
Financial Planning Process

FY 2023/24 Phase II 



Objectives

• Collaborative Communication Updates

• Salary Planning Guidelines

• Salary Budget Worksheets Overview

Objectives



Objectives
Salary Pool Increase Examples

• Six Month Period Salary Increase = Economic Relief + 2% Salary Pool Increase

• Above Items Listed on Table are Only Examples

Salary & Wage

Level

Economic Relief

January 1, 2023

2% Salary Pool

July 1, 2023

Total

Increase ($)

Total

Increase (%)

Example 1 35,360$              2,000$                  747$                        2,747$         7.8%

Example 2 75,000$              2,000$                  1,540$                    3,540$         4.7%

Example 3 100,000$            2,000$                  2,040$                    4,040$         4.0%

Example 4 150,000$            2,000$                  3,040$                    5,040$         3.4%

Example 5 175,000$            2,000$                  3,540$                    5,540$         3.2%

Example 6 200,000$            2,000$                  4,040$                    6,040$         3.0%



Objectives
Collaborative Communication

• Starting July 1, 2023, we will be using Workday Adaptive Insights for 

reallocating Operating and Capital Expenses.

» We will not be reallocating budget using BudgetPak before July 1st.

• FY 2024 Budget approved by Board of Trustees.

• All planning materials are in the W Drive.



❑ 2% Annual Salary Pool Approved by Board

❑ Fringe Benefit Rate Remains the Same at 33.2%

❑ Provost Office Reminder: Faculty Contracts Deadline is May 31st

❑ Salary Budget Worksheets Deadline: May 19, 2023

❑ Economic Relief Deadline for Vacant Positions: June 30, 2023

Some RemindersImportant Information and Dates



Salary Worksheets
Salary Pool Allocation Guidelines

❑ Salary pool increases may be allocated to employees hired prior to April 1st.

❑ Compensation budget may be reallocated from vacant positions and unused lines.

❑ Compensation budget may be reallocated across organizational units within the same 
department/college.

❑ Compensation budget from faculty accounts may not be moved to admin accounts. 

❑ Provide notes for each fund movement (from and to) in the comment column under the salary 
budget worksheets.

❑ Submit a corresponding PeopleAdmin request for all modifications prior to submitting salary 
budget worksheets.  

❑ Provide in the comment column a submission date and PA action number if available.

❑ 6% and over salary increases will require PeopleAdmin modification and review by HR.



Salary Worksheets
Salary Budget Worksheets Overview

• Review and Validate all Information

• Snap-Shot as of March 20, 2023

• Allocate Annual Salary Pool Increases

• Record PeopleAdmin Position Modifications 

• Include PA Action # in Comments Column

• Reconcile and Balance within Allotted Amounts



Salary Worksheets
Salary Budget Worksheets

❑ Identify and allocate all salary increases in the Salary     
Budget Worksheets. 

* Please remember that the total amount of all 

salary pool increases cannot exceed the total amount  

allotted. 

❑ Verify that the salary amount on the faculty contract matches 
the Salary Budget Worksheet. 

❑ If any discrepancies on the Salary Budget Worksheets, please 
reach out to Budget@westernu.edu.



Salary Worksheets
Salary Budget Worksheets

❑ Salary Increases 6% and over will require Human Resources’ 
review and approval.

❑ Hourly rates for non-exempt salaries must be rounded to two 
decimal places. For example:

$24.04 hourly (rounded up) = $50,003.20 annually 

$24.03 hourly (rounded down) = $49,982.40 annually  

❑ Reminder: All position increases funded by Designated, Grant, 
Federal Work Study, and Temporary Funds need to be 
processed via PeopleAdmin action form.  

❑ For all position modifications, please process via 
PeopleAdmin and record on Salary Budget Worksheets.



Go to W:\Budget Office\Your Folder

Accessing Salary Worksheets
Accessing Salary Budget Worksheets



Salary Worksheets
Completing the Salary Budget Worksheets



Salary Worksheets
Completing the Salary Budget Worksheets



Salary Worksheets
Completing the Salary Budget Worksheets



After Completing the Budget Development Process Phase II

• Please make sure all salary increases are reflected in the salary 

budget worksheets and email Budget@westernu.edu that your 

department has placed the completed worksheets in the W Drive.

Submitting Salary Budget Worksheets

mailto:Budget@westernu.edu


Questions
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