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Overview

This section provides a general overview of budget development for 2002-2004 
and the activity-based budget submission


This package of instructions is the first of several your agency will receive over the next few weeks related to development of the Governor’s executive budget for the 2002-2004 biennium.  This package provides guidance and instructions for preparing your agency’s Activity-Based Budget Submission.

These instructions apply to all state agencies and institutions of higher education.


Later, the Department of Planning and Budget (DPB) will issue additional instructions for the 2002-2004 budget for submitting “decision packages” containing changes to this activity-based budget, including technical adjustments and any requests for additional funding or funding adjustments.  Your final total budget request for the 2002-2004 biennium will consist of the activity-based budget and any decision packages that you submit.  


You will also receive, in the upcoming weeks, instructions for other submissions related to the 2002-2004 biennial budget.  These include:  (1) nongeneral fund revenue estimates, and (2) other reporting forms required by the legislature.


A brief calendar of key budget development dates:

	Action
	Key dates

	Activity-Based Budget Submission
	Due to DPB by September 28, 2001

	Decision Package Submission
	Instructions from DPB in mid-September
Submission to DPB by October 15, 2001

	Governor submits 2002-2004 executive budget
	December 19, 2001


About the Activity-Based Budget Submission


It is usual when developing the new biennial budget to use as a starting point the legislative appropriation from the final year of the current biennium.  However, because the 2001 General Assembly failed to enact amendments to the 2000-2002 biennial budget, the approach to budget development for the 2002-2004 biennium will be somewhat different.  


To develop the activity-based budget for the upcoming biennium, DPB will provide each agency with a resource target.  Your Activity-Based Budget Submission can be no more than the target amount shown for both dollars and positions.


The activity-based budget submission consists of two major parts, plus a certification form:

· Part 1:  The activity submission.  This submission arrays your base budget by activity.  In it, you will provide financial data breaking out the resources (dollars and positions) of each activity by program/subprogram and by fund group, as well as a brief description of any anticipated changes in the way your agency intends to conduct the activity during the 2002-2004 biennium.  This submission is made in an Access database that you will transmit to DPB electronically as an email attachment or disk.

· Part 2:  The data submission.  This data submission arrays your base budget by program / subprogram and by subobject of expenditure (for personal services) and by major object of expenditure (for nonpersonal services).  DPB has launched a new user friendly, web-based budget system called WebBEARS for you to use to prepare this data submission.
· Certification form.  Your agency must also submit a hard-copy certification form signed by your agency head.
What’s new or different this year?

· Data submission on WebBEARS.  The data submission that arrays your base budget by program/subprogram and major object/subobject is almost identical to those in previous years.  However, the submission will now be through WebBEARS, the new web-based system designed to allow agencies to develop and submit their budget data requests over the Internet.  The new system, successfully piloted last year with about two dozen agencies, provides a more user-friendly interface to On-Line PROBUD.

· New format for activity submission.  The submission of financial and narrative information about each activity will also be easier this year.  Rather than submitting several detailed Excel tables and Word forms, the submission will be in a single Access database you will submit electronically (unless you add or change your activities).  The amount of narrative information required about each activity has been greatly reduced, and will focus primarily on any changes in the activity.  Your DPB budget analyst will send you a copy of the database that has been pre-loaded with your submission from the spring of 2000.

· No separate technical adjustments submission.  In the past, agencies have been asked to prepare their “technical” adjustments to the budget as a separate submission.  This year, to streamline the process, you will have to make only two major submissions: the activity-based budget submission on September 28, 2001, and the decision package submission on October 15, 2001.  Any technical adjustments you wish to propose can be a part of the second (decision packages) submission.

· Program & Expenditure Structures on web site.  The Program Structure and Expenditure Structure, revised in June 2001, are now available on DPB’s web site and can be downloaded and printed off.  (Go to DPB’s web site at www.dpb.state.va.us, click on the “State Agency Services” button, choose Forms and Instructions, then type in “Program Structure” or “Expenditure Structure” in the Search window).  

Please note that there have been changes to the personal services subobject codes that will affect agencies with employees in the VALORS retirement program.

· Certification form required.  Instead of a transmittal letter, agencies must submit a certification form signed by the agency head.  See “Packaging Your Submission” on page 12 and Appendix B of these instructions for more information on this requirement.
Definition of terms used in these instructions

· FY 2002 means the fiscal year beginning July 1, 2001, and ending June 30, 2002.

· 2002-2004 biennium refers to the two-year period that begins July 1, 2002 and ends June 30, 2004.
· 2000 Appropriation Act refers to Chapter 1073, 2000 Acts of Assembly.
(Note:    You can access the 2000 Appropriation Act online at the following link:  http://leg1.state.va.us/001/sb2.htm.  This link takes you directly to the  “search” feature for the full text of the 2000 Appropriation Act on the General Assembly’s Legislative Information System (LIS) hosted by the Division of Legislative Automated Systems.)

· Activity defines one major service your agency delivers or one major endeavor it undertakes.  In many cases, one activity will include several subsidiary endeavors.  For example, “budget development” is one of DPB’s activities, and it includes discrete efforts such as “review and analysis of agency budget requests,” and “preparation of the budget bill.”  For institutions of higher education, “activities” are defined as Auxiliary Enterprises (809), Sponsored Programs (110), Student Financial Assistance (108), and each of the seven programs (101-107) within the “major program” of Educational and General Programs (100).  Selected institutions of higher education may have additional activities.

Activities may be defined as either “functional” or “support.”  Functional activities provide direct services to your agency’s clients or enable your agency to accomplish its mission.  For institutions of higher education, these activities will generally be the seven programs (101-107) within the Educational and General Program.  Support activities are those that enable your agency to deliver its direct services, such as Director’s Office, administrative functions, housekeeping, and computer services.  In some cases, a support activity such as agency accounting could be spread across functional activities.  For higher education, Auxiliary Enterprises, Sponsored Programs, and Student Financial Assistance can be listed as separate support activities.

Part 1: Activity Submission

This section provides specific details on preparing the activity submission

About the Activity Submission


The activity submission costs out each functional and support “activity” your agency conducts in FY 2002.  This submission is due to DPB on or before September 28, 2001.


The Commonwealth has been using “activities” as well as the program structure to define government services and functions for a number of years.  Your agency has a well-defined list of budget “activities” that you have developed and DPB has approved.  Agencies last reported fully on their activities in their budget submissions for the 2000-2002 budget submission (in the spring of 2000).


Your activity-based budget for the 2002-2004 biennium should include only those activities that have been used and approved in the past.  (Note:  For your convenience, the Activity Submission Database will be pre-loaded with your agency’s approved activities.)


If your agency believes it is necessary to make a change in its activities (if, for example, a new activity was added to the agency’s mission by the 2001 General Assembly), you must first consult with your DPB budget analyst.

You must have approval of your DPB budget analyst to submit an activity list that does not exactly match your spring 2000 submission.  If your analyst approves the addition of an activity, or a change to an existing activity, you will be required to submit a full narrative description for that activity.  Your analyst will provide the form necessary to submit the full narrative.

The Activity Submission Database

To simplify the process of arraying your budget by activities, you are no longer required to submit separate financial tables in Excel and lengthy narrative descriptions in Word.  Instead, you will submit a single Activity Submission Database that provides information on all of your agency’s activities. 


This Access database includes a simple form for arraying resources of each activity by year, by program/subprogram, and by fund (fund detail for higher education institutions).  Note that, for dollar amounts and positions, the total agency budget and position level in this submission can be no more than the amounts shown in the resource target provided to your agency by DPB.


Another portion of the Access database includes an area for you to provide narrative description about your activity-based budget submission.  If no new activities are added, the narrative description required is brief, and focuses directly on any changes you anticipate in the conduct of your agency’s activities in the 2002-2004 biennium.  


Also included within this section of the database is an agency head certification checklist that must be completed, printed out for the agency head’s signature, and returned to DPB.

See Appendix A of this document for complete instructions 
for filling out the Activity Submission Database.  Additional instructions on completing the Agency Head Certification form can be found in Appendix B.
Note that the instructions for completing the database can also be found within the database itself on a separate tab entitled “Instructions.”

Part 2: Data Submission

This section provides details on preparing the data submission

Overview of data submission


The data submission allocates your agency’s base budget among assigned programs and subprograms, subobject or major objects of expenditure, and funds or fund detail.  This submission is due at the same time as the activity submission:  on or before September 28, 2001.

Your data must be submitted at the program/subprogram and fund/fund detail level, using the new web-based system WebBEARS.  In the past, agencies used either PROBUD, PC Bears, or Disk Dataset to submit. These submission methods are no longer available.   

In general, developing your data submission involves these actions:

· Do NOT submit incremental changes.  Your submission should reflect the total resource requirements for the new biennium.
· Your submission cannot exceed the dollars and positions in the agency total shown in the resource target provided to your agency by DPB.  See “Balancing the submission” on page 8 of these instructions for an explanation of the difference between balancing general fund and nongeneral fund dollar amounts.

· Array the dollar amounts for each program/subprogram by subobject code for all personal services expenses (e.g., 1111, 1112, 1123, etc.), and by major object of expense for non-personal services (e.g., 1295, 1395, etc.).  See “Preparing your data submission” on page 6 of these instructions.

· Balance your agency’s FY 2002 total position level to the total position level shown in the resource target provided to your agency by DPB.  The number of positions allocated by fund should correspond to the source of funding for the positions.
Transfers between programs.  This activity-based budget submission should not be used to transfer dollars or positions between programs.  The only exception would be if the General Assembly funded an initiative in an incorrect program using the convenience subobject code 8600.  You can distribute these legislative adjustments to the correct programs in this submission using a valid program and subobject.  Otherwise, the transfer of resources between programs must be requested in a decision package.
FATS adjustments still needed


This data submission relates to 2002-2004 budget development, not to budget execution for FY 2002.  Changes reflected in your agency’s Activity-Based Budget Submission data submission will therefore NOT effect modifications in CARS.  


A FATS transaction must be used to initiate an administrative adjustment in the appropriation and allotment of funds and in the subobject details of operating plans.  DPB will prepare and execute the necessary FATS transactions to make the general fund adjustments required by the central appropriations transfers.  


However, you may need to submit separate FATS transactions later to spread the general fund adjustments among your various programs and subprograms.  You also must clear out any convenience codes.  You may also wish to transfer funds or positions between programs for FY 2002.


(Some of these transactions were described in DPB’s instructions on year-end close and start up of the new year.)

Preparing your data submission

Personal services


For all personal services, array your planned expenses by subobject detail.  The following designated convenience codes are to be used if you make any adjustments in your submission for turnover and vacancy savings:

1192 Turnover/Vacancy Faculty Salaries

1193 Turnover/Vacancy Fringe Benefits

1194 Turnover/Vacancy Medical/Hospital Insurance

1195 Turnover/Vacancy Classified Salaries


Do not use any other convenience codes for personal services.

For institutions of higher education only:  The following designated convenience codes are to record any adjustments in your submission for personal service recoveries:

1196 Indirect Cost Recoveries from Auxiliary Enterprises

1197 Indirect Cost Recoveries from Sponsored Programs

1198 Inter-Agency Recoveries for Personal Services

1199 Intra-Agency Recoveries for Personal Services


See “Figuring Personal Services Costs” on page 8 of these instructions for detailed information on how to calculate personal service amounts in your Activity-Based Budget Submission. 
Expenditure Structure changes 
affect personal services subobjects for certain agencies


Changes to the Expenditure Structure relating to personal services subobjects will affect certain agencies whose employees participate in the VALORS retirement program.  You can view and download the revised Expenditure Structure on DPB’s web site.  (Go to DPB’s web site at www.dpb.state.va.us, click on the “State Agency Services” button, choose Forms and Instructions, then type in “Expenditure Structure” in the Search window.)

Nonpersonal services

For all nonpersonal services, array the planned expenses by major object of expenditure.  Use ONLY the designated convenience codes listed below (e.g., for your expenses in the 1200 major object of expense, enter your aggregate amount using the convenience code 1295).  Do not use any other budgetary nonpersonal services convenience codes listed in Section D of the Expenditure Structure.

1295
Undistributed Contractual Services

1395
Undistributed Supplies and Materials

1495
Undistributed Transfer Payments

1595
Undistributed Continuous Charges

2195
Undistributed Property and Improvements

2295
Undistributed Equipment

2395
Undistributed Plant and Improvements

3196
Undistributed Obligations

For institutions of higher education only:  Please array planned recoveries for each nonpersonal service category of expenditures, using the designated subobjects:

1296
Indirect Cost Recoveries from Auxiliary Enterprises for Contractual Services

1396
Indirect Cost Recoveries from Auxiliary Enterprises for Supplies and Materials

1496
Indirect Cost Recoveries from Auxiliary Enterprises for Payments

1596
Indirect Cost Recoveries from Auxiliary Enterprises for Continuous Charges

2196
Indirect Cost Recoveries from Auxiliary Enterprises for Property and Improvements

2296
Indirect Cost Recoveries from Auxiliary Enterprises for Equipment

2396
Indirect Cost Recoveries from Auxiliary Enterprises for Plant and Improvements

3195 Indirect Cost Recoveries from Auxiliary Enterprises for Obligations

Fund/fund detail information

Include in your submission fund information at the program level by fund group.  If your agency normally uses fund detail information, include this level of detail.  Institutions of higher education must include fund detail information.

Balancing the submission

Before submission, make sure that the total dollars and positions by fund/fund detail at the program level balance to the dollars and position level by subobject detail at the program level.


Remember also that the agency total for dollar amounts and for positions must be no more than the amount shown in the resource target provided to your agency by DPB.  It is expected that the general fund dollars in your submission will equal your agency’s resource target.  Because your nongeneral fund target has been adjusted for central account accounts, the nongeneral fund total in your submission could be less than the target if the nongeneral fund appropriations for your agency are overstated in Chapter 1073.

Figuring Personal Services Costs

This section provides general guidance on calculating personal services costs

The salary and fringe benefit amounts in your submission must be sufficient to fully fund the position level included in your agency’s resource target.

Turnover and vacancy

Some agencies plan for a turnover and vacancy savings.  If you wish to make such an adjustment, you must still fully fund the target position level.  You must show these savings in one of the following designated convenience codes in your data submission.

Turnover/Vacancy

1192 Turnover/Vacancy Faculty Salaries

1193 Turnover/Vacancy Fringe Benefits

1194 Turnover/Vacancy Medical/Hospital Insurance

1195 Turnover/Vacancy Classified

If your agency will have turnover and vacancy savings next biennium because the number of filled positions will be less than the target position level, you must indicate on the certification form the total number of positions you funded and where within your budget the additional turnover and vacancy savings will be used.

Fringe benefits


In developing your submission, use the following rates to calculate fringe benefit costs.  
	Subobject
	Factor
	Employer Costs

	1111
	VRS contributions


State employees


Judges


State Police


VaLORS
	9.24 percent of payroll

50.00 percent of payroll

30.00 percent of payroll

21.15 percent of payroll

	1112
	Social Security
	6.20 percent of payroll, capped at $80,400

	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


Employee plus one


Family


Two employee family

Cost Alliance

HMO 
	$2,796 a year

$4,164 a year

$5,544 a year

$6,720 a year

$5,568 a year

Varies by product

	1116
	Retiree Health insurance credit premium
	1.21 percent of payroll

	1117
	Long-term disability insurance

State employees


State Police


VaLORS
	0.83 percent of payroll

1.10 percent of payroll

1.10 percent of payroll

	1118
	Teachers Insurance and   Annuity1
	10.4 percent of payroll

	1119
	Defined Contribution Plan2
	10.4 percent of payroll

	1138
	Deferred Compensation Match Payments
	One-half of employee’s contribution per pay period, per participant up to a maximum of $20


1For institutions of higher education: This includes alternative retirement options, such as TIAA-CREF, for those employees as defined in § 51.1-126 of the Code of Virginia.

2Used for employees eligible for a defined contribution plan established pursuant to § 51.1-126.5 of the Code of Virginia.

The cost of FY 2002 salary adjustments and changes in fringe benefit costs for 2002-2004 will be part of future budget submissions for the 2002-2004 biennium.

Other personal services costs


Make sure that you include in your submission any projected expenditures in the next biennium for other personal services costs such as overtime payments, wage employment, and payment of leave balances.  

Central Appropriations Allocations

This section provides an explanation of the selected Central appropriations items included in your agency’s resource target


The 2000 Appropriation Act contains a number of Central Appropriations adjustments that will continue into the 2002-2004 biennium and therefore must be allocated to agencies and institutions of higher education in their targets.  Your agency’s Activity-Based Budget Submission will distribute some of these central appropriations adjustments across the appropriate subprograms and activities. 

Below is a general explanation of the major general fund and nongeneral fund adjustments included for the Activity-Based Budget Submission and a description of the methodology that was used to calculate these adjustments.  (For your information and where appropriate, references are given to the item numbers in the 2000 Appropriation Act.)  Every agency is not affected by all of the items.

· COVANET savings: This adjustment captures additional savings from reduced telecommunications rates because of a new state contract with MCI-Worldcom.
· Transfer health insurance premium payments to state agencies (Item 543): This adjustment transfers funds for the increased employer cost of increased health insurance premiums for FY 2001 and FY 2002.  The following table shows the agency premiums upon which this transfer is based:

	Type of Coverage
	Monthly 
Premium
	Annual 
Premium

	Key Advantage
	

	Employee only
	$233
	$2,796

	Employee plus one
	$347
	$4,164

	Family
	$462
	$5,544

	Two-employee family
	$560
	$6,720

	Cost Alliance
	$464
	$5,568

	Other Providers
	

	Employee only
	$233
	$2,796

	Employee plus one
	$347
	$4,164

	Family
	$462
	$5,544

	Two-employee family
	$464
	$5,568


The employer share of the premium for the “other providers” varies by program.  The table shows the average employer premium for all of the “other providers.” 

The agency reimbursement amounts were computed using actual agency health insurance participation data as provided by the Department of Human Resource Management.  The average number of participants by type will be multiplied by the incremental change in the premium rates for the respective type of coverage.  To determine the general fund share of the increase, the FY 2002 Position Level fund split was used.  Institutions of higher education receive 100 percent general fund support for positions in the Educational and General Program.  A recovery factor was applied to institutions of higher education.

· Annualization of FY 2001 salary increases for state and state-supported local employees (Item 547): This adjustment transfers funds for the annualized cost of the 3.25 percent salary adjustment for state employees on November 25, 2000, and the similar increase for state-supported local employees on December 1, 2000.

The allocation was calculated using annualized expenditures.  The associated fringe benefit costs are included in the cost of the salary adjustment.  To determine the general fund share of the cost, the Position Level fund split in the 2000 Appropriation Act was used.

For institutions of higher education, the cost for all employees of Educational and General programs was funded from the general fund.  Also, a recovery factor, based on actual personal service expenditures and recoveries from auxiliary programs, sponsored programs, and other agencies, was applied.  

It should be noted that Paragraph M of Item 547 states that “In the second year, $8,496,841 in nongeneral funds is provided to offset an equal amount from the general fund for allocation of the first year salary increase provided in this act for classified employees in the Educational and General programs of Virginia’s public colleges and universities.”  This means that part of the general fund cost of the FY 2001 salary adjustment for institutions of higher education must be covered in FY 2002 in the form of increased tuition and fees from out-of-state and graduate students.  This action is continued in the 2002-2004 biennium.

· Retiree health credit rate reduction (Item 547): This adjustment reflects a decrease in the retiree health credit rate.  The amounts for retiree health credit payments in the 2000-2002 base budgets of each agency and institution assumed a contribution rate of 1.57 percent that fully pre-funded the retiree health credit.  However, rather than increasing the retiree health credit rate to 1.57 percent at one time, the pre-funding is being phased in over five years.  Therefore, the 2002-2004 base retiree health credit rate will be 1.21 percent rather than 1.57 percent.  The result is a reduction of 0.36 percent of full-time payroll.   

· Reduction in state employee VRS rates (Item 547): This adjustment reflects a reduction in retirement contribution rates.  Item 566 of the Appropriation Act requires the Virginia Retirement System (VRS) to perform annual valuations of retirement rates.  As a result of this new valuation method, the funded retirement rates for FY 2002 is 9.24 percent, the percentage certified by the VRS Board of Trustees last December.  Chapter 1073 assumed a contribution rate of 11.35 percent for FY 2002.  Therefore, there will be a reduction equivalent to 2.11 percent of full-time payroll participating in VRS.

· Deferred Compensation Match (Item 549): This adjustment transfers funds to match the contributions of qualified participating employees consistent with Chapter 984 (1999).  Paragraph A.1. of Item 549 sets the maximum match amount for each employee that participates in the deferred compensation program at $20 per pay period or $40 per month.  To determine the general fund share of the cost for all agencies, including institutions of higher education, the general fund payments for the match recorded in CARS was used.

Packaging the submission

The Activity-Based Budget Submission, including all of its components, is due to DPB on or before September 28, 2001.  The submission includes the following components:

Certification form


You must send a certification form to DPB signed by your agency head.  The form is part of the Activity Submission Database, and can be found on the tab entitled “Agency Head Certification/Narrative.”  After completing the required information, go to the “Reports” button above the form and select the “Agency Head Certification Report” option.  Print off three copies of the report and have your agency head sign each.  This certification form is the only paper submission you need to deliver to DPB (unless you have received approval from your DPB budget analyst to add or change activities, in which case you must complete a full narrative.)

See Appendix B of these instructions for complete instructions on preparing the Agency Head Certification and Narrative.

Submit three originals of the signed form to DPB.  Mark your submission “Activity-Based Budget Submission” and address it as follows for delivery by U.S. Mail, UPS, Federal Express, or hand: 

Submissions Clerk

Department of Planning & Budget

Ninth Street Office Building, Room 418

200 North Ninth Street



Richmond, Virginia  23219

Activity submission


The Activity Submission is submitted through the Access database.  Your DPB budget analyst will e-mail you an electronic copy of the database.  The preferred method of submission is to enclose the electronic file as an attachment to an e-mail to DPB.  The file you will receive from your budget analyst will already be named with your agency code and agency title abbreviation.  (for example, the University of Virginia will be named “207UVA-ABBS.mdb”) Please do not rename the file.  Send the e-mail to: budget@dpb.state.va.us

If it is not possible for you to e-mail the file, enclose with your agency’s certification form a diskette containing the file.  Remember to label your diskette with your agency name and the phrase “Activity-Based Budget Submission.”  

Data submission

Submit your data submission using Web BEARS, the new web-based budget submission.  WebBEARS can be reached from DPB’s web site.  (Go to www.dpb.state.va.us and click on the State Agency Services button, then click on the WebBEARS icon.)  

Tips on using WebBEARS:

· You must first complete an “access request form” to provide a login ID and password before using the system for the first time.  Most agencies have already obtained a login ID.  If you have not done so, however, simply fill in the required information after clicking on “access request form” and then click the “submit” button.

· WebBEARs has friendly “Help” screens that guide you through the system.  If you have technical questions, please contact your budget analyst.  If your budget analyst is unavailable, you may call:

Martha Twiggs

804-786-1429

Thelma Myers

804-786-2541
· WebBEARs automatically codes your data submission for the activity-based budget as 
Level 1.

· WebBEARs automatically sends DPB an email when you complete your data submission by clicking on the final “Complete submission” button.

Appendix A

Instructions for completing 
the Activity Submission Database

General information

· The database has three separate tabs:  Detailed Activity Financial Info, Agency Head Certification/Narrative, and Instructions. 

· The Instructions tab includes the full text of these instructions (Appendices A and B), so that you may conveniently refer to them while in the database.

· The Agency Head Certification/Narrative tab is the certification form that must be printed out and signed by your agency head.  It is also where you must provide a small amount of narrative information about your activity-based budget submission.

· The Detailed Activity Financial Info tab includes the main data-entry form in which you will enter, for each activity, information on dollar amounts and positions.

· For your convenience, the activity-based budget financial information submitted by your agency two years ago, has already been loaded into the database.  This information includes your agency name and code, activity titles and numbers, programs/subprograms to which each activity relates, and the dollar and position amounts submitted in the last activity-based budget submission.  

· You will need to update the database by spreading the base amounts provided in the separate DPB attachment to your various activities.
Specific instructions for Detailed Activity Financial Info
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(The above image represents the Non-Higher Education version of the Activity-Based Budget Submission database.)

· Activity Number and Title.  The activity number and title are the keys to the proper identification of your activities in DPB’s database of activities.  It is important to consistently use the same title.  Do not change the title without consulting with your DPB budget analyst.  If you need to add a new record for an activity, please make sure that in the new record, the activity title and the activity number are exactly the same as the title and number shown in another records for that specific activity.

· Program-Subprogram To Which Data Below Applies.  The database is pre-loaded with the programs/subprograms related to each activity, as your agency reported that information in its Spring 2000 budget submission.  Note that, if an activity relates to more than one program/subprogram, the database includes a separate screen for each program/subprogram.  You will have to break out the resources for each activity by each of the affected programs/subprograms.

You can view and download the revised Program Structure on DPB’s web site.  (Go to www.dpb.state.va.us and click on the “State Agency Services” button, then click on “forms and Instructions” and type “Program Structure” in the Search box.) 

· Item 1:  Personal Services Dollar Total.  Insert the total dollar amount in FY 2002 (from all funds, including both general fund and nongeneral funds) for the personal services costs associated with the activity and the particular program/subprogram.  See “Figuring Personal Services Costs” on page 8 in these instructions for information about calculating these costs.  

· Item 2: Non Personal Services Dollar Total.  Insert the total dollar amount in FY 2002 (from all funds, including both general fund and nongeneral funds) for the nonpersonal services costs associated with the activity and the particular program/subprogram.  
· Item 3: Dollar Details by Fund Group.  Insert the dollar amount associated with the activity and the particular program/subprogram by fund group, including general fund (Fund 0100) and nongeneral fund (Funds 0200 through 1000) amounts.  Institutions of Higher Education will insert the dollars associated with the activity and the particular program/subprogram for each of the fund details shown in the Higher Education version of the database.  Additional note for Higher Education Institutions:  If you use the “Other NGF” fund detail category, please send your DPB budget analyst a detailed listing of what is included.

· Item 4: Position Details by Fund Group.  Insert the number of positions associated with the activity and the particular program/subprogram by fund group, including general fund (Fund 0100) and nongeneral fund (Funds 0200 through 1000) amounts.  Institutions of Higher Education will insert the positions associated with the activity and the particular program/subprogram for each of the fund details shown in the Higher Education version of the database.  Additional note for Higher Education Institutions:  If you use the “Other NGF” fund detail category, please send your DPB budget analyst a detailed listing of what is included.

· Total for Current Activity:  The database has a formula inserted to calculate this total, so you do not need to enter anything here.  These blocks show the total for this entire activity, including all the programs/subprograms affected. 

· Agency Totals:  The database has a formula inserted to calculate this total, so you do not need to enter anything here.  These blocks show the total for the entire agency, including all the various activities.
Use the arrow at the bottom of the screen or the “Next” button in the toolbar above the form to move to the next record (next activity or next program/subprogram within an activity).

Reports:  If you want a printout of your submission, you may use one of the reports that can be found by clicking on the “Reports...” button in the toolbar above the form.  When you click on this button, you have three choices:  “Agency Summary Report” (contains your data summed by activities), “Detailed Report” (contains your data at the detail level by activity and program-subprogram), and “Agency Head Certification Report” (covered in Appendix B of these instructions).  

Appendix B

Instructions for the Agency Head Certification

[image: image2.png]12} inABBS : Form] =2 x|
File Edit Insert Records Window Help =18 x|
Reports... - | & b Hext b NewRecord | %6 Ext Access

Department of Planning and Budget =

AgencyCode:[ 122

DasiedAcviyFraciliny Agency Heod CortstonNaratve | rsetons |

Agency Head Certifies the Following Regarding this Submission

I™ 1] Total general fund and nongeneral fund doliars in this submission do not
exceed the amounts in the agency resource target provided by DPB. (Check if Correct]

I™ 2) Total general fund and nongeneral fund positions in this submission do not exceed the
numbers in the agency resource target provided by DPB. (Check if Correct]

3) Total number of pasitions funded in this submission (Excluding projected vacancies: 000
I applicable, describe how excess tumaver and vacancy dollars will be used:

I 4)In preparing the activity-based budget submission, the agency followed all applicable guidelines
found in the DPB instructions regarding budgeting for personal services. (Check if Correct]

™' 5) Activities and/or progiams detailed in the resource target provided by DPB_have been fully funded.
(Check if Correct)

™ 6) The agency has made every possible effort to avoid layoffs of classified personnel. (Check if Correct)
7) Will the conduct of agency activities differ significantly in the 2002-04 biennium? | YES /' NO
I Yes. Please Describe: (List the activities that will change and the changes to those activities.)
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As was previously mentioned, the agency head certification form is included as a separate tab in the activity-based budget submission database.  You are required to complete this section of the database and then print the companion report for your agency head’s signature.  (Print the report by selecting the “Reports” button on the toolbar above the form and then select the “Agency Head Certification Report” option.)  Your agency head must sign and send to DPB three copies of the certification report.  

Please do not print the “Agency Head Certification/Narrative” tab of the database form for your agency head’s signature.  You must use the “Agency Head Certification Report” to print the required hard copies.

The “Agency Head Certification/Narrative” tab of the database form is broken into seven items.  Many of these items contain “check blocks.”  You check one of these blocks by clicking on it with your left mouse button.  The detailed instructions for each of the seven items in this section are as follows:

· Item 1: “Total general fund and nongeneral fund dollars in this submission do not 


exceed the amounts in the agency resource target provided by DPB. (Check if Correct)”  Only check this block if the total general fund and nongeneral fund dollar totals in your submission do not exceed the base budget amount shown in the resource target provided to your agency by DPB.

· Item 2: “Total general fund and nongeneral fund positions in this submission do not exceed the numbers in the agency resource target provided by DPB.  (Check if Correct)” Only check this block if the total general fund and nongeneral fund position totals in your submission do not exceed the base budget amount shown in your agency’s resource target.

· Item 3: “Total number of positions funded in this submission:”  Fill in the number of filled positions funded in your activity based budget submission.  Exclude any projected vacancies.  Under “If applicable, Describe how excess turnover and vacancy dollars will be used:” you must include a brief narrative on how and where you plan to re-deploy any excess turnover and vacancy dollars your agency may have.
· Item 4: “In preparing the activity-based budget submission, the agency followed all applicable guidelines found in the DPB instructions regarding budgeting for personal services.  (Check if Correct)”  Only check this block if you have followed all of the guidelines regarding budgeting for personal services costs included in these instructions.

· Item 5: “Activities and/or programs detailed in the agency resource target provided by DPB have been fully funded.  (Check if Correct)”  Only check this block if your submission includes full funding for any mandatory program specified by DPB.

· Item 6: “The agency has made every possible effort to avoid layoffs of classified personnel.  (Check if Correct)”  Check this block if your agency has taken every possible step to avoid the layoff of full-time (non-wage) employees to stay within its assigned resource target.

· Item 7: “Will the conduct of agency activities differ significantly in the 2002-04 biennium?”  Check yes if the conduct of agency activities will change significantly during the next biennium.  If you checked yes, under “If Yes, Please Describe:” you must include a brief narrative that lists the activities that will change and the impact to those activities.
Once you have completed the “Agency Head Certification/Narrative” section of the form, select “Reports” button on the toolbar above the form and choose the “Agency Head Certification Report” option.  This will open a report that contains the information that you entered in the “Agency Head Certification/Narrative” form.  Print three copies of the report for your agency head’s signature.  Send the signed hard copies of the report to DPB following the guidelines included in these instructions under “Packaging the Submission.”
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