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The Target Budget Letter (TBL) is an official budget document which contains base budget allocation of revenue and 
expenses for a specific fiscal year. The term “base” best described as a recurring budget for the foreseeable future 
unless there is an executive decision to change or discontinue such budget. The University’s fiscal year runs from May 1 
to April 30. UTSC’s annual budget preparation process starts in December and runs until April for the fiscal year 
commencing on May 1. 

A TBL typically contains the following summary items:
• Revenue budget
• Expenditures budget
• Net Expense/(Revenue) budget 

Total Revenues Gross Expenditures Net Expense / (Revenue) Budget
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UTSC Financial Services Operating Budget Team sends TBL 
deadline and instructions to UTSC departments.

UTSC Financial Services Operating Budget Team prepares 
and sends TBL draft to each Department.

Due date: January 24, 2024

Departments review the TBL draft and send written feedback to 
their Senior Budget Analyst contact by the due date. (See 

contact list at the end of the presentation).

Due date: February 9, 2024

Senior Budget Analyst updates the TBL draft according to 
the feedback and Departments can view the updates on 

the UTSC Budget Portal. 

The final version of the TBL will be sent to Departments.

Due date: February 16, 2024 

Final budget will be entered by Departments in CPT and 
Cost Plan

Due date: March 1, 2024 



HOW TO REVIEW TBL DRAFT
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The purpose of the Departmental review

The purpose of the Departmental review is to confirm the changes made by Financial Services in the 
current year TBL. Financial Services has updated the TBL to reflect changes for the following items, if 
applicable, to the Department’s operating budget:

1) Staffing changes (new hires, retirements/phased retirements, resignations, approved 
reclassifications, approved new positions, FTE allocation changes between departments).

2) Base budget allocations/reductions per the Resource Allocation Letter.

3) 

Approved salary increases to adjust BASE salary funding required for the beginning of the next 
fiscal year.  Salary will reflect April 30 2024 salary. Salary increases required for the next fiscal 
year are budgeted by UTSC Centrally and distributed to Departments in-year as required by new 
employee group agreements. USW step increases are an exception to this and are budgeted in 
the departments TBL.

4) Change in benefit rate between fiscal years if required.

5) Add new Canada Research Chair FC's to department TBL, update revenue recovery and expense 
supplement in budget for incumbents salary.

6)
Changes in department revenue and corresponding expense supplements. For example, 
internal recoveries for positions & expenses, anticipated external revenue, ancillary unit 
recoveries, category 6 ancillary fees, other government funding etc.

7) Approved budget changes for fixed contracts in department budgets.



HOW TO REVIEW TBL DRAFT
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Accepted Approval Documentation for Target Budget Letter Changes

1) Resource Allocation Letter (RAL).

2) 
Budget Transfers approved in BASE with backup documentation, such as email approvals, 
electronic signatures and wet signatures from the funding approvers. Such approval must 
contain the information of amount and funding source. 

3)
Position reclassification or organizational changes, including changes in the use of funding from 
TBA positions. These budget changes require written approval from the department heads one-
up approver.

4)

All other BASE change requests not approved through 1-3 above. Changes require written 
approval from the funding source approver. If the funding is being moved between 
departments the change requires both department heads approval and also the department 
heads one-up approval. If the funding is moved within department’s accounts, Chair’s approval 
is sufficient.



HOW TO REVIEW TBL DRAFT
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Target Budget Letter Review Checklist

This checklist is on the first tab of the TBL. You can use it as a reference guide and update the status as you review your 
TBL draft.  



HOW TO REVIEW TBL
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Target Budget Letter Review Checklist (continued)

Workbook Tab Task Status
Non-Salary Report -Continued

Administrator compensation 
- lump sum

Additional compensation set aside for Associate Chair academic administrative 
positions. Check there have been no approved updates to funding for these 
positions. Last approval for this funding was through the 20XX-XX RAL Not started

Casual Salaries Check if there have been updates to BASE funding approved. Not started

Teaching assistants/research 
awards

Compensation set aside for teaching assistant budget. 
1) Check commitment has been updated for CUPE 3902 unit 1 salary increases if 
applicable. 2) Check there have been no approved updates to funding. Not started

Teaching overload stipends

Compensation set aside for teaching overload stipend budget. 
1) Check commitment has been updated for CUPE 3902 unit 3 salary increases if 
applicable. 2) Check there have been no approved updates to funding. Not started

Travel

Base budget set aside for travel and academic administrator travel allowance 
per their appointment letter. For the base budget check there have been no 
approved updates to the funding. For travel allowances check the academic 
administrator appointment has not ended or a new incumbents contract 
requires an update to the amount set aside. Not started

All other expense 
commitments Check if there have been updates to BASE funding approved. Not started



HOW TO REVIEW TBL DRAFT
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UTSC TBL Template

The TBL file typically contains the following worksheets: Instructions & Checklists, New Fiscal Year’s TBL, Previous year’s 
TBL, TBA report, Faculty salaries, PM salaries, USW salaries, USW Grid and Non-Salary report. 



HOW TO REVIEW TBL DRAFT
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Instructions
Step 1: Checking the TBA Tab 

The TBA tab shows approved funding for the vacant positions in the department. The key items to check are to 
balance the 3 tabs of TBA, TBL and salary tabs.  

TBA Tab

TBL Tab

Faculty Salaries
Tab



HOW TO REVIEW TBL DRAFT
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Step 2: Checking the Salaries Tabs

Compare TBL salary and FTE to HRIS employment record. Ensure Benefit rate is updated to the current rate and all 
active appointed employees have been added to the TBL. 

TBL Tab

USW Tab



HOW TO REVIEW TBL DRAFT
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Step 3: Checking the Non-Salary Report Tab

Non-Salary TabTBL Tab
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The UTSC Budget Portal is the reporting system of the UTSC Budget Model that provides online access to 
UTSC departments to view their TBL reports. The UTSC Budget Portal is updated in real-time for any 
changes made in the UTSC Budget Model. This feature enables the users to view updated TBLs instantly 
and save a copy in Excel using the export function. Users cannot edit or update information in the portal. 

The UTSC Budget Portal allows users to retrieve the following reports:
o TBL Report
o Salary Report
o TBA Report
o Non-Salary Report
o Prior year TBL Report



UTSC BUDGET PORTAL
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How to request or change UTSC Budget Portal Access

• Contact your Senior Budget Analyst and provide your UTORid to obtain or change your UTSC Budget Portal 
Access

• The link to UTSC Budget Portal:   https://budgetportal.utsc.utoronto.ca/login

• User Name :  Your UTORid

• Password : Password of your UTORid

https://budgetportal.utsc.utoronto.ca/login


UTSC BUDGET PORTAL
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When you first login using your UTORid and password, the landing page of the Portal looks like the screen print 
below:



UTSC BUDGET PORTAL
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To run TBL, TBA, and Non-Salary reports from the Portal, you can simply click on the name of the report and the 
following screen opens up. You can choose to “Enable” or “Disable” Cost Centre fields if you prefer to run them 
separately. At the bottom of the screen, there is an option to export the report to Excel.



UTSC BUDGET PORTAL
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To run a salary report, click on the salary report and the following screen opens up. On this screen you have an option to 
choose employment groups using the “Enable” function. 



FREQUENTLY ASKED QUESTIONS AND ANSWERS
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1. QUESTION: What is the College Reallocations budget? Why is this being deducted from my departments TBL funding?

ANSWER: The college reallocations budget is the funding provided in the individual compensation commitment lines for TBA 
positions. The funding for TBA positions is held centrally until a position is filled and is removed from the overall department
budget in the college reallocations commitment line. Check that this line matches the TBA worksheet in the departments TBL.

2. QUESTION: How is my budget affected If an administrative employee in my department is on secondment to another 
department?

ANSWER: The departments budget remains unchanged. The employee who is on secondment is considered to have their BASE 
position at UTSC. The position remains in the departments TBL unless they accept a continuing role in the other department. The 
funding set aside in the departments budget is used to fund the replacement position needed while the permanent employee is 
on secondment or leave.



FREQUENTLY ASKED QUESTIONS AND ANSWERS
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3. QUESTION: How is my budget affected if my department has hired an employee who is on secondment from another 
department?

ANSWER: The department’s budget remains unchanged. The employee who is on secondment at UTSC still has their 
permanent position at U of T. The individual will remain in their home department’s budget and is not added to the 
seconded department’s budget.

4. QUESTION: There is a slight difference between the HRIS and Budget Model salaries is this okay?

ANSWER: This difference is fine and is due to rounding. HRIS and the UTSC Budget Model are separate systems, therefore, 
rounding differences may occur when auto generating the payroll figures.

5. QUESTION: When are final budgets entered in FIS?

ANSWER: Financial Services to notify Business Officers when FIS cost plan and compensation planning tool are available 
for updating. Detailed instructions regarding how to enter budgets into FIS will be sent in an email communication. 



QUESTION & ANSWER 
PERIOD
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FINANCIAL SERVICES CONTACT INFORMATION
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Who to contact in Financial Services in case you need further help and support with the financial TBLs.
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