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Guidelines — Budget Development  

2017-2018 

Self-Funded Budgets 

 

1. Budget Entry 
 
Self-funded services must fund their total expenditures from their revenues.  You must 
therefore enter all revenues and expenditures, including regular salaries, annual salary 
increases and employee benefits, in the FAST Budget module.  This will become your 
budget entry as at May 1, 2017.  Please refer to the Budget Development User Guide 
for technical details on budget development. 
 
Should you need to create a new organization (“ORGN”), please contact Financial 
Services, Accounting Sector, to determine the structure of the new organization 
(“ORGN”).  You will need to complete an F2 Form - request to create an organization 
and submit it to Crystale St-Martin at Financial Services, at cstmart2@uOttawa.ca.  
 

2. Revenues 
 
Enter your budgeted revenues and internal recoveries for the year and provide an 
explanation for new revenues or any major variances anticipated.   
 
You need to get approval from the Administrative Committee in order to change 
incidental fee revenues before the Office of the Registrar publishes the list of incidental 
fees.  Your budget should only include approved incidental fees. 
 

3. Regular Salaries 
 
The preliminary amount for regular salaries is based on the assumption that all 
approved positions will be filled for twelve months in 2017-2018. Review your 
HRPC62A and HRPC62S payroll reports for details.  These reports do not take into 
account changes made after January 31, 2017, nor any salary increases. Therefore, 
you need to take these changes into account when doing your budget entry.  
 
Should there be organization (“ORGN”) changes for regular salaries (filled and vacant 
positions) as at May 1, 2017, please forward the following information to the Position 
Control Sector of the Financial Planning Service (Position.Control@uOttawa.ca) and to 
Payroll Services (infopay@uOttawa.ca): 
 
 
 

https://www.uottawa.ca/ressources-financieres/planification-financiere/sites/www.uottawa.ca.ressources-financieres.planification-financiere/files/fina-13-09015104w1-rf-guide_de_lutilisateur_developpement_budgetaire_ver_dec_2014_kg.pdf
http://www.uottawa.ca/financial-resources/accounting/sites/www.uottawa.ca.financial-resources.accounting/files/org.pdf
mailto: cstmart2@uottawa.ca
mailto: Position.Control@uOttawa.ca
mailto: infopay@uottawa.ca
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- Employee name and number  
- Position number 
- Former organization (“ORGN”)  
- New organization (“ORGN”) 

 
If you change your regular salaries budget, you must provide documentation clearly 
indicating the abolished positions, the change in value of the positions and the 
modification of the full-time equivalency (FTE) for the existing positions, where 
applicable.   
 
Please provide the following information:   

- the position number, organization (“ORGN”)   
- the effective date of abolition or change in FTE  
- the change in value of the position 
- the number of proposed work hours 

 
Send all academic staff information to Yvon St-Martin (yvon.st-martin@uOttawa.ca) and 
all support staff information to Lynn Lacombe (lacombe@uOttawa.ca). 
 
When a position is filled, please ensure compliance with the collective agreements and 
regulations in place before you set the date of abolition or change the FTE. 
For support positions, indicate the proposed number of working hours by specifying 
summer and regular hours on the FTE change request. 
 

4. Part-Time Salaries and Other Salaries 
 

Part-time support staff 

Please provide information on term support staff currently employed by your faculty or 
service including staff you intend on hiring for a period of more than six months in 2017-
2018.  To do so, complete the "Support staff" table in Appendix A and send it to Lynn 
Lacombe at lacombe@uOttawa.ca. 
 

Overtime and termination 
 
Budget these expenditures separately in the proper accounts. 
 

5. Employee Benefits 
 
Use your actual 2016-2017 employee benefit expenses as a basis for your 2017-2018 
budget.  Please ensure that you cover the employee benefits for regular and part-time 
staff. You also have to budget an amount for the special pension payment. This 
amount will be sent to you by e-mail by Financial Planning Service. 
 
 

mailto: yvon.st-martin@uottawa.ca
mailto: lacombe@uottawa.ca
http://www.uottawa.ca/financial-resources/financial-planning/budget/budget-entry
mailto: lacombe@uottawa.ca
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6. Overhead Costs 

 
Current levies for overhead costs remain in effect. 
 

7. Other Expenses 
 

*** We strongly suggest that the financial information be entered at detailed level 
used to record the actual expense instead of the budget level. For example, the 
budget entry for travel expenses should be entered in account 71101, 71102, etc. 
instead of 71100 ***. 
 
Enter expenses on the appropriate line items and limit the amounts budgeted as other 
expenses (account 7358x) or as general reserve (account 78050).   
 

8. Transfers  
 
For more information on transfer accounts, please refer to Appendix 1 of the Financial  
Transactions Guide.   
 
Complete the Transfers list, including each transfer projected in your budget entry, and 
send it to planfin@uottawa.ca . 
 

9. One-Time Expenditures 
 

If you plan on using accumulated surpluses to fund non-recurring expenditures in 2017-
2018, you must include them in your budget entry. Please provide detailed information 
on all non-recurring expenditures funded by accumulated surplus that are included in 
the budget entry, including their FOAP send it to planfin@uottawa.ca. 
 
The budget entry will become the initial budget and the effective budget as at May 1, 
2017.  The Financial Planning Service will adjust the May 1, 2017 base budget to 
remove these non-recurring expenditures. 
 

10. Surplus/Deficit 
 
If you anticipate a deficit, indicate the amount that will be transferred from your 
accumulated reserve in order to balance your budget.  You also need to explain how 
you intend to balance your budget in subsequent years. 

http://www.uottawa.ca/financial-resources/financial-planning/sites/www.uottawa.ca.financial-resources.financial-planning/files/directivetransactionsfinancieresanglais_accessible_001.pdf
http://www.uottawa.ca/financial-resources/financial-planning/sites/www.uottawa.ca.financial-resources.financial-planning/files/directivetransactionsfinancieresanglais_accessible_001.pdf
http://www.uottawa.ca/financial-resources/financial-planning/budget/budget-entry
mailto: planfin@uottawa.ca
mailto: planfin@uottawa.ca

