
President 
denies

Fee requests 
submitted for Board 
of Regents agenda 
(Oct. 15th deadline)

Special Fee Committee reviews

Committee Members:
Chair, EVP&P
Undergraduate student 
representative
Graduate student 
representative
Information Technology 
representative
President’s Office 
representative
Asst. Controller-Cashiering & 
Student Accounts 
representative
VP Finance representative
Faculty Senate representative
Student Life representative

President  
approves

Committee 
denies

Committee 
approves

Committee chair presents 
fee requests for 

presidential review with 
input from VP-Finance.

Departments are responsible 
for establishing correct account 
for collecting of fee funds and 
expensing funds appropriately

BoR denies

Bursar and 
Registrar link 
account and 
MyUNLV to 

approved fee

BoR  
approves

BoR reviews at Nov./
Dec. meeting

Fee requestor & VP/
Dean notified of denial

Special Fee Process
Special fee forms 

distributed to VPs/Deans 
and Dept. by Chelsea 

Herrington, along with list 
of approved fees, deadline 
of June1st, and outline of 

fee process

Fee requests returned by 
VP/Dean via email and 

input into database

Preliminary review
- Gather history on approved 
fees for the department 
- Gather the revenue/expense 
trends for the account 
- Follow-up with requestor with 
any questions or concerns

List of fees to review prepared, 
as well as coordinate the 

committee meeting

Does the 
requested fee 
meet Board of 

Regents 
guidelines?

Yes

No

Chelsea notifies 
VP/Dean, 

department, and 
requestor that the 

fee will not be 
proposed to the 

Special Fee 
Committee

Agenda and proposed 
fee information emailed 
to committee members

For fees $50 and 
under

Chelsea reviews 
Special Fee Self-

Supporting 
Budgets during 
yearly process

Chelsea reviews 
non-budgeted 
Special Fee 

accounts 
periodically

Chelsea updates 
database

If new Self-Supporting 
Budget needed, Dean’s 
Office submits one to 

Chelsea for review and she 
submits to Budget Office

For fees with campus
wide impact or over $50 

Chelsea sends 
notification to fee 

requestor, VP/Dean, 
Chair, Bursar, Registrar, 

and Budget Office

Board of Regents 
post in the 

Procedures & 
Guidelines Manual 

in Chapter 7, 
available online

Fee requestor & VP/
Dean notified of denial

Fee requestor & VP/
Dean notified of denial
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