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Procedures for Establishing and Revising Special Course Fees

What are Course Fees?
Special course fees are warranted where the proposed fee results in enhancement of the educational experience beyond that ordinarily provided.  Special course fees are permitted in course offerings where the University incurs continuing and significant expenses for services or materials supplied directly to students.  Examples of courses that may be included are laboratory and studio courses that involve substantial use of supplies, provide private instruction or mentoring for students, or depend on the regular availability of specialized equipment and/or software with current capabilities. Expenses associated with planned field trips or specialized testing may also be covered by course fees. Courses which are normally supported through special allocations or grants are not eligible for special fee consideration.  

Establishing a Special Course Fee
A request for a special course fee may be initiated when a department or program believes that the level of expense in a course validates the need for such a fee.  All proposals to create a new fee or change an existing fee shall first be reviewed and approved by the appropriate Chair/Associate Dean and Dean. The request shall then be presented to the Special Course Fee Committee, which will include student representation.

The request must be submitted using the Application for Special Course Fee form, and shall include the following:

· A short justification for the fee with a description of how the fee revenue will be spent, and the value added for the course(s) in which the special fee will be charged.

· A specific proposal that identifies the amount of the fee to be charged.

· A budget that details the anticipated revenue and expenses associated with the fee account

· Evidence that the faculty and/or other stakeholders in the department or program have discussed the fee

If the committee recommends approval of the request, it must then be approved by the Vice President of Academic Affairs (VPAA).  The VPAA shall discuss the proposal with the President.  If approved the VPAA shall forward the original proposal form to the President for signature and then to the Budget Office with a copy to the Bursar for implementation.  Students may not be assessed special course fees that have not been approved by the VPAA and received by the Bursar’s office.  Once approved, that special course fee shall be noted in the official schedule of classes, and the fee shall be added to the tuition and fees billed when a student registers for the course.  In the event a student seeks a refund, the fee shall be subject to Board of Regents refund policies.

When should course fees be established?

All course fees must be established and approved 90 days prior to the registration period for the semester through all channels up to and including the President.

Changing previously established Course Fees or Course Titles

If a fee has been approved, any changes to that fee must be submitted for review and approval to the Dean of the College/School responsible for the fee, the Special Course Fee Committee, and then to the VPAA. Reference should be made to the initial date of approval and original course name(s) and number(s). When submitting the master course file changes, reference should be made to any course with a special course fee associated with it.

Accountability and Usage of Course Fees

Internal controls over usage of student fees shall be sufficient to ensure proper fiscal accountability. 

Revenue generated by special course fees must be expended by the end of the fiscal year, and expenditures shall be restricted to those purposes identified in the department’s approved fee request. Expenditure exceptions/special needs must be approved by the Dean and then the Special Course Fee Committee prior to the actual expense being incurred.

The balance of funds in each department’s special course fee account shall be reviewed by the Dean and the VPAA at the end of the fiscal year.  Accumulation of significant fund balances may prompt reduction of the course fee.

Twice per year, each fee owner shall provide a fee usage report to the Special Course Fee Committee. The report shall include:

· Revenues collected as reported in the university’s financial system.

· Detailed expenditures incurred as reported in the university’s financial system.

· Description of any expenses that required special approval as a result of not being a normal use of the fee.

This report will also be posted to the Course Fee Usage Reports website.

Records Management

All forms and fee establishment/revision documentation will be maintained by the Budget Office for a period of 5 years.
