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Tracking, Analyzing & Projecting

Interpreting & Real-Time 

Captioning Expenses
2010 AHEAD/PEPNet Conference 

Benjamin J. Cornwell & Jennie Bourgeois

Louisiana State University

Overview
• Determine How to Budget for These Expenses

• Learn How to Account for Variable Costs

• Learn How to Estimate and Project Needs

• Provide Ideas, Solutions & Suggestions for 
Tracking Expenses Monthly/Annually 

Reasons for Tracking, 

Analyzing and Projecting

• Project upcoming budget needs (budget cuts)

• Prepare for potential audit purposes

• Establish credibility with administration

• Appropriately allocate resources

• Establish historical reference and determine 

trends

• Produce data necessary for annual reports
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Document, Document, Document

You cannot document too much!!!

Goal is to establish fiscal accountability

Why Do You Need 

a Reporting System?

• Develop data and statistics for annual reports

• Provide data and projections in mid-year and 
end of year reports

• To anticipate budget projections, needs, 
surpluses, etc.

• To have appropriate documentation 
information necessary for audit purposes

• To develop a baseline and establish a historical 
record to denote trends

Things to Consider:

• Determine what type of reports you will want to 
produce from the data

• What information does administration want to 
know?

• What do you need or want to know?



2010 AHEAD/PEPNet Conference 6/17/2010

Benjamin Cornwell & Jennie Bourgeois, 

Louisiana State University / PEPNet-South 3

Determining Data Needs

• Establish mechanism for collecting the data

– Think through your reporting needs

• Establish mechanism for storing and sorting 

the data (Excel, Database, etc.)

– Consider the data entry process

– Reporting will only be as accurate and detailed as 

your data collected
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Establishing a 

Tracking/Reporting System

Establish a method for tracking overall budget 

on a monthly basis

Establishing a 

Tracking/Reporting System

Develop or utilize database 
for all of the detailed 
information to be 
entered into for 
reporting purposes
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Data Entry Screen Shot

Class, Teacher Meeting, 

Review Session, etc.

Interpreting or Captioning

Automatically 

fills in data

Any extraneous 

info such as No 

Show, Teacher 

Cancelled, Test, 

etc.

Sample Summary Report for 4 Month Time Period

Can calculate % of 

assignments teamed

Can calculate % of 

hours teamed
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Example of Weekly Work 

Report for a Captionist

Data Entered from 

Timesheet into Database

Summary Totals for Any 

Designated Beginning and 

End Dates

Establishing a 

Tracking/Reporting System

Develop historical tracking system that is able to 

assess current monthly status and yearly 

trends at any time

Example of Tracking Number of 

Students Registered Monthly
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Student Registered, Graduated  & 

Retention Rate Annually

Interpreting and Captioning Total Costs, 

Hours and Average Cost Per Hour Annually

Exams Proctored Annually

Staff Levels Annually

Establishing a 

Tracking/Reporting System

Consider the use of scheduling software or 

online scheduling systems

Examples of Online Interpreter

& Captionist Scheduling Systems

• InterpreterQuest – www.interpretingsolutions.com

Online Request System, Scheduling & Invoicing

• BlueFolder – www.bluefolder.com

Online Request & Scheduling System with Mobile Access & 

Equipment Tracking features

• WhentoWork– www.whentowork.com

Online scheduling system, substitute assignments, teaming, etc.
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Screenshot from When to Work Online Software

Consider Variables & Outliers

• Payroll Cycles

• Start and end dates of a semester/quarter

• Specialty assignments such as student 

teaching, study abroad, etc.

• Budgeting for upcoming technology and 

equipment needs

Ongoing Technology Budget
Part One 

Determine current & anticipated technology needs: 

• Capabilities of equipment needed

• Screen size needed for laptops

• Memory processing needs

• Software demands

• Additional laptop power cords & batteries

• Adequate supply of power strips, computer bags, extension 

cords, etc.

• Computer warranty coverage

• Laptop computer security for loss or theft
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Ongoing Technology Budget
Part Two 

Establish ongoing budgetary plan for technology needs:

• Rotational laptop/computer replacement schedule

• Consider how much demand is being placed on the laptops from 

various programs or processes

• Maintain consistency of laptop models within fleet of 

computers

• Computer support consideration (in-house or from 

institutional provided computer technology support 

department)

• Determine contingency plans with spare laptops for use when 

computers malfunction or need repair

Reasons for Inventory Controls

• Prevent or minimize chances of loss or theft

• Establish employee equipment checkout controls

• Create documentation trail for audit purposes

• Adhere to internal institutional equipment and 

computer policies

Establish Inventory 

Tracking & Accountability

• Perform inventory audit at least once each quarter 

for own records

• Utilize laptop computer security software as part of 

your inventory system

• Use equipment forms & sign-in/out procedures
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When mandated budget cuts happen or other 

funding issues arise, how can you protect the 

quality of accommodations being provided to 

students with disabilities?

Budget Cuts?  Funding Issues?
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Establish Separate Budgets
• Operational  (more fixed costs)

– Travel

– Office Supplies

– Admin salaries

• Accommodations (more variables)

– Service/Accommodation Related Expenses

• Interpreting

• Captioning

• Note taking

• Equipment

• Books (for E-Text/Alternative Format)

Budgeting for Note Taking Services
Determine expenses and project costs for this 

accommodation

Determine if using a paid, volunteer or hybrid 

note taking system

Projections

• How to utilize the data that you have

• Over projections (better safe than sorry)

• How to determine projections

• Averaging expenses by student

• Averaging expenses by credit hour

• Accounting for variable costs
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Additional Resource
2009 PEPNet Postsecondary Interpreting & 

Speech-to-Text Survey Summary
• 123 institutions participated in the 47 question survey (105 public and 19 private)

• Important data results show national trends and industry standards such as:

� Hiring standards

� Salaries/wages comparison

� Accessibility policies

� Best practices

� Contact information for campus representatives 

1. Go to www.pepnet.org

2. Click on RESOURCES in top bar

3. Click SEARCH Button

4. Search for “2009 Survey”

To Access the Survey Summary

www.pepnet.org
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Benjamin Cornwell

LSU Disability Services

225-578-4401

bjcornw@lsu.edu

Jennie Bourgeois

LSU Disability Services

PEPNet-South (TX&LA)

225-578-4913

jsbourg@lsu.edu


