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ABSTRACT

AN APPROACH TO THE MEASUREMENT OF UNIT COSTS5 IN HIGHER EDUCATION
FIHD-RAISING

ROBERT DAVID TEITELRBAUM, Ed.D.
THE COLLEGE OF WILLIAM AND MARY IR VIRGINIA, 1977

CHATRMAN: DONALL J. HERRMANN, Ph.D.

Rlsing costs in higher education have created an increased
need for private financial suppeort, Many institutioms, public as
well as private, have created financial development offires to
obtaln meney through a varlety of fund-raising programs.

The purpoee of this study was to produce a costing system for
higher education development which would offer administrators a way
to determine the cost of each of their fund-raising pregrama.

The ayatem wag constructed in pilot form at a small public
univeraslty but was intended to he alterdble to fit the development
sgtructures of othet lustitutions. A process of formative pyvaluation
{continuous critique and modification) was employed during a ten-
month period of constructfon at the pileot institution. Coste were
compiled and reported four times during thils perlod.

Afrer completion the aystem was appralsed by thirteen evalu-
atoras professionally invalved in the fleld of higher education develop-
ment., Thelr ratings indicated that the aystem had succeanfully
achieved its intended purpogse., Satisfactory ratings were sssigned to
each of six specific objectives which had been establighed for the
gyatem. These were:

1. To provide a tool for determining the cost-per-glfe-
dollar of the conduits through which voluntary support is brought to
the Institution,

2. To provide feedback from operations which can be uped by
development administrators in planning, budgeting, and controiling
their preograms.

3. To provide a means of setting measurable objectives for
each program with respect to its use of resources.

4. To provide a tool which will asslat in the appraisal of
fund-raising programs by revealing coat differences among them and
aignaling cost trends which might require attention.

5. To provide a coet measurement system feasible to employ
within the development office of the pilet institution,

6. To provide a coat medsurement system that could be maodi-
fied to fit the fund-raising atructures and needs of other ilnstitu-
tionag of higher education.

A field study was alpo conducted. The pilof system was demon-
strated to key development administrators at three other Institutiens,
two private and one public. The primary purpoae of the field study
wag to asaess, by means of pemigtructured interviews with the admini-
strators, the degree of difffculty which would be encountered in



mod] fying the procedures and materials developed at the pllot inati-
tution to sult the needs and structures of the institutions visited.
The field study indicated that, with minor changes, the system could
be applied at each of the institutions vislted, The system wasa,
however, deemed unnecessarily formal and complex for the smallest
of the three instituticns.
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AN APPRADACH TO THE MEASUREMENT OF LUNIT
COSTS IN HIGHER EDIKATION

FUND- RAISTNG



CHAPTER I
INTRODUCTION

A list of the wost urgent problems facing United States col-
leges and universities would have to include their chronic need for
financial support. Meyer has clted increased student enrollments,
new areas of study, expansion of existing fields, increased faculty
salaries and fringe benefits, new facllitles, and inflation, among
the factors which have contributed to the rising costs of higher
educatiun.l

Since 1971, when Meyer analyzed the situation, the pressure
of increased etudent entollments has begun to abate, Hitch hae
pointed to the 1970 census figures as evidence that the long period
of enrollment growth in higher educetion 18 coming to an end.2

The financial difficulties of higher education have not been
alleviated, however, by the end of the enrcllment boom. For a great
many institutions it hes even had the effect of aggravating fiacal
problems., Many private institutlons, according to Jellema, have
found the competition for enrollmente to be intense and the penslty

for lack of success to be a gevere raduction in tuiticen receipts and

! yames Dean Meyer, "A Study of Fund Raising Progrems at
Selected Institutions of Higher Education in the United States™ (Ed4.D

dissertation, Univeraity of Wyoming, 1971), p. 2.

zﬂhurlau J, Hitch, ""Ten Years After, Ten Years Hence,"
Daedalus (Winter 1975):56-57.



a resulcing increame in operating deflcitu.3
Inflation, morecver, ia considerably more significant rhan 1t
was in 1971 when Meyer cited it as a factor in rising educational
coats. Concurtent with the sharp inflation of these intervening years,
which reached a peak of 12 percent in 1974, there was a deep economic
recegelon, This recessicn brought about a decline in the flew of tax
revepues to state treasuries and forced public fnetitutfions to join
in the quest for money from private soutceas.
State universities had been urged to Join this gquest by the
1958 Greenbrier Conference on Advancing Understanding and Support of
Higher Education, which atated: '"Actuzlly the burgeconing demands upon
the great ptate univermities for mass higher education in the next
two decades make much more eleborate private support necessarty.
Programa for money rafging, quite apart from tex bodies, have to be
developed, uh
Such advice seems to have been well taken, for asm Sherratt
wraote in 1975:
Public colleges, Faced with comperfition for rvreasources of
govarmsent from all quarters of the public sector, have
had to emulate private achools in launching sophisticated drivea
for denated dollars. Today many state univeraltiep maintain

developuent offices patterned after those of private institutions
and designed to attract increased financial support from alumni

3Wi1liam W, Jellema, From Bed to Black (San Franclaco,
California: Jossey-Bass, 1973), p. 52.

III:i'E. H. Hopkinm, ed,, The Advancement of Understanding and

Support of Higher Educatfon: The Greenbrigr Conference Report on
Organizational Principley and Patterss of College and University

Relatfong (Washington, D.C.: American College Public Ralations
Association, 1958}, p. 54.




and friends of higher edunnttan.s

Ag 8 Tesult of all thege pressures, enormcus amounts of money
are bheing raised for higher education from private sources. It should
be inserted here, parenthetically, that to speak of the encrmity of
the dollar amount is not to dissgree with those who point to its inade-
quacy. A recognition of the aubatantial scele of effort and the expen-
ditures of resoutrces that is involved at present, is only heightened
by the realization that such efforts and expenditures must be greatly
increased {f the true need {a to be mat.

During the academic year, 1974-753, a period when private giving
wag greatly inhibited by an economic recession, the Council for
Financial Aid to Higher Education (CFAE) estimated the total amount
of wvoluntary support for higher education at 2.16 billion dnllara.ﬁ
The 986 instituticns of higher education participating in the CFAE
purvey for 1974-75 raised an average of 1,638 millicn dnllars?; twenty
of thess institutione reported having each received more than aixteen
million dollars.”

The question of how much money the inatitutiona had to spend

in arder to ralese these sums has no teady answer. <Costs were not a

Sﬁerald Robert Sherratt, "A Study of the Mathods and Techniques
Used in Pupnd-Raising at Selected Public Unlversities" (Ph,D., dimsgerta-
tion, Michigan State University, 1975, p. 3.

ﬁcuuncil for Financial Aid to Bducaticon, Voluntery Support of
Education 1974-75 (New York: Council for Financial Aid to Education,
1376), p. 2J.

?Ibid.. p. 4.

Blbld., p. 8.



part of the CFAE survey, nor ate there any cost figures currently
available which are applicable to 2ll of higher education.

Lenlie's figures on coats for 169 institutions for the pariod
1967 to 1970 may provide an approximation, howewer., He found that
the median state univerelty reported a cost of thirty cents tp ralse
each dollar of glift money., The median private university reported =
cost of twelve cents, and the median private rollege reported a cost
of twenty-two cents for each gift dullar.g

These rates must be used with cautfon in seeking an answer
to the cost queation, alnce it has not been established that they are
applicable to higher education in general or to the 1974-75 period
referved to by CFAE. With due regard for thia fact, 1t still seems
aafe to assume that, in the raleing of 2.16 billion dollars {n private
funds for higher education, several hundreds of millions of dollars
muat have been spent. Further support for this asmmption may be
drawn from Leslie's additional finding that the cost of raising
private money for higher education is 1ncreaalng.lﬂ

The growing need for private support, the intensified compe-
ticion for these funde, and the very substantial cost of raising
them, make {t important for institutions to continuoualy reexamine
and reevaluate the efficiency of programg by which they meek Lo raise

auch money, It is necessary that thia be done in ctder to enmure

gJuhn W, Lealie, Seeking the Competitive Dollar: College

Management in the Seventies (Washington, D.C.: American College
Public Relations Association, 1971), p. 17.

101044, , p. 27.



6
that the resources the institutions are comuitting to the search for

private support are deployed as effectively as prsasible.

Purpose of the Project

The aim of this project was te produce a costing syatem
based on the principles of cost accounting but adapted to the needs
of an Ifnatitution of higher education. It would provide administra-
tors 4 tool for determining the cost of their own fund-raising
programe and a means of eatshlishing the cost-per-gift-dollar of
each condult through which private voluntary support is brought to
the institution. The tocl had te be without unneceasary coaplexity
s0 that it could be used within the developmwment cffice withourt
creating & regquirement for special accounting assistance by the
inetitutien's buminess oifice beyond thoee mervices normally to be
expected.

Such a eystem shcould provide feedback that develcocpment admin-
fatrators should find weeful in plenning, budgeting, and controlling
their programs. 1Lt should facilitate the secting of measurable objec-
tivea for esch program with respect to its use of resources, and
agsist in the avaluaticn of the degree to which these cbjlectives are
met, 1t should be useful in appraising the efficiency of fund-raising
programa conducted by the inetitution, revealing cost differences

samong programp, and signaling cost trends which might reguire



managerial nttentiun.ll It should prove particularly useful to
administratores who take & aystems approach to management and should
provide infermation worthy of consideration when making decisions as
ta which programg to emphasize or deemphasize.

Although apecifically deaigned to fit the fund-raising struc-
ture of the instituticn st which the system was developed, it waas
intended that ft be capable of adaptation by cther colleges and
universitles to fit thelr own fund-raising structures. To do this,
each constituent element of an tngtitutfon's fund-ralsing organiza-
tion must be fdentiflied as either a producing divislon directly
regponalble for one or more fund-ralaing programs, or a service
center providing services directly or Indirectly to producing divi-
afons. Once this has been done the institution's fund-raising costs
can be allocated thtough them to individual programe. Figure 1
fllustratea thia principle.

Wide wvariatiocne exist among inatitutions in the orgaciza-
tion and operation of their fund-railsing activities. Shilling wrote,
in respect to private liberal arts colleges, that '""The performance

of the development function . . ., has aspumed an administrative

11The word "Efficiency"” f{e used here to mean “ability to
produce a deaired effect, product, et cetera, with a minimms of
effort, expanse, or waste"” [ Webster's New World Dictionary, Second
College Edition, p. 445 ]. 7Tn higher education there is a well-
founded skepticism of Quantitative methods, A sharp distimction
should be made between the efficiency of administration of an aca-
demic¢ program and its effectiveness. In educational fund-raising,
however, Inputs and outputs ara readily and fairly quantifieble in
dollar terma, Thete is little potential for harm, therefore,and much
potential benefit, in the measurement of program efficiency.
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posture based on expediency. In retruspect, the emergence of the
organized development funckion has che appearance of means which were
deviged 1in an exigenny."lz It f{a, therefore, necessary to eatablish

a system for determining unit costs, that fe tallored to the instiru-
tion which will wee it. The forma, coat report format, and procedures
developed in this projecrt will probably not be applicable in other
inatitutions without considersble alcteration. However, adminiatratore
using the pilot project as a guide should be able to adapr the syscem

to their own institutionsa.

Heed for the Project

Ae Meyer indicates, there has been a tendency for wore {nnmti-
cutiona to develop organized fund-rafising prugtnmu.13 Thue, Lt seema
logical rhat the successful wanagement of such programe £s an impor-
tant concern for a growing number of colleges and univereities.

Given the fact that larger awmounts are ralsed almost every year in
private fund-raising programe for higher educntiun,l& and cthat the

coat of obtaining these funds has been ristng.15 managers af such

programs <an be expected to benefit from the avallability af the

lzﬁny Bryant Shilling, Jr., "An Apprafsal of the Significance
of the Deavelopment Function in the Advancement of Private Liberal
Avte Collegee™ (Ph.D. diseertation, Indiana University, 1%67), p. 168.

13H=yer, "4 Study of Fund Raleing Frogrames at Salected
Institutions of Higher Education in the United States," p. 92,

14ﬂnuncll for Financlial Afd tc Bducation, ¥oluntary Support of
Education 1974-75, p. 3.

151&:11&, Seaking the Competitive Dollar: College Management
in the Seventieg, p. 27.




10

unit coat of each of thelr programa.

An increase in the magnitude of an institution’s fund-raising
efforts may bring with it new problems. Ae Odiorne wrote, ". . . One
who can control results can manage even the largest of crganiza-
tiona."lB Acpcording to ¥nezevich, however, {n order to manage toward
an chjective, an administrator needes a measurement of cutcomes that
can be applied to hia pragramu.l?

Development administratora do have a meassurement of program
outcomeé that does not require the knowledge of program cost. This ia
the comparison of pregram vecelipta with the prolected goeal, It is a
useful measure but net a sufficlent one, becavse it only measures
cutput, Program performance with regard to instictutional ageets con-
aymed fa not measured and, therefore, progress toward input-related
cbjectives cannct be monitored.

Coet of operaticn of the fund-raiseing function in 1ts entirety
may be available to the administrator, §till needed, however, 13 the
meagurement of the cest of the fndividual programas managed within the
funceian.

Schroeder and Adama are convinced that moat college

lﬁﬂeurgg 5. Odiorne, Management by Oblectives: A System of
Managarial Lesadership (New York: Pitmsen Publishing Co., 1965), p. 1l4.

I?Etephen J. Knezxevich, "MBO [ Management by Objectives ]: Its
Meaning and Application to Educational Adminfetration,” Educaticn
{September/October 1972):19.
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adminfgtratore want to make use of management science techniques,

but they note that:

In the area of finance the greatest discrepancy haa been in
the use of unit coat data for managewent control. In the business
world it 1g second nature to depend oh detailed cost accounting
data. HNo one would attempt to operate a wmodern buasfiness without
elementary unit ccost data. Yet a aimilar type of cost conaclous-
ness 18 just beginning to appear in univereity management.l?

In 1971, the American College Public Relatioms Assoclation
publighed the results of a gift coust aurvey. 1In a monograph written
to accompany the survey data leslie wrote, ". . ., Other than measuring
the amount of gift income teceived, thetve are few quantitative mea-
sures for evaluating the effectiveness of public relations and fund
rafaing programs that have been devaloped. . . ."20 He also wrote
that, ". . . It ig difficult to determine costs of various activities
within departmente, such as how much 1s expended on the annual fund
by the development office, . . ." and '. . . Financial statements
repragent expenditures by department, not by program or activity."ZI

All colleges and universities have a financial accounting
ayatem, according to the National Council of College and Univevaity

Business Officers. Howevetr, the syatem coften 1s incapable of sup-

plying needed unit coat informatien, When there are repetitive

laRnger G. Schroeder and Carl R. Adams, "The Effective Use
of Management Science in University Adminiatration," Review of
Educaticvnal Regearch {(Winter 1976):117.

19

Ibid., p. 123,

anallie, Seeking the Competitive Dollar: College Management
in the Seventies, p. 9.

2l1bed., p. 52.




12

requirements for cetrtain cost informatlen, the Council points out,
it may be necessary to develop supplemental costing pruc&dureu.zz
Whether the need for supplemental procedures exists at s particular
institution, with regard to the fund-ralsing function, 1s A matter
which can best be determined by the administrators concerned.

Lenslie's efforts to close the administrative information gap
have not beenn limited to eimply pointing to lts exiastence. In addi-
tion to encouraging the writer in his effort to develop a means of
neasuring unit coet separately for individual fund sclicitation
programs, Lealfe has published a proposed data coliection system which
would provide information on the cost of development, public affalrs,
public ralations, and alumnl functions on a programmatic, rather than
departmental basia.z3

Inatitutions adopting Laslie’'s recommended chart of accounts
and his data collection esystem will be able te identify fund polict-
tation costs, for example, as occurring in an annual gifts, apecial
projact glfta or defarred gifts category. Further identification
aof costa at the level of particular gift programs within these cate-

gories; for example, a Law Scheol Alumnl Fund, Friends of the Collage

Fund, or a Farents Fund I{s not provided by the system. Leslie's

22H.tlunll Asgociation of College and University Busineas

Officers, Fundsmantzl Conaiderations for Determining Cost Information
in Higher Education (Washington, D.C.: HNational Association of

College and University Business Officers, 1975}, p. 6.

23Jnhn W. Lealie, A Reasource Allocation System: For Managing
an Institutional Advancement Program,” College and University
Journal (May 1973):19-29,




13
ayatem does, however, develop cost {nformation over a much broader
aresa than is within the acope of the present project. Administrators
conaldering adaptation of the present pilet preject to their institu-
tien would do well to also conelder léslie's syetem bafore making a

decislon as to which beet suita thefr needs.

Termg and Abbreviations

American Alumni Council

AAC (Amerficen Alumni Council). 1In 1974, AAC merged wilth the
American College Public Relaticns Aesoclation to form the Council

for the Advancement and Support of BEducation,

American College Fublic
Relationg Apsociation

ACPRA (American College Public Relations Assacfation). In
1674, ACPRA merged with the American Alumnf Council to form the

Council for the Advancement and Support of Education.

Accrudl basis

A syatem of accounting which recognizes expenditures when

materfals are used and pervices are perfotmed.

Allogation of costgp

Proporticnal distribution of {ndirect costs among cost

cbjectives,

Amortization

The proration of expenditures over s fixed period.
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Bagis of allocatian

A method of equitably apporticening indirect coste among cost

objectivea.

Council for Advancement and
Support of Education

CASE (Council for Advancement and Support of Education} was

formed in 1974 by merger <f the American Alumni Council and the

American College Public Relarions Assoclation,

Cagh basig

4 aystem of accounting which recaognizes expenditures when

cash 1s paid.

Council fotr Financial Ald to
Tducation

CFAE {Council for Financlael Aid to BEducation),

Cost-per-gifr-dollar

Expenses {ncurred far the purpose of fund-ralsing, divided
by the total amount raiged. Thie may be calculated on the basis of a
single program, & group of progrema, or all programs conducted by the

{ngtitution.

Costing

The process of aselgning or allocating costs to specific

chjectivas.
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Davelopment function

The administrative unit which has responeibility for fund-
raiaing. It may alao have other responaibilities such as public rela-
tions and alumni relations. For purposes of this project the term
1s used interchangeably with "development office™ and “fund-raising

office.”

Direct cost

An expenditure which is readily identi{ifiable with a program

or cogt cbjective,

Fixed copt

An expense which remains constant over a period regardless of

the level of activity of the pregram,

Fund-raising office

See "development functiom,"

ndi=ect copt
An expenditure which 18 not readily ldentffiable with &

progtam or cost objective

Producing division

A department of a development function which bears direct
responeibility for obtaining money through one or more fund-raleing

programsa .
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Frogrew cost

The measmure in dollats of reegcurces expended In operating a

gingle fund-raiging program. Same ag program input.

Progtam input

See "program cost."

Program output

Dollars recelved through a single fund-raiaing program,

Service center

A department of a development function which provides a smer-

vice to producing divisions.

Step-variable cosat

An expense which remsaine constant for a ranhge of program

activity but incresses when thar range is exceeded.

Variable cost

An expenae which Increases or decreaseg with the lavel of

progrem activity.

Scope

The pilot project was designed to Eit the organizational
structure of the pllot ipnetitution., It is believed, however, that
the materiales produced and lessons learned during development of
the pllot project will be of value to administrators constructing a

unit cost system to fit the fund-raieing structure of theitv own



institutions.
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CHAPTER 1I
REVIEW OF RELATED RESEARCH

The studies reviewed in this chapter are grouped according to
their approach to the subject, Thome velating te the fund-raising
function in higher educstion are discussed firat, fallowed by those
apeclfically concerned with the cost of guch fund-traising, and,
finally, those which atre concerned with costs in higher education

but which do not concern themselves with the fund-raleing functien,

Fund-Raising in Higher Education
Bakrow sought to ldentify effactive fund-ralsing practices
by surveying individuals responsible for the Iinancial development
functicn at private colleges and universities which were judged to be
puccesaful fund-raisers. He found & wide varlety of practices and
marked differences amcig institutions as te which practices had proven
succesgful. Bakrow observed In hies review cf the literature:
No study was found which dealt with the evaluating of proce-
durea and practices in fund-ratsing. At the time the research
literature was reviewed, the l{sting of doctoral students { aic ]

up to 1960 {ndicated that nc study had fund-ralsing or the fund-
raleing function as fts focua. 1

The present writer, In his own review of doctoral and

lwilllam John Bakrow, "The Relative Effect{veness of Certain
Procedures and Practices in Pund Rafsing in Selected Private Colleges
and Universicies" (£d.0. dissertatlon, Indiana University, 1961),

p. 24,
18
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nondoctoral research, could find no study earlier than Bakrow with
the exception of Langeler2 who, rvelyling primarily on interviews with
presidente and development officers of pelected institutions, scught
to descrlbe the organization and content of their development programs.

Other ¢han Timin53 wha studled three cooperative national
fund-raising efforte but did not examine the individual programe of
the cooperating ingtituticons, there appesra to have been no further
research on the subject for the next five years. 1In 1967, however,
the regults of four studies done separately by Bornheimer, Britt,
Cramer, and Shilling were reported.

Burnheimerﬂ gent queastionnalres to private, liberal arts col-
leges in the United Statesa, with enrollmenta of from 600 to 3,000
students, to examine the educsetional background, experlence, status,
and role of persons filling the position of director of development.
Using the 1965-66 edition of the Education IMrectory, published by
the Unlted Statea Office of Education, he found there were eighty
collegen eligible for his atudy. Within the eighty, sixteen were
dropped when they indicated, on receiving the questionnaire, that

they either had no development program or the director's position was

zGanrgn Hatrris Langeler, "Financial Development Programe in
Ingtitutions of Higher Education with Special Reference to Selected
Colleges” (Ph.D. dissertatfon, University of Michigan, 1959},

3Richerd Haseltine Timmina, "A Study of Three Natfonal
Efforts in Fund-Raiaing far Colleges and Universities"™ (BEd.D disser-
tation, Columbia University, 1%62).

aﬂelne Goerdon Borpheimer, "The Mrector of Develepment in
Selacted Indapandent, Liberal Arts Colleges of Moderate Size' (Ed.D,
dissertation, Rutgera University, 1967),



20
currently vacant. The populaticn of inatitutions Bornheimer was
studying at this point consisted of sixty-four collegea in Cwenty-
five atates. He obtained a sample conslsting of fifty-seven usable
regponees from colleges in twenty-five states.

In two areas of lnquiry relevant to the present gtudy,
Bornheimer's resulte showed

1. a wide varlety of educational backgrounds on both the
undergraduate and graduate level, with a preponderance in the human-
ities and soclal aciences, and

2. a wide variscty of backgrounds of previous employment,
with the Largest aingle group having had experience golely in the
Eleld of education.
Although some chief development officers had an educational or occu-
pational background related toc some area of organization, busineas,
ot govermment adminimtration, the majoricy did neot. It appears than
that absence of uge of quantitative measures in higher educacion
development to evaluate fund-ralsing efforts and to help in the allo-
cation of fund-raiging rescurces may not be the result of a considered
rejection of puch measures but rathetr it may represent a lack of
expoaure to them on the part of directors of development.

Britt5 sought to apalyze the development offices at ninety-
seven state univergities and land-grant inatitutions, A gqueationneire

was mailed to aach ingtitution and a total of sixty-two responses were

Sﬂilllnm Morris Britt, "The Office for Development at Selected
State Institutions of Higher Education" (Ed.D. dimaertaticn,
University of Tennessee, 1967).
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obtained, including fourteer resulting from a fallow-up mailing.
Development officers of six of the responding inatitutions were aelec-
ted, on a geographically representative basis, for ln-depth personal
interviews. B3ritt found the development office at the responding
inatituticne to be increasing in scope and I.nfli:hemu:a.n..I5r Although
thirty=-seven responding lnatituticns did not have a separate office
charged with inaticutional development (Britt did not ask whether
they intended to establish one 1n the future), there seemed to be a
trend in that direction, since at cnly ten of the respondents with
development officen were these offices seven-years-old or older.

Britt's scudy also indicated a trend toward the establish-
ment of a single development cffice respongible for a wide variety
of development-related activities in state universgities and land-
grant Ingtitutions. Such a trend toward central management should
increase the desirab{lity of uaing a costing syatem such as the cne
depcribed in this study to help the development officer effectively
monltor and manage a varlety of progrema.

In an effort to identify suvccessful fund-vafiging practices
in small, private, primarily liberal arta cclleges, Eramer? gleaned
from current writings and by consultaticn with representatives of
organizations concerned with educaticnal fund-raising, a tist of

forty-nine areas, programs, and activities generally belfevad to

S1b1d., p. 101,

Tl!nbnrt Vern Cramer, "Finsncisl Devalopmant in Private Higher
Education and the Effects of Related Varisbles" (Ph.D. dissertation,
University of Commecticutt, 1967).
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tnfluence an institution's succemns In seeking private support. He
naed 1962-1963 information on file with the Council for the
Advancement of Small Colleges {CASC), supplemented by mall requests
to Inatitutions for additional information am necessary, to ascer-
tain the gtatus of fifty-five institutions with regard to the forty-
nine variables. Some examples of the varliables Cramer used are:
amount gpent in financlal development, total gifte received, total
glfts recefved from alumni, number of alwmni, amount of time presi-
dent spende soliciting gifta, number of trusteem, percentage of
trustees making contributfcns, the astablisbment of a parenta' Ffund,
and an organized community support program. Cramer then obtalned
Pearson's product-moment correlation for all possible combinations
of the variables. Thie statistical method should have revealed
aignificant relationships betwean the variables. Cramer, however,
expressed surprise at the ". . . lack of a significant correlation
between the amount of money the fifty-five CASC collegee apent in
financial development, and the total amount of glfta rnceived."ﬂ
In speculating as to the caume of this apparent anocmsly, Cramer con-
sidered that the cclleges might have hean fneffective in using the
resocurces they already had, since most were unaccredited and all
conceded the need to improve thefr situations academically and with
regard to financial stability, He alsc considered the possibility

"

that appeals were ineffective because . . . Ikt could have been that

there was nc sound reason for the existence of many of the CASC

81b14., p. 137,
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nd An additional possibility, which does not

collegea studied, ., . .
appear to have been conaldered by Cramer, is that the lack of correla-
tionh could have reaulted from incorrect data., It seems posaible that
at leagt pome of the inastitutions might not have reported the true
coats involved Lo thelr fund-raleing efforts. Indeed, it seema posel-
ble that they may not have been aware of all the costs fnvolwved,
lacking a system for identifying them and bringing them to the atten-
tion of administratcaras.

Shilling appraised the aignificance of the development func-
tion in private liberal arta cclleges and found that ". . . There ieg
litecle relationship between the performance of the development
function 4n the private liberal arte colleges and the nature and
purpcae of these inntitutiunn."lu He alao found that ". . . The
performance of the development function in the private liberal arts
college has asgumed an administrative poature based on expediency.

In retrospect, the emergence of the organized development function
has the appearance of means which were devised in an exigancy."ll

Meyetr studied fund-ralsing programs by surveying 200 ran-

domly aselected public and private higher education inatitutions of

I1b1d., p. 138.

luany Bryant Shilling, Jr., "An Appraisal of the Significance
of the Davelopment Function in the Advancement of Private Liberal
Arts Colleges” (Ph.D., dissertation, Indiana University, 1967}, p. 168,

117040,
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varying size and putpone.u The applicability of his results to all
higher educaticn {netftutions in the United States 1la open to ques-
tion however, because his substantial level of nonresponse (32.5 per-
cent) may have introduced an element of selection blas, Tn additieon
toe thia substantial percentage of lnatitutions which were unwilling
or perhaps unakle to provide the informaticn gought in Meyer's
gquestionnaire, some of the 1lnstitutions which did respond indicated
they were unable to provide complete Information because of inadequate
recordsa.

From the financlal information his respondents were able to
provide, Meyer computed an amazingly low "mean percentage of contri-
butinrna expended for fund-ralsing . . . ." (2 percent), witha range
of 1 percent (private colleges) to 4 percent (private univvar:iti.u’}.u
These very low percentagez seem beat understood by exemining the
language by which the data was sought in the questionnaire. The ques-
tion form leads the writer to believe that these percentages represent
those expenses which were literally deducted directly from contribu-
tions and not total fund-raising expenses, If they were to be taken
as total fund-raising coats it would put them in contradictiot to those
of Leslie who found, fin a study discussed earliar, that during the 1967-

1970 period the median cospt-per-gifc-dollar at private colleges was

u.‘lmu Dean Meyer, "A Study of Fund Rafping Programs at
Selected Tnatlitutions of Highar Education in the United Btatews’ {Ed.D
diggertation, University of %Wyoming, 1971), p. 92.

Lbid,, p. 63.
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22 percent and at private unlversities it wes 12 percant.la

The major significance of Meyer's research to the present
study lies {in the ingtitutions which were unable to provide complete
financial data relared to develecpment. This might not have been the
cage had these lnstitutione possessed & system for meaguring rthe cost
of all phases of thelr development programa, such as rthe aystem which
is the subject of the present study, It may well be that widespread
use of such a system would have enabled more fnetituticns to
respond accurately to the survey and would have, therefore, provided
the development fleld with a more generallizshle and usable self
study.

Sherratt, primarily by smeans of & questicnnaire and inter-
views with development administratore, studied the orgaenization and
methode of fund-ralsing at eight public universities which were selec-
ted by Sherratt M. . . on the baple of their geographical distribu-
tion and their proven performance in Eund-ralning."15 As in the
Bakrow, Britt, and Shilling studies diacussed previouvely, the develop-
ment organizations were found to vary widely. Sherratt, however, wap
able to identify a mumber of characteristics common to most of the

eight development officeu.lﬁ A wide variety of fund-taisfing preograms

1410hn W. Leslie, Seeking the Competitive Dollar: College
Management in the Seventies (Washington, D.C,: Americen College

Public Relations Association, 1971}, p. 17.

15Gerald Robert Sherratt, "A Study of the Methods and
Techaiques Usad in Fund-Raising at Selected Public Universities™ {Ph.D.

diseertation, Michigan State University, 1975), p. 7.
16

Ibid,, pp. 334-51.
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were almed at guch conatituencles as alumni, students, parents,
faculty, corporations, and foundatiomse. 1In all institutions the
annual giving campaipgn was described as the most cumplexl?, and
", . . the most expensive of the warious fund-rafaing prugraﬁs imple-
mented by the development officers in terms of returms to cost

wlB

The primary concern of Sherratt's study was not fund-raising
coet. However, the variety and complexity of the development pro-
grams he found at the eight public universities he studied seems to
indicate that ingtitutiona which treat development coat as a single
antfty, rather than analyzing its compotents as they relate ta
separate programs, could be depriving development managers of an impor-
tant means of improving their own effectiveness.

In summary, the studies reviewed in thia sectlion are those
which have sought to analyze some facet of the development function
in higher education but which were not concerned, or were only peri-
pherally concerned, with the cost of fund-raising. Their chronclogy
indicates a relatively recent but growing intereat i{n the organiza-
tion and operatfon of financial davelopment in higher education.

They document the existence of a wide variaty of fund-raising struc-
tures throughout United States higher education and a wide wariety
of backgrounds of those respeonsible for the programa. They are aigni-

ficant to the present study because they show that a practical system

7 b1a,, p. 341.

1BIhld., p. 343.
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for messuring the cost of ingstituticnal development programe must
pogpess flexibility so that 1t can he taflored to a wide variaty of
development atructures, They also provide evidence that such a syastem,
once developed, would be useful not only te the institutions utiliz-
ing i1t but haeg the potential to provide date for future research in

higher education development.

Fund-Baising Coat

Few atudies have been done that were concerned directly with
the cost of college and university fund-raising. Leslie, in 1969,
reported the resultas of the firat ACPRA uur\ray.lg This atudy, con-
ducted with a grant from the Esso (EXXON) Foundation, cbtailned data
for the peried 1962 through 1968 (1962 to 1966 for fund-raiming
income and expense data) from 700 institutions which responded te the
inirial questionnaire and 445 {natitutiens which responded to a sup-
plementary budgetary data questionneire., Usable and coaparable
repponaes were pbtaftned from 105 institutions. Teelie almo obtained
information through field vislts and personal interviews. All cata-
gories of feur-year insgtitutions were Iincluded in those providing data
except state colleges and, with that exception, the findings were
accepted as representative.

Among the purposes of Lealie's study, which he deacribed as

preliminary and exploratory, the purpose most relevant to the present

191.1‘::1131131 W. Lealie, Focus on Understanding and Suvpport: A Study
in College Management (Washington, D.C.: American College Public
Relations Apsociation, 1969).
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study was the identiffcation of *. . . some promiaing poeseible yard-
gticks and evaluative criteria for measuring fund-ralaing effective-
nega, . . ."ID For this purpose he collected data on gift income,
expenditures for inaticutional advancement progress (an uwbralla
term to include fund-raising, information services, publications,
and alumnl relations}, the institutiona' total educational and
general expenditures, nmumber of gift selicitation calls, alumni
cffice activities, and alumni gifte. For his atatiatical analysis
Lealie used Kendall's Tau, an index of rank order cotrelation, On
the baeis of his analysis he made several cbservations among which
were these; glft income without deferred gifts was a reliable indi-
cator of total gifta,zl a very high correlation existed between
advancement program expenditures and gift dollars, the correlation
was higher when only fund-rafging and alumni relations expanditures
were included, the cost of ralsing funds wams approximately fffteen-
to twenty-cents per dollar, cost-per-glft dollar was inversely
related to the amount of money raised and private fnstituticns
tended to receive alightly more money when their budgets emphasized
fund-raising rather than public relaticns activitleu.zz Laglie
further noted that!

Indicators and yardsticks of performance need to be estab-

lished and tested over a periocd of years to determine their
validity. Data collection aystems must be expanded and improved

Wyh14., p. 8.

lyped., p. 20.

221h1d., p. 28,
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to provide tellable 1nformat£nn.23

Lealie's high correlation between advancement program expen-
ditures and gift dollars contrasts starkly with Cramer's finding of
no significant correlation between money spent {n financial develop-
ment and total glfts recelved. This contrast strengthens the auas-
pici;n valced earlier in dipcuasing Cramer's astudy, that hia fifcy-
five small and somewhat financially unstable {natituticns, moat of
which were s#lso unaccredited, may not have been aware of their actual
fund-raising costa and were not, therefcre, providing Cramer with
accurate data. It seems logical to suppose that the type of institu-
tioh Cramer studlied would be less likely than others to be using
managettent techniques of a kind which would have enabled them to
accurately fidentify and keep track of wmoney spent for the purpose of
financial development.

The ACPRA asurvey wag later repeated to obtain data for the
period 1965 through 1968 and again for the period 1967 through
IBTG.E# This latter ptudy establighed that in two thirds of the
inetitutions surveyed there had been an increase in cost-per-gife-
dollar and that twenty-one institutiona, 15 percent of those com-
pared, had experionced cost-per-gift-dollar increases of 50 percent

or mnre.zs Managemant techniques which permit the monitoring of

231h14d., . 51.

zﬁlnsltn, Seeking the Competitive Dollar: College Management
in the Seventies.

25

Ibid,, p. 27.



30
davelopment costs, auch as the method developed in the present atudy,
may aoffer a means of controlling the widespread increase In cost-
per-gift~dollar noted in the ACPRA surveys.

A comparfson of nonacademfc operating costs in small, private,
liberal arts colleges was conducted by Ven Horst and Henkhauas to
egtabliah guidelines For use by administratore in determining how
economically and efficiently thelr own departments are uperating.z
The researchera malled queationnalires to 141 inetitutione having
enrollmentes of less than 2,500, The questionnalre sought infermation
an tha amount of the annnal operational budgets snd the number of
personnel employed in twenty nonacademic departments, one of which
was the development function.

Uging data from the aixty-five usable questionnaires returned,
the researchers determined the relationaship between departmental
operational budget and full-time equivalent enrollment for each of
the nonacademic departments., Formulae were then derived for deter-
mining the operational budget and the number of peraonnel which would
place a given department on the statistical '"line of best fit" of all
glmilar departments in responding 1nat1tut10na.2?

The utility of the Ven Horst and Henkhaus formulae as
guidelines for economic and efficient operation is open to question,

They merely seem to findicate the number of perscanel and size of

2ﬁH.nrie Ven Horat and Edward J. Henkhaus, "Nonacademic
Operating Costs: How Small Colleges Compare," College and University
Business 55 (Decembar 1973):24-25.

27

Ibid., p. 25.
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budget that would match other Iinstitutions of a similar size.
Development administratore, for example, who might find by using the
formulae provided, that they were operating with fewer personnel and
o gmaller budgetr than similar inatitutions might be encouraged to
cofisider thelr departments relatively efficient and economical, Such
a conclusion could not be justified, however, unless it could be
ehown that thelr output (gift dollars) was gsimilar in quanticy to the
output of the other development offices. The Ven Horat and Henkhaus
formulae do not take output intoc consideration. Mereover, caution
geems to be indicated by the lack of correlation Cramer found between
money gpent in development and the amcount of gift money received by
the type of fnstitution Ln queatinn.zs If it is aBpumed that Cramer’s
institutions were praviding him accurate data, the lack of correla-
tion would cast doubt cn the value, as guidelines, of formulae derived
from studying such small private libaral arts colleges. Further doubt
as to the value of the guidelines leé cast by the previocusly cited
finding of Shilling regarding the unplanned nature of the development
organization in the private liberal arte colleges he atudied.ﬂ It
appears that the Ven Horst and Henkhaus formulae would be more useful
s guldelines 1f they

1. wetre derived from institutions which had demonetrated thair

zacrmn "Financial Development in Private Higher Education
and the Bffacts of Related Variables," p. 137,

Hsnuung, "An Appraleal of the Significance of the
Develepment Function in the Advancement of Private Liberal Arts
Colleges," p. 168.
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success in development, and

2. incorporated the cost-par-gift-dollar these inatitutions
had borne in relsing various categories of gifte.
The widespraad use of cost measurement systems, such as the one the
preaent study is deaigned to produce, could help make future research
efforts simflar to that of Ven Horet and Henkhaus more valuable and
successful. In the ptesent study, therefore, an effort 1s made to
produce a system which will provide the using inatitution a data
bank of costs-per-gift-dollar in each fund-raiming categery. In
addition to helping these institutions In the management of their
own development functiong, the extstence of euch data should be of
assistance to researchers who, like Ven Horst and Henkhaue, are
seeking to gather information from which te develop guidelines by
which other development administratora might gauge the efficiency
of their own fund-railsing efforte.

in summary, the studieg concerned primarily with the cost of
fund-raising in higher education are few in number and of doubetful
utility to the development officer seeking a gauge with which to
meaaure the efficiency of his programs, The Lesglie--ACPRA surveys
are the most valid and informative of these surveys. They reveal a
rieing trend in the coet which institutions Incur in cbtaining each
glft dollar. They cannct compatre costs in the varlous categories
of fund-reieing, becasuse ingtitutions lack such information, The
tool developed in the course of the present study can make efforts
more effective by providing at each institution a bank of coat-

pec~gift-dollar data for sach category of fund raising.
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Cogts in Higher Education

This sectlon reviews research which fa, for the most part,
concerned with institutional coets {n higher education, but which
focusea on these costs in relation to instfitutionsl outputs, {.e.,
degreea, credit houre, or social benefit, rather than the cost of the
davelopment function.

Ermmw&raﬂ developed a technique for determining the unit caost
of insttuctional progtams at teachers colleges. He found unit copt
gtudiea to be a gimple and inexpensive way to achieve many of the
benefites of coat accounting without added staff, and he recammended
that teachersa colleges use his technigue on a year-to-year basis
while seeking to improve upon {t.

Brammer obtained all costs normally covered by the general
fund budget: costs of lnstruction, administration, and physical
plant, and allocated them to instructional programs, defined as
instructional departmenta or divisions of schools. A total coat
for each department was pbteined from the direct costs budgeted to
it plus an allacated share of physical plant and administration
costa. The total cost for each department wass then used ta obtain
three unit cogte, These were:

1. Avarage departmental cost per full-time equivalent

faculty member,

3uLuu\ell Howard Brammer, A Technique for the Study of Unit

Costs of Higher Education in Colleges and Universities for Teacher
Education" (Ph.D. digsertation, Indiana University, 1954),
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2, Average departmental cost per full-time equivalent atu-
dent.

3. Average cost per departmental instructional unit.
Instructional unita were obtalned by multiplying number of atudente
enrclied by course credir houra.

Brammer was concerned solely wirh unit costs as they apply
to educational programa. Hils technique, while similar in concept
to the one which {8 the subject of the present astudy, doae not lend
itgelf to the esgtablishment of unit cost {cost-per-glft dollar} of
fund-ralsing programg. Brammer was not concerned with the problem
of determining the cost of raising money for the institution and,
therefore, 4id not develop {nstruments for isolating these expenses
and digtributing them fairly among the various fund-raising programs.
Thia g done, however, in the present study which 1is specifically
aimed at providing a measure relevant to the neads of an institu-
tion's development function as distinct from its academic depart-
menta.

Dyer31 devaloped an approach for the use of cost-effectiveness
analysls as an aid in planning for & mtate gystem of higher education,
He compared the effectivenass and comt of providing needed incremental
atudent capacity for the Texas public higher educaticn asyetem by
buflding new institutions or, slternatively, by expandirg existing

ingtitutions, For each alternative he egtimated costs and returns to

31Jamel Bimpson Dyer, "Cost Effectivenass Analysis for a
Public System of Higher Education” (Ph.D, dissertaticn, Unfversity of
Toxas at Austin, 1969},
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the etate and to individuale. The following cutline was used in the
anslysie of each alternative:

« « . Analveis of Beturns

Returns to the Indiwvidual
Returne to the State
Returns ta the State from Tncreased Tax Revenue
Returns to the State Economy
Noneconomic Returns
Analyaia of Costs
Coats to the Individusl
Coats to the State
IMrecet Costs
Costa to the State from Foregone ;axes
Coats to the State Economy. . . . 2
Dyer wae not concerned with unit cost in this atudy. Hie systewm,
designed for application at the atate level, does not seem relevant
to the development officer eeeking a method for determining the
coat of fund-ralsing programs. Howaver, Dyer's successful applica-
tion of cort-effectivenees analysis in an area of higher education
planning ie encouraging to the present atudy. If a means of comparing
the costs of different types of fund-ralsing programs is previdaed,
the application of coat-effectiveness techniques in the area of
development may be made practical.

Ewald and Kiker developed a model for determining the Input
coat of university degrees., After developing bases for allocating
the cost of nonteaching uniia of the university to the teaching
unite {collegee), allocation is made to each college through an input

set and autput set of matrices., Thelr model can then be used Lo

arrive st an estimated total cost for each of the several degrees

114, , p. 227
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awarded by the univeraity as well as sverage degree costs at the
baccelaureate level and master level. They wrote:

There are [our steps necegsary to accomplish this purpose.

First the output of the university's product divisions must be
derermined in terms of course hours., Second, these cutpute
must be weighted in order to express them as equivalent units.
Third, the cost per equivalent unit must be calculated and con-
vartad into a cost per hour, The fourth step is to determine
by type the numher of credit hours that comprisa the various
degrees,

Unit coet in Ewald and XKiker's model s computed in terms of
degrees granted, As with Brammer, costa are applied solely to edu-
cational programs. Mo application te the universfty's fund-ralsing
programs is attempted. The interrelationshfpe between service
centers and producing divisions of inetitutienal development organ-
1zations are not likely to be complex enough to benefit from thie
application of matrix theory. 1Its application to degree cost is
appropriate, as Bwald and Kiker poilnted out, because ". . . The
large size of the matrix system of an actual university impaire
clear discuasion and manuel algebraic operationa. . . '“3&

Hample analyzed the cost of instruction at Montana State

a5
University, Bozeman, Moutana, The method he daveloped waa designed

to datermipe:

+ = « (1} the instrivv wal costs per guartetr for a full time

33&. A, Pwald and B, ¥. Kiker, "A Model for Detetmining the

Input Cost of University Degress,’ Sccio-Economic Planning Sciences
{ September 1%70):337.

34

353tephen Roes Hample, "A Cost Analysis of Instruction at
Mcntana State University” (Ed.D. dissertation, Montara State
University, 1975).

Ibid., p. 332.
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equivalent student in each academic major at the baccalsutreate,
master's [ sic ] and doctoral level; and (2) the total instruc-
tional costs per student for the baccalaureate, master's and
doctoral degree in each academic major,36

Faculty malariee were allocated by course level and subject

area by means of a quarterly faculty workload report, Direct coats
for each departmenc, such as supplies and traval, were obtained from
the business office. Indltect costs, such as studenkt services, admin-
tetraticn, and physlcal plant operations, were allocated to academic
departments according to the product of the number of studente in
their courses and the wmumber of credit houre for each course. This
product was deelgnated as student credit hours (SCH). Cost per S5CH
in each department, by level, were then computed. There costs were
then used in the determination of a final cost per degree granted,

Hample stated that:

This study was undertaken as a result of increased attention
being focumed at the local, state, and national Jevels on the
costs 0f higher education. The purpoese of this study was to pro-
vide relatively cbjective information on the instructicnal costs
of degrees for conmideration in making internal and external
decisions regarding the operation of Montana State Universit}'.”

Design of a similar system to focus on the output of the development
fvnction instead of the lnstructional function and to provide for
comparison of unit costs over different periods of time, although
not dlescussed by Hample, should prove useful in making declalons

related ta the development function.

In additicn ta the research sltready discussed, a set of

36.01d., p. 18.

7 1p1a., p. 101,
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procedures and computer sofitware for compiling and exchanging institu-
tionel cast information have been develcped by the National Center
for Higher Education Management Systema (NCHEMS), These procedures
and software have been adopted, with certain modifications, by the
Virginla State Council of Higher Education for use beginning with
the 1976-1977 acadewmic year. When fully implemented the Virginia
Information Exchange Procedures are projected to provide for the
gxchange of costing information on disciplineas and degree programs
amchg state-aupported institutions, The aystem will not provide a
mesng of calcularing the urit cost of fund-ralsing programs, however,
for two reasona, Public relations and development are treated as a
ningle program under an Instftvtional Support designation. Thus, no
pravision 1s made for lower levels of programs which could deal with
geparate development programs as in the present study. Second, only
funds depoaited in the ptate treasury are considered for reporting
purposes. This excludes recelipts from private contributions and
diract expenditures from these sources, since private contributions
to state institutions, in Virginia, are net handled through the state
Lreapury.

In swmmaty, studies of coats in relation to “educational
output" of institutfons have been useful i{n revealing the caat of
instructional programs and as a planning tool., Thie review of such
atudies indicates that & cost measurement system such as the one
developad in the present study, designed to inform development offi-
cers of thelir costs in relation to dollar output of each of their

development programs, can be expected to yleld benefits through
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loproved efficlency in the planning and management of financial devel-

opment in higher education.

Compatibility of Costing System with
Management by Objectives

A measuring system which informa development officers of the
cost of their individual fund-ralsing programa should be useful in
planning, budgeting, and control, regardless of what philosophy or
techriques of management those development officers subscribe to.

Its uvegefulness would be particularly high, however, for those develop-
ment cfficera who seek to use the method known Bs management by
objectives (MBO). MBO 1ig described by its aystematizer, Odiorne, as!

. +« . @& ptocepga whereby the superior and subordinate managers

of an organization jointly identify ita common goale, define each

tndividual's major areasm of responsibility in terms of the rasults

expecited of him, and use these measuren as guldes for operating

the unit and assagalng the contributicn of each of 1its members.
Cdicrne's seven-step cycle of management by objectivea is shown in
Figure 2. Information provided by a coat measurement system can be
ugaful at the peints indicated.

Step 1--Total development cost per dollar received (all fund-
raleing coste are combined and divided by the total of receipte in all
programa). A goal for the ensuing year may be established after coat
measutrement reports from prior years have been reviewed,

Stepas 3 and 4--Cost per dollar recelved (fund-ralsing costs

divided by receipts) for each program. A goal for each program for

3Eﬂenrga 5. Odiorne, Mansgement by Objectives: 4 System of
Managerial Leadership (New York: Pitman Publishing Co., 1965},
PP- 55-55 *
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the ensuing year may be established after coet measurement reports

from prior years have been reviewed.

Steps 35, 6, and 7--Cost per dollar recelved {for the entire
development function and for each program} may be obtained from

interim reports for use in periodic performence reviews,



CHAFTER ITI1
METHODS AND PROCEDURES

A system wag constructed at one public inetltution, deeig-
nated as the pilot instituticen, primarily using a process of formative
evaluation, The exiatence of a wide variety cf development atructures
throughout higher education in the United States has been well-
documented Iin the literature, 1It, therefore, was recognized that a
pllot eystem constructed to fit the atructure and needs of a aspecific
lnstitution would probably require modification 1f it were to have
value glsewhers. In order to assesa the degree to which such modifi-
cation would be necessary and the parts of the meagpurement system
which would need to be altered, a second phase was included in the
project, This consleted of field viaits by the director of the pilot
project to one other public and two private institutfions. During the
third phase of the project, the summary evaluation phase, the system
was evaluated by a group of judges professiopally involved in one or
more areas aof the financial development of higher education.

Thie project is intended to be of agsistance to administrators
of development programs who wish to adopt a costing system at their
own institutiona. For this reason the steps in the design of the
pllot system and a description cof the development structure for which
it was designed are pressnted in this chapter, To further assist these

adwinigtrators a detailed description of the formes and procedures which

42



43
comprise the pilot system, the degree of adaptability as determined
during the fiald visits, and the results of the summative evaluation

are presented in subseguent chapters.

Aggumptions

In deslgning rthis system for costing of pregrame it was
agsumed thatk:

1., All fnatitutions have some type of a financial accounting
aystem, Whether ot not the system la sutomated, expendituree are
recorded end can be reviewed.

2, To he practical, the measurement system would have to
be compatible with the accounting procedures ln effect at the insti-
tution. It should not force the institution to make a wajor revision
of its chart of accounts or change the method by which it clagaifies
expandituren.

3, To be practical the system should not require that
adminiatrators, except for one individual responsible for the compila-
tion of data snd preparation of reports, have a detailed knowledge of
the system or devote substantial time te Llts sadmminigtration.

4, The ayatem would be moat practical 1f ic allowed the
estimation or approximation of ipput data in cases where obtaining
greater accuracy would be disproperticnately time consuming or

uneconomical.,

Constructing the Filot System

The pilot system was constructed in the following eight steps:

1., The structure of the development office was examined for
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the purpose of ildentifying the preducing divisions, the service
centers, and the operating relaticnshipa among them.

2. The datas sources were identified in order that the costa
and the receipts of each program could be obtalned.

3. A costing approach suited to the purposes of the measure-
ment system was chogsen, The following three approaches to cost
accounting were evaluated:

Variable costing--only those costas which vary when the
level of program activity is changed are recognized as program coata.

Full cogting--all coats are assigned to programs regard-
legs of whether they vary when program activity is changed.

Standard costing--standard unit costs for each program
are firat egtablished. Actual c¢oats are then compared with the
standard.

4, The chart of accounte and the expenditure classifica-
tions used in the institution's accounting system were reviewed for
the purpose of identifying costs to be fdentiffed with fund-rataing.

5. Appropriate bames of allocation were choaen for use in
apaigning indirect ccats to service centere, to producing divisicns,
and to each fund-raiaing program operated by the producing diviaiona.

6. Procedures were establiched and the neceasary forms were
deaigned for obtaining informaticn needed fn the allocation of indi-
rect coste., Worksheets were alsr degignad in a fill-in-the-blank
format to facfilitate computing the coat of each program.

7. A reporcing format was established in which significant

and umeful information obtainsd through the system would be
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periodically made available to development administratora.
8. A computer program was Jdesigned to facilitate the com-

pilation of data and the preparation of reports.

A procese of coatinuous critique and modification, referred
to as formative evaluation, was maintaitned over a ten-month trial
period, after which the final syatem was adopted for permanent use.
Costs were complled and reporta made four times during the trial
period, The first report covered costs and recelpta over the entire
preceding fiscal year {July 1, 1975 through .June 30, 1976). Reports
were then compiled at the end of each of the next three guarters.
During each of these reporting cycles the system wag reexamined and

appropriate chenges were ilncorporated.

Formative Evaluation Procedures

The VYice President for Development at the pllot institution
and ten of his administrators eerved as formative evaluatoers. The
writer, who served ag director of the pllot project, wae provided
space In the development office in order to make possible a com-
tinuous and informal exchange of reactionse and suggestions. Tentative
procedures and proposed changes were discusmsed and evaluated {n this

manner,
In addition to thia interaction, semigtructured interviews
{(Appendix A) were conducted individually with the formative evalua-
tora. The purpose of these interviews was to obtain the evaluatora’'
opinions on such questionas as the degrea to which all pertinent costa

had been identified, the appropriateness of the bases of allocation



selectad for upe, the degree of complexity of the system from the
uper's point of view, and the value of the lnformation provided in

the periodic reporta,

The Field Study

After completion of the pilot preject, the project director
vigited three institutions of higher education that had organized
devalepment programs and explainmed the ayatem to key development
administrators., The primary purpose was to assess the degree of
difficulty which would be encountered in modifying the procedureas
and materials developed at the pilot institutfon to sult the needs
and ptructurea of the inatitutions vislted. This was done through
gsemiatructured intetviews (Appendix B) which sought anawers to
quepstions relating to the eight previously described stepa of the
cohstruction process. Comments and recommendations were also soli-

clted.

Summative Evaluation Procedures

The syatem in its final form was appraised by thirteen
evaluatpra. There were two cutsglde evaluatore, ten of the alaven
development sdministratora whe had aerved as formatfve evaluators
and one who had joined the pilot institution development staff
after the formative phage of the prelect was completed. The two
outsfde evaluators were:

John W, Leslie--Pregident of Inestftutional Advancement
Consultanta and Former President of the American College Public

Belations Association.
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W. Michael Born--Vice President for Mandgement Programs,
Research, and Career Development of the Council for Advaencement and
Support of Education.

Bach of the summative evaluators was provided a description
of the completed pilet system along with aample forms and reports.
The purpese of the project was premented to them ln terms of a
general goal and specific objertives. Evaluators were then asked
to lndicate on rating sheers [(Appendix C) the percentages in which,
in their estimation, the general goal and specific objectives had
been achieved,

The evaluators were Informed that the system would he con-
gldered patisfactory {f the mean of the ratings indicated that the
following three conditions had been met:

a) The goal of the project had been at leaat 80 percent
achieved,

b) Specific objectives, on the average, had been at
least HO percent achileved,

c) No eingle objective had been less than 60 percent

achieved.

The Pilot Instictution

The pilot ipetitution {8 & small public university wich
schoole of arte and sclencen, education, law, business administra-
tion, and marine science. Full-time snrollment Ls currently about
4,000 undergraduate and 1,600 graduate and prcfesslonal students.

It has an endowment toteling about ten million dollaras.
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The Office of College Develupuent.l established in February
1971, has responsibility for all fund-raising activities, except that
athletic scholarship funde are solicited by a separately incorporated
entity, the Athletic Education Foundatiom, Since April 1973, by
agreement, the Society of the Alumnl ie no longer engaged in fund-
raleing activity.

The Dffice of College Development currently has a full-time
ataff of eighteen, {ncluding clerical personnel. It is headed by
the Vice President for College Development, who reporta directly to
the President.

Development responsibilities are delegated to directora for
Annual Giwing, Special Giving, Speonsored Programa, { nts and
Repearch Contracts, and Corporate Relations. The Di..ctor of
Corporate Relations also has responefbility for a function ubrelated
to college development, that of student career placement.

Supporting services, specifically, identification aof poten-
tial donors; maintenance of address lists; preparation and reproduc-
tion of appeal lettera; gifc recefving, recording, and acknowledgment
ate apgligned to Cogrdinators for Donor Research, Communicaticons, and

Development Services.
Data automation im provided by the institution's central com-
puter, an IBM 370 Model 158, in conjuncticn with a terminal and sup-

plemental computer, a Wang 2200, in the Office of College Development.

lﬁlthnunh officially a university, the institution continues
to use collage in {ta title for reasons of tradition.
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The institution's financial accounting aymtem 1is automated and
operates on a July 1 through June 30 fiscal year. Accounting is on a
cagh rather than accrual basis, meaning that expendirures are recog-
nized when cash lg patid rather than when services are performed or
materials are used. All Invoices, expense vouchera, and interdepart-
mental transfers (used for iaternal billing for services provided,
e,g., by the ingtitucien's print shop) are processed by the business
of flee, Automated data liscings are provided monthly to each actlivity
of the inatitution. These show current budget atatus and expenditures
during the previcus month grouped according to class; e.g., supplies,
personnel setvices, and contractual services,

In May 1976, following a year of pteliminary work, a "Campaign
for the Cellege" was launched for the purpose of raising nineteen
million dollars over the ensuing three years. A professional con-
sulting service was engaged to provide advice on conduct of the
campalgn. Services of a repldent consultant are provided under terms
of the contract,

Prior to the start of the pllot project, development admini-
ptratore did not have the benefit of quantitative measures relating
to individual progrems, except for receipts. Cost information wae
avallable only as it pertained to the entire development function,
pince neither the annual budget nor reports provided by the inatitu-
tion's accounting system classified expendftures according to program.

In this regard the situation at the pilot Institution was

typical of that which, as Leslie indicatad, exiats throughout higher
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edu:nttnn.2 Evaluaticn of programs had to be done and program-
related decisions had to be made without the advantage of cost informa-
tion on a program by program basfs. Llack of this informatlon was ool
a seérious handicap while the development effort remained small encugh
to allow the Vice Preeident to be personally involved with virtually
all operations. By mid-1976, however, when the pilot ptoject was ini-
tiated, private support had been railsed to a magnitude, and the pro-
gram structure had reached a level of complexity, which made individual
program cost information extremely desirable. Furthermore, the insti-
tution's continuing growth trend in private support {see Table 1), and
an ever-increasing need for more such funda to supplement state appro-
priations and student fees, seemed to indicate that such {nformation
would become increaningly important as suppert for effective manage-

ment.

Description of Cogt Maagprsmant System

The following {s & brief summary description of the syatem
for gathering data, allocating costs, and determining the cost-per-
glft-dollar of each program. A more detailed {item by item descrip-
tion of each form amd procedure la presented in Appendix D,

Time summaries for each producing division and service
centar were filled out weekly by one person in each office using

a Fi{ll-in-the-blank type form. The purpose of these time

2John W. Leslin, Beeking the Competitive Dollar: College
Managament in the Seventiss (Washington, D.C.: American College

Public Relationa Association, 1971}, p. 9.




TABLE 1

PRIVATE VOLUNTARY SUPPORT FROM ALL SOURCES
1970-1971 to 1974-1975
{in dallara}

51

Average Average
Filot for for Public
Yaar Inatitution Higher Higher
Educaticn Educacion
Institutions Inatitutions
1970-1971 271,277 1,409,000 1,392,000
1971-1972 462, 548 1,506,000 1,604,000
1972-1973 1,098,859 1,716,000 1,766,004
1973-1974 1,369,928 1,768,000 1,874,000
1974-1975 1,954,118 1,698,000 2,081,000
SOURCE: Council for Financial Afd to Bducation, Voluntary Support

of Bducation {New York:

editions published 1972 through 1976},

Council for Financiel Alid to #ducation,
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summaries was to aid the project director in determining, at the apd
of each quarter, how working time had been divided in each office.

The expenditures of each office during the quarter were
obtained from the file of expense vouchars and entetred on a ladger.
A separate ledger sheet was used for each preducing divielon and
service center. Ttems of more thapn one thousand dollars yielding
benefits beyond the reporting period were not entered onh the ledger
sheet but Iinstead were entered on a geparate amcoriizable {tem
record.

Cost allocation was done quarterly by the project director
using a separate form {worksheet) for each office. The worksheets
for the service centers were completed prior to those for the pro-
ducing divieions because allocation of indirect coats from the former
wap needed to complete the latter.

The worksheets, which included abbreviated instructions for
each line entry, utilized man-day information from the time summariee
and expenditure information from the ledger sheets and amortizable
itema record. When completed they provided total costs of each office
together with the portion of these costs to be allocated to ether
affices and to specific programs.

A quarterly report was produced from the worksheec informa-
tion. This report was presented to the Vice President for
Devalopment in a modular format, that is, with & separate detachable
portion pertaining to each office which could, after review by the
Vice Prasident, be detached and forwarded to the office concerned.

The report stated for sach service center and producing division,
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ag well as for the development function fnm Lts entirety, a total cost
of operation and total expenditures of state and nonstate funds as
well as a diviefon of ceats into fixed, variable, and etep-variable
categories. Cost-per-gift-dollar figurea were given for the develop-
ment cffice as s whole, for each producing division, and for each
individual program. Flguree were provided for the most recent quarter

and cumulatively from the beginning of the fiacal year.



CHAFTER 1V

RESULTS OF THE PILOT PROJECT

Talloring a Syatem far the
Pilot Tnatitution

The eight ateps in tailoring a program cost measurement
syatem for the organizational structure and requirements of the pilot
{natitutfon were listed in Chapter 1I1. The reaults of these ateps
are described in this chapter.

Structure of the Development
Qffice

There were five producing divieions identified. These ware
tdentified on the basis of thefr responsibility for twenty-three
development programs and one nondevelopment program {(student place-
ment}., The producing divisions and programs were:

Antual Giving Office--William and Mary Fund; Law Alumni Fund;
MBA (Master of Business Adminietratien) Alumni Fund; Graduate
Bducation Alumnl Fund; Parents Fund; Frienda of the College Fund;
Asmociates of the Swem Library Fund.

Corporate Relations and Placement Office--Corperate Frienda
Fund: Williamsburg Area; Corporate Frienda Fund: Vivginia, other than
Williemsburg area; Corporate Friendg Fund: Other than Virginia; School
of Businesw Administration Sponscrs Fund; School of Businese

Administration Sponsors Fund: Directors; Specisl Corporate Gifis;

54
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Student Career Placement,

Special Gifts Office--Speclal in Vive Gifcs; Estate
Setrlements; Giftsa in Truat; Expectancies,

Grants and Research Qontracte Qffice--Federal Grants; State
Covermment Grants; Local Government Granta,

Sponsored Programs Office--Foundationa; Corporate Foundatione;
Agmoclations.

The offices of Communicationa, Development Services, and
Donor Research were ldentified ae service centers, For purposes of
the project the Vice Preg{dent's offfce, which {ncluded himself, his
ageigtant, and a secretary, was aleo considered a pervice center. It
was so caneidered becsuae his functiona aof support, supervision, and
direction for his aubordinate managers are forme of services provided
to thew and are inditrectly, rather than directly, trelated to produc-
tion.

Services were not utilized to the same degree by all producing
divialona, Services of the Communications Office were, for the most
part, provided to Special Giftms, Annual Giving, and Sponmored
Programe. Those of Development Services were provided largely to
Annual Giving, Corporate Belations, and Special Gifts. Deonor Research
aupport was provided almpst exclusfvely to the Speclal GLfts Office
and cnly accaslonally to Sponscred Programs and Corporate Relations,

The efforts of the Vice President's 0ffice were directed, as
one might expect, toward all the producing divisions as well ans the
service centars. MNot, however, to all in the same degree. More time

was spent in support of the Special GiEts Office than any other
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producing division. Hore time waa devoted teo working with the
Comounlcations Office than any other service center.

The atatements relating to the utilization of services and
efforts of the Vice President's Office are broad generalizations.
Actual percentages of time allocation were computed for each reporting
perlod using the weekly time awmmaries provided by each office. These
percentages were used iln arriving at the portion of the Wice
President'e Dffice coats which were to be allocated to mach office and
the portlon of cost of each center which were to be allocated to each

producing division.

Sources of cost and program
recelpt data

Total money received through each program was available from
Devalopment Servicees, except for programs operated by the Office of
Grantes and Reseatch Contracts. Information on these latter programa
was obtained directly from the Gramts and Research Contracts Office,

Expenditurea, both state and privately funded, were available
in the monthly computer printout reports pravided by the Business
Qfffce to all activities on the institurion's chart of accounta.

At the start of the project the Development Dfflce was
treated as a single account and 4l]l Development Office expenditures
appeatad 1n one report without indfcation 9f the producing division
or setvice center responsible. Howewver, the identificaticn of expen-
ditures according te the producing division or gervice center which
has incurred them ia impertant te the procesa of attributing all costs

to individual programs. Therefore, after consultation with a
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representative of the Businesa Difice, each producing division and
service center was designated as a separate subactivity for accounting
purposes. Thenceforth, expenditures were reported on eeparate com-
puter printcuts for each producing divielen and service center. This
change required only the aspigomment of asccount numhers, It did not
fnvolve any alterat{on of the accounting system or the computer pro-
gram,

The Business Office pald all equipment and mafntenance coata
of office copylng from a central account which was reimbursed by
billing esch of the instfitution's activities at the rate of four cents
for each copy made by the actfviry. The number of coples tu be
billed was determined from a monthly reading of a control cartridge,
assigned tag each activity. Copying machines could net be operated
without the inserticn of one of theme cartridges. Aa another step
toward cost identification, s separate cartridge was assigned to each
producing division and service center in place of the single one
formerly used by the entire Development Office staff.

A copy of each expense voucher and invoice asvbmitted was
retalned by the Development Office. This practice alded the praject
director in ldentlfying those expenditures which were to be con-
gldered direct costs of specific programe. However, reading and
evaluating each voucher (the Development Office aubmitted an average
of about eighty per month {n the course of the pilot program) waas
time conewming and undesirable as a continuing procedure, A means of
speading the process of identification wae, therefore, sought. The

aclution was provided by a minor change in the procedure for



58
submitting vouchers. All members of the Development Office staff
gubmitting vouchers or invoices were requested to indicate which pro-
gram necesaitated, or would benefit from, the expenditure, This was
to be dene by marking the voucher with & “program identifier,” which
was a single letter corresponding to a particular program. This pre-
cedure greatly simplified the project director's task of {dentifying
direct and indirect coste, Those expenditures which could not be
fdentified with a program {or programs, since it waa permissible to
use twoe ot more letters in the program identifier to indicate that
an expendlture should be divided) were pooled as indirect coste and
allocated in & manner to be described later.

Having the pereon incurring the expense identify Lts program
objective on the voaucher at the time cof gubmisnion had the side effect
of Iincreasling the accuracy of the program cost measuremant pyntem.
This was so because thie method rveduced the number of expenses which
could not be identified with a particular cost objective and which,
therefore, had to be added to the pocl of indirect costs requiring
allocation. Allocation, nc matter how equitable the basis, caonot
be expected to produce as accurate a remult as would be obtained if
it were posglble to identify all costa directly with a program,

The inatitution, as has been stated, maintained accounts on
a cash basts rather than on an acctuwal basisz, This created a problem
in the mesgurement of program cost., Since expenditures {n cash basis
accounting appear on business office reports in the month when cash
ie paid rather than when services are parformed or materials used, a

single very large axpenditure could cause the cost of a progrsm to
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appear to rise sherply in cne month and drop sharply the next, The
bept solution would have been the institution's converseion to accrual
basis accounting. An assumptlion underlyfing the design of the program
coat mesaurement aystem, however, was that the system must be com-
patible with the accounting procedures in effect at the inatitution.
In any event it would neot have been poaslble for the pllot institu-
ticn to change to an accrual baais unilaterally, sionce cash bagis
accounting was mandated for all public higher education institutions
in Vvitginia by the State govermment,

In order to compensate in part for thise, a practice of amor-
tization of extraordinarily large Development Office expenditures
{spreading them, an development cost, over an appropriate time apan)
wiag added to the procedures ¢f the program cost measursment system,
Such large expenditurse were amortized if the Develepment (OfEfice was
expected to obtain benefit from the item or service involved beyond
the reporting quarter. A minioum of one thousand dollars was set
ap the threshold which would require a single expense to be amor-
tized over ite pericd of benafit. This threshold had the advantage
of being high enough to require that only a small number of expendi-
tures be treated separately. Only four expenditures required
amaritization under this rule during the course of the pillat project.
The one thousand dollar threshold also proved gufficlently low in
practice since a review of the remaining expenditures not large
ancugh to require amartization did not reveal any that greatly dias-
torted coat reporting during the pilot projsct.

The amortization procedure, although helpful, was still not
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an adequate gubstitute for an accrual baeis accounting syetem. To
compenaate further for this it was decided te compute costs on a
guarterly rather than monthly basie and, as wmuch as possible, to make
comparisona on the basis of cumulative Lonformation covering several

quarters.

The costing approach

The approaches to the question of costing which were con-
gideraed for usae in the medgurement aystem were full, variable, and
gtandard coeting.

Standard costing, an approach in which costs are compared
agalnet an established etandard, was rejected as inappropriate for
the purpose. HNo recognized cost standards currently exiat for higher
education development. HNor would atandard costing necessarily be
appropriate even if stuch atandarda were available for comparison.

Such an approach seemed to imply a rigidity unsuited to higher esduca-
tion development. It is far better sulted to manufacturing activitiea
since, in such activities, each unit produced is identical with other
unite of the msame product and 18 produced in an fdentical wanner. In
higher education development, although units produced (dollars) may be
considered identical except for such factora as restricticns on pur-
poses for which they may be used, it is poasible to have s great number
of waye within a given program for dollars to be produced,

The varisble costing approach 1s one in which only those costs
which vary when the lavel of program activity ie changed, would be

fncluded in unit cost calculationa. This approach was in conflict
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with the purpcae of the measurement system being constructed, since
the excluslon of fixed costs from the calculation aof program costs
would render the aystem Lncapable of measuring the cost of each pro-
gram operated by the Development Offfice. To fulfill thia purpose it
was necesaary to assign all development coats to programs. The
approach wag found useful, however, 1in evaluating which costs incurred
by agenicies outside the Devalopment Office should be consldered dev-
eloapment cost.

Thus, uaing the variahility of cost as the criterion, the
institution's chart of accounts was reviewed by the project directoer
and the Vice President for Development. Each function of the college
wns conaidered and costs which would be smaller or would not exist,
were 1t not for the need to obtain private funds, were {dentified.

The full coating approach requires that all costa be assigned
to a product ot program regardless of whether the coste de or do not
vaty with the level of production or of program activity., This 18 thae
approach that was adopted after the variable costing approach had been
uged, as described, tc {dentify coats of development outaide the
Development Qffice. Thus, all coata of operating the Development
Office, am well as the expenditures of other agencies which had been
identified as development costs, were asalgned, efither dirvectly or by
allocation, to programs operated by the Development Office and a true
cost of operating each program wae thereby obtained. It can be seen
from thia that the costing approach selected for use at the pilet

institution was a combination of variable coating and full costing.
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Expenditures treated as costa
of development

Identification of those expenditurea incurred in the operation
of an inetitution of higher education which should be included in dev-
elopment cost requires a series of subjective judgments, The cate-
goeries which emerged as appropriate for incluaion ar the pillot inati-
tution, after consultationh between the formative evaluatora and the
proiect director, might well differ from those which would be choasen
for incluesfon at an {nstitution using another ocrganizational pactetn
for the development [unction.

Decisions were made after all expenditure classificaticns
used in the fnetitution’s accounting evatem were reviewed and all
activities in the finatitution's chart of accounts were considered as
pogelble gources of develcpment cost. These decislions were ap fol-
lows:

1. All expenditures incurred by any member of the develop-
ment office ataff or incurred by other activities con behalf cof the
development cffice were included. The former appeared as charges
againat the Development 0ffice subaccounts described earlier. The
latter were traneferred to the Vice President's account, in accor-
dance with the institution's procedure, wia Interdepartmental transfer
vouchera,

All items in the monthly reports provided by the Businesa
Qffice wers, therefore, to bea included. In these reports all expen-
ditures warn grouped i{n the following categories:

Maintenance and Operation
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Perscnal Services (salaries and hourly wagaens)

Contractual Services {general repairs, profesalonal
pervices, travel expenses, postal services, telephone, computer ser-
vices, printing, and other contractual servicesa)

Supplies and Materials

Equipment

Dues and Subscriptionsa.

2. Employer's contributions for ataff benefits (retirement,
life insurance, health insurance, and soclal security) were paid, Ln
the case of salaried perscnnel, directly by the State government,
These contributions wete not reflected fin the inatitution's financial
records, however the cost to the State was established at 11 percent
of salaries. It was, therefore, decided to add to development cost
an amount equal to 1l percent of salarfes pald to the Development
Qffice staff. This did not apply to hourly wage employees aince they
did not recefive retirement, li{ife insurance, or health insurance bene-
fits. The anly employer contribution in their case, social security,
was pald out of the account of the employing activity and waa, there-
fore, included among the expenditures in the monthly Businesn Office
reports relating to the Development Cffice accounts.

3., There wete no instances, during the trial pericd of the
pilot project, of faculty travel for inmstitutional development pur-
poses, It was decided, however, that if such faculty activity
should take placa in the future it would be appropriate to include
the attendant expensss 43 development cost., A porticn of a partici-

pating faculty member's malary would alsc be allacated to davelopment
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cost in the event that teaching load was reduced &s a result of activ-
ity in support of institutional development. No plans currently exis-
ted to request such activity on the part of faculty members.

4. Time gpent by fund-rafsing volunteers was not counted aa
development cows* nor as coontribution. Expenses 1ngcurred by wolun-
teers were not counted ae development cost unleas they were reim-
bursed.

5. All costs of the Campalgn for the College were included
in the computaticn of development coat. The practice of the
Devaelopment Office was to count campalgn gifes in the gift totals
of the producing divisions and programe through which they were
received, Therefore, campaign costs were attributed directly to the
producing divisiona and programe most likely to bepefit from the
expenditures. Campaign costs which could not be sc identified were
peoled with other indirect coste and allocated to producing divisions
and programs on the basie of staff time, an will be described later.

6. The cost of obtaining and administering granta, research
contracte, and sponsored programs was counted as develepment cost.
Expenditures for accomplishing their purpomes were not ilncluded.

In arrvangements of this type, when research wams to be conducted or

a service provided, cnly a small part of the money acecrued directly
to the inatitution as reimbursement for overhead coats, For this
reagon spuch awards were, therefore, normally not included in calcula-
tiona of total Development Office income. When totals which did
include such funds were presanted for informatficn purposes, their

inclusion was clearly identified.
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7. The pilot instituticn, like mpat educational institutiona,
did not follaw an accounting pelicy of depreciating its phyeical
plant, Weither were the costa of plant mafntenance and operaticn, ner
utilities charged to the activities of the institution. For purposes
of this cost measurement system, therefore, an estimated rental charge
for affice space equivalent ta that occupled by the Development Office,
wan 1ncluded in development coat. Thia method provided a simple way
to approximate the allocated share of the Developmwent Office of the
ingtitution's capital related coeta. The coat per square foot for
equivalent office space in the area gurrounding the institution wWas
cbtained from the clessified section of the local newapaper. The
measutements of office gpace ageigned to the Development Cifice were
obtained from a Physlical Flant Department floor plan.
B, It 1s a trulsm that the president of a college or univer-
ity 18, among other thinge, a fund-raiser. Indeed, the appearance
of the pogition of institutional development officer and its wide-
spread acceptance in recent years, {g the result of a need to ralieve
the preaident of a burden which, at many lnatitutione, left him little
time to attend teo other duties. It meems likely, however, that no
matter how effective a davelopment afficer an {natitution has, ite
presfident, by the nature of his position, will be involved from time
to time in fund-raising.
At the pilet institutien, during the trial pariod of the
pllot project, the Prasident wam involved, on occaglon, in fund-
talsing activities. This raised the quastion of which, If any, costa

of the President's O0ffice sheuld be counted as development costa.
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It was decided to Lnclude all of the President's expensess,
such ag travel and entertaimment, incurred for the purpose of fund-
raiming. Tt was decided not to include any part of the pormal cost
of operating hle cffice, or of his salary, since 1t appeared that
neither of rhese was larger than it otherwise would be were It not for
the need for his involvement in fund-raising activicies, The existence
of an increment attributable to fund-railsing, it will be remembered,
was the criterion established for fdentification of development cost
ir functiona of the pllot institution outslide the Development Office.

9., The function of student career placement, although a

responeibllity of the Development Dffice at the pilot {nstitution,
wag an activity unrelated to {ts fund-rataing misalon. Accordingly,
costas attributable directly to placement activities, as well a8 a
share of the indirect costs of the Dffice of Corporate Relations &nd
Placement, were fpolated. These were noct included in the calculation
of total development cost, and were not used in the computation of

the cost pet dollar of raising woney through the Develcopment Office.

Bases of allocation

Allocation of indirect coats; that 18, those costs of develop-
ment which were not {dentifiable with a particular cost objective, was
done on two baspes. The primary basis of allocaticn wes staff time.
Using this method, lndirect costs of a producing division were pooled
and divided apong its progrems. Each program was assigned a percen-
tage of indirect costs equal to the percentage of the total profes-

sional steffi time of the division which had been devoted to matters
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related tc that program during the current reporting period. Thia
mathod was alao used for allecating Lndirvect costa associated with the
offices of the Vice President, Communications, and Donor Aesearch.
Indirect costs were pooled for each of these offices and divided pro-
portionately among the offices which utilized the time of thelr pro-
feasional staff, Aftrer the indirect costs of service centers were
allocated to producing divieions, they were pooled with the other
indfrect coets of the divisions and allocated to gpecific programs,
also according to the propottion of ataff time abgorbed by those pro-
grama,

Such allocation of indirect cocets on the bagle of time 18 a
widely uaed cost accounting practice. Industrial enterprises com-
mohly allocate overhead costs, such am plant depreciation, utilities,
and management to their various products in prapertion to the time
required to manufacture or process each type of product,

It was concluded by the project director and the formative
avaluators that the staff time basis of allocaticn was the most
equitable and practical method avallable for assigning the Indlirect
coats of all offices except Development Services. A second basis of
allocation, share of equipment use, was chosen for thims office because
1ts mupport of the producing divisions involved equipment to a much
greater degree than it involved ataff. The equipment, oparated to a
great sxtent by part-time student workers, wae a source of four main
categories of indirect cost. These were equipment rental chargeas,
maintenance chargea, student employee hourly wages, and charges by the

computet centar for use of the institution's central IBM 370, with
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which much of the Development Services equipment was connected.
Expenditures in these four categories were, therefore, pooled and
apportioned to producing divisions accerding te the equipwent use
requirement generated by each division. The percentage of equipment
use, for which each producing divisian was responaible, was made
available each guarter from Development Service QOfflce records.

All other indirect costs of Development Services, except the
four equipment related categories menticned, were allocated to pro-

ducing divisiona on the basis of staff time.

Progcedureg and forms

A set of procedures and forme were developed for the pilot
avatem. These including the quarterly report are in Appendix D

with a line-by-line explanation,

Report automation

A computer program was designed by the Coordinator of
Development Services, in cooperation with the project director, as an
alternative to manual preparation of the quarterly report. This pro-
gram, depigned for the Development OFffice Wang 2200 minicomputer
with cassette memory, is avallable on request from the Coordimatar
of Development Services, Office of College Development, Collage of
William and Mary, Willlammburg, Virginia 2318S5.

The analyaia of inputs and the program flow chart (Figure 3)
which were used in the design of the computer program are pressnted
here. Anyone modifying the costing system developed in this project

to fit the development structure of another instituticn way find them
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helpful when designing a computer program for use with the modified

copting system.

Input A--weekly time pummaries

Data to conelast of one entry per office per week with toral
man-days, man-days attributed to each objective, and unattributed
daya. Total entries should equal the number of weeka times the number

of offices.

Input B--amortized {itema

Data to congist of voucher number, amount, state or nonstate,
expending office, program objective, character of cost, amortization
pericd (numbar of years), last amortization period (quarter and year).
Total entries should equal the number of amortizable expenditures made

during the reporting perfod.

Input C--coata
Data to conelset of voucher numbey, amount, state or nonstate,
expending office, program objective, character of coat. Tatal

entries should aqual the number of vouchera for the quartery.

Input D--income
Data fo conalst of amount, office, program. One entry for
each program.
Input E--output from previous
repark
Cutput from program run of pravious quarter, cumulative to

beginning of fiscal year. Data for each office to conasist of offica,



71
program cost, lncome by program, total coste by source (state or

nonstate) and character (fixed, warlable, or step-variable).

Fiald Vieit Findinge

Interviews were held with senior development perscnnel at
three inestitucfons to assess the degree of difficulty involved in
modifying the pllot procedures and materials. At all three institu-
tions the interviewets, after reviewing the pilot system, stated
that only minor changes would be necessary in order for them to apply
the eystem, However, i{n the case of the smallest institution (enrcll-
ment 1,500 as compated to 4,100 and 14 ,800) the chief development
pfflcar Indicated that, although the syatem could be utilired, it was
unnecessarfly formal and complex for his inscitution in view of its
small size and the extreme simplicity of its development structure.

Relative to the previocusly described eight steps in designing
or modifying the costing system, It was found that:

1. At nome of the institutions was it difficule to identify
the operating elements of the develgpment function as service centers
or producing divielons. WNor was it difficult to identify the oper-
ating relationships among chem.

2, Data necepsaty to operate the costing system waa avallakle
at each inetitution.

3. The combination of variable costing and full costing used
in the pilot program appeared to those interviawed to be a suitable
approach for all three inaticutions.

4. At all thras ingtitutfions the coste of fund-raising
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incurred by other agencies than the development ocffice could be iden-
tified and cbtained.

5. At all three inatituticna either staff time or a combina-
tion of ataff time and equipment use was judged by Iintervieweeg to
be a auitable basis of allocation of indirect costa.

6. After reviewing the pilet program forma (time summaries,
ledger aheet, record of amortizable items, and worksheetsa) those
interviewed indicated that only winor wmodiffcationa would be necean-
sary. These conelsted largely of the substitution of appropriate
office titles and programe for those of the pilot inestitution, Feor
the two private {netituticns the diviaion of expenditures into state
and nenstate categories would also be deleted.

7. All interviewees itndicated that the pilot Iinstitution's
reporting format would be sultable with only minor modifications.

8. Data sutomation and computer programming services were
available to all three development offices. Automation of the cost-
ing system was judged by the intervieweea to be unnecessnsry for the
smallest inatitution, essential for the largest one, and desirable

but not essential for the third.



CHAPTER ¥
SUMMATIVE EVALUATION

At the close of the study, after completien of data collection,
the evaluators were asked Lo ampign ratings based on their opinfona
of the degree to which the geperal goal and each objective of the
project were achieved. The average of the tatings aseigned by all
evaluators was used in determining whether each criterion for guccesn
had been met. Since all evaluators were experienced professionals in
the field of higher education development, the assumption was made
that their assigmment, on the average, of a paseing score to a
patticular aim of the prelject would be an indication of succeas in
raegard to that aim, The genaral goal of the project and six epecific
objectives were stated on each rating sheet. In order to give the
evaluators a point of reference to use in assigning their ratings, a
score of BO percent or higher was designated as satisfactory and the
{nstructions that follow were provided on each rating aheet;

Indicate the percentage in which you estimate the overall
goal and the specific objectives have been met, The syatem will be
congldered patinfactory {f avaluators' ratings indicate--

a) The goal of the project has been at least 30 percent

achieved.

b} Specific objectives, on average, have bean at least

80 percent achieved.

13
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c) Ko objective has been leas than 60 percent achleved.

The folleowing {a an analyels of the ratings assigned by the
thirteen summative evaluaters:

a) The general goal of the project was rated 92 percent
achleved; one evaluator rated 1t at 75 percent, which was below the
80 percent level established as satlgfactory. The othet Ewelve
evaluators rated {t above the satiefactory level., The first criterion,
an 80 percent or higher mean rating for the general gral, was, there-
fore, met,

E) There were two evaluators who gave the slx objectives
an average rating below the 80 percent level. These two evaluators'
ratings were 75 percent and 78 percent. The other éleven evaluators
each assigned a mean rating for all objectives higher than 80 percent.
The mean of all the evaluators' ratings of the six specific objec-
tives was B7 percent., Therefore, the second criteriocn--that of an
8G percent or higher mean rating for the objectives--was met,

c) All the evaluators combined assigned a totsl of
seventy-sevan ratings to the speclfic objectives; one evaluator
declined to rate one ocbjective. Of the seventy-meven ratings eleven
were below BD percent and sixty-aix were 80 percent or higher. The
eleven ratings below BO percent were objective number two (meventy,
sevanty-five, seventy-five}; cobjective mmber three (fifty, sixty-five,
seventy, seventy-five); objective number four (seventy-five); objec-
tive mmber five (seventy); cbjective number six (seventy, sevenﬁy).

The lowest average rating given to any objective was

82 percant, which was the average rating gilven to oblective number
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throe. Therefore, the third criterion--which was that no objective
receive an average rating of leas than 60 percent--was mek.

As can be aeen, the three criteria for msuccess of the system
were met, Therefore, the system wss demmed to be satisfactory. The
mean and range of scores are shown in Table Z,

Becauss eleven of the thirteen summative evaluators had
participated earlier in the formative evaluation atage of the pro-
ject, it was deemed appropriate te conslider whecher they had asslgned
the project higher ratings than those with no prior iavolvement. To
accomplish this, ratings were recomputed using only the scores
agsigned by the two outside evaluvators. These were then compared
with the ratings ampfgned by all evaluatora. The result of this com-
parison was the following:

1. The achievement of the general gral of the project was
Judged J percent higher by the outside evaluatora.

2. Achievement of specific objectives, on the average, was
judged 3 percent higher by the outside evaluators, Each ohjective wasp
rated higher by the outside evaluators except objective numher six
which was rated three points lower.

3. The lowast objective was rated by the ocutslde avaluatora
as B3 parcent achieved. Thise was 1 percent higher than the rating by
all che evaluators combined.

From this comparison it waa apparent that participation by summative
evalustors in the formative phase of the project did not result in

higher ratings.
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MEAN AND RANGE OF EVALUATORS'

RATINGS
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Ttem Rated

Hean
{%)

Range

{%)

Genaral Goal

To develop a coating system suitable Eor

use in the development office ¢f an
inetitution of higher education

Specific Objectives

1'

Provide a tool for determining the
cost-per-gift-dollar of the conduits
through which voluntary support is
brought to the {nstitution

Provide feedback from operations
which can be used by development
administrators in plannipg, bud-
geting, and controlling their
programs

Provide a means of goetting menpur-
able objectives for each progrem
with respect to its use of resources

Provide a tool which will assisct 1in
the appraisal of fund-ralsing programs
by revealing cost differences among
them and signaling crst trends which
might require attention

Provide a cost measurement gystem
feasible to employ within the develop
mant cffice of the pilot institutfion

Provide a cost maasurement ayatem
that could be modified to Fit the
fund-raising structures and neads
of other Lostitutions of higher
education

92

91

g8

82

87

8%

B5

75

H

70

50

[

70

70

Eo

to

to

to

ta

100

100

100

100

LK}

100

1006
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Summary

Purpose of the project

The primary purpose of thils project was to produce = costing
system based on the principles of cost accounting, but adapted speci-
fically to the needs of higher educaticn financial development. The
ayatenm was dealgned to offer development administrators a tool for
determining the cost of sach fund-raielng program and the coat-per-

glfc dellar of each meanes of cbtaining support for the inatltution.

Review of related resecarch

A review of related research revealed a relatively recent but
growing concern with the organization and operaticon of financial
development programs, with institutional costs, snd with the coat of
fund-raising. Studies were oot found, however, which were aimed at
the calculaticen of cost-per-gift-dollar for the varfous fund-raieing
pregtams conducted within Lnstitutional development offices. There
was some Indicatien thaet several studies could have ylelded informa-
tion more weeful to the development ffeld if the fnsticucions

atudied had made tegular use of a costing system.

Methods

A pilot costing syatem was Jesigned to fit the development
structure of one institucicon. It was ifmproved in use over a pericd
¢f ten months using a process of continuing critfique and revision
{formative evaluaticn) with the aesistance of the development ataff

of the pilot institution. The syatem ag it finally evolved was
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showm to menlor development officera at thtee other inaticutions in
order to ageess the Jdifficulty of modifying it to sult their needs,
There were thirteen evaluators professlonally invelved in the fiald
of higher edurstion financisl development who then appraised the
syatem and rated it as to the degree in which the stated goal and

abjectives of the project had been achleved.

Results of rhe project

There wete five praducing divielons, three service centeras,
and twenty-three fund-railsing programs defined i{n the development
office of the pilot inatitucion, The cffice of the Vice Fresident
waa treated as an additicnal service center for purposes of cost
allocation. All service centers did not service all producling
divisions equally, nor did the producing divisions divide their
efforte equally among the fund-raisging programs for which they were
reaponaible. Costs of the service centers were, therefore, allocated
to the producing divielons primarlly in proportion to the time the
staff of each eervice center had devoted to each producing division
during the costing perlod. This was determined by meana of a
weekly time pummary submitted by each offlce. Staff time was not
found to be an sppropriate baais of allocation for all costa of the
Development Services Qffice. Therefore, some costs of thia office
were allocated to producing divisions in proportion to their gshare of
equipment usage during the costing period. Coats of the producing
divisions were allocated to fund-raising programs in preportion to

the time that the staff of snach producing division devoted to each
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Program.

Amounts received through each program were avaflable from
records kept by the Development Services Office. Expenditures were
available in monthly computer printout repocrte provided by the busi-
negs office., In order to further the procesa of cogt allocation a
separate computer report was provided for each producing division and
service center. In order to identify the programs benefiting from
expenditures, a "program ldentifier” was added to vouchers and
ianvolces. At the end of each costing period the business office
reports, vouchers, and invoices were reviewed by the project direc~
tor, Those costs whichk could ke directly 1dentified with specific
afficea and programs were charged to them on ledger sheets, Indirect
costs were allocated to offices and programs uslng workaheets with
preprinted formulae and input from the time summaries. In order to
partially compensate for the fact that the pilot institution's
accounting syates warked on an accrual basis rather than a cash
baala, expense 1itema over one thousand dollars each wete separately
racorded and amortized over the perlod during which benefi{ts would
accrua.,

& report was made quarterly to the Vice President for
Development, The report presented current quarter information and
cumulative information from the beginning of the Eimcal year.
Cumulative information was found to be more uvaeful than that from a
gingle quarter. The report was In medular form to allow the Vice
Pragident, afrer reviewing it, to detach and farward each section

separately to the offfce concerned. A three-page section for each
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producing division and service center presented totels of state and
nanstate funds expended, Indirect or overhead costs allocated to
the nffice, and the total cost of operation of the cffice. The
poertion of this total cost allocated to each office merved (in the
cage of 5 pervice center) and to sach of {its progrsms (in the case
of a producing division) was given in deollare and as a percentage
of the total. 1In the case of a producing divieion, the cost allo-
cated to each program was shown together with the money recelved and
the cost-per-dollar of each program. A cost-per-dollar was also
given for the combination of all the producing programs of the
division. State and nonstate costs for each office were then
sepatated into those portions which were fixed, wvarlable, or step-
variable. Summary i{nformation pertaining to the Development Office
in ita entirety was presented in a cover page.

Ratings assignad to the pilet project by thirteen profes-
slonale in the field of higher educatieon development indicated that
the goal and all objectives of the project had been satisfactorily
achleved, A fileld study in which the pilot project was presented
to senlor development officers at three other institutions, one pub-
lic and two private, indicated that with minor changes the syatem
could be applied at each institution. However, the syatem was found
to be unneceasarily formal and complex for the smalleat of the three

institutiana,
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Dgcunnion

Implicacione for practice

The system which has been developed ln the course of thie
project can be adapted to cther Institutions by feollowing the eighc
stepe of construction explained in Chapter I11. It is anticipated
that senlor development officers will find the periodic reports useful
in planning, budgeting, and flscal control of their programs. Cost-
per-dollar information provided in reports covering past periocds can
be useful in setting future objectives for each program manager's use
of resources and in assessing whether those objectivaes are met. The
aystein can be useful in revealing cost differences among programs
and fn signaling coet trends, Knowledge of the cosat of each fund-
ralsing program in relation to the others pperated by the institution
might influence managera to reorient the relative emphaals they place
ot their programa, Additionally, the accumulation of repotrts on a
quarterly or other sultable basis will provide a bank of coset data
which would be available to facllitate response to cost inquiries by
trustees, donore, researchers, or public agencies.

Implications for further
regearch

Further efforts in thisg area should include:

1. Inquiry into the effect that this type of system has had
on the operation of the development functions of those inatitutions
which adeopt L.

2, Efforts should be made to develop a standardized set of
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rulas for categotlzing costs and gifta eo that information compfled
at sach institution subscribing to the standardized rules 1a com-

parable with the others.

3. BResearch should be dirvacted at comparing the coate-per-

dollar of different methods of fund-rajising.
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APPENDIX A

FORMATIVE EVALUATION INTERVIEW GUIDEL

1. How long does 1t take you to fill ocut the weekly time

gummary form?

2. How would you characterize the ease or difficulty of Fill-

ing cut the time summary form?

3. How much difficulty do you uwaually have In deciding how
to attribute time on the summary form or whether to use the unattrib-

uted category?

lThia was not & formal queationnaire but a guide used in con-
ducting a semi-structured interview wicth each evaluator during the
formative phase of the project, 3ecause its purpose was to idencify
needed changes to certain aspects of the early pilat eyetem, responses
to moat gquestions were not confined to & limited range of choiceas.
For this reason & formal anewer scoring syster was not used. An anal-
yals of responses to gquestions one through five was used in evaluating
the time sumcary forms (see Appendix D). Responses to question six
were usad to ldentify situations in which cthe tentatively melected
basis of mllocation, staff time, was not appropriate. One office,
Development Services, for which a different basis of allocation wae
appropriate, was identified in responae to this question. This prab-
lem and the basls of allocation selected are demcribed in Chaptar IV.
Responses to quastion saven were used in the identification of devel-
opment coats which had not been considered up to the time cof the

interview.
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4, How would you characterize the accuracy or inaccuracy of

the information provided on the forms so far?

5. What period deo you think the time sumnary should cover in
order to provide the best combination of accuracy with a reasonahle

administrative workicad; weekly, daily, or monthly?

6. Do you have any major coata which it f{s not reascnable to
divide according toc how your time 1a apent, and for which a different
basls of allocation sghould therafore be used? 1f so, what are thay

and what basis of allocation would you suggest?

7. Do you know of any devalopment ccsts which are not pra-

sently being considerad?
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AFPPENDIX B
FIELDIy VISIT INTERVIEW CUIDE

Step 1. Examining the structure of the development function
to {dentify producing divieions, service centers, and the operating

relarionghips among them.
Queationa

g) What Is the organizacion of the development function?

b) What arse the main reaponsibilities of each office?

¢) Would there be any difficulty in Identifying produc-

ing divisione, service centers, and their cpaerating relationships?

d) How many programs or subprograms are operated by the

producing divisions?

Step 2. Identifying the sources of cost and program receipt

data,
Qluestions
a} Do thay receive status reportes from the {netitution's
accounting cffice? How often? Are reports automated?
Is the accounting system on a cash or accrual basis? Is there

one account for tha entire office ar ara thara subaccounta?
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Could they easily set up subaccounts If they desired to do sa for the

cesk measurament system?

b} Does the development offlce keep a copy of vouchers

and lnvolces, or are they available elsewhere?

¢} Do other offices charge the development account when

they incur expenaes on their behal f?

d) 1Is the amount of money received through each program
or subprogram available? At what intervala?l 1f necessary
could these intervals be altered to coincide with the cost meagure-

ment system reports?

Step 3. Selecting a costing approach suited to the insti-
tution's needs.
Quesations
a) Would the variable costing/full costing combination
approach used in the pilot program be likely to suit this fnmtitutioni
If not, would there be any difficulty in usaing either full or

veriable costing?

Step 4. Reviewing the chart of accounts and expanditure
classifications used in the institution's accounting ayetem for the
purpose of identifying the kinde of costa top be treated am costa of

fund-raising.
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Questiona
a) If development costs external tc the develepment

office were to be identified, could they be obtained or escimated?

Step 5. BSelecting an appropriate basis or bases of allocation
for use Lln assigning indirect costs to gservice centers, producing
divisione, and to each fund-raising program operated by the producing
divieions.

Queatlons
ay Would profeesional staff time and equipment use time,
as used in the pilot program, be appropriate orwould seleccion of

ancther basis or basea be necessnry?

Step 6. Depigning procedures and forms neceasary for obtain-
ing information needed in the allocation of Indirect costs, and to
facilicate computing the cost of each program,

Questions
a} To what extent would the pllot institution’s forma be
suitabhle? With minor madifications? With major modifica-
tions? Uneuiktable? If unpuictable note the reasons.

Waekly summaries--Chief development oEficer

Service centers

Producing divisions

Ladger sheet format
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Record of amprtizable 1tems

Worksheeta==-Chief development officer

Service centers

Froducing divisione

Step 7. Choosing a reporting format in which eignificant and
useful information obtalned threugh the coating eystem would be
reported perlodically to development administratora.

Questiona
a) Would the pilet inetitution's reporting format be
sultable? With minor modificaticona? With major oodific-

tione? Unsuitable? If unauitable note reasons.

Step B, Designing a computer program to facilitate the com-
pllatfon of data and preparvation of reports.
Quastions
a) Isa data automation and cowmputer programaing service

available to the development offica?

b) Does the aize cof the institution's development func-
tion or the valume of expense vouchers indicate that sautomating the

system would be upnnecesaary? Deairabla? Esaencial?
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APPENDIX C

SMMMATIVE EVALUATION RATING SHEET

Indicate rhe percentage in which you egtimate the overall
goal and the specific objectives have been met. The system will he
consldered satisfactory if evaluatora' ratings indicate:

1. The goal of the project hae been at least BO percent
achleved,

2. Specific objectives, on average, have been at least B
percent achieved.

. No objective haa been less than 60 percent achieved.

Geal

The general goal of thias project was to develop a costing
eystem suitable for use in the development office of an inatitution
of higher education.

{goal) *

Oblectives

The specific cbjectives of thie preoject wers to:

1. Provide a teool for determining the cost-per-gifr-dollar
of the condulta through which voluntary aupport I8 brought to the
instituction.

%

2. Provide feedback from operations which can ba used by

development administrators in planning, budgeting, and controlling

thelr programs.
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(2) A

3. Provide a means of setting measurable cbjectives for each

program with respect to fts use of resources,

(33 %

4. Provide a tcol which will assist in che appraigal of
fund-rafeing programa by revealing cost differences among them and
signaling cost trends which might require attention.

(4 &

5. Provide a coat meagurement system feaailble to employ

within the development office of the pllot inatituticn.

(3} %

6. Provide a coat measurement system that could be modified
to fit the fund-ralsing atructures and needa of other institutiones

of higher education,

(6) o
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APPENDIX D

PILOT SYSTEM PROCEDURES AND FORMS

Time Summaries

The selection of staff time as the primary basis of allecation
introduced the problem of the best way to deteraine how this Lime was
divided. Inerituting a man-hour accounting procedure which would
requlre every Individual to record all activicies in the courme of the
working day, did not appear to be & ressonable sclution. [t seemed
likely that such & requirement would prove councerproductive cto its
purpose by creating an irritant to the staff or by diverting a sub-
stantial amount of time and attention from productive pursuits.

The soluticn decided uvpon was a short "man-day' summary, in a
fill-in-the=blanks format, to be completed each Monday by one person
in each service center and producing diviaion, The man-days available
to nanclerical members of the staff during the preceding week; that inm,
the numwber of profesalonal staff cimes the number of days they worked,
wete to be divided among the programa listed on the form. Any balance
of man~days that could not be identiffed with one of the programs
listed was to be entered in & apace for ungttributed time. Each
office used & form differing from the others in the programs listed,
except that those for the Coordinatcors of Donor Research,
Communications, and Development Services were {dentical,

The time summary form was the only form required by the program



WEEFRLY SUMMARY

Vice President's QOffice

Week Ending

A. MNugber of Working Days This Week

B. Tocal Man-Days {professional staff)

Man-Days of Management or Support for:
{decimal fractions, if necesmary}

C. Anpuwal Giving

D. Corporate Relations and Placement
E. Special Gifts

F. Sponsored Pregrams

G. Grants and Research Contracts

Man-Days of Management or Suppotrt for:
H. Copmunitations
I. Development Services

J. Deonot Research

K. Total Man-Days Attributed Above

L. Total Man-Days Not Attrituted

Porm 1. VICE PRESIDENT'S OFFICE WEEKLY TIME SUMMARY
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WEEKLY SUMMARY

Director for Annual Giving

Week Ending

A. Number of Working Days This Week

B. Total Man-Days {prafessional staff)

Man-Daya Attributed to:
(decimal fraccions, {f necessary)

C, Willfam and Mary Fund

D. Law Alumni Fund

E. MBA Alumni Fuad

F. Grad, Ed, Alumni Fund

G. Parenta Fund

H., Friends of the Collese ¥und {individuals)

I. Assoclates of Swem Library Fund

K. Total Man-Days Attributed Above

L. Total Man-Days Not Attributed

Form 2. ANHUAL GIVING WEEKLY TIME SUMMARY




Week Ending

WEEKLY SUMMARY

Director for Speclal Gifts

A. HNumber of Working Days This Week

B. Total Man-Days {(profeseional ataff)

Han-Daya Attributed to:
{decimal fractions, 1f necessary)}

€. BSpeclal In Vivo Gifta
D. Estate Settlementa
E, Gifts in Truat

F., MHew Expectancles

K. Tetal Man=Days Attributed Above

L. Total Man-Days Not Attributed

Ferm 3.

SPECIAL GIFTS WEEKLY TIME SUMMARY
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Week Ending

WEEKLY SUMMARY

Director for Sponaored Programs

A. HNumber of Working Daya This Week

B. Total Man-Daye {professional staff)

Man-Days Actributed to:
(decimal fractions, {f neceasary)

C. Foundations
D. Corporate Foundationa

E. Assoclaticns

K. Total Man-Days Attributed Above

L., Total Man-Days Mot Attributed

Form 4,

SPCNSORED FROGHAMS WEEKLY TTME SUMMARY
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Week Ending

WEEKLY SUMMARY

Director for Grants and Heaearch Contracts

A, Humber of Working Days This Week

B. Total Man-Daya (professional staff)

Man-Dlays Attributed to:
{dectma} fractiona, Iif necessary)

€. Federal Grants
D, State Government Grants

E. Local Gevernment Grante

K. Total Man-Days Attributed Above

L. Total Man-Days Noct Attributed

Form 5.

GRANTE AND REJEARCH CONTRACTS TIME SUMMARY
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WEEKLY BUMMARY

Director for Corpovate Relations and

Elacement

Week Ending

A. HNumber of Working Days This Week

B. Toktal Man-Days {(professional staff)

Man-Daye Attributed to:
{decimal fracrtiona, if neceasary)}

C. Corporate Friends Fund: Williamsburg Area

D. Corporate Friends Fund: Virginia, Other

Than Williamsburg Area

E. Cotrporate Frienda Fund: Other Than ¥irginia

F. BS8BA Sponsors Fund

G. B8BA Sponmors Fund: Directors

H. Specilal Corporate Gifts

I. Student Career Placement

K. Total Man~Days Attributed Abave

L. Total Man-Days Hot Attributed

Form 6, CORFORATE RELATIONE AND PLACEMENT TIME SUMMARY



WEEKLY SUMMARY

Coocrdinator for

Week Ending

A. Number of Working Daye Thias Week

99

B. Total Man-Days (professional staff)

Man-Days of Support for:
{(decimal fractiona, 1f necessary)

G. Apmual Giving

D. Corporate Relations and Placement

E. Special Gifcs

F. Sponsored Programs

G. OGrantes and Research Contracts

K., Total Han-Days Attributed Above

L. Total Man-Days Neot Attributed

¥orm 7. DONOR RESEARCH, COMMUNICATIONS, DEVELOPMENT SERVICES TIME

SUMMARY
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cost measurement sysatem which was to be fllled outc by any person other
than the pileot praject directer or, following completien of the trial

period, by the administrator assigned responsibility for compiling the
periodiec reporta of the aystem.

In the course of the formative evaluation, the nine evaluators
who had filled out weekly time summary forms were [nterviewed com-
cerning: the degree of difficulty they had experienced, whether or not
they considered that this method of obtaining a division of time was
reasonably accurate coneldering its intended use, and what the fre-
gquency of submiasion should be in order to provide the best comhina-
tion of accuracy and reasonable administrative work load,

None of the nine {ndicated that they had any difficulty in
filling out the form. The mean time needed to complete 1t was five
minutes. Esiimates ranged from "three minutes to ten minutes.™

There were twa administzators whe stated they had frequent
difficuley deciding how to attribute time; four had no difficulcy
and three had difficulty only occasionally. All conaidered the data
provided on the forma to be a reasonably accurate divisicn of thelr
efforts, suitable for the intended use,

There were seven whe favored continuing the summaries on a
weekliy basis. There was one who recommended changing it to a monthly

requirement and one favored delly reporting.

Record of Amortizable Ttems
A record was kept of all expenditures being amortized. HNew

expenditures were added as they occurrad and expenditures were lined



A B C
Line Description Officae Total State or

Charged Cost Nonstate
Funds

Form 8. HBECORD OF AMORTIZABLE ITEMS
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through when fully smortized. An entry of an expenditure fn the record
conaisted of identifying It in the description column and entering the

following eight items:

Column A--offfice charped

The producing divieion or service center which incurted the

expenditure.

Column B--total coat

The amount of the expendicure.

Column C--state or nonstate

fundn

Refers to the spurce of the money with which payment was made.

Columpn D--date paid

Cost begins to accrue on this date for purposes of the program

COBt mesgurement syatem,

Column E-«amortizstion periad

The pericd over which the cost will be spread. This will
normally be the estimated length of time benefit will be received from

the expenditure,

Column F--amount accrued
guarteriy

Total cost (columm B} divided by the number of quarters in the
amortization period. This is the amount to be charged quarterly
against the office which incurred the expenditure. Unlesa the date
paid was close to the beginning of & quarter the charge should be

prorated for the first and last quarter.
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Column G==date amortizaticn endsa

The date the total cost will have been amortized and accrual

of coat is to stop.

Column H--accumulated
amotrtlzation

The part of this expenditure which has thus far heen charged
a8 coet in the program cost measurement syetem, [t should he entered
in pencil and revised quarterly, When this amount equals the total
cost (column B}, the expenditure should be lined through. It can

then be ignored when preparing quarterly reperts,

Ledger sheets

Expenditures of each office during the reporting period were
entered on standard ledger paper. A peparate sheet was used for each
producing divisicon and service center, including the Vice President'a

Office, Filve columne were used,

Coluwn 1--description and wvoucher
number

A brief identification, e.g., "salary," "student wages,"
"Xerox copying," or "letterhead printing' was entered along with the

voucher number.

Column 2--amount

The amount of the expenditure.

Columm J--gtate or nonstate

The letter "5" was entered if the expenditure was made from

state funda, An ''N" was entered {f it was made from nonatate funda,
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Column 4--program

The pregram identifier, that is, the letter correaponding to
the program which caused the expenditure, wae obtained from the
voucher. Thie column was used only an the ledger sheets for the five

producing diviailona.

Column 5--chatacter

Each expenditure was characterized as falling in cne of the
following categoriea:

Varlable-=-fluctuates with the volume of program activity or
service provided by the cffice. Examples are: statlonery and traval
coate.

Fized--remalns conatant over a pericd regardless of the volume
of program activity or setvice provided by the office. Examplea are:
subscripticns to publications and instituticnal membership dues,

Step-variable--remaina constant for a range of activity but
incresses when that range 18 exceeded, Once increased, 1t againm
remains constant until a new range of activity is exceeded, Examples
are: peraonhel costs and office furnicure,

The letter "F.," "V," or "3" was used in column 5 to symbolize

the fixed, variable, and atep-variable categories.

Workaheets

Allecation of costs was done sach guarter using nine work-
aheets, one each for the Vice President's Office, the service centers,

and the producing divisions. The worksheat for the Vice President's
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0ffice was completed first, the setvice center workeheet next, and the
producing divis{on workaheet last. This was done to coincide with the
direction of flow of indirect costs, many of which originated with the
Vice President's 0ffice and the service centere and were allocated
through them to producing <divisiona and then to individual programs.

The procedure by which worksheetrs were completed will be

described line by line.

Vice President's Office

Line A--total man-daye

The number of professional staff man-days available to the
Vice President'es Office {s obtalned by adding the figures at line B of
all weekly summaries submitted by the Vice President's Office during
this reporting period.

Line B--total man-dayas
attributed

The number of professional staff man-days which was attributed
to the producing diviaions and service centers is obtained by adding
the figures at line K of all weekly summaries submitted by the Vice

President's Cffice during this reporting peried.

Lines C,1 to C,8--man-days
attributed to {producing divi-

sions and service centera)

The number of professional staff man-days attributed to each
producing division and service center during this vreporting period ia

obtained by adding the amounte on all Vice President’s Office weakly
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WORKSHEET FOR PERIOD

Vice President's O0ffice

4. Total man-days {(sum of weekly summarles line H)

B. Total man-days attributed (sum of weekly summaries

line K)

C. Man-days attributed to:

1, Annual Glving (sum of weekly summaries line C)

Z. Corporate Relations and Placement (sum of

weakly summaries line D)

3. Specilal Gifts {sum of weekly summaries line E)

4. Sponsored Program2 (sum of weekly summaries

1ine F)

5., Grants and Research Contracts (sum of weekly

sumnatries line G}

6, Communicationa (sum of weekly summaries

line H}

7. Development Services {sum of weekly summaries
line L)

8. Donor Research {(sum of weekly summaries
line J)

D. Proportion of attributed man-days charged to:

1. Annual Giving (C.ixB}
2. Corporate Relations and Placement {C.2%8)
3. Speclal Gifte {C.3%B)

¥orm 10. VICE PRESIDENT'S OFFICE WORKSHEET



WORKSHEET FOR FERIOD

Vice President's Office

4. Sponscred Programs

5, Grants and Research Contracta
%, Communicationa

1. Development Servicea

8. Donor Research

E. Costs to be charged againat Vice President'a

{C.44B)
(C.5%B)
{C.63RB)
(C.7¢B)
{C.BER)

Cffice:

1. sState funds expended less any items to be

emortized
2. Amortization chargeable this pericd

State fundad

{from

3. HNanatate funde expended leas any ftems to he

amortized
4. Amortization chargeable this period
nonstate funds)
F. Vice Premident's (0ffice costs:
i. Sctate
2. Honatate
3. Total
G. Allocation of Vice President's Office coscs:
1, Annual Giving
2, Corporate Relations and Flacement
3. Spectal Gifta

4, Sponaored Programs

{(Form 10. continued)

{ from

(E.1+E.2)
(E.3+E.4)

(F.14F.2)

(D.1xF.3)
(D.2x¥F.3)
(D.3xF. )

{D,4xF.3)
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{Form 10,

WORKSHEET FOR PERIOD

Vice President's Qffice

Grants and Reaearch Contracts
Communicationa
Development Services

Decnor Research

continued)

(D.5xF, 3}
(D.6xF.3)
(D,7xF,3)

(D.8xF.3)

109

Page 3




110

auvmoaries at the line (C, D, E, F, G, H, I, J) corresponding to each
diviglon and center. These totale are then added at the corresponding

lines it section € of the Vice President's Office worksheet.

Lines D.l1 to D,B--proportion of
attributed man-days charged to
{producing dfvisions and

service centera)

The percentage of each division and center of all professional
staff man-days attributed by the Vice President's Office {a obtained.
Thie 1 done by dividing the number of daye attributed to that division
or center at the corresponding line in section C, by the total number
of wan-days attributed at line B. The resulting percentages are
entered at the corresponding lines in section D of the Vice President's
Offfce worksheet,

Linea E,1 to E.4=--coats to be
charged againat Vice

Preaident's Office

All costs of development which have not been asgigned directly
te a producing division or a service center are charged to the Vice
Fresident's Qffice.

Line E.l--state funds expended
legp any items to be amortized

All costs pald cut of atate funds and charged to the Vice
President's Office ave totaled after pubtracting any smortirzable itema,
i.e,, expenditures of at leaat one thousand dollars cffering benefit
over & period greatsr than one month, This entry is obtained from

colusn 1 of the Vice Prasident's (ffice ledger shest.



111

Ling E.2--Amortization charge-
able this period {(from state

funds)

The position of all state funded amortizable expenditutea

charged to the Vice Presfdent’'s Office which accrued as cost during
this reporting period, The accrued portion is obtained from column F
af the Record of Amortirzable Items.

Line E,3=--nonstate funds

expended less any itemsa to be
amortlzed

All coats paid out of nonstate funds and charged ta the Vice
Freaident's Office are totaled after subtracting any amortizable ftems.
This entry is obtained from column 3 of the VYice Presldent's Cffice

ledger sheet,

Line B.&--amortization chaxge-
able this period (from nonstate
funds)

The portion of all nonstate funded amortizable expenditures
charged to the Vice Presgident's Office, which accrued am cost during
this reporting period. The accrued portion ia obteined from celuom F
of the Record of Amortizable Items,

Lines F.1 ta F,3--Vice
President's QOffice costse

Line F,l--state. State funded costs charged to the Vice

President's O0ffice, leas amortizmble items, are cbtained from E.1 and
added to the amount at E,2, the portion of state funded amortizable

expenditures to be charged to tha Vice President's 0ffice this period,
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Line F.2--nonstate. Nonstate funded coats charged to the Vice

President's Office, lesm any amortizable items, are obtained from E.3
and added ta the amcunt at E.4, the portion of nonstate funded
amortizable expenditures to be charged to the Vice President's Office

this pericd.

Line F.J--total. The atate and nonstate coata entered at F.l

and ¥.2 are combined. 7The reault is entered at F.3.

Linea 3,1 to G,A==allocacion of
VYice President'se Qffice costs

The cost of the Vice Preaildent's 0ffice 13 obtafined from F.3
and divided among the producing divisiona and service centers. This
is done by multiplying F.3 by the percentage of professfona]l staff
time attributed to each divieion and center in section D. The results

are entered at the corresponding line in mection G.

Compunications Office

Line A-=total man-days

The number of professzional ataff man-days available to the
Communications Office is obtained by adding the figures at lire B of
all weekly summaries submitted by the Communications Cifice during

this reporting period.

Line B--totsl man-days
attributed

The number of profeasional ataff man-days which was attributed

to the producing divisiona is cbtained by adding the figures at line K
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WORKSHEET FCR PERICD

Communications Office

A. Total man=-days {(sum of weekly summaries line B)
B. Total man-days attributed (aum of weekly summaries
line K}
C. Man-days attcributed to:

1, Annual Giving (sum of weekly summaries line C)

2., Corporate Relations and Flacement (sum of
weekly summaries line D}

3. Special Gifts {sum of weekly summaries line E)

4, Sponsored Programs (aum of weekly sumnaries
line F)

5. Grants and Research Contracts {sum of weekly
sumnaries line )

D. Proportion of attributed man-daya charged to:

P B I T I

1. Annual Giving {C.1iB}
2. Corporaticn Relations and Placement (C,24B)
3. Special Gifis {C.3FB)
4, Bponsored Programa {C.44B)
S5, Grants and Research Contracta {C.5¢E)

E. Costs to be charged against Communications Office:
1, SHtate funde expended lesa any {tems to be
amortized

2. Amortization chargeable this period (from

State funde)

Form 11, COMMUNICATIORS OFFICE WORKSHEET



WORKSHEET FOR FERIOD

Communlcaticone CQffice

——tip—

3. Nonatate funds expended leps any ftems to be

amortized

4. Amortization chargeable thia perieod (from

nonstate fundas)

5, Costs allocated from Vice President's Office

te Communicaticons 0ffice {line G.6 of Vice President's

Office worksheet)

F. Communicatione OFflce coete:

1. 5tate (BE.14+E.2})
2. Nonstate {E.3+E.4)
3. Total (E.54F.1+F.2)
G. Allocation of Communicaticns Cffice costs:
l. Annual Giving (D.1xF, %)
2. Corporate Relatfons and Placement {D,2xF.3)
3. Special Giftca {D.3xF.3)
4. Sponsored Pragrama (D.4%xF.3)
5, Granta and Research Contracts (D.5xF,3)

{Form 11, comntinued)
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of all weekly summaries submitted by the Communications Office during

this reporcing period.

Linea C,1 to €.5--man-days
attributed to (producing

divigsions)

The number of profeegsional staff man-days attributed to each

producing divislon during thia reporting period is chtained by adding
the amounts on all Communications Offfce weekly summarfes at the line
{C, D, E, F, G) corresponding to each producing division, These

totala are then entered at the corresponding lines in section C of the

Comminications Office worksheet,

Lines D.1 to D,S5-=-proportion of

attributed men-days charged to
{producing divisiona)

The percentage of each producing division of all profesaicnal
ataff man-days attributed by the Communicatfons Office i3 obtatned.
Thie 18 done by dividing the number of days attributed to that division
at the corresponding line in section ¢, by the total number of man-daya
attributed at line B. The resulting percentages are entared at the
corresponding lines in section D of the Communications Qffice
worksheet.

Lines E.l to E,5--costs to be

charged against Communications
Offlce

Line E,l--state funds expended less any items to be amortized.

All costas paid out of state funda and charged to the Copmunications

Office are totaled sfter subtracting any amortizable itema, f.e.,
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expenditures of at least one thousand dollare ovffering benefit over a
perilod greater than one month. This entry is obtained from column 3

of the Communicetliona O0ffice ledger sheet.

Line E.2--amortization chargeable this perigd (from state

funda). The portion of all state funded amortizable expenditures
charged to the Communicationa QOffice, which accrued as cost during
this repeorting period., The accrued portion i{s obtaiped frem column F

of the Record of Amortizable Items.

Line E,3--nonetate funds emxpended lese any Lltema to be

e—

amortized. All costs pald out of nonstate funds and charged to the
Communicationa Office are totaled after aubtracting any amortizable
ltems, This entry is obtained from column 3 of the Communications

Office ledger shest.

Line E.4--amortfzation chargeable this pericd {from nonatate

funds}., The portion of all nonatate funded amortizable expenditures
charged to the Communicationa Office, which accrued as coat duriog
this reporting period. The accrued portion le cbtained from columm F

of the Record of Amortizable Ifems,

Line E,5~~costs allocated from Vice Pregident's (Qffice to

Comminications Qffice. The portion of the cost of the Vice Presldent’s
Office which was allocated to the Commwnicationa Qffice 18 taken from

line G.& of the Vice Preaident’s Dffice workaheet end entered hers.
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Lines F.1 to F.3«=Communications
Office costs

Line F.l--state. State funded ccsts charged te the

Commnications Office, less any amortizable ftems, are obtained from
£.1 and added to the amcunt at E.2Z, the portion of state funded amor-
tizable expenditures to be charged to the Communicationa Office this

period.

Line F,2--nonstate. HNometate funded costs charged te the

Commnications CEfice, leasg any amortizable items, are obtained from
E.3 and added to the amount at E,4, the portion of nonstate funded
amortizable expenditures to be charged to the Communicacions 0ffice

this period.

Line F,3--total. The atate and nonsiate costa entered at F.2

are combined with E.5, the coets allocated to the Comemunications
Office from the Viece Premfdent’s Office. The resulting tocal ie

entered at F.13.

Lines G,1 te G, 5=--allocation of

Comminications Gffice coats

The cost of the Comminicatione Qffice ia obtained frem F.3 and
divided among the producing divisiona. This 1s done by multiplying
F.3 by the percentage of professional staff time attributed tec each
producing division in section D. The results are entered at the

corresponding line in section G.



118

Donor Research

Line A==total man-days

The number of professional ataff man-days available to Donor
Research 1s obtained by adding the figuree at line E of all weekly
summaries submitted by Donor Repearch during this period.

Line B=-tfatal man=-daye
attributed

The number of professfonal staff man-days avaliable to Donor
Research is obtained by adding the figures at line A of all weekly
sumnaries submitted by Donor Research during this reporting period.

Line B-=-tctal man-days
attributed

The number of professional staff man-daye which was attributed
to the producing divisfons is obtalned by adding the fligures at line K
of all weekly summarfea submitted by Donor Research during this

reporting perfod.

Ljoes C,1 to C,5--man-days
attributed to (producing
divieions)

The number of professional etaff man-days attributed to each
producing division during this reporting period 1s obtafned by adding
the amounta on 4l1 Donor Research weekly summaries at the line (C, D,
E, F, G) corresponding to each producing division, These totals are
then entered at the corresponding lines in section C of the Donor

Reassarch worksheetr.
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WORKSHEET FOR PERIOD

Donor Research

A. Total man-daye (aum of weekly asummaries line B}

E. Total man-dave attributed (sum of weekly summaries
line K}
C. Man-days attributed to:
1. Annual Gilving (aum of weekly summaries line C)
2. Corporate Belations and Placement (sum of
weekly summaries line D)
3. Special Gifts (sum of weekly summaries line E)

4, Sponsored Programs (saum of weekly summaries

line F)

5. Grants and Reaearch Contracta (sum of weekly

aummaries line G)

D, Ptoportion of attributed man-daya charged to:

1. Annuel Giving ({C.14B) kA
2. Corporate Relatione and Placement {C.2%B) *
3. Speclinl Gifts (C.3¥1) %
4, Sponsored Programs {C.47B)} *
5, Granta and Research Contracta {(C.57B) %

E. Costs to bg charged against Donor Research:
1, State funds expended less any items to be
amortized

2, Amortization chargeable this pericd

Forw 12, DONOR RESERARCH (FFICE WORKSHEET



WORKSHEET FOR PERICD

Donar Hesearch

(from State funds)

jJ. MHonstate funde expended lesa any iltems to be

amortized

4., Amortization chargeable this period (from

nonatate funds)

5. Coats allocated from Vice President's Office
to Donor Research {line G.8 of Vice President's Office
workasheat }

F. Donor Research coatn!

l. State {E.1+E.2)
2. Honstate {(E.34E.4)
J. Total (E.54F.14+%.2)

G. Allocation of Donor Research copka:
1. Annual Giving (0.1xF.3)

2. Corporate Relations and Placement (D.2xF.3)

J. Bpeclal Gifte {D,3xF.3)
4. Sponsored Programs (D.4xF .3}
%, Granta and Reasarch Contracts (D,5xF.3)

{Farm 12, continued)
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Lines D,1 tc D,5--proportion of
attributed man-days charged tao
(producing divisions)

The percentage of each producing division of all professicnal

staff man-dayes attributed by the Donor Reseatch Office s obtained.
Thieg ia done by dividing the number of daye attributed to that divi-
sion at the corresponding line in section €, by the total mmber of
man-daye attributed at line B, The resulting percantages are entered
at the corresponding lines in section D of the Donor Research work-

sheet.,

Lines BE,1 to E,5--cosats to be
charged againgt Donor Research

Ling E l1--gtate funds expended lesp apy Items to be smbriized.

All costa paid out of state funds and charged to Donor Research are
tataled after subtracting any smortizable items, {.2., expenditures
of at least one thousand dollare offering benefit over a period
gteater than one month. This entry is obtained from colimn 3 of the

Donor Research ledger sheat.

Line E.2--pmaortization chargeable thi eriod {from atate

funds). The portion cof all astate funded amortizable expenditures
charged to Donor Reaearch, which accrued as cost during thie repoarting
period. The accrued portion is obtained from column F of the Record

of Amortizable Items.

Line E.J--nongtate fundg sxpended lesg any items to be
amortized. All costs pald out of nonstate funds and charged to Donmor

Reaesrch are totaled after subtracting any amortizable {tems. Thias
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entty is obtained ftom column 3 of the Donor Research ledger sheet.

Line E.4--amortization chargeable thias period (from nonstate

funds), The portion of all nonstate funded amortizebie expenditures
charged to Denor Research, which accrued as cost during this reporting
peticd. The accrued portiecn i obtained from column F of the Record

of Amortizable Items.

Line E,.5==-costs allocated from Vice President's Office to

——

Donor Research, The partion of the cost of the Vice President’s
0ffice which was allocared to Donor Resgarch is taken from line G.B of
the Vice President's Office workeheet and entered here,

ILinea F,l1 to F.3--Donor
Research costs

Line F,l--atate. Stare funded costs charged to Donor Reaearch,

-——

lesa any amortizabie iterms, are obtained from E.l1 and added to the
amount at E.2, the portion of state funded amortirable expenditures to

be charged to Donot Research this periad.

ine F.,2--nonstate. Nonstate funded covsts charged to Donor

—

Research, less any amortizables items, are obtaiped from E.3J and added
to the amount at E.4, the portion of nonstate funded amortizable

expenditurea to be charged to Donor Research this period.

Line F,3--total. The state and nonstate costm entered at F,1
and F,2 are combined with E.5, the costs allocated to Donor Research

from the Vice President's Qffice, The vesulting total is entered at
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F.3.

Lines G.l to G.5--allocation of
Donor Research costs

The coat of Donor Research im cbtained from F.3 and divided
ameng the producing divisions. This is dome by multiplying F.3 by the
percentage of professicnal ataff time atcributed to each producing
division in section D, The results are entered at the corresponding

line Ln section G,

Development Services

Line A--tvtal man-days

The number of profeasfonal ataff man-days available to
Development Services im obtained by adding the figures at line B of
all weekly summariep submitted by Development Services during this
reporting period.

Line B--total man-days
attributed

The number of professional staff man-days which was attributed
to the producing divisicns {s obtained by adding the Figures at line K
of all weekly summaries submitted by Development Services during this

reporting period.

Linea C,1 to C.5--man-days
attributed to {producing
divisions)

The number of profesefional staff man-days attributed to each

producing division during thia reperting period is obtained by adding



WORKSHEET FOR PERIOD

Develapment Services

A. Total man-dave {sum of weekly summarica line B)
B. Total man-days attributed (sum of weekly sumnraries
line X)
C, Han-days satcributed to:
1, Annual Giving (eurm of weekly summaries line C)
2. Corporate BRelations and Placement {sum of
weekly summaries line D)
3. Speclal Gifce (sum of weekly summaries line E}
4, Sponsored Programd (sum of weekly aummaries
line F)
5. Grants and Research Contracts (sum of weekly
summaries line G)

I, Proportion of actributed man~days charged to:

124

1., Annual Giving (C.14B)
2. Corporate Relationa and Plecement (C.29B)
3. Special Giftwe {C.33B)
4, Sponspred Programs (C.4+%B}
5. Grants and Research Contracts (C.54B)

A - L

£, <©osta to be charged against Development Services:
1. BState fundp expended less any items to be

amortized

a, Portion of E.1 which i to be allocated

on &n equipmant use basis (computer services, student

Form 13, DEVELOPMENT SERVICE3 OFFICE WORKSHEET
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WORKSHEET FOR PERIOD Page 2

development Sexrvices

employee wages, squipment rental, maintenance mervice

charges)

b. Portion of E.l which is to he allocated
on a staff time basis (E.l-E.la)
2, Amortization chargeable this period (frcom
State funds)
1. Nonatate funds expended less any items to be
amottized
a, Portion of E,3 which 1a to be allocated
on an equipment use basis {(computer vervices, student

employee wageR, equipment rental, maintenance service

charges)

b. Portion of E.J which 15 to be allocated

on a staff time barnis (E.3-E.3a)

4, Amortization chargeable this perlod {(from

nonstate funda)

5. Coats allocated from Vice President's Office
to Development Services (line G.7 of Vice President's

Offfce workeheet)

F. Development Services costa

1. BState (E.1+E.2)
2. Nomstate (E.3+E.4)
3. Total (E.5+.14F.2)

{Form 13, continued)
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H.

WORKSHEET FOR PERIOD

Development Services

Development Services costs to be allocated:

1. On & ataff time baats

{E.1b+E.3L+E, 35)

2, On an equipment wee basis (E,la+E.2+E.3latE.4}

Parcent of equlpment use chargeable to (estimated by

Coordinator of Development Services):

1. Annual Giving

2. Corporate Relations and PFlacement
3. BSpecial Gifrs

%#. Sponsored Progtams

5. OGrants and Reeearch Contracts

I. Allocatfon of Development Servicem comta:
la, Anousal Giving by staff time {D.1xG.1)
1k, Annual Giving by equipment use {H.1xG.2)
ic. Anoual Giving total {IT.lat+I.1lb)
2a, Corporate Relations and Flacement

by staff time {0.2%G.1)
2b, Corporate Relaticne and Flacement

by equipment use {H.2xG.2)
2c., Corporate Relations and Placement

totel (L.2a+l.2b)
Ja, 8pecial Gifta by staff time {D.3xG.1)
3b. GSpecial Gifts by equipment use {H.3xG.2)
3c. Special Gifca tocal (1.3a+I,3h)

(Form 13. continued)
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WORKSHEET FOR PERIOD Page 4

Development Services

4a. Sponeored Programa by ataff time (D.4xG.1)

4b., Sponscred Programa by equipment

ume (H,4xG,2)

4¢. Sponsored Programs totsal {i.48+I,4b)

5a. Granta and Research Contracts by

staff time ({D.5xG.1}

5h. Grants and Research Contracts by

equipment use {H.5xG.2)

S5¢. Grants and Research Contracts

total (1.5a+1.5h)

(Form 13, continued)
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the amounts on all Development Services weekly aummaries at the line
{C, D, E, F, G) corresponding to each producing divisfon. These
tacales are then entered at the corremponding lines In seccion C of the

Developmant Services worksheet,

Lines D.1 to D.5--proportion of
attributed man-days charged to

{producing divisions)

The percentage of each producing division of all professional

staff man-days attributed by the Development Services Office is
obtained. Thie 1s done by dividing the number of daye attributed to
that dfvieion at the correspanding line in section ¢, by the total
number of man-daya attributed at iine B, The resulting percentages
are entered at the corresponding lines in section B of the Development
Services workeheet.

Lines E.,1 to E,5--coBts to be

charged against Development
Sszrvices

Line E.l--state funda expended less any items to be amortized.

All coste paid out of state funds and charged to Davelopment Services
ate totaled after subtracting any amortizable items, {.e., expenditures
of at lezst one thousand deollara offering benefit over a period greater
than one month. This entry la obtained from column 3 of the

Development Services ledger shaer.

Lins E.la~--portion of E.1 which is to be allocated on an equip-

ment use basis, Those expenditures included in E.l which fall into

one of the following categories: computar services, student employee
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wages, equipment rental, cor mailntenance service are entered here,

Line E,lb~=-portion of E,1 which 1s to be allocated ovn a staff

time basls, The amount remaining after E.la ia subtracted from E.1 {s

entered here,

Line E.2--amortization chargeable this period {from state

funds). The portion of all state funded amertizable expenditures
charged to Development Services, which accrued as cost during thia
reporting period, The accrued portion is obtained from column F of

the Record of Amortizable Itema.

Line E.3--nonatate funds expended lems any items to be amor-

tized. All costs pald out of nonstate funds and charged to Development
Services are totaled after subtracting any amortizable items. This
entry is obtained from column 3 of the Development Services ledger

ahesat,

Line E.Ja--porktion of E,3 which is tc be allocated on an

ggulpment use bagis., Those expenditures included in E.3 which fall
into one of the following categories: computer setrvices, student
employee wages, equipment rental, or malntenance service are entered

here.

Line E,3b--portion of E,3 which is to be allocated on a staff
time bagis, The amount remaining after E.3a is subtracted from E.3 is

antered here.

Line E. 4--amortiration chargeable this period (from nonstate
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funde). The portion of &l11 nonstate funded amortizable expenditures
charged tc Development Services, which accrued as cost during this
reporting period. The accrued partien is obtained from column F of

the Record of Amortizable Items,

Line E,5~--costs allocated from Vice Presldent's Office to

Development Servicesa. The portion of the cost of the Vice President's
Office which was allocated to Development Servicea 1le taken from line
G.7 of the ¥ice President's Office worksheet and entered here.

Line F.l ta F,3--Develapment
Services coats

Line F,l--state. 5State funded costs charged to Development

SBervices, less any amortizable Stems, are cbtained from E.l and added
te the amount at E.2, the portfon of atate funded amortirable =xpen-

ditures to be charged to Develepment Setvices this period.

Line F.2--nonatate, HNenatate funded coste charged to
Development Setvices, less any amortizable items, are obtained from
E.3 and added to the amount at E.4, the portion of nonatate funded
amortizable expenditures to be charged to Development Services thia

period.

Line F,3--total, The state and nonstate costs entered at F,l
and F.? are combined with E.5, the coata allocated to Development
Services from the Vice President's Qffice, The resulting total is

snteared at F. 3,
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Line G,]1--Development Services
coats to be allocated on a

staff time basis

State and nonstate funded expenditures, not related to equip=-
ment, are obtalned from E.lb and E.3b and combined with the figure at
E,5, coats allecated to Development Seyvices from the Vice President's
Office. The total is entered here.

Line G,2--Development Servicen

coats to be allocated on an
equipment use basis

State and nonatate funded expenditures which are related to
equipment are obtained from E.la and E,32 and combined with amortiza-
tion chargesble to Development Services this period, which ia obtained

from E.2 and E.4. The teaulting total is entered here.

Lines H.i to H.5--percent of
equipment use chargeable to
(producing divisfons)

Each producing division's proportion of total Development

Bervices equipment usage during this period 18 obtained from
Ievelopment Services and entered at the corresponding line in sectionm

H of the Development Services worksheet,.

Lines 1,1 to I.3--allocation
of Development Services costs

Line 1.la--Annual diving by staff time. The percentage of

Development Services professional staff time artributed to Annual
Giving is obtained from D.l1 and multiplied by tha total of Development

Services costs to be allocated on a staff time baaie, which is obtained
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from G.1.

Line 1,lb--Annual Giving by egquipment use, The percentage of

Development Services equipment usage chargeable to Annual Giving is
obtalned from H.1 and mulciplied by the total of Development Services
costa to be zllocated on an equipment ume basis, which {5 obtained

from G.Z.

Line I.lc~-Annual Siving tatal. I.la and I.lb are combined.

The total 1s the share of Development Services costs allocated to

Annual Giving,

Line 1,2a~--Corporate Relatjons and Flecement by staff time.

The percentage of Development Services profeamional staff time aterib-
uted te Corporate Relations and Flacement 1s obitained Evom D.2 and
multiplied by the total of Development Services comts te be allocated

on a acaff time baals, which is obtained from G.L.

Line I.2b--Corporate Relatione and Placement by eguipment uee,

‘'he percentage of Development Servicea equipment uweage chargeable to
Corporate Relationa and Placement is obtained from H.2 and mulriplied
by the total of Development Services costs to be allocated on an

equipment use basie, which i{s obtained from G.2Z,

Line 1,2c--Corporate Belatfons and Placemeni total. Lines
I.2a and I.2b are combined. The total is the share of Development

Servicea costz allocated to Corporate Relations and Placement.

Line ],3a--8pecisl Gifte by ataff time. The porcentage of
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Development Services professional staff time attributed to Special
Gifes im obtained from 0.3 and me:ltiplied by the total of Development
Services costs to bhe allocated on & staff time basls, which 18

oktained freom G,1.

Line I,3b--3pecial Gifts by equipment use. The percentage of

Development Servicea equipment usage chargeable to Special Gifta 1as
obtained from H.3 and miltiplied by the total of Development Services
costs to be allocated on an equipment use basla, which is obtained

fl‘ﬂm Gili

Line I.3c--8Special Giftas total. Lines I,3a and I.3b are com-

bined, The total i3 the share af Development Services costs allocated

to Special Gifts,

Line I,4a--Sponsored Programs by ataff time. The percentage

of Develapment Services professionel ataff time attributed to Sponsored
Programa is obtained from D.4 and muletiplied by the total of
Development Services coeta to be alliacated on a ataff time basis, which

is obtalned from G.1.

Line [.4b--Sponsored Prougrems by equipment use., The percentage

of Development Services equlipment usage chatrgeable to Sponsored
Programa fs obtained from H.4 and multfplied by the tetal of
Develppment Services costs to be allocated on an equipment uge basis,

which 1s cbtained from G.2.

Line I,4c--Sponsored Programs total. Lines I.4ta and I.4b are
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combined, The total is the share of Developrment Services costs

allocated ta Sponsored Programa.

Line I.Ja--Granta and Research Contracts by staff time. The

percentage of Development Services profesgeional staff time attributed
te Grants and Research Contracte 18 obtained from D.5 and multiplied
by the toral of Development Services costes to be allocated on a staff

time basls, which is obtained from G.1.

Line ¥.5b--Grants and Research Contracts by equipment use. The

percentage of Development Services equipment usage chargeable to Grants
and Research Contracts ie opbtained from H.5 and multiplied by the total
of Development Services costs to be allocated on an equipment use

basia, which fs obtained from G,2.

Line 1,5c-=Granta &and Research Contracks total. Lines I,5a

—

and I.5b are combined, The total ia the share of Development Services

coate allocated to Grants and Research Contracts,

Annuel Giving

Line A--total man-days

The number of professional staff man-daya available to the
Annual Giving Office {s obtained by adding the figures at line B of
all weekly summaries pubmitted by the Annusl Giving Office during this

Teporting perfod.
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WORKSHEET FOR PERIOD

Annual Glving

A, Total man-days (sum of weekly summaries line B)

B. Total man-days attribuced {sum of weekly summeries

line K)

€. Man-days attributed to:
1, William and Mary Fund (sum of weekly

gummatles line C)

2. Law Alummil Fund (saum of weekly summariea

Line i)

3. MBA Alumni Fund (sum of weekly summaries

line E)

%, Grad. Ed. Alumnl Fund (aum of weekly

aummaries line F)

5. Parents Fund {sum of weekly summaries line G}

&. Friendes of the College {Individuals) Fund

{sum of weekly aummaries line H)

7. Associates of Swem Library Fund (sum cof

weekly saummarfes line I}

D. Propertion of attributed man-days charged to:

1. Willism and Mary Fund (C.1%B) %
2, Law Alumni Fund (C.2%B) %
3. MRBA Alumni Fund (C.3%B) k4
4. Grad, Ed, Alumni Fund {C.4%B) %
5., Parenta Fund {C.5%B) k]

Form 14. ARNUAL GIVING OFFICE WORKSHEET



WORKSHEET FOR PERIOD

Annual Giving

&, Friende of the College {Individuals}

Fund {(C.bsB}

7. Associateg of Swem Library Fund {C.718)
E. Gosta to be charged against Annual Giving

1. State funds expended less any ltems to be
amortized

2. Amorcizatien chargeable this period (from
State funds)

3, Nonstate funds expended legs any items to
he amortized

4. Amortization chargeable this period {(from
nonatate funda}

5. Costa allccated from Vice President's Office
to Annual Giving (line G.1 of Vice Ptesident's Dffice
workaheet)

6. Costs allocated from Communications Office
to Anmual Giving (line G.1 of Communicacione Qffice
workaheet)

7., €Conts alliocated from Development Services to
Annual Glving (line I,lc of Develocpment Servicea
workshaeaet)

8. Coata allocated from Donor Research to Annual

Giving (line G.1 of Donor Research worksheet)

(Form 14, continued)
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F. Annual

1'.

2.

3.

G. Direct

1.

2,

3.

8.

WORKSEEET FOR PERIOD

Annual Giving

Giving comta:

State {(E.1+E.2)
Nonstate {E.3HE. &)
Total (E.3+E.0+E. 7HE.B1F, 14F. 2)

costs {(identifiable to programs):
William and Mary Fund

Law Alumpl Fund

MBA Alumni Fund

Grad. Ed. Alumni Fund

Parente Fund

Friends of the College (Individuals}

tagoclatea of Swem Library Fund

Total {G.1 through G.7)

H. Indirect costs {not identifiable to

programs)

I. Allocation of Annual Giving costa:;

1. William and Mary Fund

2. Law Alumni Fund

3. HMBA Alumni Fund

4. Grad. Bd, Alummi Fund

5. Parents Fund

fi. Friends of the College
{Individuals)

{Form 14.

continued)

{F.3-G.8)

{D.1xH)+G.1
{D.2xH)+G.2
{D.3uH)+G.3
(D.4xH)+G. 4

(D. 5xH)+G. 5

(D.6xH)H5.6

137
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WORKSHEET FOR PERIOD Page 4

Annual Givin

7. Assoclates of Swem Library Fund (0. 7xH)4G. 7

(Form 14, continued}
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Line B--total man-days
acttributed

The number of professional staff man-days which was attributed
by this office to all of {its programs combined ia cbtained by adding
the figures at line K of all weekly summaries submitted by the Anpual
Giving Office during this reporting periad.

Lines C,1 to C.7--man-days
attributed tg (each program)

The number of professiconal staff man-days attributed to each
program during this reporting period is cbtained by adding the amounts
on all Annuval Giving weekly summaries at the line (C, I, E, F, G, H, I)
corresponding to each program, These totals are then entered at the
correaponding lines in section C of the Annual Giving worksheet,

Lines D.,1 to D,7?--propertion of
attributed man-days charged to

{each program)

The percentage of each program of all professional staff man-

days atttibuted by the Annual Giving 0Office is obteined, Thia is done
by dividing the number of days attributed to that program at the cor-

responding line in section C, by the total number of man-daya aterib-

uted at line B. The resulting percentages are entered ar the

corresponding lines in section D of the Annual Glving worksheet,

Lines E,1 to E.8--costs to be
charged against Aonual Giving

Line E,l--~state funds expended leas any items to be amortized,

All costs paid out of state funds snd charged to the Annual Giving
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Dffice are totaled after subtracting any amorcizable items, i.e.,
expenditures of at least one thousand dollars offering benefit over a
period greater than one month. This entry is obtained from column 3

of the Annuwal Giving ledger sheet.

Line E.2--amcrtization chargeahle this period (from state

funds). The portion of all state funded amortizable expenditures
charged to the Annuwal Giving Office, which asccrued as coat during this
reporting pericd. The accrued portion 18 obtalned from celumn F of

the Record of Amortizable 1tems,

Line E,3--nonstate funds expended less any itemsa to be

amortized., All coate paid out of nonstate funds and charged to the
Annual Glving Office are totaled after subtracting any amortizable
items, This entry is obtained from column 3 of the Annual Giving

ledger aheet,

Line E.4--amortization chargeable thisg period {from nonstate

funds), The portion of all nonstate funded amortizable expenditurea
charged to the Annual Giving Office, which accrued as cost during this
reporting period. The accrued portien {8 obtained from column F of

the Record of Amortizable Items.

Line E.5--cogtse allocated from Vice Pregident's Office to

Annual Giving. The portiom of the cost of the Vice President's Office
which was allocated to Annual Giving {s taken from line G.1 of the

Vice Pregident's Office worksheet and entecad here.
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Line E.b6=-=-zoste allocated From Comminications Office to Annual

Giving. The portion of the coat of the Communications Office which was
gllocated to Annual Giving {s taken from line G.1 of the Communicatione

Office worksheat and enrered here,

Line E,7--costs allocated from Development Services to Annual

Giving., The portlon of the coat of Develcpment Serwvices which was
allocared to Annual Giving 1s taken f£rom iine I.lc of the Development

Services worksheet and entered here.

Line E.B--corte allocated from Doner Besearch to Annual Giving,

The portion of the cost of Deonor Resmearch which wase allocated to Annual
Giving 1a taken from line G.l of the Donor Research worksheet and

entered here,

inea F.1 to F.3--Amual Giving

costs

Line F.1--gtate, State funded costs charged to the Annual
Gilving Office, less any amortizable items, are cbtalned ftom E.l and
added to the amount ac E.2, the portion of state funded amortizable

expenditures to be charged to the Annual Giving 0ffice this period,

Line F,2--nonatate, Nonstate funded costs charged to the

Anoual Giving Office, less any amortizable {tems, are obtained £rom
E£.3 and added to the amount at E.4, the portion of nonstate funded
amortizable expenditures to be charged to the Annual Giving Office

this period.
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Line F.3--total, The state and nonstate comts entered at F,l

and F.2 are combined with E.5, E.6, E,7, and E.8, the costs allocated
to the Annual Giving Office from the Offices of the Vice President,
Cotwunications, Development Services, and Doncr Research. The result-

ing total is entered here,

Lineg G,lto G.A--direct costs

The total of expenditurea which have been identified as caused
by or benefiting each program 1a entered at the line, G.l1 to G.7,
which correaponda to the pregram, This entry 1s obtained from column
4 of the Annual Giving ledger sheet. The total of lines G.1 to G.7 1e

entered at 5,8,

Line H--indirect costs

The total of expenditures which have not been identified with
a program 13 obtained by subtrecting total direct coete (.H) from
total Annual Giving coats (F,3}.

Line I--allecation of Annual
Giving costs

The coat of the Annual Giving Office 1s cbtained from ¥.3 and

divided among the seven programs operated by the cffice. This Ls done
by multiplying F.3 by the percentage of professional staff tiwme attrih-
uted to each program in seaction D and adding the amount identified
directly with progrtam in section G. The results are entered at the

corresponding line in section I.
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Corporate Relatfions and Placement

Line A--total man-days

The number of professional etaff man-days avaflable to the
Corporate Relations and Placement QOFffice 18 obtained by adding the
figures at line B of all weekly summaries submitted by the Corpotate
Relations and Placement Office during cthis reporting periad,

Line B--total man-daya
attributed

The number of professional staff man-daye which wase attributed
by this vffice to all of its programs combined {8 obtained by adding
the figures at line K of all weekly summaries submitted by the
Corporate Relations and Placement CEfice during this reporting pevied,

Linea C,1 to C.7=-=man-days
attributed to {each program)

The numbet of professional staff man-days attributed to each
program during this reporting period is obtained by adding the amounta
on all Corporate Relations and Placement weekly summaries at the lipe
(C, I, E, F, G, H, 1) correaponding to each program. These totals are
then entered at the corresponding lines in section C of the Corporate

Relations and Placement worksheet,

Lines D,1 to D.7--proportion of

attributed man-days charged to
(esch program)

The percentage of each program of all professional staff

man-days attributed by the Corporate Relations and Placement Office is
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WORKSHEET FOR PERIOD

Corporate Relations and Placement

A. Total man-days {sum of weekly summaries line B)
B. Total man-daye attributed (aum of weekly summaries
line X)
C. Man-days attributed to:

l. Corporate Friends Fund: Williamsburg Area {(sum
of weekiy summaries line C)

2. Corporate Friends Fund: Virginia, Other than
Willfamaburg Area {(sum of weekly summaries line D}

3. Corporate Friende Fund: (Other than Virginia
(sum of weekly supmaries line E)

4, SBA Sponacts Fund (sum of weekly summaries
line F)

5. SBA Sponeors Fund: Directors {sum af weekly
summaries line G)

6. Speclal Corporate Gifts {sum of weekly sum-
maries line H)

7. Studeni Career Placement {sum of weekly
summaries line I}
D. Proportion of attributed man-days charged to:

1, Cotporate Friends Fund: Williamsburg
Area (C.L#B)

2. Corporate Frienda Fund: Virginie, Other

than Williamsburg Area {C.24R)

Form 15, CORPORATE ERELATIONS AND PLACEMENT OFFICE WORKSBHEET



WORKESHEET FOR PERIOD

Corporate Relations and Flacement

3. Corporate Friends Fund: Other than

Virginia {(C.3#B)
4., S8BA Sponsors Fund (C.44B)
5. SBA Sponsors Fund: Directors [C.5%B)
6, Special Corporate Gifts {C.B%B)
7. Student Career Placement {C.7+R}

E. Costs to be charged against Corporate Relations
and Placement:
1. State funds expended less any items to be

amortized

2. Amortization chargeable this period (from

State funidse)

3, Honatate funds expended less any ltems to be

amortized

4, Amortization chargeable this period (from

nonatete funds)

5. GCoats allocated from Vice Presildent's Office
to Corporate Relations and Placement (line G.2 of Vice
Fresident's Dffice worksheet)

6. Coats allocated from Communicationa (ffice
to Corporate Relaciona and Placement (line .2 of
Commnicationa Office workaheet)

7. Coats allocated from Develcpmant Services to

(Form 15, continued)
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WORKSHEET FOR PERIOD Fage 3

Corporate Relationm and Placement

Corporate Relationsa and Placement {line I,2¢ of

Development Servicee worksheet)

B. Costs allocated from Donor Research fo
Corporate Relaticng and Placement (line G.2 of Donor

Research worksheet)

F. Corporate Relationa and Placement costas:

1, State {E.1+E.2)
2., Nonetate {E.3+E.4)
3. Total (E.5HE.&4E,7+E.B4F . 14F. 2)

3., Direct Ceoats {identifiable to programs):

1. Corporate Friends Fund: Williamsburg Area

2. Corporate Friends Fund: Virginfa, Other than

Williamsburg Area

3. Cerporate Friends Fund: Other than Virginia

4, SBA Sponeors Fund

5. §8A Sponsots Fund: Directoras

6. 8pecial Corporate Gifte

7. Student Careetr Placement

8. Total (G.1 through G.7)

H. Indirect coasts (not identifiable to

programs) {F.3-F.B)

I. Allocation of Corporate Relations and Placement coats:
1. Coyporate Friands Fund: Willlamaburg

{(Form 15. continued}
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WORKSHEET FOBR FPERIOD Page &

Corporate Relaticna and Placement

ATes D, 1xHY4G.1
2. Corporate Friends Fund: Virginia,
Dther than Williamsburg Area (D, 2xH)+G.2

3. Corporate Friends Fund: Other cthan

Virginia {D,3xH)+5.3
4. SBA Sponaors Fund (D.axH)+G.4
5. SBA Sponsors Fund: Directora (D, 5xH)+3.5
6. Specisl Corporate Gifts (D,bxH)4+G.6
7. Student Career Placement {D, TeH)+E.7

(Faorm 15, continued)
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vbtained, This I8 done by dividing the number of days attributed to
that program at the correspending line in seceion €, by the total
numher of man-days attributed at line B. The resulting percentages
are entered at the correaponding lines i{n section D of the Corporate
Relations and Placement worksheet.

Lines E.1 to E.B--costs to be

charged against Corporate
Relatlons ahd Placement

Line E;l--state funds expended lesa any {tems teo be amortized.

All costs paid out of etare funds and charged to the Carporate
Relations and Placement Office are totaled after subtracting any
amortizable 1tems, 1.e., expenditures of at least one thousand dellars
offering benefit over a period greater than one month, This entry ia

obtained from column 3 of the Corporate Helations and Placement ledger

sheet.

Line E.2=-amortization chargeable thiag period (from state

funda), The portion of all state funded amortizable expenditures
charged to the Corporate Relaticna and Placement Qffice, which accrued
a8 coat duxing this reporting period, The accrued portion ja obtained

from column F of the Record of Amortizable icems.

Line E.J--nonstate funds expended less any iteéms to be amor-

tired. All costs paid put of nonstate funds and charged to the
Corporate RKelatfons and Placement Office are totaled after subtracting
any amortizahle icema. This entry is obtained from column 3 of the

Cotporate Relations and Placement ledger shest.
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Line E.4~-gmortization chargeable this period (from nonstate

funds). The portion of all nonstate funded Emortizable expenditures
charged to the Corporate Belations and Placement Office, which accrued
as cost during this reporting period, The accrued portion is obtained

from column ¥ of the Record of Amortizable items,

Line E.5-=coate allocated from Vice Pregident's DEfice to

Corporate Relations and Placement, The portion of the cost of the Vice

President's Office which was allocated to Corporate felations and
Placement ie taken from line G.Z of the Vice President's Office work-

sheet and entered here,

Line E.6--costs allocated from Communicationa Office to

Corporate Relatfona and Placement. The portion of the cost of the

Communications Office which waa allocated to Corporate Relationa and
Placement fm taken from line G.Z of the Communications Office wark-

sheet and entered here,

Line E.7--costs allocated from Development Services to

Corporate Belations and Placement. The portion of the cost of

Development Services which was allocated to Corporate Relaticnsa and
Placement {s taken from line I.2¢ of the Development Services work-

sheat and entered here.

Line E.B8--Costs allocated from Donor Research to Corporate

Relations and Placement, The portion of the cost of Donor Reseatch

which was allocated to Corporate Relations and Placement 18 taken from
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line G.2 af the Donor Research worksheet and entered here.

Linep F.l1 to F.3--Corporate
Relationa and Placement
cagtm

Line F,l--state. BState funded costd charged to the Corporate

Relations and Placement Office, less any smortizable {icems, are
obtatned from E.1 and added to the amount at E.2, the portion of state
funded expenditures to be charged to the Corporate Relatlons and

Placement Office this period.

Line ¥.2==nonatate, Nonatate funded comts charged to the
Corporate Relatione and Placement Office, lesa any emortizable icems,
are obtained from E.3 and added to the amount at E.4, the portion of
nonstate funded amortizable expenditures to be charged to the Corporate

Relations and Placement Office thie period.

Line F,.3--total. The state and nenstate costs entered at F.l

gnd F,2 ate combined with E,5, E.&6, E,7, and E,8, the coats allccated
to the Corporate Relations and Placement Offfce from the Offices of
the Vice President, Communications, Development Serviceasa, and Denor

Research, The resulting total {s entered at F.3.

Lings G.,l to G.8--direct costse

The total of expenditures which have been identified as caumsed
by or benefiting each program is entered at the line, G.1 to 6.7,
which corresponds to the program. This eantry is obtained from column

4 of the Corporate Relations and Placement ledger sheet. The total of
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lines G,1l to .7 18 entered at G.B.

Line H--indirect costs

The total of expenditures which have not been identified with
a program 1s obtained by subtracting total direct costs (G.8) from
total Corporate Relatlons and Placement coatas (F.3).

1ine [--aliocation of Corporate
Relations and Placement coata

The cost of the Corporate Relationa and Placement 0ffice is
obtained from F.3 and divided among the seven programe operated by the
cEfice, This 1le done by multiplying F.3 by the parcentage of profea-
sional atnff time attributed to each program ic section D and adding
the amount identified directly with the program in section G, The
reaults are entered at the corresponding line In section I. Item I,7,
Seudent Career Placement, it should be noted, is not a development-
related progrem. Item L.7 is, therefore, tre=ated meparately from
Corporate Relations expenses I{n compiling quarterly repotts and ia not

included when reporting total development expenses.
Special Gifcs

Line A-=total man-days

The number of professional staff wan-days availasble tov che
Special Gifea Office {m obtained by adding the figures at line B of

all weekly aummariss submitted by the Special Gifts Dffice during thia

reparting pericd,
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WORKSHEET FOR PERIOD

Special Gifts

A, Total man-days (sum of weekly summaries line B)

B. Total man~days attributed {(gum of weekly summaries

iine K)

C. Man-days attributed to:
1. Special in vive gifts (sum of weekly

gummarles line )

2. Estacte settlements {(sum of weekly summaries

line D)

3. Gifts in trust (sum of weekly summaries
line E)

4., New expectancies {sum of weekly summaries
line F)

D. Proportion of attributed man-days charged to:

l. Speclal in vivo gifee {C.1%R)
2. Eatate setctlements (C.2%B)
3. Gifts {in truec (C.348)
4, New expectancies (C.4%B)

F oS- B L -

E. Costs to be charged sgeinst Special Gifta:
1. State funds expended less any items Lo

he amortized

2. Amortization chargeable this period

{from State fundm)

Form L6. SPECIAL GIFTS OFFICE WORKSHEET



3.
amortlized

4.

WORKSHEET FOR PERIOD

Special Gifta

Nonstate funds esxpended lesa any L{tems to be

Amortization chargeable thia period (from

nohstate Funds}

5.

Coate allocated From Vice Pregident's Office

to Special Gifta (line G.3 of Vice President's Office

worksheet)

6.
to Special
worksheet)

7.
to Special
warkahsaet)

8.

Coats allocated from Commnfcacions Office

GLfts (line G.3 of Communications Office

Coste allocated from Devalopment Services

Gifts (line I1.3c of Development Services

Custs allocated fromm Donor Research to

Special Gifts {line G.3 of Donor Research workshset)

F. Speclal Gifta costs:

1.

2.

3.

State

Honstate

Total

{E.14E.2)
{E.HE.4)

{E.5+E.6+E.7+E . 84F ., 14F. 2)

G, Direct costs (identifiable to programs):

{Forz 15,

Special in vivo gifte

Estate settlements

Giftes in trust

continued)
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WORKSHEET FOR PERIOD Page 3

Specinl Gifts

4. New expectancies

5. Total (0. 1456, 24G. 3+G.4)

H. Indirect coats (not identifiable to

programa) (F.,3-G.5)

1, Allocation of Special Gifta coste:

1. Special in vivo gifts (D.1xH)+G.1
2. Estate mettlements {D,2xH)+G, 2
3. Gifte in Truset (0. IxB)+E. 3
4. New expectanciea (D,4xH)+G. b

{Form 1l&. continued)
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Line B--total man-davs
attribyted

The number of profesajonal staff man-days which was attributed
by this office to all of its programs combined is obtained by adding
the figurea at line K of all weekly summaries submicrced by the Special
Glfta Office during this reporting pericd.

Line C,1 tc C,4--wan-dayn
attributed to (each program}

The number of professional ataff man-days attributed to each
ptoegram during this reporting perlod is obrained by adding the amounte
on all Speclal Gifts weekly summaries at the line (C, D, E, F) cor-
responding tc each program. These totale are then entered at the cor-
responding linesa Iin section ¢ of the Special Gifts worksheet.

Lines D,l1 to D.4--proportion of
attributed man-days charged to

(each program}

The percentage of each program of all profeasional staff man-

days attributed hy the Special Gifts Office {8 obtained. This is dome
by dividing the number of days attributed to that program at the cor=~
responding line in section C, by the total number of man-dave attrib-
uted at line B, The repulting percentages are entered at the

corresponding Iines {n mection D of the Speclal Gifra worksheet,

Linea E,] to E,B--¢costs to be

charged against Special Gifts

Line E,l~-state funds expended less any items to be amortized,

All costs pald out of state funde and charged to the Special Gifts
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Office are totaled after subtraceing any amortizable ftems, 1i.e,,
expenditures of at least one thousand dollars offering benefit over a
perlod greater than one month. This entry is obtained from column 3

of the Speacial Gifts ledger sheet.

Line E.2--amortization chargeable this period (from state

funds}, The portion of all state funded amortizable expenditures
charged to the Special Glftas ffice, which accrued as cost dutring thie
teporting perind. The accrued portion is obtained from column F of

the Record of Amortizable Items,

Line E,J--nonatate funda expended less any items to be amor-

tized. All coats pald out of nonstacte funds and charged tu the Special
Gifts Office are totaled after subtracting any amortizable items. This

entyy {8 obtained from column 3 of the Special Gifta ledger sheet.

Line E.4-~-amortization chargeable this period (from nonstate

funﬁuzl The portion of all nonetate funded amortizable expenditures

charged to the Special Gifis Office, which accrued as cost during this
reporting period. The accrued portion is obtained from column F of

the Record of Amortizable Ttems.

Line E,5--cosats allocated from Vice President's Office to
Special Gifis, The portion of the cost of the Vice President'sm Office
which was allocated to Spaclial Gifts is taken from line G.3 of the

Vice President's 0Office workshest and entered here,

Line B,6=-costs allocated from Communications Office to Speciasl
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Gifta, The portion of the cost of the Communications Office which was
allocated to Special Gifce im taken from line G.3 of the Communications

Dffice worksheet and entered here,

Line E,/=-coste s&llocated from Development Services to Bpeclal

GLftms, The portion of the cost of Development Services which was

allocated to Special Gifts 1s taken from line I,3¢c of the Development

Services worksheet and entered here.

Line E.8--coste allocated from Donor Resaearch to Speclal Gifts.

The portion of the cost of Donor Research which was alloacated to
Special Gifts 1s taken from line G.3 of the Donor Research worksheet
and entered here.

Lines F.l1 to F.3--Special
Gifcs costs

Line F.l--atate. State funded coste charged to the Specisl
Gifts Dffice, less any amortizable items, are obtained from E.l and
added tc the amount at E.2, the portion of state funded expenditures

to be charged to the Bpecial Gifts Office this period.

Line F.2--nonetate. Henatate funded comts charged to the
Speclial Gifta 0ffice, leas any amortizablie {tems, are obtained from
E.3 and added to the amount at E.4, the portion of nonstate funded
smortizable expenditures to be charged to the Bpeclal Gifts Office

this period,

Line F.3--total, The state and nonstate coste entered at F.1l
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and ¥.2 are combined with E.,5, E.&6, E.7, and E.B, the coste allocated
to the Special Gifta Office from the officea of the Vice President,
Communicatfona, Development Services, and Donor Research, The tresult-

ing total is entered at F.3.

Lines G,]1 to G,5--direct costs

The total of expenditurea which have been identified as caused
by or benefiting each program is entered ar the line, G.l to G.4, which
corresponds to the program, This entry 1s obtained from column 4 of
the Special Gifta ledger sheet, The total of lines G.1 to G.4 is

entered at G.5.

Line H--indirect coatsa

The total of expenditures which have not been i{identified with
a program {8 obtained by subtracting total direct cesta {(G.5) from

tatal Speclal Gifts coste {F,3).

Line I[--allocatlon of Special
GlLfte caste

The coet of the Specinl Gifts Office i obtained from F.3 and
divided among the four programs operated by the off{ce. Thie is done
by multiplying F.3 by the percentage of profeasional ataff time
attrihuted to each program in section D and adding the amount ldenti-
fied directly with the program in aection G. The results are entered

at the corresponding line in section I.
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Sponsored Programs

Line A--total map-days
The number of professional staff man-daye avallable to the
Spongored Programe OEfice {8 obrained by adding the figures at line B

of all weekly summarles submitied by the Sponsored Programe Office

during thie reporting period.

Line BE--total man-days
attribucted

The numbetr of professional staff man-days which wae atrributed
by this office to all of {ts programs combined ia obtained by adding
the figures at line K of all weekly eummaries submitted by the
Sponasored Programs Office during this reporting period.

Lines €.1 to C,3--man-daya
attributed to (each program)

The number of professional staff man-days attributed to each
program during the reporting perliod is cbtained by adding the amounts
on all Sponsored Programs weekly summaries at the line (C, D, E)
corregponding to each program. These torals are then entered at the
corresponding lines In section C of the Sponsored Programs worksheet,

Lines D.l to D,3--proportion of
attributed man-days charged to

{each Etugram}

The patcentage of each program of all professional steaff wan-

days attributed by the Sponsored Programs Office is obtained. This

13 done by dividing the nusber of days attributed to that program at



WORKSHEET FOR FERECQD

Sponaored Programa

A. Total man~-days (sum of weekly summaries line B}
B. Total man-days attributed (8um of weekly summaries
line K)
C, Man-days attributed to:
1. Foundations feum of weekly summarlies line C)
2. Corporate foundatioms (sum of weekly
summaries line U}
3. Aswociacione (sum of weekly summaries
line E}

k. Proportion of attributed man-daye charged to:

1. Foundatcions (C.1%B)
2. £Lorporate foundations {(C.2%8)
3, Aesoclatlons {C.3%8)

E. Coats to be charged agalnsat Sponacred Programs:
1. 5tate funds expended less any ltems to be

amortized

2. Amortization chargeable this pericd (from
State funda)

3. Honetate funds expended leas any items to

be amortized

4, Amortization chargeable this period {from

anonatate funde}

Form l7. BSPONSORED FROGRAME (FFICE WORKSHEET
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WCRKSHEET FOR PERIOD

Sponsored Programs

5. Costes allocsted from Vice Premident's Office
to Sponsored Programs (line G.4 of Viee President's
Dffice worksheel)

6. Conts allocated from Communications Office
to Spongored Programs [line G.4 of Communications Office
worhaheet)

7. Coste allocated from Develcpment Services to
Sponsored Programs {line I.4c of Development Services
worksheet)

8. Coats allocated from Donor Reasearch to
Sponsored Programs (line G.4 of Donor Reeearch worksheet)

F. Bponsored Programs coats:

l. State (E.1+E,2)
2, Nonstate {E.HE.4)
3. Total {E.5+E.6+E, 7+E.B4F.14F.2)

G. Direct coatas (identifisble to pragrams):

1. ¥Foundations

2. Corporate foundariona

3. Associlations

4, Totsl (G.1+G, 24+G. 3}
H. Indirect costa (not identifiable to
programs) {(F.3-G.4)
1. Allocation of Sponsored Programs coate:

{Form l7. continued)

161

Page 2
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WORKSHEET FOR PERIOD Page 3

Sponesored Progyrams

1. Foundations (D AxH)+G.1
2. Corporate Foundationa {D.2xH)+G. 2
}. Aspociations {D.3Ixk)+G. 3

{(Form 17. continued}
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the corresponding line in section C, by the toral number of mean-daya
attributed at line B. The resulting percentages are entered at the

corresponding linea in section D of the Sponscred Frograms worksheet.

Lines E.l to E,8--costs to be
charged against Spomsored
Pt ograma

Line E,1--state funde expended Jess any items to be amortized,

411 coets pald out of etate funds and charged to the Sponsored Programs
Office are totaled after subtracting any amottizable ftems, {,e.,
expenditures of at least one thousand dollara offering benefit over a
period greater than one wmonth. This entry ia cbtained from column 3

af the Sponsored Programs ledger sheet,

Line E,2--amortization chargeable this period {from state
funds)., The porticn of all state funded amortizable expenditurea

charged to the Sponsored Programe Office, which accrued as cost during
this teporting period. The accured portion 1s obtained from column F

of the Record of Amortizeble Items.

Ling E.3-~-nonstate funds expended less any {tems to be amor-

tized, All costs pald out of nonatate funde and charged te the

Sponsored Programa Office are totaled after amubtracting any amortizable
itema. This entry I3 obtained from column 3 of the Sponsored Programs

ledger sheet,

Ling E.4=-~amortization chargesble this period (from nonstate

funds). The portion of all nonetate funded amortizable expenditures
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charged to the Sponsored Programs Cffice, which accrued as cost during
thia repcrting perfod. The accrued portion 48 obtained from column F

of the Record of Amortizable Items.

Line E,5-=-vosts allocated from Vice Preaident's Office to

Spongsored Programs, The portion of che cost of the Vice President's

Office which was allocated to Sponsored Programa {s taken from line

G.% of rthe Vice President’s Office workaheet and entered here.

Line E.6--contp allocated from Compmunications Office to

Sponsored Programs. The pertion of the coet of the Communications

0ffice which was allocated to Sponsated Programs 1s taken from line

G.4 of the Communications Office worksheet and entered here.

Lina E.7=--costs aliocated from Development Services to

Spoensored Programs, The portionm of the cost of Development Services

which was allocated to Sponscred Programs {s& taken from line I.4c of

the Development Services workeheet and entered here.

Line E.B--costs _allocated from Donor Research te Sponsored

Frograms. The portion of the cost of Doner Research which wase
allocated to Sponsored Programe is taken from line G.4% of the Donor
Research workeheet and entered here,

Lines F.1 to F,3--Sponsarasd
Programs ccete

Line F.l--stete. State funded costw chearged to the Sponsored

Programs Office, less any amortizshle items, are obtained frowm E.1 and
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added to the amount at E.2, the portion of state funded expenditures

charged to the Sponsored Programe Office this period,

Line F.2--nonetate. Honatate funded costs charged to the
Sponsored Programs Qffice, less any amortizeble items, are obtained
from E.3 and added to the amount of E.f, the portlon of nonatate
funded amortizable expenditures to be charged to the Sponsored

Programs Office this period.

Line F,3--totgl. The state and nonstate costs entered at F.l
and F,2 ate combined with E.5, E.6, E,7, and E.H, the casts allocated
to the Sponsored Programs OEfice from the offices of the ¥ice
President, Communicetions, Development Sarvices, and Donor Reseatch.

The resulting total 1s entered at F.3.

Lines G,} to G,4--direct costs

The total of expenditurea which have been identiffed as caused
by or benefiting each program is entered at the line, G.1 te G,3,
which corresponds to the program, This entry ie obtained from column
4 of the Sponsored Programs ledger pheet, The total of lines G.1 to

.3 1s entered at G.4.

Line H,l--indirect coats

pp——

The total of expenditures which have pot been identifiad with
a progrem ig ohtained by subtracting total direct costs (G.4) from

total Sponsored Frograme costm (F.3).
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Line I--allocation of Sponscred

Programa costa

The cost of the Spensored Programa Office is obtained from F.2

and divided among rhe three programs operated by the ocffice, This 1s
done by multiplying F.3 by the percentage of profemslonal staff time
artributed to each program in section [ and adding the amount identi-
fied directly with the program ln sectlon G, The results are entered

at the corresponding line in aection 1.

Grankts and lesearch Contracts

Line A--total man-days

The number of professional staff man-days available to the
Grants and Research Contracts Office is obtained by adding the figures
at line B of all weekly surmaries submitted by the Grante and Research
Contracts Office during this veporting period,
Line B--totsl man-days
attributed

The tumber of professicnsl staff man-days which was attributed
by the affice to all of its programs combined is obtained by adding
the figures at line K of all weekly msummaries submitted by the Grante

and Research Contracts Office during this reporting perfoad.

Lines €.l to C.3--man-days
actributed to {esch program)

The number of professional staff man-days attributed to each

program during this tepcorting period is obtained by adding the amounts

on all Grants and Resesarch Contracts Office weekly summaries at the



WORKSHEET FOR PERLOD

Grants and Research Contracta Cffice

A. Total man-days (&um of weekly summaries line B)
B. Total man~days attribuced {sum of weekly summaries
Line K)
C. Man-days attributed to:

1. Federal grants {(sum of weekly summaries
lire C)

2. State grants {sum of weekly supmeries
line D)

3, Local government grants {sum of weekly

aummarlies line E}

I. Proporticn of attributed man-days charged to:

3. Federal grauts {C.14B}
2. State grants (C.23R)
J. Local goverument Rtants (C.I4B)

E. Costs to be charged agalnst Grants and Resesarch
Contracts Office:

1, 5State fundas expended lees any ltems to be
amortlzed

2. Amortization chargeable this pericd (from

State funda)

3. HNonstare funds expended lesa any items ko

be amortcired

Form 18. GRANTS AND RESEARCH CONTRACTS OFFICE WORKSHEET

167
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WORKSHEET FOR PERLOD

Grants and Reaearch Contracte QOffice

Amortization chargeable this period (from

nonatate funds)

L

Costes allocated from Vice Prepfident's COEfice

to Grants and Repearch Contracta Office (line G.5 of Vice

Preaident’'s Office worksheet}

6.

Coats allocated from Communications Office

Lo Grants and Research Contracta Qffice {line G.5 of

Communicationa Office workeheet)

?I

Coata allocated from Development Services to

Granta and Research Contracts Office (line I.5c of

Development Services worksheet)

B,

and Hesearch Contracta Office {(line G.5 of Donor Reaeaxch

workaheet}

F. A4Qrants

G. Direct

(Form 18.

Coata allpcated from Donor Research to Grants

and Remearch Contracts CGffice costa:

State {E.1+E. 2}
Nonstate (E.3+E.4)
Total (E.S5+E.6+E, TH+E. B+F, 14, 2)
coats {identifiable to progtams}:

Federal grants

Stare granta

Local government grants

Total

continued)

168

Page 2
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WORKESHEET FOR PERIOD Page 3

Grants and Hexsarch Contracts (ffice

H. Indirect costs (oot identifiable to programs) {F.3-G.&)

I. Allocaticn of Grante and Besearch Contracta Office coatn:

1. Federal grants (D, 1xH)+G. 1
2. §State granta (D, 2xH)4G. 2
3. Local government grants (D, 3xN)4+G. 3

{Form 18, continued)
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line (C, D, E) corresponding to each program. These totals are then
entered at the corresponding linea in section C of the Granta and

Baasarch Contracts Office worksheet,

Lines D.l1 to D.3--proportfon of
attributed man-daya charged to

(each program)

The percentage of each program of all professlonal ataff man-
days attributed by the Grants and Rescarch Contracts (ffice ia obtained.
Thie is done by dividing the number of days attributed to that program
at the corresponding line Lln section €, by the total number of man-days
ateributed at line B. The resulting percentages are entered ac the
corregponding lines in sectien D of the Grants and Research Contracts

Office worksheet,
Lines E.]l to E.B-=costs to be

charged againet Grants and
Research Contracte

Line E.l1--state funds expended lews any items to be amortized.

All costs paid out of state funds and charged to the Grants and Research
Contracts Office are totaled after subtracting any amortizable items,
{.a,, expenditures of at least one thovaand dollare offering benefirt
over a perlod greater than one month, This entry 1ie obtained from

column 3 of the Grants and Research Contracts Office ledger mheet.

Line E.2--amortization chargeable this period {(from atate

funds). The portion cf all state funded amorrirable expenditures
charged to the Grants and Resaarch Contracts Office, which sccrued as

coat during this reporting peried, The accrued portion is obtained
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from column F of the HEecord of Amortizable Items.

Line E.3--nonstate funds expended less any items to be

amporiized. All costs paid out of nonstate funds and charged to the
Grants and Research Contracts Dffice are totaled after subtracting any
smortizable fitemsa., This entry ie pbtalned from column 3 of the Grants

and Research Contracts Office ledger sheet,

Line E.4==-gmortization chargeable thie perfod (from nonstate

funds). The portion of all nonetate funded amortizable expenditures
charged to the Granta and Research Contracts Office, which acerued as
cost during this reporting period. The accrued portion is obtained

From column F of the Racord of Amortizable Items.

Line E.5--costs allocated from Vice President's Office to

Grants and Research Contracts 0ffice, The portion of the cost of the
Vice Presaident's Office which was allocated to the Grante and Bemearch
Contracte Office ism taken from line G.5 of the Vice Premident's Dffice

workeheet and entered here,

Line E.f--coats amllocated From Communicacions Office to Grants

and Reseanrch Contractp Office. The portion cof the coat of the

Communications Qffice which wam allocated to the Grants and Research
Cantractes Q0fflce {s taken from line G.5 of the Communicetions Office

worksheet and entered here,

Line E,7--costs sllocated from Davelopment Services to Grants

and Research Contracts (ffice. The porticn of the cost of Development
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Services which was allocated to the Grants and Research Contrgctm
Office ia taken from line L.5c of the Development Services worksheet

and entered here.

Line E.B--costs allocated from Donor Research to Grants and

Rencarch Contracts Office, The portion of the cost of Donor Research

which wae allocated to the Grants and Research Contracts Office is

teken f£rom line G.5 of the Doneor Research worksheet and entered here.

Lines F.1 to F,3--Granta and
Research Contractg Office coats

Line F,l--state. State funded costs charged to the Grants and

Reaearch Cantracte QOEfice, less any amortizable items, are obtained
from E.l1 and added to the amount at E.2, the portion of state funded
expendirures chatrged to the Grants and Research Contraccs Office thia

perliod.

Line F.2-=-nonstate. Nonstate funded costs charged to the Grants
and Hesearch Contracte Office, less any amortizable items, are obtailned
from E.) and added to the amount at E.4, the portion of nonstate funded
amortizable expendituresa to be charged to the Orants and Research

Contracts Qffice this periad.

Line F,3=-total. The state and nonstate costs entered at F.l
and F,2 are combined with E,5, E.6, E.7, and E.5, the comts allocated
te the Grants and Reaearch Contracts Qffice from the offices of the

Vice President, Communications, Development Services, ahd Donor
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Research. The repulting total is entered atc F.J.

Lines G,1 ta G,4==direct costs

The total of expenditures which have been identified as caused
by or bepefiting each program is entered at the line, G.1 te G.3, which
corresponde to the program. This entry is obtained from column 4 of
the Grants and Research Contracta Qffice ledger sheat. The total af

lines G.1 to G.3 is entered at G.4.

Line H--indirect coats

The tocal of expenditures which have not been ldentified with
a program is obtained by eubtracting total direct costs (G.4) from
total Grants and Research Contracta Qffice coats (F.3).
Line I[--allocation of Grants

and Research Contracts Office
costa

The cost of the Grants and Research Centracte Office is
obtained frow F.3 and divided ameng the three programs operated by the
office. This is done by multiplying F.3 by the percentage <f profes-
aicnal staff time attributed to each preogram in section D and adding
the amount identified directly with the program in aection G. The

resulte are entered at the corrvesponding line in section 1.

The Report

A modular format was used for the quarterly report {(Form 19).
In thia format cost information pertaining to each producing division
and service center comprised & ssparate section, This permitted the

Vice President, following his review of the report, to detach and
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forward each section to the office concerned. Summary information pex-
taining to the developunent effort in its entirety was presented in a
COVer page.

Dne page in each three page aection of the office report was
devoted to cost in the most recent quatter., The other two pagea
provided cost {nformation cumulatively from the beginning aof the
fiacal year. The emphasis on cumulative informacion was consiastent
with the recognition, referred to earlier in the section of this
chapter on eources of cost and program receipt data, that the pilot
institution's uae of cash basis accounting made cumulative information
more meaningful and useful for comparative purposes than that from an
imoleted gquarter.

The aection for each service center and producing division
presented the total of state and nonstate funde expended, indirect or
overhesd cost allacated to the office, and the total coat of cperation
of the office. The portion of this total cost allocated to each office
served {in the case of a service centetr) or to each aof Lte programs (in
the case of a producing division) was given in dollars and as a per-
centage of the total, In the case of a producing division, the cost
allocated to each program wam shown together with the money veceived
and the coat-per-dollar of each program. A cost-per-dollar was also
given for the combination of all the programs of the producing divi-
pion. State and nonstate costs for each office were then separated

into those portions which were fixed, varisble, and step-variable.



{OFFICE OF COLLEGE DEVELOPMENT

Fivrst Three Quartars Fiscal 1977

With bequeata and new
expectanciles
Without beguests

Without new expectancies

Private Gifta

Cost

£0000

All Gifte And Granta

0000

Q000

50000

Form 19.

REPORT

Recaipks

50000
0000

0000

50000
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Coat par
Dollar

$.00

00

00

§.00



VICE PRESIDENT COSTS

Flrst Three Quartere Flacal 1977

State Funde

Nonstate Funds

Total Cosc of Qperation

of Vice Praglident's

Office

(Form 19.

continued)

1756
Schedule A

Page 1 of 3

$0000

0000

$0000
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Schedule A
Page 2 of 3
FIRST THREE QUARTERS FISCAL 1977
¥ice Presldent's Office Allocationg
Development Services 00%
Donor Research Qo2
Communicaticna QoL
Special Giftas oo%
Corporate Relations and Placement oo
Grante and Bemearch Contracts ooz,
Sponsored PFrograms Oo%
Amual Giving oo%
Allocation of Costs
Development Services $0000
Donox Research DoQo
Communications o000
Special Giftas 0000
Corporate Relations and Placement 0000
Grants and Remearch Contracte 0000
Sponaoted Programs 0000
Annual Giving 0000
Character of Cogts
Etap-
Fixed Variable Variakle
Stare 50000 50000 £0000
Nonatate Q000 Q000 00QqQ
Tatal 50000 $0000 20000

{Form 19. continued}
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Schedule A
Page 1 of 3
THIRD GUARTER FISCAL 1977
Vice Presgident's Office Allocationa
Development Services any,
Donor Research a0
Comnunicacicona Q%
Special Gifts Q%
Corporate Relations and Placement 0a%
Grants and Bepearch Contracts 007
Sponaored Programs 007y
Annual Giving 09%
Allocation of Costs
Development Services 40000
Donoxr Reasearch G000
Communicationa G000
Special Gifts 4000
Corporate Relations and Placement 0000
Grants and Research Contracks aooo
Sponsored Programs Q0430
Annual Giving QOG0
t Coat
Step~-
Fixed Variable Variable
State $0000 0000 $0000
Honatate Q00 Q000 2000
Toeal $0G00 $0000 40000

(Form 19. contipued)
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Schedule B
Page 1 of 3
DEVELOPMENT SERYICES COSTS
First Three Quarters Flscal 1977
State Funds 50400
Nenatate Funda ogod
Overhead Coste
Q0% of V.P, Coats TH 1]
Total Cost of Operation of
Development Setrvices $0000

{Form 19. continued)



180

Schedule B
Page 2 of 3
FIRST THREE QUARTERS FISCAL 1977
Development Services Allocations
Speclal Gifta Q0%
Corporate Relations and Placement OD%
Grantas and Research Contracta Oz,
Sponscred Programe GO%
Annual Giving o0%
Hondevelopment Office Work 0o%
Allocationa of Coste
Special Gifcs 50000
Corporate Relations and Placement 0000
Grr-*« gnd Research Contracta 0000
Sponsared Programs aooo
Annual Giving 0000
Nondevelopment Office Work 0Go0
Character of Costa
Step-
Fixaed Variable ¥ariable
State 50000 50000 50000
Nonstate 0Q00 oGO0 0q00
Total 30000 $0000 50000

{Form 19, continued)
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Schedule B
Page 3 of 3
THIRD QUARTER FISCAL 1977
Devalopment Services Allocations
Special Gifta 00%
Corporate Relations and Placement o7
Grante and Reaearch Contracts (11 r
Sponacred Programe 00%
Annual Giving 00%
Alipcation of Coats
Special GiLEts $0000
Corporate Relations and Flacement 0000
Grante and Research Contracte 0000
Sponaored Programa 0000
Annual Giving 0000
Character of Costs
Step-
Flxed Variable Variabla
Stata 50000 50000 50000
Henatate Q00 0030 aoD0
Total 50000 $0000 504600

{Form 19. continued)
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Schedule C
Page 1 of 3
DOMOR RESEABRCH COSTS
Firet Throe Quarters Fiscal 1977
State Funds $0000
Honatate Funda 0QQ0
Overhedad Costs
Q0% of V.P. Costs Qooo
Tatal Coat of Operation
of Donor Research 80000

{Form 19, continued)



FIRST THREE QUARTERS FISCAL 1977

Donor Research Allocations

Special Gifce
Corporate Relations and Placement

Grants and Reaearch Contractsa
Sponaored Programe
Annval Giving

Allocation of Costs

Special Gifta

Corporate Relations and Placement
Grants and Research Contracts
Sponeored Frograma

Annual Giving

Character of Costs

Fisxe Yariahle
State $0000 $0000
Nonstate 0080 0000
Total $0000 30000

{Form 19, continued)
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Schedule C

Page 2 of 3

Q0%
L0
ao%
00%
Qo7

$Q000
0000
0000
@000
0000

GBetep~
Varliable

$0000
0000
$0000
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Schedule C
Page 3 of 3
THIRD {JUARTER FISCAL 1977
Donor Hesearch Allocaticns
Speclal Gifta oo%
Corporate Relations and Placement 00%
Grants and Research Cgontracts 00%
Sponsored Programe 007
Annual Giving 0o%
Allocation of Costs
Specfal Gifte $0000
Corporate Relations and Flacement 0000
Grants and Research Contracts onoo
Sponsored Programs 0000
Annual Giving Go0G
Character of Costa
Step-
Fixed Variable Varieble
State $0000 $0000 80000
Nonatats 0000 0000 0000
Total $0000 $0000 0000

(Form 19. continued}



COMMUNICATIONS OFFICE COSTS

First Three Quarters Fiscal 1977

State Funds
Honstacte Funds
Overhead Casts

0o% of V.P. Costs

Total Coat of Operation

of Commynications Difice

{Form 1%. continued)

185

Schedule D

Page 1 of 13

$0000

Qooo

000

$0000



FIRST THREE QUARTERS FISCAL 1977

Communlcations Offlce Allocations

Speclal Glire

Corporate Relations and Placement
Grants and Research Contracte
Sponsored Programa

Annual Giving

Allocation of Coata

Special Gifce

Corporate Relations and Placement
Grants and Research Contracts
Sponacted Progtam:

Annual Giving

Character af Costs

Fixed
State $2000
Honmtate 0000
Total $0000

{Form 19.

Variable

$0000
Q004

$0000

continued)

186

Schedule D

Page 2 of 3

00%
oo%
oo%
00%
o0%

$0000
0000
0000
0o0o
0c00

Step-
Variable

$0000
0000
$0000
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Schedule D
Page 3 of 1]
THIRD QUARTER FISCAL 1977
Communications Office Allocations
Special Gifta 0o%
Corporate Relations and Placement Q0%
Grants and Research Contracta Qo7
Sponscred Prograns ooz
Annual Giving Q0%
Aliocatlon of Costa
Special Giftm $0000
Corporate Helations and Placement 0000
Grants and Resparch Contracts 0000
Sponsored Programs 00qg0
Annual Giving Gooo
Character of Comts
Step-
Fixed ariable Varisble
State $0000 50000 20000
Honstate 0000 0000 0000
Total 30000 $0000 $0000

{Form 19. continued)
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Schedule E
Page 1 of 3
SPECIAL GIFTS CAOSTS
First Three Quarters Fiacal 1977
State Funda $0000
Honetate Funde 0000
Overhead Costs
A, 00% of V.P. Costs $0000
B. 001 of Development
Services Costs Q00
c. Q00X of Donor
Regearch Costs DoDo
D. 00% of Communications
Coats Q00
aQoa
Total Cost of Operatlon of Speclal Gifcs 50000

Cost per Dollar of Program Recelptsa $.00

(Form 19. continued)
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Schedule E
Page 2 of 3
FIRST THREE QUARTERS FISCAL 1977
Special Giftm Office Allocatione
Special In Vivo Gifts 00%
Eztate Settlements Q0%
Gifce in Trust Q07
Kew Expectanciles ooz,
Allocation of Costs
Program Cost par
Cosk Receipte Dollar
Special In Vive Giftas $0000 ¥ $0000 - $.00
Estate Settlements 0000 # 0000 - 0
Gifte in Trust 0000 + Q000 = 00
Mew Expectancies ao0s ¥ 0000 = .00
All ahove categories 30000 % $0000 - $.00
Character of Costs
Step=
Fixed Variable Yarlable
State $0000 $0000 $0000
Nonstate 0000 Q000 {000
Total S0Q000 $0000 30000
(Form 19, continued)}



THIRD QUARTER FISCAL 1977

Special Gifte Dffice Allo

cations

Special In Vivo Gifts
Eetate Settlementa
Gifts in Truac

Rew Empectancles

Costs Allocated Accarding to Scaff Time

Costs Attributed Direrctly to Programs

Allocation of Costs

Special In Vivo Gifca
Estate Settlementa
Gilfte in Truat

New Expectancies

All sbaove categories

Character of Costs

State
Konstata

Total

Fixed
$0000
0Q00D

50000

(Form 19.

Program
Cost Recelpts
$0000 + 50000
oood ¥ Qg0
0000 H aoa0
0000 ¥ 0000
$0000 ¥ $0000

Variable

$0000

0000

$0000

cont fnued)
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Schedule E

Page 31 of 3

00%
00%
0oL
Do%

$0000

$0000

Cost per
OBollar

5.00
- .00
= .00
- .00

- $.00

Step=-
Yariable

30000
0000

$0000
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Schedule F
Page 1 of 3
CORPORATE RELATIONS AND PLACEMENT COSTS
First Three Quarters Fiascal 1977
State Funds §0000
Nonstate Funds oooo
Overhead Coats
A. OO of V.P. Constn 30000
B. 00% of Development
Servicesn Coate 0000
C. 0O0% of Donor
Remearch Costs 0000
0. 00% of Communications
Cffice Coak 00Q0
$0000
Total Cost of Operation of Corporatse
Relations and Placement §0000
Element of Above Costm Attributable to
Corporate Relatians Function (00%) 50000

Coat of Corporate Eelations Function per

Dollar of Program Beceipts $.00

{Form 19. continued)



FIRST THREE QUARTERS ¥ISCAL 1977

Corporate Relations and Placement Allocationg

Corporate Friends Fund: Williamsburg Area
Corporate Friends Fund: Virginia, other than

Williamsburg Area

Corporate Friends Fund: Other than Virginia

SBA Sponscrs Fund

S5BA Sponsors Fund: Directors
Special Corporate GLfca
Student Caresr FPlacement

Allocaticn of Costs

Carporate Friends Fund:
Willfamsburg Area

Corporate Friende Fund:
Virginia, other than
Williameburg Area

Corporate Friends Fund:
Other than Virginia

SBA Spensora Fund

BRBA Sponsora Fund:
Directors

Bpaciml Corporate Gifts

All above categories

Student Career FPlacament

Character of Coats

Fixed
State 30000
Honatate D000
Total $0000

{Fum 19-

Program
Cost Receipts
0000 ¥ 50000
oono - Q000
GO00 'y 0000
0000 ¥ 0000
0000 ¥ o000
Q000D S a9Q00
$0000 + 50000
20000 + XXX

Yariashle

40000

0000

80000

contlnued)
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Schedule F

Fage 2 of 3

ou%

00%
00%
00%
00%
00%
0C%

Cost per
Dollar

= $.00

= .00

= 00
= .00
- $.00

Step-
Variable

30000
G000
$0000
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Schedule F
Page 3 of 3
THIRD QUARTER FISCAL 1977

Corporate Relations and Flacement Allocations
Corporate Friends Fund: Williamaburg Area 00%

Corporate Friends Fund: Vizrginia, other than
Williamsburg Area 00%
Carperate Friends Fund: Other than Virginia 00%
S5AA Sponscors Fund 0o%
SBA Sponsova Fund: Directora 00%
Special Corporate Gifts 00%
Student Career Placement Do%
Coate Allocated According to Staff Time $0000
Costs Attributed Directly to Frograms 50000

Allocation ¢f Costs

Progtam Comt per
Coat Beceipts ~ __ Dollar

Corporate Friends Fund:
Williamsburg Area $0000 ¥ $0000 = $.00

Corporate Friends Fund:
Virginia, other than

Williamaburg Area 0000 ¥ Q000 - .00
Corporate Friends Fund:

Other than Virginia 0000 ] 0000 = .00
SBA Sponsors Fund 0000 $ 000G - .00
3BA Sponsors Fund:

Directors 0000 ¥ 0000 - .00
Special Corporate Gifts 0000 £ Do0D - Q0
All above categories $0000 ¥ $00C0 = $.00
Student Career Placemept $0000 + 604 4 - X300

Character of Costs
Step-
Fixed Varisble Variable
State $0000 $0000 $0000
Nonatate 0000 0000 0000
Total $0000 $0000 $0000

{(Form 19. continuad)
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Schedule G
Page 1 of 3
GRANTS AND RESEARCH CONTRACTS QFFICE COSTS
Firat Three Guarters Fiscal 1977
State Funde $0000
Honatate Funds 0000
Ovethead Coats
A, O0% of V.P. Coats $0000
B. O0% of Development
Service Costos 0000
C. 00% of Donor
Reasearch Costs 0000
D. 00% of Communications
Office Coata 0000
$0000
Total Cost of QOperation of Granta and
Research Contracce Df£fice $0000

Cast Per Dollar of Program Receipts 5.00

{Form 19, continued)



FIRST THREE QUARTERS FISCAL 1977

Grants and Resparch Contracts Qffice Allocations

Federal Grants
State Govermment Grants
Local Govermment Grants

Allocation of Coats

Faderal Granta
State Grants

Lacal Goverrmment Grants
All above categories

Character of Costa

Bixed
Scate 30000
Nonstate aaoo0
Taotal $0000

{Form 19,

Program
Coat RBeceipte
50000 ¥ $0000
0000 # 0003
aoao ¥ ao0o
$0060 + $0000

Variable

0000

I

$0000

conttnhued)
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Schedule G

Page 2 of 3

DO%
DO,
0%

Cost per
__Dollar

- $.00
- 0D

- .00

£.00

Stap-
Yarisole

20000
aa0o

$0000



THIRD QUARTER FISCAL 1977

Grants and Regearch Contracta Qffice Allocatlene

Faderal Grancs
State Govermment Grantse
Local Government Grants

Coata Allocated According to Staff Time

Costs Attributed Directly to Programs

Allocatlon cof Coste

Faederal Grante
State Granta
Local Government Grants

411 above categories

Charactar of Cogtnm

Fixed
State $0000
Honatate 0000
Total §0000

{Form 19.

Program
Coat Receipts
0000 ¥ $0000
0000 ] 0000
0000 # 000¢
50000 + $0000
Varisble

$0000

0000

0000

continued)
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Schedule G

Page 3 of 3

O0%
00%
DC%
$0000

$0000

Cost per
Dollar

- $fm
- 00
- .00

- $.00

Step-
Varlable

50000
Q000

$0000



197

Schedule B
Page 1 of 3
SPOKSOBRED PROGRAMS OFF ECE COSTS
First Three Quarters Fiscal 1977
State Funds $00G0
Nonstate Funds ooo0o
Overhead Costs
A, Q0% of V.P. Coats 50000
B. 0O0% of Development
S8ervices Costs 0000
C. 00% of Doner
Research Coste 0000
D. O00% of Communications
Office Coste go0Q
0000
Total Cost of Operation of Sponscored
Programs Office $00¢0

Cost per Dollar of Progtam Receipta §.00

{Form 19. continued)



FIRST THREE QUARTERS FISCAL 1977

Sponeored Programa Office Allocations

Foundatlicna
Corporate Foundaticms
Asegcclatlions

Allpcatlicon of Costa

Foundationas
Corporate Foundaticnma

Aapocilatiocns

Ali above categories

Character of Coats

Fixed
State $0000
Honatate o000
Total $0000

{Form 19.

Program
Coat Receiptas
$0000 ¢ $0000
[H 1 L] 0000
0000 ¥ Q000
$0000 * 50000

Variable

50000

0000

0000

continued)
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Schedule H

Page 2 of 3

00%
0o0%
(13

Coat per

Dollar

$.00
L0G
.00

$.00

Step~-
Yariable

$0000
00040

$00G0



THIRD QUARTER FISCAL 1%77

Sponascred Programs Office Allocarions

Foundarions
Corporate Foundations
Agpoclatlons

Costs Allocated According to Staff Time

Coats Attributed Directly to Frograma

Allocation of Coata

Foundations
Corporate Foundaticons
Azsoclacione

All above categories

Character of Coatn

State
Nonetate

Total

Fixed
S0000
Q000

$0000

{Form 19,

Coat Receipts
§0000 $0000
0000 0Q00
0oog 0000
80000 $G000

Variable

$0000

0000

$0000

cont lnued)
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Schedule H

Fage 3 of 3

00%
0%
0o%
50000

$0000

Cont par

Doller

$.00
00
.00

$.00

Stap-

Varlable

$0000
a0oo

$0000
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Schedule I
Page 1 of 3
ANNUAL GIVING COSTS
Firer Three fQuatrters Fiscal 1977
State Funds $0000
Nonstate Funde 0000
Overhead Coats
A, 00% of V.P. Costs 0000
B. 00% of Development
Services Coste 0G0
C. 00 of Donor
Repearch Copata 0020
D. O0% of Communications
Cffice Costs 0000
$0000
Total Cost of Operaticns of
Annual Giving Programs $0000

Coat Per Dollar of Program Receiptm $.00

(Form 19. continued)
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Schedule 1
Page 2 of 3
FIRST THREE QUARTERS FISCAL 1477
Annual Giving Office Allocatione
William and Mary Fund ook
Law Alumni Fund aliF
MBA Alumni Fund OO%
Graduate Educatlcon Alumni Fund 007,
Farents Fund Da%
Friends of the College {individuasls) 00%
Agsoclates of Swem Library Fund 0o%
Allecation of Coets
Program Coat per
Cogk Raceipta Dollar
William and Mary Fund $0000 # 50000 - $.00
Law Alumnl Fund 0000 H G000 = .00
MBA Alumni Fund 000G 4 DOon - .00
Graduste Education
Alumi Fund Q000 | 0000 - .00
Farents Fund Q000 + 0G00 = O
Friends of the College
{individuals) 0000 ¥ acoo = .00
Aspociates of Swem Library G000 ¥ ag0g = .00
All above categories 20000 ¥ 50000 - .00
Character of Coats
Step-
Fixed Varlable Variable
State §0000 $0000 50000
Nonstate G000 oooe 0000
Total 50000 $0000 $0000

{Form 19, continued)



THIRD QUARTER FISCAL 1977

Annual Giving Office Allocatione

William and Mary Fund
Law Alumni Fund
MBA Alutmml Fund

Graduate Education Alumni Fund

Parents Fund

Friends of the College (individuals)}

Armociates of Swem Library
Costs Allpcated According to
Costs Attributed Directly to

Allocaticn of Costs

Fund
Staff Time

Programs

Program
Cost Receipts
Willfam and Mary Fund 500060 + $0000
Law Alumni Fund 00¢00 ¥ 0000
MBA Alumni Fund Q000 ] 2000
Graduate Education
Alumni Fund 00c0 ) 0000
Parents Fund Qooon ¥ 0000
Friends of the College
(individuslae) 0000 ¥ 00Qo0
Amsociates of Swem Library Goo0 k 000d
All sbove categories $0000 r 0000
Character of Costs
Fixed Variable
Scate $0000 0000
Honatate QG000 ©0aq
Total 50000 50000

{Form 19. continued)
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Schedule I

Page 3 of 3

00%
oo%
o0%
00%
ao%.
Q0%
O0%

50000
30000

Coat per
Dollayx

$.00
0
- .G

= .00
= .20

- .00
= .00
= $.00

Step-
Varlable

30000
0000
50000
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