Revenue Producing Activities

Revenue Producing Activities Questionnaire

To request approval of a departmental revenue producing activity:

· Complete the attached questionnaire.

· Attach schedules supporting how rates were determined and how they will be applied.

· Attach a completed Budget Adjustment Request.

· Attach a Program Revenue Position Request Form (if applicable).

· Submit the questionnaire, rate schedules, budget and position forms to your Dean’s/Director’s Office for approval.

· Please provide the name of a person that can be contacted for additional information concerning this revenue producing activity.

	Name
	     

	Address
	     

	Phone Number
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For Dean/Director's Office Use Only:

	Approved by (Dean/Director)
	     

	Date
	     
	Suggested UDDS (optional)
	     


Revenue Producing Activities Questionnaire

The following questions will be used to determine under what fund the revenue producing activity should be established:

1. Please give the expected name of your activity:      


Please describe the purpose and nature of the revenue producing activity you would like to set up:      


Please give the desired starting date for your revenue producing activity:      

2. Size of Activity

Is annual revenue expected to be:
 FORMCHECKBOX 
 Less than $25,000


 FORMCHECKBOX 
 $25,000 to $100,000


 FORMCHECKBOX 
 Greater than $100,000

3. Can this activity and all related business transactions be completed within one fiscal year? (See instructions for question 3.)
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
4. Financial Data and Year-End Reporting Requirements (See instructions.)

Please check all that apply:


 FORMCHECKBOX 
 Inventories at end of fiscal year



 FORMCHECKBOX 
 Supplies (total supplies inventory is less than $100,000)



 FORMCHECKBOX 
 Supplies (total supplies inventory is greater than $100,000)



 FORMCHECKBOX 
 Materials for resale


 FORMCHECKBOX 
 Accounts Receivable—Services provided or products sold in one fiscal year, revenue received in subsequent fiscal year.



 FORMCHECKBOX 
 Internal (owed by UW departments or other UW campuses)



 FORMCHECKBOX 
 External (owed by others outside UW System)


External accounts receivable still outstanding on June 30th each year must be reported to Accounting Services for inclusion in the State of Wisconsin Annual Financial Report.


 FORMCHECKBOX 
 Unearned Revenue—Revenue received and coded to the current fiscal year, but customers have not yet received the products or services as of June 30th. Check this line if total unearned revenue is $5,000 or more on June 30th.


Unearned revenue on June 30th each year must be reported to Accounting Services for inclusion in the State of Wisconsin Annual Financial Report.


 FORMCHECKBOX 
 Expenses incurred in one fiscal year, revenue received in next, (also referred to as Prepaid Expenses).



 FORMCHECKBOX 
 Equipment depreciation included in user rate.

5. Customers

What type of customers are served by the activity? (Please check all that apply).


 FORMCHECKBOX 
UW departments - Federal grants. (Internal rate)



 FORMCHECKBOX 
Will you charge more than $10,000 per year to funds 142, 143, and/or 144?


 FORMCHECKBOX 
 UW departments - Other than federal grants.  (Internal rate)


 FORMCHECKBOX 
 Other UW System campuses, Wisconsin State Agencies.  (Internal rate)


 FORMCHECKBOX 
 Local governments, school districts, Federal Government.  (External rate)


 FORMCHECKBOX 
 Faculty/Staff - Personal use or consumption.  (External rate)


 FORMCHECKBOX 
 Students.  (External rate)


 FORMCHECKBOX 
 Other, including general public, other universities, corporations, non-profits, etc. (External rate) Describe:      

6. User Rates/Prices

What price(s) will you charge for products or services?      


If you have both internal and external customers, you should have two different rates.


If you have a printed price schedule, please attach a copy.


Also attach a copy of the calculations showing how you arrived at your rates, including direct costs such as:

· salaries and fringes

· supplies and services

· depreciation costs of equipment

· Indirect costs such as departmental overhead.

· For external customers, a University overhead rate equal to the federal indirect cost rate for grants should be added onto the internal price.


See instructions for more information on calculating rates and sample rate calculation schedules.

7. Sales Tax

Is the sale of your products or services subject to sales tax? 
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


If you are selling products or services to students/faculty and/or the general public (individuals and/or businesses), the sale of your product or service may be subject to sales tax. See the instructions for guidelines.
8. Sale of Printed Material

If this activity involves the sale of printed material, is any copyrighted material included?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


If yes, have the proper copyright releases been obtained for the material? 


 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

9. Self-supporting or subsidized?


Will this activity be self-supporting with all costs recovered through user fees?


 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


If no, what fund source(s) will be used for the subsidy?      


If federal funds will provide the subsidy, what is the fund/account(s) of the grant(s) involved?      

Have written approvals been obtained from the granting agency? 
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


What costs are to be supported from other funds?      


What funding source(s) will bear financial responsibility for any year-end cash deficits? 
Provide accounting code -- Fund/account/UDDS:      
10. Bookkeeping Responsibility

Who will be responsible for the general bookkeeping and budget duties of this activity?


Name:      

Phone Number:      
Refer to question #5. If your customers will include the general public, other universities, corporations, and/or non-profits, please complete questions 11–13. These questions will be used to help determine if Unrelated Business Taxable Income will be generated by the activity. For more information, see instructions.

11. Regularly Carried On

Would you consider that your business with the general public, corporations, etc. will be regularly carried on? 
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


(An activity should not be considered “regularly carried on” if it is on a very infrequent basis or for a short period of time during the year. See the instructions for a further explanation of "regularly carried on.) 
12. How does this activity relate to the mission of UW-Madison and/or departmental objectives? (Please check all that apply.)


 FORMCHECKBOX 
 Students are directly involved in the activity through coursework or as part of a training program.


 FORMCHECKBOX 
 Research is being conducted (e.g., not solely product testing for industry or routine lab testing). 


Please describe:       


 FORMCHECKBOX 
 Activity is directly related to the Outreach Mission of the University of Wisconsin.


 FORMCHECKBOX 
 Activity is performed for the convenience of University students, faculty, or staff. (See instructions for a discussion of the convenience exception.) 


Please describe:      

13. Is revenue generated from the sale of advertisements in a University publication, broadcast, or event?

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No


(Income from the sale of advertising is considered to be unrelated business income. There are tax reporting requirements associated with the generation of unrelated business income. See specific instructions.)
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