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Overview

An Access2000 database application has been provided for your agency’s use in developing the Six-year
nongenerd fund revenue estimates. This database isidentified as*“2005NGF.mdb. It isavailable on DPB’sweb
ste (www.dpb.Virginiagov) and check for the” L atest News and Recent Updates’ look for the Nongenera
fund Ingtructions and database. Agencies should complete the forms included and submit them to
(budget@dpb.vir ginia.gov). However, agencies should not make for matting changesto the data input
documents provided for your use. Agency submissonswill be merged into alarger database and provided to
the Department of Accounts for entry into CARS. This gpplication has been formatted to facilitate this transmission.

Y ou should save an dectronic copy of the database before submitting it to DPB. Y our agency copy will
serve as backup for vaidation purposes. (NOTE: See DPB'’sfile naming standard at the end of these ingtructions)
In addition, you should provide your DPB budget analyst with a separ ate explanation for any
assumptions used to calculate your nongeneral fund revenue estimates.

Note: Ingtitutions of higher education should revise their origina estimates for 2005 and 2006. All other
agencies should report arevised estimate for fiscals 2005 through 2010.

NOTE: If any of your agency’s reported revenues are used to support capital projects, please show the
amounts used for capital asagpecia note at the bottom of Part | “ Comments.”

Detailed Instructions for

Completing your estimate

Revenue Estimates for Fiscal Years 2005 to 2010 (A1/A2 estimate)

The Access database opens to a sart sheet that contains severd options. Thefirst optionisPart | and it has
four (4) links. Thefirg, “ Side-by-side comparison” or step 1 isareport that you create by clicking on the link
and entering your “ Responsible Agency Code” number followed by hitting [enter]. Thiswill generate areport
showing by fund/fund detail the agency’s. FY 04 NGF revenue collections; FY 04 year-end cash balances; FY 05
and FY 06 Revenue Estimates; and lastly, the agency’s FY 05 and FY 06 appropriations as they appear in Chapter 4
the current Appropriation Act.
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The purpose of this report is to provide comparative information so that each agency can do a better job of
aigning resources to spending. It is hoped that this effort will help the Commonwedth do a better job of digning
overal resources to gppropriations.

In addition, thisis an effort to reduce the large numbers of adminigtrative revenue transactions (‘G’
transactionsin the FATS system). Currently, it is DPB policy that each of these transactions must be reviewed and
gpproved by the Director of the Department of Planning and Budget.

Step 2 the “ A1A2 estimate” when clicked will open the | datainput form. The other links are various
reports that you can open and review/print for your records after you complete your Sx-year estimate and the cash
projected balances for 2004. The second option, Part I1, hastwo (2) links. “ Fund Balance Estimate’ will open
the form needed to complete you FY 2004 fund baance projection, this section should only be started after you
have completed Part 1. The second link will alow you to preview and print a summary of you estimated fund
balances.
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PART I
Part I, step 2, isthe “A1/A2 Estimate”. This form contains eleven blocks or fiedds. Thefirg three fidlds titled:

Agency Code (enter the 3 digit agency code here);

Revenue Sour ce (enter the 5 digit DOA revenue Source code — be sure to use the leading zeros, e.g. 09060);
and

Fund Detail (enter the Fund/Fund Detail code here — be sure adso use leading zeros here d o, e.g. 0215)
followed by afidd for each of the years covered by this estimate.

One entry should be made for each revenue source used by an agency. Y ou should also ensure that the
listed revenue source codes have been established for usein CARS (see CARS Revenue Source Codes Topic
60109, dated October 2003). If the title associated with a revenue source code does not accurately reflect its
current use, then agencies should contact the Department of Accounts. If you enter a Revenue Source Codethat is
not on the current list of active source codes, Access will prompt you to enter a valid source code — you will be
unable to continue unless you enter avalid code. Do not attempt to enter “ prospective source codes’ they will not
be accepted.

In the remaining blocks (years 2005 through 2010), agencies should enter the nongenerd fund revenue
estimate for each revenue source code for thisrecord. For al agencies other than ingtitutions of higher education,
estimates are required for al fisca years 2005 through 2010. Access will compute the revenue totds for each fisca
year.

How to avoid common revenue errors

Ensure revenues plus balances match anticipated expenditures for federal funds other
nongeneral funds;

Don’'t submit estimates for revenue that is actually collected by another agency;
Include revenue that is collected by your agency, even if spent by another agency; and
Check that you made adjustments to reflect any new revenue source codes.

NOTE: Record management — use the tab key, the mouse or the navigation buttons on the lower |eft
hand portion of the form, ( |< = go to first record; < = go to previous record; > = go to next record; >| = go to last
record and >* = new record) to move between fields and records.

PART Il — Estimated Balances for FY 2005

Click onthe Fund Balance Estimate link. Theform displayed isdivided into two sections. The top
section shows a summary of your revised 2005 estimate summed by each fund group. “Part Il — Etimated
Baances by Fund Group”, estimates and reports last fiscal year’s (FY 2004) fund balances and projects year-end
balances for the current fisca year (FY 2005) by major fund group.
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Firgt review the ingructions contained in the bottom of thisform. Begin Part 11 by entering your agency code
(Note: Just asin Part | this needs to be entered each time you create a new record.) Complete the next block usng
the dropdown menu and sdlect the group that corresponds with fund group matching the datain the table at the top
of theform. Findly, enter the “Fy2005 re-estimated dollar amount form the table at the top of the form. Usethe
tab key, or the mouse to complete the remainder of the blocks as necessary.

Collected by other agencies. Usethisblock to estimate the amount of revenue you anticipate from revenue
sources that are collected by other agencies but expended by your agency. Recdl, in the ingtructions for the A1A2
estimates you were asked not to include an estimate for revenues that your agency does not collect. If thisisthe
case, you should use this block to reflect the revenue that you anticipate receiving and enter that amount in this
figure.

Ending balance 6/30/04. For each fund group revised in FY 2005, copy the balance shown in the first column
(“Ending Balance’) of the CARS 0402 Option A2 report “GLA#101, Cash with the Treasurer of Virginia,” dated
6/30/04 or use the amount shown on the report you generated in Part |, step 1.

Appropriations-- Chapter 4. Show as a negetive number the legidative gppropriation for each fund group for
FY 2004. Use Chapter 4, 2004 Acts of Assembly.

Appropriations-- FATS Action (Type G). Show thetotd for any FATS transactions you have submitted or will
submit to increase your nongenera fund gppropriation for FY 2005. Thisis entered as a negative number.

Transfersto general fund. Enter the amount from each fund group to be transferred into the generd fund thet is
included in your nongenerd fund revenue totd for the fiscd year. If statewide indirect costs have not been
gppropriated to your agency, then show these recoveries in the row labeled Transfersto the Genera Fund. If they
have been appropriated, do not show them as transfers, but identify them in the revenue estimates. All transfers
should be entered as negative numbers.

Transfersto other agencies. Enter any amount in each fund group that will be trandferred to another agency asa
negative number. For example, your agency collects certain revenues dl or a part of which is transferred to another
agency and expended.

Projected Ending Balance. The form will caculate the projected ending balance for FY 2004 for thisfund
group. If the*Projected Ending Balance’ is a negative number, the total will be displayed as zero and you will need
to submit a written explanation of why appropriations exceed revenue estimates.

Submitting the Nongeneral Fund Revenue
Estimates

Submit the your six year estimate to DPB by November 8, 2003.
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When completed and reviewed save the file and exit the application. Then RENAM E acopy of thefile usng the
following naming convention; your agency code followed with no spaces the agency initids eg. 122DPB.mdb.
Attach the renamed A ccess database to an email message and send it to: budget@dpb.virginiagov
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