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INDEX

PURPOSE

INSTRUCTIONS

The Operations Request Index permits quick and easy reference to the
operations budget request document. A separate index may be created for
both the “Public Information” and “Analyst Information” versions of the
agency operations request.

To complete the index, an agency must have already notified the Budget
Division of their final version number (i.e. Version A2).

1.

After selecting “FY,” the agency’s “Completed Version” should appear by
default.

Choose “Public Information” or “Analyst Information” depending on the
type of final request printed. After the Final Version is completed, the
following Index fields will be populated: ID Numbers, Form Numbers,
Form Names, Program Numbers, Sub-Program Numbers, and
Descriptions. The Page Number fields will be zero.

The reports on the Index will automatically be listed in the following
order: Agency-level reports first, then Program level reports - starting
with the numerical first program number - followed by applicable sub-
program reports for that program. Program level reports for the next
numerical program in the sequence, followed by any applicable sub-
program reports, etc.

After organizing and ordering the Forms and Reports for submission, as
indicated in Section V of the Budget Instructions, access the Operations
Index, select the “FY,” “Agency” and “Public” or “Analyst Information”
keys and select the “Edit” button at the bottom of the Index. You can now
input the correct page number to correspond to each report listed.

Each report for each program and subprogram should have a separate
ID for sequencing and should have a page number identified. Please
note that the ID Number determines the specific Report’s order of
appearance on the Index. To change the order of a specific report,
assign a new ID number to that line on the Index. After selecting the
“Save” button at the bottom of the screen, the Index will reformat the
reports based on the changes in ID Numbers.

Lines may also be Added or Deleted by using the corresponding buttons
at the bottom of the Index screen.
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Report 70-A — Agency Narrative

PURPOSE The agency narrative provides a statement of the statutory authority for the
agency and a statement of agency vision, mission and principles, and goals.
The narrative should describe management processes and service delivery
methods used by the agency. Please include a copy of your agency’s
organization chart immediately following this report. The agency narrative
report should be used to create an Executive Summary of the agency
budget request - to highlight any proposed redirection or request for
additional public resources, to designate budget request priorities, or
to identify significant issues. (Agencies are also highly encouraged to
cross-reference these highlighted items to specific modifications,
expenditure accounts, etc.)

Agencies should take the opportunity within the narrative screens to fully
describe adjustments in federal funding included in their biennial budget
request. Agencies should include a reference to the Catalog of Federal
Domestic Assistance number in their descriptions, especially where an
increase or reduction in federal funds will have an impact on state funding.
This will provide a consistent reference point from which additional
information may be obtained.

Please note: Do not use “hard returns” in the narrative text as you
enter it. The information will be printed in the “portrait format” for the
Governor’s budget document but will be converted to “landscape” for the
printed agency budget request document. If hard returns are used, the text
will not “wrap.”

INSTRUCTIONS 1. Statutory Authority: State the statutory references relevant to your
agency.

2. Agency Vision, Mission and Principles, and Goals: Enter the following,
using the appropriate tabs on the input screen.

a) Vision: A statement of the compelling image of a desired future by
the agency;

b) Mission and Principles: A broad and comprehensive statement of the
agency'’s purpose, and the core values adhered to in pursuit of the
agency mission;

c) Goals: The desired results to be accomplished by the agency during
the 2007-2009 and 2009-2011 bienniums through the efforts and
with the resources of all agency programs and services.

NOTE: The first box on the narrative input screens for Statutory
Authority, Vision, Mission, and Goals is information for publication.
The space available in the first box is limited. Information typed into
this space will be printed in the Executive Budget document. The
second box is for supporting information. There is no limit on the
amount of information which can be entered in the second box.

3. Management Processes and Service Delivery Methods: Please
summarize management processes and identify your specific methods of
service delivery.




4. Request Priorities and Significant Issues (Executive Summary): Provide
an executive summary of the agency budget request that includes a
comprehensive review of the budget request in total, budget request
priorities, and significant issues. This information will be referenced and
shared by the DAS — Budget Division and the Legislative Fiscal Office
with the media and other interested persons as the agency-provided
executive summary of its budget request. Agencies, boards and
commissions that include a cover letter with their budget submission
should also attach this same executive summary to their submittal letter.

5. Organization Chart: Please graphically present your organizational
structure. The organizational structure should not be entered into the
automated budget system. Include a printed copy following Report 70-A
in the printed agency budget request document.
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Report 100-A — Continuation and Adjusted Budget Request - Agency Total

PURPOSE

INSTRUCTIONS

This report shows the total agency budget request for operations. Separate
columns show the continuation request, budget adjustment request and total
request for each year of the biennium.

You will not need to directly input this summary. When you have entered
information at the sub-program level for all of your agency’s sub-programs,
the budget system automatically generates a roll-up of sub-program and
program totals. While you are in the system you may view an agency roll-up
by choosing the “ALL PROGRAMS” option on the Budget Request (Form
30) screen.

A copy of Report 100-A is required to be included in each printed copy of
your operating budget request. See instructions for printing in Section V.
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Report 101-A — Actual and Continuation Budget Request - Agency Totals

PURPOSE

INSTRUCTIONS

This report provides an agency level summary of expenditure history, the
current year's appropriations, reappropriations and encumbrances, and the
agency's continuation requests. This report does not reflect budget
adjustment requests.

You will not need to directly input this summary. When you have entered
information at the sub-program level for all of your agency’s sub-programs,
the budget system automatically generates a roll-up of sub-program and
program totals. While you are in the system you may view an agency roll-up
by choosing the “ALL PROGRAMS” option on the Budget Request (Form
30) screen.

A copy of Report 101-A is required to be included in each printed copy of
your operating budget request. Printing instructions are in Section V.
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Report 102-A — Fund Analysis - Agency Level

PURPOSE

INSTRUCTIONS

This report shows receipts, expenditures and balances of agency funds
associated with the continuation request. The purpose is to give information
about each fund and to show the amount available for appropriation. It also
shows which programs and sub-programs impact a fund's receipts and
expenditures and the amount of the impact.

A modified application of the input screen produces a report that allows easy
reference to the types and amounts of miscellaneous revenue that an
agency generates to the General Fund. Another feature has been created
for entry of specific information regarding Fund 40000 - Letter of Credit
activity.

Provide information on a separate Fund Analysis screen for each of your
agency'’s cash, federal and revolving funds and for miscellaneous revenue to
the General Fund.

To provide input for this report, first select biennium, agency, version, and
fund. A pick-list of your agency's funds is available. If the fund to be
inputted is Fund 40000 - Letter of Credit, you must also select the
appropriate “Descr” for the particular activity within Fund 40000 you wish to
edit.

To begin entering data, click the “EDIT” button. The cursor automatically
goes to the “Fund Equity Total July 1 FY04 Actual” input area. As you enter
estimated revenues and expenditures, the totals automatically update.
Remember that the buttons on the lower left side of the screen are for the
receipts grid. They are labeled as such and become enabled by entering a
value for FY04 July 1 fund equity or by clicking in the receipts column. The
buttons on the lower right side of the screen are for the expenditures grid.
They become enabled upon clicking on the expenditures grid’s
“Program/Subprogram ‘Desc’™ column. You must click on “EDIT” before you
can add or delete a line.

List receipts by detailed account (a pick-list is available), the program and
sub-program number, which generated the revenue and the specific citation
of statute or other authority by which the revenue is raised. Within each
detailed revenue account, provide separate data for each sub-program
generating the revenue.

Please note that due to object account limitations within the NIS 47000
series of account codes, an additional group of accounts in the 70000 series
were used to accommodate the need for additional account codes within the
range of “Sales and Charges” revenue accounts. These 70000 series
account codes are used only in the Funds Analysis Forms and reports.

For expenditure data, list the sub-program name and number. Expenditure
data should be reported as subtotals for each sub-program.
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To report miscellaneous revenue to the General Fund, use the Fund
Analysis screen, choose fund 10000 and enter receipts as explained above.
An expenditure line must be used to offset total receipts so that an ending
balance of zero carries forward to the next year. In the expenditures area,
choose Program 999, Sub-program 99. The text, “Offset receipts to zero” will
automatically appear in the “Program/Sub-program Desc” column, and the
system will calculate values which net the ending balance to zero. If
Program 999, Sub-program 99, is not available, please contact your DAS-
Budget Division Analyst to setup those codes for your agency.

Historical data is found in the following reports:

e Fund equity totals can be obtained through the NIS “Trial Balance
By Fund” inquiry. Equity Balances for FY 2006, can also be found
via the NIS “Fund Summary Report,” which is generated monthly
by DAS Accounting. Any lapses of fund balances should be
shown as negative receipts (i.e. Transfers Out).

¢ Receipts and expenditures by sub-program can be found in the
year-end "Budget Status Report." The NIS “Fund Summary
Report” can also be used to obtain receipt and expenditure
information.

Some agencies use reserved fund equity, an accounting entry that earmarks
a portion of fund equity for a specific purpose. For example, some agencies
use reserved fund equity to show the asset value of inventory or equipment,
expected receipts from student loans, and sinking funds for major
purchases. Agencies using reserved fund equity are expected to provide
their budget analysts with information explaining the uses. In particular,
agencies should identify and explain any non-liquid assets that are not
available for appropriation.

Estimates of receipts should reflect the best available information.
Estimates of expenditures must correspond to continuation budget request
data on the Budget Request screens. The fund analysis form should reflect
the continuation request only. Changes in revenue and expenditures
resulting from a budget adjustment should not be included on this form.
They should be explained in detail on the budget adjustment narrative form.

A copy of Report 102-A is required to be included in each printed copy of
your operating budget request. Printing instructions are in Section V.
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Report 103-A — Bargaining Unit Summary - Agency Level

PURPOSE This report provides an agency level summary of bargaining unit information,
which will be derived from data provided on the Personal Services Form
(Form 10). The Bargaining Unit Summary will organize employee
information for permanent positions by bargaining units to permit easier
fiscal analysis during collective bargaining.

INSTRUCTIONS You will not need to directly input this summary. When you have entered
information at the sub-program level for all of your agency’s sub-programs,
the budget system automatically generates a roll-up of sub-program and
program totals.

The agency-level summary Report 103-A is required to be included in each
printed copy of your agency operating budget request. See instructions for
printing in Section V.
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