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Section 1: Overview

This section summarizes the overall requirements for budget submissions

These ingructions describe how to develop your agency’ s budget requests for the Governor’s 2001
executive budget. The 2001 budget will contain the Governor’ s proposed amendments to the 2000-
2002 biennia budget adopted by the 2000 Generd Assembly.

These ingtructions gpply to dl state agencies and indtitutions of higher education.

Terms used in these instructions

FY 2001 means the fiscal year beginning July 1, 2000, and ending June 30, 2001.

FY 2002 meansthe fisca year beginning July 1, 2001, and ending June 30, 2002.
2000 Appropriation Act refersto Chapter 1073, 2000 Acts of Assembly.

L egidative Appropriation refersto the dollar anounts and positions contained in the
2000 Appropriation Act.

What's new for 2001?

The process of developing the Governor’s 2001 budget amendments will be smilar in many waysto
the last few years. Here are the main differencesin the budget process for 2001:

Limited submissions. The 2001 budget amends the 2000-2002 biennia budget adopted by
the 2000 General Assembly. Amendments to the Commonwedlth’ s budget & mid-biennium are
traditiondly limited to emergencies, legidative or court-ordered mandates, prior commitments, and
critical needs. This year will be no exception.  The mid-biennium budget is not the appropriate time
to introduce mgor new initiatives. See page 6 of these ingtructions for budget submission criteria

Later timetable. Thetimetable for the budget processis somewhet later this year due to the
need to complete the * Productivity Savings’ exercise. Budget submissions are due October 4.

No current services plan due. Becausethisisamid-biennium budget and few digtributions
from Centra Appropriations are necessary, your agency is not required to submit a current services
financid plan. Y our agency’s budget submission will consst of technica adjustments to accomplish
the productivity savings and any proposed amendments to your 2000-2002 legidative
appropriation.

No new strategic plans this year. Your agency submitted a strategic plan last year as
part of the 2000-2002 budget development process. No new strategic plan is necessary. Your
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agency will be asked to revigt your strategic plan next year as part of 2002-2004 budget
development. A new grategic plan submission will be due in the spring of 2001. DPB will send out
indructions later thisfal on drategic planning.

Complete activities information is not needed. Your agency submitted complete data
on each of its activities last year as a prelude to budget development for the 2000-2002 budget. It
will not be necessary in this mid-biennium budget to justify each of your activities, nor to crosswak
your legidative appropriation to your activities.

DTP submission. If your agency must make an emergency technology-related budget proposd,
you must dso make a submission to the Department of Technology Planning (DTP). Just send an
electronic copy of your narrative judtification to DTP a the same time you submit it to DPB. See
Appendix B of these ingructions for more detall.

Only electronic format required. Hard copy submissons are no longer required. Submit
your narratives and formsto DPB only in eectronic format.

Productivity savings. DPB will issueingructionsin mid-September for submission of the finad
productivity savings plans, which will be due around the third week of September. In addition,
agencies will be required to submit atechnica budget adjusment (in the form of a PROBUD data
submission) to accomplish the approved productivity savings. This technical adjustment related to
productivity savings is due dong with other budget submissions on October 4.

Agencies with no amendment proposals. Mos agencieswill have atechnica adjustment
to accomplish the productivity savings. For some agencies, that will be the only budget submisson
required. If your agency does not have a productivity savings plan or have any other budget
proposa, no submission is required.

Key dates calendar

Date Action

Sept. 6 DPB issues budget development instructions
Mid-Sept. Ingructions issued for submission of find productivity savings plans
Third week of Sept. Fina productivity savings plans due to DPB

October 4 Budget submissions due from agencies (including PROBUD submissonsto
accomplish productivity savings)

December 20 Governor submits proposed amendments to the 2000-2002 budget to the
Generd Assambly

January 10 2001 Generd Assembly convenes
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Summary of budget submission due Oct. 4

Amendments are budget submissions proposing any changes to your agency’s 2000-2002
legidative gppropriation, as contained in the 2000 Appropriation Act. Y our agency’ s proposed
amendments are due to DPB by October 4, 2000. The submisson includes four mgor components:

1. Narrative justifications. For eachindividud amendment your agency proposes, you must
submit a narrative judtification (This form can be downloaded from the DPB website, and must be
submitted in eectronic format.)

2. Amendment Financial Detail Summary Table. Thisone summary table provides
financia detall on dl your agency’s proposed amendment packages. Y ou must submit one table
that providesinformation on dl amendment packages. (Thisform can be downloaded from the
DPB website, and must be submitted in eectronic format.)

3. PROBUD data submission. The PROBUD data submission is an eectronic or online
submission that alocates the resources for each proposed amendment among the affected programs
and subprograms for each year of the 2000-2002 biennium.

See Section 2 of these instructions for details about preparing the first two of these components.
See Section 3 for details on preparing the data submission.

Information technology submissions

Section 2.1-563.31 of the Code of Virginia requires that the Department of Technology Planning
(formerly the Council on Information Management) review budget requests from state agencies and
indtitutions for information technology resources and recommend to the Secretary of Technology budget
request priorities for consideration by DPB. If any of your agency’s proposed amendment packages
relate to information technology, you must submit an eectronic copy to DTP aswell asto DPB by
close of business on October 4.

See Appendix B of these instructions for more about the information technol ogy submissions.

Legislative reporting requirements

The Generd Assembly has enacted provisions requiring agencies to report certain information.
Later thisfdl, DPB will issue a separate package of ingructions for meeting the following legidative
requirements.

Federal spending. Section 2.1-20.01:1(E) of the Code of Virginiarequires that agencies report the
percentage of their spending from federa funds each year.
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Federal grants. Section 2.1-20.01:1(E) of the Code requires agencies to compile information
regarding any federa contracts, loans, or grantsin excess of $1.0 million for which they may be digible.

Nongeneral fund revenues. Section 2.1-396 of the Code requires the Governor to provide a six-
year projection of nongenera fund revenues.

Organizational memberships. Section 4.-5.07 c2 of the 2000 Appropriation Act requires each
agency to report to DPB annudly the name and purpose of its organizational memberships with annud
dues of $5,000 or more.

Performance measures

Asin recent years, your agency’s performance measurement data for fiscal year 2000 will be displayed
in the budget document with the Governor’s 2001 budget when it is released in December. Agency
year-end performance measures updates were due to DPB by August 24, 2000 (for dl state agencies
other than ingtitutions of higher education).
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Section 2: Amendment packages

This section provides details on submitting amendment packages

Y our agency’s 2001 budget submission includes three mgor dements. (1) Amendment Narrative
Judtifications (one for each proposed amendment), (2) one Amendment Financid Detall Summary
Table (which summarizes dl your proposed amendments), and (3) a PROBUD data submission.

This section provides details on the first two of these eements. See Section 3 for more on
preparing the data submission.

Amendment packages

An “amendment” is a proposa to modify your agency’s 2000-2002 |egidative appropriation or to
modify language in the 2000 Appropriation Act. Amendment requests are limited to only those
necessary to meet one of these criteria

= Emergencies

=  Mandates

" Prior commitments

=  [ong-term savings

= Cogt adjustments

= Technicd adjustments
®  Productivity savings

(See “ Amendment categories’ on pages 6 and 7 for the definition of these criteria.)

Each amendment package should cost out and justify one action or strategy proposed to address a
critica issue. The action proposed in each amendment package should be a discrete unit that can be
evauated on its own merit, independently of any other proposals. (Under certain circumstances, severd
drategies or actions may be tightly interrelated and cannot be viewed independently. If so, they may be
grouped together in one amendment package.)

Y our Secretary can provide guidance if you have questions about whether to submit an amendment.
Y our Secretary or DPB may request that you submit certain amendments.

Language-only amendments

Language-only amendments which do not affect dollar amounts or positions, including changes to
language in Part 3 (Miscdllaneous) and Part 4 (Generd Provisions) of the Appropriation Act, must aso
meet the budget criteria above.

If your agency proposes changes to the language in the 2000 Appropriation Act, and the proposed
change does NOT affect dollar amounts or positions, submit amarked up copy of the affected page(s)
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of the 2000 Appropriaion Act. Y ou should submit the “ Amendment Narrative Justification” to explain
the intent of your language amendment and why you are proposing it. It is not necessary to include the
language-only amendment on the “ Amendment Financid Detall Summary Table”

Capital requests

Because thisis an odd-numbered budget year, only certain capital requests can be considered. The
2000 Appropriation Act (84-4.01f) limits consideration of capita requests in odd-numbered years to:

1. Supplementing projects which have been bid and determined to have insufficient funding
to be placed under contract, and
2. Projects declared by the Governor or the General Assembly to be of an emergency
nature, which may avoid an increase in cost or otherwise result in a measurable benefit
to the ate, and/or which are required for the continued use of exigting facilities.
If your agency has a capita request that meets these criteria, remember to aso submit the applicable H
and P forms.

Technical adjustments

Adjustmentsrelating to productivity savings. Inaddition to the find productivity savings plans,
which will be due about the third week of September, agencies must submit atechnica budget
adjustment to accomplish the approved savings plan. These technicd adjustments related to
productivity savings are due with other budget submissions on October 4.

Other technical adjustments. Other technica adjustments are any changes to your agency’ s budget
that do not involve policy decisons. These technica adjustments are due with other budget submissons
on October 4.

Examples of other technica adjustments include proposds to:

shift funds or positions between programs or subprograms, or

account for additional nongenera fund revenue that does not involve a policy decison and that
has dready been approved or will be gpproved adminigtratively for FY 2001 or FY 2002, such
asafederd grant that will continue for five years.

Note: Routine cost or rate increases are not considered technica adjustments. Submit asan
amendment on any proposals to change your agency’s budget involving cost increases or decreases due
to rate changes or to workload or caseload changes. See below for a description of this category of
amendment packages (the 600-699 series).
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Amendment categories

Each amendment mugt fit into one of the categories below. Use only one category for each
amendment, the category that most closely defines the proposed amendment. If your agency has more
than one amendment package within a category, assign the numbers for each one sequentialy. Start
with 100 (or 200, or 300, etc, according to the category) and continue sequentially with 101, 102 etc.
within each category. If you have trouble deciding which category to use, consult with your DPB
budget anayst.

Number
Series Category Definition

100-199 Emergencies. The amendment is essentia to prevent or eliminate an immediate threat
to life, safety, hedlth, or property.

200-299 Mandates. The amendment is necessary to meet the requirements of a state or federal
law or a court order that has occurred since the 2000 General Assembly. NOTE: The
definition of “mandate’ is restrictive. Requirements of state or federal regulations are
not considered mandates per se. Also, if legidation smply enables or authorizes an
activity but does not require it, the activity is not considered a mandate. This category
should be used only if there is absolutely no aternative but to fund the request. It is
anticipated that very few, if any, requests will fall within this definition.

300-399 Long-term savings. The amendment proposes a government reform or operational
change that will result in demonstrable significant long-term cost savings or benefits to
the Commonweslth.

400-499 Prior commitments. The request is necessary to maintain critical or essential state
services, or to fund commitments previoudy made by the Governor or General
Assembly. This category is limited to amendments for which the Commonwedlth has
little, if any choice, about funding.

500-599 Technical adjustments. Agencies may initiate other technical or housekeeping
adjustments that do not have a budget impact or do not involve policy decisions, such as
to shift funds or positions between programs or subprograms or to appropriate additional
nongenera fund revenue (such as a federal grant that is more than originally anticipated
or will continue for an additional year). (Note: Do not use the 500 series for the
technical adjustment relating to productivity savings. Instead, use amendment
number 800.)

600-699 Cost adjustments. This category is for routine cost or rate increases that cannot be
absorbed within the agency’ s existing resources. These requests must be approved in
advance by the agency’ s Secretary to assure that they are beyond the ability of the
agency to absorb them.

700-799 Capital projects. This category isfor capital projects. Note that in a mid-biennium
budget, 84-4.01f of the Appropriation Acts limits consideration of capita requeststo
certain projects. See page 6 of these instructions.

800 Productivity savings. This category is for the technical adjustment to accomplish your
agency’ s approved productivity savings.
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The Amendment Narrative Justification (Form NJ)

The Narrative Judtification is your main tool to explain and judtify your budget request so that
decison makers can consider the merits of funding it. 'Y ou must prepare a separate narraive
judtification for each amendment package.

You mugt usethe prescribed format for the Amendment Narrative Justification (Form NJ).
Y ou can download the Amendment Narrative Judtification in aWord file from DPB’sweb Ste (go to
www.dpb.state.va.us then click on the “Forms & Ingtructions’ button). If you do not have accessto
the Internet, ask your DPB budget analyst to send you a diskette with the format. The narrative
judtification must be submitted to DPB eectronically, either viae-mail or diskette.

Here are some guiddines for submitting this narrative:

®  Quality is important. Thequdity of your submisson isimportant. Remember: Decison-
makers may have only your narrétive justification as abass for evaluating your agency’s proposal.
Y ou will need to thoroughly explain what the proposal involves and why the proposa should be
funded. Be asthorough and complete as you can. Do not fed congtrained by the format
prescribed for the “ Amendment Narrative Justification.” Spaceisnot limited. Fed freeto provide
al the narrative you think necessary to fully explain each amendment package.

= Attach additional information if needed. Be suretoincudewith your submission any
supplementary documents, background information, or other material you think will support your
submission and explain your proposal. |If these materiads are not available in dectronic format, send
ahard copy to your agency’s DPB budget andyst.

= Answer all questions in the required format. Youmus respond to dl theitemsinthe
required format. If anitem isnot gpplicable, smply put “N/A.”

See Appendix A of these instructions for the format of the Amendment Narrative
Justification and specific instructions on filling it in.

Productivity savings adjustment requires no narrative

No narrative will be required for the technical adjustment to accomplish your agency’s productivity
savings. Simply submit a data submission.
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Figuring personal services costs

Use the following rates to cal culate fringe benefit cogts for any positions affected by an amendment:

Subobject Factor Employer Costs
1111 VRS contributionst
State employees 10.22 percent of payroll
Judges 50.00 percent of payroll
State Police 30.00 percent of payroll
VaLORS 21.15 percent of payroll
1112 Social Security 6.20 percent of payroll,
capped at $76,200
1112 Medicare 1.45 percent of payroll
1114 Group life insurance premium 0.80 percent of payroll
1115 Health insurance premiums
Key advantage
Employee only $2,460 ayear
Employee plus one $3,936 ayear
Family $5,232 ayear
Two employee family $6,348 ayear
Cost Alliance $5,064 ayear
Regiond Plans Varies by product
1116 Retiree Health insurance credit premium 1.12 percent of payroll for FY
2001, 1.21 percent for FY
2002
1117 Long-term disability insurance
State employees 0.83 percent of payroll
State Police 1.10 percent of payroll
VaLORS 1.10 percent of payroll
1118 Teachers Insurance Annuity? 10.4 percent of payroll
1119 Defined Contribution Plan3 10.4 percent of payroll

YIncludes employee contributions of five percent.

*For institutions of higher education: This includes alternative retirement options, such as TIAA-CREF,

for those employees as defined in 851.1-126 of the Code of Virginia.

%Used for employees eligible for a defined contribution plan established pursuant to §51.1-126.5 of the

Code of Virginia.

2001 Budget Submissions ¢ September 2000
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Budgeting for new positions. The lag pay plan passed by the 1997 Generd Assembly ingtituted new
pay periods and shifted the June 30 pay period to the next fisca year. For new positions hired at the
beginning of the fiscd year, you should assume that the employee would start work on July 10, the first
day of thefirgt full pay period. With this start date, only 22 payrolls would be expensed. For dl new
positions requested, please indicate in the narrative judtification the anticipated hire date, career group,
role, and band. Discuss why theindicated hiring sdlary was selected.

Other personal and nonpersonal services costs. |If your proposa affects positions, make sure
that you account for other per sonal services costs such as overtime payments, wage
employment, and payment of leave balances. Also include any support costs such as office
supplies, travel, or equipment needed to support the position(s).

Be sure to detail in the judtification the nonpersond services cogts that are included in your
request and the methodology for developing your cost estimates. Be sure to distinguish one-time
costs.

Amendment Financial Detail Summary Table (Table FT)

In addition to the narrative information required for each amendment, your agency must submit a
summary table that provides financid detail on dl your agency’ sindividua amendments.

The Amendment Financid Detall Summary Table (Table FT) arrays the costs and positions for each
of your amendments by fund group, and provides detail on persona services cogts, nonpersona
sarvices codts, and onetime funding.  Table FT isfor use by dl agencies, including indtitutions of higher
education.

You must usethe prescribed format for the Amendment Financial Detail Summary Table
(Table FT). You can download Table FT in an Excd file from DPB’sweb Ste (go to
www.dpb.state.va.us then click on the “Forms & Ingtructions’ button). If you do not have access to
the Internet, ask your DPB budget anayst to send you a diskette with the format. Table FT must be
submitted to DPB eectronicdly, either viae-mail or diskette.

Y ou mugt submit one Amendment Financid Detall Summary Table that shows dl of your agency’s
proposed amendments.

See Appendix A of these instructions for the format of Table FT and specific instructions on
filling in each column.

Packaging the submissions

Y our budget submission due to DPB on October 4 should contain the following eements:
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1. The Amendment Narrative Justifications (Form NJ) for individua amendment packages.
Package the narrative judtifications in sequentia order, (e.g., anendment package No. 100, No.
101, etc.) Attach any supplementa information you think necessary.

2. The Amendment Financial Summary Table (TableFT)

Submit the materid (Table FT and Form NJ) in electronic format using the file-naming convention
prescribed. E-mail your submission to budget@dpb.state.va.us or send a diskette.

Reminder:

PROBUD data submissions. The data submissions are due by October 4.
Remember that you must cdl DPB to let us know your data submission is complete.
See Section 3 of these instructions for information about filing your data
submissions.

Technology proposals. Any amendment packages for information technology
proposas must aso be submitted in an eectronic format to the Department of

Technology Planning (DTP) by October 4. See Appendix B for more about
information technology proposals.
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Section 3: The data submissions

This section provides details on preparing and filing the data submissions

Overview

The PROBUD data submission is the eectronic or online submission that alocates the resources
your agency proposes in each amendment among the programs and subprograms affected for each year

technica adjustments to accomplish the productivity savings).

Prepare the budget data for each amendment package, using the unique amendment number
assigned to it, as a discrete submisson even if the request is distributed among severd programs and
subprograms. Do not combine multiple amendment packages or portions of them in your data
submisson. Remember, when entering dollars or FTE positions for each proposd, use only the
change from your agency’s 2000-2002 |egidative appropriation, as contained in the 2000
Appropriaion Act.

Do not use replacement amounts.

Code dl datafor amendment packages as Level 2, unless DPB ingtructs otherwise.

Personal services. Fordl persond services, array your planned expenses for each amendment
package by subobject detail. (Y ou can download the revised Expenditure Structure, dated May 2000,
from DPB’ s web ste at www.dpb.state.va.us. Contact your DPB budget andyst if you need a hard
copy.) If the amendment package includes any adjustments for turnover and vacancy savings, you may
use the following designated convenience codes:

1192 Turnover/Vacancy Faculty Sdaries

1193 Turnover/\Vacancy Fringe Benefits

1194 Turnover/Vacancy Medica/Hospitd Insurance
1195 Turnover/Vacancy Classfied Sdaries

Do not use any other convenience codes for personal services.

Remember to carry out position requests to two decimd places. In the online submission, no decima
point is actudly used (eg., 1.00 = 100).

Nonpersonal services. For dl nonpersona services, array the planned expenses by maor object
of expenditure. Use the designated convenience codes which are listed below (e.g., for your expenses
in the 1200 magjor object of expense, enter your aggregate amount using the convenience code 1295):

1295 Undistributed Contractua Services
1395 Undigtributed Supplies and Materids

Page 12 Budget Submissions for 2001 ¢ September 2000



1495 Undigributed Transfer Payments

1595 Undigtributed Continuous Charges

2195 Undigributed Property and Improvements
2295 Undigributed Equipment

2395 Undigributed Plant and Equipment

3195 Undigtributed Obligations

For nonpersona services, use ONLY the designated conveniences codes listed here. Do not use any
other budgetary nonpersona services convenience codes, including those in Section D of the
Expenditure Structure or elsewhere. (Note: For institutions of higher education, recoveries should
include the appropriate recovery subobject code.)

Fund/fund detail information. Include fund information at the program level by fund group. If
your agency normally uses fund detail information, include thislevel of detail in your submisson.
(NOTE: Thisisvery important since these changes will beincremented against the fund/fund
detail data contained in the 2000 Appropriation Act. If you should enter a fund/fund detail
record that isnot in the 2000 Appropriation Act for the agency, the amendment will createa
negative fund amount which your agency will haveto correct.)

Changes between fund sources. If an anendment makes a shift between fund sources (for
ether dollars or FTES) and the net effect of the amendment or change is zero, you do not need to enter
adetail subobject record.

Balancing the submission. Before submisson, make sure that -- for each amendment -- the total
dollarsand FTEsfor fund/fund detail at the program level balance to the dollars and FTEs a the
subprogram level. If the amendment contains multiple programs, the same rule applies. Each program
must balance for dollars and FTEs at fund/fund detail and at the subprogram leve.

Numbering the submissions. Number each individua amendment in sequentid order according
to its unique amendment number (e.g., amendment number 100, amendment number 101, etc.). See
page 7 of these ingructions for details on numbering amendments.

Submission methods. Use the same submission mode designated for your agency's 2000-2002
budget submission last year. (Note: Magnetic tape submission is no longer available.) DPB has
previoudy distributed manuals for each of the eectronic submission modes. (If the required manud is
not available in your agency, contact Martha Twiggs a 786-1429 or Thelma Myers at 786-2541.)

On-line PROBUD

For agencies submitting in on-line PROBUD, use the manud entitled Budget Request Submissions,
Online PROBUD Ingtructions, dated July 1990. Enter datain both Year 1 and Year 2.

Call one of the following DPB Infor mation Services staff when you have completed the
submission on-line:

Martha Twiggs 786-1429
ThdmaMyers 786-2541

BEARS — PC Budget Entry and Reporting System.
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For agencies submitting via BEARS, use the manud entitled BEARS PC Budget Entry and
Reporting System Instructions for 1990-92, dated September 1990. Enter datain both Year 1
and Year 2.
Make sure the data package reaches DPB by the deadline. Mark the package "Budget
Submisson” and address it as follows:

Martha Twiggs

Department of Planning and Budget

200 North Ninth Street

Ninth Street Office Building, Room 711

Richmond, Virginia 23219

NOTE: A few sdected agencies are participating this year in a pilot project to test a new web-
based BEARS system. If you are participating in the pilot, cal your budget andyst or Martha
Twiggs or Thelma Myersif you have questions or problems.

Disk Dataset

For agencies required to submit via disk dataset, use the ingtructions entitled Budget Request
Submissions, Tape and Disk Dataset Instructions for 1990-92 Budget Devel opment, dated
June 1989. Enter datain Year 1 and Year 2.

Call one of the following DPB Information Services staff when you have completed your
submission:

Martha Twiggs 786-1429
ThdmaMyers 786-2541
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Amendment Financial Detail Summary Table (Table FT)

FISCAL YEAR 2001—Dollar Amounts

FISCAL YEAR 2001-- Positions

D E F G H | J K L
A B C Personal Non- One-time | General | Nongeneral |Dollar Total General Nongeneral |Position Totals

Services | Personal costs Fund Fund (all funds) Fund Fund (all fund)

Services
(All Funds) | (All Funds) | (All Funds) (0100) (0200-1000) | (All Funds) (0100) (0200-1000)
Agency | Package Title Dollars Dollars Dollars Dollars Dollars Dollars Positions Positions Positions
Code number

0 0
0 0
0 0
q n 0
0 0
0 0
0 0
0
0
0
0
0
% - 9
P 0 0
DO ¥ g 0
" 0 g
0 0
0 0
Grand total 0 0 0l 0 0 0l 0 0l

This table continues in Excel with dollars and positions for FY 2002
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Instructions for completing the
Amendment Financial Detail Summary Table
(Table FT)

General information

Please use the Excel format provided by DPB. Thisformisfor dl sate agencies, including
inditutions of higher education

Y ou can download the format for this table from DPB’s web Ste (go to www.dpb.state.va.us and
click onthe“Forms and Ingtructions’ button). If you do not have access to the Internet, call your DPB
budget analy<t for a diskette.

Note the fallowing:

Y ou must complete one table that includes dl of your agency’ s amendment packages. Do not
complete a separate table for each amendment package.

Do not use any formulasin the table you return to DPB, other than those DPB has dready put in the
table. Use absolute values.

Note that the spreadsheet includes columns for each year of the biennium, FY 2001 and FY 2002.
Note aso that it contains columns for dollar amounts and columns for positions.

Columns D through | relate to dollar amounts for FY 2001, and Columns J through K
relate to pogtions for FY 2001. Columns M through R relate to dollar amountsfor FY
2002, and Columns S through U relate to postions for FY 2002.

For positions, use two decimd places. Example: Show one position as 1.00.

When you save your completed table, name it according to the following convention: your agency’s
three-digit code followed by “FT.” Example: If you are agency 999 and you submit an Excd file,
thefile for this table would be 999F T .xls.

Line-by-line instructions for the table

Here are specific indructions for completing each column of the Amendment Financia Detall
Summary Teble:

Agency name: Typein the agency name on the line in the upper |eft of the spreadshect.

Column A. Agency code. Insert your agency’sthree-digit code, and repest it for every row of
the table that you fill in.

Column B. Amendment package number. Use the three-digit category number
specified in “Numbering Amendment Packages’ in Section 2 of these ingtructions. It is
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important that you use the SAME number here that you do for the amendment package on
the Amendment Narrative Judtification.

Column C. Title. Insert ashort title for the amendment package, no longer than 100 characters.
Begin thetitle with an action verb such as“Increase” “Expand,” or “Transfer.” Example: Expand
servicesto at-risk teens.

Note: Columns D through 1, relate to dollar amounts for FY 2001.

Column D. Personal services. Insert thetotd dollar amount in FY 2001 (from dl funds,
including both generd fund and nongenerd funds) for the persond services costs associated with the
amendment package. See* Figuring Personal Services Costs’ in Section 2 of these
instructions for information about cal culating these costs. (This column does not add into the
totd in column 1. The amounts listed in this column may aso be included in other columns))

Column E. Nonpersonal services. Insart thetotd dollar amount in FY 2001 (from dl funds,
including both generad fund and nongenera funds) for the nonpersond services costs associated with
the amendment package. (This column does not add into the total in column I. The amounts listed
in this column may dso be included in other columns))

Column F. One-timecosts. Insart thetota dollar amount in FY 2001 (from dl funds, induding
both the generd fund and nongenerd funds) that represents one-time funding for each amendment
package. (This column does not add into the total in column I. The amounts listed in this column
may aso be included in other columns))

Column G. General fund. Insart the dollar amount from the generd fund (fund 0100) in FY
2001 associated with the amendment package. If the amendment package has no dollars from the
generd fund, insert azero (0) in this column.

ColumnsH. Nongeneral funds. Insert the nongenera fund amounts, totaing al fund groups from
0200 through 1000, that are associated in FY 2001 with this amendment package. If the
amendment package has no nongenerd funding, insart a zero (0) in this column.

Column 1. Doallar totals. The format for thistable has aformulainserted to caculate thistotd, so
you do not need to enter anything in this column. For your information, thisisthe total dollar
amount for the amendment package, including both generd and nongenera funds (the sum of
Columns G and H).

Note: Columns J through K relate to positions for FY 2001. (Remember totake
positions to two decimal places, i.e., 1.00.)

Column J. General fund. Insert the number of positions from the genera fund (fund 0100) in FY
2001 associated with the amendment package. If the amendment package has no dollars from the
generd fund, insert azero (0) in this column.

Columns K. Nongeneral funds. Insert the gppropriate number of positions from nongenerd
fundsthat are associated in FY 2001 with this amendment package. If the amendment package has
no positions from nongenerd funds, insert azero (0) in the gppropriate column.
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Column L. Position totals. Theformat for thistable has aformulainserted to cdculate this totd,
S0 you do not need to enter anything in this column. For your information, thisis the total number of
positions for the amendment package, including both generd and nongenerd funds (the sum of
columns Jand K).

Note: Columns M through R, relate to dollars for FY 2002.
Repesat the same information for FY 2002 that you provided for FY 2001.

Note: Columns S through U, relate to positions for FY 2002.
Repesat the same information for FY 2002 that you provided for FY 2001.

Remember that it isimportant to repeat the agency code and the appropriate amendment package
number and amendment package title on each row of the table thet you fill in.

Save the completed table asan Excel document using the file naming convention prescribed:
three-digit agency code followed by “FT.” (Example: 199F T .xl9)
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Amendment Narrative Justification (Form NJ)

1. Agency name:

2. Agency code:

3. Amendment number: 4. Title:

Section 1: General Description

5. Description

6. Objectives/results

7. Consequences of not funding

8. Need for request

9. Alternatives considered

10. Are the proposed services/programs/ activities mandated?

11. Is legislation needed? YES NO
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12. Appropriation Act language needed? YES NO If YES, please explain:
13. Activities
Dollars Positions
Activity GF NGF GF NGF
(Insert additional rows as needed)
14. Does the proposed services/programs/ YES NO
activities relate to your agency’s strategic plan? If YES, please explain:
15. Does the proposed services/programs/ YES NO
activities relate to the Governor’s strategic plan? If YES, please
explain:

Section 2: Cost of request

16. One-time funding? YES NO If YES, please explain:
17. Recurring need? YES NO If YES, please explain:
18. Personal services YES NO If YES, fill in table below:
Position (Role) Title Expected Band Starting $ cost of salary &
hire date salary fringe benefits

Page 20
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Position (Role) Title

Expected
hire date

Band Starting
salary

$ cost of salary &
fringe benefits

(Insert additional rows as needed)

19. Nonpersonal services

YES

NO

If YES, fill in table below:

FY 2001 CHANGE

FY 2002 CHANGE

Expenditures

GF

NGF

GF

NGF

Contractual Services

Supplies & Materials

Transfer Payments

Continuous Charges

Property & Improvements

Equipment

Plant & Equipment

Obligations

Explain below:

20. Funding source

21. Nongeneral fund sources

GF only

NGF only

Both GF and NGF

Fund/Fund Detail Code

Fund/Fund Detail Title

FY 2001 amount

FY 2002 amount

Explain below:

22. Grant funds

23. Methodology
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Section 3: Measuring Success \

24. How will you measure success?

25. Performance measure? YES NO If YES, which?:
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Instructions for completing the
Amendment Narrative Justification (Form NJ)

General information

Please usethe Word format provided by DPB.

Y ou can download the format for Form NJ from DPB’ s web Ste (go to www.dpb.state.va.us and
click onthe“Forms and Ingtructions’ button). 1f you do not have access to the Internet, call your DPB
budget analy< for a diskette.

Complete a separate narrative judtification for each amendment package. Please put dl the
narrative judtifications into one document in Microsoft Word. Simply put a page break after each
amendment and continue on the next page of the same document with the next amendment.

Y ou mugt complete dl theitems. If anitem isnot applicable, insert “N/A.” Do not delete
any items.

Remember that this judtification isthe only information decison-makers will haveto
determine whether your proposals should be funded. Be as complete as possible.

When you save your completed table, name it according to the following convention: your agency’s
three-digit code followed by “NJ.” Example: If you are agency 999 and you submit a Word file for
your narrative judtifications, thefile for this table would be 999NJ.doc.

Specific information

Item 1. Agency name: Typein the agency name.
Item 2. Agency code. Insert your agency’sthree-digit code.

Item 3. Amendment package number. Use the three-digit category number as specified
in “Numbering Amendments’ in Section 2 of these ingtructions. It isimportant that you use
the SAME number here that you did for the amendment package on the Amendment
Financid Detall Summary Table.

Item 4. Title. Insert short descriptivetitle (no more than 100 characterslong). It isimportant that
you use the SAME title here that you do for the amendment package on the Amendment Financia
Detall Summary Table (Table FT). Remember that your title should begin with an action verb.

Section 1: General Description

Item 5. Description. Provide afull description of the actionsinvolved in the proposed
amendment package.
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Item 6. Objectivesresults. Describe the anticipated results or objectives your agency expects to
accomplish if the proposed Strategy is approved. What issue or problem are you trying to resolve?
Be as specific as possble.

Item 7. Consequences of not funding. Indicate the consequences you expect if your proposd is
or is not approved.

Item 8. Need for request. Provide detailed information to indicate the need for the proposed
sarvice/program/activity. For example: Isthere awaiting list for services? If so how long isthe
wait, how many individuas are on the li? Have demographic, wegther, or other factors changed
the need for the service/prograny activity? Cite quantitative data wherever possible.

Item 9. Alternativesconsidered. Indicate any other aternatives you considered for
accomplishing the objectives and why you selected the proposed action. Briefly list the pros and
cons of each dternative,

Item 10. Arethe proposed services/programg activities mandated? Check the appropriate
box to indicate if the proposed programs, services, or activities are mandated. If so, indicate what
precisaly the mandate requires and whet isits origin (cite federa or Sate statutory provisions).
Note: Requirements of state or federa regulations are not considered “ mandates.” Also, an
activity is not mandated if legidation enables or authorizes the activity but does not requireit.

Item 11. If legidation needed? Put an X in the gppropriate box to indicate if your request
requires alegidative proposal to amend the Code of Virginia. If so, give the proposal identification
number and the summary of the proposd. If the legidation has not been submitted to the
Governor’s Policy Office to date, when will it be, and where isit now? Indicate why the legidation
isessentid for the success of the amendment package. If the proposa does not involve any needed
legidation, indicate “no.”

Item 12. Appropriation Act language needed? Put an X in the gppropriate box to indicate if
thereis aneed to add, revise, or delete language in the Appropriation Act. (If so, photocopy the
appropriate pages, mark up the changes, and include them as an attachment.)

Item 13. Activities. Usethetableto indicate the activity or activities affected by the amendment
and the dollars (GF, NGF, and dl funds) and positions (classified and wage) for those activities.
Fed freeto add additional rows to the table (or delete rows) as needed.

Note: An “activity” defines one mgor service your agency delivers or one mgjor endeavor it
undertakes. In many cases, one activity will include severa subsdiary endeavors. For example,
“budget development” is one of DPB’s activities. It includes discrete efforts such as“review and
anaysis of agency budget requests,” “preparation of the budget bill,” and “ preparation of the
budget document.” 'Y ou should use the same list of activities here that you submitted last year (in
May 1999) with your activity-based budget submission. If your activity list has changed, or you
have questions about definition of activities, consult with your DPB budget anayst.

Item 14. Agency strategic plan. Check the gppropriate box to indicate if the proposd istied to
one or more of the strategiesin your agency’s srategic plan. If yes, identify the Srategy and explain
how.
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Item 15. Governor’sstrategic plan. Put an X in the appropriate box to indicate if the proposal
istied to any of the drategiesin the Governor’s rategic plan, and, if so, explain how. Be sureto
identify the strategy. If the proposa does not relate to the Governor’ s strategic plan, check “no.”
The Governor’ s strategic plan can be found on the Internet at
http://www.gtate.va.us'governor/webplan.pdf.

Section 2: Cost of request

Item 16. One-time funding? If the request involves additiond funding, Put an X inthe“YES’
box to indicate if it represents a one-time need. If partidly one-time, partidly recurring , insert an X
inthe Y ES box, but be sure to explain. Provide why you consider the funding to be one-time.

Item 17. Recurring need? If the need isrecurring, put an X inthe“Yes’ box. Indicate the
esimated funding to accomplish the tota project/request and the timetable for completing the entire
project. Indicateif funding requirementsin the next biennium (2002-2004) will be more or less than
the current biennium? If no recurring need isinvolved, insert an X in the “No” box.

Item 18. Personal Services. Put an X in the appropriate box to indicate if the amendment
includes any persond services dollars. If yes, use the table to indicate by category (role) any
postions affected (either new positions or postions diminated), the anticipated hire date, the pay
band, the starting sdlary, and costs of sdlary and the associated fringe benefits for each category.
Describe how these positions relate to the services to be provided through this proposd (i.e., do
these positions provide administrative support or do they ddliver direct services?). Be sure to
attach any worksheets that show your calculations and assumptions, including how the
starting salary was determined.

Item 19. Nonpersonal services. Put an X in the gppropriate box to indicate if any nonpersona
sarvices codts are included in the amendment. If yes, use the table to indicate by mgor object of
expenditure the change in resources your agency is requesting for nonpersona services. ldentify
and explain specific expenses such as grants and contracts, operating fixed assets, and debt service.
(Indtitutions of higher education: Include information to justify any proposed increases in Sudent
fees)

Item 20. Funding source. Indicateif the funding source is generd or nongenerd fund by putting
an X in the appropriate box: “GF and NGF,” “GF only” or “NGF only”.

Item 21. Nongeneral fund sources. If the proposa involves nongenera fund sources, provide
the following information: (1) the methodology used to calculate the nongenera fund amounts, and
(2) the source(s) of the nongenera fund revenues. If this proposal does not involve nongenerd
funds, insert “N/A.”

Item 22. Grant funds. If the funding source is a grant, describe the formula or explain the
methodology used by the grantor to dlocate the funds. Describe any federd or loca match
requirements that will require additiond state funding from ether generd or nongenera funds and
identify the source of the additiona match funds. Identify any conditions or restrictions associated
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with acceptance of the anticipated grants. If this proposa does not involve grant funds, insert
“N/A.”

Item 23. Methodology. Provide an explanation of the methodology used to caculate the costs of
the proposal. If aproposd requires additiona funding to achieve future savings, be sure to address
both the time frame and the amounts for the additiona costs required and the savings to be
achieved.

Section 3: Measuring Results

Item 24. M easuring success. Indicate how you will measure the success of the effort if this
proposa were to be funded.

Item 25. Performance measure? Put an X in the appropriate box to indicate if your proposal
relates directly to one of the agency-wide performance messures tracked by DPB. If yes, indicate
the measure number.

When you have completed the narrative for one amendment proposal, simply insert a page
break and begin the next amendment narrative in the same document.

Remember to save your completed narrative according to the following file naming
convention: your agency’sthree-digit code followed by “NJ.” Example: If you are agency
999 and you submit a Word file for your narrative justifications, the file for this table would
be 999NJ.doc.
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Information Technology Submissions to
the Department of Technology Planning (DTP)

Section 2.1-563.28:3.8 of the Code of Virginiarequiresthat DTP review budget requests from
date agencies and indtitutions for information technology resources. DTP will recommend to the
Secretary of Technology budget request priorities for consideration by DPB. “Information technology”
includes hardware, software (whether commercia packages or custom-devel oped), telecommunications
equipment or services, and any related consulting, training, or support/maintenance services.

Y our agency must submit an Amendment Narrative Judtification (Form NJ) for each proposed
amendment concurrently to DPB and to DTP by October 4 for al information technology proposas
(regardless of cost). See Part 2 and Appendix A of these instructions for detail on the format of
Amendment Narrative Justification submissions.

Where to send the submission. Email the Amendment Narrative Judtification to DTP at
jsimonoff @dtp.state.va.us or send a diskette to:

N. Jerry Smonoff, Director
Department of Technology Planning
Richmond Plaza, Suite 135

110 South Seventh Street
Richmond, VA 23219

Direct any questions regarding the requirements for these submissions to Jerry Simonoff & DTP a
(804) 786-7711 or jsmonoff @dtp.gatevaus.

Agencies may wish to supplement their technology-reated submissions with additional
pr o ect-specific infor mation that may be of assstanceto DTP in itsreview.

Criteria DTP will use in its review of budget requests

Investments in information technology proposed for funding should meet the following criteria
(Narrative judtification should appear in form NJin the items noted in parentheses))

1. Support agency priority business activities, as defined in the agency Activity-Based Budget
submission. (Item 6)
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2. Advance Web-enabled government. (Item 15)

3. Support work processes that have been smplified or otherwise designed to reduce costs, improve
effectiveness, and make maximum use of commercid, off-the-shelf technology. (Item 5)

4. Demondrate aclear postive return on investment. Return may include: improved misson
performance in accordance with agency defined performance measures,; reduced cost; increased
quality, speed, or flexibility; and increased customer and employee satisfaction. (Item 24)

5. Becondstent with state and agency information architectures. (Item 14)

6. EmpI oy management practices that reduce risk. (Item 5) Risk reduction practices may include:
Securing subgtantid involvement and buy-in throughout the project from the program officids
that will use the sysem;

Egtablishing clear measures and accountability for project progress;

Taking maximum advantage of proven, commercidly-available technology;

Implementing projects in phased, successive components that are as narrow in scope and brief
in duration as practicable, each of which solves a pecific part of an overal misson problem
and ddivers a measurable net benefit independent of future components;

Avoiding or isolaing custom-designed components to minimize the potentid adverse
conseguences on the over al project;

Using fully tested pilots, smulations or prototype implementations before going to production;
Tying contract payments to accomplishments.
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