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WESTERN WASHINGTON UNIVERSITY  

PRO-U1400.03A  Establishing a Course or Lab Fee, or Changing the Amount or Purpose

  

PRO-U1400.03A ESTABLISHING A COURSE OR LAB FEE, OR CHANGING THE 
AMOUNT OR PURPOSE OF AN EXISTING COURSE OR LAB FEE, 
FIXED OR VARIABLE. 

 
Action by: Action: 
  
Faculty or Staff 
Member of 
Department 

1. Completes an Academic Fee Form (FMAG-AFF). 
 

 2. Submits completed Academic Fee Form to the appropriate 
departmental chair by December 1st for the upcoming academic 
year. 

 
Department 
Chair 

3. Receives, reviews and recommends for approval or disapproval 
the Academic Fee Form. 

 
 4. If approved, forwards the Academic Fee Form to the 

Dean/Director of the College/Division. 
 

Dean/Director 5. Receives and reviews the fee proposal and expenditure plans. 
 

a. If recommended for approval, forwards the Academic Fee 
Form to the Academic Fee Committee by January 15th. 

 
b. If not recommended for approval, returns the Academic 

Fee Form to the Department Chair. 
 

Academic Fee 
Committee 

6. Conducts an internal review of all course and lab fee proposals 
and changes. 

 
a. Reviews fees’ uses, expenditures and account balances 

to validate that the proposed fee amounts to be charged to 
students are reasonable based on the purpose of the fee. 

 
b. Reviews proposed fee increases to existing course or lab 

fee to ensure 
 

i. For fixed course and lab fees, that the increases do 
not exceed the annual adjustments allowed by the law 
(Initiative 601 growth factor) and does not exceed the 
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cost of services and goods to be provided. 
 

ii. For variable course and lab fees, that increases do not 
exceed the cost of services or goods to be provided. 

 
c. Reviews the purpose of all new proposed fees to ensure 

that no other funding sources are available or currently in 
place. 

 
d. After reviewing all of the fee proposals and changes, the 

Academic Fee Committee, forwards recommendation for 
approval to the Provost. 

 
Provost 
 
 
 
 
 
 
 
 
Academic Fee 
Committee 
 
 
Department Chair 
 
 
 
 
Provost/Academic Fee 
Committee 
 

7. Reviews the Academic Fee Committee’s fee schedule of 
proposed fees and approves specific fees. 

 
a. By April 15, forwards all approved fees, documented in a 

fee schedule, to the Budget Working Group; and 
 

b. Notifies the Academic Fee Committee of those fees which 
are not approved or have been recommended for change. 

 
i. Notifies all department chairs that submitted an 

Academic Fee Form of the status of their fee 
proposal. 

 
ii. Notifies the Academic Fee Committee and the 

Provost within seven (7) working days to appeal 
the denial or recommended change of the 
department’s fee proposal. 

 
iii. Notifies chair/dean of appeal outcome. 

 

Budget Working 
Group 

8. Reviews the Provost’s approved fee schedule and works with the 
Academic Budget Office to resolve questions. 

 
 9. Forwards fee schedule to President’s Council. 

 
President’s Council 10. Reviews the course and lab fees. 

 
 11. Forwards its recommendations for approval to the President. 
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President 12. By May 1, on behalf of the Board, in accordance with Board 
delegated authority that commenced with the 2004-05 academic 
year and was established for each academic year thereafter, 
considers all course and lab fees for the upcoming academic 
year and notifies the Provost of the approved course and lab 
fees. 

  
Provost 13. Receives the approved course and lab fees and advises 

Deans/Directors of the Board (Presidential) fee approval. 
 
14. Considers revisions to this procedure and amends it, as 

necessary and with concurrence of the Vice Presidents of Student 
Affairs, and Business and Financial Affairs. 

 
  
 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles false
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends false
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 5
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo false
  /PreserveCopyPage false
  /PreserveEPSInfo true
  /PreserveHalftoneInfo true
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 600
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [600 600]
  /PageSize [612.000 792.000]
>> setpagedevice


