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General Budget Instructions 
Operating Funds (1A) and Self-Financing Areas (1B) 

 

BUDGET DISTRIBUTION EXERCISE 2016-17 

 
The “Budget Distribution” exercise is a tool to allow units to enter budgets for the coming fiscal year by 
fund in line with the high level financial planning, Financial Budget Model (FBM) submission.   
 

 
1. Budget Development by FOAPAL (FZABDFP) 
 

Form FZABDFP contains all non-salary items, as well as, the totals of the salary account codes 
originating from form FZABDPN.  You are requested to enter the appropriate amounts required for 
2016-17. The total of the Permanent and Requested Budget columns should not exceed your allocations 
as indicated in the “Alloc Perm” and “Alloc Req” fields on forms FZABDFO or FZABDFP.   
 
In the case of non-faculty (1A) units, it is possible that your allocations on form FZABDFO may 
change if requested by the senior administrator your unit reports to.   
   
All active funds should have a budget set up in order to allow for financial monitoring throughout the 
fiscal year. Please ensure that all active funds within your area are included on form FZABDFO, if a 
fund is missing please contact the Office of the Budget. It is recommended that while preparing this 
section you also dedicate some time to review whether each fund is still valid and required and follow 
up to close the fund if it is no longer required. 
 
1.1 Income,  Internal Recovery and Fund Transfer (in) 
  

Where a department earns income, recovers expenses from departmental operations or receives a 
contribution from other funds, these amounts must be designated between internal sources 
(expense account code starting with 77, account code 870714 – “T/F Internal Endowment 
Contribution” or 800001 – “Inter fund Transfers In”) and external sources (revenue account code 
starting with 5). Internal sources are inputted as negative amounts and external revenues are 
inputted as positive amounts. In order to ensure appropriate use, kindly refer to the Financial 
Services Knowledge Base article for a description of the different procedures to follow when 
transferring amongst funds. 
 
Budgets for income, internal recoveries, internal contributions from endowments and fund transfers 
(in) should be representative of the levels submitted during the FBM. 

  
1.2 Non-Salary Expenditures 
 

It is recommended that while preparing this section you also dedicate some time to review whether 
each expense is still valid, appropriate and required. 
 
In order to ensure the use of the proper account codes, you are requested to refer to the Financial 
Services Knowledge Base article for a list of codes and definitions. Please note, expenditures must 
always be charged to the correct account code. We also support the distribution of budget amounts 
at the level of activity and location codes, if so required by the units. 
 
Negative budget amounts in this category are not appropriate and will not be accepted.  
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1.3 Restricted Expenditure Budgets 

  
Your budget may contain restricted amounts under the 2016-17 Permanent and Requested Budget 
columns (e.g. U-print and Insurance). These estimates are provided by the appropriate department 
and must be left unchanged.  
 
In order to modify these restricted budget estimates, in the new fiscal year, you must first contact 
the service provider (Ancillary Services or Risk Management and Insurance) and either provide 
them with a new FOAPAL for the charges, or inform them of the specific service/equipment that is 
no longer needed. Once you have received confirmation of the change, contact your Office of the 
Budget administrator who will adjust the budget in the corresponding restricted account code. 

 
1.4 Contingencies  (salary and non-salary) 
 

Where it is desired to hold budgets for future allocation, these may be entered as contingencies. Use 
account code 700081 “Contingencies – Unrestricted”.  Please note that account code 600556 
“Contingencies-Tenure Track Salary”, 600557 “Contingencies- Academic (Non-Tenure)” and 
account code 600558 “Contingencies Unrestricted - Non Academic Salary” are to serve as a 
repository for salary budgets, in conjunction with position code CR9996.  
 
Expenditures or recoveries cannot be charged or credited directly to account code 700081, 600556, 
600557 or 600558.  These budget amounts are available for use by departments, which may request 
their reallocation by on-line budget transfer.  
 
In line with the budget measures adopted in 2015-16, for administrative and support salaries, units 
should no longer be adding to or distributing budget from account code 600558.  

 
1.5 Carry Forward Balances 

 
Carry forward balances are to be ignored when completing both the Permanent and the Requested 
Budget for 2016-17. Faculties with a positive reserve fund balance must have requested to use those 
funds for priorities, including multi-year projects, in their Agreements.  
 

1.6 Salary Expenditures 
 

For each salary FOAPAL, form FZABDFP will show the total salary budget as automatically 
updated from the matching FZABDPN (Budget Development by Position – see section 2. below) 
totals.  

  
1.7 Overtime and Premia 
 

Pooled positions CR9999, CR9998 and CR9997 may be used to budget for overtime, chargeable 
overtime and premia (variable) respectively, at the beginning of the budget year. Please note, 
however, that overtime or premia expenses must be attributed to the position number of the 
individual performing the work, otherwise, the POPS transaction will be rejected.  
 

1.8 Salary Policy 
 
Incremental budgets will be allocated to each position (at the FOAPAL level), for salary policy 
purposes, when each policy is implemented by the Department of Human Resources. 
 
Self-financing areas, however, must provide for salary policy increases to be incurred during 2016-
17. These should be budgeted using account code 600660 “Offset to Salary Policies (1B Funds)”, in 
conjunction with position code CR9996.  
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When each salary policy exercise is implemented the Office of the Budget will adjust the permanent 
budgets at the position and FOAPAL level, to reflect the full year increase, and make any necessary 
adjustments to the temporary budget to reflect the effective date of each policy. 
 

1.8.1  Salary payment for adjustment to Pay Periods 
 

The budget to offset the additional pay due to the conversion to bi-weekly pays, for certain 
employee groups, was estimated and submitted on the FBM under the caption “Salary payment 
for adjustment to pay periods”. 
 
For fund type 1A – Operating/University Allocation funds, this exact amount must be allocated, 
using account code 600660 “Offset to Salary Policy” (in conjunction with position code 
CR9996) in the Requested Budget column. The Office of the Budget will adjust the temporary 
budgets at the position and FOAPAL level during the fiscal year. Any variance of estimated 
versus real budget required for this purpose will be eliminated by April 30th each year. These 
adjustments will not be required in 2016-17. 
 
Self-financing areas, however, must provide for this adjustment to be incurred during 2016-17 
and may budget at the position level.  

 
1.9 Benefit Expenditures  

 
The budget to offset the cost of employer benefit programs and mandatory government deductions 
was estimated and submitted on the FBM.  
 
For fund type 1A – Operating/University Allocation funds, this exact amount must be distributed to 
the various funds using account code 600125 “Benefits - General”. Both the Permanent and 
Requested Budget columns must be the same amount. Any variance of estimated versus actual cost 
of employer benefit programs and mandatory government deductions will be eliminated on April 
30, 2016. 
 
Self-financing areas, however, must provide for the associated benefit expense for estimated salary 
expenses. If it is not desirable to budget for each benefit category separately, these may be budgeted 
using account code 600125 “Benefits - General”.  
 

1.10 Tenure track salaries and account code ‘600001’ 
 
The HR-Budget Feed automatically handles operating salary adjustments for tenure track 
appointments. As a result, units cannot modify budget entries related to account 600001. 

 
As described in the Academic Renewal and HR-Budget Feed document, the salary budgets for 
tenure track staff are maintained at their full-time equivalent even when individuals are on unpaid 
leave, reduced load or phased retirement. Faculties may decide to preempt the availability of funds 
that will accrue during the year for these unspent budgets by creating a negative temporary entry in 
the 600556 account (activity code = LWS000) and the corresponding offset amount in the desired 
account.  Prior to doing this, Faculties must send their request to Marilyn Baron, Director, Resource 
Allocations, marilyn.baron@mcgill.ca.  
 

1.11 Senior Administrator salaries and account codes ‘600169’ and ‘600170’ 
 
The Office of the Budget transfers budget to offset the salary expense for senior administrator 
salaries, as a result, units must ensure that the 2016-17 amounts, both Permanent Budget and 
Requested Budget, remain unchanged. 
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1.12 Offsetting budget cuts 

 
Every unit must apply the permanent budget freed up, as a result of decisions to decrease spending 
(both salary and non-salary) towards meeting the unit’s cut. This requires eliminating the budget in 
the targeted expense FOAPAL in order to balance to the unit’s overall allocations as indicated in the 
“Alloc Perm” and “Alloc Req” fields on forms FZABDFO or FZABDFP. 
 
For the 2016-17 exercise, account 700082 (unapplied budget cuts) may be used to identify the 
component of the administrative and support salaries budget cut that it is not possible to account for 
during the Distribution Exercise. As related staff leave during the year, the freed up salary budgets 
must be transferred to this account, at the time of departure. Should there not be sufficient 
departures to offset the cut, the unit is still expected to spend within its budget for the fiscal year. 
 
 

2.    Budget Development by Position (FZABDPN) 
  

The academic and non-academic salary budgets are listed in position number order by FOAPAL on 
form FZABDPN. All active positions must be adequately and appropriately budgeted for, annually. 
Each unit is responsible to provide for the full cost of each salary, except in the case of tenure track 
positions (refer to section 1.10). 
 
An appointment without an end date requires a permanent budget, whereas an appointment with an end 
date may be funded with one-time (requested) budget, unless the position it is associated to, does not 
have an end date. In this instance, a permanent budget may be more appropriate. 
 
In the scenarios indicated below please keep in mind the specific funding requirements for positions 
covered by the Administrative and Support Staff Posting and Hiring Guidelines, as well as, section 1.12 
above. 
 
Negative budget amounts in this category are not appropriate and will not be accepted.  
 
Effective fiscal year 2015-16, the budget for the administrative and support account codes 600018, 
600020, 600021 and 600022 must not change, except as needed to pay down the administrative and 
support salaries cut or if funding was as allocated on the FBM for administrative and support positions. 
 
Columns 2 and 3 
Positions currently listed on form FZABDPN are based on the previous budget year activity.  The 
information in column 3 is queried real-time from the Banner HR System. 

 
Columns 4 to 6 
These amounts represent the 2015-16 year budgets as at December 31st. They are for your information 
and cannot be changed.   

 
If salary budgets due to your department were not received, you must contact the Office of the Budget 
so we may transfer the funding from the appropriate source (does not apply to self-financing areas). 
Amounts must not be set up for budget allocations expected in the new Budget Year. 
 
Column 5, Permanent Merit, a historical field, is to be ignored. 
 
Columns 7 and 8 
These columns require the 2016-17 estimates and have to be completed by you. If an additional position 
is required, a record can be added, however, you must ensure the position exists on NBAJOBS.  If the 
position does not exist, you will be unable to insert the record. In such a case, you may decide to use the 
appropriate salary contingency account code, with the exception of 600558, it may no longer be used 
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effective 2015-16 (refer to section 1.4 above). You are encouraged to make use of the text feature 
available, in such cases. 

  
Columns 9 to 11 
The information in these columns is queried real-time from the Banner HR System. It is for your 
information and cannot be changed.  
 
2.1 Continuing Staff with no anticipated change  

Complete columns 7 and 8 with the same amounts as those in column 4, or adjust the budget to 
ensure the position is adequately and appropriately funded. 

2.2 Promotion or Reclassification 

Promotions or reclassifications may take effect at any time during the fiscal year and position 
budgets may need to be entered in two lines taking into account the effective date and change in 
position code, as follows.  

Calculation required - the example uses an effective date of August 1st and assumes there will not 
be a replacement to the existing position 

For the Nine Months:   
Position Number:      New position number assigned 
Permanent Budget:   Amount of annual salary after promotion  
Requested Budget:    9/12ths of the permanent budget 

  
For the Three Months:  
Position Number:      Existing Position number  
Permanent Budget:   Amount of annual salary of existing position  
Requested Budget:    3/12ths of the permanent budget 

  
Amounts must not be set up for budget allocations expected in the new Budget Year. These 
allocations will be transferred, by the respective office, during 2016-17 (does not apply to self-
financing areas). 

 
It should be noted that for all new appointments, reappointments, promotions or reclassifications  
that are reflected on the developed budget must also have, in addition, an appointment form 
prepared and forwarded through regular channels in order that the appropriate salary may be paid or 
charged to the correct position code and/or FOAPAL.  
 

2.3 Terminating Staff  

Staff who are retiring or resigning may terminate their appointment at any time during the fiscal 
year. Therefore, the budget is required as follows. 

Calculation required - the example uses a termination date of July 31st and assumes the position 
will not be refilled. 

Permanent Budget:   Amount of annual salary  
Requested Budget:    3/12ths of the permanent budget  

 
You are reminded that termination forms should be submitted as soon as possible. An unfilled 
position is not a terminated position, to close a position a request must be made to the Department 
of Human Resources  
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For the 2016-17 exercise, the budget reduction related to administrative and support staff salaries, 
requires that the permanent and temporary budgets equivalent to the incumbent’s salary be directed 
to account code 700082 upon departure (refer to section 1.12 above). 

 
2.4 Replacement for Terminating Staff  

Replacements for terminating staff should be considered when budgeting only after a careful 
evaluation has been undertaken to determine whether the position is one that supports critical 
functions or whether other means exist to meet unit objectives. In addition, the unit must have met 
their administrative and support budget reduction. 

Position budget details should be calculated by summing the two calculations below, because only 
one budget line exists for the same position. Do not forget to make use of the document text feature 
to detail your calculation. 

For the terminating staff member:  
Permanent Budget:   NIL 
Requested Budget:    Portion of the annual salary amount required to fund this position to the 
end date.  

 
For the replacing new staff member:  
Permanent Budget:     Amount of annual salary  
Requested Budget:      Portion of annual salary required to fund this position from the start date 
to April 30.  

 
Amounts must not be set up for budget allocations expected in the new Budget Year. These 
allocations will be transferred, by the respective office, during 2016-17 (does not apply to self-
financing areas). 
 
You are reminded that an Appointment Form will be required in time for the appointment, unless 
one has already been submitted. 

 
2.5 New Hires, New Appointments or Re-appointments and Position Match or Re-Match 

New appointments or positions which have received the appropriate approval should be inserted and 
given the appropriate position number. If a position code has not yet been created, generic position 
code CR9996 may be used instead, with or without a contingency account code (refer to section 1.4 
above). The following position budget details are required: 

Position Number: New or existing position number 
Permanent Budget:    Amount of (anticipated) annual salary  
Requested Budget:    Portion of annual salary required to fund this position from the start date 
to April 30. Refer to section 2.2 above for sample calculations. 

 
Amounts must not be set up for budget allocations expected in the new Budget Year. These 
allocations will be transferred, by the respective office, during 2016-17 (does not apply to self-
financing areas). 

 
You are reminded that an Appointment Form will be required in time for the appointment, unless 
one has already been submitted.  
 
 
 



 7

2.6 Sessional Leaves (unionized positions) 
 

In specific situations, it is necessary for a department to annually lay off staff in specific positions, 
on a temporary basis, and subsequently appoint them to other positions, for a limited duration. 
Which staff and/or positions will be affected is not known when the budget is being prepared. If this 
is the case, it is acceptable to set up a budget that estimates the annual cost of each position for both 
the Permanent and the Requested Budget columns (does not apply to 1A units).   

 
2.7 Staff on Leave, Phased Retirement or Reduced Workload 

 
A staff member may be on leave (with or without salary) or be paid at a reduced salary. Examples 
of these categories include maternity or parental leaves, developmental or temporary assignments, 
and reduced workload. In all cases, the full annual amount of the staff member’s salary must be 
reflected in the Permanent Budget column. The reduced budget amount needed, as a result of the 
leave, is entered in the Requested Budget column (for a sample calculation, refer to section 2.3 
above). The resources temporarily freed by the leave may be used for any other purpose.  

 
Where a temporary replacement is appointed, the replacement’s salary should be shown in the 
Requested Budget column only (for a sample calculation, refer to section 2.4 above). 

   
A specific procedure is in effect for tenure track positions, refer to section 1.10 above. 

 
i) Staff returning from leave after May 1st of "Budget Year".  

 
Calculation required - the example assumes a return date August 1st  
 
Permanent Budget: Amount of annual salary 
Requested Budget:  9/12ths of the permanent budget 

ii) Staff member going on leave after May 1st of "Budget Year". 

Calculation required - the example assumes the date leave is to commence August 1st  
 
Permanent Budget: Amount of annual salary 
Requested Budget: 3/12ths of the permanent budget 


