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INTRODUCTION
This Manual

This manual has been prepared to assist institutions with assembling and submitting financial, staffing and tuition fee revenue data to the Alberta Advanced Education & Technology post-secondary system database. It should be used in conjunction with the ministry’s Common Terminology, Definitions, and Classifications manual.

Data Previously Submitted to the Department

The data submitted to the department by each institution are accumulated and returned to institutions in each new year’s FIRS data file. In addition, the data submitted in the prior year are used to “populate” the Actual 1 templates in the current data file to serve as a base reference point for new-year data preparation.

Please note that when submitting Actual Revenues or Expenses, you are not required to make any comparable adjustments to the prior year.

DATA CATEGORIES
The sections describe each of the categories of data collected by the Financial Information Reporting System (FIRS).  Definitions of the specific data elements in the rows and columns in each template have been published separately in Alberta Advanced Education & Technology’s Common Terminology, Definitions, and Classifications manual. However, where necessary, some definitions are provided in this document, usually when reporting requirements specific to FIRS require a more detailed or amplified explanation.


Revenues
The FIRS software provides three data screens for Revenues data, one for each of the following years:


Actual 1 - for the prior year’s audited financial statements


Actual 2 - for the most recent audited financial statements


Budget - for the current submission year (Board-approved budget)


Each is based on the template shown opposite.  The data that appear in the Actual 1 screen are for the year prior to the current reporting year and cannot be changed when reporting this year’s (Actual 2) data.

All financial data reported in FIRS should match and reconcile as closely as possible the format and content of the audited financial statements.  In particular, the two years’ of actual revenue data need to reconcile clearly with the audited financial statements for the appropriate year.  You are encouraged to use the Notes facility built into the software to explain any differences between what you report in FIRS and what appears in the audited statements.

As well, the total revenues reported for the Budget template should match the budgeted total revenues from your institution’s Business Plan.

Revenue Template:  Revenues by Source & Type

	Type
	Alberta AET (Operations)
	Alberta

AET (Capital)
	Alberta

AET (Research)
	Other

Alberta

Govt.
	Other

Govts.
	Other

Public

Sources
	Student

Sources
	Private Sources
	Donations & 

Fundraising
	Other

Sources
	Business
Enterprise
	TOTAL

Revenues

	

	General Operations Grant 

	  Base & Ongoing Cond Grants
	
	
	
	
	
	
	
	
	
	
	
	

	  Performance Award
	
	
	
	
	
	
	
	
	
	
	
	

	Envelope Funding

	  Enrolment Planning Envelope
	
	
	
	
	
	
	
	
	
	
	
	

	  Learning Enhancement
	
	
	
	
	
	
	
	
	
	
	
	

	  Access to the Future Fund
	
	
	
	
	
	
	
	
	
	
	
	

	  Infrastructure Maintenance Program
	
	
	
	
	
	
	
	
	
	
	
	

	  Intellectual Infrastructure
	
	
	
	
	
	
	
	
	
	
	
	

	  Research Excellence
	
	
	
	
	
	
	
	
	
	
	
	

	  Other
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	

	Term-certain Conditional Grant
	
	
	
	
	
	
	
	
	
	
	
	

	

	Brokering/Collaborative Agreements
	
	
	
	
	
	
	
	
	
	
	
	

	Credit Tuition & Universal Fees

	  Programs Subject to TFR
	
	
	
	
	
	
	
	
	
	
	
	

	  Apprenticeship
	
	
	
	
	
	
	
	
	
	
	
	

	  Other MFP Not Subject to TFR
	
	
	
	
	
	
	
	
	
	
	
	

	  Off-Campus Not Subject to TFR
	
	
	
	
	
	
	
	
	
	
	
	

	Other Student Fees
	
	
	
	
	
	
	
	
	
	
	
	

	  Program/Course Specific
	
	
	
	
	
	
	
	
	
	
	
	

	  Visa Student Differential Fees
	
	
	
	
	
	
	
	
	
	
	
	

	  Misc.  Fees and Student Charges
	
	
	
	
	
	
	
	
	
	
	
	

	

	Third Party Contract Credit
	
	
	
	
	
	
	
	
	
	
	
	

	

	Non-Credit Programs
	
	
	
	
	
	
	
	
	
	
	
	

	Sales of Goods & Services

	  Ancillary Services
	
	
	
	
	
	
	
	
	
	
	
	

	  Sales of G & S - Other Depts
	
	
	
	
	
	
	
	
	
	
	
	

	

	Investment Revenues
	
	
	
	
	
	
	
	
	
	
	
	

	

	Other Revenues
	
	
	
	
	
	
	
	
	
	
	
	

	Amort – Deferred Contributions

	  Ancillary Services - Capital
	
	
	
	
	
	
	
	
	
	
	
	

	  Other Capital - Facilities
	
	
	
	
	
	
	
	
	
	
	
	

	  Other Capital – Equipment
	
	
	
	
	
	
	
	
	
	
	
	

	  Other Non-Capital
	
	
	
	
	
	
	
	
	
	
	
	

	

	TOTAL Revenues

	


Revenues by Fund
This template is used to report revenues from all sources according to three types: operating, sponsored research, and special purpose and trust.  The bottom right hand corner of this spreadsheet should be the same as the revenue total on the audited Statement of Revenue and Expense and Changes in Net Assets.  Column totals should match those on the Revenues by Source and Type template.

Revenue Template:  Revenues by Fund

	
	Type
	Alberta AET (Operations)
	Alberta

AET (Capital)
	Alberta

AET (Research)
	Other

Alberta

Govt.
	Other

Govt.
	Other

Public

Sources
	Student

Sources
	Private Sources
	Investment Revenues
	Donations & 

Fundraising
	Other

Sources
	Business
Enterprise
	Total

Revenues

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Revenues
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Operating
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Sponsored Research
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Special Purpose & Trust
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Revenues
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


EXPENSES

The FIRS software provides three data screens for Expenses data, one for each of the following years:


Actual 1 - for the prior year’s audited financial statements


Actual 2 - for the most recent audited financial statements


Budget - for the current submission year (Board-approved budget)

Each is based on the template shown opposite.  The data that appear in the Actual 1 screen are for the year prior to the current reporting year and cannot be changed when reporting this year’s (Actual 2) data.

All financial data reported in FIRS should match and reconcile as closely as possible the format and content of the audited financial statements.  In particular, the two years’ of actual expense data need to reconcile clearly with the audited financial statements for the appropriate year.  We encourage you to use the Notes facility built into the FIRS software to explain any differences between what you report in FIRS and what appears in the audited statements.

As well, the total expenses reported for the Budget template should match the budgeted total expenses from your institution’s Business Plan.

Please note that when submitting your most recent Actual Expense, you cannot make any comparable adjustments to the prior year through the reporting software.  Alberta Advanced Education & Technology’s policy is to report information in public forums exactly as it was published in the original year it was released by the Auditor General or board of governors.

The pages opposite show the complete layout of the template that underlies the expense data entry screen.  It shows the complete unabbreviated wording for the column and row headings that is not possible to show on the data entry screen.

Expense Template:  Expenses by Function & Object Category

	
	Type
	Credit Subject to TFR
	Off-Campus Cost-Recovery Credit
	Third Party Contract Credit
	Apprentice-ship
	Other MFP Not Subj to TFR
	Instruction Non-Credit
	Academic Support
	Student Service
	Computing & Communi-cation
	Institutional Support
	Facilities Operation & Maint.
	Ancillary Services
	Special Purpose & Trust
	Sponsored Research
	Business Enterprise
	Total Expenses

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Salaries, Wages & Benefits
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Academic/Instructional
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Non-Academic/Support
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Administrative/Managerial
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Employee Benefits
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Compensation

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Utilities

	
	  Gas
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Electricity
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	  Other Utilities
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Utilities

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Maintenance
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Property Tax
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Supplies & Services
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Facilities Rentals
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Scholarships & Bursaries
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Cost of Sales-Goods & Services
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Debt Servicing
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Capital Amort. – Facilities
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Capital Amort. - Equipment
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Total Expenses

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Reporting Guidelines
Academic / Research / Instructional compensationxe “Academic / Research / Instructional compensation” - Expenses in this category should relate directly to the full-time equivalent staff numbers reported in the Academic/Instructional category elsewhere in FIRS.

Non-Academic/Support Staff Compensation – Expenses in this category should relate directly to the full-time equivalent staff numbers reported in the Non-Academic/Support category elsewhere in FIRS.
Administrative/Managerial Staff Compensation – Expenses in this category should relate directly to the full-time equivalent staff numbers reported in the Administrative/Managerial category elsewhere in FIRS.

Employee Benefits – The costs of unfunded liabilities should be distributed across functions and objects of expenses on the basis of total compensation.
Utilities – Expenses in this classification are to be reported under the subclassifications Gas, Electricity and Other.

Maintenance – This classification includes all expenses for facilities maintenance excluding salaries, wages and benefits.  This includes all supplies and services expenditures relating to facilities maintenance.

Property Tax – Expenses for the payment of taxes assessed by municipal authorities.

Supplies & Services – Excludes facilities maintenance.

Facilities Rentals – Relatively small, short term and/or casual rental costs should be included under the Supplies and Services category.

Scholarships & Bursaries 

Cost of Sales – Goods & Services – For Ancillary Services, the cost of sales of goods and services should include, as a sub-classification, the cost of goods purchased for resale.

Debt servicing – The key requirement for data entry in this row is to ensure that debt servicing costs are split between Ancillary and other expense categories.  Institutions may choose whether to distribute the non-ancillary costs across all relevant columns or report them in only one, such as the Facilities Operation and Maintenance category.
Capital Amortization – (Land Improvements, Utilities, Buildings, Major Equipment).  Amortization should be reported for Ancillary Services and for Facilities Operations and Maintenance.  Institutions may choose to distribute these expenses across more than these two categories.  Amortization should also be attributed to Special Purpose and Trust and Sponsored Research.  Where amortization associated with either equipment or buildings cannot be wholly attributed to an ancillary activity, the amortization should be attributed on the basis of primary use.  Amortization of related facility use should be on the basis of area (in gross square metres) and equipment used relative to an ancillary function (such as cafeteria equipment).  The same attribution methodology should be used for program costing, and reporting under the Tuition Fee Regulation.  Any expenses reported under "Loss on Disposal of Capital Assets" in the Audited Financial Statement must also be included in the Capital Amortization.  The Amortization Expense should be split into three rows:  Ancillary Services, Facilities and Equipment.

NOTE – For definitions of the above terms, please see the Department’s Common Terminology, Definitions and Classifications manual.

Support & Service COSTS

A FIRS data entry screen based on the following template captures the allocation of costs data associated with support and service functions

This information is entered automatically in the Tuition Fee Revenue & Expense Summary template.  The data are also required to assist the department in reconciling the program cost data reported in the Key Performance Indicators Reporting System (KPIRS).

It is necessary to enter data for both the Actual 2 and Budget templates.

The totals in each row of this template must match exactly the corresponding column totals in the Expense template for the same fiscal year.

Indirect Cost Template: Indirect Costs by Function & Object Category
	
	Function
	Instruction
	Ancillary Services
	Special Purpose & Trust
	Sponsored Research
	TOTAL Indirect Costs

	
	Object
	Credit Subject to TFR
	Off-campus Cost Recovery
	Third-party Contract Credit
	Apprentice-ship
	Other MFP Not Subject to TFR
	Instruction Non-

Credit 
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Academic Support
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Student Services
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Computing & Communication
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Institutional Support
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	Facilities Opns & Maint.
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


STATEMENT OF CHANGES IN FINANCIAL POSITION

The FIRS software includes a data entry screen to capture data from the Statement of Changes in Financial Position for the last year’s audited financial statements and for the current year’s budget.

The terms used in the template underlying this screen have the same definitions and meanings as for generally accepted accounting purposes.

Statement of Changes in Financial Position Template

	
	Operation Expenditures
	2006-2007
Actual
	2007-2008
Budget

	
	
	
	

	
	Excess of Revenues over Expenses
	
	

	
	Non-Cash Items:
	
	

	
	  Capital Amortization
	
	

	
	  Change in Pension Obligations
	
	

	
	  Amortized Deferred Capital Contributions
	
	

	
	  Less (Gain) on Disposal of Capital Assets & UDCC

	
	

	
	  Other
	
	

	
	Total Non-Cash Items
	
	

	
	
	
	

	
	Changes in Non-Cash Working Capital
	
	

	
	
	
	

	
	Total Operating Expenditures
	
	

	
	Investing Activities:
	
	

	
	  Acquisition of Capital Assets
	
	

	
	  Purchase of Investments (Net)
	
	

	
	  Proceeds on Disposal of Capital Assets
	
	

	
	  Other
	
	

	
	Total Investing Activities
	
	

	
	Financing Activities:
	
	

	
	  Endowment Contributions
	
	

	
	  Capital Asset Contributions
	
	

	
	  Deferred Capital Contributions
	
	

	
	  Proceeds from Capital Leases
	
	

	
	  Payments on Capital Leases
	
	

	
	  Proceeds from Long Term Debt
	
	

	
	  Payments on Long Term Debt
	
	

	
	  Other
	
	

	
	Total Financing Activities
	
	

	
	
	
	

	
	Increase (Decrease) in Cash
	
	

	
	
	
	

	
	Cash at Beginning of Year
	
	

	
	
	
	

	
	Total (Cash at End of Year)
	
	

	
	
	
	


STATEMENT OF FINANCIAL POSITION

The FIRS software includes a data entry screen to capture data from the Statement of Changes in Financial Position for the last year’s audited financial statements and for the current year’s budget.

The terms used in the template underlying this screen have the same definitions and meanings as for generally accepted accounting purposes.

Statement of Financial Position Template

	
	
	2006-2007
Year End

	
	
	

	
	Assets
	

	
	  Current 
	

	
	    Cash & Short Term Investments
	

	
	    Accounts Receivable
	

	
	    Inventories
	

	
	    Prepaid Expenses & Deposits
	

	
	  Total Current 
	

	
	
	

	
	  Investments
	

	
	
	

	
	  Capital Assets
	

	
	
	

	
	  Other Assets
	

	
	
	

	
	Total Assets
	

	
	
	

	
	Liabilities & Net Assets
	

	
	  Current 
	

	
	    Bank Indebtedness
	

	
	    Accounts Payable & Accrued Liabilities
	

	
	    Accrued Vacation Pay
	

	
	    Unearned Revenue
	

	
	    Deferred Contributions
	

	
	    Other Current Liabilities
	

	
	  Total Current Liabilities
	

	
	  Long Term 
	

	
	    Debt (including Mortgages)
	

	
	    Capital Leases
	

	
	    Pension Obligations
	

	
	    Deferred Contributions
	

	
	    Deferred Capital Contributions
	

	
	    Unamortized Deferred Capital Contributions
	

	
	    Other Long Term Liabilities
	

	
	  Total Long Term 
	

	
	  Net Assets
	

	
	    Endowments
	

	
	    Investment in Capital Assets
	

	
	    Internally Restricted 
	

	
	    Unrestricted Net Assets
	

	
	  Total Net Assets
	

	
	
	

	
	Total Liabilities & Net Assets
	

	
	
	


DEFERRED CONTRIBUTIONS

The Deferred Contributions data entry screen included in the FIRS software is based on the following template.  

Deferred Contributions Template

	
	
	Balance Beginning of Year
	Cash Received
	Less: Transfers to Revenues
	Less: Unamortized Deferred Capital Cont
	Less: Transfers to Endowments 
	Less: Disposals
	Less:  Other
	Total (Balance End of Year)

	
	
	
	
	
	
	
	
	
	

	
	Grants
	
	
	
	
	
	
	
	

	
	  Base Operations (AET-Operations)
	
	
	
	
	
	
	
	

	
	  Performance (AET-Operations)
	
	
	
	
	
	
	
	

	
	  Enrolment Planning Envelope (AET-Operations)
	
	
	
	
	
	
	
	

	
	  Enrolment Planning Envelope (AET-Capital)
	
	
	
	
	
	
	
	

	
	  Access to the Future Fund (AET-Operations)
	
	
	
	
	
	
	
	

	
	  Infrastructure Equipment (AET-Operations)
	
	
	
	
	
	
	
	

	
	  Other Equipment (AET-Operations)
	
	
	
	
	
	
	
	

	
	  IMP – Facilities (AET-Capital)
	
	
	
	
	
	
	
	

	
	  One-time Capital (AET-Capital)
	
	
	
	
	
	
	
	

	
	  Research Infrastructure (AET-Research)
	
	
	
	
	
	
	
	

	
	  Research Apps. & Tech. Transfer 
 (AET-Research)
	
	
	
	
	
	
	
	

	
	  Research Excellence  (AET-Research)
	
	
	
	
	
	
	
	

	
	  Other (Government)
	
	
	
	
	
	
	
	

	
	  Other (Non-Government)
	
	
	
	
	
	
	
	

	
	Total Grants
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Donations (General)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Donations (Capital)
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Investment Earnings
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Other
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Total
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Cash Received - This information should match the actual grants received from Alberta Advanced Education and Technology.

Less Transfers to Revenues - should be the total entered on the Revenue Template.

STAFFING

The FIRS software provides three data screens for Staffing data, one for each of the following years:


Actual 1 - for the prior year’s data


Actual 2 - for the most recent year’s actual


Budget - for the current submission year

Each is based on the template shown below.  The data that appear in the Actual 1 screen are for the year prior to the current reporting year and cannot be changed when reporting this year’s (Actual 2) data.
FTE Staff Template: Staffing Profile FTE
	
	Function           
	Instruction All

Credit


	Instruction Non-Credit


	Support

Services
	Ancillary

Services
	Sponsored Research

& Special Purpose
	TOTAL

FTE

STAFF

	
	
	
	
	
	
	
	

	
	Object
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	   Academic / Instructional
	
	
	
	
	
	

	
	          Full - Time Continuing
	
	
	
	
	
	

	
	          Sessional
	
	
	
	
	
	

	
	          Part - Time & Others
	
	
	
	
	
	

	
	   Total Academic
	
	
	
	
	
	

	
	   Non-Academic Support
	
	
	
	
	
	

	
	          Full - Time Continuing
	
	
	
	
	
	

	
	          Part - Time & Others
	
	
	
	
	
	

	
	   Total Non-Academic & Support
	
	
	
	
	
	

	
	   Administrative / Managerial
	
	
	
	
	
	

	
	          Full - Time Continuing
	
	
	
	
	
	

	
	          Part - Time & Others
	
	
	
	
	
	

	
	   Total Administrative / Managerial
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	Total Full Time Equivalent Staff
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Staffing Categories - Each institution will have its own classification and coding structures for various internal information and reporting purposes.  These structures should permit aggregation within the following classifications:

Academic/Instructional Staff 

Non-academic/Support Staff 

Administrative/Managerial Staff 

Appointment Classification
Full-time Continuing 

Sessional 

Part-time & Other
Reporting of staff for these categories and classifications should include staff on leave.

Full-Time Equivalents - As noted in Alberta Advanced Education & Technology’s Common Terminology, Definitions and Classifications manual, a staff member carrying a normal full-time load for the full term of a reporting period has a full-time equivalence of 1.00.  Full-time equivalence for sessional and term staff who may be full-time or part-time should be determined as the product of proportionate work load and period worked as a proportion of the reporting period.  (E.g., A staff member carrying a 60 percent load for three months of a four-month session would have a full-time equivalence of 0.45.)


Where workload or assignment data are not available to support conversion to FTE in this way, a proxy method using pooled and average salary data may be used, or any other proxy method that will produce reasonable results.  Under a salary “proxy” method, the FTE for a group of part-time and/or part-year staff is determined by using the average salary for full-time staff in the same category or with similar functions.

TUITION FEE REVENUE & EXPENSE SUMMARY
The FIRS software includes a data entry screen for data related to tuition fee revenues and expenses.  This template is to be completed by all public institutions, except the Banff Centre for Continuing Education.  This screen contains three columns, one for each of the following years:


Actual 1 - for the prior year’s actual


Actual 2 - for the most recent year’s actual


Budget - for the current submission year (Board-approved budget)

Tuition Fee Revenue & Expense Summary Template

	
	
	
	
	

	
	
	2005-06
	2006-07
	2007-08

	
	
	Actual 1
	Actual 2
	Budget

	
	
	
	

	
	Tuition Fees Subject to Tuition Fee Regulation
	
	
	

	
	Plus Other Related Revenue for:
	
	
	

	
	  Off Campus Cost-Recovery Credit
	
	
	

	
	  Third Party Contract Programs
	
	
	

	
	  Apprenticeship Student Fees
	
	
	

	
	  Other Ministry-Funded Programs Not Subject to Reg.
	
	
	

	
	  Course Specific Fees
	
	
	

	
	  Other Student Fees – Identify
	
	
	

	
	  Non Credit Programs
	
	
	

	
	Total Fee and Other Revenue
	
	
	

	 
	
	
	

	
	Total Expenses
	
	
	

	
	Less Expenses:
	
	
	

	
	  Business Enterprise
	
	
	

	
	  Sponsored Research
	
	
	

	
	  Special Purpose Trust
	
	
	

	
	  Ancillary Services
	
	
	

	
	  Non-Credit Instruction
	
	
	

	
	  Apprenticeship Instruction
	
	
	

	
	  Other Ministry-Funded Programs Not Subject to Reg.
	
	
	

	
	  Off Campus Cost-Recovery Credit
	
	
	

	
	  Third Party Credit
	
	
	

	
	  Net Operating Expenditure
	
	
	

	
	  Ratio: Tuition Fee (Reg.) to NOE
	
	
	

	
	
	
	

	
	Total Full-Load Equivalent Students
	
	
	

	
	Less FLEs:
	
	
	

	
	  Off Campus Cost-Recovery Credit
	
	
	

	
	  Third Party Credit FLES
	
	
	

	
	  Apprenticeship FLES
	
	
	

	
	  Other Ministry-Funded Programs Not Subject to Reg.
	
	
	

	
	Adjusted Non-Exempt FLEs
	
	
	

	
	Average Tuition Fee per FLE
	
	
	

	
	


An essential element of Tuition Fee Regulation is its consistent application by all public post‑secondary institutions.  To satisfy the need for a consistent understanding across the post-secondary system on how to apply the Tuition Fee Regulation, definitions and guidelines have been developed to address this need and are published in the Common Terminology, Definitions and Classifications manual, as well as the Tuition Fee Policy Guide.
For the Tuition Fee Revenue & Expense Summary template, the appropriate revenue and expense items are automatically populated from the Revenue, Expense and Indirect Costs templates.

The following discussion of terms on the Tuition Fee Revenue & Expense Summary template amplifies and clarifies the information published in the Common Terminology document.  As well, refer to the Appendix.

Revenue Items

Tuition Fees Subject to Tuition Fee Regulation
This includes all tuition fee revenues subject to the application of the Tuition Fee Regulation.  Included are revenues from students, or paid on behalf of students, that result from the assessment of fees per student in credit programs or courses.  Also included are universal charges, including library fees, computer services, materials and other similar fees or charges, paid by all students taking credit programs at the same institution, not specific to courses, programs or the extent of use of a service or quantity of materials used.  This is the same as what is reported on the Revenue Template (Revenues by Source and Type).

Also reported as Tuition Fees Subject to Regulation on the Tuition Fee Revenue & Expense Summary template are those amounts entered on the Revenue template under Program/Course Specific fees.  This amount should include all of the additional items that are now subject to the Tuition Fee Regulation.  Refer to the Tuition Fee Policy Guide for details about which fees are included and excluded from the Tuition Fee Regulation.
Other Related Revenue (Not Subject to Regulation)

This includes all revenues from fees for instruction from off-campus cost-recovery credit programs, and third party contract credit revenue.  Third-party contract credit revenue are payments for services rendered under educational services contracts or similar arrangements where programming is provided to groups or individuals under commercial or contractual arrangements between the institution providing the services and third parties, typically government, public or private organizations.  
It also includes revenue from student fees for apprenticeship, other ministry-funded programs not subject to regulation, and non-credit programs and courses. 
Other related revenues also include Other Student Fees, such as athletics and recreation fees, health services fees, non-refundable application fees, and administrative / processing fees / visa student fee differential. Refer to the Tuition Fee Policy Guide for further details about excluded fees from the Tuition Fee Regulation.  Total revenues for these should also reconcile to similar categories in the audited Financial Statements.

Visa Student Fee Differential

The surcharge on tuition fees payable by students registered in credit programs who are in Canada on a student visa is not subject to the Tuition Fee Regulation.

Expenditure Items 

Net Operating Expenditure 

Net Operating Expenditures include total expenses as reported in institutional audited financial statements, including amortization, adjusted to exclude sponsored research, expenses associated with special purpose and trust accounts, ancillary services expenditures, expenses made under third-party contracts (educational services contracts) between an institution and an alternate funding source, and expenses for non-credit programs and courses.  These exclusions should have reasonable amounts attributed for overheads.  The overhead and amortization attributed to ancillary services, non-credit programs, apprenticeship, other ministry funded programs not subject to Regulation, off-campus cost-recovery, and third party credit programs should be the same as that attributed when determining program cost for KPI reporting (cost/FLE).  (See the following overhead and amortization methodology section.)

Note:  Under the new Tuition Fee Regulation, indirect costs for apprenticeship programs and ancillary services are not excluded from the calculation of the NOE.  These changes have been reflected in the background calculations that populate the Tuition Fee Revenue & Expense Summary template.

(i)
Third-Party Contracts:

Contractual funding includes all educational services contract funding received for delivery of specific programs, from the private sector, or from other levels of government for delivery of specific programs, including for example, funding for the federally sponsored programs and adult basic education.

(ii)
Off-Campus Cost Recovery:

A site away from a permanent campus of an institution, which may be rented, leased or used without cost, where an institution delivers a course or program on a cost-recovery basis.  Off-campus revenues and expenses are not exempt from the Tuition Fee Regulation when the province has specifically provided funding for this purpose, such as community consortia programs.

Note:  Students who are not resident in Alberta but taking Distance Delivery programs are now excluded from the Tuition Fee Regulation.  The associated revenues and expenses can be reported under Off-Campus Cost Recovery.

(iii)
Credit Instruction:

Credit programs include all programs that are explicitly approved by the Minister of Alberta Advanced Education & Technology, the enrolments in which are therefore counted in the Learner Enrolment and Reporting System (LERS).  The distinction between credit and non-credit programs is not to be construed as a distinction between base programs and non-base programs or between “regular” programs and continuing education or extension programs, or between funded and non-funded programs.

Note: Some institutions offer programs or courses in the evening or on an outreach basis which are the same as those offered during the day as credit programs.  Enrolments in such programs or courses must be reported as credit enrolments in LERS.  These are subject to the Tuition Fee Regulation if they are offered on campus.

Enrolment Items

FLEs Not Subject to the Tuition Fee Regulation
Includes Full-Load Equivalent enrolments (FLEs) for federally sponsored programs, off-campus programs not specifically funded by the department for off-campus delivery, and contracted cost-recovery credit programs.

Off-Campus Cost Recovery Credit

All credit programs delivered off-campus on a cost-recovery basis and not specifically funded to be delivered off campus through Alberta Advanced Education & Technology grants are not subject to the Tuition Fee Regulation.  In this definition, “off-campus” means any site not owned by an institution and for which no grant support is provided by Alberta Advanced Education & Technology to cover leasing or program delivery costs and is located away from a main campus location (generally greater than 50 kilometres away as a rule).
Note:  Students who are not resident in Alberta but taking Distance Delivery programs are now excluded from the Tuition Fee Regulation.  These FLEs can be reported under Off-Campus Cost Recovery.

Third-party Contract

A third-party contract is an agreement between an institution and any party other than Alberta Advanced Education & Technology or a student. The purpose of the contract would be to pay for the cost of delivering a course or program to students as specified by the third party.  A third party includes other governments or a private sector client.  A third-party contract does not exist, for the purposes of the Tuition Fee Regulation, if the agreement to pay the cost of delivering a course or program is directly between the institution and the student.  All credit programs funded through a third-party contract are not subject to the rgulation.
TUITION & RELATED FEES PER STUDENT

The FIRS software includes a data entry screen for reporting summary data related to tuition fee revenues and expenses.  This screen contains five columns, one for each of the following years:


Actual 1 - for the prior year’s tuition fees


Actual 2 - for the most recent tuition fees


Budget - for the current submission year 


Plan 1 - for the year following the current budget year


Plan 2 - for the second year beyond the current budget year

Tuition & Related Fees Per Student Template

	
	
	
	
	
	
	

	
	
	2005-06
	2006-07
	2007-08
	2008-09
	2009-10

	
	
	Actual 1
	Actual 2
	Budget
	Plan 1 
	Plan 2

	
	
	
	
	
	

	 Fee Subject to Regulation:
	
	
	
	
	

	
	Base Tuition Fee
	
	
	
	
	

	
	Library and Computing Fee (Universal)
	
	
	
	
	

	
	Materials and Handling Fee (Universal)
	
	
	
	
	

	
	Other Universal Instruction-Related Fees
	
	
	
	
	

	   Total Fees Subject to Regulation
	
	
	
	
	

	 Fees Not Subject to Regulation
	
	
	
	
	

	
	Recreation/Athletic Fees
	
	
	
	
	

	
	Health Services Fee
	
	
	
	
	

	
	Administrative/Processing Fee
	
	
	
	
	

	
	Non-Refundable Application Fee
	
	
	
	
	

	
	Other Fees (Provide details)
	
	
	
	
	

	
	Total Fees Not Subject to Regulation
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	
	
	
	
	

	
	


For the purposes of the Tuition Fee Regulation, the base fee for the Universities and Private University Colleges is the tuition fee per FLE
 in an undergraduate Arts or Science program.  For the Technical Institutes the equivalent is the tuition fee per FLE in the first year of the diploma program in Business Administration.  For the Colleges, the base is the tuition fee per FLE in the first year of the University Transfer, Business Administration or Office Administration programs.
Note:  Do not include fees paid by the student that do not provide revenue for the institution, such as students' union fees.


 Note: Since the Tuition Fee Regulation requires institutions to publish tuitions for three years, all five years need to be completed.  The Banff Centre for Continuing Education and the private university colleges are also requested to submit this information.

APPENDIX

SUPPORT & SERVICE (INDIRECT COST) ALLOCATION


Introduction

An essential requirement of the Tuition Fee Regulation is its consistent application by all public post‑secondary institutions.  Many changes have been made to institutional accounting systems and reporting requirements over time.  The need for compliance with new accounting policies and the development of definitions related to key performance indicators have driven some of these changes.

The Auditor General and the department agree that there is a need for a consistent understanding across the post-secondary system on how to apply the Tuition Fee Regulation.  The guidelines presented below are provided as a recommended methodology for allocating support and service costs among credit, non-credit and ancillary services.
The first step in any cost allocation exercise is to identify the direct costs.  Once this has been done, the second step is to allocate the remaining indirect expenses to credit, non-credit, third-party contract, ancillary services, sponsored research and special purpose & trust categories.  Indirect costs for ancillaries should be determined first, so that the attribution of these costs between credit, non-credit can be made sponsored research and special purpose & trust categories.  The Ancillary Services category includes revenue-producing operations ancillary to the major institutional function of instruction.  The distinguishing characteristic of these operations is that they are self-supporting activity centres.  The following are usually considered to be ancillaries:

Bookstores


Food Services

Residences, Housing

Laundry Services

Parking Services

Printing and Reproduction, Publishing

The following operations are likely to have both ancillary and instructional support roles:

Daycare Centres

Theatres


Farms

As a principle, institutions are expected to attribute capital asset amortization expenses and other indirect expenses directly where they can be determined for non-credit and credit programs, third-party contract and ancillary services; and, for sponsored research, special purpose and trust.  (NOTE: The same methodology should be used for both Tuition Fee Regulation and KPI Program Cost reporting.) 

Where expenditures cannot be directly attributed, the following method is recommended.

Support & Service (Indirect) Expenses

Support & Services expenditures are primarily budgeted within the following functional areas: 

Institutional Support

Facilities Operation and Maintenance

Amortization

Academic Support

Student Services

Computing, Network and Communications

Several categories and subcategories in these areas are not applicable to ancillary services.  For example, public relations, alumni development, student services and academic support should not be attributed to ancillary services.  However, there may be instances in which an ancillary centre reports to an academic centre.  In such cases, it is acceptable to attribute the appropriate costs to the academic centre.

Institutional Support

Ancillaries should include a portion of institutional support.  We recommend that no more than 10% of executive management expenses be attributed to ancillaries.  Public relations, alumni and development costs are not applicable to ancillaries.  Executive management, public relations and alumni development costs can be allocated between credit and non-credit on the basis of student headcount.  

General administration costs should be attributed to credit, non-credit and ancillaries on the basis of transactions (finance) and staffing allocations (human resources) and should also include an approximation for full-time equivalents associated with contracted staff.

Facilities Operation and Maintenance

Wherever possible, facilities operations and maintenance expenditures should be attributed directly to ancillaries, credit and non-credit.  For example, major repairs and renovations can often be tied to the specific area.  The remaining balance of indirect expenditures should be allocated on the basis of square footage of space or utilization.

Amortization

In general, amortization should be attributed directly to a service area or function wherever possible.  Where this is not possible, the following allocation principles should be used.

Ancillary services should be identifiable by the space occupied.  Many ancillary services are standalone, including residences, food services, and parking facilities.  As much as possible, amortization should be identified directly with the appropriate ancillary service.  If this is not possible, the balance of amortization should be allocated among credit, non-credit and ancillaries on the basis of square footage of space occupied.  In some cases this may not be possible.  For example, the allocation between credit and non-credit may have to be done on the basis of utilization (hours of use).  

Academic Support

Academic support in the majority of circumstances is not applicable to ancillary services.  Therefore, the attribution is between credit and non-credit.  Much of the academic support can be tied specifically to credit or non-credit programs, for example, academic administration, course development, and academic personnel development.  Where this is not possible, for example in libraries and general academic administration, the attribution should be made on the basis of hours of instruction or student contact hours.

Student Services

Student services is not applicable to ancillary services.  Therefore, the attribution is between credit and non-credit.  Financial aid and intercollegiate athletics can be tied directly to programs.  It is expected that the majority of expenditures in these two areas will be associated with credit programs.

The remaining student services expenditures, including student services administration, recruitment, admissions, and counseling, should be allocated on the basis of student headcount.  It is argued that regardless of whether a student is full-time or part-time, the cost of registration is the same.

Computing, Network, and Communications

It is necessary to make an assessment of the approximate usage of computing services, where computing services are not budgeted directly under credit, non-credit and ancillaries.

This assessment can be made on the basis of CPU time.  For example, the use of computing services can sometimes be attributed to various functions, such as human resource services or financial services, or research.  Once attributed to financial services, the cost can be allocated on the same basis as above (transactions).  The CPU time associated with human resources can similarly be attributed to credit, non-credit and ancillaries based on staffing count in the respective areas.

Summary

The recommended method for allocation is identified in the following table.  There are some instances where the recommended method may not be suitable.  If an alternative method is used, there should be a strong basis to the support the alternative method.  The method should also be identified.

Recommended Methodology for Allocating Overhead
	Expense Function
	Credit    Non-Credit  Ancillaries
	Comments

	Institutional Support

Executive Management

Public Relations, Alumni, Devel.

General Administration

     Finance

     Human Resources
	--Student Headcount--        10%

--Student Headcount--        N/A

Transactions

Staff Allocations - FTE
	The majority of effort should be based on credit programs.  Allocate on basis of headcount when not directly attributable.

Methodology should be transaction-based.

	Facilities Operation & Maintenance
Facilities Administration

Building Maintenance

Custodial Services

Utilities

Landscape and Grounds

Major Renovations & Repairs
	Area (Gross square metres)

Area (Gross square metres)

Area (Gross square metres)

Hours of use

Area (Gross square metres)

Directly Attributable
	Where facilities operations and maintenance cannot be directly attributed, attribute costs based on methodologies identified (primary use of the space in question)

	Amortization
	Area (Gross square metres)
	

	Academic Support
Libraries, Galleries, Museums

Academic Administration

Course, curriculum development

Academic Personal Development
	--Hours of Instruction--          N/A

--Hours of Instruction--          N/A

--Hours of Instruction--          N/A

--Hours of Instruction--          N/A
	Not applicable to ancillaries.

Attribute costs between credit and non-credit based on hours of instruction, or student contact hours if hours of instruction are not available.

	Student Services
Student Services Administration

Recruitment, Admissions, Records

Counseling

Social Development, Recreation

Financial Aid Administration

Intercollegiate Athletics
	--Student Headcount---          N/A

--Student Headcount---          N/A

--Student Headcount---          N/A

--Student Headcount---          N/A

All                    N/A               N/A

All                    N/A               N/A
	Not applicable to ancillaries.

Attribute on basis of student headcount between credit and non-credit.  Financial aid and athletics attributable only to credit programs.

	Computing, Network & Communications
	-----------Activity basis----------------
	


� Unamortized Deferred Capital Contributions


� Research Applications & Technology Transfer
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