
The Basic Budget Thought Process De-mystified



• Allocation from the Budget Office 

• Salary expenditure

• Non-salary expenditure

• Review your creation

Planning Overview



Allocation from the Budget Office

The new funding model determines the allocation and 

Budget office populates your file:

• At the DEPTID level

• At the PG level

• Faculty based on new faculty funding model

• Administrative units use a zero based bottom up 
approach based on 2010/11 fiscal year funding

• Additional requests via Budget Oversight Committee 
meetings



Allocation from the Budget Office



Salary Expenditure - Faculty

Review your listing of faculty positions and $ from 

Workforce section of UBC Plan

 Use Data Form 4.01 Existing Position Information

 This report will show you all your faculty positions and the 
existing pay rate for this PG

 Make note if any positions need to be changed, added or 

deleted

 Make changes in Position Management as required
• Position Management update Hyperion Planning monthly
• Possibly more frequent updates from Nov. to Jan.

 Review updated Workforce data from Position Management



Access to workforce section



Position Management Extract

•Input merit and other one time $ onto yellow highlighted column

•Salary expense plan will be increased based on collective agreement



Position Management Extract (cont'd)

Insert additional salary increase % in addition to collective 

agreement in yellow cells above (ex. need to reach midpoint)



Position Management Extract (cont'd)



Provision for Salary Increases

PTR (Progress Through the Ranks) consists of:

 PSA (Performance Salary Adjustment)

 CPI (Career Progress Increment)

 Merit 

SALFAC – Faculty Salaries 



Salary Lines

•GL accounts will always be equal to position planned in Workforce module 

•High level adjustments can be made to alpha accounts 



Salary Review

Form 4.10

•Includes all positions from Position Management

•Includes all positions created in Hyperion for planning purposes



Salary Expenditure – Faculty: Considerations

Changes to the position may result due to:

 Temporary leave: maternity/paternity, disability, admin leave

 Permanent leave: retirement, voluntary leave

 New hire: part year or full year salary

 Promotion, increase, retention, added duties

The above applies to sessional hires



Salary Expenditure – Non Faculty

Review your listing of M&P and CUPE positions and $ 

from the Workforce section of UBC Plan

 Use Data Form 4.01 Existing Position Information

 This report will show you all your non-faculty positions and 

the existing pay rate for this PG

 Make a note if any positions need to be changed, added or 
deleted

 Update Position Management to reflect changes as required
• Position Management updates Hyperion Planning monthly
• Possibly more frequent updates from Nov. to Jan.

 Review updated Workforce data from Position Management



Position Management Extract

•Name, Position Number and Employee Number are available in the 

“Live” system

•Input merit and other one time $ onto yellow highlighted column

•Salary expense plan will be increased based on collective agreement



Position Management Extract (cont'd)

•Insert additional salary increase % & month in addition to 

collective agreement in yellow cells above (ex. need to reach 

midpoint)

•The benefit rate will be populated when the system is “Live”



Position Management Extract (cont'd)

Note that M & P employees have data in the Salary Range vs. 

CUPE who show data in the Steps



Salary Expenditure – Staff: Considerations

Changes to the position may result due to:

 Temporary leave: maternity/paternity, disability

 Permanent leave: retirement, voluntary leave

 New hire; part year or full year salary

 Promotion, increase

Review Collective Agreement for fiscal increases



Non Salary Expenditure

What is your unit’s strategic direction

 Plan spending in accordance to direction

 Manage spending to ensure balanced budget

 Not all items are recurring; some are one-time

 Don’t sweat the small stuff



Non Salary Expenditure - Travel

• Airfare

• Hotel

• Conference fee

• Per diem rate

• Transportation and others



Travel Expenses

Use supporting details tab to explain the expenses



Supporting Details



Step Back (before clicking submit)

• Validate

As planned based on best estimates

 Communicate and follow up on uncertainties

• Compare

Year over Year budget
 Forecast to budget

• Analyze

Explain variances

 Reasonable increases/decreases

 Duplicates, cost recoveries 



The Budget Shows a Surplus

 Determine the reason for the surplus

 Validate salary expenses

 Are all planned expenses included

 Identify changes from prior year.  Are they reasonable?

 What are the Transfer-Ins?  Are their related expenses 
included?

 Any new income stream?



Surplus Position

Have I included all expenses?



The Budget Shows a Deficit

 Determine the reason for the deficit

 Payroll related

 One-time spending

 Options for covering the deficit

 Carry forward balance

 Other income stream

 Any cost savings opportunities

 Escalate deficit and find mitigation remedy

 Identify
 Quantity
 Resolution



Deficit Position



Suggested Checklist

 Review the names of faculty and staff members

 Confirm the timing of any hires and/or terminations

 Take into account summer hiring

 Compare list and amounts to existing structure 

Work with HR to ensure Position Management system is correct

 Review each non-salary line

 Confirm current and future one-time spending items

 Review with person responsible for changes to spending

 Compare past and current spending to budgeted spending

 Explain any lines that are 10% higher or lower than current spending

 Ensure rate of spending is less than rate of allocation



Planning Points

 Consider investment to increase productivity

 Innovate processes to sustain operations

 If allocation is not increasing and salary increase is expected, 
non-salary spending needs to be decreased



Build Your Budget on Solid Foundation

 Use one-time funding for short-term spending

 Use recurring funding for long-term 
commitments

 Understand your operations

 How does your budget fit into your strategic direction?

How does your strategic direction fit into the University’s?



DISCUSSION


