SAM - BUDGETING


THE DEPARTMENTAL BUDGET PRESENTATION 
6400

(Revised 09/10)

1.
The departmental presentation should be arranged in the order and format prescribed in the current annual budget preparation instructions.  Normally the format will follow the presentation of the latest Governor’s Budget.  The budget spreadsheet should be transmitted through the Agency Secretary (if an Agency department) to Finance.
If the department is not assigned to an Agency, the budget spreadsheet should be forwarded directly to Finance.

2.
Departmental estimates of expenditures and revenue in the Governor’s Budget should be based on existing law and policies.  No consideration should be given in the budget presentation to proposed program changes in laws amd policies except for those approved by the Administration as part of the Governor’s Budget.

3.
It is important that fund balance, revenue, expenditure, and other accounting data included in the past year presentation of the Governor's Budget agree in amount and classification with similar data published in the State Controller’s Budgetary/Legal Basis Annual Report.  Therefore, departments will make certain that data included in budget schedules are identical with their year-end financial reports.  Exceptions may be made where departments believe substantial adjustments require otherwise and Finance budget staff agrees in advance of departmental presentation of budget documents.  

The following sections of SAM deal with departmental budget presentations.  The first part deals with personal services, as the reconciliation of the personnel year base to the legislative authorizations typically is an initial task in building the next budget.  Following are sections dealing with operating expenses and equipment, supplementary schedules, Expenditures by Category, Details of Appropriations and Adjustments, Fund Condition Statements, and Schedule 10s.

PERSONAL SERVICES 
6403

(Revised 09/10)

The category of Personal Services includes all payments for personal services except: (1) those obtained under contract; and (2) payments for health and welfare benefits for prevailing rate employees as authorized by Government Code Section 19831.  The category contains two objects of expenditure: (1) salaries and wages, which include all direct payments for personal services; and (2) staff benefits, except for those services obtained under contract.  See Government Code Section 19830 and SAM Section 6412.

Government Code Sections 19130-19134 provide criteria and procedures regarding the state’s use of personal service contracts.  These provisions basically provide for personal services contracts to achieve savings when specific conditions are met and for the State Personnel Board to review the contracts for compliance with the specified standards.

POSITION/PERSONNEL YEARS/SALARY COST ESTIMATES PRESENTATION
6406

(Revised 09/10)

The detailed presentation of Authorized Positions and Personnel Years information consists of two major parts: (1) the Salaries and Wages Supplement (Schedule 7A) which is presented as a separate publication; and (2) the Changes in Authorized Positions presentation in the Governor's Budget.

The instructions which follow are for the preparation of the Changes in Authorized Positions presentation.  For examples, refer to departmental presentations in the Governor’s Budget.  Position entries should be grouped under the appropriate organizational headings and subheadings as reported in the Salaries and Wages Supplement.  Footnotes may be used to explain action taken for continuously vacant positions per Government Code section 12439, etc., or to document limited-term positions.

Authorized Positions

This line shows total position/personnel-year count and expenditures and will agree with the corresponding Totals, Authorized Positions shown in the Salaries and Wages Supplement (Schedule 7A).  This total will not include those positions abolished as vacant by the State Controller per GC section 12439 unless re-established under specified criteria in the code.  The number of positions must be reconciled to the number of positions approved in the final budget of the preceding year, less those positions abolished as vacant by the State Controller per GC section 12439, net of re-establishment.  That is, the total number of authorized positions shown in the Expenditures by Category is to be reconciled with the total number of positions approved for the current year.  Authorized positions may be established as individual positions or for certain blanket authorizations.  See section 31.00 of the current Budget Act for restrictions on administratively established positions.

Workload and Administrative Adjustments

Under this major heading, list all administrative changes being made to the Totals, Authorized Positions described above.

1.
Positions Established

Positions established as workload and administrative adjustments are limited-term positions and terminate by the end of the fiscal year per section 31.00 of the Budget Act.  The date of termination should be noted if it is not June 30.  


Administratively established positions which are proposed for continuation beyond June 30 may not be listed here but need to be included under Proposed New Positions as described below.  Positions administratively established in the previous year may not be reestablished as workload adjustments in the following year.

2.
Reduction in Authorized Positions

List by classification, authorized positions to be abolished.  Note that for positions to be abolished during the current year, entries will be required in the columns for both the current and budget years because such positions have been included in the totals forwarded from Schedule 7A for both years.   Do not list positions abolished by the State Controller under the provisions of GC section 12439 under this heading.  Instead they will be listed as reconciling entries (in footnote format) at the end of the Salaries and Wages Supplement presentation.

3.
Positions Reclassified

Change in Established Positions form, STD. 607, is used to reclassify positions.  See SAM section 6527 for transactions requiring Finance approval.  Section 31.00 of the Budget Act requires that all reclassifications of positions with a minimum monthly salary in excess of the amount specified must be approved by Finance.  These positions do not necessarily have to be reported again under Changes in Authorized Positions unless they are major reclassifications.  Most of these reclassifications will be minor and can merely be shown in the Salaries and Wages Supplement at their new classification.


Reclassifications should be considered "major" if any program redirection or organization change is involved, and should always be reported if the position is at all controversial. 
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4.
Positions Transferred

If a position is to be transferred from one organizational unit to another within a department, the transfer may normally be shown in the Salaries and Wages Supplement.  If, however, the position transfer is for a new function and/or legislative review is required, then the transfer should be reported in the Changes in Authorized Positions.
5.
Totals, Workload, and Administrative Adjustments

Enter totals of the preceding items 1 through 4.


Proposed New Positions.  Under this subheading show all additional positions established during the current year and proposed to continue through the budget year and all additional positions proposed for the budget year.

a.
If proposing to increase the time for existing part-time positions, list the incremental change as a proposed new position.  The increase in number of positions (converted to nearest 1/10) is counted as Proposed New Positions and the additional amount required to fund the positions.

b.
List the increases or decreases in part-time seasonal or temporary help, overtime, or terminal-pay.

c.
New positions are arranged in the same order as in the Salaries and Wages Supplement.  Compute the cost of proposed new positions at the mid step of the salary range.

d.
For positions authorized for a time period less than a full fiscal year, the position and dollars should reflect the net position count and dollars.

e.
Establishing positions for a portion of a fiscal year is accommodated by the State Controller’s system.  The SCO’s Employment History Database will reflect future effective dates and termination dates.

f.
When departments prepare STD. 607s to establish or abolish positions, the effective date can be later than July 1 or the termination date can be earlier than June 30.  For example, departments can prepare STD. 607s on July 1 with a future effective date of January 1.  The SCO records will report ½ of the position or 0.5 position count.

g.
Count each proposed part-time or part-salary position to the nearest 1/10 of a personnel-year.

h.
Administratively established positions which meet the provisions of Section 31.00 of the Budget Act and which are to be continued into the budget year are to be listed with the other proposed new positions in descending salary order.  The position count and expenditure data will be reported for the current year and budget year, as appropriate.

Totals, Proposed New Positions.  Show totals for proposed new positions.  Place a dash in the Column, headed Salary Range.
Totals, Salaries and Wages.  Enter the totals of the Authorized Positions; Totals, Workload and Administrative Adjustments; and Proposed New Positions. 

The Changes in Authorized Positions schedule is summarized in the Expenditures by Category.  The following additional personnel data is also required in the Expenditures by Category.
Estimated Salary Savings.  See SAM section 6409.

Net Totals, Salaries, and Wages.  Subtract the Estimated Salary Savings from the Totals, Salaries, and Wages.  Enter the balance here.
Staff Benefits.  See SAM section 6412 and the Annual Price Letter.

Totals, Personal Services.  Enter totals of Salaries and Wages, Estimated Salary Savings, and Staff Benefits.

ESTIMATED SALARY SAVINGS 
6409

(Revised 09/10)

The Totals, Personal Services entry in the Expenditure by Category shows the gross total of the positions and salaries of authorized positions.   In practice, due to leaves of absence, vacancies, downward reclassifications, and turnover (inability to fill a position immediately and at the same step), it is generally not possible to keep all authorized positions filled at the budgeted level for the entire year.

The amount not expended and the number of personnel-years not used result in savings which are subtracted from the gross level to reflect the net levels of position usage and dollars that are likely to occur.
The position count shown with salary savings represents estimated vacant position levels only and does not necessarily have a direct relationship to the dollar amounts.  Care should be exercised in computing the personnel-year counts and dollar amounts to avoid erroneous impressions of vacancies and levels of service.

The amount of savings should be estimated partly on the basis of the past year experience of departments.  Factors to be considered include the experience in the past year in obtaining qualified personnel to fill vacancies, the turnover rate, and the employment conditions.  Departments should also consider other factors that would affect current and budget years.
New positions for the budget year are reflected in the salaries and wages totals at the full salary level.  A salary savings adjustment for new positions must be incorporated in the estimated salary savings entry based on the time each new position is expected to be vacant.  
Five percent is generally acceptable as a minimum dollar value for salary savings on new positions if the position is to be authorized on July 1.

If a department is proposing additional funding in order to reduce an excessively high budgeted salary savings amount, they must submit a BCP to Finance to explain the basis for their request.  Any BCP must meet the guidelines and policy provided by Finance through Budget Letters or other notification process.  The justification should include documentation of turnover experience, leaves of absence, projected retirements, vacancies, levels of positions originally funded vs. current/projected levels of filled positions. and any other factors which are expected to have an impact on the departmental funding needs.

STAFF BENEFITS 
6412

(Revised 09/10)

State contributions to the Public Employees' Retirement Fund, Old Age and Survivor Insurance, State Employees' Health Benefits, and Worker's Compensation for state officers and employees will be combined and entered immediately following "Net Totals, Salaries and Wages" in the "Expenditures by Category."  The item will be entitled "Staff Benefits" and will show the total contributions by year.  Estimates will be prepared in accordance with instructions in the Annual Price Letter and Budget Letters.  For the past year, the amount of actual contributions may be taken from the appropriate allotment expenditure account.

1.
The Public Employees' Retirement component includes all state contributions for state employees covered under the Public Employees' Retirement System (Government Code Sections 20000 through 21765).  Estimates of the amount of contributions are prepared according to the Annual Price and Budget Letters.

2.
The Old Age and Survivors' Insurance data include all state contributions for state employees covered under the Federal System (Government Code Sections 22000 through 22603).  Estimates of the amount of contributions are prepared according to the Annual Price and Budget Letters.

3.
The State Employees' Health Benefits component includes all state contributions for state employees enrolled under any approved health benefit plan (Government Code Sections 22750 through 22944).  Costs of payments for health and welfare for nonpermanent, prevailing rate employees as authorized by Government Code Section 19830 will be applied as operating expenses.  Estimates of the amount of contributions are prepared according to the Annual Price and Budget Letters.
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STAFF BENEFITS 
6412 (Cont. 1)
(Revised 09/10)

4.
Workers’ Compensation for state officers and employees is budgeted as an item of Staff Benefits.


State entities that carry Workers’ Compensation policies with the State Compensation Insurance Fund will not budget additional funds for Workers’ Compensation benefits.  They will continue to budget funds for payments of premiums that will be included as a part of Staff Benefits.


Because of the nature of this type of expense, some agencies may have to rely upon certain subjective factors in computing requirements.  Departments should prepare estimates taking into consideration all pertinent factors, particularly those which might result in a difference in cost from that experienced in past years.  Accident and injury experience loss rates, changes in working conditions affecting risk exposure, changes in number of employees and salary rates are examples of areas that can fluctuate yearly.  

If a department is proposing additional funding for staff benefits, a BCP must be submitted to Finance.  Any BCP must meet the guidelines and policy provided by Finance through Budget Letters or other notification process.  If no variation is expected, the following method may be used in computing Workers' Compensation Insurance expense:

1.
Determine total Workers' Compensation Insurance expenses for departmental employees for each of the past three years.  This information is available from the Compensation Insurance Fund.

2.
Determine total salaries and wages paid to departmental employees for each of the past three years excluding staff benefits.

3.
Divide the total expenses for three years by total salary and wages for three years to determine the ratio of Workers' Compensation Insurance expenses to salaries and wages.  Apply this ratio to the total salaries and wages estimated to be required for the budget and current years to determine the amount required.

SCHEDULE 7A—SALARIES AND WAGES (STATE CONTROLLER’S OFFICE ROLE)
6415
(Revised 09/10)

The Uniform State Payroll System records maintained by the State Controller’s Office (SCO) are used as the basis for the  preparation of the Salaries and Wages (Schedule 7A).  Each department served by the Uniform State Payroll System will use SCO’s information, as of July 1, to update the Schedule 7A spreadsheets.  Departments not included in the Uniform State Payroll System will update the Schedule 7A using payroll information from their own system.

The Schedule 8 tabulation is prepared from SCO’s payroll records of "Established Positions."  

Generally, adjustments will be required to bring the payroll-based data to authorized levels in the Schedule 8.  If adjustments are required they should be explained fully on the form 33 (Supplementary Schedule of Salaries and Wages).  Adjustments may be required to bring the department and SCO records into agreement.  Differences may arise due to problems with position documentation, timing, or error.  If the SCO has erroneously abolished a position pursuant to Government Code Section 12439 criteria—a position actually filled by a department but not recorded in SCO records—the error may be corrected (See restrictions and instructions in SAM Section 6445).  If a position is properly abolished under the criteria of Government Code Section 12439 and the department wishes to retain it, the department may be able to re-establish the position under certain specified criteria included in the Government Code.  If these specified criteria cannot be met, the department may need to submit a BCP.  See SAM Section 6406.

Analysis of the Schedule 7A spreadsheet should be facilitated by reference to the Conversion Code Listing.  See SAM Section 6430. 

The Schedule 7A spreadsheets are distributed to departments via e-mail by their Finance analyst, usually in August.  Departments should carefully review and complete the Schedule 7A per the instructions provided in the Salaries and Wages Spreadsheet Budget Letter.

SCHEDULE 7A—BUDGET SUPPLEMENT OF AUTHORIZED SALARIES AND 
6418

WAGES (PROCESSING)


(Revised 09/10)

The Schedule 7A spreadsheets are distributed to departments via e-mail from their Finance analyst, usually in August.  Departments should carefully review and make all changes per the instructions provided in the Salaries and Wages Spreadsheet Budget Letter.  
Only the important, significant programs or subfunctions which are necessary to understand the department’s organization or operations should be presented.  Insignificant subfunctions should not be shown separately even though they may have been separately shown on the Schedule 8 tabulation.  Changes to the arrangement may be made in the latest salary supplement only after consulting with Finance.

Within each such significant expenditure class or subclass, combine all identical full-time positions by classification regardless of differences in pay rates or other factors.  Part-time or part-salary positions of the same class are combined irrespective of the fraction of time.  Position classifications are listed in descending order of the minimum step of the salary range.

Under the Number of Positions column, show each year’s number of positions for each classification or title.  Positions should be shown with the net personnel-year count, based on establishment or abolishment dates, and whether or not they are limited-term or temporary.  Blanket position personnel-year counts and the dollars associated with them must be displayed on the temporary help line, not the overtime line. Dollar amounts are to be reported to the nearest dollar.  All permanent positions approved in the final budget are to be included.  For the past year, positions are counted on an actual basis.     Changes in positions authorized by the Legislature in the approved budget (Workload and Administrative Adjustments and Proposed New Positions as amended by the Final Change Book) should be posted and documents (STD. 607s) should be sent to the State Controller’s Office.  Do not make any proposed staff changes directly to the Schedule 7A spreadsheets.  Such changes will be reported in the Changes in Authorized Positions presentation under Workload and Administrative Adjustments and Proposed New Positions.  See SAM Section 6406.  A position count for blanket positions (seasonal, temporary help, or terminal-pay positions) is included in totals.  For the past year, enter actual personnel years of employment.  For the current and budget years enter the exact number of personnel years authorized by the Legislature.  The necessary changes in blanket positions will be reported under Workload and Administrative Adjustments or Proposed New Positions in the Changes in Authorized Positions presentation.  The number of positions reported must be fully reconciled with the number of positions approved in the latest enacted  budget.  
The Salary Range column will show, for each classification, the established minimum and maximum rates of the approved monthly salary range as of July 1, current year; or, if appropriate, show the established flat monthly rate (e.g., $1,430-2,138; or $2,101).  Flat rate salaries fixed by Constitution or statute are shown on an annual basis. 

For each blanket position (or authorization), show the actual amounts used in the past year in parenthesis.  For the current and budget years enter the position equivalent and dollar amounts authorized by the Legislature.  Generally, the authorized temporary help/blanket amounts do not change from year to year.  However, they may be increased to include previously approved general or special salary range changes.  If general salary increases are not effective at the start of the current fiscal year, it may not be included in Schedules 7A and 8.  In this case, the increases will be reflected in a single line entry (salary adjustment) in the Expenditures by Category.  All other changes proposed for blanket positions must first be approved by the Legislature as Workload and Administrative Adjustments or Proposed New Positions before being included in the Salary Supplement.  When the Salary Supplement is prepared in this fashion, no additional explanation or justification of blanket positions is required.

If an administratively authorized position has been established and has been paid from blanket funds, the position will terminate on June 30 of the current year.  However, it may be reestablished upon approval of Finance, provided it is included in the budget submitted to the Legislature as described previously, and provided that this does not result in the establishment of positions previously deleted by the Legislature.  See Section 31.00 of the Budget Act.

For a more complete definition and description of blanket positions, see SAM Section 6518.
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SCHEDULE 7A—BUDGET SUPPLEMENT OF AUTHORIZED SALARIES AND 
6418 (Cont. 1)

WAGES (PROCESSING)


(Revised 09/10)

Changes because positions were reclassified, filled, or vacant are reported per SAM Section 6406.

Reclassifications of trainee positions to the next higher grade are shown as existing positions.  Show both class titles.  In the "Salary Range" column give the minimum of the trainee range and the maximum of the range for the higher class.  Combine reclassifications in this manner only when the class specifications clearly provide that upgrading is intended after completion of a training period.  Amounts requested will include the total amount required for the entrance class as well as for the reclassification.  Give complete information.

For example:

	
	Salary Range
	Current Year
	Budget Year

	
	
	
	

	Accountant I - Accounting Officer
	$2,239–3,602
	$26,868
	$35,952


The Totals, Authorized Positions line shows the personnel-year count of positions filled and actual amount expended for the past year, the number of positions, and amounts approved by the Legislature in the approved budget for the current and budget years.

SUBMITTAL OF SCHEDULE 7A SPREADSHEET TO FINANCE
6419

(Revised 09/10)

Upon completion, the Schedula 7A spreadsheets are to be submitted to Finance.  
The "as of" date of the reconciled Schedule 7A and the Schedule 8 tabulation is July 1.  The Schedule 7A will summarize the information presented in detail in the Schedule 8.  The totals for the current and budget years must reconcile to the legislatively authorized positions, less any vacant positions abolished by the State Controller’s Office pursuant to Government Code Section 12439 that are not re-established either under department’s self certification or approval by Finance.  The general rule is that the July 1 current year positions should equal those proposed in the Governor’s Budget adjusted for changes reflected in the Final Change Book.  Any exception should be footnoted at the end of the Schedule 7A.

STATE CONTROLLER'S OFFICE TABULATIONS (OTHER THAN SCHEDULE 7A)
6421

(Revised 09/10)

The State Controller’s Office prepares several reports to assist in preparation of budget and encumbrance information for the Salaries and Wages Supplement.  More detailed explanations of the specific tabulations follow.

SCHEDULE 8 TABULATION 
6424

(Revised 09/10)

In the latter part of July, the State Controller’s Office (SCO) prepares a Schedule 8 report from the position and payroll rosters of all positions existing on June 30 of each fiscal year which are maintained by that office. The "as of" date for this report will be July 1 of the current year.  The report is then distributed to departments.

No transactions effective July 1 or later will be included with the following exceptions:

· Salary changes effective July 1 will be included if approval is completed by the salary setting and approval authorities prior to mid-July.

· A reorganization effective July 1 which has prior approval of SCO and Finance will be included.

· Continuously vacant positions which are to be abolished under Government Code Section 12439 will not be included in SCO tabulation.

· New permanent positions (full time or fractional) to become effective on July 1 (this does not include California State University positions). 

DESCRIPTION OF SCHEDULE 8 TABULATION 
6427

(Revised 09/10)

The SCO will prepare a schedule of established positions (excluding blanket and other positions having serial numbers in the 900 series) as of June 30 of the past year that are authorized to extend beyond June 30, indicating the following for each budget function, in numerical order of budget function code: 

1.
Class title.

2.
Position number—includes codes for department, reporting unit or function, class, and serial.

3.
Social security number and name (or "vacant" or "termin").  An asterisk will appear to the right of the name if the employee has OASDI coverage.

4.
Salary rate July 1 of the current year, including July 1 adjustment.  If vacant, the minimum will be shown.  Salary type and range code are also shown.

5.
Minimum and maximum salary for the class.

6.
Anniversary date—month and year of next adjustment authorized or estimated (month is shown by a two-digit code and year by a two-digit code, XX/XX).  Shown as 99/99 if employee is at maximum pay in their class.


For positions paid on a monthly basis or which are vacant or for which the anniversary date is not known, the estimated anniversary date will be shown as 7 (July of the budget year) or 1 (January of the current year) for classes which have a merit or special in-grade salary adjustment, and an asterisk will appear to the right of the date.

7.
Appointment fraction if not full time.  A four-digit code of which the first two digits are the numerator and the last two the denominator of the fraction.  (0102 = 1/2 time; 0104 = 1/4 time; 0304 = 3/4 time; 1112 = 11/12 time, etc.)

8.
Position termination date—stated as 06 30 10 for June 30, 2010 , or 12 31 10 for December 31, 2010.

9.
Personnel years to the nearest tenth expended for the past year through July 1 of current year by class within each reporting unit (or budget function).  Personnel-year expenditures by individual position are not available and will not be required.
(Continued)
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DESCRIPTION OF SCHEDULE 8 TABULATION 
6427 (Cont. 1)
(Revised 09/10)

10.
Personnel years authorized by position for the current year to the nearest tenth.

11.
Personnel years authorized by position for the budget year to the nearest tenth.  (Fractional positions extended at same fraction as authorized for the current year).

12.
Amount expended by class for the past year through July 1 of current year.

13.
Estimated expenditures by position for current year.

14.
Estimated expenditures by position for budget year.

The SCO tabulation will also include totals of personnel-years and amounts expended by reporting unit (or budget function) within agency and a grand total for each agency code.

VERIFICATION AND COMPLETION OF SCHEDULE 8 TABULATION 
6429

(Revised 09/10)

Each department will proceed as follows, with clear entries made on all copies:

1.
Compare with department payroll roster.  Any differences on the Schedule 8 should be analyzed and corrected.  A spot-check should be made of the anniversary dates and extensions.  A list of State Controller’s Office (SCO) discrepancies or errors should be prepared and attached to each copy of the schedule.  For each item on the list, include a cross-reference to the specific document which was not properly recorded on SCO records, so that SCO may check original documents before making corrections.

In the case of a full-time authorized position that is filled on a part-time basis, the SCO’s tabulation will carry the position as a part-time position and the amount will be that of a part-time position.  This condition will be shown for both current and budget years.  The department should make the changes necessary to provide for continuation on a full-time basis.


Differences other than SCO’s discrepancies or errors must be corrected through submission of payroll or position documents.  The preparation and submission of such documents are a follow-up condition for certification procedures established in accordance with SAM Section 6521.  The exceptions are those positions that can be re-established under specified criteria as listed in Government Code 12439.
2.
Correct all of the totals to account for the above changes.

3.
For positions marked "vacant" in the tabulation, insert, after the word "vacant,” the date the position became vacant.  Check the tabulation against the "Vacant Positions" reports (see SAM Section 6445) and make necessary adjustments.

CONVERSION CODE LISTING 
6430

(Revised 09/10)

The Finance Conversion Code (FCC) listing provides detailed instructions to the State Controller’s Office (SCO) so that information in the records of the Uniform State Payroll System can be arranged in the format of the Salaries and Wages Supplement by the computer.  The listing includes budgetary descriptions, codes, and sequences used to verify the Schedule 7A spreadsheets.
The FCC listing must be amended if the format for the Salaries and Wages Supplement needs to be changed.  This could be true if new reporting units have been added or deleted, or if a reorganization is to be reflected in the Salaries and Wages Supplement presentation.  

The FCC listing will consist of four columns: from left to right, the Finance Conversion Code, Agency Code, Department Reporting Unit Codes, and Budgetary Description.

The FCC is used as the key for the organizational structure which a department wishes to present in the Salaries and Wages Supplement.  The code controls the order and indentation of the budgetary description.  Also, it provides for the inclusion of reporting units under a budgetary description.  In addition, it indicates where subtotals and totals of personnel years and dollar amounts will be taken.  Totals will be provided at the end of the department’s section and limited to no more than two sub-departmental levels.

The Budget Description entry becomes the title of the organizational unit or program as it will appear in the Schedule 7A spreadsheets.  The description will be limited to 35 characters for all sub-departmental levels.

The Agency Code is to identify the department from which the salaries in the reporting unit are to be paid.

The Reporting Unit Codes identify the reporting unit or units which are to be collated under the particular Budget Description entry.  All positions in the reporting units listed under a particular Budget Description entry should be a part of the unit described by the title listed in the Conversion Code Listing.

The SCO will print the FCC Listing used in preparing the Schedule 7A in the preceding year and send it in duplicate in May to each department for review and amendment.  The SCO also publishes a Payroll Letter giving specific instructions for amending and processing the listing and setting a date for its return to the SCO.  The sole purpose of the FCC Listing is to control the array and detail in the Schedule 7A spreadsheets. 
In the review of the FCC, Listing the following points should be checked:
1.
Are the Budgetary Titles still appropriate?

2.
Have reorganizations been properly reflected in the Budgetary Titles to show authorized changes in organization or program?

3.
Will the Budgetary Titles appear with the proper indentation from the margin?

4.
Are all the reporting units listed under the proper budget descriptions?  A reporting unit to be established effective July 1 should be added under the proper budgetary descriptions.

5.
As the FCC Listing will be used during July to verify the Schedule 7A spreadsheet, check that the documents (Change in Established Positions, Payroll Roster Change form, STD. 607) making approved reorganizations and establishing approved new positions are completed and sent to SCO by June 14th to be included in the Schedule 7A.

As significant proposed organizational changes to the Salaries and Wages Supplement may have a major impact to a department’s operations/budget presentation, any substantive changes or changes in politically sensitive programs must be cleared with Finance before the listing is released to SCO.

EXPIRING FILLED POSITIONS
6436

(Revised 09/10)

The SCO will prepare a separate listing titled Report for Schedule 8—Supplementary Tabulation.  This listing reflects all authorized appointments that continue beyond June 30 of the past year, but do not have approved positions to continue beyond June 30.  The purpose of this listing is to remind the department that these employees should have been separated or placed in an authorized position, and to furnish the department current and budget year extensions using the present salary.
BLANKET POSITIONS 
6439

(Revised 09/10)

The State Controller’s office will prepare a separate listing of actual expenditures from blanket positions (temporary, seasonal, and overtime) for the past year.  This will include past year expenditures that were posted through July 1 of the current year.  These expenditures will need to be reflected in the Schedule 7A.

VACANT POSITIONS REPORT
6445

(Revised 09/10)

Chapter 1124, Statutes of 2002, as amended by Chapter 227, Statutes of 2004, made major changes to Government Code (GC) section 12439 relating to the abolishment of vacant positions.  The major changes include:

· State Controller’s Office (SCO) is to identify and abolish vacant positions that are vacant for six consecutive monthly pay periods, during the fiscal year or between two consecutive fiscal years.  The rolling six months began July 1, 2002.

· A mechanism for departments to self-certify re-establishments by August 15 for positions that meet specified conditions during the vacancy period.  

· Prohibits departments from executing any personnel transactions for the purpose of circumventing the provisions of the Section, e.g., 120 transactions.

· Each department is required to include a section discussing its compliance with this section when it prepares its report pursuant to GC section 13405.

On July 1 of each year, the SCO will abolish the continuously vacant position(s).  These abolished positions will not appear on the Schedule 8 or 7A.  The SCO will generate an initial listing for departments by mid-July.  The positions can be eliminated from the abolishment listing for any SCO technical errors, departmental self-certifications of positions to be exempted from the abolishment, or any Department of Finance (Finance) authorized reestablishments meeting specified criteria.

Technical Errors.  Departments are responsible for reviewing the listing and resolving any discrepancies or errors, e.g., late document submittal by departments or late processing of personnel documents by the SCO.  Departments are to work directly with the SCO to resolve the discrepancies, (Finance approval is not necessary) between July and August 15.  If the position(s) are not to be abolished, the departments must add the positions back on the Schedules 8 and 7A, and report the adjustments on the Schedule 8 Summary.  See SAM Section 6448.  

If departments miss the August 15 deadline, they may submit Change in Established Positions, STD 607 forms, to Finance between August 15 and September 10 to obtain approval to reestablish technical correction positions.  Requests must include complete justification for late technical changes.  These STD 607s must include the letter “X” preceding the document number.

(Continued)
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VACANT POSITIONS REPORT
6445 (Cont. 1)
(Revised 09/10)

Department’s Self Certification Criteria.  The SCO will reestablish positions when the Director of a department certifies by August 15, one or more of the following criteria existed during part or all of the six consecutive pay periods for the abolished position(s):

· Directly provides 24-hour care in an institution operated by the State.

· Necessary for the State to satisfy any licensing requirements adopted by a local, State, or federal licensing or other regulatory agency.

· Directly involved in services for public health, public safety, or homeland security.

· Held vacant because the previous incumbent is eligible to exercise mandatory right of return from a leave of absence as may be required by any provision of law including, but not limited to, leaves for industrial disability, non-industrial disability, military service, pregnancy, childbirth, or care of a newborn infant.

· Held vacant because a department granted the previous incumbent a permissive leave of absence as may be authorized by any provision of law including, but not limited to leaves for adoption of a child, education, civilian military work, or to assume a temporary assignment in another agency.

· Directly reduces State revenues or other income by more than would be saved by the elimination of the position.

· Positions established and funded from moneys appropriated pursuant to Sections 221 and 221.1 of the Food and Agriculture Code which directly respond to unforeseen agricultural circumstances requiring the relative expertise that the position provides.

Departments must prepare a Change in Established Positions, STD 607 form, for each position to be reestablished for one or more of the above criteria. The SCO must receive the STD 607 form no later than 5:00 p.m. on August 15.   STD 607 forms received after August 15 will be returned to the department instructing them to obtain approval to reestablish the position(s) from Finance.  These documents must be received by Finance no later than September 10.  

STD 607 documents submitted from July 1 through August 15 to reestablish self certified positions must include the alpha letter “Z” preceding the document number.  

Departments must add the approved position(s) back on the Schedule 8 and 7A that are self certified positions that are reestablished by SCO or subsequently approved by Finance.

In addition, each department shall maintain for future independent audit, all records on which the department relied in determining that any position or positions satisfied one or more of the criteria specified above.

After August 15, the SCO will update its position control system and prepare and submit a preliminary Abolished Vacant Position Report to Finance by September 10.  
(Continued)
Additional reestablishment circumstances.  Upon written request by departments, Finance may also approve the reestablishment of positions in the following circumstances:

· A hiring freeze was in effect during part or all of the six consecutive pay periods.

· The department has diligently attempted to fill the position, but was unable to fill within six months.

· The position is designated as a management position and was held vacant pending the appointment of the director, or other chief executive officer, as part of the transition from one Governor to the succeeding Governor. 

· The classification of the position is determined to be hard-to-fill.

· Late budget enactment contributed to the delay in filling of the positions.

(Continued)
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VACANT POSITIONS REPORT
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(Revised 09/10)

Departments may submit a STD 607 at any time during the year to their Finance budget analyst requesting reestablishment of a position under one or more of the above.  The request must include complete justification regarding the specifics of the circumstances surrounding the abolishment of the position and rationale/need for reestablishment.  When Finance approval is required, departments must not send any request to reestablish positions directly to the SCO.
All STD 607 forms must be processed by Finance to SCO prior to September 30 in order for the SCO to include the corrections in the Final Abolished Vacant Position Report that is submitted to the Legislature and Finance by October 15.

Positions abolished by the SCO, under the provisions of GC section 12439, are not authorized and are not to appear on the Schedule 8 and 7A, unless specifically approved by Finance.  Departments are to display the abolished positions at the end of the Schedule 7A after the Totals, Authorized Positions line.  Positions are to be arranged in the same order they would have appeared in the Schedule 7A and under the appropriate organizational headings.  The title to be used is Continuously Vacant Positions Abolished by SCO per Government Code Section 12439.
PREPARATION OF SCHEDULE 8 SUMMARY 
6448

(Revised 09/10)

The Schedule 8 consists of two parts, the summary and detailed tabulation.  The instructions for the detailed listing are found in SAM sections 6424, 6427, and 6429, while the instructions for preparing the summary are provided below.  The Schedule 8 acts as a payroll authorization for the current year, and an encumbrance document for posting to salaries and wages allotments as well as a source of information for Schedule 7A.  See SAM section 6521.
The Schedule 8 Summary will be prepared on the Supplementary Schedule of Salaries and Wages form, STD. 33, as follows:
1.
Using the total of each budget function from the Schedule 8 tabulation, enter the total number of personnel years for each of the three years (columns 8, 9, and 10), the total estimated expenditures for the current year for established positions in column 11, and total proposed expenditures for the budget year in column 13.

2.
The total of column 11 should be used to encumber current year allotments for salaries and wages. 

3.
Following each function total, an individual and newly authorized position in the Governor's Budget for the current year but not yet established is to be listed with the estimated expenditures for the current year inserted in column 12 and the proposed expenditures for the budget year in column 13.  If a position has been authorized for over a year and is still unestablished, it is in effect a vacant position under the terms of Government Code section 12439 and may not be added to the Schedule 8 tabulation and the Schedule 7A as a plus adjustment to increase the total of authorized positions and so continued as an authorization.  Such positions may not be established, but are to be listed as part of the reconciliation in step 5 below.  The exceptions are those positions that can be re-established under specified criteria as listed in Government Code 12439.
4.
Following function totals, insert information regarding blanket position expenditures for the past year (columns 6 and 7), and estimated expenditures for the current year (column 12), and the budget year (column 13).  This is not the normal use of columns 6 and 7.

5.
At the end of the Schedule 8 Summary, set forth a reconciliation of the total positions shown in column 9, to the current year printed budget as amended by the list of Legislative changes (Final Change Book).  Differences in the number of positions in any function or program should be explained with reference to the supporting STD. 607, or as vacant positions abolished by the State Controller’s Office (SCO), unestablished positions abolished as vacant (see paragraph 3 above), limited-term positions expired, or proposed new positions not yet established.

6.
Upon completion of the above, send the original and one copy of the Schedule 8 prepared by the SCO, the List of Errors, and STD. 33, to Finance as part of the agency budget request.  The remaining copies may be retained by the department.
OPERATING EXPENSES AND EQUIPMENT 
6451

(Revised 09/10)

Each department must prepare departmental supplementary schedules of the various items of operating expenses and equipment needed to support the proposed program of the department.

Although supplemental information is not printed in the budget, schedules must be prepared and sent to Finance per instructions issued in Budget Letters.  Legible reproductions of working papers or automated tabulations may be used to complete the schedules.  Departments should refer to the state’s Uniform Codes Manual (UCM) for the standard objects of expenditures.  The Supplementary Schedule of Operating Expenses and Equipment (DF 300), and the Supplementary Schedule of Equipment, (DF 302), are required from each department.

SPACE ACTION REQUESTS (STD. 9)
6453

(Revised 2/98)

Departments use the Space Action Request form, STD. 9, to request:

New or additional space (including swing space), lease extensions, or renewals desired by an agency in noninstitutional buildings—whether state-owned or state-leased, Relocatable buildings, and Trailers.

Instructions for STD. 9 are provided in SAM Section 1405; additional information on preparation is available from DGS, Professional Services Branch of the Real Estate Services Division.

DOF’s Review Requirements.  Space action requests are submitted to DGS.  The DGS forwards a copy of the request to DOF Capital Outlay Unit for approval if any one of the following conditions exists:

1.
Rental costs (excluding one-time costs) as determined by DGS are estimated to exceed $300,000 in any year of the firm term of a lease.  Lease renewals are exempt from this requirement unless:

a.
A ten percent or greater increase in space is requested; or 

b.
The department will propose a budget augmentation to meet rent increases.

2.
The department will require a budget augmentation for any year within the firm term of the proposed lease.  In this respect, one-time costs, including moving, equipment, furniture, telephones, and data processing related costs, etc. must be considered.

3.
The department (or DGS) proposes:

a.
A lease with a purchase option over $2 million pursuant to Government Code Section 14669 (b);

b.
A lease-purchase (installment purchase) arrangement; note that a lease with a “bargain” purchase option is defined, for the purpose of this section, as a lease-purchase;

c.
A lease which in any other fashion meets the definition of a capitalized lease per the Capital Outlay Section in SAM.

d.
A lease which must be noticed to the Legislature pursuant to Government Code Section 13332.10.

4.
The DOF re-reviews any STD. 9 for which costs significantly exceed the level originally indicated by DGS and concurred with by DOF.  Thresholds for re-review are established by memorandum of understanding between DGS and DOF.

Whenever STD. 9 is submitted to DOF, it must be accompanied with a Estimate of Occupancy Costs form, STD. 10, prepared by DGS and reflecting DGS’ recommended space strategy.  The STD. 10 provides a clear synopsis of the reasons for the recommended move or other action; how the action is consistent with approved asset management plans; a schedule of estimated costs for each year of the expected term of the lease and a detailed breakdown of the estimated one-time costs and/or savings associated with the action; and any rent overlaps expected.  In addition, an OREDS 4083 must be submitted which provides information on employee classifications for the tenant department, type of space, and specifics on specialized space needs.  

(Continued)
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SPACE ACTION REQUESTS (STD. 9)
6453 (Cont. 1)
(Revised 2/98)

For certain requests, DGS also prepares a separate economic analysis for DOF verifying that the selected method of procuring space (lease, lease-purchase, lease with purchase option) is the most cost effective, including a comparison with state construction.  The conditions of this analysis (i.e., for which projects, and the content) are set by memorandum of understanding between DGS and DOF. 

The DOF’s review of space action requests consists of two parts:  

1.
The Capital Outlay analyst reviews DGS’ analysis justifying the method of procuring space and the consistency with approved asset management plans.

2.
The appropriate DOF support analyst determines whether the program assumptions for the space request are valid, including any possible future growth requirements.

The DOF Capital Outlay unit coordinates this review.  The normal time frame for DOF review is 30 days.  Questions on the status of any space action request which has been forwarded to DOF should be directed to this unit.  

The DOF’s approval of STD. 9 does not constitute approval of additional funding for any future rental increase or other costs related to the Form 9.  Department may wish to coordinate the timing of space action requests with the budget process to avoid making commitments to new space prior to budgetary approval.  Requests for a budget adjustment must be submitted as part of the normal budget preparation process.  Requirements are reviewed below.

Coordination of STD. 9s with Support Budget Change Proposals (BCPs).  The BCPs are required for any request to increase support budget funding for new or additional space, rent increases on an existing lease, furniture (such as modular), or costs associated with moving.  The BCP must be submitted with a copy of the space request package previously approved by DOF.  If a final version of this package is not available because the leasing transaction is still under development, DOF will base its review of the BCP on the department’s initial estimate on draft version of the package.  However, the department is still required to complete the space action request approval process by having DGS submit a final set of forms STD. 9 and 10 and OREDS 4083, with complete data, for approval to DOF.  As appropriate, DOF may adjust any prior budget decisions to conform with the final space action.

It is not necessary to coordinate the BCP process with the STD. 9 process if the BCP is requesting facility funding as a per-position complement.  For example, the department may requests 5 new positions for a program, with a per-position facility component.  However, such complements are usually adequate only for marginal adjustments of staff.  Therefore, departments are cautioned against using per-position complements if large numbers of staff are being added or specialized space is required.  Additional facility funding may not be provided later to correct budget shortfalls.

Coordination of STD. 9s with Capital Outlay Budget Change Proposals (COBCPs).  Informational COBCPs are required for proposals to enter in the budget year into a lease-purchase agreement, lease with purchase option, or any other lease which meets the definition of a capital lease, as described in the “Capitalized Assets” Chapter (Capital Outlay Section) of SAM.  The opportunity to enter into such a lease may arise, on an unplanned basis, off-cycle with the budget process.  The DOF may waive the formal COBCP requirement in this situation, but the client department and DGS must nonetheless provide the same information as well as the economic analysis referred to above as part of STD. 9 approval package.

PREPARATION OF SUPPLEMENTARY SCHEDULE OF OPERATING EXPENSES AND EQUIPMENT
6454

(Revised 09/10)

This supplementary schedule (form DF 300) is designed for summarizing the operating expenses and equipment requirements of the department.  If reporting items of expense which vary with changes in population, enrollment, price, or program change, a line labeled “other” may be used with an explanation attached.  Submit the schedule with your departmental budget, per the timeframe specified in Budget Letters.  
The schedule should list the items of operating expenses in the order of Uniform Codes Manual (UCM) coding and a total amount of equipment (which must tie to DF 302).  Expenditures for the past, current, and budget years are to be shown in three separate columns with totals.  The totals must be carried forward to the Expenditures by Category in the departmental budget presentation.

BUDGET FOR EQUIPMENT 
6457

(Revised 09/10)

Each department must prepare a Supplementary Schedule of Equipment, DF 302.  The schedule should be forwarded with the budget package, per the timeframe and guidelines set forth in the Budget Letters.

For uniformity in budgeting, accounting, and purchasing, the definition of equipment in SAM Section 8602 governs whether equipment/personal property will be budgeted and reported as equipment on DF 302.  Some expenditures for equipment may be budgeted as capital outlay if purchased as an initial complement of equipment for the capital outlay project.

Departments should work with their Finance budget analyst if they wish to develop and use internal equipment request forms in preparing the supplemental schedule. 

SUPPLEMENTARY SCHEDULE OF FEDERAL FUNDS 
6460

(Revised 09/10)

Budget submissions are required to include a Supplementary Schedule of Federal Funds.  The total amount on the Supplementary Schedule of Federal Funds must correspond to the amount shown as federal funds in the “Detail of Appropriations and Adjustments” in each department's budget.  Federal funds are all monies received by a department directly from an agency of the federal government.
The information will be prepared on Supplementary Schedule of Federal Funds/Reimbursements, DF 301, or such other format approved by the Finance budget analyst.  Each grant (project) must be listed separately by departmental program.  Separate listings will be prepared for each character of expenditure.

For each grant, include the following: (1) the title or popular descriptive name as listed in the Catalog of Federal Domestic Assistance; (2) the federal catalog number; and (3) the dollars for the past, current, and budget years  Each page should be numbered for ready reference.  Instructions for preparation of DF 301 are included on the second page of the form. 

If changes have been made during the budget preparation process before submittal of the Governor's Budget to the Legislature which affects this schedule, a final submission of the affected schedule must be made by the originating department to agree with the printed budget and returned to Finance by the timeframe specified in Budget Letters.

REIMBURSEMENTS
6463

(Revised 09/10)

A reimbursement is cash or other assets received as repayment for the cost of work or services performed, or for other expenditures made for or on behalf and for the convenience of another governmental unit, fund, or department, or for an individual, firm, or corporation.  There should be a very positive, direct relationship of the charge to the cost of the particular services performed for an individual or entity before one should consider a receipt to be reimbursement.  Reimbursements represent the recovery of an expenditure and are shown in the budget act as a reduction of the expenditures of an item of appropriation and are indicated by a minus (-) sign immediately before the dollar amounts.

All federal funds received directly by a department and not via another state department will be reported as federal fund expenditures.  Federal funds received from another agency for the cost of work or services performed will be treated as reimbursements.

SUPPLEMENTARY SCHEDULE OF REIMBURSEMENTS 
6466

(Revised 09/10)

Budget submissions are required to include a Supplementary Schedule of Reimbursements. The information will be prepared on Supplementary Schedule of Federal Funds/Reimbursement, DF 301 or such other format approved by the Finance budget analyst.  For a definition of "reimbursement,” see SAM Section 6463.  Any changes are subject to the provisions of Section 28.00 or Section 28.50, as appropriate, of the Budget Act.  The Schedule will include the following: (1) descriptive title; (2) source of funds (indicate the organization code of the paying state department); and (3) the past, current, and budget year expenditures.  Each page should be numbered for ready reference.  Instructions for preparation of DF 301 are included on the second page of the form. 
If changes have been made during the budget preparation process before submittal of the Governor's Budget to the Legislature which affects this schedule, a final submission of the affected schedule must be made by the originating department to agree with the printed budget and returned to Finance by the timeframe specified in Budget Letters.
SPECIAL ITEMS OF EXPENSE 
6469

(Revised 09/10)

Special items of expense are those non-recurring large expenditures or special purpose expenditures that normally require a separate appropriation or schedule to present a clearer fiscal picture. 

This class of expenditure appears in the “Expenditures by Category”.
The explanatory title will indicate the purpose for which the expenditure is made.

CLAIMS AND TORT LIABILITY BUDGET PROCEDURE 
6472

(Revised 09/10)

Each year, one or more pieces of  legislation is pursued which authorizes payment of:  1) government claims approved by the California Victim Compensation and Government Claims Board (VCGCB, formerly “Board of Control”) when there is no other statutory authority for payment, and 2) judgments and settlements by Department of Justice (DOJ) when there is insufficient expenditure authority. 

VCGCB Approved Claims 

In this situation, VCGCB has approved a claim and, with input from the affected department, determined that there is no statutory authority for its payment.  Generally, twice a year, VCGCB sends a list of claims with no statutory authority for payment to the Department of Finance (Finance).  Finance analysts work with the affected departments to identify the appropriation to be charged and to certify that the necessary funds are available.  These claims are then included in a claims bill and the chaptered bill reduces individual Budget Act items and transfers the authority for payment of claims to VCGCB.  

(Continued)
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CLAIMS AND TORT TORT LIABILITY BUDGET PROCEDURE 
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When statutory authority for payment already exists, legislation is not required and the department may pay VCGCB approved claims directly without obtaining approval from Finance.  The most common reason why a claim may lack statutory authority for payment is because it arose from a stale-dated warrant and the department no longer has expenditure authority for the fiscal year in which the warrant was issued.

Government Code Section 905.2(f) authorizes VCGCB to assess a surcharge in an amount not to exceed 15 percent of the total approved claim.  These surcharges are treated as expenditures to the Budget Act items listed in the legislation.

Judgments and Settlements

In this situation, a chaptered claims bill authorizes DOJ to pay settlements or judgments directly from specified fund balances because there are insufficient funds available in an individual appropriation.  To initiate inclusion of a judgment or settlement in a  DOJ claims bill, Finance is required to send a letter to DOJ approving the settlement or judgment claim and certifying that the affected department’s appropriation cannot absorb the cost of claim.  
If the department has sufficient expenditure authority for payment of the claim, legislation is not required and it may pay the claim directly after obtaining approval from Finance.  In accordance with SAM Section 8712, Finance approval is required for all claims in excess of $35,000.   

Upon request of Finance, DOJ, the Department of Transportation, and the VCGCB shall submit reports to Finance providing actual cost data for the prior fiscal year.  Such data is to include the following:

1.
Claim payment expenditures by fund.

2.
Staff services expenditures by fund.

Although the state no longer carries general tort liability insurance, several departments and agencies carry specialized insurance policies for specific purposes, e.g., Cal Expo and water project bond programs.  The Department of General Services Insurance Office shall maintain, and submit to Finance upon request, for all departments and agencies, actual prior year, estimated current year, and anticipated budget year expenditures for tort liability insurance premiums.

EXPENDITURES BY CATEGORY 
6475

(Revised 09/10)

The Expenditures by Category is prepared at the end of the program presentation.  Separate Expenditures by Category presentations are required for State Operations and Local Assistance expenditures.  The personnel-years (PY) count and the amount of expenditures are shown under the headings Authorized Positions, Total Adjustments, Estimated Salary Savings, Net Totals, Salaries and Wages, and Totals, Personal Services.  

Operating Expenses and Equipment are reported as a single line entry.  Details are provided in supplementary schedules.  See SAM Section 6451.

If there are Special Items of Expense which cannot be included in Operating Expenses and Equipment (SAM Sections 6451 and 6457), they are reported as a single line entry following Operating Expenses and Equipment. 

Totals, Expenditures represent the sum of all expenditures.

DETAIL OF APPROPRIATIONS AND ADJUSTMENTS
6478

(Revised 09/10)

This section of the budget presentation displays the source and amount of appropriations available for the department and the disposition of such appropriated funds between expenditures and unexpended balances.  A "Supplementary Schedule of Appropriations" (Schedule 10) provides the information used in this display.  See SAM Section 6484.

The order, wording, and meaning of the various entries in each display are set forth below.  Omit entries which are not needed.  If additional entries are necessary, coordinate the addition with the Finance analyst.

1.
Budget Act Appropriation.  Amount appropriated or proposed to be appropriated in the annual Budget Act.

2.
Continuous Appropriation, Provide the Legal Citation (such as Government Code section XXXXX).  Amount, actual or estimated, available each year under a permanent constitutional or statutory appropriation which is renewed each year without further legislative action.  The amount available may be a specific, recurring sum each year; all or a specified portion of the proceeds of specified revenues which have been dedicated permanently to a certain purpose; or it may be whatever amount is required for the purpose as determined by formula—such as school apportionment.  For example:  Section 42238, Education Code (School District Apportionments).
3.
Allocations For (Purpose).  Total amounts requested or authorized by Executive Order (EO) from an appropriation, which is subject to allocation by Finance or other authority without further action by the Legislature.  A separate entry is made for the total amount from each such appropriation from which an allocation is made or requested. 

4.
Deficiency Authorizations (Purpose).  For deficiency authorizations per Items 9840-001-0001, 9840-001-0494, and 9840-001-0988 of the Budget Act, use citation “Allocation for contingencies or emergencies.”

5.
Transferred From–(Plus Entry) and/or Transferred To (Minus Entry).  Amount moved or proposed from one appropriation or from certain fund types to another by means of a transfer.  Cite the authority for the transfer.  Do not include transfers that are charged to or credited against expenditures, such as reimbursements or redistribution’s of expense by plans of financial adjustment.  A short “purpose” phrase may be included to describe the reason for the transfer.

6.
Special Appropriation Chapters.  This applies to an appropriation in a Chapter (other than the Budget Act) for the year of enactment only.  Continued availability of such an appropriation in a fiscal year subsequent to the fiscal year of enactment is a carryover and will show under Prior Year Balances Available for the following fiscal year.
7.
Proposed Deficiency Bills.  This applies to proposed legislation sponsored by a department to provide an appropriation.  Departments sponsor their own deficiency bills for sensitive issues or when the timing precludes use of the statewide omnibus deficiency bill which is generally passed late in the fiscal year.  Use citation “Proposed Deficiency Bill.”

8.
Prior Year Balances Available.  This is for continued availability of an appropriation in a fiscal year subsequent to the fiscal year of enactment.
9.
Unexpended Balance, Estimated Savings–(Minus Entry).  Unencumbered amount remaining at the end of the year, after providing for expenditures, and not available for encumbrance thereafter.
FUND CONDITION STATEMENTS
6481

(Revised 09/10)

The Fund Condition Statement presents the summary of a fund’s operations for the past, current and budget years.  This statement is prepared for all special funds and special accounts within the General Fund.  Fund Condition Statements are also prepared for other funds which are of special interest to the Legislature or the Administration.  In those cases where a number of departments receive appropriations from one special fund, Finance will normally finalize the Fund Condition Statement.

The body of the statement should include the following information, as applicable, in the order indicated below:

1.
Beginning Balance.


a.
Prior Year Adjustments (normally consists of prior year expenditure and revenue adjustments and refunds to 
reverted appropriations for the past year actual only and is always zero for the current year and budget year).


b.
Adjusted Beginning Balance.

2.
Revenues, Transfers, and other Adjustments.

a.
Revenues - Detail is typically provided by type of revenue.


b.
Transfers and Other Adjustments - Transfers (transfers to and transfers from other funds that are treated as a transfer 
of resources between funds).


c.
Total, Revenues, Transfers, and Other Adjustments.
3.
Total Resources.
4.
Expenditures and Expenditure Adjustments.
a.
Detailed by department with a further breakdown by State Operations, Local Assistance, Capital Outlay, and Unclassified, as applicable.
b.
Expenditures – Spending is typically shown in the organization code of entities that spend from the fund.  The expenditures are shown in those departments’ Governor’s Budget display.

c.
Expenditure Adjustments – Transfers from other funds that are treated as Expenditure Reductions.
5.
Total Expenditures (sum of Total Expenditures and any Expenditure Reduction, if applicable).
6.
Fund Balance.


a.
Reserve for economic uncertainties.


b.
Other reserves as appropriate – (e.g. unencumbered balance of continuing appropriations).
The Fund Condition Statement printed in the previous Governor's Budget should always be reviewed before preparation of
the new statement.  The starting fund balance for the past year must agree with the ending fund balance for the past year as
shown in the previous Governor's Budget.

The department's year-end accounting reports should provide most of the information needed to prepare the past year portion of the Fund Condition Statement.  However, when there are discrepancies between budgeting and accounting treatment of transactions, the budgeting treatment of the transactions should be used to prepare the past year Fund Condition Statement.
SUPPLEMENTARY SCHEDULE OF APPROPRIATIONS—SCHEDULE 10 
6484

(Revised 09/10)

The Supplementary Schedule of Appropriations is a document that is essential to the budget process.  As a source of verification, this schedule lists all appropriations and allocations of funds available for expenditure during each of the three fiscal years reported in the budget.  It is used to schedule all spending authority, expenditures, savings, and carryovers for an item of appropriation whether they are budget act items or not.  For each fiscal year, separate sets of schedules are prepared for state operations, local assistance, capital outlay, and unclassified budgets.  The amounts, by fund and character, in the Schedule 10 must equal the corresponding amounts in the following documents:


Detail of Appropriations and Adjsutments
SAM Section 6478

Expenditures by Category
SAM Section 6475 

Three-Year Expenditures by Fund
See Governor’s Budget 



(departmental presentation)

To aid in the development of the Governor's Budget, Finance provides departments with computer-generated Schedule 10s for the past, current, and budget years.  Instructions are issued in Budget Letters used to transmit the Schedule 10s.  Finance will not provide Schedule 10s for new items of appropriation because data has not yet been entered in the appropriation database.  In these instances, a Schedule 10 Missing Records Report, Form DF-38, needs to be prepared for the appropriation record to be established. 
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