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KNOWLEDGE FOR ACTION 

    Today’s Objectives 

 

 

What you will know when you leave here today: 
 

• How does the budget process work at Wharton? 
 

• What are my (the BA’s) responsibilities in the budget 
process? What is the timing of these responsibilities? 
 

• How do I prepare my budget and communicate with my 
Budget Analyst about the details of my budget? 
 

• How does my Budget Analyst review my budget? 
 

• What happens after I submit my budget? 
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    Today’s Topics 

 

 

• Wharton Budget Process  
 

• Budget Calendar & Planning Parameters 
 

• Budget Schedules 
 

• F&A Analyst Budget Review 
• Forecast & Budget Detail / Sample Schedules 
• Additional Funding Requests 

 

• School-Level Review 
• Compilation & Reconciliation 
• Calculations & Budget Entries 
• Category-Level Analysis 
• Roll-Forward Summary 
• Dean’s Presentation 
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Wharton Budget Process | Overview 

Pictorial 
View 

Process 

Budget 

CLICK HERE TO SEE IT 

https://magic.piktochart.com/output/10566200-untitled-infographic
https://magic.piktochart.com/output/10566200-untitled-infographic
https://magic.piktochart.com/output/10566200-untitled-infographic
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January  

• Strategic Planning Group begins to populate budget schedules, distributing 

completed departmental schedules to Pillar Drive 

• BAs begin to meet with departmental personnel to review current year 

projections and upcoming year’s budget requirements. 

February  

• Strategic Planning creates and distributes remaining budget schedules. 

• Budget Training Sessions 

• BAs begin to complete budget schedules and continue discussions with 

departmental personnel 

 Early to Mid March  

• BA’s complete schedules, enter budgets to Hyperion Planning, review for 

accuracy and promote to Budget Analyst. 

• Strategic Planning Group reviews current year projections 

• Strategic Planning Group reviews departmental budgets 

 

Wharton Budget Process | Calendar 
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Late-March / Early-April 

• Budget Meetings (Strategic Planning + BAs; not all departments have meetings) 

• Changes to budgets (as needed); Budgets are re-reviewed by Strategic Planning 

• BAs respond to current year projection inquiries 

April  

• School-level Analysis and budget entries  

• Additional Funding request meeting (F&A Vice Dean + Strategic Planning) 

• Budget meeting with Dean & Deputy Dean (F&A Vice Dean, Strategic Planning 

Directors) 

• Additional changes to budgets to departmental budgets (and communications 

regarding request approvals/denials) 

• Larger divisions may have budget meetings with the Dean and F&A 

• Budget Narrative due to Central Budget Office 

 Very Early May  

• Wharton Budget due to Central Budget Office along with Input Assumptions & 

Supporting Schedules 

• Respond to questions from Central Budget Analyst 

 

Wharton Budget Process | Calendar 
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Budget Trainings 

Schedules 

• Non-Academic Departments February 4th (2-4pm) 

• Academic Departments  February 9th (2-4pm) 

Hyperion Entry and Reporting 

• All Departments    February 17th (2-4pm) 

• All Departments   March 2nd (2-4pm) 

Budget  & Projections Timeline 

• Schedules distributed to Pillar January 27 – February 15th  

• Non-Standing Faculty Projections February 19th  

• ALL BUDGETS DUE  March 17th  

• 000000 Fund P2 Projections March 21 – 31st (exact date provided by Analyst 

      based on magnitude of variance) 

• Budget Meetings (applicable Depts) March 23 – April 8th  

• Budget Review (w/Dean Garrett) April 25th  

• Wharton Budget due to Central May 2nd  

 

 

FY17 Budget | Key Dates 
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Contact Information: 

Linda Gilbert  lindagil@wharton.upenn.edu  898-2691         

Jillian Powell  jipowell@wharton.upenn.edu  898-4157 

Sarah Grady  gradys@wharton.upenn.edu   898-9227 

Jeff Groon  groon@wharton.upenn.edu  573-7450 

Jim Quinn  jamg@wharton.upenn.edu  573-5404 

 

! 

Contact your analyst with any 
questions you have during the 

budget prep period (now 
through March 17th ) 

 
We are waiting on your calls and 

are here to work with you! 
  

Strategic Planning Group| Open Door Policy 

mailto:lindagil@wharton.upenn.edu
mailto:jipowell@wharton.upenn.edu
mailto:gradys@wharton.upenn.edu
mailto:groon@wharton.upenn.edu
mailto:jamg@wharton.upenn.edu
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FY17 Budget | Preliminary Planning Parameters 

Compensation 

Standing Faculty: Budget Increase for Salary Pool 3.0%  

Staff:  Budget Increase for Salary Pool 2.75% 

Anticipated Employee Benefit Rates 

Full-Time EB Rate 32.2% 

Dependent Tuition Rate – Full-Time Only 2.3% 

Part-Time EB Rate 9.7% 

Other Planning Parameters 

Current Expense Increase  0% 

010701 Overhead on Revenue (Obj-5283) 19.1% 

Sponsored Program Indirect Cost Recovery (Obj-
5282)  

61% 
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What are Budget Schedules? 

Excel Spreadsheets organized (primarily) by RCM Category and/or Object code.  

 

Why do we use them? 
• To provide a framework for the various components your department’s budget 

planning process 

• To make budget entry into Hyperion easier by generating an input table 

• To provide documentation/details of budget for later use 

 

Where do I find them? 
Saved in the FY17 Budget folder in your department’s Pillar drive.  

 

 

Budget Schedules| Overview 
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The budget schedules are: 

(1) Staff Schedule 

(2) Standing Faculty Schedule – Ninths and Extra Non-Teaching 

(3) Non-Standing Faculty Schedule 

(4) PhD Schedule  

(5) Post Doc Schedule 

(6) Temporary Workers, Work Study, TAs, RAs 

(7) Current Expense Schedule – (000000 and 010701) 

(8) Other Income (Sales & Service / Miscellaneous Income)  

(9) Transfer Reconciliation Schedule 

(10) Additional Funding Request Form  

(11) Fund Carry Forward Schedule 

(12) Endowment Liquidations and Additions Schedule  

 

 

Budget Schedules| Overview 
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Staff Schedule:  

Professional & Support Staff 
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Staff Schedule: Professional & Support Staff 

Staff names, titles, and 
base salaries are pre-
populated by F&A. 

Please add other org or fund payments 
in columns J – U.  The portion of the 
staff members salary on the 0-Fund will 
calculate in column V (you may change 
the default fund if most of your staff is 
paid by a different fund, i.e. 010701). 
Finally, add any explanations in the 
notes column (W).  
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Staff Schedule: Scenario A 
Marie’s Home ORG is 0701 but 50% of her salary is paid by ORG 0702  

 

Marie’s Base Salary will ONLY be 
populated on the Staff Schedule 
of her HOME ORG 

Marie will need to be added to 
manually added 0702’s Staff 
Schedule since this is not her 
HOME ORG 
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Staff Schedule: Possible Scenario B 

25% of Marie’s Salary is paid on a 4-Fund 
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Staff Schedule: Completed 

Once you have entered any 
adjustments to your pre-
populated staff schedule, as 
well as any non 0-Fund 
Hyperion Inputs, the 
formula in Column B must 
equal Zero. 

Only enter in Hyperion amounts 
charged to your org(s) 

Open positions should be 
budgeted with a 0% increase 
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Standing Faculty Schedule:  

Ninths 
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Standing Faculty Schedule: Ninths 

Determine the FY17 projected ninth by 
calculating (FY16 Ninth * 1.03) and/or 
confirm faculty member’s base salary with 
home ORG to determine ninth amount.  

Please COMMUNICATE with other BAs to confirm agreements between departments!! 
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Standing Faculty Schedule: Extra Non-Teaching 

This schedule is used for payments for 
additional payments to Standing Faculty 
that are not related to teaching. 

The fund numbers within the schedule 
can be updated to accommodate the 
activity within your department. 
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Non-Standing Faculty Schedule 



KNOWLEDGE FOR ACTION 

Use this Input Table to enter totals into Planning. 

Non-Standing Faculty Schedule (5020 and 5011) 

You can adjust the “Paid from” categories based on your paying 
Funds.  Please remember if you do this, you must also adjust the 
Orange box to assist in your Hyperion Planning Input table at the 
bottom of the schedule. 

In the notes section, please provide explanation for 
payment, i.e. course being taught. 
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Temporary Workers, Work Study, 

TAs & RAs Schedule 
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The “Total Cost” will calculate automatically 
based on your input of the hourly wage and 
estimated annual hours. 

You may enter either the worker’s names or 
job title / brief description of the work to 
be performed.  If there are multiple workers 
performing the same job, you can group 
them together in the same row (e.g. 
“Student Data Assistants (3).” 

“Total Charged to 000000 Fund” will calculate 
automatically as the default fund after all 
“Payments from other Funds” have been 
deducted. 

“Total Charged to 000000 Fund” should not be 
greater than last year’s budgeted amount.  If it is, 
an additional funding request should be submitted 
for the difference. 

Temporary Workers, Work Study, TAs & RAs: Temporary Workers 

Use this Input Table to enter totals into Planning. 
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The “Total Cost paid by Dept” will 
calculate automatically based on 
your input of the hourly wage and 
estimated annual hours. 

The “Hourly Wage Paid by Dept” will calculate 
based on your input of the “Hourly Wage” 
(actual wage received by the student) and 
“Term,” since the department’s cost varies 
(Academic Year at 50% and Summer at 80%). 

“Total Charged to 000000 Fund” 
will calculate automatically as the 
default fund after all “Payments 
from other Funds” have been 
deducted. 

Temporary Workers, Work Study, TAs & RAs: Work Study 

Use this Input Table to enter totals into Planning. 
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You do not need to populate 
each section of the course 
individually unless each 
section has unique TA 
payment arrangements.  

25 

The “Total TA Cost” will 
calculate automatically 
based on your input of the 
section and pay rate 
information. 

Temporary Workers, Work Study, TAs & RAs: TAs 

Use this Input Table to enter totals into Planning. 

If additional funding is required 
please provide detailed information 
pertaining to why additional TA’s are 
needed, ie. new course, another 
section is being added, larger class 
size, etc. 



KNOWLEDGE FOR ACTION 

The “Total RA Amount” 
will feed automatically to 
the bottom Hyperion input 
box based on the fund # 
you put into column C. 

Temporary Workers, Work Study, TAs & RAs: RAs 

Use this Input Table to enter totals into Planning. 
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Current Expense Schedule: 000000 

and 010701 
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Your allowable 000000 Fund Current Expense budget is 
provided here.  You can decide how this amount should 
be allocated in Hyperion Planning among the various 
Object Codes, but the total of all Current Expense Object 
Codes should equal this amount.  

Current Expense Schedule: 000000 and 010701 

If applicable, enter revised 010701 
budget based on your calculation and 
provide an explanation for the 

difference. 

Your recommended 
010701 Fund 
Current Expense 
budget is provided 
here.  You can 
decide how this 
amount should be 
allocated in 
Hyperion Planning 
among the various 
Object Codes.  
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Trending Explained:  How does it work? 

Example 1:  Evenly Distributed Spending  

This Year  

Actual  

This Year  

Trended  

($000's)  

Final FY15  

Actual  

YTD  

FY15 

Actual  

Thru Jan 

YTD FY16  

Actual thru  

Jan 

Calculated  

FY16 Y/E  

Fcst 

Current Expense 1,200          600          800                     1,600             

Last Year Actual  

Example 2:  Spending is Back-End Loaded 

This Year  

Actual  

This Year  

Trended  

($000's)  

Final FY15  

Actual  

YTD  

FY15  

Actual  

thru Jan 

YTD FY16  

Actual thru  

Jan 

Calculated  

FY16 Y/E  

Fcst 

Current Expense  3,000          750          1,000                     4,000             

Last Year Actual  

50% 

800 / .50 = 1,600 

25% 

1,000 / .25 = 4,000 
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Skewed Trending:  When it Doesn’t Work 

Example of Skewed Trending due to slight 
uptick in YTD Spending Last Year Actual    

This Year 
Actual  

This Year 
Trended  

($000's)  

Final FY15 
Actual  

YTD 
FY15 

Actual 
thru Jan 

  
YTD FY16 

Actual thru  
Jan 

Calculated 
FY16 Y/E Fcst 

Current Expense            200            20                         60                600  

60 / .10 =  600 

10% 

Example of Skewed Trending due to $0 YTD 
Spending Last Year Actual    

This Year 
Actual  

This Year 
Trended  

($000's)  

Final FY15 
Actual  

YTD 
FY15 

Actual 
thru Jan 

  
YTD FY16 

Actual thru  
Jan 

Calculated 
FY16 Y/E Fcst 

Other Income            160            20                          -                      -    

13% 
0  /  .13  =  0 

it 
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Other Income Schedule:  
Sales & Service and Misc. Other Income 



KNOWLEDGE FOR ACTION 

Other Income Schedule: Sales & Service and Misc. Other Income 

We will provide information for the funds 
that have activity.  Please explain any 
difference from the recommended 
budget in the boxes below.  
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Transfer Reconciliation Schedule 
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Be sure to use the correct sign so that the transfer in or out can be distinguished:  
Negative ()  for Transfers In and Positive for Transfers Out.  

You will need to fill in the 
Hyperion Input / 
Reconciliation Table from 
the sections above.  Be sure 
that the control total = $0. 

Transfer Reconciliation Schedule 
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Additional Funding Request Form 



KNOWLEDGE FOR ACTION 

If the “Additional Notes” column 
does not provide enough space 
to explain the request, please 
send your budget analyst 
additional information or 
supporting documents. 

Additional Funding Request Form: Faculty Actions (Budget Entry) 

Choose the type from the Drop Down Menu.  
Any one time and finite period expenses will 
be budgeted and spent from 010703, while 
recurring expenses will be budgeted and 
spent from 000000 (or other designated 
fund).  DARTS will be budgeted and spent in 
010702. 
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Items NOT Considered Additional Funding Requests 

• New Faculty: Base Salary, Standard Ninths and DARTs (at your departmental 

standard).   

 

• Visiting and Adjunct Faculty: Base Salary and DARTs 

 

• Staff Reclassification Requests 
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Additional Funding Request Form: 000000, 010703, 010702? 

• Examples of 000000 Fund Additional Funding Requests: 

– Recurring Requests 

• TA for a new course 

• New staff positions 

• Permanent Increase to Current Expense 

• Need for increased Work Study 

 

• Examples of 010703 Fund Additional Funding Requests: 

– One Time Requests 

• Faculty Relocation 

• One Time Computer Purchase 

• Office Renovation 

 

– Special Arrangement for a finite period of time 

 

• Examples of 010702 Fund Additional Funding Requests: 

– One Time Requests 

• DARTS (above the normal Dept. Darts Amount) 
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Fund Carry Forward Schedule 
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Funds Carry Forward Schedule:  Overview 

• The purpose of this schedule is to ensure that all funds will end  FY17 at 

either break-even or surplus. 

 

• 010701 (Discretionary), 4XXXXX, and 6XXXXX funds that have been budgeted 

into a deficit position in FY17 should be included to ensure prior year 

surpluses cover  the budgeted deficit.  

 

• Hyperion can help you confirm if you have budgeted a fund into a deficit 

position:  

– For 4XXXXX and 6XXXXX funds: Endowment & Gift Fund Analysis 

– For 010701, Wharton RCM Row and Object Detail – No Rounding or Form V: 

View Summary in the Revenue and Expense forms of PennPln2 

 

• Review the RCM Operating (Surplus)/Deficit line to confirm if any funds are in 

a deficit position 
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Fund Carry Forward Schedule: Estimated Surplus/(Deficit) End of FY16 

This is your estimate of the fund’s 
cash position at the end of the 
current fiscal year.   This figure 
will automatically update based 
on your inputs for Column D-F. 

This is the amount (if any) you plan 
to liquidate from the endowment in 
the upcoming year.  It is entered as a 
positive number as it is an increase 
to cash balance (although a 
decrease to the invested  value). 

Cells D7-F7 are a reminder of 
where/how to find the requested 
inputs . 
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Fund Carry Forward Schedule: FY17 Budgeted Activity 

You can pull the information for Columns I-O from the 
“Endowment & Gift Fund Analysis Report” in Hyperion, 
after you have entered the budgeted activity to 
Planning. Enter Inflows (revenue, transfer-ins) as 
positive amounts and Outflows (expenses, transfer-
outs) as negative  amounts. 

This is the estimate of 
fund’s current year and 
cumulative cash 
position at the end of 
FY17. The figures will 
automatically calculate 
based on your inputs in 
the proceeding cells. 
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Endowment Additions and Liquidations 
Schedule 
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Endowment Additions & Liquidations Schedule: Why complete it? 

• The AIF reflected in Hyperion does not take into account any additions (gifts 

to the endowment or reinvestments) or liquidations that occurred within the 

current year or are expected in a future year.   

 

• AIF in Hyperion is calculated based on the invested balance (FMV) as of the 

previous fiscal year.  Example: FY17 AIF is calculated on the balance at the 

end of FY15. 

 

• The Endowment and Liquidation Schedule allows you to input any additions 

(gifts to the endowment or reinvestments) or liquidations that HAVE occurred 

or that you EXPECT to occur in the current fiscal year (FY16) or WILL occur in 

the next year (FY17).  Once this information is updated to Hyperion, the AIF 

with calculate based on the updated FMV. 
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Endowment Additions and Liquidations Schedule 

If you are unsure of 
the specific month 
that the activity 
will occur in FY17, 
you should spread 
the total amount 
evenly across the 
months (by 
dividing the total 
by 12).  

Use the Hyperion 
Planning Input 
Table to complete 
the S1 form in 
Planning.  Type 
the numbers 
exactly as they 
appear here, 
remembering 
especially to 
enter the correct 
sign. 

To have AIF income accurately calculated, endowment 
additions, liquidations, and reinvestments that occurred 
(or are expected to occur) in FY16 should be entered.  
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Enter amounts as absolute values to the “Current Fiscal Year” and “FY17” tables . The “Hyperion Planning Input” table 
will convert the values to the appropriate sign (positive or negative) for Hyperion entry.   

Endowment Additions & Liquidations Schedule 
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Budget Review 



KNOWLEDGE FOR ACTION 48 

BA Budget Review 
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F&A Analyst Budget Review | Overview 

Budget 
Memo 

Budget 
Schedules 

Additional 
Funding 

Fund-level 
review 
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• Run Forecast & Budget Detail Report from Hyperion & extract 

to Excel  

• Apply Filters and check each object code/category versus the 

budget schedules.  Some examples: 

– Professional Staff (5100) in total and by fund if multiple funds 

are budgeted 

– Current Expense (in total, not by OBJ) 

– Transfers (especially +/-) 

– Additional Funding Requests (CREF 07-9999 in total, as well 

as by OBJ and fund) 

 

• Any issues/discrepancies/questions related to the above are 

included on the Budget Memo 

 

 

 

F&A Analyst Budget Review | Hyperion v. Schedules 
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• compare completed schedules to originally distributed schedules 

(noting differences) and compare versus the corresponding 

schedules from current fiscal year (reconcile YOY changes) 

• for Faculty and Staff schedules, note both deleted and new 

positions (for school-level headcount analysis and AFR) 

• for Faculty Buy-Ins/Outs and Transfers, check the ‘other side’ of 

each entry in the Schedules of the corresponding ORGs 

• at the Fund level, compare current year’s budget to upcoming 

year’s budget (to note major changes).  Also compare versus 

current year projection for further reasonableness checks. 

• for Additional Funding Requests, understand each request in 

order to advocate and inform during AFR meetings with the Vice 

Dean 

• Items that require further discussion are also included in the Budget 

Memo 

 

 

 

 

 

 

 

F&A Analyst Budget Review | Additional Review 
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• Example of Incomplete Request 

 

 

 

 

• Example of Complete Request  

 

F&A Analyst Budget Review | Additional Funding 
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F&A Analyst Budget Review | Summary  

What 
has 

changed 
v. prior 
year?  

Are there 
any 

noteworthy 
trends? 

What are 
reasons for 

the 
changes? 

How does 
this budget 
impact the 

School –level 
budget? 

Does the 
budget 
seem 

reasonable? 
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School Level Review | Overview 

Budget 
Summary 

Presentation 

Compilation & 
Reconciliation 

Calculations 
& Budget 

Entries 

Roll Forward 
Analyses 

Category-level 
Analyses 
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• Department Schedules are compiled into a School-level 

summary spreadsheet for the most critical categories: 

– Additional Funding Requests  -- Standing Faculty 

– Transfers    -- Full-time Staff  

• Summary spreadsheet s are reconciled to Hyperion 

• Results are summarized  descriptively (e.g. Total Staff in terms 

of filled, open and new positions; AFRs are edited and 

streamlined) 

• Results are “rolled-forward” from current year (e.g. Total 

Budgeted Standing Faculty = current year headcount + # new 

faculty offers (pending/accepted) – # departed faculty) 

• Budget Entries are made to Hyperion (e.g. salary savings, 

School level DARTS transfers) 

• Summaries (particularly AFR) become part of budget 

presentation for the Dean. 

 

 

 

School Level Review | Compilation & Reconciliation  
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Performed at school level (ORG 0700): 

• Tuition & Fees: Undergrad, MBA (incl. WEMBA), PhD, Study 

Abroad.  Also, subvention and undergraduate student aid 

• Fundraising: Gift Income (based on projected pledge receipts) 

incremental to what is already entered by BAs.  Includes term 

gifts and gifts to endowments, which result in additional AIF 

• Allocated Costs and Space Charges: paid to Central annually 

• Adjusting Entries: Salary savings, DARTS (to reduce budgeted 

to expected spending), Academic Comp (additional faculty LOAs, 

new faculty declining offers, visitor and adjuncts), PhD tuition and 

stipends based on historical results 

• Balancing Entries: transfers to clear deficits in funds such as 

000000, 010703 

 

School Level Review | Calculations & Budget Entries 
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A series of analyses are performed:  

• by category (e.g. current expense, non-academic comp), and 

• by fund group (e.g. 000000, endowments)  

• to compare the upcoming year’s budget to the current year’s 

forecast. 

 

The results of each category-level analysis are:  

• summarized in a roll-forward format and used to either:  

• drive changes, adjustments, or corrections to the budget, or  

• support the school level overall roll-forward included in the 

Dean’s presentation. 

 

School Level Review | Category-level Analyses 
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Example of Category Level Analysis Spreadsheet 

Example of Roll-forward  from current year 
forecast  to upcoming year’s Budget. 

School Level Review | Category-level Analyses 
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An “all funds” summary reflecting the changes in current year 

forecast versus the upcoming year budget explaining year-over-

year changes in: 

• Revenue Categories (tuition & fees, investment income, gift 

income) 

• Contributing Divisions (Exec Ed, WRDS) 

• Expense Categories (compensation, current expense, allocated 

costs, capital) 

The information is compiled using the various school level analyses 

performed earlier in the process. 

The process of preparing a summary roll-forward provides an 

opportunity for assessment of reasonableness and thorough 

understanding of drivers of change on a year-over-year basis. 

 

School Level Review | Roll-forward Analyses 
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A final summary document is prepared to reflect high-level aspects 

of the budget for review and approval by the Dean and Deputy 

Dean.  

Summary information includes: 

• Budget Assumptions: Tuition Increase, Class Size, 

Faculty/Staff headcount, increase parameters for compensation 

and current expense 

• Forecast to Budget Roll Forward summary 

• Specific other relevant analytical summaries (e.g. staff 

compensation analysis, summary of budgets for strategic 

initiatives, planned capital and technology spending and projects) 

• Additional Funding Request Summaries: by Division with 

summary of specific requests. 

 

 

School Level Review | Dean’s Presentation 



KNOWLEDGE FOR ACTION 


