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University Administration 
2018-19 Operating Budget Instructions and Guidelines 

 
 

University Administration  

In your budget submission, you must include a narrative description for ALL FUNDS to: 

 Increase operating efficiencies in both your administrative and academic enterprises. This 
information will be reported to the Board of Trustees at the June 2018 budget presentation. The 
information submitted must include specific operational efficiencies, how they were achieved 
and the overall impact on unit base budgets. This information should be quantified. 

 Mitigate the pressures from our stressed revenue streams. 
 

University Administration Support and Expenditure Control Totals 

Expenditure targets for your general fund accounts are provided in Attachment 1.  Reallocation among 
the accounts is permitted, but the overall general fund budget request for your area must not exceed 
these targets which incorporate your previously submitted departmental revenue and transfers-in/ 
allotments.   
 

Legal Services 

Legal services providers must be approved by the Office of the Vice President and General Counsel.  
Expenditures for legal services may only be made in accordance with guidelines established by that 
office. 
 
Salary Policy for Fiscal Year 2018-19—All Fund Groups 

. 
Salary and Wage Policy for Fiscal Year 2018-19—All Fund Groups 

The salary and wage policy for fiscal year 2018-19 provides guidelines for salary and wage setting 
that supports the objective of optimizing the university’s ability to continue to attract and retain 
outstanding faculty and staff talent.  

The salary and wage policy is predicated on an overall budget framework WITHOUT structural 
deficits.  
 

 Each campus and RC average base salary increase pool is approved up to 3% for continuing 
faculty and staff: 

o The 3% increase pool includes a mandatory increase of 1%, with the exception of  
 Union employees 
 Employees with annual base rates below $31,200 

o The additional increase of up to 2% is permitted assuming the organization has available 
resources. 

o Exceptions to the 1% mandatory increase require approval by the Executive Vice 
President and President. 

o University Administration RC’s will be centrally funded for the mandatory 1% increase. 
Up to an additional 2% will be allowed, per policy, based on the RC’s own funding ability. 

 Increases above 8% require Campus and Associate Vice President for Human Resources Review.  
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A list of includable reason codes is provided below.  An employee receiving a 0% increase must be 
coded with one of the following codes.  The use of these codes will NOT exclude an increase from 
the salary average increase calculation:   

a. INS – Insufficient Funds. 
b. MID – Employee received off-cycle increase during 17-18 budget year resulting in no 7/1 

increase or a reduced increase %. 
c. NEW – Academic, Professional staff and non-union support or service new hire resulting 

in no 7/1 increase or a reduced increase %. 
d. PER – Less than satisfactory performance, which should be documented by a 

performance improvement plan or other corrective action in FY18 or within the previous 
12 months, resulting in no or reduced increase for FY18. 

e.    TER – Employee will terminate or retire in FY19 and should not receive an increase. 

The policy provides for an exception for individuals excluded from the average for the following 
reasons ONLY (please code for exclusion every funding line with the reason code and calculated 
amount of the exclusion): 

 
Excludable Reason Codes Applicable to Faculty: 

a. EQU – Affirmative Action approved increases submitted prior to March 2018. 
b. FLT – Employees earning less than $31,200 annualized, receiving a flat increase. 
c. INT – Employee salary increases mandated by the Department of Labor. 
d. MAR– Market adjustments for faculty that have fallen behind in base salary as 

compared to similar appointments on campus.  The request will be submitted to the 
Campus Budget Office and Campus Academic Affairs Office for approval. 

e. MYR – Written agreement completed prior to April 9, 2018 that include a salary increase 
requirement for the FY2018-19.  Please provide a copy of the individual’s agreement. 

f. NTN – Newly tenured faculty. 
g. PRO – Faculty receiving promotion in rank or newly named as Distinguished Professors. 

 
NOTE: Faculty with the exclusion code of NTN or PRO should receive the standard increase 
associated with the exclusion as well as the salary policy increase established for the campus.  
The total amount will be entered into the request field and the exclusion amount entered into 
the reason code amount field. 
 
Excludable Reason Codes Applicable to Staff: 

a. EQU – Affirmative Action approved increases submitted prior to March 2018.  
b. FLT – Employees earning less than $31,200 annualized, receiving a flat increase. 
c. FYS – Fiscal year supplement is required for Non-Exempt staff above the maximum 

salary range.    This reason code may also be used for exempt employees above the 
maximum of the salary range or other non-union employees who are receiving 
compensation well above their position requirements for the salary range. 

d. HLR – Staff position duties have substantially changed within level and the position now 
has a sustained increase in responsibility documented in a position description approved 
by Compensation during FY 2018. In addition: 

a. In order to use this code, the increase cannot have already been processed via a 
Mid-year Pay Adjustment 

b. The staff position is eligible for a salary/wage increase up to an additional 8% 
(combining the HLR percentage with the campus/RC salary policy will result in a 
higher percentage) 

c. Requested increases should not exceed the associated salary range maximum or 
create internal equity or compression issues 
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d. Submit the increase request and supporting documentation to Compensation 
via hrcomp@iu.edu by April 9, 2018. 

e. INT – Employee salary increases mandated by the Department of Labor. 
f. MAR – Market adjustments for employees that have fallen behind in base salary as 

compared to similar positions on campus and/or in the market. External market data 
must be provided or approved by Compensation.  Submit the request and supporting 
documentation to Compensation via hrcomp@iu.edu by April 9, 2018. 

g. MYR – Written agreements completed prior to April 9, 2018 that include a salary 
increase requirement for FY18-19.  Please provide a copy of the individual’s agreement 
to the campus budget office via budu@iu.edu  

h. RCL – Staff either (a) reclassified to a higher rank, or (b) promoted to a different position 
of higher rank effective 7/1/2018. 

For Employees with Base Rates Less Than $31,200   
Employees earning less than $31,200 on a full time calculation*, after a 2% salary increase, will 

receive an additional base increase up to $600 for monthly or $603.20 for hourly. This increase 

is limited to the amount needed to reach $15/hr or $31,200/annually. 

A full-time equivalent rate will be calculated for part-time appointed employees and their 
salaries will be pro rata.  Under separate cover, a file of budget CSF Tracker records will be sent 
to each campus to assist in budgeting and determining the costs, by account.  For employees 
not covered by union agreements, salaries for those paid less than $31,200 ($15/hr) should be 
set according to this policy, and the reason code “FLT” assigned to the increase. 
The PER excludable code should be used for employees with less than satisfactory performance.  
This should be documented by a performance improvement plan or other corrective action in 
FY18 or within the previous 12 months. 
 
*Dually employed faculty or staff can be excluded from this policy using the excludable code 
MYR. 
 

Support and Service Staff Represented by Unions 
For support and service staff covered by a union (i.e. AFSCME Service, AFSCME Police, IATSE and 
CWA), the salary increase pool available for distribution shall be calculated based on the 
following:  

 The salary increase pools for employees represented by unions will provide for an overall 

average of 2%. 

 Employees earning less than $31,200 on an annualized full-time equivalent rate after the 

salary policy increase, will receive an additional base increase up to $603.20 annually, with 

this increase limited to the amount needed to reach $15/hr or $31,200/annually.  A full-time 

equivalent rate will be calculated for part-time appointed employees and their salaries will 

be pro rata.  Under separate cover from the University Budget Office, a file of budget CSF 

Tracker records will be sent to assist in determining the cost, by account for budgeting in the 

salary reserve line. 

 

Salary statistics by RC are calculated independently within three employee classifications: Faculty, 

Professional Staff, and Support/Service Staff.   

The lack of a percentage maximum does not guarantee campus or university approval of proposed 
salary or wage increases.  Units must be able to justify large increases, no increase, or salary and 

mailto:hrcomp@iu.edu
mailto:hrcomp@iu.edu
mailto:budu@iu.edu
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wage decreases for individual employees.  All increases should be covered by existing unit budgets. 
Resulting salaries and wages should be commensurate with those of similar job ranking across the 
university. Provide justifications for increases in excess of 8% with your budget submission.   
As always, please do not share salary and wage recommendations with employees prior to Trustee 
approval of the FY18-19 budget. 

 

Salaries set by the President 

The salaries set by the President should be entered consistent with the salary policy.     
 

Temporary Employees – Retirement Eligible 

All employees who are in Temporary positions (assignments) that have reached 900 hours of service in a 
single calendar year shall be covered by the Retirement & Savings Plan, unless covered by another 
University-sponsored retirement plan.  This requires all hours, University-wide, to be considered (not by 
RC). 
 

Employee Benefit Rates, Attachment 2 

 

Supplies and Expenses, Travel, Equipment (object codes 4000 to 7xxx) 

Please use the appropriate object code and budget projected non-compensation expenses, as accurately 
as possible, to aid in planning and compliance with applicable indirect cost recovery regulations. 
 

Space Rental (object code 4680) 

There will be no increase in the Poplars space rental rate for 2018-19. 
 

Employment Eligibility Verification and Background Checks (object code 4871) 

Employment eligibility verification (EEV) and criminal background checks for IU employees must be 
completed utilizing the web-based enterprise system.  In addition, criminal background checks are 
required for some students and volunteers.  Departments are charged for criminal background checks.  
The base cost for each criminal background check is $20.00.  The actual cost to the department may be 
higher due to additional charges, such as ordering other services, court fees, state required notifications, 
etc. Larger units should take this into consideration when formulating their budgets.  The criminal 
background check includes a criminal history and Sex & Violent Offender registry checks.  The cost of the 
EEV process, which includes Form I-9s and E-Verify checks, is included in the criminal background check 
charge.  There is no separate charge for the EEV process.   
 
Additional information regarding criminal background checks and the Form I-9/E-Verify process can be 
found on the UHR website at:  http://hr.iu.edu/eev/ . 
 
In addition to the above, note the policy pertaining to Indiana University programs which involve 
children: https://policies.iu.edu/policies/ps-01-programs-involving-children/index.html . 
 

Fire and Casualty Insurance, Attachment 3 

Use object code 5039.   
 

http://hr.iu.edu/eev/
https://policies.iu.edu/policies/ps-01-programs-involving-children/index.html
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Travel Allowances, Attachment 4 

Use objects 6xxx.   
 
Durable Goods and Software, Expendable Equipment and Software, Capitalized Equipment and 
Software (object codes 4910, 5200, 5215, 7000 to 7099) 

 
Capital Equipment: 

Capital equipment purchases are equipment items with an acquisition value of at least $5,000.00 and a 
useful life of one year or greater.  For equipment meeting these capitalization criteria, use the folloiwng 
object codes: 
7000 Capital Equipment 
7015 Computer Equipment 
 
Other costs, such as installation, freight/shipping, and training should also be capitalized with 
equipment purchases over $5,000.00.  If the equipment purchased meets the capitalization criteria, 
then these costs should also be coded to object code 7000 or 7015. 
 
Warranties, maintenance agreements, and software licenses should NEVER be capitalized with 
equipment.  These purchases should always be expensed to object codes 4776 or 4616. 
 
Please refer to Standard Operating Procedure CSPO 8.0 Capitalization of Moveable Equipment for 
detailed guidelines relating to the capitalization of moveable equipment and object code assignment.  
https://fms.iu.edu/capital-assets/capital-asset-standard-operating-procedures/csop-80-capitalization-
moveable-equipment/. 
 
If you have any questions, please email capasset@iu.edu. 
 

Lifecycle Funding (object 9940, sub-object LCF) 

The base budget contains the appropriate funding level to be maintained by each responsibility center 
within University Administration for the 2018-19 fiscal year and should be carried forward. If you are 
uncertain about the amount of funding needed, please contact the University Budget Office.   
 

University Administration Charges and Allotments for Non-General Funds, Attachment 5. 

The Administrative Service Charge for non-general funds will be $855,528 for 2018-19, (object code 
9951, sub-object UAS) 
 

IU Foundation Development Services Fee  

The General Fund will continue to absorb the non-general fund component of the Foundation 
Development Services Fee in 2018-19. 
 

Dependent and Spouse Tuition Benefit (object code 9956, sub-object code DFC) 

Federal regulations do not allow for the recovery of the employee’s spouse or dependent fee tuition 
benefit cost via the institutional pooled staff benefit billing process (since these costs may not be 
charged to federally-sponsored contracts and grants).  The estimated current year cost recovery will be 
allocated on the basis of eligible employee CSF Tracker FTE amounts which will continue to be absorbed 
by the General Fund in 2018-19.   

https://fms.iu.edu/capital-assets/capital-asset-standard-operating-procedures/csop-80-capitalization-moveable-equipment/
https://fms.iu.edu/capital-assets/capital-asset-standard-operating-procedures/csop-80-capitalization-moveable-equipment/
mailto:capasset@iu.edu
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Completing Budget Preparation:  Ready for "Pull Up" 

Budget preparation efforts should conclude no later than April 23, 2018.  When your accounts are ready 
for "Pull Up,” please email Greg Alter, galter@indiana.edu, or Alicia Robertson, alirober@indiana.edu. 
 

mailto:galter@indiana.edu
mailto:alirober@indiana.edu
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University Administration Support and Expenditure Control Totals   Attachment 1 
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University Administration Support and Expenditure Control Totals  Attachment 1 cont. 
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Employee Benefit Calculation Percentages Attachment 2 
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Fire and Casualty Insurance Attachment 3 
 
 

 
 
 
 
 
 
 

  

UNIVERSITY ADMINISTRATION

EMERGENCY MANAGEMENT 1A 19 116 20 4,650$                     4,568$                      -1.76%

PUBLIC SAFETY 1A 19 116 30 1,550$                     1,523$                      -1.76%

UNIV COMP SERV-ADMIN 1A 19 124 XX 42,604$                   38,911$                     -8.67%

RADIATION LAB SAFETY 1A 19 140 15 1,550$                     1,523$                      -1.76%

ENVIRON H&S (ex. 10-482-87) 1A 19 150 02 6,201$                     6,091$                      -1.76%

---------------------------- ----------------------------- ----------------

TOTAL UNIVERSITY ADMIN GENERAL FUND 56,555$                   52,617$                     -6.96%

IUPD 1A 23 151 70 22,737$                   22,842$                     0.46%

---------------------------- ----------------------------- ----------------

TOTAL DESIGNATED OTHER 22,737$                   22,842$                     0.46%

ATHLETICS GENERAL 1A 60 27X XX 1,326,979$              1,431,016$                7.84%

GOLF 1A 60 280 01 4,796$                     4,919$                      2.57%

RADIATION SAFETY 2A 60 140 25 3,063$                     3,070$                      0.23%

HOUSES & RENTALS-CENTRAL 1A 60 154 00 83,143$                   77,221$                     -7.12%

UNIV COMP SERV-ADMIN 1B 60 124 15 5,016$                     4,973$                      -0.86%

INTEG TECH ALLOTMENT 2A 66 124 XX 10,399$                   10,351$                     -0.46%

TECHNOLOGY SUPPORT AUX. 2A 66 101 17 1,733$                     1,725$                      -0.46%

UNEMPLOYMENT COMPENSATION 1A 66 121 10 152$                        157$                         3.18%

RADIATION SAFETY 2A 66 140 25 2,042$                     2,047$                      0.23%

INSURANCE & LOSS CONTROL 1A 66 153 00 10,932$                   10,712$                     -2.02%

ON-SITE REPRESENTATIVES 1A 66 154 00 4,650$                     4,575$                      -1.63%

POPLARS 1A 66 181 01 72$                         77$                           6.13%

---------------------------- ----------------------------- ----------------

TOTAL UNIV. ADMIN. 1,452,979$              1,550,843$                6.74%
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Travel Allowances Attachment 4 
 
 

  

Summary of Travel and Transportation Reimbursement Rates

NOTE: Effective July 1, 2000, Indiana University began reimbursing travel and transportation 

costs using rates as defined by the federal government.  This revised approach had

a potentially significant impact on the total amount required in the base budget for

travel costs. 

2018-19

Travel and Transportation

Lodging

      Please see Travel Management Services website:

 http://www.indiana.edu/~travel/traveling/hotelonline.shtml

Per Diem

      Please see Travel Management Services website:

http://www.indiana.edu/~travel/traveling/perdiem.shtml

Mileage allowance (effective January 1, 2017)

     first 500 miles, each $   0.545

     501-3000 miles $   0.2725

     Mileage is capped at 3000 miles. will not be approved

Limo service

Classic Touch Limousine service, providing limo transportation to and from

Indianapolis International Airport

The IU rates including gratuity are:

    One-way shared rides from Bloomington to Indianapolis $  67.00

    Round-trip shared rides between Bloomington and Indianapolis $ 122.00

Please see TMS website:

http://www.indiana.edu/~travel/traveling/limo.shtml#limo
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University Administration Allotments and Charges for Non-General Funds Attachment 5 

 

 

 

 

System Service charge for Non-General Funds 
      

 Account     

Unit Name Number Subaccount Object Sub-object   Amount 

      

Athletics   60 271 81   -----   9951   UAS  $ 750,696 

Golf Course   60 280 01   -----   9951   UAS  $   33,881 

      

Real Estate   60 154 00   -----   9951   UAS  $   33,788 

Telecom Student LD   60 182 21  DTONE   9951   UAS  $   37,193 

 


