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Introduction 

 

Dear Colleagues, 

The Cornell community has been involved for almost four years in conversations around the 

need to improve resource allocation and control administrative costs. These conversations and 

deliberations have culminated with the current strategy, appropriately labeled the “new budget 

model” at Cornell University (Ithaca Campus only) and will be implemented in 2013-2014.  This 

manual describes the details related to this change in approach to integrating decision 

processes by using data to inform the alignment of expenses with revenue sources using a 

variety of closely related proxies.  This implementation moves away from the three existing 

budget models to a single more uniform approach and strategy.  The “new budget model” 

strategy shines a light on all activity, academic and administrative, and is the first step towards 

transparency and demystifying the decision making processes around revenue sources and 

uses.  

The model is less complex with three key features: elimination of the university general 

purpose budget, creation of a university support/strategic priorities pool (USP), and the pooling 

and distribution of undergraduate tuition and financial aid. This redesign will offer a view into 

the decision making processes used to address structural cost concerns and the imperative to 

control administrative growth by the development and refinement of the proxies that 

represent consumption and workload over time. The data used for each of the principles are 

available on the University Budget Office website as part of the budget building and 

development process and incorporating the use of both Kuali financial systems and Workday 

administrative systems. 

We are pleased to provide this manual as a reference in supporting the roll out of the 2013-

2014 budget model.  In the pages that follow you will find explanations of each of the nine 

major principles and implementation plans.   The manual provides you with the important 

critical information used in the decision making process and points you to the data sources and 

outcomes. The document is designed to assist with preparation of the budget but also identifies 

the long term fundamental issues underlying the financial planning and budgeting at Cornell’s 

Ithaca campus.   

We invite your feedback on the manual and supporting material as we work to address the 

complexity and practices identified during formulation of the guiding principles.  This is an 

evolving process and we hope to hear from you. 

Sincerely,  
Elmira Mangum 
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Principles Document 

 
Budget Model 

Principles and Decisions for Implementation 
  February 8, 2013 

 
1. Context 

a. As much as possible, the new budget model should provide Senior Leadership with the 
ability to make decisions that enable the university to achieve its goals and strategic 
priorities. 

b. Revenues and expenses should be treated (distributed) consistently. 
c. Philanthropy income will continue to be allocated as in the past, based on donor wishes.  

Use of payout from professorship endowments will be consistent across the university.    
 

2. Undergraduate Tuition 
a. Academic year undergraduate tuition revenue will be pooled.  
b. To provide an equal contribution for all students, the pool will include a payment from 

the state allocation for every in-state student such that the payment per student will 
result in a tuition contribution at the level of full, endowed-college tuition for all 
students.  In calculating financial aid (see 3, below), this “imputed tuition” will be 
discounted at the campus-wide discount rate such that “imputed financial aid” is 
returned to the state appropriations pool. 

c. An assessment will be deducted from the gross tuition pool to contribute to the 
University Support Pool (USP). Before applying this tax, tuition associated with Cornell 
Abroad and Cornell in Washington will be removed.   

d. The remaining tuition pool will be returned to 1) the home college in which the student 
is enrolled, and 2) colleges where instruction occurs as determined by the college home 
of the instructor(s)/faculty member(s) teaching (in the case where a course is taught by 
administrative staff, the funding will go to the home college of the course).  The 
proportion of the allocation based on home enrollment versus the total teaching 
distribution will be set by the Provost. Teaching will be measured equally according to 
both total course enrollments and total credit hours taught.  An enrollment 
management committee will advise the Provost’s office on how changes in credit hours, 
course enrollments and college enrollments should affect the distribution of tuition with 
decisions to be made by the Provost.   

e. All tuition received by the School of Continuing Education and Summer Sessions (CESS) 
will flow to CESS and will not be included in this model (i.e. summer and winter sessions 
and academic year non-degree students enrolled through CESS).  Athletics/Physical 
Education will receive an allocation rather than tuition revenue.   
 

3. Financial Aid 
a. The financial aid office will continue to package students using Cornell’s need-based 

policy.   
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b. The financial aid costs will be pooled and distributed across all colleges that admit or 
teach undergraduate students based on their proportionate share of the undergraduate 
student tuition. 

i. Centrally held endowments will be used to reduce the amount of financial aid 
billed to the colleges. 

ii. An additional “imputed financial aid” bill will be calculated as the campus-wide 
discount rate multiplied by the gross contract-college true up value.  This too will 
be distributed to the colleges based on the proportionate share of 
undergraduate tuition they receive.  This imputed financial aid will then be 
returned to the state allocation pool. 

iii. Units will be able to pay the bill using all available resources within resource 
regulations and restrictions. It is expected that college specific endowments for 
grant aid will be the first source of payment, but will not be a pooled resource.  
This is an explicit bill, and the credit will be shown as payment toward the 
amount due. 

c. Units charging non-tuition fees that impact financial aid will also receive financial aid 
bills in order to fairly distribute the aid costs, thereby reducing the financial aid 
distributed to colleges and schools.   
 

4. Graduate Tuition 
a. Graduate research tuition for each student will, in general, be returned to the unit 

paying the student’s expenses.  (For GRA’s, the college holding the sponsored account 
will pay and receive tuition.  For TA’s, the college providing the TA package pays and 
receives the tuition.  For external fellowships, the college of the special committee chair 
pays the balance of tuition not provided by the fellowship and receives tuition revenue.  
For University and Diversity fellowships provided by the Graduate School, the college of 
the special committee chair pays and receives tuition.  For fellowships provided by the 
college, the college processing the appointment pays and receives tuition. If the student 
is self-funded, tuition will be returned to the unit of the special committee chair.)  
Graduate research degrees include the M.A., M.S., and Ph.D.  Additionally, tuition for 
Tier 3 professional degrees will be returned to the colleges in the same manner (M.F.A., 
D.M.A., and J.S.D.). 

i. Individual colleges will manage and fund all tuition waivers for degree and 
visiting non-degree graduate students. 

ii. Individual colleges will manage and fund all tuition waivers, stipends, and health 
insurance for TA, RA, and GRA assignments. 

iii. The Graduate School will administer university and diversity fellowships that 
cover graduate student stipend and health insurance; individual colleges are 
responsible for tuition for these fellowship students. (Professional masters 
students will not be eligible for these fellowships.)  

iv. The Graduate School will administer university “top-offs” or supplementation for 
graduate stipends and health insurance for external fellowship awards meeting 
certain criteria:  (1) the external award must provide at least 50% of the 9-month 
stipend and annual health insurance and the award must be available to 
students in multiple colleges (or 50% of one-semester stipend and annual health 
insurance to qualify for top-off to the single semester level); or (2) if the external 
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award does not meet the 50% criterion as above, the Graduate School may top-
off the award if it contributes to the university’s ability to address diversity goals 
in graduate education.  For all top-off situations, individual colleges are 
responsible for all tuition not covered by the award.  Top-offs for NIH first-year 
training grant stipends and for NSF Graduate Research Fellowships are included 
under this policy.  If a graduate field or department has a question about 
whether a certain type of fellowship award is eligible for top-off according to this 
policy, please consult with the Graduate School Associate Dean for 
Administration.  Costs for supplementation of graduate stipends and health 
insurance for external awards meeting the first criterion above will be 
distributed by Allocated Costs principle 6c.  Stipends and health insurance 
meeting the second criterion will be funded by the USP tax.   

v. This tuition will not be subject to the USP tax.  
b. All Professional Masters programs and professional student tuition (except for Tier 3 

professional degrees as above) will be returned to the home college for the degree 
program after an assessment is deducted for the USP.  The USP tax rate shall be the 
same for both undergraduate and professional student tuition and shall be on the gross 
tuition for both undergraduate and professional students. 

i. Shared teaching and funding agreements for out of college enrollment will be 
managed between the college deans and business officers, under the principle 
that the enrolling (home) college, which receives the tuition, will reimburse the 
teaching college based on the percentage of courses in the program taken in 
other colleges, net of financial aid.  This percentage will be computed by 
averaging the percentages of credit hours and of course enrollments.   

ii. All financial aid expenses will be borne by the college of enrollment, except that 
this will affect the reimbursements to the teaching college as stated above. 
 

5.  Operations and Maintenance 
Operations and maintenance expenses will be distributed and paid by all units that have 
assigned space, using a university-wide per-square-foot charge for all space as identified in the 
university space database maintained by Facilities & DPB. This charge will reflect averaged costs 
for the entire campus not actual costs for individual buildings except as noted below.  

a. State appropriation for O&M will be distributed to contract colleges except for O&M 
related to Bailey Hall, Barton Hall, Biotech, and the Boyce Thompson Institute (BTI).   

b. There will be two rates – contract college (without benefits) and endowed (with 
benefits).  Critical maintenance costs will be spread only to endowed units since 
contract college critical maintenance funds are received from the state via the State 
University Capital Fund (SUCF). 

c. All space will be charged by square foot, technical complexity, and room type. The 
standard of care will be set in the rate structure.  Rate differentials will be developed by 
Facilities and approval will follow the Interdepartmental Fee Committee review process. 

d. All utilities use will be billed per building based on metering. 
e. Building care will be based on full-time equivalent (FTE) assigned per facility plus 

materials and supplies.  There will be two rates – contract college (without benefits) and 
endowed (with benefits). 
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f. Public facilities will be included in the cost base and thereby distributed to all units as 
part of the rates for the associated costs (maintenance, utilities, building care). 

g. Maintenance, utilities, and building care for central units will be distributed out to 
academic and enterprise units as part of their Allocated Costs bills. 
 

6. Allocated Costs 
The Allocated Costs will be based on key drivers of administrative costs: number of graduate 
and professional students, undergraduate tuition, number of faculty, number of staff, research 
expenditures, and five-year rolling average of gifts received.  Each unit will be assessed 
Allocated Costs based on its proportional share of each of these metrics.  Budgeted central 
costs will be assigned to categories, where each category is distributed according to the 
metrics.  The costs will be distributed to all units, academic, enterprise and administrative, 
according to these factors. 

a. Faculty FTE costs, such as the Provost’s office, Dean of the Faculty, etc. are distributed 
by the proportionate share of faculty FTE (three professorial ranks not including clinical 
and acting).  

b. Employee FTE costs, such as Human Resources, Cornell Children’s Tuition Scholarship 
(CCTS), childcare, grounds, etc.  These costs are distributed by the proportionate share 
of total employee FTE in all units (note this is all employees including academic FTE’s). 

c. Research administration costs such as the Office of Sponsored Programs (OSP), the 
Office of Research Integrity and Assurance (ORIA), and the Cornell Center for 
Technology, Enterprise, and Commercialization (CCTEC), central research service and 
facility support costs (after user fees, sponsored income, and facilities and 
administrative (F&A) recovery offsets), such as the Center for Animal Resources and 
Education (CARE), the Center for Advanced Computing (CAC), Life Sciences Cores, and 
the Cornell Center for Materials Research (CCMR), and administrative costs of the 
interdisciplinary research centers (after user fees, sponsored income, and F&A recovery 
offsets).  These costs are distributed by the proportionate share of Modified Total Direct 
Cost (MTDC) sponsored research expenditures in each unit.  This includes expenses on 
all externally funded organized research accounts, including restricted gift accounts 
designated for faculty research support, but does not include expenditures on externally 
sponsored non-research accounts, expenditures of federal or state appropriations, or 
work study expenditures in Subfund Federal Financial Aid (FEDFIN).  Research 
expenditures also include Mandatory and Voluntary Committed cost share activity.  
Costs for supplementation of graduate stipends and health insurance for external 
training grants and fellowships meeting the first Graduate School criterion above 
(4.a.iv.1) will also be distributed by the proportionate share of MTDC sponsored 
research expenditures in each unit. 

d. Undergraduate costs such as Admissions and Financial Aid, Athletics, Campus Life, etc 
are distributed by the proportionate share of undergraduate tuition (and financial aid) 
and distributed to each academic unit. 

e. Student costs such as Student and Academic Services, Center for Teaching and Learning, 
University Health Services, etc.  These costs are distributed by the proportionate share 
of all students enrolled (undergraduate, professional, and graduate) in each academic 
unit.  The undergraduate portion of these costs is distributed proportionally to the 
undergraduate tuition distribution and not undergraduate enrollment.  Central Career 
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Services costs will be distributed by the proportionate share of all students enrolled in 
each academic unit excluding professional students in the professional schools (i.e. 
students enrolled in J.D., LL.M., M.B.A., and D.V.M. degrees). 

f. Graduate School operations are distributed by the proportionate share of all graduate 
and professional enrollments in each academic unit excluding professional students in 
the professional schools (i.e. students enrolled in J.D., LL.M., M.B.A., and D.V.M. 
degrees).  Stipend and health insurance costs for University and Diversity Fellowships 
provided by the Graduate School are distributed by the proportionate share of all Ph.D. 
and D.M.A. enrollments in each academic unit.  

g. Mixed costs that cannot readily be assigned to just one of the cost drivers such as IT, 
finance, communication, payroll, etc. are distributed based on the three primary drivers 
of cost: proportionate share of all students plus faculty and staff.  

h. Library costs are distributed based on the proportionate share of all students plus 
faculty and non-faculty academics, including academic research and teaching staff, 
postdocs, and academic temps.  Colleges and Schools will be encouraged to partner with 
the Library in fundraising and make additional investments in the Library. 

i. It may be appropriate to charge only a portion of the full rate for staff located off 
campus or for research located off campus. 

j. Allocated Costs bills attributed to central units will be added to the cost of those central 
units and distributed out to academic and enterprise units, based on the metric used for 
that particular support unit (e.g. distribute Library’s Allocated Costs bill based on the 
proportionate share of all students + faculty/academic staff. 

k. Alumni Affairs costs will be paid by central resources.  Development costs will be 
distributed to the center and units based on a five year rolling average of cash gifts 
received, excluding deferred and in-kind gifts and restricted gifts received for sponsored 
research. 

 
7. Facilities and Administrative Recovery 

F&A charges recovered on sponsored awards will primarily be distributed to the unit expending 
the research dollars, and central research costs will be distributed using Allocated Costs as 
described in item 6. 

a. 2% of the actual recovered F&A on sponsored research awards paying the full federal 
F&A rate will be returned to the principal investigators (PI) to help defray unallowable 
direct costs. 

b. The remainder of recovered F&A will be credited to the unit expending the research 
funds.  This includes O&M, equipment depreciation, library, facility interest and 
depreciation, and administrative components of recovered F&A, under the assumption 
that this unit will also be primarily responsible for the Allocated Costs of their space and 
facilities, and library, central research costs, etc. as described in item 6. 

c. Units will receive full central research administration Allocated Costs charges (per item 
6) regardless of the F&A rate that they receive and must thus use other funds sources to 
pay these bills when accepting reduced overhead funds. 
 

8. New York State Appropriations 
The two main uses of state aid will be equalization of in-state undergraduate tuition and 
support of identified functions in the contract colleges that are critical to the state. 
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a. In the first year, the base state appropriation will be based on the most current actual 
appropriation with the following adjustments: 

i. Subtract out the undergraduate tuition true-up (payment from the contract 
colleges for in-state students). 

ii. Add in accessory instruction (formerly distributed to the GP budget) for the three 
undergraduate contract colleges according to the number of their students 
enrolled in endowed college courses. 

iii. Distribute utility funds (now held centrally) based on the proportionate share of 
actual utility billings. 

iv. Distribute O&M funds (now held centrally) based on the proportionate share of 
assignable net annualized square feet. 

b. Subsequent years will build off the prior year and distribute annual changes equally 
across the four contract colleges: 

i. Fund any Provost approved change in rate and/or enrollment mix for the 
undergraduate tuition and DVM tuition true-up. 

ii. Calculate the total change in state appropriation + net tuition for the contract 
colleges and apply the change equally across the four colleges. 

iii. Cap the state increase on a percentage basis for each college at the overall state 
increase rate excluding tuition true-up. 

 
9. Debt Service 

Debt service will be paid by the unit(s) occupying each facility.  Debt Service for existing loans 
for Bailey Plaza, Communications, Day Hall, Facilities, Information Technologies, and the Master 
Plan will be paid with central unrestricted funds.  
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Budget Model Metrics  

            

Data Metric 
Principle 

# Source/s Date Pulled How 
Tuition / 
Enrollment 

Academic year 
undergraduate tuition 

2a IRP & College enrollment 
projections  tuition rates 

February 2013 Agree on enrollment figures for each 
college, including res/non-res 
undergrads for contract colleges 

  Academic year professional 
tuition/unit 

4b IRP & College enrollment 
projections  tuition rates 

February 2013 Agree on enrollment and tuition 
revenue figures for each college 

  Undergraduate 
enrollment/college 

2d SADM 
(primarily table 
Student_Term_Fullenrl_Fc) 

Spring 2010, 
2010-11, 2011-
12, Fall 2012 at 
end of sixth week 
of classes 

For each term, use Factbook's 
'enrolled undergrad' criteria to identify 
which students'  
class enrollments to report. 

  Contract college 
undergraduate resident 
student population/college 

2b See entry above 
SFBursar: 
(Item Type DM: Tree 3 
(tuition), Tree 4 
(undergraduate), Tree 5 = 
Tuitions/Undergraduate; Item 
Amt - full amount for 
program/plan, Applied Amt - 
actual amount charged to a 
student) 

6 semesters of 
actuals: Spring 
2010, 2010-11, 
2011-12, Fall 
2012  
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Budget Model Metrics  

            

Data Metric 
Principle 

# Source/s Date Pulled How 
  Total Credit Hours taken by 

undergraduate student by 
college 

2d SADM(table field: 
Class_Enrollment_SS.Unt_Taken) 

Spring 2010, 
2010-11, 2011-
12, Fall 2012 at 
end of sixth week 
of classes 

Unit of measure: credits taken by 
student in a course.Include a student's 
credit's taken if student took the 
course for >= 1.0 credits. Divide 
student's course credits equally 
among the colleges teaching the 
student's primary class in the course. 

  Total course enrollment of 
undergraduate students by 
college 

2d SADM 
(table: Class_Enrollment_SS) 

Spring 2010, 
2010-11, 2011-
12, Fall 2012 at 
end of sixth week 
of classes 

Unit of measure: 1 enrollment for 
each student in a course. 
Include an enrollment if student took 
the course for >= 1.0 credits.  
Divide the 1 enrollment equally among 
the colleges teaching the student's 
primary class in the course. 

  College of Instructor - 
Primary instructor(s) 
determines the college(s) 
receiving credit for a course 

  SADM (table:  
HR_Instructor_Dm) 

Spring 2010, 
2010-11, 2011-
12, Fall 2012 at 
end of sixth week 
of classes 

Using the instructor primary job logic 
embedded in the SIDs (joins) in the 
table Hr_Instructor_Dm.  Summary:  In 
the situation where an instructor has 
more than one active job:   Job with 
highest standard hours - if equal then 
job with higher academic function 
code (Faculty before Other Academic 
before Staff)   - if equal then job with 
max years of service - if equal then 
lowest employee recd number.  
(algorithm proposed by HRIS)  If staff 
teaches course, then college offering 
course receives credit. 
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Budget Model Metrics 

            

Data Metric 
Principle 

# Source/s Date Pulled How 
USP Undergraduate & 

Professional Tuition * 10% 
2c & 4b   February 2013   

State 
Appropriation 

Base state appropriation 8a UBO - NYS allocation for FY14 March 2013 
 

  

F & A     KFS query     

Maintenance, 
Building Care 
& Utilities 

O&M - net assignable 
square footage, grossed up 
with a factor for common 
spaces within each building 

5b Space inventory database  - 
Facilities Database 

October 31st 
building space 
inventory data 
from the prior 
fiscal year 

The Facilities October 31st building 
space inventory data from the prior 
fiscal year is used as the data 
source for the allocation of the 
current fiscal year's Facility Services 
expense. 

  Building technical 
complexity rating (scale of 
1 to 5) 

5b Facilities   Buildings will be weighted as: 
5=175%, 4=155%, 3=131%, 2=113%, 
1=100% 

  Utility meters, when more 
than 1 occupant - parsed 
out by net assignable 
square footage grossed up 
for common space 

5c       

  Building care FTE assigned 
per facility  

5d Facilities     

  Contract & Endowed rates 5a & d Facilities     

Debt Service Debt service/unit 9 Tom Cole Capital Planning January 25, 2013   

Undergraduate 
Financial Aid 

Undergraduate financial aid 
estimate for next fiscal year 

3b Dan Robertson & UBO March 2013  Based on tuition distribution 
percentage 
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Budget Model Metrics  

            

Data Metric 
Principle 

# Source/s Date Pulled How 
Allocated 
Costs 

Total allocated cost funding 
needed for each central 
unit 

6  UBO March 2013  

  Faculty FTE (3 Professorial 
Ranks: Full, Associate, & 
Assistant excluding Clinical 
& Acting) 

6a PAIDS dataset and Academic 
Personnel Database, 
Organization from PeopleSoft HR 

November 1, 2012 Includes those on leave status. Only 
use APDB  Primary Job (Dual or Joint 
appointments are not included) so that 
academics are only counted once.  AER 
extract derives a part-time flag for 
academics, used to multiply by 0.51 for 
FTE. 

  Employee FTE (Faculty, 
Non-faculty Academic and 
Staff, Library Allocated Cost 
distribution also includes 
Academic Temps and Post 
Docs).  

6b PAIDS dataset, Organization from 
PeopleSoft HR 

November 1, 2012 Exclude student (grad and UG), 

temporary (except Library Allocated 

Cost), affiliates and casual employees 

and those on layoff or leave status. 

Excludes county extension, Puerto 

Rico.  Excludes those who also have an 

additional academic position and those 

with no salary.  Persons who hold 

multiple part time positions that have 

> 1 standard hour are combined.   

Affiliates = E-Cornell, CU MagCasual is 

defined as < 20 hours (except for those 

employees working in NYC -- AG-NYC, 

HE-NYC-- where it is < 17.5) Total 

standard hours >= 35 is Full Time (1 

FTE); less is part-time (0.51 FTE) 
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Budget Model Metrics 

            

Data Metric 
Principle 

# Source/s Date Pulled How 
  Actual Modified Total 

Direct Cost (MTDC) 
research expenditures 

6c Office of Sponsored Financial 
Services 

February 2013 Based on most current final year-end 
actuals 

  Proportionate share of 
undergraduate tuition (and 
financial aid) distributed to 
each academic unit 

6d, e, g, h       

  Graduate / professional 
enrollment 

6e, g, h PeopleSoft Spring 2010, 
2010-11, 2011-
12, Fall 2012 at 
end of sixth week 
of classes 

In absentia registrants are excluded. 

  Graduate + professional 
excluding professional 
students in the professional 
schools (J.D., L.L.M., M.B.A., 
D.V.M.) 

6f PeopleSoft Spring 2010, 
2010-11, 2011-
12, Fall 2012 at 
end of sixth week 
of classes 

In absentia registrants are excluded. 

  Academic (above + 
postdocs and academic 
temps) 

6h PAIDS dataset and Academic 
Personnel Database, 
Organization from PeopleSoft HR 

November 1, 2012   

  5 year rolling average of 
cash gifts received 
(excluding deferred and in-
kind gifts) 

6k AA&D   Does not include restricted gifts for  
sponsored research since they are 
already reflected in research allocated 
costs. 
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Undergraduate Tuition and Financial Aid  

Undergraduate Tuition Revenue  

Undergraduate tuition revenue for the academic year (Fall and Spring semesters) is pooled.  The size of 
the Undergraduate Tuition Pool (UTP) is calculated for budgeting purposes as follows: 

 Projected enrollments are calculated for each college, and for resident/non-resident 
enrollments within the contract colleges.  Enrollment projections originate in Institutional 
Research & Planning (IRP) in the fall semester and are sent to each college for review. 

 Projected tuition is calculated for each college by multiplying enrollments by applicable tuitions.  
(This calculation yields a “gross” tuition and does not reflect the actual price that students pay.) 

 The Contract College True-Up is a calculation that earmarks a share of the state appropriation 
for the UTP. The value of the True-Up is calculated by multiplying the difference between the 
resident, contract college tuition rate and the tuition that applies to all other undergraduates 
by the projected enrollment of resident students in the contract colleges.     
o The effect of the Contract College True-Up is to provide an equitable contribution to the 

tuition pool for all.    
o undergraduate students.   
o In recognition of the fact that the University does not receive full tuition from all students 

due to financial aid, the net value of the Contract College True-Up is subsequently 
discounted at the campus-wide tuition discount rate.  This discount is handled as “imputed 
financial aid,” below.   

 
Example Calculation of the Undergraduate Tuition Pool: 

 Projected tuition is calculated for each college by multiplying enrollments by applicable 
tuitions.   For example, if a contract college enrolls 1,000 [NY State] “resident” and 500 
“nonresident” (that is, out-of-state) undergraduate students and the applicable tuition rates are 
$30,000 and $45,000 per year, respectively, the projected tuition would be  (1,000*30,000) + 
(500 * 45,000)  = 52,500,000. 

 To provide an equitable contribution to the total undergraduate tuition pool, a Contract 
College True-Up is calculated as the difference in the endowed college tuition rate and the 
resident tuition rate multiplied by the number of resident students.  For example, if a contract 
college enrolls 1000 resident students and the tuition differential is $15,000, the Contract 
College True-Up is calculated to be 1000 * 15,000 = 15,000,000.  This contribution to the 
Undergraduate Tuition Pool is taken from the NY State Appropriation.  

 The Undergraduate Tuition Pool is taxed to support the USP before the remaining sum is 
distributed to the colleges. 
 

Distribution of the Undergraduate Tuition Pool  

After the deduction of the USP from the pool, the UTP is distributed using two metrics: college of 
enrollment (a headcount of students in their colleges) and college of instruction (as measured by 
percent of all teaching).  The proportions of the UTP to be distributed by college of enrollment and by 
college of instruction are determined by the Provost. 
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College of enrollment and college of instruction are determined as follows: 

 College of enrollment is calculated as a six-semester average of actual enrollments.  (As the 
budget process begins before spring semester sixth-week enrollments are finalized, the most 
recent semester used in the calculation will be the preceding fall.)  Enrollments are determined 
as of the end of the sixth week of the semester, an official “snapshot” date.  

 College of instruction is based on the academic unit of the instructor (s) teaching courses.  In 
the case where a course is taught by a non-academic, college of instruction will be the college 
offering the course. 
o The instructor is determined as the Primary Instructor of the course at class end date, as 

listed in PeopleSoft.  Attributes of the Primary Instructor (including academic unit, if any) 
are derived in an algorithm developed by Human Resources Information System (HRIS).  
Primary Instructors for courses and their associated academic units are available in the 
Student Administration Data Mart (SADM). 

o In the event that there is more than one Primary Instructor listed, credit for teaching the 
course will be split evenly across Primary Instructors. 

o In the event that a single instructor holds multiple appointments, an algorithm to determine 
“primary job” (derived by HRIS) is applied such that instructors are counted within one 
college only. An overview of the algorithm is described below in Determination of College of 
Instruction.  

o If there is no instructor associated with the course, the credit for teaching will be attributed 
to the Provost’s Office. 
 

Additional details of determining the college of instruction are described below in 
Determination of College of Instruction. 

 College of instruction is captured with a measure, percent of all teaching, that is calculated for 
each college using the following process: 
o Course enrollments and credit hours are each summed across the previous six semesters of 

regular fall and spring terms.  (The most recent semester used will be the preceding fall.)  
Course enrollments and credit hours will be as of the end of the sixth week of each 
semester.   

o Courses that are offered for less than one credit hour are excluded, as are courses offered 
by Athletics and ROTC and enrollments associated with Cornell Abroad, and Exchange 
Program.  Graduate level courses and courses taught outside of the undergraduate colleges 
are not excluded.   

o Total course enrollments (where one course enrollment represents one undergraduate 
student in a course) are calculated and attributed to colleges based on the college of 
instruction, as described above.  The percent of all undergraduate course enrollments 
attributed to a given college is the “percent of enrollments.” 

o Total credit hours (reflecting the number of credit hours taken by undergraduate students) 
are calculated and attributed to colleges based on the college of instruction, as described 
above.  The percent of all undergraduate credit hours attributed to a given college is the 
“percent of credit hours.” 

o The measure of teaching load, percent of all teaching, is the average of the percent of 
enrollments (c) and percent of all credit hours (d).   

 



 

18 | P a g e  
 

Undergraduate Financial Aid 

Undergraduate financial aid costs will be distributed by the same methodology used to distribute 
undergraduate tuition revenues. 
 

 The financial aid office will continue to package students using Cornell’s need-based policy.   

 The financial aid costs will be pooled and distributed across all colleges that admit or teach 
undergraduate students based on their proportionate share of the undergraduate student 
tuition. 
o Centrally held endowments will be used to reduce the amount of financial aid billed to the 

colleges. 
o An additional “imputed financial aid” bill will be calculated as the campus-wide discount 

rate multiplied by the gross contract-college true up value.  This too will be distributed to 
the colleges based on the proportionate share of undergraduate tuition they receive.  This 
imputed financial aid will then be returned to the state allocation pool.  See example, 
below. 

o Units will be able to pay the bill using all available resources within resource regulations and 
restrictions. It is expected that college specific endowments for grant aid will be the first 
source of payment but will not be a pooled resource.  This is an explicit bill, and the credit 
will be shown as payment toward the amount due. 

 Units charging non-tuition fees that impact financial aid will also receive financial aid bills in 
order to fairly distribute the aid costs, thereby reducing the financial aid distributed to colleges 
and schools.   

 
Example Calculation of the Undergraduate Financial Aid, including “Imputed Financial Aid”: 
 

 The university-wide Tuition Discount Rate is calculated as the total amount of undergraduate 
financial aid distributed by any part of the university (centrally or from a college) divided by the 
“gross” tuition charged to students (that is, the posted, applicable tuition rate multiplied by the 
number of enrolling students).  For example, if the university enrolls 10,000 undergraduates 
with a $45,000/year tuition and 4,000 students with a $30,000/year tuition, the gross tuition 
revenue would be 450,000,000 + 120,000,000 = 570,000,000.  And if the total amount of 
undergraduate financial aid distributed was $250,000,000 the university-wide Tuition Discount 
Rate would be 250/570 = 44%. 
o Central resources—such as centrally-held endowment income—will be used to meeting 

financial aid expenses, before undergraduate financial aid will be pooled and expenses 
shared across colleges in proportion to the receipt of undergraduate tuition.  For example, if 
a total of $250,000,000 is spent on financial aid, the center may contribute $50,000,000 
towards meeting this expense before billing out the remaining $200,000,000 to the 
colleges. 

o The Contract College True-Up is the portion of the New York State Appropriation earmarked 
for the Undergraduate Tuition Pool.  This contribution represents the full difference in 
nominal tuition rates, and is intended to ensure that there is an equitable contribution to 
the Undergraduate Tuition Pool for each student.  However, if it were in fact the case that 
all students were charged the higher tuition rates, the university would bear higher financial 
aid costs.   For example, if the overall value of the Contract College True-Up is calculated to 
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be 15,000,000 and the university-wide Tuition Discount Rate were 44%, the university 
would expect to pay ($15,000,000 * .44) = $6,600,000 in financial aid if all students were 
charged the higher rate.  For the purposes of the Budget Model, this value is called Imputed 
Financial Aid. 

o The amount calculated as Imputed Financial Aid will be returned to the State Appropriations 
Pool to be distributed to the contract colleges as described elsewhere.  The net contribution 
from the Appropriations Pool to the Undergraduate Tuition Pool is simply the difference in 
the endowed college tuition rate and the resident tuition rate multiplied by the number of 
resident students discounted by the university-wide Tuition Discount Rate. If the Contract 
College True-Up is 15,000,000 and Imputed Financial Aid is $6,600,000, that 6,600,000 will 
be returned to the State Appropriations pool and net contribution to the Undergraduate 
Tuition Pool is $8,400,000.  Thus the net contribution from all students, endowed and 
contract, resident and non-resident, is equitable. 

o The total Financial Aid bill to the colleges will reflect accounting for Imputed Financial Aid.  
 
Distribution of Undergraduate Financial Aid Costs  
 
The total cost of undergraduate financial aid is projected annually using data from the financial aid 
office and admissions.  The basic methodology involves graduating the current senior class and 
doubling the current freshman class to provide a base upon which to model the impact of any changes 
in financial aid policy.   

 
From the total financial aid cost projection, the following sums are subtracted:  

 

 the amount paid centrally from the university endowment 

 the special endowment withdrawal 

 the amount paid by federal funds (SEOG) 

 any amount of financial aid costs billed to units that charge non-tuition fees that impact 
financial aid (e.g. Campus Life); see below. 

The remainder is then distributed to the colleges based on their proportionate share of undergraduate 

tuition.  Unit-specific endowments for grant aid are applied to the financial aid bill and shown as 

“credit” on the amount due.  

The figure for “imputed financial aid” will also be billed and distributed by proportionate share of 

undergraduate student tuition received.  This sum total of imputed financial aid bills is returned to the 

State Appropriations pool to be handled elsewhere in the Cornell Budget Model. 

Calculation of a Financial Aid Bill for Campus Life   
 
Student budgets calculated for financial aid packaging reflect both tuition and living expenses.  A 
financial aid bill for Campus Life is determined by: 
 

 The percent of the undergraduate student budget that is attributable to room and board costs 
(approximately 25%) 

 The percent of all undergraduate students who live in residence halls (approximately 45%) 
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These proportions are multiplied by the billed financial aid total (that is, projected financial aid less 
central endowment funded aid and SEOG funding).  
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Graduate and Professional Masters  

New Budget Model vs. Current Budget Model 

Graduate Tuition and Financial Aid – M.A., M.S., Ph.D., M.F.A., D.M.A., J.S.D. 

 
CURRENT BUDGET MODEL 

Graduate Student 
Funding 

Tuition Revenue 
Received By 

Tuition Aid Paid and Processed By Stipend and Health Insurance Paid and Processed By 

TAs and RAs College of student’s 
special committee chair 

College of student’s special committee 
chair 

College offering assistantship 

GRAs Contract colleges:  ½ on PI’s sponsored 
account, ½ on special committee 
chair’s college cost share account 

Endowed colleges:  ½ on PI’s 
sponsored account, ½ on institutional 

cost share account 

Sponsored account 

College fellowships Typically paid by special committee 
chair’s college 

College offering fellowship 

University fellowships Graduate School Graduate School 

External fellowship – 
meeting Graduate School 

criteria* 

External fellowship with any remainder 
paid by Graduate School 

External fellowship with any remainder (top-off) paid by 
Graduate School 

External fellowship – not 
meeting Graduate School 

criteria* 

External fellowship.  Remainder may be paid by college of 
committee chair (college must approve its share before 

the fellowship is accepted) 

Self-funded student Paid by student, processed by college 
of special committee chair 

Paid by student, processed by college of special 
committee chair 

 

NEW BUDGET MODEL   
Graduate Tuition Revenue 

Received By 
Tuition Aid Paid and Processed By Stipend and Health Insurance Paid and 

Processed By 

TAs and RAs College paying the 
student’s tuition expense 

College offering assistantship 

GRAs ½ on sponsored account supporting 
assistantship, ½ on cost share account of 
college in which grant is held.   
University policy requires ½ tuition on cost 
share account only for sponsored funds GRAs 
but colleges may elect to provide cost share to 
GRAs funded on other sources as well. 
NIH GRAs require additional tuition 
supplementation from college cost share 
accounts in order for the grant to provide a 
stipend at the minimum established by the 
Board of Trustees. 

Sponsored account supporting assistantship with 
college account in which grant is held providing 
any remainder 

College fellowships College offering fellowship 

University fellowships College of committee chair Graduate School 

External fellowship – 
meeting Graduate School 
criteria* 

External fellowship with any remainder paid by 
college of committee chair  

External fellowship with any remainder (top-off) 
paid by Graduate School  

External fellowship – not 
meeting Graduate School 
criteria* 

External fellowship.  Remainder may be paid by 
college of committee chair (college must 
approve its share before the fellowship is 
accepted) 

Self-funded student College of special 
committee chair 

Paid by student, processed by college of 
special committee chair 

Paid by student, processed by college of special 
committee chair 
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*Graduate School criteria for covering the “top-off” or supplementation for graduate stipends and health     
insurance for external fellowship awards are: 
 

(1) the external award must provide at least 50% of the 9-month stipend and annual health insurance 
and the award must be available to students in multiple colleges (or 50% of one-semester stipend and 
annual health insurance to qualify for top-off to the single semester level); or  
(2) if the external award does not meet the 50% criterion as above, the Graduate School may top-off the 
award if it contributes to the university’s ability to address diversity goals in graduate education.  For all 
top-off situations, individual colleges are responsible for all tuition not covered by the award. 

 
Top-offs for NIH first-year training grant stipends and for NSF Graduate Research Fellowships are included under 
this policy.  If a graduate field or department has a question about whether a certain type of fellowship award is 
eligible for top-off according to this policy, please consult with the Graduate School Associate Dean for 
Administration. 
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University Support Pool (USP) / Strategic Priorities 

The University Support Pool (USP) will be used to fund strategic initiatives and priorities and Provost 
allocations.  The USP is funded through a tax on gross undergraduate, professional, and non-degree 
tuition (see principles 2c and 4b).  Cornell Abroad, Cornell in Washington, and Tier 3 professional 
degree (M.F.A., D.M.A, and J.S.D.) tuition will not be subject to the USP tax.  The tax rate will be set 
each year by the Provost.  For FY14, the tax will be set between 5 and 10 percent.  The Provost will 
supplement the USP with centrally held unrestricted resources. 

 
Beginning in July 2013, the Provost will open up the dialogue on USP and Allocated Costs governance 
and welcome thoughts and feedback from the campus community.  In 2010, the USP Committee made 
the following recommendations on governance.   

 

 Create two categories of funding commitments.  
o Core – Long-term commitments that will be periodically reviewed.  Examples include salary 

support & start-up and a provost and vice provost contingency fund. 
o Venture – Limited term commitments that automatically sunset after a period of one to 

four years.  These programs will be on notice that, after a specified term, funding will be 
discontinued if not self-sufficient or funded by a college/unit.  If funding is being considered 
after the sunset period, a peer-review should be conducted first.  Examples include 
international, program, and financial subsidies during the first few years of the new budget 
model. 

 

 Periodically peer review programs on faculty/administrator task forces to ensure funding is 
directed toward high-quality, mission-critical programs.  Questions asked during reviews can 
include the following. 
o What value does the program provide? 
o Is there university-wide support for the program? 
o Are there other, more cost-effective ways of providing the service? 
o Can the program be consolidated with other programs, become self-sufficient, or be pushed 

out to a college/unit? 
 

 The USP may not be large enough to fund all priorities and provost allocations.  Rather than 
raising the tax above 10 percent, the following alternatives should be considered. 
o Pursue gifts to raise central discretionary funds 
o Move items out to the colleges/units 
o Sunset venture commitments 
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State Appropriation 

The New York State Appropriation will be used to cover the difference between contract college 

resident and non-resident tuition.  Remaining base appropriations will be distributed to the four 

contract colleges based primarily on historic allocations.  The contract colleges will use a portion of 

these funds to pay their utilities and operation & maintenance bills from Facilities Services.  In future 

years, the annual percentage change of the state allocation plus net undergraduate tuition will be 

applied equally across the four colleges.  The table below shows how State Appropriations would be 

distributed in the 2012-13 Trustee Budget.   

 

 
 

Data Metrics & Sources 

 State Appropriation – FY13 Trustee Budget. 

 2012-13 Budget Revised – reflects application of the new budget model distribution principles 
beginning in 2011. 

 UG Tuition True-Up – 6 semesters of actuals to determine contract college undergraduate 
resident population by college:  Spring 2010, 2010-11, 2011-12, and Fall 2012 at end of sixth 
week of classes. 

 Accessory Instruction – FY13 Trustee Budget distribution. 

 Utilities – FY11 actual. 

 O&M – FY11 total net assignable square feet with two adjustments – 2010 data for Stocking 
Hall and 2012 data for nMVR. 

 
Building the FY14 Budget 

 Contract colleges will receive true-up funds from the undergraduate tuition pool as state 
appropriations rather than tuition dollars since state funds need to be expended within or on 
behalf of the contract colleges.  

A A1 B C D E F G H I J

(A1+B+C) (D+G) (H+I)

State 

Approp. 

(2012-13 

Budget)

2012-13 

Budget 

Revised

UG Tuition 

True-up

Accessory 

Instruction

State Approp. 

(excluding 

utilites and 

O&M)

Utilities 

(2011 

Actual)

O&M (2011 

total net 

assignable 

square feet)

Utilities & 

O&M

State 

Approp. w/ 

utilities 

and O&M

Other State 

Funding

Final 

Allocation

Agriculture & Life Sciences 46,289$    45,306$    (17,280)$   8,181$       36,207$           58.8% 63.5% 12,932$   49,139$     732$            49,871$    

Human Ecology 5,848$      5,195$      (4,951)$     3,215$       3,459$              4.6% 8.7% 1,196$      4,656$        217$            4,873$      

Industrial & Labor Relations 7,985$      7,653$      (3,586)$     2,212$       6,279$              4.4% 4.3% 948$         7,227$        144$            7,370$      

Veterinary Medicine 24,828$    26,796$    26,796$           32.1% 23.5% 6,521$      33,317$     731$            34,047$    

College Total 84,950$    84,950$    (25,817)$   13,608$     72,741$           21,597$   94,338$     1,823$         96,161$    

Undergrad  Tuition Pool -$          -$          25,817$    25,817$           25,817$     25,817$    

Accessory Instruction (C) 13,608$    13,608$    (13,608)$   -$                  -$            -$          

Utilities (F) 16,820$    16,820$    16,820$           (16,820)$  -$            -$          

O&M (G) 4,777$      4,777$      4,777$              (4,777)$    -$            -$          

Other State Funding (I) 13,494$    13,494$    13,494$           11,671 11,671$    

Total 133,650$ 133,650$ -$           (0)$              133,650$         100.0% 100.0% -$          120,155$   13,494$      133,650$ 

New Budget Model: New York State Appropriation (2012-13 Budget)
(dollars in thousands)
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 Non-base state appropriations revenue and expense (e.g. AER, SCAP, Land Script) should be 
budgeted as in previous fiscal years. 

 Base state appropriation revenue should be budgeted as in previous fiscal years.  Expense 
should be budgeted as follows: 

o Facilities and the UBO will provide utilities and O&M projected bills to colleges in 
February.  Contract colleges will budget state utilities and O&M in separate state 
accounts belonging to each college.  Contract colleges will be able to monitor and report 
on these accounts during the year, but resources will be expended directly by Facilities 
and the UBO.   

o Remaining funds should be budgeted on salary and other expense object codes ensuring 
that at least 15% of each college’s total base state appropriation (including utilities and 
O&M) is expended on non-personnel costs.  Please check with the UBO before 
budgeting base state appropriations on non-salary object codes (see also 
implementation below). 

 
Implementation 

 Contract colleges must use 15% of their base state appropriation for non-personnel costs, 
including utilities and O&M.  For non-personnel expenses outside of utilities and O&M, colleges 
must receive pre-approval from the UBO since certain items are not eligible for reimbursement 
by the state (e.g. financial aid).  If approved, the expense will need to be vouchered through the 
UBO to the state. 

 Utility and O&M expenses will be drawn directly by Facilities and UBO from the state utility and 
O&M accounts held in each of the contract colleges.  State vouchers for utilities and O&M will 
be handled by Facilities and UBO. 

 Units should expend personnel costs and other state funding (e.g. AER, SCAP) as they have 
done in previous fiscal years.  

 All state funds must be expended by June 30th of each fiscal year.   
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Facilities and Administrative (F&A) Recovery   

Facilities and Administrative (F&A) recovery on sponsored projects will primarily be distributed to the 
unit expending the research dollars. 
 
2% PI Return 

 2% of the actual recovered F&A on sponsored research awards paying the full federal rate will 
be returned to the PI to help defray unallowable direct costs of conducting research. 
o Awards that pay the full federal F&A rate are eligible; awards with lower rates, even if 

negotiated, NYS for example, are not eligible. 

 The return will be to the main PI or the PI serving as administrator of the award in the cases 
where multiple PIs are named . 
o The PI may choose to share the return with Co-PIs (there is no automated means at this 

time to split the 2% between Co-PIs). 

 In cases where units currently provide some funds to PIs, units may, choose to offset that 
funding with the 2% return. 

 Units must, however, ensure that there are appropriate resources to cover legitimate research 
costs that are not allowed to be direct-charged to sponsored awards.  

 Funds provided by this 2% F&A return are to be used solely for the support of sponsored 
research activities, primarily for covering costs that are unallowable as direct charges.  Any 
unused balances revert to the PI’s unit upon the PI’s retirement or departure. 

 The PI is responsible for covering any deficits. 
 

Unit Net F&A Recovery 

 The remainder of recovered F&A (net F&A recovery) will be credited to the unit expending the 
research funds (i.e., the unit of the account charged the F&A). 

 Net F&A recovery includes all components of recovered F&A (O&M, utilities, equipment 
depreciation, library, facility interest and depreciation, and administration) to assist units in 
defraying Research Allocated Costs associated with their PI’s research.  

 Units will receive full Research Allocated Cost charges regardless of the F&A rate that a sponsor 
pays and thus must use other fund sources to cover these costs when accepting reduced F&A 
rates. 

 Net F&A recovered by research service facilities and interdisciplinary research centers and 
institutes residing in the Research Division will be returned to the Research Division.  For all 
other centers and institutes, net F&A recovery will be returned to the home unit of the PI. 

 F&A from sponsored awards made to Research Division facilities, centers, and institutes, but for 
research project support that will be carried out primarily in individual faculty labs, will be 
distributed to the unit of the lead faculty investigator.  The MTDC expenditures of those 
projects will reside in that unit and contribute to the base for the Research Allocated Cost of 
that unit. 

 F&A from sponsored awards made to Research Division facilities, centers, and institutes and 
associated with center administration or other activities and research carried out in center’s 
assigned space will be retained by the Research Division. 
 



 

27 | P a g e  
 

Facilities / Operations and Maintenance 

Data Metrics and Sources 

 Net assignable square footage, grossed up with a factor for common spaces within each 
building (outlined in a separate column) – Source: Space Inventory Database maintained by 
Facilities Services updated annually during the fall semester. 

 Building care based on FTE per assigned facility – Source: Facilities Services. 

 Contract and Endowed labor rates for building care – Source: Facilities Services. 

 Utility expenses to be based on actual usage and measured by utility meters.  Where more than 
one occupant exists within a building, expense to be pro-rated by net assignable square footage 
grossed up for common space. Source: Facilities Services. 

 Maintenance subdivided into three components: facilities administration, corrective and 
preventive maintenance, and planned maintenance. 

 Building technical complexity rating (scale of 1 to 5) – Source: Sightlines, via Facilities Services – 
largely focused on heating and cooling, building air movement, and use intensity. 
 

Tech Level % Differential 
1 100% 
2 113% 
3 131% 
4 155% 
5 175% 

 

Building the Budget  

Operations and maintenance expenses include maintenance, building care (i.e., custodial services) and 

utilities.  Each of these expense categories will be distributed to all Ithaca campus units that have 

assigned space as identified in the university space database maintained by Facilities Services and the 

Division of Budget and Planning.  The method of expense distribution will be the same across all units, 

including Contract Colleges, Endowed Colleges, administrative units, SAS, Law, JGSM and SHA (not 

including the Statler Hotel).  Operations, maintenance, and building care expenses for each unit will 

reflect average costs for the entire Ithaca campus, not actual building maintenance costs except as 

noted (below).  If units desire additional maintenance or a higher level of building care, they are asked 

to review and contract their needs with Facilities Services.  Beginning in July 2013, as part of the annual 

budget development cycle, the Interdepartmental Fee Committee will review and make a 

recommendation to approve or disapprove facilities rate changes to the Provost and senior leadership.  

 

Budget Model Characteristics 
 

 State appropriations for O&M will be distributed to Contract Colleges and all units will be 
assessed points based on technical rating and per-square-foot for O&M, regardless of college. 
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 Maintenance expenses will be distributed based on square footage and space type of assigned 
space including the following characteristics: 
o Uses a list of facility codes for which preventive and corrective maintenance service are 

provided. 
o Assesses points using the Sightlines Technical Rating Guidelines for each facility. 
o Applies a labor factor to reflect the difference in fringe benefits between endowed and 

contract colleges campuses. 

 Maintenance expenses include corrective and preventive maintenance, planned maintenance, 
and facilities administration costs. 

 Stewardship:  
o Costs of shared resources assessed to all occupied space.  See notes in each category below. 

 Maintenance: costs of shared resources will be spread across all facilities on the Ithaca 
Main Campus as defined by the Campus Master Plan of 2008.  
o Custodial and maintenance costs for Barton and Bailey Halls. 
o Planned maintenance for institutional resources. 
o Appropriations for institution wide functions performed by Facilities Services. 

 Utilities: costs will be shared to Ithaca Main Campus as defined by the Campus Master 
Plan of 2008. 
o Street and public space lighting. 
o Utility costs for Barton and Bailey Halls. 
o Potable water for public areas. 

 Utilities: 
o Predicts the costs of steam, chilled water, electricity, potable water, waste water, fuel oil, 

natural gas formerly funded by the appropriation for Academic and Contract Colleges 
Utilities.  

 N.B. Actual costs for each utility will be recovered during the fiscal year. 
o Model for each utility includes only the facilities served by that utility. 
o Cost per facility based on projected FY 2014 rate and the projected consumption for that 

utility in each facility. 

 Custodial/Building Care expenses will be distributed based on FTE assigned per facility plus 
materials and supplies including the following characteristics: 
o Uses room type to identify areas in buildings that are cleaned. 
o Assesses points by building based on custodial effort. 
o Applies a labor factor to reflect the costs of fringe benefits on the endowed and SAS 

facilities. 

 For units sharing a building, common areas within the building (e.g., restrooms, hallways, atria, 
etc.) will be distributed to all units within the building, based on assigned square footage. 

 For utilities associated with buildings occupied by more than one unit, utility expenses will be 
distributed based on assigned square footage. 

 Bailey and Barton Halls will be included in the cost base and thereby distributed to all units as 
part of the rates for associated costs (i.e., maintenance, building care and utilities). 

 O&M expenses for central units will be distributed to academic units as part of their Allocated 
Costs bills. 

 All models use Common Space Factor (CSF) Method:  
o Develop Common Space Factor for each facility code. 

https://www.fs.cornell.edu:8444/kerb/spacecost/SightlinesTechnicalRatingGuidelines.pdf
https://www.fs.cornell.edu:8444/kerb/spacecost/SightlinesTechnicalRatingsCornellFacilities.pdf
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 Determine total space for each facility code. 

 Subtract common space area as determined by the room type.  
o Room types with a Room Category of Unclassified Facilities (Assignable) or 

Unclassified Facilities (Un-assignable). 

 Apply that factor to net area in each assignable room.  
o Sum of factored net area = total area in facility. 

 O&M expenses for all library spaces on campus will be reassigned to University Library and then 
included in U Library Allocated Costs base. 

 Foundation data set: 
o Facilities Inventory Snap Shot Data developed each October for the prior fiscal year. 
o Data is maintained by colleges and divisions as part of their compliance with University 

Policy 2.7, Reporting the Use of Facilities. 
o Audit and process management by the:  

 Office of Cost and Capital Assets. 

 Facilities Inventory Office. 

 Space Planning Office. 

 New space will be added to the model with appropriate methodology. 
 

https://www.fs.cornell.edu:8444/kerb/spacecost/RoomTypes.cfm
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Building Technical Rating                                                             

 

 

 

 

 

 

 

Building Technical Rating Guidelines

Typical Rating Criteria by Complexity

Tech Rating System System Characteristic

1 Heating No Heat

Small "Household" Independent System

Cooling No Cooling - or some window units

Small "Household" Independent System

2 Heating Low Pressure Steam (<12 lbs)

Cooling Local Cooling (Window unit / small dx)

Building Air Movement Air Changes per hour (<7)

3 Heating Medium Pressure Steam Needs (13 to 75 lbs)

Cooling Central Cooling - air handling system

Reheats - No Winter Cooling

Seasonal Cooling

HVAC Controls Pneumatic Controls

Use Intensity Fume Hoods (<10)

4 Heating High Pressure Steam Needs (> 75 lbs)

Cooling Central Cooling - VAV system

Chiller & Cooling Tower

Off Central CW Loop

Hot Deck / Cold Deck - Heat recovery system

Cooling Coils - glycol system

Reheats - 365 heating and cooling

Building Air Movement Air Changes per hour (7 to 12)

HVAC Controls DDC Controls throughout building

HVAC System 1990 or later

Use Intensity Fume Hoods (10 to 25)

Fume Hoods (>25)

Rare Book or Museum Quality Space

5 Building Air Movement 100% Outside Air

Air Changes per hour (> 12)

BL2 Lab (Biocontainment level 2)

Use Intensity BL3 Lab (Biocontainment level 3)

Animal Care

Operating Suite

Often, research/tech 

buildings built pre-1990

Often, research/tech 

buildings built after 1990
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Debt Service 

 

Centrally Funded Debt Service - FY 14 Amount to be Distributed to Units

FY14 Projected

Unit Project Debt Service End Date

Agriculture & Life Sciences Weill Hall 973                   FY 34

Architecture, Art and Planning Milstein Hall * 1,044                FY 37

Sibley Hall Accessibility 261                   FY 26

1,305                

Arts & Sciences Africana Studies and Research Center 390                   FY 16

Baker/Clark Code 412                   FY 20

CCB Baker 3rd Floor 141                   FY 19

Physical Sciences * 7,056                FY 36

White Hall 614                   FY 23

8,613                

Engineering Olin Hall 734                   FY 19

Physical Sciences * 2,175                FY 36

Ward Hall 331                   FY 17

Weill Hall 1,788                FY 34

Various 98                      FY 19

5,126                

Human Ecology Weill Hall 63                      FY34

Veterinary Medicine Animal Health Diagnostic Center 675                   FY 36

VMC Lab 224                   FY 18

899                   

Research Centers East Campus Research Center 3,959                FY 28

Corson-Mudd 370                   FY 28

Theory Center 127                   FY 29

Uris Hall 630                   FY 25

Weill Hall 3,860                FY 34

8,946                

Library Kroch Sprinkler 119                   FY 23

Storage Facility 772 FY 28

891

Student & Academic Services Gannett HVAC 364 FY 16

Funded Centrally

Facilities Services Myron Taylor Masonry 252 FY 24

Wilson Lab Masonry 164 FY 23

Information Technologies EzraNet 1,112 FY 19

Law School Myron Taylor 586 FY15

Other Bailey Plaza 506 FY 19

Campus Master Plan 412 FY 19

Communications EHP Space 57 FY 16

Day Hall Lobby 81 FY 16

3,170

Total 30,350

* Currently paying debt service on debt associated with outstanding gift pledges. Debt service projected to 

decrease as gifts are received.
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Allocated Cost 

Allocated Cost Distribution 

Allocated Costs Distribution (formerly known as CAM) is the method by which allocated central 

administration and certain other costs are distributed to colleges and units.  

The costs distributed include central administrative offices expense, such as those of the Offices of the 

President, including Commencement, Provost, Vice Provosts, and Vice Presidents, etc.  Other costs 

included in the Allocated Costs are those deemed to benefit the majority of the University, but are not 

directly funded by any particular unit’s revenue.  These would include University Library, including 

acquisitions, University Counsel, Board of Trustees, Care of Grounds, Capital Budget Project Support, 

Risk Management and Public Safety, University Dues and Memberships, etc. 

There are two credits to Allocated Costs that were included in the previous CAM model that will 

continue in the new model; they are transportation costs recovered from the benefit pool and 

fundraising costs recovered from the endowment. 

A full list of FY14 Allocated Costs will be available once finalized. 

These allocated costs are categorized into groupings of expense type (faculty, development support, 

facilities, employees, research, student support, library and mixed), that are distributed to all units 

based on key drivers of number of students, number of faculty, number of staff, research expenditures 

and five year rolling average of gifts received.  Allocated Costs assessed to central units are then 

distributed to the revenue generating colleges and units based on the metric used for that particular 

unit. 

Research Allocated Costs 
 
Research Allocated Costs cover the net costs, after user fees, external funding including F&A, and any 
other income, of all Research Division administration and support offices, research support facilities, 
and interdisciplinary research centers.  

 Net costs of central research administration and support offices managed by the Office of the 
Vice Provost for Research (OVPR). 
o Includes OVPR, Office of Sponsored Programs (OSP), Office of Research Integrity and 

Assurance (ORIA). 
o Net cost of the Cornell Center for Technology Enterprise and Commercialization (CCTEC) 

after retention of 1/3 net licensing income, as per inventions policy. 
o Net cost of the Kevin M. McGovern Family Center for Venture Development in the Life 

Sciences Center after NY CAT sponsored support and rental income. 
 

 Senior Vice Provost Research (SVPR) Initiatives Allocation. 
o This allocation, which is set at the level established over the past decade, provides the SVPR 

with discretionary funds for matching requirements for major awards, support of shared 
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capital equipment acquisitions, start-up of new interdisciplinary centers, and other cross-
cutting research initiatives. 

o Beginning FY14, this allocation will be reduced by an historical average of the University 
share of CCTEC net licensing income.  Research Allocated Costs will cover only the base 
portion of the initiatives fund after the cut. 

o Beginning FY14, the University share of CCTEC net licensing income will go to the SVPR to 
cover initiatives costs beyond the base allocation level. 

 

 Net cost of Research Support Facilities (RSFs) and Interdisciplinary Research Centers and 
institutes (IRCs) in the Research Division, after sponsored program income, user fees, 
endowment and other income, F&A recovery, (and college use subsidies). 
o Debt service and interest. 

 Is included for animal facilities managed by the Center for Animal Resources and 
Education (CARE) and for the space occupied by all other centers-East Campus 
Research Facility (ECRF), Rhodes Hall, portion of Weill Hall). 

 Is not included for Arts & Sciences-based research centers.  This cost, a portion of 
Physical Sciences Building (PSB), is allocated directly to A&S. 

o Utility and O&M costs for all centers is included. 
o Research Allocated Costs will not include the cost of current limited term commitments 

that are covered by the Provost which are associated with sponsored research activities.  
These costs will be covered by SVPR current reserves. 

o F&A revenue from sponsored awards that is credited to the RSFs and IRC’s  will offset 
RSF and IRC expenses. 

 

 Graduate research student stipend and health insurance supplements (“top-offs”) for 
eligible externally sponsored fellowships and training grants. 

 

 Kuali Coeus (KC) system implementation. 
o Beginning in FY14, KC implementation costs will be included in research allocated costs. 
o Following implementation, KC maintenance costs will also be included in research 

allocated costs. 
 

Distribution of Research Allocated Costs 

 Made on the basis of proportionate share of modified total direct costs (MTDC) expenditures 
on all externally funded sponsored research accounts, including restricted gift accounts 
designated for faculty research support. 

 MTDC expenditures will be those from the last full fiscal year (FY) prior to the budget cycle. 

 Expenditures on externally sponsored non‐research accounts (“other sponsored activity”) and 
expenditure of federal or state appropriations are not included. 

 Work Study expenditures in Subfund Federal Financial Aid (FEDFIN) accounts have been 
excluded from MTDC. 

 Research expenditures also include Mandatory and Voluntary Committed cost share activity 
under Work Study expenditures in Subfund Federal Financial Aid (FEDFIN) accounts have been 
excluded from MTDC. 
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Library Allocated Cost 

Unrestricted support for operating and collection costs of all Ithaca campus libraries will be distributed 

as an allocated cost to all colleges. In addition, other expenses assigned to the library, such as those for 

space related costs (utilities, maintenance, building care) and debt service, will also be distributed as a 

library cost. Library costs will be distributed based on the proportionate share of all students plus 

faculty and non-faculty academics, including academic research and teaching staff, postdocs, and 

academic temps. Colleges and Schools will be encouraged to partner with the Library in fundraising 

and make additional investments in the Library. 
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Interdepartmental Fees 

A new review process for fees charged interdepartmentally has been initiated in time for the FY14 

budget cycle, with the establishment of the new Interdepartmental Fee Committee.  The Committee 

has established a formal process and procedure for reviewing fee increases, with notification to 

campus of all fee changes effective July 1 of the next fiscal year by March 1st of each year.  Guidelines 

have been developed that provide the structure to this process and can be found in Appendix Three.    
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Contact Information  

 

 

Davina Desnoes, Director, University Budget Office 

Karen Pearson, Assistant Director, University Budget Office 

 

Cornell University 
University Budget Office 
East Hill Office Building 

395 Pine Tree Road 
Suite 130 

Ithaca, NY 14850-2820 
(607)255-1945 

(607) 255-3991 (fax) 
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Appendices  
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Appendix One 

Determination of College of Instruction 
 
The following methodology describes how the instruction provided by each college to the 
undergraduate student body is quantified. The basic approach is to count courses and credits-hours 
taken by undergraduates and apportion them among the colleges teaching the courses, aggregating 
results over six semesters. 

Timing: 

Data snapshots are taken of undergraduates and class enrollments at the end of the sixth week 

for Fall and Spring terms. The snapshots include the identity of the class’s Primary Instructor at 

that time as well as his or her primary job at Cornell effective as of the last day of the class. 

Parameters: 

College of Instruction:   
Teaching is attributed to college based on the Primary Instructor associated with 
a course.  If the Primary Job of the instructor is not an academic appointment, 
the teaching is attributed to the college offering the course. 

 
Courses:   

Include courses at all levels of study.  Include only the class sections designated 
(by an OUR algorithm) as the primary components of courses (e.g., the lecture 
section). Exclude ROTC, Athletics, Exchange Out, and Cornell Abroad. 
 

Course enrollments:   
Count only undergraduate enrollments.  Each course taken by each 
undergraduate for one or more credits counts as one enrollment. 

 
Undergraduates:   

Use the population of undergraduates as defined and reported in the University 
Factbook.  These are students enrolled in undergraduate schools and colleges as 
of the end of week 6 of classes of a reported term.  Students enrolled in School 
of Continuing Education and Summer Session (SCE) and students in absentia are 
excluded. 

 
Primary Instructor(s):  

 The Primary Instructor(s) of the class section, as identified in Peoplesoft and 
SADM.  Note that there can be multiple Primary Instructors for a single course. If 
the Class record in Peoplesoft does not identify a Primary Instructor, the 
teaching is attributed to the Provost. 

 
Primary Job:   

Primary Job is used to associate with individual instructors with colleges.  SADM 
table Hr_Instructor_Dm identifies (by an HR algorithm) which PSoft job record is 
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the employee’s primary job at Cornell effective on the last day of that class. 
Furthermore, SADM looks up the corresponding APDB appointment record, if 
any, by matching jobcode to APDB title and HR Deptid to APDB academic 
department. The model uses the resulting academic appointment’s department  
and college to derive the teaching colleges of the class.  (If the instructor does 
not have an academic appointment, the teaching is attributed to the college 
offering the course.) 
 

In a situation where an instructor has more than one active job, the primary job is determined through 
an algorithm administered by HRIS and proceeds as follows:    

 The appointment with highest “standard hours” is the primary job. 

 If the multiple appointments have equal standard hours, then the primary job is the 
appointment with the higher “academic function code”: “Faculty” before “Other Academic” 
before “Staff.” 

 If both appointments are Faculty (or Other Academic or Staff), then the job with the most years 
of service associated with it is the primary job. 

 If the multiple appointments are equally long, then the primary job is determined as the one 
associated with lowest employee record number.  (algorithm proposed by HRIS).  
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Appendix Two 
 Facilities Service Agreement  

 
1. Service Level Agreement (Facilities Services and Units in Zones 1-4) 

 

a. OVERVIEW:  This Service Level Agreement represents the relationship between Facilities 
Services and the Unit Facilities Staff in Zones 1-4 for purposes of services and /or support as 
defined below.  The Agreement is intended to be a foundation to define roles, 
responsibilities, and accountabilities; promote effective communications; and resolve 
service problems that may arise, particularly within the framework of the new Facilities 
Zone Management structure. 
1) The purpose of organization at the Zone level is to aggregate work such that it can be 

done by full time, professional facilities staff, and to dedicate staff to specific areas of 
campus to foster partnerships and improve familiarity with facilities.  Zone Management 
is an organizational structure for Cornell’s facilities function that is based on zones 
rather than departments or technical function.  Each Zone Trade Crew will provide 
single point accountability for all shops working in the zone.  

2) The principle goal of the zone structure is to create stronger partnerships between 
central and unit staff performing the facilities function at Cornell.  The partnerships are 
based on clearer definition of roles and accountabilities.  We expect Zone Management 
will improve the efficiency of delivery of facilities services campus wide.  Zone 
Management in the units also presents an opportunity to broaden the skills of staff that 
perform facilities work by aggregating position responsibilities and assignments across 
zones such that they become full-time assignments.  

3) This Agreement specifically identifies and addresses:  
a) Service being provided by Facilities Services to the Units within Zones 1-4. 
b) Division of responsibilities between these Facilities Services entities and the Unit 

Facilities Staff in Zones 1-4. 
c) Problem resolution. 
d) Periodic and annual reviews. 
e) Measurements. 

 

b. SERVICES 
1) This agreement pertains to the following services provided by Facilities Services to the 

Unit Facilities groups in Zones 1-4. 
a) Maintenance and Monitoring Services provided by Zone Trades Crews, Central 

Shops, and Energy Management and Control System (EMCS): 
i. Conduct Corrective, Preventive, and Emergency Maintenance 
ii. Complete service requests for small projects (i.e. projects that typically cost less 

than $50,000 in total and are not considered maintenance, such as the addition 
of an electrical circuit or renovating an office) 

iii. Provide budget and construction estimates 
iv. Provide 24/7 facility monitoring and emergency response 
v. See Appendix A for details 

b) Maintenance Management: 
i. Provide Zone Facilities Management 
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ii. Administer Corrective and Preventive Maintenance 
iii. Conduct Annual Facility Assessments 
iv. Maintain Facilities Physical Needs Management System (FPNMS) 
v. Administer the ADA Program 

vi. See Appendix B for details 
c) Project Management Services: 

i. Project Management 
ii. Construction Management 

iii. Contracts Services  
iv. Job Order Contracting 
v. See Appendix C for details 

d) Building Care 
i. See Appendix D for details 

e) Grounds Care 
ii. See Appendix E for details 

 

c. RESPONSIBILITIES and ACCOUNTABILITIES 
1. Facilities Services and Unit Facilities Representatives will adhere to university 

policies and procedures at all times 
2. Unit Facilities Directors have dashed line reporting to the Vice President of Facilities 

Services, and it is expected that they will promote and facilitate the Zone 
Management principals with their staff in partnership with the Zone Trades Crews 

a) The college/unit facilities function should be organized and report at the unit 
level, not at the department level 

b) The intention is to ensure unit facilities staff are trained facilities 
professionals with at least the minimal skill sets required for the given 
facilities role 

c) Unit Facilities Staff are expected to develop strong working relationships with 
the Zone Facilities Manager, Zone Trades Crew Superintendents and 
Assistant Crew Superintendents and will play a significant daily operational 
role in the zone structure  

d) Each campus unit should have a facilities office/organization that provides 
facilities support in the building (or group of buildings) for functions 
including: 

1. Building Access and Security 
2. Space Management Support  
3. Facilities Projects Coordination  
4. Maintenance and Repair Coordination  
5. Safety and Environmental Compliance Programs  
6. Event Support 
7. Material Handling 

3. The Vice President of Facilities Services has assigned a Campus Manager (a direct-
report on his staff) to serve in a leadership role for facilities services provided within 
the assigned Zone  

a) It is expected that the Campus Manager will promote and facilitate the Zone 
Management principals and ensure there is clear communication and 
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objectives set for the Zone Facility Manager, Zone Trades Crews, and Unit 
Facilities Directors within their Zone 

b) The Zone Facility Manager and Zone Trades Crew Superintendents will work 
closely with the Unit Facilities staff to ensure efficient and timely delivery of 
facilities services 

4. Appendices F and G provide a description of the Zone Management structure and 
position responsibilities within this structure 

5. Communication 
a) The following link on the Facilities Services website provides a summary of 

the Zone structure and contact information for key support providers: 
http://www.fs.cornell.edu/fs/zone_mgmt 

 
d. SERVICE AVAILABILITY 

1. The standard hours of operation for Facilities Services are generally 8:00 am to 4:30 
pm.  However, Facilities Customer Service can always be reached at 255-5322, with 
after-hours support provided by Energy Management and Control System (EMCS)   

2. Service availability varies widely among the different departments within Facilities 
Services and special cases are delineated in Appendices A-F where applicable 

 
e. PROBLEM RESOLUTION  

1. Service issues should first be addressed with the front line supervisors, which will 
typically be the Trade Zone Superintendent or Zone Facility Manager for most issues 

2. If the issue cannot be resolved at the lowest level, it should be taken to 
subsequently higher levels until all parties are satisfied that the issue is resolved 

3. If problems are not resolved satisfactorily, key issues should then be raised to the 
senior level within Facilities Services   

4. Unless exceptions are specifically communicated, it will be assumed that each entity 
is meeting its expected performance 
 

f. PERIODIC REVIEW AND ANNUAL RENEWAL 
1. Periodic meetings will be held to collaboratively discuss service performance, 

communicate updates or changes to processes. 
2. An annual renewal meeting for this agreement will be conducted by the proposed 

Governance & Accountability Review Committee with input from the Zone 
Leadership Council, and it will be a collaborative effort between Service Providers 
and Service Recipients to specifically cover the following items: 

 Service Level Agreements 
 Current service performance 
 Adequacy of current service standards 
 Issues that may affect the delivery of future services 
 Confirmation of/concerns regarding this agreement as currently stated 
 Review of prior year performance metrics 

 
 
 
 

http://www.fs.cornell.edu/fs/zone_mgmt
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g. MEASUREMENT 
1. See individual appendices. 

 
h. SCHEDULE OF ATTACHMENTS 

Attachments will pertain to the specifics of a service contract not addressed in this 
document. 

1. Appendix A: Zone Trades Crews, Central Shops & EMCS Services 
2. Appendix B: Maintenance Management Services 
3. Appendix C: Project Management Services 
4. Appendix D: Building Care Services 
5. Appendix E: Grounds Care Services 
6. Appendix F:  Zone 1-4 Organization 
7. Appendix G:  Zone Roles & Responsibilities 
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Appendix A 

Zone Trade Crews, Central Shops & EMCS Services 

I. Pertains to the following services provided by the Zone Trades Crews, Central Shops, and EMCS to 
the Units.  The principle role of these groups is to execute planned preventive and corrective 
maintenance, emergency repairs, and small projects (small projects typically cost less than $50,000 
in total and are not considered maintenance, such as the addition of an electrical circuit or 
renovating an office) as well as provide 24/7 facility equipment monitoring and estimates for small 
projects. 
A. Maintenance – Preventive, Corrective and Emergency Maintenance:    

1. Preventive Maintenance (PM):  Preventive maintenance is that activity performed in some 
routine or regularly scheduled fashion designed to keep equipment in an existing state, 
prevent deterioration or failure, and identify work of a corrective nature to keep equipment 
from causing non-productive time in any capacity.  Each Trade Zone has an Assistant 
Superintendent for PM who oversees this program for the zone and whose main objectives 
include: 
a) Continually assess the PM program within the zone to ensure the best value is being 

delivered while minimizing equipment downtime or negatively impacting the missions 
of the Units or the University 

b) Continually evaluate new means and methods to improve PM efficiency such as 
MAINTENANCE, MONITORING AND SMALL PROJECT SERVICES:  This agreement 
Predictive Maintenance (PdM).  PdM technology uses some proven testing method, 
such as thermography or vibration monitoring to trend equipment performance and 
"predict" when certain preventive maintenance activity should be performed, thereby 
heading off a potential failure 

c) Manage the PM program to prevent an excessive backlog of overdue PM work orders. 
2. Corrective Maintenance (CM): Corrective maintenance is the act of performing some repair 

or adjustment for a condition that was identified during the accomplishment of a PM or 
PdM evolution (and cannot reasonably be corrected within the allowed labor time for 
accomplishing the PM or PdM).  CM may also be required due to an equipment or facility 
problem identified through basic observations or customer reports.  CM work is performed 
via service requests as outlined in Section II below. 

3. Emergency Maintenance:  Emergency work requires little definition; it is work performed in 
direct response to a failure that causes process downtime or imminent hazard to assets or 
personnel.  Emergency work is performed via service requests as outlined in Section II 
below. 

B. Continuous Equipment/Facility Monitoring:  This service is provided by Cornell’s Energy 
Management & Control System group or EMCS: 
1. The primary functions of the EMCS are metering, monitoring, and interactive control, as 

well as, coordinating 24/7 emergency response by the Shift Mechanics. 
2. Monitoring is done both passively, by routinely observing system operation on an 

occasional basis, and actively, by responding to any of the more than 3,000 computer-
generated alarms that are currently defined.  In addition, operators can interactively make 
adjustments to binary and analog parameters (set points, alarm limits, schedules, interlocks, 
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etc.), DDC (direct digital control) programs, and physical output points that control 
motorized fans, pumps, dampers and valves 

C. Estimating: 
1. Free Budget Estimate:   

a) The purpose of this type of estimate is to provide a “go”, “no-go” cost for small projects.   
It is based on unit costs and on past experience of estimators.  It does not include 
material/labor takeoffs and is not intended to be a fixed price quote or competitive 
proposal.  Note the issuer of the estimate request needs to be responsible for scope 
definition.  The Free Budget Estimate process does not include scoping/design.  The 
Shops offer certain scoping and design services but not as a part of the free budget 
estimate. 

b) The Shops will respond to requests for budget estimates within a week of receiving the 
request.  The date and time of the dialog will be recorded in Maximo.  The dialog will 
include an understanding of desired estimate delivery date and agreement on next 
steps. 

c) The Shops will spend up to 2 man hours preparing the estimate. 
d) The Shops goal is to produce a +/- 25% cost estimate.   

1. Construction Estimate: 
a) The purpose of this type of estimate is to provide a construction cost proposal based on 

material and labor take offs, and it includes development of a work execution plan.  The 
customer normally provides drawings/specifications that define the work. 

b) The Shops will respond to requests for construction estimates within a week of receiving 
the request.  The date and time of the dialog will be recorded in Maximo.  The dialog 
will include an understanding of the desired estimate delivery date and agreement on 
next steps 

c) The cost of this type of estimate is included in the Shops billing rates when the Shops 
are competing for the work or when the issuer plans to give the work to the Shops sole 
source.   The issuer is expected to pay for the cost to prepare the estimate when the 
Shops are simply providing an estimating service 

d) The Shops goal is to produce a +/-10 % cost estimate.  Note the issuer of the estimate 
request is responsible for scope definition.    

e) Customers can elect to issue work based on a time and material arrangement or a fixed 
price arrangement.  In either case we will track cost performance against the estimate. 
(1) Fixed price estimates will be billed at the agreed upon fixed price 
(2) Time and material estimates will be billed at actual costs not to exceed 10% of the 

original estimate 
D. Small Projects  

1. Another one of the key services provided to the Units by the Zone Trades Crews and Central 
Shops is small project execution.   Small projects typically cost less than $50,000 in total and 
are not considered maintenance, such as the addition of an electrical circuit or renovating 
an office 

2. Depending on the size of the job, Units can request small project work by issuing a Service 
Request in Maximo or a Request for Service (RFS) to the Central Shops.  An RFS is typically 
issued for work expected to cost greater than $5,000.00 
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II. RESPONSIBILITES AND ACCOUNTABILITIES 
A. Service Requests:  Work requests can be submitted electronically via the Facilities Services 

website (Priority Level 30 only) or via a phone call to Facilities Customer Service, extension  
5-5322.   
1. There are three priority levels available: 

a) Priority Level 30 – Normally scheduled work:  customer needs a response within one 
week 

b) Priority Level 40 – High priority work:  customer needs a response within one day 
c) Priority Level 50 – Emergency work:  customer needs immediate response 

2. The Unit Facilities Staff responsibilities: 
a) Limit the staff who can issue service requests to the designated facilities professional for 

the affected facility (i.e. Facilities Manager/Coordinator/etc. or backup) 
b) Promptly call in requests for service to allow as much time as possible for the Zone staff 

to plan and deliver the work 
c) Provide a clear scope of work, contact numbers and any other required information 

needed to make the job flow smoothly 
d) Try to use the 30 priority level request as much as possible to allow the work to be 

planned and avoid pulling Zone Staff off of other projects to respond to emergencies.  
Only issuing Priority Level 40 or 50 service requests when truly needed 

e) Don’t change the scope of work once the work crew has mobilized unless required due 
to unforeseen circumstances.  Prior to mobilization inform the Zone staff as soon as 
possible about scope changes 

f) Use the budget estimating process for “go”, “no-go” decisions on small projects. The 
budget estimating process is intended to take an hour or two of Shops time to 
complete.  It is not intended to be a tool for requesting extensive site investigation or 
design work.  

3. The Zone Trade Crews, Central Shops responsibilities: 
a) The Zone Trade Crew Superintendent or Assistant Superintendent will contact Unit Staff 

issuing a Service Request within the time frame defined below by 30, 40, and 50 priority 
levels. 

b) The Zone Trade Crew Superintendent or Assistant Superintendent will review all service 
requests submitted in their zone and engage the Central Shops when needed to 
complete the work, and they will ensure any transfer of work responsibility is clearly 
communicated to Unit Facilities Staff.  The initial and subsequent communications will 
establish work scope, work delivery schedule and cost expectations (when possible) for 
the requested work. 

c) Zone Trade Crews or Central Shops Staff will proactively contact Unit Staff issuing a 
Service Request if work scope, schedule or cost changes from what was originally agreed 
to.  If at all possible this contact should happen prior to executing the work. 

d) Zone Trade Crews or Central Shops Staff will check in and check out with the Unit 
Facilities Staff when they are working in a building for which the Unit Staff person is 
responsible.  They will also promptly communicate with the Unit Facilities Staff if any 
issues arise that impact building occupants or facility operation.  This communication is 
preferably done by cell phone or in person 
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e) The Zone Trade Crew Superintendent or Assistant Superintendent will contact the Unit 
Staff person who issued a service request prior to closing it out to be sure the work is 
satisfactorily completed 

4. EMCS/Shift Mechanic responsibilities: 
a) The EMCS operator will contact the Unit Facility Manager or backup person immediately 

upon receiving a facility alarm (regardless of the time of day) that may impact the 
facility operation in any way.   
(1) The EMCS operator must try all contact numbers for the Unit Facility Manager and 

backup person until verbal contact is reached 
(2) The EMCS operator will review the alarm condition with the Unit Facility Manager 

and determine the best course of action to resolve the issue 
(3) If the EMCS operator cannot reach the Unit Facility Manager or backup person after 

trying all contact numbers, then they must use their best judgment to call in 
necessary resources or deploy the Shift Mechanic to investigate the issue 

b) The EMCS Operator and Shift Mechanic are responsible for conducting a clear turnover 
to the Zone Trades Crew, Central Shops, or Unit Facilities Staff for any issue that cannot 
be resolved on shift   

B. Response Times: 
1. Priority Level 30 (Normally scheduled work):    

a) This work typically consists of corrective maintenance or small projects.  If possible the 
work will be scheduled with other work in the building/complex to gain efficiencies of 
mobilization and execution  

b) The Zone Trade Superintendent, Asst. Superintendent, or Shop Foreman will contact the 
issuer of the work request within one week of receiving the request to review the scope 
of work, schedule and rough magnitude of cost/effort required.  For most work, the 
Shops (Zone or Central) will be able to commit to a work completion date within two 
weeks or sooner from the date of issue of the request 

2. Priority Level 40 (High Priority Work):  
a) This work consists of high priority tasks that cannot wait to be combined or scheduled 

with other work tasks.  Due to the short response time required, Units must submit 
these work requests verbally via Facilities Customer Service, who in turn, will relay this 
request to the appropriate Zone or Shop   

b) The Zone Trade Crew Superintendent or Assistant Superintendent will contact the issuer 
of the work request within one business day of receiving the request to ensure they 
understand the scope of work and agree upon a work schedule 

3. Priority Level 50 (Emergency Work): 
a) This work consists of an emergency that must be addressed immediately (i.e. risk to life 

safety, risk of equipment damage, or loss of money/research).  Due to the short 
response time required, Units must submit these work requests verbally via Facilities 
Customer Service, extension 5-5322, who in turn, will relay this request to the 
appropriate Zone or Shop who will take prompt ownership of the task. 

b) The Zone Trade Crews or Central Shops Staff will contact the issuer of the work 
immediately to ensure the scope of work is clear, and they will dispatch an emergency 
response crew as soon as possible. 
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C. Communication 
1. The FM Zone Shop Crew will be proactive in partnering with the Unit Facilities Staff; will be 

responsive to all requests; and will communicate this Agreement to all key staff within their 
operational areas 

2. The FM Zone Shop Crew has back-up contacts to provide seamless communications to Unit 
Facilities Staff in cases of planned and unplanned absences of primary support team 
members  

3. Contact information for key support providers and back-up contacts: 
 

III. SERVICE AVAILABILITY 
A. The standard hours of operation of Zone Trade Crews or Central Shops Staff are approximately 

7:30 am to 4:00 pm, but will vary 
B. 24/7 Facilities Services response support is provided through Customer Service during normal 

business hours and EMCS at all other times at 5-5322  
 

IV. MEASUREMENT:  Metrics for Maintenance and Small Project Services include: 
A. Preventive Maintenance work order backlog 
B. Service request backlog, tabulated by zone and by trade 
C. Survey results (this qualitative method should be used until more quantitative metrics can be 

established via Maximo – such as response times, etc.) 
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Appendix B 

Maintenance Management Services 

I. MAINTENANCE MANAGEMENT SERVICES:  Maintenance Management administers corrective, 
preventive and planned maintenance on Cornell’s Ithaca campus facilities including building 
envelope, interior finishes, mechanical/electrical/plumbing systems, and other permanent 
equipment and systems in specific academic, research, and support facilities.  The scope of the 
services includes partnering with facilities staff in the colleges and units to: 

 Ensure the health and safety of members of the Cornell Community by complying with 
federal, state and local codes and regulations applicable to facilities 

 Support the overall mission of the institution by maintaining existing facilities and building 
systems 

 Administer a building asset database of building systems and fixed equipment for the 
purpose of budgeting for and planning maintenance projects 

 Promote the public image of the institution by maintaining the architectural style and 
appearance of the campus 

 Minimize life cycle maintenance expenses while optimizing value received on maintenance 
investments 

A. Zone Facilities Management:  Maintenance Management provides staff to fill the Zone 
Facilities Manager (ZFM) role.  This role serves as a resource and partner to unit facilities staff 
on a broad range of facility matters and not just those which use the central maintenance 
appropriation.  
1. The ZFM serves as a resource for the unit facility managers in the zone to maintain spaces in 

a manner consistent with the programs they support and to meet the diverse maintenance 
and facilities project needs in the most efficient, cost effective way by assisting in project 
planning 

2. The ZFM will act as steward of the central maintenance appropriation for the buildings in 
the zone, working to insure it is used to provide the core services for which it is intended, 
that it is used efficiently, and that any discretionary funding is applied consistently and fairly 
across the university  

3. In extraordinary circumstances, the ZFM may need to manage maintenance projects if the 
Project Services Group or the Capital Projects and Planning Group are unable to provide 
that service.  The expectations of the ZFM in a project manager role will be the same as 
outlined in Appendix C for others providing project management services. 

B. Administer Corrective, Preventive, and Planned Maintenance:  While the individual Zone 
Facility Managers are responsible to steward the maintenance allocation for the buildings in 
each zone; collectively, they must plan, direct and manage the overall maintenance allocation 
in close collaboration with the Unit facilities staff 
1. The funding should be totally spent but not overspent each fiscal year.  The funding for 

corrective, preventive, and planned maintenance is fungible.  In general, preventive 
maintenance provides the best value, but preventive maintenance plans must be 
periodically reviewed to eliminate efforts that do not return value.  In the effort to not 
overspend, corrective maintenance efforts may be curtailed to address the following in 
order: 
a. Life safety 
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b. Intellectual property, including research support 
c. Facilities degradation 
d. Convenience and aesthetics 

2. Maintenance Management will track and report costs for corrective, preventive, and 
planned maintenance in facilities for which they receive a centrally funded maintenance 
allocation.  Additionally, Maintenance Management will track and report costs for other 
facilities, providing the cost data is available and accessible.  Cost reporting will be reported 
via the Facilities Services web page 

3. The baseline maintenance levels are essentially determined by available funding.   
a. The prioritization process for endowed and contract colleges planned maintenance is 

conducted using a risk analysis based on the likelihood of failure and impact of the issue 
on the mission of the unit or the university  

b. Funding for extraordinary maintenance needs will be requested through the university’s 
capital planning effort   

4. All facilities are covered by property insurance.  Maintenance Management will seek to 
recover the cost of floods and fires from Risk Management and Insurance 

C. Facilities Needs Assessments:  Maintenance Management will administer a system to track 
maintenance needs for each facility.  The system will include data collection from annual 
assessments and any other sources that are available and accessible.  The current system is the 
Facilities Physical Needs Management System (FPNMS): 
1. Maintenance Management will provide annual assessments of all facilities located in 

Tompkins County 
2. FPNMS will be the data of record for all of Facilities’ condition deficiencies that are to be 

considered for correction by the annual central maintenance allocation. For this procedure 
to be successful, all known deficiencies (and associated corrective action(s)) in the Endowed 
facilities must be entered in FPNMS with the appropriate likelihood, impact and program 
impact scores 

3. FPNMS will be the data of record for reporting the level of deferred maintenance for all 
facilities in New York State with the exception of the Weill Cornell Medical College 

D. ADA compliance coordination 
1. Maintenance Management will staff a position responsible for coordinating the university’s 

efforts to address physical accessibility.  This position will partner with Human Resources 
and Student Disability Services to develop a strategic plan to provide an accessible, usable, 
and welcoming environment for faculty, staff, students and visitors with disabilities 

2. In addition, this position will serve as a resource for campus partners in the access 
implications of their projects and initiatives to assure compliance with the projects 
themselves and with considerations of the construction that may impact accessibility 
 

II. RESPONSIBILITIES and ACCOUNTABILITIES 
A. Zone Facilities Management: 

1. The ZFM will work closely with the Unit facilities staff in their zones to: 
a. Ensure quality and consistency of services provided by central facilities 
b. Develop and prioritize maintenance capital plans 
c. Coordinate the maintenance capital plan with other facilities projects that may offer 

opportunities for collaboration, coordination, or economies of scale 
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2. The ZFM will work closely with the Zone Assistant Superintendent for Preventive 
Maintenance and Unit facilities staff to: 
a. Continually assess the PM program within the zone to ensure the best value is being 

delivered while minimizing equipment downtime or negatively impacting the missions 
of the Units or the University 

b. Continually evaluate new means and methods to improve PM efficiency such as 
Predictive Maintenance (PdM).  PdM technology uses some proven testing method, 
such as thermography or vibration monitoring to trend equipment performance and 
"predict" when certain preventive maintenance activity should be performed, thereby 
heading off a potential failure 

B. Administer Corrective, Preventive, and Planned Maintenance:  Maintenance Management will 
advocate for appropriate maintenance funding levels via annual updates to the Building & 
Properties Committee of the Board of Trustees using data for all facilities in New York State 
with the exception of the Weill Cornell Medical College. 

C. ADA compliance coordination: 
1. Maintenance Management will assess and prioritize physical accessibility needs, and 

communicate the progress of initiatives planned and underway to improve access. 
2. Maintenance Management will request funding for campus-wide accessibility initiatives to 

address physical accessibility and implement projects aimed at increasing accessibility 
across campus.  These projects include exterior path of travel improvements and interior 
projects. 
 

III. MEASUREMENT 
A. Percentage of Facilities Reviews completed  
B. Thoroughness/Accuracy of Maintenance database (per audit) 
C. Percent of Maintenance Allocation Spent 
D. Ratio of Planned/Corrective/Preventive Maintenance (per capital plan) 
E. Surveys – include in Facilities Management survey 
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Appendix C 

Project Management Services 

I. PROJECT MANAGEMENT & CONTRACTING SERVICES:  The Capital Projects & Planning Group, the 
Project Services Group, the Contract Colleges Facilities Office, Facilities Engineering and the 
Facilities Contracts Office provide means, methods, and management for initiating and completing 
projects of various sizes for Units within each Campus Zone.  Additionally, some campus units have 
their own staff that provides project management services for smaller scale projects within their 
units. This agreement pertains to the following services provided by the Service Provider to the 
Service Recipient. 

A. Project Services Group:  The Project Services Group offers a broad range of services from 
project conception to completion on projects up to $2 million.  This group will begin 
interaction with their customer via an assessment meeting which will be used to help define 
the scope, schedule, and budget requirements.  This initial assessment is free of charge with 
follow up work provided on a fee basis. 
1. Project Intake, Assessment, and Assignment - Assist the campus community with 

identifying options available to them relative to project assignment and delivery 
methods to ensure a successful project  

2. Project Management Services - Comprehensive project delivery services including 
management of the planning, design, and construction of projects from conception to 
completion. Project delivery and management are tailored to project requirement and 
size. 

3. Construction Management Services - Manage the competitive procurement and 
delivery of construction services for project managers in other units and departments. 
The procurement method employed is project dependent and includes such options as 
less than $50K self bid, lump sum, sole source, and General Contracting services with 
multiple prime contracts 

4. Job Order Contracting - Facilitate and manage the Job Order Contracting (JOC) process.  
This method is the preferred delivery mechanism for small construction and 
replacement in kind projects 

B. Project Management (for fee service provided by the Capital Projects and Planning 
group):  The Project Management team is responsible for providing a single point of contact 
for its clients in the development of project requirements, needs, budget and schedules for 
larger scale projects.  They are responsible to their clients for delivering programmatically 
sound projects within budget and on schedule, including:  
1. Work with client departments to help them define their program for renovation and 

new construction projects 
2. Serve as a single point of contact for management of architects and engineers in the 

programming and design of building projects 
3. Work with clients and others at the university to develop and lead processes for both 

Cornell and municipal project review and approvals 
4. Work with building inspectors, fire department officials, and others to insure projects 

meet code requirements 
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5. Engage university stakeholders such as Facilities Management, Facilities Engineering, 
Energy and Sustainability, and Environmental Health and Safety in the design of building 
projects 

6. Develop, manage, and communicate project budgets and schedules through the lifetime 
of the project. When our client's medium and large projects create smaller projects we 
are available to manage them from program development through completion 

7. Perform construction management for some of projects. Construction of our larger 
projects is generally managed by the Capital Projects and Planning Construction 
Management section and they will work closely with them to ensure successful project 
delivery 

C. Facilities Engineering:  Facilities Engineering has stewardship responsibility for engineered 
systems on campus which is an allocated function.  Other services such as project 
management and design are services for fee 
Allocated functions – no service fee 
1. Project Scoping – Facilities Engineering will meet with campus partners to scope a new 

project as an allocated service.  This very limited effort is intended to help our facility 
partners determine the scale of their project.  Often a project triggers the need for 
infrastructure changes or involves code required updates which is not obvious.  We can 
help uncover those needs 

2. Design Review – As a steward of engineered systems on campus FE has an obligation to 
oversee the design of engineered systems.  As an allocated function FE staff reviews 
documents prepared by outside designers to ensure these designs are consistent with 
Cornell Design and Construction standards.  As part of this review as are advocates for 
maintenance and sustainability for work that will be installed on campus   

Enterprise functions – fee charged 
3. Project Management Services – The project managers of Facilities Engineering can 

provide complete management services for projects of all values that upgrade or impact 
engineered systems such as electrical, mechanical, utility, fire alarms and other systems.  
The FE staff also provides expertise with environmental remediation, LEED certification, 
local approvals and energy conservation projects.  Small building renovations are 
managed by FE, particularly if they involve extensive alteration of building systems or as 
part of a combined design and project management service effort.  For larger projects 
we generally engage an outside design consultant to leverage our project management 
capacity. 

4. Design Services – FE is the only group in Facilities Engineering that offers professional 
design services.  Architectural, Mechanical, Electrical, Civil and Environmental design 
services are offered for a fee on single discipline projects or coordinated multidiscipline 
projects.  On small renovations design is often combined with project management 
services when it is efficient to deliver a project in that manner.  Construction documents 
are prepared for in-house construction, bidding to external contractors or for the JOC 
program 

D. Construction Management (for fee service provided by the Capital Projects and Planning 
group): The Construction Management team’s mission is to deliver the university’s larger 
capital construction projects to the highest quality, on time and under budget, which 
include the following services: 
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1. Construction management of capital projects on campus, including construction quality 
assurance, quality control, and advice to our university clients 

2. Leadership and strategies for the process of contractor selection for pre-construction 
and construction activities 

3. Drawing review for constructability and compliance with university standards 
4. Act as liaison between the construction contractor and the greater Cornell community 
5. Provide a single voice for the university in management of contractors 
6. Monitor the construction schedule and ensure the contractor’s labor force and 

resources are adequate to maintain this schedule 
7. Assure contractor compliance with contract documents and conformity to industry 

standards 
8. Serve as client interface between IT, Communication and Security Access systems 

E. Contract College Facilities Office:  The Contract College Facilities Office provides project 
management services for projects on state-owned buildings, greenhouses and grounds on 
the Ithaca campus and throughout the state.  The project management services of this 
office include: 
1. Document required CU, SUCF** and municipal approvals. (**SUCF is the State 

University Construction Fund. This agency manages the design and construction of many 
state funded projects for SUNY facilities including the Contract Colleges at Cornell.) 

2.  Manage campus capital projects 
3.  Facilitate SUCF managed projects 
4.  Partner with Contract Colleges Facility staff 

a) College of Agriculture and Life Sciences (CALS) 
b) College of Human Ecology(CHE) 
c) School of Industrial and Labor Relations (ILR) 
d) College of Veterinary Medicine (CVM) 

5. Construction management of capital projects on campus, including construction quality 
assurance, quality control, and advice to our university clients 

F. Contract Services – the Facilities Contracts office provides the following services: 
1. Invoice receipt and auditing 
2. Preparation of contracts for services which require the use of labor (i.e. - contractors, 

architects, consultants, etc.) outside the University. These services typically include 
contracts for architectural/engineering design, consulting services, testing services, 
renovations, and construction services for both capital and non-capital projects. 

3. Preparation of Trustee reports including the input of newly approved projects, collection 
of updated status reports, and coordination of reports for submission to the Vice 
President's Office 

4. Walk-in advisory services to resolve problems regarding the capital contract process 
5. Assistance to departments that engage in "Self-Pricing" of construction projects 
6. Legal liaison for division operations to the University Legal Counsel with respect to 

contractual matters (i.e. - liability issues, lawsuits, etc.) 
7. Management of bid process for asbestos, renovation and construction projects 
8. Maintenance of contractual audit files 
9. Contractor prequalification 
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II. RESPONSIBILITIES and ACCOUNTABILITIES 
A. Project Management: 

1. The Project Manager (regardless of unit or department affiliation) is responsible to the 
customer to serve as their advocate in the successful completion of assigned projects 
while focusing on keeping the project within scope, on schedule and on budget.  The 
Project Manager must: 
a) Complete and maintain the Cornell Project Management Certification 
b) Follow Cornell’s Project Manager’s Guide 
c) Ensure the proper permits are obtained and that building codes are followed 
d) Enforce Cornell Design & Construction Standards 
e) Supply project documents to the Facilities Information Group in accordance with 

university archiving standards [ http://fe.fs.cornell.edu/fig/archives/faq.cfm ] 
f) Involve the appropriate stakeholders for continuing O&M (e.g. Building Care, 

Grounds, Zone Trade Crews, ZFM, etc.) 
g) Manage consultants and contractors hired for their projects 
h) Provide monthly reports to stakeholders regarding the project schedule and budget 

2. The Unit Representative is responsible to the Project Manager for: 
a) Clearly defining the scope and objectives of the project in sufficient detail to 

minimize change orders that can lead to budget or schedule overruns 
b) Providing a single point of contact with the unit level organization to ensure that 

decisions and directives are provided in a timely manner to support the overall 
project schedule 

3. Project Managers from both Facilities Services and the Units are responsible for 
obtaining the proper certification and continuing education requirements as well as 
following Cornell’s Project Manager’s Guide 

B. Construction Management: 
1. The Construction Manager is responsible to the Unit Representative and the Project 

Manager to serve as their advocate in the successful and effective execution of the 
general construction contract as well as any secondary contracts.  They must ensure the 
highest standards of quality and advocate for the Unit Facilities Representative and 
University in resolving any issues that arise  

2. The Unit Representative is responsible to the Construction Manager for providing timely 
and accurate responses to construction-related questions 

 
C. Contract Services: 

1. The Facilities Contracts Office is responsible to the Unit Representative for providing a 
clear means of obtaining contracted services while protecting both the Unit’s and the 
University’s legal and financial interests   

2. The Unit Facilities Representative is responsible to the Contracts Office for adhering to 
all policies and procedures related to initiating and executing contracts 

3. Only certified Project Managers will be allowed to initiate/approve contracts 
D. Policies and Procedures:  Facilities Project Management, Construction Management, 

Contract Services, and Unit Facilities Representatives will adhere to university policies and 
procedures at all times 

E. Communication 

http://fe.fs.cornell.edu/fig/archives/faq.cfm
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1. The Project Manager and/or Construction Manager will be proactive in partnering with 
the Facilities Unit Representative, be responsive to all requests, and will communicate 
this Agreement to all key staff within their operational areas 

2. The Project Manager and/or Construction Manager must have back-up contacts to 
provide seamless communications to Facilities Unit Representative in cases of planned 
and unplanned absences of primary support team members  
 

III. PERIODIC REVIEW 
A. The Project Manager and/or Construction Manager will establish periodic meetings with the 

Unit Facilities Representatives to collaboratively discuss service performance, communicate 
updates or changes, particularly related to matters affecting project scope, schedule, 
budget or final function.  The periodicity of these meetings will vary depending on the 
phase and complexity of the project 

B. At conclusion of the project, the leadership of the Project Management and Construction 
Management teams will conduct a final review meeting with the Unit Facilities 
Representatives to review the project metrics and customer satisfaction results.  The 
meeting attendees will vary depending on whether the project was managed by the Office 
of Capital Projects & Planning, the Project Services Group, Contract Colleges Facilities, or 
one of the college units 
 

IV. MEASUREMENT 
A. Project Success Measures 

1. Project completed on schedule 
2. Project completed within budget 
3. Ratio of Change Orders ($ value) to total contract value  
4. Survey Results – Customer Satisfaction 
5. Compliance with University Policies 

B. Contracts Services Success Measures 
1. Contract Turn-around time  
2. Survey Results – Customer Satisfaction  
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Appendix D 

Building Care Services 

I. BUILDING CARE SERVICES:  The Department of Building Care supports Cornell's academic, 
research, and public service mission by providing quality and cost effective custodial maintenance 
services in all academic, athletic, residential, administrative, and research facilities. The department 
strives to maintain a clean, attractive, healthy, and safe environment for all faculty, staff, and 
students. This agreement pertains to the following services provided by the Department of Building 
Care to the Unit Facilities. 
A. Base Level Cleaning Scope and Frequency 

1. Restrooms and Locker Rooms: Daily cleaning and disinfecting 

2. Public Areas: (high profile areas) 

a) (Corridors, classrooms, libraries, lobbies, public offices, foyers, public elevators and 

stairs) 

b) Daily cleaning of hard floor surfaces and carpeting 

c) Daily disinfecting of water fountains, cleaning of entry glass & classroom chalk/white 

boards 

d) Weekly dusting and spot cleaning 

e) Daily trash removal; recycling as needed 

3. Research & Teaching Labs: 

a) Bi-weekly wet mopping 

b) Weekly dust and spot mopping 

c) Trash checked daily, picked up as needed (following Departmental lab safety protocol) 

4. Private Offices: 

a) Trash and recycling checked daily and removed as needed 

b) Monthly complete cleaning, including dusting, mopping and vacuuming 

5. Service Areas: 

a) (Service elevators, secondary stairwells, loading docks, shops): Limited maintenance  

6. Exterior Maintenance & Entrances: 

a) Maintain smoker’s outposts adjacent to building entrances 

b) Policing immediate area around building entrances.  The “immediate area” varies by 

location but must seamlessly join up with services provided by the Grounds Department 

(i.e. snow removal, trash removal, etc.). 

7. Other Services: 

a) Provide re-lamping of fixtures that can be serviced with an 8’ or less step ladder 

b) Provide monthly testing of exit signs and exit lighting. Provide support assistance to 

ensure monthly testing is performed and that the appropriate tickets are placed with 

Customer Service for any work to correct any emergency light issues 

8. Winter Operations: 
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a) Building Care employees shovel snow and apply salt/grit at building specific entrances, 

steps and handicapped ramps. This process is accomplished in conjunction with 

Ground’s staff that use mechanized equipment and hand labor in this process.  Snow 

shoveling and ice mitigation remains a priority for Building Care.  

b) During periods of inclement weather, interior custodial services will be reduced 

accordingly. (All cleaning frequencies described are subject to change due to inclement 

weather or campus emergencies.) 

9. Support for Special Events:  

a) All special events outside of normal daily operations should involve the services for 

Building Care custodial coverage. These services, set up on a RFS or (service request), 

will be required especially during significant special events, and afterwards, for clean-up 

following the event. This requirement is to return the facility to a clean and presentable 

status for regular academic business in the facility. In some situations, the custodial 

event coverage will need to also happen prior to the event to ensure that the facility is 

clean in preparation for the event. 

b) Facilities Representatives and Building Coordinators are responsible for coordinating 

and ensuring that the custodial coverage for all events is built into the cost of events for 

their buildings. They are responsible for working directly with their Building Care 

custodial manager in arranging for the event coverage and for initiating a “service 

request”.  Building Care respectfully requests a two-week advanced notice be given for 

the event coverage. 

B. Additional Services:  Cleaning Services that exceed the base level provided are available on a 

“for fee” basis. 

1. Services specifically excluded:  

a) Move or dust items on desks, bookcases, window sills, cabinets, etc. 

b) Remove power heads from shredders 

c) Supply or restock any hand towels or soap, except in restrooms 

d) Change lamps in fume hoods, unsafe areas, personal desk lamps or fixtures over 

eight (8) feet high 

e) Clean or dispose of computers, or any other office equipment 

f) Care for plants 

g) Clean kitchen appliances, counters or sinks 

h) Move furniture  

i) Clean vending machines  

j) Pick-up hazardous lab waste, lab glass, autoclaved material or clean lab workstations 

k) Break down cardboard boxes 

 

II. RESPONSIBILITIES and ACCOUNTABILITIES 

A. Building Care will clean to the following APPA cleanliness standards: 

1. Public Restrooms level “1” 
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2. Public Spaces such as main corridors and public offices level “2” 

3. Classrooms and labs level “2” 

4. Private offices and stairways level “3” 

B. Each Zone to be responsible for supervising student events that create additional trash to 

assure the students complete a post event clean up or a ticket can be issued for services to 

be provided by Building Care 

C. Each Zone is responsible for notifying Building Care sufficiently ahead (at least 10 days) of 

large events requiring additional Building Care services.  An example of large events would 

be athletic events and student gatherings that create additional trash collection, restroom, 

and other cleaning needs 

D. All special events outside of normal daily operations require the services of Building Care 

custodial coverage.  These services, set up on a RFS or (service request), will be required 

during the special event, and afterwards, for clean-up following the event 

 

III. POLICIES AND PROCEDURES 

A. Building Care will adhere to university policies and procedures at all times. All custodial 
maintenance/cleaning products are EH&S approved.  Green Seal products are used 
wherever feasible across the Cornell campus. 

B. IMPORTANT: To maintain security, all Building Care employees are PROHIBITED from 
unlocking doors for users, guests, or trades people. Trades people are required to obtain 
keys from FS Customer Service to gain authorized access to all Cornell facilities. 

C. Communication 

 Building Care will be proactive in partnering with the Zones, be responsive to all 
requests, and will communicate this Agreement to all key staff within their operational 
areas 

 Building Care has back-up contacts to provide seamless communications to Zones in 
cases of planned and unplanned absences of primary support team members 

 Contact information for key support providers and back-up contacts: 
 

 

 
 
 
 
 
 
 
 

IV. SERVICE AVAILABILITY 
The standard hours of operation of Building Care are: Day shift 5:00am-1:30pm; Evening shifts 

2:30pm-11:00pm and 5:30pm-2:00am; Night shift 11:00pm-7:30am. In case of afterhours 

emergencies, contact Customer Service 255-5322.  An emergency is defined as “the occurrence 

of an unanticipated and sudden situation that is life threatening, catastrophic in nature, or 

Name Position Email Phone 

Rob Osborn Director RCO3@cornell.edu 255-1300 

Rick Jordan  Associate Director, 
Endowed 
Operations 

FWJ1@cornell.edu 255-1473 

Steve Keating Associate Director, 
Contract College 
Operations 

SDK11@cornell.edu 255-1472 
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involves pressing necessity for immediate repairs, reconstruction, or maintenance in order to 

permit the safe continuation of a necessary use or function, or to protect the property or the life, 

health, or safety of any person.” If the emergency is classified as a Level 1, 2, or 3 as defined by 

the University’s Emergency Preparedness Plan, those procedures will supersede BSC standard 

procedures. 

 

V. MEASUREMENT 
A. Annual cost of custodial care per gross square foot, broken out by: 

1. Endowed & Contract facilities 
2. Labor & Materials   

B. Annual customer service satisfaction survey  
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Appendix E 

Grounds Department Services 

I. GROUNDS DEPARTMENT SERVICES:  The Grounds Department provides quality services, consistent 

with responsible fiscal and environmental stewardship, to support the landscape maintenance and 

landscape construction needs of the Cornell Community.  Since the condition and appearance of 

the campus grounds affects the image of the University, the Grounds Department is solely 

responsible for balancing the standards of University Grounds care and managing the available 

resources to accomplish that work. 

A. Snow Removal: Remove snow from all sidewalks, roads, parking lots, ramps, and steps unless 

the area is specifically identified as having no winter maintenance.  Snow removal activities can 

happen at any time with the intent of providing safe vehicular and pedestrian traffic flow 

utilized for the common good during normal business/teaching hours.  The intent is to move 

the masses safely to their destinations.  Grounds will apply salt/grit as needed.  In general, 

Building Care removes snow from building specific entrances out to a point where Grounds can 

remove the snow mechanically, but this will vary based on specific locations. 

1. We recognize the above guidelines do not provide clarity to all parts of campus and ask that 

you work with your Custodial Manager in the event a sidewalk or stair adjacent to your 

building is not being covered by Building Care or Grounds staff.  Please contact Customer 

Service (5-5322) to report unsafe/slippery conditions anywhere on campus. 

2. High priority snow removal essential service locations:  All roadways, CU Police, Gannett 

Health Services, Environmental Health and Safety, Vet Medical Hospital, student housing 

and dining facilities, specified service docks, or through special requests/notification.  

3. The map in the following web link shows areas with no (or limited) winter maintenance:  

Grounds Department Winter Maintenance Map 

4. Note:  Risk Management has the sole responsibility of approving what areas may have 

winter maintenance discontinued. 

5. Snow removal for events and activities that occur outside of the normal business/teaching 

hours may require additional funding for services provided.  Please call the Grounds Dept. 

at 254-1661 with requests and scheduling.  Afterhours, weekends or holidays call Customer 

Service at 255-5322. 

B. Turf Management: Periodic mowing to maintain a grass height of less than 4 inches.  Minimal 

fertilization and weed control utilizing IPM (Integrated Pest Management) guidelines.  Irrigation 

is managed by Grounds in select Gardens and Lawn areas on Campus where specialized or long 

term hydration is necessary. Turf maintenance guidelines (seed selection, top dressing, 

aeration, scarification) dovetail with our own University Horticultural professional guidelines 

(ex. CALS, NYSTA).  

C. Tree & Shrub Care: Please note that the Grounds Department has two fully certified Arborists 

on hand (ISA).  Pruning of trees and shrubs (in need) annually to preserve structural aesthetics 

http://fm.fs.cornell.edu/file/Winter_Sidewalk_Trail_Closures_12_12.pdf
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and to renovate or remove any dead or unsafe branches.  Trees deemed unsafe (for a variety of 

reasons) are removed in their entirety and replaced with like varieties or species more suitable 

for the site. Building specific tree care (roof clearance, etc.) is done per work order request. 

Application of bark mulch is done annually, as necessary.  Replacement of shrubs and trees in 

some cases is funded through various specific Donor Accounts (managed by Grounds) as well as 

appropriated funding. Replacement is based on aesthetics, functionality, and funding. 

D. Flower Bed Care: Periodic weeding, watering, fertilization and season appropriate cycling of 

plants (bulbs, annuals, and mums).  Customer requested/building specific planters and 

plantings are funded via work order from the customer.   

E. Litter Removal: Weekly litter removal from lawns and paved surfaces that would not be 

considered building specific.  Weekly service of 170 exterior landfill and recycle containers that 

are not located at building entrances. Smoking outposts/stations are typically not maintained 

by Grounds. Litter removal from naturalized areas as needed.  

F. Student, Faculty, and Athletic support: Grounds supports exterior student, faculty, and athletic 

activities campus wide. Some examples: Commencement, Reunion, Dormitory move in/out, 

UUP associated student projects ranging from art displays to awareness events, concerts, slope 

day, student volunteer groups, CALS Horticulture projects and Athletic events.  

G. Ivy Control:  Handled on a case by case basis but generally at the request of the Zone Facility 

Manager.  Removal of ivy from buildings when it becomes problematic to the structure, 

windows, building signage, and or the function of facility mechanisms (air intakes, AC) 

H. Naturalized Areas:  The landscape in these areas (follow this web link: Grounds Department 

Mowing Map) has been designed to increase environmental benefits and to reflect the 

university’s campus-wide sustainability goals.  By utilizing the correct plants, soil improvements 

and mulches, we have been able to greatly reduce the need for irrigation, fertilization, pest 

control and mowing.  The result: an attractive landscape with fewer of our precious resources 

needed for its maintenance.   

I. Emergency Response Services: 24 hour response for sewer backups, water breaks, winter snow 

and de-icing, environmental spills, barricade deployment, tree and storm damage.   

J. Construction Services:  These jobs are normally our Enterprise or Billable side of our operation 

and not part of the base level of service. 

1. Utility Support: 

a) Water breaks 

b) Sewer backups 

c) Catch basin cleaning and repair 

d) Drain line cleaning and repair 

e) Water and Sewer  line installations 

f) Retention/sediment pond cleaning and repair 

2. All Shops and Trade Zone Support: 
a) Excavation and Heavy Equipment support 

b) Repairs and Corrective maintenance 

http://fm.fs.cornell.edu/file/Mowing_Maps%201_12.pdf
http://fm.fs.cornell.edu/file/Mowing_Maps%201_12.pdf
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c) Labor 

3. Landscape Construction & Installation: 

a) Retaining walls and walkways 

b) Project Management 

c) Contractor support and site inspections 

d) Landscape and Turf repair  

e) New Landscape installations that are within character of the surrounding environment 

4. Pavement: sidewalk, roadway and parking lot repair and installations: 

a) Bollards and Guardrails  

b) Ramps and Curbing 

c) Fencing and signs 

d) Potholes and resurfacing 

e) New installs 

II. RESPONSIBILITES AND ACCOUNTABILITIES  
A. Unit facilities organizations: 

1. Review all exterior furnishings or proposed landscape changes with the Campus Planning 

Office prior to purchasing and installation.  This review will help ensure consistency of 

design and function across campus.   

2. Provide a clear scope of work for any service requests entered into Maximo via Facilities 

Customer Service or the FS web site. 

3. Contact the Grounds Director promptly to discuss concerns with any service issues.  If 

problems are not resolved satisfactorily, the issue should be raised to the Director of 

Facilities Management.   

B. FS Grounds department 

1. Partner with Units to provide the Campus-Wide level of service as outlined in section I.  Be 

responsive to all requests and foster relationships. 

2. Provide prompt and clear communication to affected Units and Zone Trades Crews related 

to Grounds Department service issues in that zone. 

3. Participate in unit emergency planning process. 

 

III. SERVICE AVAILABILITY 

A. Grounds services are subject to Emergency requests and are Weather dependent.  For example: 

campus-wide snow removal or a water line break would take priority over unit requested 

services.  The Grounds Department’s office hours are from 7:00 am to 3:30pm Monday through 

Thursday, Friday 7:00am to 2:30pm.  In case of an after-hours or holiday emergency, contact 

Facilities Customer Service at 255-5322. 

 

IV. METRICS 

A. Results of the annual customer satisfaction survey  
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Appendix F 

Zone Organizational Structures 

Zone 1 
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Zone 2 
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Zone 3 
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Zone 4 
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Appendix G 

Facilities Services Zone Roles & Responsibilities 

Roles Key Responsibilities

Reporting 

Relationships

University Title 

and Band
•Serve as strategic partner to assigned zone, 

key stakeholder, and FS 

•Direct Report to 

FS VP

•Serve as key resource for Unit Facilities 

Director of the zone by providing advice and 

guidance on facilities related matters

•Represent and advocate the zone needs to 

the VP FS, FS Leadership team, the CPG, Sr. 

Administration, and B&P Trustee Board

•Support Unit in developing the capital plan 

and ensure projects are delivered in 

accordance with the Cornell approval process

•Oversee facilities work in support of Cornell 

stewardship including life cycle cost decisions, 

CU design standards, and NY Building Code

•Serve as key resource for Zone Unit 

Facilities Manager/Director.  Provide advice 

and guidance on facilities related matters 

•Direct Report to 

Dir. Maint. Mgmt.

•Manage maintenance activities for the zone, 

including life cycle replacement planning, 

preventative maintenance scheduling, 

systems upgrades and annual upkeep 

•Accountable to 

Campus Manager

•Oversee facilities work in support of Cornell 

stewardship including life cycle cost decisions, 

CU design standards and NY Building Code

•Partnership with 

UFD & UF/BR

•Assist the Zone Facilities Manager in 

managing and planning the maintenance 

needs for assigned zone facilities

•Direct Report to 

Dir. Maint Mgmt.

•Assist the Zone Facility Manager, building 

users, Contract College Facilities, and the 

College Facilities Directors in a shared 

decision-making process, to prioritize 

identified maintenance projects 

•Accountable to 

ZFM, CM & UFD

•Oversee facilities work in support of Cornell 

stewardship including life cycle cost decisions, 

CU design standards and NY Building Code

Campus 

Managers 

(CM)

•Director 

Facilities III, 

Band I

Zone 

Facilities 

Manager 

(ZFM)

•Facilities 

Manager II, 

Band G

Associate 

Zone 

Facilities 

Manager 

(AZFM)

•Facilities 

Manager II, 

Band G or 

Facilities 

Manager I, 

Band F

•Partnership with 

ZFM, UFD & Unit 

Admin. Head 

(dotted line 

accountability to 

Unit Admin. Head)
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Roles Key Responsibilities

Reporting 

Relationships

University Title 

and Band
•Collaborate with Campus Manager on unit 

facilities strategic planning

•Direct Report to 

Unit Admin. Head

•Lead unit level emergency planning efforts 

and interface with university officials, 

departments, contractors, and regulatory 

officials on issues pertaining to the unit’s 

physical facilities, emergency planning, 

safety, health, and environmental compliance 

•Accountable to 

FS VP (dotted line 

reporting)

•Ensure facilities work is done in accordance 

with the Cornell approval process, and all 

applicable building codes

•Partnership with 

ZS, ZFM, CM

•Receive and evaluate need for appropriate 

maintenance action for routine and 

emergency facility maintenance issues

•Direct Report to 

UFD or Unit 

Admin. Head

•Provide support and interface with building 

users about proper operations of the 

building’s equipment and structure

•Accountable to 

ZFM & ZS

•Promote accomplishment of facilities work 

in accordance with the Cornell approval 

process, and all applicable building codes

•Partnership with 

ZAS

Unit Facilities 

Director (UFD)

•Facilities 

Manager II, 

Band G or 

Director 

Facilities, Band 

H 

Unit Facilities/ 

Building 

Represent-ative 

(UF/BR)

•Building 

Coordinator II, 

Band B or 

Building 

Coordinator 

III, Band C or 

Facilities 

Coordinator I, 

Band D or 

Facilities 

Coordinator II, 

Band E or 

Supervisor 

Facilities II, 

Band F or 

Manager 

Facilities I, 
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Roles Key Responsibilities
Reporting 

Relationships

University Title 

and Band

•Direct report 

to Senior 

Director of 

Contract 

College 

Facilities or 

Director of 

Project 

Management 

or Director of 

Construction 

Management

•Accountable 

to FS VP

•Typical Projects Range From $2M - $5M and 

over with High Risk Associated

•Direct 

Report to 

supervisor in 

central or unit 

facilities 

•Lead project team in the execution of Cornell’s 

largest, most complicated projects.  Provide 

project management services on unusually 

challenging or large projects, manage major 

client relationships and specialized area of 

expertise that may require licensure or 

certification

•If in unit, 

partnership 

with central 

facilities staff

•Accountable 

to FS VP

•Typical Projects Range From $2M - $5M and 

over with Mid to High Risk Associated

•Direct 

Report to 

supervisor in 

central or unit 

facilities 

•Lead project teams independently in the 

execution of mid-size to large or complicated 

projects.  Work with other manager of projects 

and University and/or project stakeholders

•If in unit, 

partnership 

with central 

facilities staff

•Accountable 

to FS VP

•Director 

Projects 

•Establish and lead project teams.  Supervise 

project professionals, including project 

coordinators and managers as well as outside 

consultants

•Director 

Projects, Band 

H

•Manager 

Projects 

II

•Manager 

Projects II, 

Band H

•Manager 

Projects I

•Manager 

Projects I, 

Band G
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Roles Key Responsibilities
Reporting 

Relationships

University Title 

and Band

•Typical Projects Range From $250,000 - $2M 

with Mid Level Risk Associated

•Direct 

Report to 

supervisor in 

central or unit 

facilities 

•Lead project teams independently in the 

execution of small to mid-size projects

•If in unit, 

partnership 

with central 

facilities staff

•Accountable 

to FS VP

•Typical Projects Range Up To $250,000 with 

Low Risk Associated

•Direct 

Report to 

supervisor in 

central or unit 

facilities 

•Advise and assist with coordinating project 

construction activities

•If in unit, 

partnership 

with central 

facilities staff

•Accountable 

to FS VP

•Typical Projects Range Up To $50,000 with Low 

Risk Associated

•Direct 

Report to 

supervisor in 

central or unit 

facilities 

•Coordinate activities with assigned projects and 

related administrative office duties

•If in unit, 

partnership 

with central 

facilities staff

•Accountable 

to FS VP

•Coordinator 

Projects II

•Coordinator 

Projects II, 

Band E

•Coordinator 

Projects I

•Coordinator 

Projects I, 

Band D

•Coordinator 

Projects III

•Coordinator 

Projects III, 

Band F
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Appendix Three 
Interdepartmental Fee Guidelines 

 
I. Purpose 

 To provide guidelines for requesting, reviewing and notifying campus of new or revised fees 

charged interdepartmentally across the Ithaca campus. 

 To ensure units can operate within the University environment successfully and provide needed 

goods or services to the campus consistently and fairly. 

 

II. Background 

These guidelines have been developed by the Division of Planning & Budget (DPB) to aid the 

University in tracking changes to interdepartmental fees, and to formalize the creation, review and 

notification of fees levied across university departments.  The guidelines will assist units in making 

budget decisions, and ensure that fees will be recorded in conformance with generally accepted 

accounting practices.  These guidelines are not intended to supplant governance under recharge 

operations and service facilities as found in University Policy 3.10, other than to provide 

notification to the Interdepartmental Fee Committee of changes to those fees. 

III. Rental of University-owned Space – Special Considerations 

A fee may be charged to internal users of university-owned space only if at least one of the 

following conditions exist (Note: These guidelines deal only with the incidental or temporary use 

of space and do not apply in the case of leasing of permanently assigned space; however, the 

guidance does apply to internal fees assessed in leasing transactions.): 

 An admission fee is charged by the renter for the event being held in the space. 

 There are special set-up or take-down requirements or other costs incurred by the principal 

occupant of the space. 

 There is an increase in costs for normal expenses associated with providing the space for 

rental (e.g., carpet cleaning four times a year instead of two times a year). 

 The event will be scheduled after normal University operating hours and requires additional 

staffing for security or support. 

 The event will be hosted by a member outside of the University community (i.e., an entity 

not under the control of a college or department; an alumni group functioning through the 

Office of Alumni Affairs or a college office; a student organization registered with the Office 

of the Dean of Students; or an employee organization). 

 The space may sustain damage as a result of the event. 

(Note: While many of these types of fees exist prior to implementation of the guidelines (Fall 2012), 

the above criteria will be applied to existing fees as they come forward for review.) 
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IV. Unit Requesting/Charging a Fee 

 Submit a written request to Interdepartmental Fee Committee in care of the Division of 

Planning & Budget.  The Dean, Director, Department Head, Associate Provost or 

Associate Vice President, and the Provost or Vice President to whom the unit reports 

must sign before the request is submitted to the Committee.  Requests must be 

submitted by January 15th of each year for the following fiscal year. 

o Provide the Committee with the required schedules, including activities 

description, procedure, new fee and charge rates, if the goods and services 

provided by the unit have materially changed, as well as other information 

sufficient for the Committee to evaluate the fee request.  Note that this may 

require certain follow-up, including a request for more detailed information if 

necessary to make an appropriate review. 

o Obtain accounts information from the appropriate Financial Transaction Center 

for use for interdepartmental activities.  The unit should coordinate their billing 

process with their FTC to ensure billing is processed using appropriate eDocs and 

object codes. 

o Maintain the detailed records listed on the request form for backup. 

 If a new fee or a change to an existing fee is approved, the unit is expected to notify 

users/customers of impending changes by March 1st prior to the start of the new fiscal 

year. 

 If goods or services are no longer provided and a fee is no longer needed, the unit must 
notify the Interdepartmental Fee Committee and close all related accounts to terminate 
the procedure and billing rate. 

 
V. Interdepartmental Fee Committee 

 Review the request and determine if the information provided by requesting unit meets 

required criteria.  The review will ensure the request is complete with required information, the 

costs are identified accurately, the requested fee is fair and consistent, the fee request and 

process follow University policies, and the request has been approved through administrative 

channels.  The Committee may contact the unit to validate the information provided and/or 

request further information, if needed. 

 Annually provide changes to the list of authorized fees and respective charging units to the 

Division of Planning & Budget and individual units charging fees by March 1st, and publish to 

designated Cornell website.  Posting shall include date last reviewed.   

 Committee monitors review dates and notify unit(s) when next review is required. 

 Notify the Cost and Capital Assets Department when a fee is de-authorized to stop processing 

the charges, if necessary. 

 

VI. Forms Processing 
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 The “Rate Request Form” must be submitted by units to the Division of Planning & Budget for 

authorization by the Interdepartmental Fee Committee.  The request includes the following  

information: 

o Name of unit 

o Good or service name, current rate, requested rate 

o Requested effective date 

o Date of last fee change 

o Customers or customer types served (provide 3 to 4 examples of major customers served) 

o Financial information, including revenues, expenses and fund balances for the previous 

two years, the current year projected, and a projection for the year the rate will become 

effective 

o Account number that identifies where these costs are recorded. Fee activity should be 

recorded in distinct accounts where the annual volume exceeds $10,000. 

o Name, phone number, email address and campus address of the unit director and the 

individual preparing the fee request 

o Explanation of the fee and justification for proposed new fee or fee change (see #2 below 

for additional reporting requirements) 

o Cost impact to affected departments – i.e., an analysis of the projected annual costs to 

departments paying the increased fee or new fee 

o Certification and signatures 

 When providing an explanation of the fee and a justification for the proposed new fee or a 

material fee change, the requesting unit must: 

o Explain how the goods or services provided by the unit are consistent with the 

University’s mission 

o Demonstrate that there exists a demand for these particular goods or services by more 

than one department or unit outside the requesting unit’s home division 

o Demonstrate that the goods or services will be provided on a regular and continuing 

basis 

o Explain other fund sources the unit applied for, before considering a new fee or fee 

change (e.g., through the annual budget hearing process) 

 Rates: 

o Rates must be stated in measurable units of goods or services. 

o Rates must be established on a non-profit basis and should not result in cost recovery 

that exceeds service and material expenses over the course of any given fiscal year, 

except for a reasonable operating reserve. Federal guidelines limit accumulated fund 

balance to roughly two months of operating expenses. 

o Rates for goods or services must be charged at the same rate to all interdepartmental 

benefiting units and reflect not more than the full cost of the operation. Tiered pricing 

based on volume is permissible if it does not discriminate against a particular class of 

users. 
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VII. Interdepartmental Fee Committee Members 

Area Represented Length of Term 
Planning & Budget Permanent (Chair) 
Finance Permanent 
University Space Planner Permanent 
Alumni Affairs & Development Permanent 
Central Campus Unit (2 representatives) * Two years – change beginning of even year 
Colleges/Schools (2 representatives)** Two years – change beginning of odd year 
* Fall 2012 – currently SAS and 

Facilities Services 
 

**     Fall 2012 – currently Human Ecology and Arts & Sciences 
 
 
 

VIII. Interdepartmental Fee Form 

a. Rate Request Form, below  
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Cornell University  

Interdepartmental Fee Rate Request 

 
In accordance with the Interdepartmental Fee Guidelines, Ithaca campus units requesting approval to 

charge other campus units fees for goods, services or room rental need to complete this form and 

submit to the Interdepartmental Fee Committee by January 15th so that review can be completed in 

time to inform the budget development cycle for the upcoming fiscal year. All approved fees become 

effective July 1 of the subsequent fiscal year. 

 

Directions for Completing Form:  Respond to the requested information by inserting supporting text after 

each inquiry.  Responses for each inquiry may use additional space as needed, or may be attached.  

Be as complete as possible and provide enough details to assist the Committee in reviewing your 

request.  Ask for assistance if you have questions. 

 

Directions for Request Processing:  Requestor completes the fee request form and submits to 

Department Chair or Director.  Department Chair or Director reviews the request and submits to Dean or 

Vice President or Vice Provost.  Dean/Vice President/Vice Provost approves and signs the fee request 

and submits to the Assistant Vice President, Planning & Budget. 

 
Part I:  Requestor/Department Contact Information 
[Person who should serve as primary contact for Interdepartmental Fee Committee] 
 

Name: Phone:  

Department/Unit; College/Division: Email: 

 

Part II:  Request is for: 

Check one or more below: 

___ New fee or fees 

___ Increase in fee or fees greater than 5% 

 

Check one or more below: 

___ Room rental fee(s) 

___ Goods 

___ Services 

 
Part III:  Purpose of Request 
Briefly describe the need for the fee(s) and the justification for the fee(s). 

 
Part IV:  Fee Request Information 

A. Provide the following details for each fee requested.  Attach a spreadsheet or other 

supporting materials as needed.  Helpful details include: 

i. Good, service or room current rate(s) and requested rate(s) 

ii. Date of last fee change 

iii. Customers or customer types served (provide 3-5 examples of major customers served) 

iv. Financial information, including revenues, expenses and fund balances for fee 

accounts for the previous two years, current year projected, and projection for the year 

the rate(s) will become effective 
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v. Cost impact to affected departments served (i.e., an analysis of the projected costs to 

departments paying the increased fees or new fees) 

 
B. If fee(s) relate to room rental, demonstrate that there exists a demand for these particular 

rooms by more than one department. 

 

Part V:  Supporting Documentation 

 

___ I have attached a functional spreadsheet, organizational chart, and/or other 

documentation to support this request (include floor plan if request relates to room rental fees) 

[If yes, please list briefly here] 

 
Part VI:  Approval of Request 
 

Signature of Dean/Vice President/Vice Provost:  ____________________________________________ 

Printed Name:  ____________________________________ Date of Approval:   _____/_____/_____ 
 

 

Send completed form and all attachments to:  John Adams, Assistant Vice President, 437 Day Hall 

or jca232@cornell.edu.  Call (5-2676) or e-mail with questions. 
 

Part VII:  Interdepartmental Fee Committee Action: 

Received by Committee; Date:  ____ / ____ / ____ 

Disposition: [Date:  ____ / ____ / ____] 

Notes: 

 

mailto:jca232@cornell.edu
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