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PROCESS FOR REQUESTING NEW OR REVISED STUDENT FEES  
CSU SYSTEM 
Executive Order (EO) 1102, entitled “The California State University Fee Policy,” outlines CSU campuses requirements to establish new student fees and increase, decrease or abolish  existing student fees. EO 1102 can be reviewed at the following link:  
http://www.calstate.edu/eo/EO-1102.html 
Delegation of authority to campus presidents and the review process to establish or change fees  are delineated in EO 1102 by the type of student fee, of which there are six. Certain types of  fees (Category II and III) also require review by a campus fee advisory committee with the  committee composition specified as a majority of students and, for Category II fees, also require  a student referendum or alternative consultation. 
EO 1102 specifies accountability in the form of an annual report from the campus to the  Chancellor and from the campus President to the Student Fee Advisory Committee of student  fees except for tuition (Category I fees). The annual report identifies the fee, fee rate, fiscal  year revenue and unspent balance. The EO clearly indicates an expectation that fees are to be  spent in the year the fee is collected. For consideration in formulating a fee proposal, please carefully review the EO for further information. Questions may be directed to the Administrative  Services Manager, Student Affairs and Enrollment Services (contact information at the end). 
Of the six fee types, Category I, consisting of the Tuition Fee for undergraduate, credential,  graduate and doctoral programs, the Non-Resident Fee and the Application Fee, is controlled by the Board of Trustees directly. CSU campuses do not have authority to  request or change these fees. 
Category II – VI Fee Definitions 
Category II fees are those which are required in order to attend CSUMB. CSUMB examples  are: the Associated Students fee, the Student Union fee, the Materials, Services and Facilities  (MSF) fee and the Sports, Recreation and Leisure Activity IRA fee. 
Category III fees are those fees attached to registering for a particular course or lab. Category IV fees are fees for goods or services that a student requests. CSUMB examples are  the Basic Credential Processing Fee and the Transcript Fee. Penalty fees are included; CSUMB  examples are the late administrative charge fee and library fines. 
Category V fees are those established for self-support programs such as Extended Education and  Parking. 
Category VI system-wide voluntary fees, of which there is one: The Student Involvement and Representation Fee.
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CSUMB PROCESS 
Forms 
There are three different forms for proposing new or revised student fees – one for miscellaneous  course and lab fees, a second for miscellaneous course and lab fees when the course has ONLY  been renumbered or renamed, and a third for all other types of student fees. Except for a revision  proposal due to course renumbering or renaming, all others must have a budget worksheet. A  step-by-step process with document identification is outlined below. 
Timelines 
The entire process from proposal of new fees, changes or abolishment of existing fees, through  approval by the President and, in some cases, approval by the Chancellor, may take four months  or longer. (This timeline does not include proposals for Category II fees, which require a  student referendum/alternative consultation.) In order to provide sufficient notice to students and  to allow for implementation of administrative processes, it is recommended that all requests be  made a year in advance of the fall or spring semester for which the fees are to be effective.  All campus-based fees charged to students must be reviewed and authorized prior to  implementation. 
Step-by-Step Process 
Outlined below is the step-by-step process that is required to implement a new or revised campus  student fee (again, excluding Category II fees). 
Miscellaneous Course and Lab Fees (Only) 
Step 1: The requestor must complete the Request for a New or Revised Miscellaneous Course or  Lab Fee and the Proposed Fee Sources and Uses form. Please send the fully approved digital  proposals to the SFAC Co-Chair, Christy Underwood. 
Please note that if a course has a fee already implemented and the course is re-numbered or re complete the form “Request for Revision to a Course or Lab Fee Due To Course Re-Number or  Re-Naming,” and a budget worksheet is not required. This request is appropriate if the only  change is to the course number or name. Any other changes, for example, a change in the  number of units from 4 to 3, requires full review consisting of submission of a Request for a  New or Revised Miscellaneous Course or Lab Fee. 
To guide you in completing the forms, please consult EO 1102, the section titled “Miscellaneous  Course Fee Policy” which specifies allowable costs, calculation of a fee rate, etc. Any questions  or concerns can be addressed to Christy Underwood. 
Step 2: Upon an initial review for completeness, the request will be forwarded to the Vice  President of Administration and Finance (VP A&F) for review of the Proposed Sources and Uses  worksheet. The Executive Order requires one year of actuals and two years of projections of  revenues and expenses, as developed by the campus CFO. The VP A&F is the campus CFO and  will certify review and that the statement of sources and uses is satisfactory for review by the campus President. 
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Step 3: The request is forwarded to the Student Fee Advisory Committee (SFAC) for  consideration. The SFAC may desire that the requester or representative present their request  to the committee and in that case, the Co-Chair will contact the requester to schedule the  presentation. 
Step 4: After review by the committee, the committee will forward the miscellaneous course or  lab fee proposal to the President with a recommendation to approve or not approve. The SFAC  notifies the requester of their recommendation to the President. 
Step 5: The President approves or disapproves the fee proposal, and so notifies the committee.  The committee notifies the requester of the President’s decision. 
Step 6: If approved by the President, and the fee rate is within the range specified in EO 1102,  no further action for approval is required. If the fee rate is above the range specified in EO 1102,  the President requests that the Chancellor authorize establishment of the fee by issuance of an  executive order. 
Once a fee is approved and requesters are notified of approval, the Budget and Planning office coordinates fee implementation with campus departments and Finance departments. 
All Other Fees (excludes Miscellaneous Course and Lab Fees) 
Step 1: The requester must complete the Request for a New or Revised Student Fee. Please send  the fully approved digital proposals copy to the SFAC Co-Chair, Christy Underwood. 
EO 1102 specifies that a minimum of one year of actuals and two years of projections of  both revenue and expense must be developed and identified on the proposal. Please note  that for certain fees that affect a significant portion of the campus, additional information may be  requested. 
Step 1: Upon an initial review for completeness, the request will be forwarded to the Vice  President of Administration and Finance (VP A&F) by the Director of Budget and Planning for  review of the Proposed Sources and Uses worksheet. The Executive Order requires one year of  actuals and two years of projections of revenues and expenses, as developed by the campus  CFO. The VP A & F is the campus CFO and will certify review and that the statement of  sources and uses is satisfactory for review by the campus President. 
Step 2: The Administrative Services Manager of Student Affairs and Enrollment Services will  review the request and provide a recommendation to the Associate Vice President of Finance,  to the Vice President of Student Affairs and Enrollment Services and the Vice President of  Administration and Finance for review with the President. The President will approve or reject  the fee proposal. The Administrative Services Manager for Student Affairs and Enrollment  Services and the Director of Budget and Planning will notify the requestor of the President’s  decision.
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Following notification, implementation of fees is coordinated between campus departments  and Finance departments by the office of Budget and Planning. 
Step 3 for Category II Fees: Certain fees (Category II in EO 1102) that are required to attend or  enroll at CSUMB are not comprehensively addressed in this document. Although the forms  listed above are to be completed, new proposed fees or changes to existing fees also require a  campus student fee referendum or an alternative consultation, as decided by the President. Fee  referendum or alternative consultation require a separate process not included in this  document. In addition to completing the Request for New or Revised Student Fee and  accompanying Proposed Fee Sources & Uses Schedule, please contact the Administrative  Services Manager for Student Affairs and Enrollment Services as soon as possible if a  Category II fee change is being considered. 
Please contact Christy Underwood, x5017 with any questions, concerns or for  additional information.
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