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Report 101-SP (Major) — Actual and Continuation Budget Request - Sub-program Level -
Major Account

PURPOSE This report provides a summary display of actual expenses, current
appropriation, and budget request at the sub-program level. The report
displays information at the major account code only. This report will
abbreviate the detail required for the Public Information File copy of your
operating budget request.

One copy of Report 101-SP (Major) for each sub-program is required to be
included in the Public Information Operating Request File Report copy of

your operating budget request. Printing instructions are included in Section
V.
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Report 101-SP (Minor) — Actual and Continuation Budget Request - Sub-program Level -

Minor Account

PURPOSE

INSTRUCTIONS

These reports provide a detailed display of actual expenses, current
appropriation and budget request at the sub-program level.

The input for the Budget Request module constitutes the information from
which much of the operating budget request information is drawn.

Historical information will be pre-loaded into the system. Note: you may find,
in reviewing history at the sub-program level, that the expenditures and the
funding do not match exactly. In order to compensate for rounding, the
expenditure information has been corrected in one sub-program so that it
is correct at the program level to make the funding consistent with
accounting history.

The FY 07 Current Appropriation column is new appropriations only. (It
excludes encumbrances and reappropriations.) Total planned spending and
the means of financing for the current year reflect the agency’s allocation of
resources among sub-programs. The sum of allocations to sub-programs
must equal legislative appropriations to the program for each fund type. If
for any reason your request does not conform with this requirement, you
must identify and explain the difference in narrative information included with
your operating budget request document.

Historical data will be displayed for every account code where there has
been an expenditure. Agencies should, at a minimum, submit current
appropriation information and request data using the account codes
historically utilized for budget request purposes. Other account codes may
be used as well if desired. If agencies choose to submit request information
using fewer summary-type account codes, they should first consult with their
assigned DAS--Budget Division budget analysts.

Input for the request information will be entered and viewed using the four
tabs across the top of the Budget Request (Form 30) screen: Total,
Request, Funding, and Expenditures & Encumbrances/Reappropriations.
Remember that continuation and budget adjustment request information
must be submitted for each year of the biennium.

The TOTAL TAB displays the total amount requested and the total funding
by major account. The data may only be viewed on this screen. Any
changes made on the Request and Funding tabs will be displayed in the
totals.

The REQUEST TAB allows entry of current appropriation, continuation
change, and adjusted request data. For the second year of the biennium,
the continuation request for the first year of the biennium becomes the
base upon which the second year request is calculated. (Note: Any Budget
Adjustment request entered in FY 2008 is not automatically carried forward
into FY 2009. The amount must be re-entered into FY 2009 if the FY 2008
adjustment has continuation or expanded costs in FY 2009. Enter such
amounts in the adjusted request column for FY 2009.) Remember that

51



Permanent Salary information (line 5111) and FTE data automatically feed
forward from the Personal Services Request (Form 10) input screen and
cannot be edited in the budget request module.

The FUNDING TAB shows the total request for both operations and aid. Be
sure that funding equals total request.

The EXPENDITURES AND ENCUMBRANCES/REAPPROPRIATIONS TAB
displays three years of historical expenditures (pre-loaded) and allows the
entry of encumbrances and reappropriations, along with the associated
funding. Be sure to select either operations or aid accounts in order to edit
the encumbrances column.

A copy of Report 101-SP (Minor) for each sub-program is required to be

included in at least two of the printed copies of the operating budget request
(three for higher education entities). Printing instructions are in Section V.
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Report 10-SP — Personal Services Report

PURPOSE

INSTRUCTIONS

The Personal Services Request screen is the source of information for this
report which provides a detailed breakdown, by position, of permanent
salaries and wages, Line 5111, for the Budget Request. It also shows FTE
and is the basis for reporting FTE on the Budget Request screen which
produces sub-program, program, and agency requests. It provides
information which allows the system to produce the bargaining unit summary
information.

The Class Titles, FTE, and FY06 Actual Expenditures will be pre-loaded into
the system. Agencies will enter current year information, June FY07
estimated, and continuation FTE and appropriation change. The
continuation request calculates automatically from the information entered.
There are also columns for budget adjustment request information.

Click the “EDIT” button to go into edit mode prior to entering data. New
positions may be added by clicking the “add” key, choosing the appropriate
position from the “pick list” and selecting.

Class code, bargaining unit, and salary grade are a part of the record, based
on the position selected.

When calculating Full Time Equivalent, (FTE), remember that one FTE may
be composed of four employees who each work .25 of the 2080-hour year.
FTE amounts should be rounded to two decimal places. FTE amounts
should not increase for the continuation request unless a change in work
volume is anticipated with no change in scope of programmatic responsibility
or authority.

No across-the-board salary increase for the 2007-2009 biennium
should be requested. The appropriations process will incorporate
salary policy changes for the 2007-2009 biennium following completion
of collective bargaining.

All other FY 2007-08 and FY 2008-09 changes, including anticipated
reclassifications and position changes, should be requested in the
Budget Adjustment columns for FY08 and FYQ9.

Supplemental Personal Services Information - the following supplemental

information must be furnished by each agency if applicable.

a. For each position for which the continuation budget request exceeds an
annualization of the June 30 salary, provide an explanation of the
excess.

b. For per diems to commission and board members, report the number of
members, the number of days to be paid annually, and the per diem rate.

For request purposes, assume that all new employees will be placed at the
hiring rate of their salary grade and advanced to the minimum permanent
rate upon completion of six months of satisfactory services from the date of
hire or promotion.

A copy of Report 10-SP for each Sub-program is required to be included in

the three printed copies of the operating budget request (four for higher
education entities). Printing information is in Section V.
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