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Introduction 
 

 The following is a listing of information that is required, or optional, for 

development of the Five Year Budget Model.  Once the model is developed additional 
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information and procedures may be built into the model.  After reviewing this 

information the institution representatives are encouraged to contact the developer for 

further clarification. 

 

 

 

Revenue 
 

 

Logic for Five-Year Budget Model Expenditure Projections 
  

The five-year budget projections are cumulative calculations. The budget for Year 

One of the five-year budget projection is calculated by applying the percentage increase 

to the base budget.  The budget for Year Two of the five-year budget projection is 

calculated by applying the percentage increase to Year One.  Years Three, Four and Five 

are calculated in a similar fashion.  The five-year budget projections in the Revenue 

worksheet roll up into the Budget Summary. 

 

The individual models for Admissions, Enrollment, Financial Aid and others are 

usually customized to meet the specific requirements of the institution.   Some 

institutions elect not to develop Revenue models, such as the Admissions, Enrollment, 

and Financial Aid. In this case Revenue Assumptions are created that flow directly into 

the Revenue worksheet.  

 

 

1. Revenue Account (Object) Structure – Required (Excel worksheet) 

 Department Number 

 Department Description 

 Account Number 

 Account Description 

 Additional account structure codes as needed, such as: program; 

location; college; or fund 

 Current Budget 

 

 

2. Revenue Assumptions - Required 

 

Five year percent increases are projected for tuition, room, board and fees.  

Increases for other revenues can be inserted on the Revenue Assumption worksheet or 

included on the Revenue worksheet. The percent increase for tuition is used for 

calculating tuition budgets on the Revenue worksheet.  Room and board percent increases 

are used to calculate increases on the Auxiliary Enterprises worksheet. 
 

 

 

 

3.  Admissions Model Customization - Optional 

 

The Admissions model is optional.  The institution implementing the Five Year 

Budget Model may create its own custom Admissions model(s) .  Some institutions, such 
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as community colleges may not utilize an Admissions model. Other institutions may 

make use of many Admissions models.   For example, Admissions models may be 

created for Undergraduates, Programs, and Schools within the institution.   The net 

enrolled number on the sample Admissions model (Form 1) will carry forward to the 

Enrollment Model.   

 

4. Enrollment Model Customization - Optional 

 

 The institution implementing the Five Year Budget Model may create its own 

custom Enrollment model(s). Institutions usually create more than one Enrollment model 

(Form 2). For example, Enrollment models may be created for Undergraduates, 

Programs, and Schools within the institution.  In addition, Enrollment Models may be 

created for each semesters or quarter. The freshman class enrollment usually comes from 

the Admission model.  The attrition rates will automatically change the enrollments for 

subsequent years and classes.  The total enrollment numbers for the five-year period are 

used to calculate the respective tuition budget on the Revenue worksheet.   

 

5. Financial Aid Model Customization - Optional  
 

 Financial Aid models vary greatly from institution to institution.  Many 

institutions with minor modifications have utilized the Financial Aid model (Form 3) that 

was created for the Five Year Budget Model. 

 

 

6. Room and Board Model Customization - Optional 

 

 Room and Board models (Form 4 ) need to be developed for those institutions that 

have residence students.  In some cases, rather that creating an individual model for 

Room and Board, it may be more practical for institutions to simply include assumptions 

for room and board directly on the Revenue Assumption worksheet.  

 

7. Endowment Model Customization – Optional 

 

 Institutions may create an Endowment model that utilizes rates of return, spending 

rates, and asset allocations already in place. Alternatively, revenue and expense 

assumptions may be developed for a less sophisticated approach. 

 

8. Fee Schedule Customization – Optional 

 

 Many institutions create a separate worksheet for their Fee schedule.   In addition, 

the Revenue Assumption worksheet may include percent increases for the various fees. 

 

 

 

 

 

9.  Other Excel Worksheets - Optional 
 

 Institutions may create additional revenue worksheets with the Five Year Budget 

Model.  Customarily these worksheets already exist but have to be inserted into the Five 

Year Budget Model.  
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10. Reports - Required 

 

 There are many reports that an institution requires to be generated from the 

model.  Example of these reports are found the institutions Annual Budget document 

including Budget Summary, Revenue Summary, Expense Summary, Expense Summary 

by Function (Division), Expense Summary by Account (object).  Samples of these reports 

need to be provided in order to create and link the various worksheets in the model, 

create the print routines and develop the Excel User Form (with VBA coding) for the 

respective reports. 

 

 

 

 

 

Expenses 

 

Logic for Five-Year Budget Model Expenditure Projections 
 

The five-year budget projections are cumulative calculations. The budget for Year 

One of the five-year budget projection is calculated by applying the percentage increase 

to the base budget.  The budget for Year Two of the five-year budget projection is 

calculated by applying the percentage increase to Year One.  Years Three, Four and Five 

are calculated in similar fashion.   The percent increase for each non-salary object code 

on the Department Detail worksheet is taken from the Expense Assumption Worksheet.  

If the object code on the Department Detail worksheet does not exist on the Expense 

Assumption worksheet, then the percent increase defaults to the inflation rates.  The 

inflation rates are located on the bottom of the Expense Assumption worksheet following 

the object codes.  Columns may be added to the Department Detail worksheet to include 

the previous year’s actual expense, budgets, or a different account number structure.  

Likewise, rows may be added to include additional object codes.   

The salary object codes come from the Position Budget worksheets.  If the 

institution chooses not to build the Position Budget worksheet, the formula for the non-

salary object codes on the Department Detail worksheet can be copied into the cells for 

the salary object codes. 

The five year budget projections in the Department Detail worksheet roll up into a 

Department Summary, then to an Educational and General Summary, then to a Budget 

Summary.  There is also an Auxiliary Enterprise worksheet that rolls up into the Budget 

Summary. 

 The Budget Import worksheet is used to facilitate importing the budget into the 

model and linking the data to the respective Departments and Accounts on the 

Department Detail Sheet.  

  The Prior Year Actual Import worksheet is used to facilitate importing the prior 

year actual into the model and linking the data to the respective Departments and 

Accounts on the Department Detail Sheet. 

  

 

If an institution includes restricted funds in the Five Year Budget Model, a 

separate Restricted Department Detail sheet is created.  The five-year projections for the 

restricted funds are normally entered on an individual basis. 
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 The Five Year Budget Model has many pivot tables. A pivot table creates an 

interactive view of the model’s data.  A pivot table can quickly group data into 

meaningful information.   For example, the Department Detail worksheet of the model 

can be collapsed by account (object), division, or vice president.  Another pivot table 

example is to group the Position Budget worksheet by FTE, or Head Count, or position 

code.  The pivot table feature can also be used to create Budget Summary reports.   Pivot 

tables are extremely helpful in the reconciliation process of the Five Year Budget Model.   

Pivot tables also have a drill down feature to view the detail behind the groupings.  Pivot 

tables create fast and accurate reports allowing the user to drag and drop fields within 

your report.  

Information needed to build the Budget Import and the Department Detail 

worksheets:     

 

1. Expense Account Structure  - Required (Excel worksheet) 

 Department Number 

 Department Description 

 Account (Object) Number 

 Account  (Object) Description 

 Additional account structure codes as needed, such as: program; 

location; college; or fund. 

 Current Budget for each Department and Account 

 

 

2.  Financial Data - Optional 
 

 Prior Budgets 

 Prior year(s) actual  

 Position budget  

 Restricted Funds 

 Capital Expenditures 

 Other information including: balance sheet, cash flow, interim 

financial statements, debt service, etc. 

 

 

3. Expense Assumptions – Created by Developer 
 

 The expense assumptions are built into the model immediately following the 

creation of the Department Detail worksheet. The account (object) codes in the Expense 

Assumption worksheet correspond to the account codes in the Department Detail 

worksheet.  If a new object is added to the Department Detail worksheet it should be 

added to the Expense Assumption worksheet.  If the new object code is not added, then 

the base budget for that line is increased by inflation.  

 

 

 

 

 

4. Positions Budget Worksheet – Optional Excel Worksheet 
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An Excel worksheet that includes a detailed list of positions by department is 

required.   The totals for each department are linked to the department detail sheet. The 

percent increase for each object code on the Position Budget worksheet is taken from the 

Expense Assumption Worksheet.  If the object code on the Position Budget worksheet 

does not exist on the Expense Assumption worksheet, then the percent increase defaults 

to the inflation rates.  The inflation rates are located on the bottom of the Expense 
Assumption worksheet following the object codes.  Columns may be added to the 

Position Budget worksheet to include previous year’s actual expense, budgets, or a 

different account number structure.  Likewise, rows may be added to include additional 

object codes. The Position Table includes the Position Codes.  Typical Position  Codes 

are: Full-Time; Part-Time, Adjunct, On-Leave, Sabbatical, Staff, etc. 

 

 Name 

 Department Name 

 Department Number 

 Account name 

 Account Number 

 Position Code 

 Position Number 

 Budget 

 

 

5. Pivot Table codes – Optional 

 

 Vice President Code 

 Divisions 

 Other pivot table groupings  

 

 

6. Other Excel Worksheets - Optional 

 

Institutions may create additional expense worksheets with the Five Year Budget 

Model.  Customarily these worksheets already exist but have to be inserted into the Five 

Year Budget Model.  

 

 

7. Reports - Required 

 

 There are many reports that an institution requires to be generated from the 

model.  Examples of these reports are: Budget Summary, Revenue Summary, Expense 

Summary, Expense Summary by Function (Division), Expense Summary by Account 

(object).  Samples of these reports need to be provided in order to create and link the 

various worksheets in the model, create the print routines and develop the Excel user 

form for the respective reports. 

 

  

 

 
 

 



                                                  Copyright 2012 PML 7 

Supporting Documents 
 

 The institution is encouraged to provide the developer with any budget documents 

and financial reports that will assist in the development of the Five Year Budget Model.  

These documents may be critical to developing the many reports that the model will 

generate.  In addition the documents will assist with the reconciliation and validation of 

the Five Year Budget Model’s data and projections.  When available, the institution 

should provide the developer with the reports in an electronic format such as a word 

document or an excel worksheet. 

 

   

 

 

 

 

 

 

 

Admissions Model 
 

 
 

Form 1 
 

 

 

 

 

 

 

 

 

 

 



                                                  Copyright 2012 PML 8 

 

 

 

 

 

 

 

 

Enrollment Model 
 

 
 

 

 

 

Form 2 
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Financial Aid Model 
 

 

 
 

 

 

Form 3 
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Financial Aid Model (Continued) 
 

 

 

 

 

 

 
 

Form 3 (continued) 
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Room and Board Model 
 

 
 

 

 

 

 

 

Form 4 
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Department Detail Worksheet 
 

 

                      
 

 

 

 

Form 5 
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Expense Assumption Worksheet 
 

 
 

Form 6 
 


