
Budget Information Session

Spring 2025



The Office of Budget and Planning is dedicated to fostering strategic, efficient, and effective 
resource allocation to support the College’s mission, strategic priorities and long-term success. 
Through financial stewardship, data-driven insights, and collaborative planning, we empower 
decision-making that strengthens the College community and its future.

Our Role

We provide expert financial guidance and strategic direction to budget administrators, ensuring 
best practices and adherence to established policies. We deliver high-quality financial analysis 
and advice to Senior Staff, Cabinet, the President, and the Board of Trustees, supporting 
informed decision-making and long-term planning.
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Mission, Roles and Responsibilities



Responsibilities
• Align the College’s financial strategy with its mission and academic 

priorities, informing the five-year financial plan and annual operating and 
capital budgets.

• Maintain balanced budget plans that sustain academic and operational 
excellence while allowing flexibility for emerging needs and 
opportunities.

• Oversee the strategic five-year financial planning and annual target-
setting processes.

• Promote a forward-thinking approach to budgeting, identifying 
efficiencies and resource enhancement opportunities.

• Provide timely and accurate financial forecasts to support leadership 
decision-making.

• Establish, implement, and enforce financial processes and procedures 
to ensure fiscal responsibility.

• Offer budget training and support to the College community.

• Deliver the highest quality customer service in all financial planning 
matters.
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Judy Chen
Associate Vice President of Budget and Planning
212.678.3804
jc5754@tc.columbia.edu

Daysi Bourekas 
Administrative Associate  
212.678.3016
dm2378@tc.columbia.edu

Christine Flores
Manager of Office of Budget and Planning
212.678.3496
cf2556@tc.columbia.edu

Max Wallace
Financial Analyst
213.678.3864
mhw2160@tc.columbia.edu

Jason Phoel
Director, Office of of Budget and Planning
212.678.3281
jp3402@tc.columbia.edu

Ivy Fernandez
Manager of Financial Planning and Analysis
212.678.8153
if2235@tc.columbia.edu

Maggie Hayes
Financial Analyst
212.678.3864
mkh2171@tc.columbia.edu

budget@tc.columbia.edu

Budget & Planning Team
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Agenda
1. Chart of Accounts
2. Funds and Indexes
3. Responsible Persons and Budget Admins
4. Annual Budget Load
5. Accounts
6. Frequently Used Banner Forms
7. Non-Sufficient Funds (NSF)
8. Budget Forms
9. Personnel/Salary Budgets
10. Unimarket – eProcurement System
11. Year-End Procedures
12. Budget & Planning Resources
13. Questions and Answers Session
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Chart of Accounts Structure
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FOAP

FUND ORGANIZATION ACCOUNT PROGRAM



Chart of Accounts Structure
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Index is the shortcut to:

FOP

FUND ORGANIZATION PROGRAM



Funds and Indices
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Reflects commitments and anticipated revenue and expenditures 
approved by the Board of Trustees; The budget resets annually

1xxxxx
Operating Funds

Internally allocated funds for specific purposes; Unspent funds 
carry over to the next FY

2xxxxx
Designated Funds

Funded by interest earned on invested principal; Principal cannot 
be spent; Unspent funds carry over to next FY

62/64xxxx
Endowed Funds

Funded by donations and can be fully spent per donor guidelines; 
Unspent funds carry over to next FY

65xxxx
Gift Funds

Resources designated for long-term investments in infrastructure; 
Unspent funds carry over to next FY until project is complete 

7xxxxx
Capital Funds



Responsible Person (RP) – The individual financially responsible for the index, overseeing the financial activity and ensure 
funds are used appropriately

Budget Administrator (BA) – Designated by the Responsible Person providing support to ensure compliance with financial 
policies.
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Responsible Person and Budget Administrators

RP
• Authorized to perform budget, expense and revenue 

transfers.
• Authorized to perform Revision of Labor 

Distributions
• Authorized to submit Unimarket Approval changes
• Granted access to all budget reports
• Can approve Index Access requests
• Can approve Index Creation requests

BA
• Authorized to perform budget, expense and revenue 

transfers.
• Authorized to perform Revision of Labor 

Distributions
• Authorized to submit Unimarket Approval changes
• Granted access to all budget reports
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Operating Budget (1xxxxx)

• Developed annually during the Annual Operating Budget Planning process in Anaplan and approved by the Board of Trustees.

• Begins in early Fall for the next fiscal year

• The departments are provided about a month to submit their requested budget and any increases to their based budget

• Anaplan users are determined by your area’s VP

• Training for Anaplan is provided before the cycle begins

• Revenue & OTPS accounts loaded into Banner early-mid summer.

• Operating Salary accounts (6xxx)

• Loaded in early September during the budget roll.

• Departments do not need to wait for the salary budgets to be loaded into Banner to move forward with their 
personnel transactions.

• Salary budgets reflect the approved fiscal year budget and any submitted budget transfers.
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Annual Budget Load
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Designated Funds (2xxxxx), Endowments (62xxxx, 64xxxx), Gift Funds (65xxxx)

• Fund balances as of August 31 are loaded into account PL7000 or 78xx for each fund type.

• These budgets are loaded in late September after the Controller’s Office closes the prior fiscal year.

• Endowment distributions for the next fiscal year are generally loaded in November. 
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Annual Budget Load
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• 5xxx – Revenue

• 6xxx – Personnel/Salary
• 6891 – Fringe Benefits
• Fringe Rates

• Student employees (Accounts 6462, 6469, 6422, 6429, 6442, 6449, 6412, 6419, and 6452) is 8.1% 
• All other salary accounts are at 41%.

• 7xxx – Other Than Personnel Services (OTPS)
• 78xx – Scholarship and Financial Aid account 

• PL7000 – Unassigned funds (to be allocated to expense accounts)

• 81xx – Indirect Costs 

• 82xx – Cost-Share

• 936x – Interfund Transfers

Frequently Used OTPS Account Numbers
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Accounts

Feb 2025

https://www.tc.columbia.edu/media/administration/office-of-budget-and-planning/Frequently-Used-Account-Numbers---12.11.17-1.pdf
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Frequently Used Banner Forms

Banner Form Uses

FGIBDST
Organization/Department budget status:
Lists columns with Salary and Expense Accounts, Titles for Accounts, Adjusted Budget 
Amounts, Year to Date Activities, Commitments and Available Balances

FGITRND Provides details on the transactions that make up the adjusted budget, expenses, and 
commitments from start of Fiscal Year to present

FGIOENC Provides list of encumbered funds

FGIBSUM Summarizes expenses, salary payments and revenues for Fiscal Year

FGIBAVL Budget Availability Status for Operating Expense Budget Pool (7000)
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FGIBDST – BUDGET DETAILS

FOAP

5XXX accounts represent revenues

6XXX accounts represent salaries and fringe

7XXX accounts represent OTPS
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FGITRND – Transaction Details
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FGIOENC - Encumbrances
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FGIBSUM – Sum of Account Types
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FGIBAVL – Budget Availability Status
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FGIBAVL – Budget Availability Status
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Non-Sufficient Funds

• NSF occurs when there are not enough funds to cover a purchase requisition or check request submitted 
for processing.

• NSF are monitored daily 

• A budget transfer must be submitted to reallocate resources to cover the NSF.

• Once funded, our office will move the transaction along
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Budget Forms
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Request for Index Access Request for Index Creation Budget Transfer
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Budget Forms
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Revenue/ Expense Transfer Revision of Labor Distribution
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Request for Index Access Form
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• The Request for Index Access form 
provides access to listed Index(es) 
subject to the index Responsible 
Person’s and employee Supervisor’s 
authorization. 

• Banner Access is a prerequisite for Index 
Access. Ensure a Request for Banner 
Access has been completed with TCIT 
first.
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Request for Index Creation Form
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• The Request for Index Creation form is 
used to request the creation of new 
Operating (1xxxxx) and Designated 
(2xxxxx) indices.  

• Indices that fall under the Office of the 
Provost will require their approval. 
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Budget Transfer Form
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• The Budget Transfer Form is used to 
move available budget within an index or 
to a different index-account combination. 

• Budget transfers should be submitted in 
anticipation of incurred or upcoming 
commitments or expenditures so that the 
budget reflects the plans and spending of 
the department.
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FGIBDST
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Budget Transfer Form
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Budget Transfer Process Flow
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Budget Transfers

• Each department is provided with an operating budget at the start of the fiscal year in accordance with what was 
approved by the Board of Trustees. Any requests for additional funding within the Academic Departments or Academic 
Affairs Administration should be routed directly to the Office of the Provost.

• When transferring funds out of an index/account, please ensure that there is sufficient budget remaining to cover 
existing and anticipated expenditures and encumbrances.

• All transfers are assumed as temporary unless clearly specified as permanent on the form.

• The Explanation/Comments section is required to be completed and must adequately explain the nature and intent of 
the transfer.

• The transfer request must be approved by the Responsible Person (RP) or Budget Administrator (BA) of the index 
where budgeted funds are being moved out of.

• Non-Salary Permanent transfers will only be accepted up until the community close of the prior fiscal year.  These 
transfers will become part of the subsequent year's preliminary budget.  Any transfers submitted after the community 
close will be treated as temporary and any budget reallocations should be reflected during the annual budgeting 
process.
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Budget Transfers

Restrictions/Non-Permissible Transfers

• Budget transfers from an operating index (1xxxxx) to a non-operating index (2xxxxx, 6xxxxx) are not 
permissible.

• Transfers from a 78xx (Scholarship and Financial Aid) account to a non-78xx account are not permissible.

• Budgeted funds allocated to a course fee index cannot be transferred to any other type of index. In the event 
a transfer of this nature goes through, the Office of Budget and Planning will reverse it once it has been made 
aware. If this results in a year-end NSF situation, the subsequent fiscal year will be charged.

• Allocations made within a course fee index may be changed even if it does not align with the processes listed 
above. Course fee indices utilize temporary funding and allocations can be adjusted as the needed usage of 
funds comes to light.

• Fringe benefits must be included when transferring salaries and should be allocated to account 6891. All 6xxx 
accounts require fringe to be added. It is the department’s responsibility to ensure that all salary lines are 
funded appropriately. 
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Budget Transfers

Transfers Requiring Special Approval

• Any transfer of instructional salary savings to non-instructional salary accounts requires approval from the 
Office of the Provost.

• Any transfer of non-instructional salary savings is reviewed by the Office of Budget and Planning on a case-
by-case basis.

• Any transfer from a 6xxx account to a 7xxx account.

• Revenues above and beyond the budget can be transferred to cover associated incremental expenses.
• For Continuing Professional Studies (CPS), Online Academic Offerings, and Center for International 

Foreign Language Teaching Education (CIFLTE), revenue budget transfers require approval of the 
Office of Academic Planning. 

• All other revenue budget transfers within the Provost's area must be approved by the Office of the 
Provost.

• Revenue budget transfers in other VP areas will be reviewed by the Office of Budget and Planning on a 
case by case basis.
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Revenue or Expense Transfer Form
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• The Revenue/Expense Transfer form is 
used to move actual incurred expenses 
and/or revenue within an index or to a 
different index-account combination.
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FGIBDST
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Revenue/Expense 
Transfer Form
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Revenue or Expense Transfers

• If an expense item is incorrectly charged to your budget, the Revenue/Expense Transfer Form must be approved by the 
Responsible Person (RP) or Budget Administrator (BA) whose budget will receive the charge.

• Conversely, if a revenue item is incorrectly recorded on your budget, the form must be approved by the Responsible Person 
(RP) or Budget Administrator (BA) who is having the revenue moved off their index.

This form is not to be used for:

• Changes to the budget (this would be managed through the Budget Transfer form)

• Salary correction (this would be managed through a Revision of Labor Distribution)
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Revenue or Expense Transfers

Interdepartmental Charges
Some areas of the College provide services to departments that need to be accounted for in the form of an interdepartmental 
charge (IDC). Expenses for these services (provided by, for example, the post office, duplication, telecom, and on occasion 
security and facilities) should be charged to the IDC expense account (719x). Payments for these services should be realized 
on the IDC recoveries accounts (932x).  

When these services are performed, the Revenue/Expense Transfer Form should be submitted. For example: 

If Public Safety provides a service to a department, the department will be charged on account 7195 and Public Safety would 
record the payment on 138450-9320. For example: 
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Revenue or Expense Transfers

Interdepartmental Charges
• If Facilities provides a service to a department, the department will be charged on account 7191 and Facilities would record 

the payment on 134300 or 134500-9320

• If Media Services provides a service to a department, the department will be charged on account 7191 and Media Services 
would record the payment on 135103-9320

• Other Programmatic Payments: The From section should have the payor’s index on account 7191 and the To section should 
have the index of the department offering the services on account 9320
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Revision of Labor Distribution Form
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• The purpose of the Revision of Labor 
Distribution form is to request a revision 
to a salary distribution already 
processed. This form is required when 
the allocation of salary paid to an 
employee must be transferred from a 
given account line to another.

• Any request to update future salary 
distributions should be submitted via a 
Labor Distribution Change (MODJB2) 
ePAF.
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Personnel/Salary Budgets

• All Full-Time and Union budgets are managed at the position level. This includes Full-
Time Faculty, Instructional Staff, Full-Time Professional Staff, and all Union Staff.

• All other salary accounts are managed through a pooled funding approach.
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Personnel/Salary Budgets

Full-Time and Union Budgets

• All approved positions on an index will make up the Adjusted Budget at the account level.

• Commitments reflect salaries for all filled Full Time positions. 

• Vacant positions will go uncommitted until the position has been filled. These savings from 
vacancies will show in the Available Balance column.
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Personnel/Salary Budgets

Full-Time and Union Salary Savings
• The Office of Budget and Planning monitors salary savings resulting from employee departures and 

unfilled positions. These figures may differ from those reflected in Banner. For details, please contact our 
office.

• Approval is required for the use of salary savings:
• Instructional positions – Approval from the Office of the Provost
• Non-instructional positions – Approval from the Office of Budget and Planning

• Departments may request transfers only to backfill vacant positions, such as using funds for 
Contractor/Consulting Services (Account 7211). However, fringe benefit savings cannot be reallocated.
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Personnel/Salary Budgets

Full-Time and Union Position Budget Updates
• Moving budget from one full-time or union position to another requires the submission of a permanent 

budget transfer. The Explanation section of the transfer must clearly indicate which positions the 
budget is being moved from and to for transparency and proper tracking.

• To update position attributes such as index, account, title, or salary grade, departments must submit 
an HR Job Description Addition/Change Request Form. This ensures that the position details are 
correctly updated on the job description (JD).

• When changes to index, account, title, or salary grade are requested, the JD is routed to the Office of 
Budget and Planning for approval and processing.
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Personnel/Salary Budgets

Personnel Transactions
• The Office of Budget and Planning reviews all personnel transactions to:

• Verify funding availability (see the Budget Considerations for Personnel Transactions section for funding policies).
• Confirm the correct position number.

• Personnel transactions reviewed by our office include:
• PageUp Job Descriptions
• PageUp Requisitions (requests to hire for an approved position)
• ePAFs (Electronic Personnel Action Forms)
• PAFs (Personnel Action Forms)
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Personnel/Salary Budgets

Personnel Transactions – PageUp Requisitions
Key Fields for Budget and Planning Review:

• Initial Term Appointment End Date
• Temporarily funded positions (including those on non-operating budgets) must have an end date within the fiscal 

year of hire.
• Permanently funded positions without a defined end date should use August 31, 2049, or the actual appointment 

end date if applicable.

• Requested Salary
• This field should specify:

• Anticipated individual appointment amount
• Total anticipated appointment amount across all headcounts 
• Example: For multiple hires (e.g., three headcounts): "$2,000/3 appointments; $6,000 total.“ For a single hire: 

"$2,000/1 appointment.”

42Information SessionFeb 2025



Personnel/Salary Budgets

Personnel Transactions – ePAFs
• For ePAFs requiring only an hourly rate, the total salary for the appointment period should be 

indicated in the comments section.
• Some ePAFs require the position number to be entered by the originator. To find the correct position 

number, refer to the following resources available in the Argos Reports application on the Employee 
Portal:

• Supplemental Positions for Full Time Employees (see Additional Compensation Job Guidance)
• Pooled Positions for Part Time Employees Report
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Personnel/Salary Budgets

Personnel Transactions – PAFs
• All PAFs should be saved in Google Drive and the Google 

Drive link be provided to the approvers for email approvals
• Ensure to share the PAF with 

budgetsteam@tc.columbia.edu. This email is used only 
for access to PAFs on Google Drive; do not email directly.
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Personnel/Salary Budgets

Budget and Funding Considerations
• A Permanent Budget Transfer must be submitted in order to fund additions to headcount, salary 

increases, or promotions
• Any additions to headcount, salary increases, or promotions must be funded from the approved 

fiscal year Full Time & Union budget. 
• Hiring Managers should consult with index Responsible Persons or Budget Administrators to identify a 

funding source. If funding cannot be identified within the approved fiscal year Full Time & Union budget, 
the Department Head or VP must be notified, and they are responsible for escalating the issue if 
necessary.

• Requests for funding related to personnel changes within Academic Departments or Academic 
Affairs Administration must be routed directly to the Director of Budget for Academic Affairs.
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Personnel/Salary Budgets

Budget and Funding Considerations
• Possible funding sources for additions to headcount, salary increases, or promotions:

• The FT Salary Budget pool (account PL6000).
• This budget pool consist of any excess budget from position budget adjustments. For 

example, if someone was hired onto a position at a salary lower than the approved budget, 
then the budget savings will be moved to account PL6000. 

• For departments falling under the Provost Area, these funds are managed centrally by the 
Provost Office. 

• These funds can only be used to fund Full Time expenses. They cannot be transferred for PT 
or OTPS use.

• Vacant position budgets. This will result in a permanent decrease in that position’s budget.
• Part-time and Other Than Personal Services (OTPS) funds cannot be used to permanently fund Full-time 

or Union positions.
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Personnel/Salary Budgets

Annual Increases
• The College funds annual salary increases that have been approved by the Board of Trustees for Faculty, 

Full Time Instructional and Professional Staff and Union staff whose salaries are charged to the operating 
budget. 

• Part Time positions are not eligible for the annual salary increase.
• Annual salary increase requests for Faculty, Full Time Instructional and Professional Staff and Union staff 

, whose salaries are charged to non-operating budgets, should be submitted via a Salary or Rate Update, 
MODJB3 ePAF or a Salary Adjustment – Faculty/FT Lecturer, MODJB1 ePAF after ensuring the budget 
is in place.
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Personnel/Salary Budgets

Additional Job or Compensation
• Any additional payments to a current employee that are not included in the approved fiscal year budget 

must be funded unless the work is to backfill the duties of a vacant position.
• If backfilling a vacant position, check Banner to ensure there is sufficient budget associated with the 

position.
• If there is not sufficient budget, a Budget Transfer is required in conjunction with the PAF/ePAF.

• Honoraria Payments:
• TC employees and students are not permitted to receive honoraria payments.
• Only non-employees are eligible to receive honoraria, which must be processed through Unimarket 

using Account 7622.
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Personnel/Salary Budgets

Summer Budgets
• The summer budget is separate from the academic year and covers only summer instructional costs 

(61x9 accounts).
• The Office of Budget and Planning receives allocation information from the Office of the Provost including 

course, instructor, index, account, and amount before the summer semester begins and prior to the 
approval of PAFs or ePAFs. This allocation is loaded into Banner, making the funds available to the 
departments.

• Funding for any courses and instructors that were not part of the Office of the Provost’s allocation must 
be submitted through a Budget Transfer in conjunction with the submission of the PAF or ePAF.

• Any unspent funds allocated to departments for summer instructional salaries cannot be redistributed 
without approval of the Office of the Provost.
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Unimarket – eProcurement System

• 3rd party software system integrated with Banner Finance and managed by the Purchasing Department.
• Navigation-friendly, all-inclusive commitment management site.
• Approval hierarchy for different dollar value thresholds are set up for each index. Requests to change the 

approval hierarchy must be submitted by the Responsible Person (RP) or Budget Administrator (BA) 
associated to the index.

• Always include the specific index numbers for chains that need to be modified as well as names of 
individuals that need to be listed.

• Unused encumbrances rollover from year to year. The RP/BA may disencumber POs no longer needed 
to free up funds. Please contact the Purchasing Office to disencumber PO’s. 
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Unimarket – eProcurement System

Commitments and Encumbered Funds
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Year-End Processes

Dates and times vary from year to year; please refer to the Year End memo sent out by the Office of the Controller in the 
summer, which includes deadlines for:
• Invoices
• Accruals
• Purchase Orders (PO will roll over, but not budget)
• PAF/ePAF
If the deadlines outlined in the memo are not met, charges will be booked against the following year's budget.
As part of the College’s year-end process, NSFs are checked regularly by the Office of Budget and Planning and departments 
are promptly notified of the need to submit a budget transfer. Given the quick turnaround of our closing process, budget 
transfers will need to be submitted expeditiously as outlined by our communication (generally within 24 hours). Any NSF not 
resolved in that time frame will be charged against the subsequent fiscal year’s budget.
Any remaining balance on an operating (1xxxxx) index cannot be carried over to the subsequent fiscal year.
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Budget & Planning Resources

• The Responsible Person (RP) and Budget Administrator (BA) are granted access to the Budget Reports 
accessible from the Employee Portal.

• Employees seeking access to reports must request approval from the index’s Responsible Person (RP) 
and submit their request to budget@tc.columbia.edu. The request must indicate if the employee is to 
receive the Labor Distribution report, which contains confidential salary information.

• Employees who do not have index access and are seeking financial information about a certain index must 
speak with their respective Responsible Person (RP) or Budget Administrator (BA) to obtain the 
information.
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Questions
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