee) 75 75 0 0.0%

V Average student annual change in fees is calculated using the gray shaded areas.

V Student Health Insurance Plan rate decided 5.10.22. Plan changes were made to minimize increase in cost.

Note:

1. The Nursing Fee includes coverage for clinical requirements by healthcare facilities and payment for Assessment Technology Institutes (ATI).

2. Actual cost of attendance is determined by financial aid and may vary from the weighted average estimated cost of attendance.

FY23 Schedule of Annual Tuition and Fees updated 5.10.22
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Westfield State University
FY23 Capital Plan

Funding Source

6/17/2022

Deferred Comment
Maintenance Campus DCAMM MSCBA ARPA Total
Physical Plant Projects
1. Deferred Maintenance Y 514,278 1,472,735 1,589,323 3,576,336 DCAMM Matching Funds
2. |Infrastructure Repairs/Maintenance Y 150,000 150,000
3. MEP/F Master Plan Phase Il Y 200,000 200,000 Utilization Study
4. Emergency Equipment Failure Y 150,000 150,000
5. Critical repair contingency Y 100,000 100,000
6. Roof Tie Downs-Ely & Bates 50,000 50,000
7. Opacity Monitoring System for Power Plant Y 25,000 25,000
8. University Fuel Pumps Controls System Y 20,749 20,749
9. Wilson Gender Inclusive Studies & Work 20,000 20,000 Part of multi-year commitment
10. Salt spreader for sidewalks 11,100 11,100
Sub-total 1,241,127 1,472,735 1,589,323 4,303,185
Information Technology
1. Data Center Routers 332,000 332,000 End of Life
2. Faculty / Staff LifeCycle 200,000 200,000 Replacement Schedule
3. Classroom Technology 125,000 125,000
4. Computer Lab Replacement 125,000 125,000
5. VM Storage Switches 88,000 88,000
6. ODA Patching 18,500 18,500
7. Automic Automation Upgrade EOL 12,000 12,000
8. Ellucian Experience 25,000 25,000 Banner System
Sub-total 925,500 - - 925,500
Other Projects
1. Miscellaneous moves & studies 200,000 200,000 To fund DCAMM Studies
2. Furniture upgrades and equipment replacement Y 23,000 23,000
3. Fitness center upgrades Y 48,282 48,282 Replace Equipement
4. Academic Space Upgrades Y 137,091 137,091 Multiple programmatic projects
Sub-total 408,373 - - 408,373
Total 2,575,000 1,472,735 1,589,323 5,637,058
Projects Funded via Rollover
1. Rollover Facility Projects Y 241,107 241,107
2. Rollover for DCAMM Projects Y 1,222,675 1,222,675
3. Rollover for IT Projects 73,375 73,375
4. Rollover for Dining Services -
Sub-total 1,537,156 - - 1,537,156
Grand Total 4,112,156 1,472,735 1,589,323 7,174,215
Notes:

1) MSCBA Project may change as final decisions are made

2) The estimates noted above are construction estimates not project cost estimates

FY23 Capital Projects - Provisional Budget 6.17.22 FINAL FOR PROVISIONAL ST & MRF edits

. Once studies have been completed and bids received, total project costs will be determined.
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Westfield State University
FY23 Institutional Projects; Facilities & Non-Facilities

6/17/2022

Estimated
Item Type Project Construction Description
Cost / Match

1 F&O |Roof Tie Downs-Ely & Bates 50,000 Life safety issue. Curently as roof work, drain work etc is being completed,
there are no tie off areas available. This is a code issues as well as a severe
risk for falling off the roof.

2 F&O |Opacity Monitoring System for Power Plant 25,000 Mandated to run the steam system

3 F&O |University Fuel Pumps Controls System 20,749 Needed to be able to get fuel for the Facilities, Police and other University
vehicles

4 F&O |Wilson Gender Inclusive Studies & Work 20,000 Students were told we would work on creating Gl restrooms every year

5 F&O |Salt spreader for side walks 11,100 Need replacement for unrepairable spreader. This spreader does all the
sidewalk on campus

6 F&O |Wilson Roof Replacement 50,000 Replacement of the roof on Wilson Hall. Roof Warranty expired in 2014.

7 F&O |Wilson Fire Systems 1,365,450 This is the second year of a 2 year project to install fire sprinkler system in
Wilson Hall.

8 F&O |Ely Hall HW Storage Tank & Circulator Pumps 241,380 Replace the HVAC Pumps, Heat exchangers and Domestic Hot water storage
tank in Ely.

9 F&O |Power Plant Deaerator & Condensate Rec Tank 303,415 Replace the Steam Deaerator and Condensate Receiver tank in the Power
plant that services the University

10 F&O |Trades Roof 20,000 Replace the roof on the Trades building. The roof warranty expired in 2004

11 F&O |Ely Pool Repair 6,769 Repair the pool in Ely. Original project was to repair existing concrete,
cleaning, treating and replacing rebar and cathodic protection and concrete
coating. During that project further damage was found, we are currently
working on defining the new scope of work needed for the repair.

Total Facilities Projects 2,113,863

12 Non F&O |Data Center Routers (91357) 332,000 Data center router and components are 5 years past EOL - we have had one
failure already. If these routers fail, we lose connectivity to 80% of the
campus and the internet.

13 Non F&O |Miscellaneous Moves & Studies 200,000 Required for unforeseen and unbudgeted projects that require House Doctor
studies and/or moves

14 Non F&O |Utilization Review 200,000 Phase Il of the Master Plan Process.

15 Non F&O |Faculty Staff Lifecycle (91354) 200,000 Impact on delivery of education

16 Non F&O |Emergency HVAC Equipment Failure 150,000 Campus is required to fund all emergencies for HVAC building equipment
failures.

17 Non F&O |Infrastructure Repairs/Maintenance 150,000 Required for unforeseen Infrastructure failures that risk occupancy of a
buildings (e..g., steam lines, power grid, road repairs, etc.)

18 Non F&O |Classroom Technology Replacement (91355) 125,000 Impact on delivery of education

19 Non F&O |Computer Lab Replacement (91356) 125,000 There were zero dollars allocated to this last year and our labs are critical for
student success

20 Non F&O |Contingency 100,000 Contingency for critical unfunded campus needs that may arise during the
fiscal year

21 Non F&O |VM Storage Switches (91357) 88,000 These switches are critical the servers that are housed on them and the
vendor is desupporting this version in FY23. All servers internally (with a few
exceptions) are housed in the environment these switches service.

22 Non F&O |ODA Patching (91225) 18,500 Patching the Banner database is critical to our cybersecurity efforts as all of
our Pll is housed there. This is also a compliance requires for PCI-DSS which
is assessed annually.

23 Non F&O |Automic Automation Upgrade EOL (91225) 12,000 Software is EOL and will no longer function at the end of the term in FY23 -
this software is the job scheduling software that automates all our
background jobs that provide data, reports, account creations etc. to the
campus.

Total Non-Facilities Projects 1,700,500

Total FY23 Project Cost 3,814,363

Less: DCAMM Funding 1,472,735

Campus Funding 2,341,627
Note:

1. Funding may be from multiple sources; DCAMM, rollover funding from prior year, FY21 Campus Capital Budget
2. Amounts represented above are estimates

FY23 Capital Projects - Provisional Budget 6.17.22 FINAL FOR PROVISIONAL ST & MRF edits
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Westfield State University
FY23 Capital Rollover Requests

6/17/2022

6/21/2022

University
1) University Funded Funded
FY22
Approved Amount Spent
Justification Capital Funding by June 30th Remaining$ /| FY23 Rollover
Submitted by Project Name (2-3 Words) Request Type Category Amount FY22 Unspent Request
Academic Space renovations to academic
Facilities & Operations Renovations spaces Other Project Other Project 43,069 - 43,069 43,069
Scanlon-Window
Facilities & Operations AC/dumpsters Parenzo relocation costs Other Project Other Project 43,943 1,170 42,773 42,773
Facilities & Operations UEACC Moves moves related to UEACC Other Project Other Project 125,000 50,457 71,265 71,265
Common area furniture
Facilities & Operations upgrades upgrades for furniture Other Project Other Project 20,000 - 20,000 20,000
Facilities & Operations MEPF Master Plan extension needed Other Project Other Project 200,000 140,000 60,000 60,000
Wilson Gender Neutral
Facilities & Operations Restroom extension needed 9,000 5,000 4,000 4,000
Alan Blair Recruit Upgrade to Slate pushed back (91225/7100) IT Rollover 25,000
Alan Blair DegreeWorks Upgrade scribing (91225/7100) IT Rollover 10,000
pay year 2 of 3 (transfer to
Alan Blair Campus Labs (Software) 91442 /xxxx) IT Rollover 38,375
Total University Funded 314,482
DCAMM MATCH
2) DCAMM Funded Projects |\, s cRIpPTION ORG DESCRIPTION NOTES FUND ORG FY23 Rollover
WSU Match Request
Power Plant DA &
Condensate Tanks DCAMM
Match Capital Planning Project delayed to FY23 91418 1141 125,050
Ely Hot Water Tanks & ' '
Circulator Pumps DCAMM
Match Capital Planning Project delayed to FY23 91417 1141 57,960
Wilson Sprinklers DCAMM
Match Capital Planning Rollover 91415 1141 585,332
HMC AC Capital Planning 'Project completion delayed 91059 1141 200,738
Unallocated Match Capital Planning OPM/project contingency 91222 1141 204,323
Ely Pool Capital Planning Additional repairs needed 91425 1141 4,593
Dower Boiler Capital Planning Final completion 91426 44,679
1,222,675
Total Capital Rollover Requests 1,537,156

FY23 Capital Projects - Provisional Budget 6.17.22 FINAL FOR PROVISIONAL ST & MRF edits
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Westhield

STATE UNIVERSITY

June 20. 2022
To: Steve Taksar
From: Gary Duggan

Subject: Ford Limited Sale of 2022 Transit Vehicles

Hi Steve,

Our Account Manager at Enterprise recently made me aware of a sale that Ford was having on
2022 Transit vehicles. She recommended that we apply for this sale and replace eight of the
2017 and seven of the 2018 Ford Transits that we currently lease through Enterprise with these
2022 models. In addition to replacing our older Transit vehicles with new 2022 models, this sale
would also reduce our monthly rental costs for these vehicles.

We did apply to replace these fifteen Transit vehicles through this sale but | don’t know yet if Ford
accepted our application. | will stay in contact with our Account Manager at Enterprise and give you an
update when she is able to determine if we will get these vehicles through this limited sale. | have listed
the fifteen vehicles below and highlighted them in yellow on the FY21 Fleet Summary tab in the FY?23
Budget Lease Purchase Vehicle file.

| Vehicle | VIN | Year | Make | Model

1 228R3C 1FTYR1ZMIHKA25399 2017 Ford Transit-250

2 228R43 1FTYR3XM2HKAZ2T46 2017 Ford Transit-250

3 228R27 1FTYR1ZM1HKAZ25400 2017 Ford Transit-250

4 228R36 1FTYR1ZM3HKA25401 2017 Ford Transit-250

5 22BK3K 1FTYR2CM5HKA 15399 2017 Ford Transit-250

6 228R5J 1FTYR2CMBHKA 15542 2017 Ford Transit-250

7 22DBRH 1FTYRAZMXHKA33141 2017 Ford Transit-250

8 22)QQ2 IFTYR1ZM3JKA14145 2018 Ford Transit-250

9 22JQRQ 1IFTYR1ZM5JKA14146 2018 Ford Transit-250

10 22JRIL 1FTYRAZMTJKA14147 2018 Ford Transit-250
11 22JRFV IFTYR1ZMIJKA 14143 2018 Ford Transit-250
12 22JRGW 1FTYE2CMXHKB05336 2017 Ford Transit-150
13 22JRGH 1FTYR1ZMOJKA14149 2018 Ford Transit-250
14 22NBKF 1FTYR2CM4JKA11821 2018 Ford Transit-250
15 22N8LF 1IFTYR2CMBJKA11819 2018 Ford Transit-250

Regards,

Gary

Gary Duggan

Director of Procurement and Administrative Services
Westfield State University

Procurement Department
577 Western Avenue

P.O. Box 1630
Westfield, MA
01086-1630

(413) 572-5243

westfield.ma.edu



Westfield State University 6/17/2022
FY23 Lease and Motor Vehicle Schedule
FY23 New Vehicle Purchase Quantity Cost/ Month Total Cost
EMT Ambulance 1 S 5,000
Existing Vehicle Summary Quantity Cost/ Month Annual Cost
Existing Lease Commitments:
Facilities, Public Safety, Media Services, Mail
Services, Catering 22 S 14,250 S 171,000
5% Escalation S 8,550
Program Service fee S 8,082
2020 Transit F250 Cargo (Van) 1 S 537 S 6,448
2020 F-350 Chassis (Truck) 1 S 688 S 8,260
FY23 Lease Schedule S 202,341
FY22 Vehicle Lease Schedule S 202,341
FY23 Vehicle Lease Schedule S 202,341
Difference B/(W) S -

Notes:

1) Monthly Lease Agreements Include Maintenance Charges

2) It's possible that the monthly lease payments may be lowered due to a 1-time program offered by

FORD to move inventory

FY20 Budget Lease Purchase Vehicles

5/17/19

MRF



Westhield

STATE UNIVERSITY

Board of Trustees

October 12, 2022

To approve the use of reserves totaling $1,326,406 which is equal to the FEMA reimbursement.

The revenue was recognized in FY22 when the reimbursement was requested and approved;
most of the cash reimbursement was received in FY23.

Funds will be used for strategic investments as shown in the attached summary, in support of
institutional priorities as approved by the President. If funds are not fully spent in FY23,

unspent funds will be automatically rolled forward into FY24. A year-end report will be provided
to the Finance and Capital Assets Committee.

Robert A. Martin, Ph.D., Chair Date



Westfield State University 9/8/2022
Strategic Investment Plan for Use of FEMA Reimbursement Funds
FY23 FEMA Budget

Category Total

Marketing, Branding, Advertising for increased

. - S 600,000
recruitment activities
Support Innovation and Design Thinkin
PP _ 8 & $ 300,000
Program and Projects
Recruitment Initiaitves S 60,000
University Strategic Initiatives S 366,406
Total 1,326,406

Note:

1. Funding will be derived from FEMA reimbursement received in FY23.

2. Due to timing issues, FEMA reimbursment is a use of cash reserves and requires board approval.
3. Projects may cross two fiscal years.

File: FEMA Funding Plan - FY23 FINAL - 092922 10/3/2022/12:41 PM

ST



An Investment in Our Story

Dr. Leslie Rice
Executive Director of Communication, Marketing, and Branding




5 ESSENTIAL GOALS

1. Develop a cohesive Marketing and
Communication unit that functions strategically

to promote Westfield State University

2. Maximize efficiency within the Marketing and
Communication unit



5 ESSENTIAL GOALS

3.

Implement a digital-first integrated marketing and
communication plan for the University as a whole

Develop a strong brand identify that is supported
by the University community and meets
stakeholder needs for marketing projects and
communications

Measure and increase earned media and public
relations efforts



v Improved Name Recognition in Target Areas to Increase Top of Mind
Placement

e Out of Home Campaigns, Radio and TV, Increased Digital Advertising

v'Focused Effort on Enrollment Yield Strategy (Post-Acceptance, Push
to Deposit)

* In partnership with Enrollment Management’s investment in admissions
experience

* Improved and enhanced visit experience, social media focused public art



v/Strategic Reputation Investment
e US News focus

 Thematic publications for areas of academic success and fundraising
opportunities

v'Success Stories and Additional Promotions
* Broad support for cross-channel content development



v'Website Continuous Improvement
* Key initiatives such as Focus Magazine, NewsWise, and other areas

v'Branding Refresh

* Agile development, limited scope



STRATGIC INVESTMENTS
Y 23 MARCOMM SUPPLEMENTAL BUDGET PROPOSAL |

Improved Name Recognition $205,000
Enrollment Yield Strategy $50,000
Strategic Reputation Investment $65,000
Success Stories and Promotions $50,000
Website Continuous Improvement $100,000
Branding Refresh $130,000

TOTAL INVESTMENT $600,000

Funding categories are estimated and may be adjusted with the total
investment not to exceed $600,000.



v TRACKING TOOLS FOR OUT OF HOME, PRINT, AND DIGITAL
ADVERTISING

v'PROMOTION OF LANDING PAGES TO TRACK VISITORS
v"CAMPUS VISIT SURVEYS
v'SOCIAL MEDIA ENGAGEMENT METRICS

v'"WEBSITE EVALUATION TOOLS



FALL 23
YIELD RATE




Westtield State University

Marketing and Communications Annual Report
Top Five Goals

1. DEVELOP A COHESIVE MARKETING AND COMMUNICATION UNIT THAT FUNCTIONS
STRATEGICALLY TO PROMOTE WESTFIELD STATE UNIVERSITY.
a. Clarify and improve workflows to help the campus community work with us.
b. Create professional development goals for each team member aligned with job descriptions and assignments.

c. Develop toolkits for repetitious tasks to move away from always operating in a reactive manner and move
towards operating in a proactive and strategic manner (e.g. crisis comms, general press releases, new hire
announcements).

2. MAXIMIZE EFFICIENCY WITHIN THE MARKETING AND COMMUNICATION UNIT.

a. Consolidate project organization and work requests to better manage requests and implement daily team
stand-ups to keep priorities aligned.

b. Practice “strategic abandonment” by identifying areas where tools such as templates or training can be used to
allow the campus community to operate in a self-service manner.

c. Create staff management dashboards and evaluate staff capacity regularly to identify areas where we need
freelance support and/or future additional staffing.

3. IMPLEMENT A DIGITAL-FIRST INTEGRATED MARKETING AND COMMUNICATION PLAN FOR
THE UNIVERSITY AS A WHOLE.

a. Prioritize web-based marketing and communications, including social media, email communications, the
University website and supporting sites, and digital advertising.

b. Evaluate and assess current digital assets and methodologies and strategically realign to ensure we are focusing
on the most critical, impactful tactics. Implement data tracking with monitored QR codes, create Google Analytics
dashboards to understand website performance, evaluate email and newsletter open and click thru rates, and
establish social media engagement metrics and goals.

c. Partner with units across campus to bring about greater consistency and coverage with monthly Social Media
Symposia and Web Development Brown Bags to share insight, best practices, and highlight areas across campus
who are finding success.

4. DEVELOP A STRONG BRAND IDENTITY THAT IS SUPPORTED BY THE UNIVERSITY COMMUNITY
AND MEETS STAKEHOLDER NEEDS FOR MARKETING PROJECTS AND COMMUNICATIONS.

a. Develop and promote tools that people need for current business: updated PowerPoint templates, event poster
templates, social media filters and frames, etc.

b. Update key components of brand message: Focus magazine (print and digital); NewsWise online newsletter and
site; all graduate program promotional material; establish template for print brochures for academic programs;
website templating for key pages — program pages with Collegis, personal bio pages, etc.

c. Begin the conversation around an updated brand, identify stakeholders and needs for target launch in FY24.

5. MEASURE AND INCREASE EARNED MEDIA AND PUBLIC RELATIONS EFFORTS.
a. Establish accurate benchmark for earned media as an organization.
b. Refine policies regarding media relations to ensure consistency of messaging.

c. Expand our reach with targeted media outlets and publications for key messages.



Westtield State University

Marketing and Communications
FY23 Supplemental Budget Needs

These supplemental budget needs are based on the following strategic needs and align with the 2023 FY Marketing and
Communication Annual Goals.

IMPROVED NAME RECOGNITION IN TARGET AREAS AND TOP OF MIND PLACEMENT

This category of spend is about consistent, repetitious brand placements in the physical and digital spaces our prospective
students inhabit. Tactics may include out-of-home advertising, radio and tv campaigns, and an increased budget for
digital advertising.

FOCUSED EFFORT ON ENROLLMENT YIELD STRATEGY (POST-ACCEPTANCE; PUSH TO DEPOSIT)

In collaboration with Enrollment Management initiatives, this investment should help us improve our yield rate by raising
the quality of the acceptance and visit experiences. Tactics may include improved acceptance materials, campus signage
and décor for special event days, and a student-driven public art investment fund to create social media friendly destination
locations around campus to drive organic traffic to campus.

STRATEGIC REPUTATION INVESTMENT (US NEWS RANKING CAMPAIGN)

We know that rankings matter to prospective students and families, prospective employees, and even philanthropic donors
and government grantors. Thematic promotion materials for areas of academic success can improve our rankings over time
while driving fundraising engagements and creating a sense of campus pride and community spirit.

SUCCESS STORIES AND ADDITIONAL PROMOTIONS

We have many great things happening on campus but don’t do enough to capture and promote the stories. Similarly, we
have graphic design needs that we cannot meet at our current staffing levels. Funding here would allow us to expand our
base of cross-channel content development.

WEBSITE CONTINUOUS IMPROVEMENT

While we were able to launch a new website in FY22, we still have areas that are operating on an older WordPress
platform. We have made progress in bringing these into the Drupal site but some of the more complex areas such as Focus
Magazine and our NewsWise platform require additional design and development. Ideally, this fund will allow for four critical
developments aimed at improving the user experience.

BRANDING REFRESH

Internal stakeholders want to promote the University, but our current assets do not always meet our needs or feel
representative of a strategic branding message we are sharing with the world. An investment in a community-wide research
and design branding project will energize our marketing efforts, better tell our story with a consistent voice and visual look,
and give all stakeholders the assets they need to reach our external audiences.

Improved Name Recognition 205,000
Enroliment Yield Strategy 50,000
Strategic Reputation Investment 65,000
Success Stories and Promotions 50,000

Website Continuous Improvement 100,000
Branding Refresh 130,000

TOTAL INVESTMENT $600,000




Westfield State University
Finance and Capital Assets Committee

FY24 Budget Planning Assumptions and Timeline

The development of a campus budget for FY24 will follow a process similar to prior years for Trustee input,
review and final approval. Discussion on preliminary planning assumptions is necessary to prepare and
evaluate multiple budget scenarios for selection as the basis for the FY24 Budget. The campus will begin the
planning process in the fall to work towards developing financial models for the next budget cycle. While
much is still unknown at this point, the process must begin soon to lay the foundation to support an effective
resource allocation model.

FY24 Planning Assumptions and Timeline:

FY24 Major Planning Assumptions

Revenues

e Enrollment — still under discussion but assuming flat first time first year, expanded graduate and CGCE.
e Cost of attendance with a range of 3.0% - 4.5% (CPI for last 12 months through August is 8.3%).
o Consider differential fee structure for high demand programs
o Assumes limited academic/lab fee increases for specific courses/degrees
o Reviewing potential of Technology and Capital Fee Increases
e State Appropriation —flat, except for FY23 supplemental appropriation.
e CGCE contribution funding to remain fixed at $2.75M.
e Investment income — align budget to actual and adjust for policy allocation (FY23 - $700k).
e Dining program contribution to remain at 13% of meal plan revenue.

Expenses

e Limited strategic plan investment funding.

e Fund Innovation Budget - $700k estimated.

e Shift financial aid funding to discount rate model; increase to a within a range of 13% - 14% next year.

e Department Operating Budgets — assume no across the board increase.

e Fund mandatory contractual increases for services, facilities and technology contracts.

e Salary Increases — assume non-collective bargaining expense increases (NUP’s, CBA shortfall,
auxiliaries, CGCE).

e Benefit Rate - assume historical average annual increase over prior year or Comptrollers projection.

e Residence life — Expect continued deficit ($3.0M-5$4.0M) due to an increase in MSCBA assessments and
occupancy challenges.



Reserves

e Capital Projects — Rollover funding for capital projects not finished by year end.
e Assume Glide Path Strategy and Limited use of reserves to support operations.

Board of Trustees - FY24 Budget Planning Timeline

e Preliminary Planning Assumptions — General Consensus
October 2022 e Budget Planning Calendar Distributed

e Review Preliminary Financial Scenarios

e Review Enrollment Projection
December 2022 e Discuss Strategy for Efficiencies and Restructuring

e Update Five-Year Forecast

e Approve Fee Recommendations (based on parameters)
February 2023
April 2023 e FY24 Budget Update

e FY24 Provisional Budget Approved
June 2023

e FY24 Capital Budget Approved
October 2023 e FY24 Final Budget Approved




Westfield State University
Finance and Capital Assets Committee

Five-Year Financial Forecast Update
October 12, 2022

Goals

e To develop a multi-year forecast/trend analysis to support long-term decisions, based
on current data, projections, and strategic plan priorities.

e Utilize a roll forward projection model.

e Enhance the campus planning process to improve campus engagement and integrate
planning into consistent and continuous practice.

e Consistently share results with the campus community and leadership.

Process

e Construct a model utilizing current year budget as a baseline.
e Utilize baseline model to build a five-year projection.
e Integrate current Glide Path Strategy into the forecast.

e |dentify strategies, at the appropriate level, which yields cost savings or generates
revenues over the planning period.

e Utilize a proforma model to analyze and document programmatic impacts.

Status of Current Five-Year Forecast — FY24 - FY28

e Baseline model is complete.

e Academic Master Plan in process.

e Facilities Master Plan Phase | complete.

e Preliminary baseline model projects annual losses between $4M-56M. Additional
enrollment of 350-530 student FTE’s would be needed to close the gap.

e Work is underway to flush out revenue producing strategies with Academic Affairs,
Enrollment Management and Finance & Administration.

e First Innovation Fund awards have been made.

e An updated five-year forecast is expected to be complete by December 2022.

Challenges

e The campus approach to multi-year planning is not yet comprehensive, integrated, and
operationalized.

e Shifting campus priorities hinder effective planning and clear strategy.

e Workforce capacity issues due to turnover, labor shortage, and other factors are
challenging.

e Skills development, engagement, and prioritization is important to the success of long-
range planning.

e Return on investment is challenging to predict and may not result in immediate financial
impact to the bottom line.
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