
HJ 
11 
.184 
P76 
1983-8 5 

STATE OF IOWA 

BUDGET PROCEDURES 
MANUAL 

1983-1985 BIENNIUM 

OFFICE OF STATE COMPTROLLER 



I 
I , 



0 F F I C E 

Section 
Appeooix 

0 F S T A T E C 0 M P T R 0 L L E R 

B U D G E T D I V I S I 0 N 

No. Page No. Effective/ Revision Date 
990 . 00 1 of 2 4/ 30/82 

Subject SB Sch~ule 10 - Federal Fuoos Recap 

SB Schedule 10 summarizes all federal furrls that hav been entered into the 
budget system. The federal funds are Sl.U11Tiarized at the budget unit level by 
program am at p:ograrn level by cost center on each .sched ule . Federal funding 
sources are listed by grant name, federal catalog number, and the federal fiscal 
year (FFY) from which the funding was originally appropriated by Congress. 

SB Schedule 10 may be p:inted using any six of the columns delineated on SB 
Table XI. Each schedule will shCM Cost Center, Program, aoo Budget Unit for 
those columns requested . 

SB Schedule 10 is a summary schedule that can be used by departmental management 
personnel to recap federal funding trends and fluctuations . 
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Department __________________________ _ 

Division-,---------------------------­
Program Name 
Cost Center Name----------------------­
Account No . .,-:-----------::--:-:--:-:--:-:----------
Cost Center No. _______ Priority No. ___ _ 

STATE OF IOWA 

OFFICE OF STATE COMPTROLLER 
BUDGET WORKSHEETS 

1983 · 1985 BIENNIUM 
DECISION PACKAGE-NARRATIVE 

SB Schedule 4CC Part 1 
(Decision Package Narrative) 

I. Brief Description of Decision Package Ill. What are the consequences o f not approving this package? v. The Cumulative Funding 
Total Including this Deci · 
sion Package is: 

0 Below Current Level 
0 Equal to Current Level 
0 Greater than Current Level 

VI. Is th is function, operation or 
activity currentl y being 

11. Objectives to be accomplished if this package is approved. IV. Alternative ways of performing the fu nction . activity or operation d(Je? O 
described in this Decision Package. Yes No 

VII. The Cumulat ive Service 
Level Total Including this 
Decision Package is: 

0 Belo w Current Level 
0 Equal to Current Level 
0 Greater than Current Level 
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BEER AND LIQUOR CONTROL DEP ARTMENT 

GENERAL OP ERATIONS 
STORES OPE R. 
CC 1 0021J 3CO 18 200 44 00113CO DP 

CC1 CCS CC6 CC8 
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GENERAL FUND - REGULAR 
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88B 
66 ~88~ 8~~t~Es~~~Llt!sA~~DE~~t 66 

BBB 66 m~ a¥!t~f~~S MA I N TE NANCE 66 

88B ~t mr mmE~~NTA L 

TOTAL DISP. Of RESOURCES 

OFFICE 5~A~~A~t ~8~~TROL ER 
BUDGET WORKSH EETS FOR 1983- 198~ BIE~NIUM 

DECISION PACKAGE ! PA RT21 - FINANCIAL DETAIL 
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STATE OF IOWA 
OFFICE OF STATE COMPTROLLER 

DECISIDN PACKAGE (PART 21 FINANCIAL DETAIL 

SB SCHEDULE 4 C.C. PART 2 
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Department 
Divisio n ------------­
Program Name 
Cost Center Name ---- - -----
Acco unt No. ----- -------
Cost Center No. ___ Priori ty No. _ _ _ 

STATE OF IOWA 

OFFICE OF STATE COMPTROLLER 

BUDGET WORKSHEETS 
1983-1985 BIENNIUM 

DECISION PACKAGE-UTILITIES AND MOTOR FUEL SUPPLEMENT 

s~~::~~sA I ~vn~: 
DESCRIPTION 

SB Schedule 4CC Part-4 
(Decision Package -
Util it ies and Motor Fuel Supplement 
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ENGINEE~ING EXAMINE~S, BOARD Of 

GENERAL OffiCE 

STATE Of IOWA 

BUDGET0 ~~~~~H~~T~T~~~ i~~):~~k~E~IENNIUM 
l. - &2 -0-1.60 - 001. 

3000 ~EGIST & LIC 
PROGRAM - BUDG ET BASE COMPUTATION 

fY 1.981 - 1.9&~ FY 1.9&2 - 1.9&3 

ACTUAL BUDGET BUDGET ESTIMATED 
RESOU~CES 

GENERAL FUND - REGULA~ • ~1.169 • ~0.669 • ~ 5,1.3& • 23 .1.1.9 
GfNE~AL fUND - SALA~Y ADJ . 
Federal Funds 

REVERSION - 1..0 63 

TOTAL ~[SOURCES AVAILABLE 

FTE POSITIONS 
DISPOSITION Of ~ESOU~CES 

EXPENDITURES 

• ~], .1.69 
=========z== 

-~3 

S A~ARI ES AND WAGES e ~,366 
OF I~E SUPP~IES AND EXPENSE ~:m PRIN ING AN BINDING 
TELEPHONE AND TELEGRAPH 1,],~5 

mmEwTAL 1.93 
BOARD MEMBERS PER DIEM AN D T ,,679 
CONTRACTUAL SERVICES 1.~2 
EXAMINATION EXPENSE 53 

a~~C~~~~~~~U~EDUCTION 

REVERSION ],'1,755 ------------TOTAL DISPOSITION Of RESOURCES• ~1.,1.69 
::::::z:=::z::==• 

• ~ ,66'1 • ~S.l3& • 22 .056 =======· == =- = ::zz;z: ::z;;::::::::: 

),.19 1.-~o - && 

• 13,5),~ • ],~:~~~ • ],0,3'1~ 

g:m r:g9~ &,&],6 
,,0 ],,Q~O sao 

a,m 9J~~ 3 .5~8 
6,2&2 ..Jl~ 

- 1.,063 

------------ ------------ ------------• ~0,669 • ~s, l3& • 22 , 056 
::;z;::=:::zz:;z:::zz ===~w:::z:zz: z :z: :::z::::::: :z::zs:: 

SB SC HEDU LE 5 P~ 

!BUDGET BASED~~2PH~'~f~~~ 
PAGE a 

BASE BUIIGET 
::::z:z::::::z::zz:::z::~=•== 

• 

• 

• 

FY 1.9&3 - 64 FY 1.9&4-65 

32 ,501. • 
],,362 
2,000 

35.&63 • 

33.~~2 
1..~09 
3.000 

37,&51. 

),.QQ ), .QQ 

1.2.0&2 • 1.2 ,),3], 

],~:m 1.2.2 '13 
3.1.&2 

700 a~s 
1., 56~ 1.,56~ 

~,5~8 1.71. 
~.1.1.0 

------------ ------------• 33 ,&63 • 3~ ,&Sl. 
:::I:Zz::.:;:z:z.:;.:;.:;.:;.:; : :z:::z:::: ::a:zaz:z: : 
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CATLG - FY 
10500-&l. 
1.321. 7 - 61. 
13273 - &1. 

CATALOG NAME 
COOPERATIVE EXTENSION SERVIC 
fAMILY PLANNING PROJECTS 
ALCOHOL RESEARCH 
TOTAL 

fY 1.'18! - 1.96 < fY 1.'1& 2 - 1.9& 3 BASE BUIIGET 
======z:::z:::::: z ::z::::::.:;:: 

BUDGET ESTIM AT ED ACTUA L BUDGET =Fv=l9a3~&4==z=;ysl;;z~~ 

• JOO e 750 
750 10 00 
950 __ _____ 1_,_2_5_~ 
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.\tc 't Coae c c Level F1eiOS AnalysT 

P1rt I - FinJntlll DetJII 
RESOURCES, 

TOTAL RESOURCES 

OISPOSITIOI OF RESOURCES' 

STATE OF IOWA 
OFFICE OF STATE COMPTROLLER 

COST CENTER- BASE BUDGET COMPUTATION 

58 Schedule 5 C C 
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Ace ·, Code c c Ltvel F1e10s Analysl 

Pan 1 II 

PERSONAL SE RVICES DET All CLASS 
CLASS NAME 

i 

STATE OF IOWA 
OFF ICE OF STATE COMPTROLLER 

COST CENTER - BASE BUDGET COMPUTATION 
Personal Services Detail 

Fl '83 FY 'S4 
ADJ. BUDGET 18-4 U.SE BUDGET 81·5 

ACT FTE AMOU NT fTE AMOU NT 

SB Schedule 5 C.C.· Pan II 
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DE PT NAME -------------­
BUDGET UNIT --------~-----
PROGRAM --- ------------
COST CENTER--------------
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Department __________________________ __ 
Division __ 
Program Name 
Account No. 

Util ities 
Section A 

FY 82 
Actual 
UnitS 

Consumed 

FY 63 
Budge ted 

Units 
Consumed 

FY 83 
Esttma ted 

Un1ts 
Consumed 

FY 84 
ease Budget 

Un11s 
Requested 

FY 85 
Base 6udget 

Un1 ts 
Reques ted 

STATE OF IOWA 

OFFICE OF STATE COMPTROLLER 

BUDGET WORKSHEETS 
1983-1985 BIENNIUM 

BASE BUDGET UTILITIES & MOTOR FUEL SUPPLEMENT 

FY 82 
Actu.:~t 

Average 
Un•t 

FY 83 
Budgeted 
Average 

Un•t 

FV 83 
Est•mated 
Avcr.Jge 

Un•t 

FY 84 
Requested 

Average 
Un.t 

FY 85 
Requested 

Average 
Umt 

FV 82 
Aclual 

Expend 

FY 83 
Budget 

SB Schedule 5 Parl-4 
Base Budget 
Utrlities & Motor Fuel Supplement 
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Ba~e Budget 
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0 F F I C E 

Section 
Appendix 

0 F S T A T E C 0 M P T R 0 L L E R 

B U D G E T 

No. 
986. 00 

D I V I S I 0 N 

Page No. 
1 of 2 

Effective/Revision Date 
4/ 30/82 

Subject SB Schedule 6 - Budget Can_parison Schedule 

SB Schedule 6 shows the resources and expenditures detail with personal services 
as a line item expenditure and is specifically designed as a comparison docu­
ment. Six oollnnns of those outlined on SB Table XI may be selected and will be 
printed on the same page. 

SB Schedule 6 can be printed at the Budget Unit or Program level and is useful 
to the .E:Xogram manager to ccm_pare overall expenditure trerrls and the request for 
future funding. Personal services are shown as a line item expenditure on SB 
Schedule 6 and are not shown in detail. 



DEVELOPME~T COMMISSION 

GENE RA L OFFICE 
1-82 - >- 13 5- 001 

OFFIC E ~~A~fA~t e8~~TROL EP. 
SUtGfT WORKSHEETS FOR 198 3-198~ ql[NNIUM 

BUDGET UNIT - BUDGET COMPARI~ON 

«BG~G~tHt8~biR~~o2Y 
DAT£ OV?•/8;> 

PAGE 9 

RESOU RCES 
GENtR AL FUND - REGULAR 
GENERAL FUND - SAL ARY ADJ. 
I NTERN AL SERVICES TR ANSF€R 
RECEIPTS 
~l~~~EtA~~&u~Ef~~g~~EME N TS 

TOT AL RESO URCES AVAIL ABLE 

FTE POSITIONS 
DISPOSITIO N OF RESOURCES 
E ~ ~C ~ ~!l~R~~D WAG ES 

6~~~~~ SUPPLI ES AN D EXPEN~E 
~mmsiNG 
PRODUCTS PROM~TION 
PRINTING AND BIN DI NG 
TELEPHONE AND TELEG RA PH 
0 F FICE RE NTAL 
AUTOS AND TRUC KS 
EQUIPME NT 
BO ARD MEM9E PS PER DI EM AND 
~ ~ ~G~!~t~~~R~E~¥ ~~~fORY 
~~s~~+I2~~LF~~~ l ~~E~ R OMOTIO 
RESEA RCH 
SPEC IA L PROMO TIO NS 
REGIO NAL TOU RI SM DIST RICT S 

PE VE RS I ON 
TOTAL DI SP . OF RESOURCES 

FYAg~~ ~ 8 2 Fn~~~~~ 
------------ ------------2.032.812 • 

200 

7.203 

SASE 
FY 1983 · 84 

2.~2?.351 $ 
109.285 

~ .ooo 

FY mi - ~5 
? ... 2~5 ... 7~5 • 

116.~~5 

4.000 

~~pt~~ ~~ Wt~~ ~~~ 
2. >??.351 • 2.~92.3~0 

109.2~5 116.~~5 

4,000 4,000 

• 2.040 . 215 
,,..,.,11.,.~.--. 

55-45 
j.,.,,,~M f *llt 

• 2.335.636 • 2.406.170 • 2.335.636 $ 2.612,78 5 
IMflt······· IIIIMIItfl.llll " flll ~~~~~······ · · · tti l flf t tllfl l t•ttltttt l fl, 

5~-50 59-00 5~·50 60·00 
flllllil •• fl~l· flllllflfltlltMfl. ••tt i .MIIItfl tlfl~fltt t t •f t tttll l~ liltllt 

1.133.420 • • 1.369.174 . 1.370.871 • 1.369.174 • 1.407.616 

1~~~m m:m m:m m:m ~~~:m 
~~: ~~~ 6?.o0 0 ~0.708 63.500 101.708 
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59.290 88, 7 1? 8&.7 1? 8~, 71 2 90.137 
14. a 7b 
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Subject SB Schedule 7 - Personal Services SLUTliT\ary 

SB Schedule 7 is the sLUTliT\ary schedule for personal services arrl is .[Xintoo with 
any three columns as specified on SB Table XI printed side by side on the same 
page . 

SB Schedule 7 is available at the Budget Unit level showing detail by .[Xogram, 
or at the Program level showill3 detail by Cost Center. '!he personal services 
class rode arrl class name are shown with the correspoooing FTE arrl dollar arrount 
columns for each year selected. 

SB Schedule 7 enables the program manager to review the allocation of posi t ions 
within .[Xograrns arrl cost centers CNer a three year period . Sane PJSitions JraY 
be better utilized in another area and this schedule summarizes what is avail­
able for r eallocation. 
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I PO:QSON NEL 

1·!2- 2· 237·001 BUDGET UNI T PEPSON NEL SERVICES SUMM ARY BY PQOGR AM 

PROGRAM 

1000 ADMIN 

TOTAL · PROGRAM 

1001 H E A~ING OFF 

TOTAL · PROG RAM 

CLASS 

00012 
0001~ 

88E~~ 
~~001 
~~02 0 
~~0~5 

~~m 

00025 

~~8!H 
~~m 

1002 BAReER~ EXAM 00025 
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TO TAL · PROGRAM 

~~sg5 
~~025 
9~0~5 
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COMPTROLLER, 
DATA PROCESSING 
D.P . OPERATIONS AND MA I NTENANCE 

CCl - 28 
0011J300 1820076001200088 

FY 1982 - 83 
PROJ. PROJECTED 

STAT 8 POS. COST 
====================== 
PROJECTED 

COMPUTER PROGRAMMER 004N 
MARCHANT GARY D 1. 00 20 . 082 
KVASN I CA VLAD I M 1.00 20 ' 082 

CCl - 5 CC6 - 10 
00141 0 0 151 CLASS TOTAL 2. 00 40, 164 

---- -- ------- ----
SYSTEMS ANALYST 004N 

FRAME JAMES F 1.00 26, 32U 

CC1 - 5 CC6- 10 
0011.11 00156 CLASS TOTAL 1. DO 26, 32U 

--- --- ----- ---
PROJECT EO TOTAL 3. 00 66, "88 

=========== 

NON - PROJECTED 

COMPUTER PROGRAMMER 004N 
VACANT 1.00 20' 082 

CCl - 5 CC6- 10 
001Ul 00151 CLASS TOTAL 1. 00 20.082 

------ --- -----
SEN I OR SYSTEMS ANALYST 004N 

TURNER KELLEY J 1. 00 28, 8U2 

CC1 - 5 CC6 - 10 
001U1 00 157 CLASS TOTAL 1. 00 28.842 

------ --- -----
NON - PROJ ECTEO TOTAL 5 . 00 1 15 , U12 

=========== 

STATE OF IOWA 
OFFICE OF STATE COMPTROLLER 

BUDGET WORKSHEETS FOR 1983 - 1985 BIENNIUM 
POSIT ION COST ALLOCATION SCHEDULE 

BASED ON APR 1 L 13, 1982 STATUS 

CC53 · 58 CC59 · 66 
FY 1982- 83 

BUDGETED POS I TIONS 

FTE AMOUNT 

FY 1983 - 84 
PROJECTED 

COST 

20' 082 
20 , 082 

40, 164 

26.276 

26 ' 276 

66 , 440 

20 , 082 

20.082 

28,789 

28' 789 

115,311 

CC67· 72 CC73 · 80 
1983-84 BASE BUDGET 

BUDGETED POSITIONS 

FTE AMOUNT 

SB SCH EDULE 8 CC 
POSIT I ON COST ALLOCATION SCH. 

FY 1984- 85 
PROJECTED 

COST 

20, 154 
20, 154 

40,308 

26 ' 429 

26' 429 

66,737 

20, 154 

20, 154 

28.952 

28' 952 

1 15,843 

DATE 05/07/82 
PAGE 1 

1984 - 85 BASE BUDGET 
BUDGETED POSIT 1 ONS 

FTE AMOUNT 

en 
§-
u . 

~ 

(Yffi 
Cll 

~w ..... ::r 
~a 

c: 
Of-' 
0 (!) 
Cll 
~(X) 

~ 
f-' 

g 
ll.J 
~ ..... 
0 
::J 

en 
() 
::r a 
c: 
f-' 
(!) 

~ 
8. ..... 
>< 

\.0 
CD 
CD . 
0 
0 

en 
~ 
~ ..... 
0 
::J 

~ 

~ 
0 (!) 

HI~ 

trl 
HI 

~ 
() 
~ ..... 
<: 

""'(!) 

"" w::o 
O (!) 

" <: (X) .... . 
I'VC/l ..... 

0 
::J 

0 
ll.J 
~ 
(!) 

0 

"'lll 

"'lll 

1-1 

(') 

[13 

D:l 

0 0 

0 "'lll 

C) 

[13 en 
1-3 1-3 

> 
0 toi 
1-1 [13 

< 
1-1 (') 

en 0 

1-1 :K 

0 'tl 

z 1-3 

~ 

0 

1:'1 

1:'1 
[13 

~ 





0 F F I C E 0 F S T A T E C 0 M P T R 0 L L E R 

B U D G E T D I V I S I 0 N 

Section No. Page No. Effective/Revision Date 
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Subject SB Schedule 9 - Actual and Projected vs rAflproval 
Budgeted Personal Services >ra~~- ~~ 

SB Schedule 9 shows the actual and ~ojected personal services expenditures as 
compared to budgeted personal services . The total dollar arocmnt and FTE over or 
under the budgeted amounts will be ~inted on this schedule for each personal 
services class title and as a grand t otal at the Cost Center, Program, or Budget 
Unit level. 

SB Schedule 9 will be ~inted monthly or quarterly during the current fiscal 
year at the request of t he department. 

SB Schedule 9 is used by departmental budget and management personnel to monitor 
the per sonal services expenditures . SB Schedule 9 is not used to ~epare the 
budget . 



NATUR~L RESOURCES COUNCIL 
OFFICE at·±~A~t ~8~~TROLLER 

SALAR IES. SUPPORT. MAINTEN•NCE. AND MISC· 
~- 8~ - 6 - 345 - 001 

PtRSONNEL UTILIZATION REPORT FOR FY 1981- 82 
ACTUAL AND PROJECTED YS BUDGETED PERSONNEL SeRVICES 

! PERSONNEL UTILIZATf8N~eVb~~t~u~r~Y 
UTE 04/071! 2 

PAGE l 

PER!ONNEL SE RVI CES FUNDS EXPENDED PROJECTED EXPENSES TOTAL TOTAL PER CENT 
CL AS S TITLE JULY ],, 1981 TO APR 1 • 1982 TO PROJECTED DEPARTMENTAL !OVeR I UND ER ACTUAL TO 

MAR 31, 1982 JUNE 30, 198 2 e XP ENDITURES BUDGET D£PT BUDG'T DEPT BUDGET ------- -- ------------------ - --- ------ ------- ---------------- ---- -------·-- --- ------------ ---------- ----- ---------------SECRET ARY I $ 10.802 • 2.9 2e $ 13. 72 4 ~ 252139 ~ 110~~5 iU FTE 0· 84 699~~ ~-07 
28.2 ~~ -2. 201 SECRETARY II 2 3. 50 5 30.498 

FT£ 1·54 2~s~~ 3~7~~ 2·08 - 3~7~~ 76:8 ~ORD PROCESSOR I 1.197 
FTE a.u 0-23 1a~e6r 10~3~~ -~iin ~-a ~ORD PROCESSOR II 10.806 a 1a ·9 FTE 0·52 a.aa a.52 ~.aa a-4~ 5 .a 

HEARINGS COMPL OFFCR II bb. 816 2a. 298 8 7.114 80.959 -b. 1 5 5 e 2. 5 
FTE 2-31 0-69 3·00 3·00 o.aa 77.0 

PUBLIC SERV EXEC I 19.07a 5.787 24.857 22 i~~5 - ?. 54? H:~ FT ~ 0.77 lb~o~~ 1-aa 64.95~ - 5~ 0~~ CO NSfRUCTIO N TECH· II 53.!6° 69.964 e?.~ 
FTE 2 ·31 0-69 3·00 3-aa a.oa 77.0 

NAT RESOURCo ENG I 4, 3a9 4.814 9. 1?3 a - 9.123 o. c 
FTE 66~8~6 17~9~5 0 ·44 a.oo - 0.44 78:~ NA T R£SOUP.CE ENG II 8 4. 780 94.433 9.653 
FTE 2·58 0-69 3-27 4-aa 0-73 64.5 

NA T RESOURCE ENG III 73.492 13.ba8 87.100 ~07,],13 20.013 b!ob 
FT' 2-50 0-46 2·96 4·00 lo04 62·5 NA T RES OUR CE ENG IV 32.007 8.079 40.086 31.143 - e. 94 3 1~t 7 FTE 0-77 0-23 1·00 

32 ~ 5~~ 0·00 
ea.g ~A TER COMMISSION ER 26.17! 7.996 34.174 -],.602 

FTE a. 77 0-23 ],.QQ 1.oo a.oD 77.0 
NAT RESOURCES COUNCIL DIR ? 4ii ~~~ 7am 31.424 30.019 

- 10 ~9~ ~9:9 FTE ],.QQ l-og CONFIDE NTIAL SECRETARY II 10.353 3.418 13.77 1 - l3. 7 1 o. FT< 0. 70 0·23 Q.93 a.ao 1s~4n a.a 
CONF1DENTIAL S'CRETARY III 1.?75 0 1.275 16.696 7-6 FTE o.o8 o.oo a.o8 ],.Q8 0·92 e.a EXTR A H£LP 2. 476 a 2.476 - 2.476 a. o FT E 0- 22 o.oa 0·22 a.oo - 0 ·2 2 o.o SALAP.Y A DJ~STMENT 0 0 0 48a~5~ 4 e. e< 1 a.o FTE a.aa a. aa a.oo a.aa o . o ---------- ------ -- -- -------- --- ---- ------ --- -- ----- --------- -- ---- -------- --------------- -------------- - ---------------TOT AL BUDGET-UNIT 
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Subject 
How to Calculate the Cost of a New Position 

ApprovaC-t 
l c;}a-y'0~ .~~ 
(/ 

I. Calculation of base pay for a new employee. 

A. Using the appropriate pay plan, multiply the first step of the 
correct faY grade by the appropriate number of faY periods for that 
step. This should not exceed 26 pay periods. 

B. Repeat this procedure for subsequent steps of the pay grade until 
26 pay periods have been accumulated. '!he sum of this calculation 
is the base pay. 

NOTE: Educational differential, lead workers pay, maintenance pay, 
aoo shift differential, if any, should be added to this 
arrount. 

II. Calculation of the state's share of Social Security Tax (FICA) . 

III. 

A. Multiply the base pay by the appropriate rate from Instruction 
II-B. These rates are for the calendar year, therefore, it will 
be necessary to determine the portion of salary earned in each 
caleooar year. 

B. Rates: 

1 • 1982 - 6.70% of the base wages up to $32,400 
2. 1983 - 6.70% of the base wages up to $33,900 
3. 1984 - 6.70% of the base wages up to $36,000 
4. 1985 - 7.05% of the base wages up to $38,100 

Calculation of employees share of Iowa Public Employees Retirement 
System ( IPERS ) contributions. 

A. Multiply the base pay by the appropriate rate from Instruction 
III-B. These rates are for the calendar year, therefore, it will . 
be necessary to determine the portion of salary earned in each 
calendar year. 

B. Rates: 

1 • 1982 - 5.75% of the base wages up to $20, 000 
2. 1983 - 5.75% of the base wages up to $20,000 
3. 1984 - 5.75% of the base wages up to $21 ,000 
4. 1985 - 6.25% of the base wages up to $21, 000 

( 
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IV. Calculation of Health Insurance . 

A. Multiply $66 by the number of months position is projected 
( i . e . for entire fiscal year 12 x $66 = $792 ) . 

v. Calculation of Life Insurance 

A. Multiply the monthly rate of $5 . 50 by the number of months the 
position is projected . Note: Only 11 months will be charged to 
fiscal 1983 . 

VI . Calculation of Disability Insurance . 

A. Multiply . 9% by the base wages up to a maximum of $40,000 . 
Note: Only 11 months will be charged to fiscal 1983. 

VII . Calculation of Judicial Retirement . 

A. Employers share of Judicial retirement is calculated by multiply­
ing the base wages by 3% . 

VIII . Calculation of Peace Officers Retirement . 

A. Multiply base wages arrl longevity, if applicable, by 16% . 

IX . Calculation of Longevity Pay . 

A. If longevity is applicable, the following annual amounts should be 
added to the base wages . 

After 4 years of service - $300 . 00 
After 9 years of service - $600. 00 
After 14 years of service - $900.00 
After 19 years of service - $1,200 . 00 

X. TOtal Employer Cost 

A. TOtal employer cost is the sum of the amounts calculated in I 
thr ough IX . 
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SB Schedule 1 .- Priority Ranking Schedule 

SB Schedule 1 shows the base plus the adjustments and decision packages listed 
in priority order . The decision package description, total expenditures, total 
general fund appropriation, and total other appropriation type are shown for 
each decision package. The total resources and expenditures detail is illus­
trated on SB Schedule 3. 

Any two DP colt.nnns as shown on SB Table XI can be ,trinted on SB Schedule 1 on 
the Department Wide, Budget Unit, and Program level. 

SB Schedule 1 is useful as an overview of the departmental, budget unit, and 
program request pr-iorities. SB Schedule 1 can be ,trinted ,trior to assigning 
priority ranks to decision packages to any level above the cost center. The 
schedule will ,trint the decision packages in cost center numerical sequence by 
cost center priority. The program manager can then review the decision packages 
and assign ,triorities. 



HEALTH DEPARTMENT, 
OFFICE 6~A~tA¥t e&~~TROLLEP. 

BUDGET WORKYHEETS FOR 19!3- 1985 BIENNIU~ 

PANKING SCHEDULE - DEPART~ENT WIDE 
DEPART~ENT REQUEST 

RANK NAME AND INCREMENT 

BASE 
ADJUSTMEN T TO BASE 

001 LICENSING & CERTIFICATION BOARDS - EXP ENses 
~~~~~~t~H L~~~Csb~G ~bg~N~~~R~lf~~ T~~h ~2E~i~~[DE 
SUPPORT AND OTHER DENATAL BOARD RELATED EXPENSES· 

003 LICENSING & CERTIFICATION BOARDS - EXPENSES 
INCREASE ADMINISTRATIVE SUPPORT Of THE PHYSICAL 
THERAPY BOARD TO PROVIDE GREATER EFFECTIVEN,SS IN 
DISCHARGE OF THE BOARD'S RESPONSIBILITIES· 

004 LICENSING & CERTIFICATION BOARDS - EXPENSES 
f~c~~~~~DtH~R~~¥t~ ~~F~~9!~£N~~~P~~TD~~t~~~~tu~~s 
THE BOARD OF FUNERAL DIRECTOR'S RESPON!IBILITIES· 

DOS LICENSING & CERTIFICATION BOARDS - EXPENSES 
INCREASE LEVEL OF SUPPORT TO OFFSET HIGHER 
EX AMINATION EXPENSE· 

OOb LIC~N~ING & CERTIFICATION BOARDS - EXPE NSES 
ADD TO CURRENT LEVEL OF ADMINISTRA TIVE SUPPCRT TO 
~k~:¥E~Rg~~~~I=~ 8fyE2~Eh2iNlliMt~~~~c:l~IC~iif~! 

TOTAL 
ESTIMATED FY 1°8 2 -83 

FY 1983- !4 
EXPENDITURES FT~ APPRO PRIATION -- ------ ---- --- ---- ------ --- ---
$ 21.935.•17 320-37 • S.3Q7,Q88 

6.500 6.500 

4,2QO 4.200 

750 750 

2 • SOD 2.500 

• 21.949.367 320-37 s 5.321.038 

SB SCHEDULE 1 D~ 
(RANKING SCHEDULE-DEPART"ENT ~IDEI 

DATE 04/29/e2 
PAGE l 

DEPAR~~E~~!~:g~EST 
EXP~NDITUROS FT( APPROPRIATION 

• 22.~63.926 320·37 $ 5.524.!65 

61.730 =·DO 61.730 

s.ooo s.roc 

4.200 4.200 

1.500 1.500 

"·DOC •.aoo 

• 22.340.356 3'?-37 $ 5.601.295 
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SB Schedule 2 shows the detail of the base plus the ~ograms listed individually 
when ordered at the Budget Unit level or displays the detail of the base plus 
the individual cost center detail when ordered at the ~ogram level . 

SB Schedule 2 will show the detail for one column per request . Those columns 
available are illustrated on SB Table XI. 

SB Schedule 2 does not provide a comparison of year to year expenditures, but 
does provide detail of support items in each cost center or ~ogram and exhibits 
the allocation of resources between programs and cost center s to aid the program 
manager in decision making . Personal services are a line item expenditure on 
this schedule and are not shown in detail . 



ATTORNEY GE~ERAL 

GENEP.AL OFFIU 
1- 82-w - w3D - ool 

RESOURCES 
GENERAL Fu ND - REGULAR 
GENERAL FLND - ~ALARY ADJ. 
RECEIPTS 

FeDERAL AID 
REFUNDS AND REIMBURSEMENTS 

INTRA FU~D TRANSFER 
INTER FUND TRANSFER 

TOTAL P[SOURCES AVAILAeLE 

FTE POSITIONS 

Dt~g~~6ifS~EgF RESOURCES 
SALARIE~ AND WAG ES 
TRAVO:L 
AIRPLANE EXPENSE 
OFFICE 'UPPLIE: AND EXPE NS 
POSTAGE 
MAHTE:NANCE 
BOOKS AND PERIODICALS 
PRINTI NG AND BINDING 
TELEPHO NE AND TELEGRAPH 
OFFICE RENTAL 
Emg~m RENTAL 
INSUPANCE 
COURT CCSTS 
OUTciDE COUNSEL 

TOT AL DISP. OF RESOURCES 

ADMIN 

OFFICE ~~·~~A~t t8~~TROLLER 
BUDGET WORKSHEETS FOR 19~3·1985 BIO:NNIUM 

BUDGET UNIT SUMMARY 8Y P •OGRA~ 
DEPARTM ENT REQUEST FY 1983 - 84 

!1 DOD I 
CRI~ DIV 

! 3800 I 
(IVIL DIV 

!50001 
ST DEPT REIM 

I 70001 

3;:17 .. 386 $ 
21.528 

8D2.7b2 $ 1.061.32 4 
68.744 95.308 

70,QOQ 
$ 387.771 

a~.e63 
548.626 

$ 348.914 • 941.506 • 1.156.63 2 $ 1.125.260 

!BUDGET UNIT SUR~A~~H~~Ub~o~RA~y 
DAT~A2t /29/8~ 

BUDG~~T~~IT 

$ 
2 ·m:m 
3~9~m 
1~8.863 
548.626 

--- ------
-~~jt••••••• •••*·~······ *••·~····-·· ............ *****••···#· ·t·········· lttttttflllt 

• 3.57?.312 ............. 
8-83 31·CO 42.00 40.00 

t•tttf~ttltl tttttttt*ttt ~tltllftlltt ltftllfflf~i tlllltfttlll ~ttlllllflll Mllltltlllff 
Pl·8~ ······-····· 

• 263.454 $ 862.219 • 1.o~~:m $ 1.076.495 
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2.85" 12,9C:1 
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14.631 9 =5 62 5 
8. 34 4 2.608 2. 60 ~ 

10.01? 9EO 4.007 
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24.147 13 .. ? :: 6 12. 74 6 
180 1.545 

L:E6~ 444 
889 3. 510 

17 3b0 50 
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9. 500 
-------- ---- ------------ -- ------- --- ---------- --• 348.914 $ 941.5C6 • 1.156.632 s 1.12S,260 
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Subject SB Schedule 3 - Base and Decision Package Approval 
Detail · 

SB Schedule 3 shows the detail of the base plus the decision package detail for 
one year of the biennium per schedule and is available at the Budget Unit, Pro­
gram, or Cost Center level . The resources and expenditures detail is illustra­
ted for the DP coli..um selected from SB Table XI. 

SB Schedule 3 provides a detailed version of SB Schedule 1, but illustrates only 
one column per schedule rather than the two shown on SB Schedule I . 

SB Schedule 3 is used to analyze the detail of each decision package and to 
determine whether accurate decision package narrative has been entered for each 
package request. 

/ 



DEVELOPMENT COMMISSION 
GENERAL OFFICE 
1- 62 - 6 - 135- 001 

ESTIMATED 

OFFICE 6~A!1.~E t8~~TROLLER 
BUDGET WOR(SHEETS FOR 1961 - 19e5 BIENNIUM 

BUDGET UNIT BASE AND DECISION PAC(AGES 
DEPARTMENT ReQUEST fY 19~4 - 65 

!BUDGET UNIT BASE AND 

BASE ADJ. TO BAS E PRTY 0001 PRTY 000 2 PRTY 0003 

D~~I;t~~D~~t(1GE~V 
DATE 04/?9/e2 

PAG e 7 

TOTAL 

RESOURCES - ---- - ----- -

INTL OFFICE TRAVEL PROM· TRAVEL PROM. 
cc 9000- 01 cc 4000 - 01 cc 4000 - 02 ------------ ------------ -- --------- - -------- ---- -GENERAL FUND - REGULAR ~ 2.265.7?5 

116·""5 
95.615 s 100.000 • 11.0~0 s ;>,49?.340 

Ilb. 44 5 ~~~~~~fSFUND - SALARY ADJ. 
REFUNDS AND REIMBURSEMENTS 
FEES. TAXES. LICENSES. OR 
MISCELLANEOUS INCOME 

INTRA fUND TRAN:FER 
REVERSIO~ 

TOTAL RESOURCES AVAILABLE 
fTE POSITIONS 

DISPOSITION OF RESOURCES 
EXPENtiT~RES 

SALARIES AND WAGES 
TRAVEL 
OFFICE SUPPLIES AND EXPE NS 
~%~WlnNG 
~~~Z¥t~~ ~~gMgt~%~NG 
TELePHONt AND TELEGRAP~ 
OFFICE REHAL 
AUTOS AND TRUCKS 
EQUIPMENT 
BOARD MEMBERS PER D!tM AND 
CONTRACTUAL SERVICES 
MANUFACTURERS DIRECTORY 
t~gb~fi~~~LF5~tf~~E~ROMOTI 
CURRE~CY EXCHANGE 
nmmcE 
SPECIAL PROMOTIONS 
REGIONAL TOURISM DISTRICTS 
~-6 PERCE~T REDUCTION 

~=~~- ~bCB t=:a~~~= STATE APPROPRIATION 
REVE~SI~N 

TOTAL DI)P. OF RESOURCES 

4. ODD 4.000 

------------ --- -------- - -- ---------- ---- -- ------ -- ---- ------ ------- --- -- ---------- --
···~········ : .. ~~~~~~~~~ ··~~········ ~···~-~~.a~~ : .... ~~~-~~~ : ..•.. ~~-~~~ ..........•. : .. ~.ali••~• 
~-~·-~---~·- ~-··~~.~~~~~ •••••• iNMJ.i fii*MN•t~.~~ .MM.MMMiMMMM MM*SdM.IMMMf ·~MMMiMM*IMM •fllllli~-i~ 

s 1~370,~(1 • 36.745 1.407.b16 
171.865 19 .a DO 19D.ee5 
207.001 e.eo4 215.~05 

60.7[6 21.000 1a1.7oe 
7?. .. 000 ~ 1GO.ODD s 11.aoo m~~~~ 171.4°4 3.400 

86.712 1.425 90.137 

7.241 2.000 9.241 
14 • 5 DC 1~.500 
42.800 4?. eao 
2 5. a oo 25.000 
13.459 1.241 14.700 

~ .. 7(4 5. 774 

103.225 ?.aoa 105.<25 
31.500 31.500 

--- -- -- --- -- -- ------ ---- --- --------- --- --------- ---------- -- ------ -- ---- --- -- ------- -- -- --------• 2.406.170 s 95.61 s • 10C.OOD $ • 11.000 2 .61e.?e5 
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OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget WOrksheets 

~ TTTLE: Decision Package - Part 2 - Ch 

~ R>: SB Schedule 4CC- Part 2 

R>. <F SETS &JBMI'rlm: as necessary 

Instr. No. 
544.22 

Page No. 
1 of 5 

Effective/Rev ision Date 
4/ 30/82 

proval 

00. <F <DPIES FER SET: two ( 2) 

J.lURIQ)E: 'Ib change financial and personal services data relatirY3 to the 
Department's request for current biennium. 

GENERAL INSTRUCTIONS: 

I. SB schedule 4CC- Part 2 is divided into five sections for data entry . 
They are: 

A. Coding Information 

B. Financial Data 

C. Federal Furrls 

D. Personal Services 

E. Priority Ranks 

II. SB Schedule 4CC Part - Part 2 should be canpleted in the followifY3 
sequence: 

A. Coding - Upper left 

B. Information - Upper right 

C. Federal Funds 

D. Personal Services 

E. Financial Data (Resources and Disposition of Resources ) . 

F. Priority Ranks 

III . All Personal Services data must be entered on the Personal Services 
portion of SB Schedule 4CC - Part 2. '!he total will be carried for ward 
by the computer to the Financial Data portion of the schedule . 

A. FTE - The limit in this field is six digits, four to the left of 
the decimal and two to the right i.e . 9999 . 99. '!he two digits to 
the right of the decimal must be completed for all entries . One 
FTE is entered 1. 00 . 



OFFICE OF STATE COMPTROLLER Instr. No. 
544.22 

BUDGET DIVISION Page No. 
2 of 5 

TECHNICAL INSTRUCTIONS Effective/Revision Date 
4/ 30/82 

Budget WOrksheets 

JXXDo1FNr TI'l'IE: Decision Package - Part 2 - Ch 

~ R>: SB Schedule 4CC - Part 2 

t«>. <F SETS SJBMITI'm: as necessary W. <F <DPIES PER SET: two ( 2 ) 

PURF03E: 

GENERAL INSTRUCTIONS: (Continued ) 

B. AMOUNT - There are nine characters available in this field with a 
limit of 999,999,999. 

IV. All Federal Furrls Data must be entered on the Federal Fuoos {X)rtion of 
SB Schedule 4CC - Part 2. 'nle total will be carried forward by the 
computer to the Financial Data {X)rtion of the schedule. 

A. CATALOG - The limit in this field is five digits. 

B. FFY - The limit in this field is two digits . 

C. AMOUNT - There are nine characters available in this field with a 
limit of 999,999,999. 

v. Entries need be made only for the items being changed. 

INSTRUCTIONS: 

I. Coding 

A. ACC'T CODE - Enter the ten (10) digit Budget Unit number. 

B. C.C . - Enter the four (4) digit COst Center number. 

c. lEVEL - Enter the two (2) digit cost Center Priority Level for this 
Decision Package. 

D. FIELD TYPE - Alternatives. 

1. Decision Package - Enter DP . 

2. Adjustment - Enter PJ. 

E. Enter the four (4) character analyst identification of the analyst 
submitting the document. 
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Budget Worksheets 

IXXlJiiENr TITLE: Decision Package - Part 2 - Cha 

IXXlJiiENr Nl: SB Schedule 4CC - Part 2 

R>. <F SETS SJBMIT.rm: as necessary 00. <F <DPIES FER SET: two ( 2 ) 

INSTRUcriONS: (Continued ) 

II. Form Identification (Upper Right Corner ) 

A. DEPI'. NN1.E - Enter the name of Department. 

B. BUDGET UNIT - Enter the name of Budget Unit . 

C. PRCX;RAM - Enter the name of Program. 

D. OOST CENTER - Enter the name of Cost Center . 

III. Personal Services 

A. CLASS TITLE - Enter the name of the CLASS bein::J rnanged. 
This is for information only and is not entered into the 
computer from this schedule. 

B. CLASS - Enter the five (5) digit Class Code of the position 
bein::J changed. 

C. ACT - Enter 2 for Change for the first year. 

D. FTE - Enter the number of FTE for earn CLASS to be changed in the 
first year of the biennium. 

E. AMOUNT - Enter in whole dollars the correct arrount for each CLASS to 
be changed in the first year of the biennium. 

F. ACT - Enter 2 for Change for the second year . 

G. FTE - Enter the number of FTE for earn CLASS to be changed in the 
second year of the biennium. 

H. AMOUNT - Enter in whole dollars the correct amount for each CLASS to 
to be changed in the second year of the biennium. 
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Budget Worksheets proval 

IXXlJilfNl' TITlE: Decision Package - Part 2 - Ch 

IXX.Uo1FNr W: SB Schedule 4CC - Part 2 

W. <F SETS &JBMIT'I.'m: as necessary 00. <F WPIES PER SET: two ( 2 ) 

PURIU>E: 

INSTRUcrroNS: (Continued) 

IV. Federal Fums 

A. CATAI..<X; - Enter the five ( 5 ) digit catalog nwrber of the Federal 
Grant under whidl Federal Fuoos beirg changed are beirg received. 

B. FFY - Enter the Federal Fiscal Year fran whidl the Federal Funds 
being dlanged are being received. 

C. Acr - Enter 2 for Change for the first year. 

D. AMOUNT - Enter the correct amount of Federal Fuoos to be received 
during the first year of the biennium. 

E. ACT - Enter 2 for Change for the secooo year. 

F. AMOUNT - Enter the correct arrount of Federal Funds to be received 
during the secooo year of the biennium. 

v. Financial Data 

A. TYPE - Enter the appropriate TYPE CDDE (SB Table VI) for data being 
s ul:mitted. 

B. ALI..<X. - Enter the appropriate allocation ( SB Table VI ) for data 
being submitted. 'Ihis field must be canpleted for all Receipts, · 
TYPE CODE 20, and Disbursements, TYPE CODE 66. When any other TYPE 
CODES are being used, this field should be left blank. If desired 
allocation is not on SB Table VI, contact your Budget Analyst in the 
Comptroller's Office . 

C. ACT - Enter 2 for Change for the first year. 

D. AMOUNT - Enter in whole dollars the correct amount for each TYPE 
changed for the first year of the biennium. 

E. ACT - Enter 2 for Change for the second year. 



OFFICE OF STATE COMPTROLLER 
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Instr. No . 
544.22 
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TECHNICAL INSTRUCTIONS Effective/Revision Date 
4/ 30 / 82 

Budget WOrksheets 

~ TTTLE: Decision Package - Part 2 - Ch 

IlCX.1MFNI' R>: SB Schedule 4CC - Part 2 

t«>. <F SETS &JBMITJ.'m: as necessary 00. <F <DPIES mR SET: two ( 2 ) 

P{JRIU)E: 

INSTRUCI'IONS: (Continued ) 

F. AMOUNT - Enter in whole dollars the correct amount for each TYPE 
beirg changed for the seoorrl year of t he biennium. 

VI. Priority Ranks (When Field Type DP is Used) 

A. GROUP - Enter the proper Group for this Decision Package from the 
SB Table X - Group. 

B. FY 84 (Make entry only if Priority Ranks are being charged ) 

1. DW - Enter the new four ( 4) digit nlliiDer that is the Department 
Wide priority ranking for this Decision Package for the first 
year of the biennium. 

2. BU - Enter the new four (4) digit number that is the Budget Unit 
priority ranking for this Decision Package for the first year of 
the biennium. 

3. PR03 - Enter the new four ( 4) digit number that is the Program 
priority ranking for this Decision Package for the first year of 
of the biennium. 

c. FY 85 (Make entry only if Priority Ranks are being changed ) 

1. 

2. 

3. 

DW- Enter the new four (4) digit number that is the Department 
Wide priority rankirg for this Decision Package for the second 
year of the biennium. 

BU - Enter the new four (4) digit number that is the Budget Unit 
priority rankirg for this Decision Package for the seoorrl year of 
the biennium • . 

PROG - Enter the new four (4) digit number thf
0
jtthies the Program 

priority rankirg for this Decision Package L secorrl year of 
the biennium. 
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Decision Package - Part 2 - Del~~ 
~tV: SB Schedule 4CC - Part 2 

Date 

R>. CF SETS SJBMI'I.".lm: as necessary 00. CF CDPIES ~R SET: two ( 2 ) 

.PURREE: 'lb delete financial arrl personal services data relating to the 
Department's request for t he current biennium. 

GENERAL INSTRUCTIONS : 

I. SB schedule 4CC - Part 2 is divided into five sections for data entry . 
They are: 

A. Coding Information 

B. Financial Data 

C. Federal Funds 

D. Personal Services 

E. Priority Ranks 

II . SB Schedule 4CC - Part 2 should be completed in the following sequence: 

A. Coding - Upper left. 

B. Information - Upper right . 

C. Federal Funds 

D. Personal Services 

E. Financial Data (Resources arrl Disposition of Resources ) 

F. Priodty Ranks 

INSTRUCTIONS : 

I. Coding 

A. ACC'T CODE - Enter the ten (10) digit Budget Unit number. 

B. c.c. - Enter the four (4) digit Cost Center number . 



OFFICE OF STATE COMPTROLLER Instr. No. 
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BUDGET DIVISION Page No. 
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TECHNICAL INSTRUCTIONS Effecti ve/Revision Date 
4/ 30 / 82 

Budget Worksheets 

~ TTTLE: Decision Package - Part 2 - Del 

~ K>: SB Schedule 4CC - Part 2 

00. <F SETS &JBMITI'ID: as necessary 00. <F <DPIES PER SET: two ( 2 ) 

PURIQ;E: 

INSTRUCTIONS : (Continued ) 

C. LEVEL - Enter the two (2) digit Cost Center priority level for this 
Decision Package. 

D. FIELD TYPE - Alternative 

1. Decision Package - Enter DP. 

2. Adjustment - Enter AJ . 

E. Enter the four (4) character analyst identification of the analyst 
submitting the document . 

II . Form Identification (Upper Right Corner) 

A. DEPT . N1\ME - Enter the name of Department. 

B. BUIX;ET UNIT - Enter the name of Budget Unit. 

C. PRCX;RAM - Enter the name of Program. 

D. COST CENTER - Enter the name of Cost Center . 

III. Personal Services 

A. CLASS TITLE - Enter the name of the CLASS being used . This is for 
information only and is not entered into the computer from this 
schedule . 

B. CLASS - Enter the five (5 ) digit Class Code of the position being 
deleted . 

C. ACT - Enter 2 for Change for the first year . 

D. FTE - Enter zeros for the CLASS bein:J deleted. 

E. AMOUNT - Enter zeros for the CLASS being deleted . 



OFFICE OF STATE COMPTROLLER 
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Instr. No. 
544.23 

Page No. 
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TECHNICAL INSTRUCTIONS Effective/Revision Date 
4/ 30/82 

Budget WOrksheets proval ., 

. J:.D t )/\-{'{__ e t:ti-v-

IXX.UmNT TITIE: Decision Package - Part 2 - Dele 

IlCXnmNT tV: SB Schedule 4CC - Part 2 

W. <F SETS &JBMI'.l"lm: as necessary ID. <F ffiPIES PER SET: two ( 2 ) 

PURREE: 

INS TRUer IONS : ( Continued ) 

F. Acr - Enter 2 for Change for the secorrl year. 

G. FTE - Enter zeros for the CLASS being deleted. 

H. AMOUNT - Enter zeros for the CLASS being deleted . 

IV. Federal Funds 

A. CATALCX; - Enter the catalog number of Federal Funds being deleted. 

B. FFY - Enter the Federal Fiscal Year of the Federal Funds being 
deleted. 

C. ACT - Enter 2 for change if the Federal Funds are being deleted 
during the first year of the biennium. 

D. AMOUNT - Enter zeros for the CATAr..J:X, arrl FFY being deleted during 
the first year of the biennium. 

E. ACT - Enter 2 for Change if the Federal Funds are being deleted 
during the secorrl year of the biennium. 

F. AMOUNT - Enter zeros for the CATALCX; arrl FFY being deleted during 
the secorrl year of the biennium. 

v. Financial Data 

A. TYPE - Enter the appropriate type code ( SB Table VI) for data be i ng 
deleted. 

B. ALLOC . - Enter the appropriate allocation (SB Table VI) for data 
being submitted . This field must be completed for all Receipts, 
TYPE CODE 20, am Disbursement, 'IYPE CODE 66 . vmen any other TYPE 
CODES are being used, this field should be left blank. If desired 
allocation is not on SB Table VI, contact your Budget Analyst in the 
Comptroller's office. 
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~ TITLE: Decision Package - Part 2 - Delet 

~ NJ: SB Sched ule 4CC - Part 2 

I«>. CF SETS SJBMI'rl'FD: as necessary 00. CF <DPIES .mR SET: two ( 2 ) 

PlJRIQ)E: 

IN.STRUCI'IONS: (Continued ) 

c. ACT- Enter 2 for Change for the first year. 

D. AMOUNT - Enter zeros for the TYPE beirg deleted. 

E. ACT - Enter 2 for Change for the secorrl year. 

F. AMOUNT - Enter zeros for the TYPE being deleted. 
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BUDGET DIVISION 
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DOCUMENT TTTLE: Decision Package - Utilities 

DOCUMENT tl>: SB Schedule 4CC - Part 4 

00. <F SETS &JBMI'.l'TID: as necessary 

Instr. No. 
544.40 

Page No. 
1 of 3 

Effective/Revision Date 
4/ 30/82 

otor Fuel Supplement 

00. <F <DPIES mR SET: two ( 2) 

PURPOSE: Tb ~ovide supporting data for the cost of utilities and motor fuel 

GENERAL INSTRUCTIONS: 

I. SB Schedule 4CC - Part 4 - Utilities and Motor Fuel Supplement is 
divided into three parts: 

A. Coding 

B. Section A - Utilities 

C. Section B - Motor Fuel 

II. SB Schedule 4CC - Part 4 should be canpleted in the following sequence : 

A. Codirg in the upper left corner 

B. Section A - Utilities 

C. Section B - Motor Fuels 

III . Information should be entered for each specific utility and motor fuel 
listed . Enter on the line titled "Other" the amount of all other i terns 
charged to the allocation so the total will tie in to an amount on the 
SB Schedule 4CC - Part 2. 

IV. It is not necessary to ~epare a separate SB Schedule 4CC - Part 4 for 
each cost center . All of the information for a Budget Unit may be 
entered in one cost center within the Budget Unit . If there is more 
than one Budget Unit within a department, a separate SB Schedule 4CC -
Part 4 must be ~epared for each Budget Unit expending funds for 
utilities or motor fuels. 

INSTRUCTIONS : 

I . Form Identification (Upper Left Corner ) 

A. Department - Enter the narre of the Department . 

B. Division - Enter the narre of the Division . 



OFFICE OF STATE COMPTROLLER Instr. No. 
544.4 0 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS Date 

Budget Worksheets 

DOCUMENT TTTLE: Decision Package - Utilities and otor Fuel Supplement 

DOCUMENT K>: SB Schedule 4CC - Part 4 

00. <F SETS SJBMITI.'ID: as necessary 00. <F <DPIES mR SET: two ( 2) 

~E: 

INSTRUCI'IONS: (Continued ) 

C. Program Name - Enter the name of the Program. 

D. Account No . - Enter the ten (10 ) digit number of the Budget Unit . 

II. Section A - Utilities 

A. Units 

1. FY 84 Units Requested - Enter in thousarrls the nurrber of BI'U's 
requested on this Decision Package for the year for each type 
of fuel listed. For electricity, use kilowatt hour . 

2. FY 85 Units Requested - Enter in thousarrls the number of BI'U's 
requested for the year for each type of fuel listed . For elec­
tricity, use kilowatt hours . 

B. Price 

1. FY 84 Requested Average Unit Price - Enter the requested 
average unit price to be paid during the year for each utility 
used . This should be the same as included in the base for the 
year as shown on SB Schedule 5 - Part 4. 

2. FY 85 Requested Average Unit Price - Enter the requested 
average unit ~ice to be paid during the year for each utility 
used . This should be the same as included in the base for the 
year as shown on SB Schedule 5 - Part 4. 

C. 'lbtal Cost 

1. Fy 84 Request - Enter the total amount for each utility 
requested on this Decision Package for the year. 

2. FY 85 Request - Enter the total amount for each utility 
requested on this Decision Package for the year . 
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Budget Worksheets proval 

DOCUMENT TTTLE: Decision Package - Utilities and otor Fuel Supplement 

DOCUMENT K>: SB Schedule 4CC - Part 4 

YJ. <F SETS 9JBMIT.l'm: as necessary 00. <F CDPIES mR SET: two ( 2) 

F'URK5E: 

INSTRDCriONS : ( Continued ) 

III. Section B - Motor Fuels 

A. Units 

1. FY 84 Units Requested - Enter in thousaoos the nunt>er of tmits 
requested for this Decision Package for the year for each type 
of motor fuel listed. 

2. FY 85 Units Requested - Enter in thousaoos the nurrber of tmits 
requested for this Decision Package for the year for each type 
of motor fuel listed . 

B. Price 

1. FY 84 Requested Average Unit Price - Enter the requested 
average unit price to be paid during the year for each motor 
fuel used. 'Ihis should be the same as included in the base for 
the year as shown on SB Schedule 5 - Part 4. 

2. FY 85 Requested Average Unit Price - Enter the requested 
average unit ~ice to be paid during the year for each motor 
fuel used . This should be the sarre as included in the base for 
the year as shown on SB Schedule 5 - Part 4. 

C. 'Ibtal Cost 

1. FY 84 Request - Enter the total amount for each type of motor 
fuel requested on this Decision Package for the year . 

2. FY 85 Request - Enter the total amount for each type of motor 
fuel requested on this Decision Package for the year. 
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BUDGET DIVISION 
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Budget Worksheets 

DOCUMENT TTTLE: Cost Center Budget Base Computati n - Preprinted 

DOCUMENT K>: SB Schedule sec 

R>. CF SETS SJBMITI'E[): one per Cost Center 00. CF OOPIES mR SET: one ( 1) 

PORI'Q;E: 'Ib enter the Adjusted Budget as rxepared by the Departments for the 
second year of the biennium and the Base Budgets for the Budget Request. 

GENERAL INSTRUCTIONS: 

I. SB Schedule sec is dividerl into four sections for data entry. They are : 

A. Coding Information 

B. Part I - Financial Data 

c. Part II - Federal Funds 

D. Part III - Personal Services 

II . SB Schedule SCC should be canpleterl in the following sequence : 

A. Coding Information 

B. Information - Upper Right 

c. Part II - Federal Funds 

D. Part III - Personal Services 

E. Part I - Financial Data 

III . All Personal Services data must be entererl on the Personal Services 
portion of SB Schedule SCC . 'Ihe total will be carried forward by the 
computer to the Financial Data portion of the schedule . 

A. FTE - 'Ihe limit in this field is six (6 ) digits, four (4 ) to the left 
of the decimal and two (2) to the right, i.e . 9999.99 . The two 
digits to the right of the decimal must be completed for all 
entries . One FTE is entered 1. 00 . 

B. AMOONT - There are nine ( 9) characters available in this field with a 
limit of 999,999,999 . 
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Instr. No. 
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Page No. 
2 of 4 

~ TTTLE: Cost Center Budget Base Computatr n - Preprinted 

~ K>: SB Schedule sec 

Date 

t«>. CF SETS &JBMITrm: one per Cost Center t«>. CF <DPIES PER SET: one ( 1 ) 

GENERAL INSTRUCTIONS: (Continued ) 

IV. All Federal Funds data must be entered on the Federal Funds I;Qrtion of 
SB Schedule 5CC. The total will be carried forward by the computer to 
the Financial Data I;Qrtion of the schedule. 

A. Catalog - The limit in this field is five digits. 

B. FFY - The limit in this field is two digits. 

c. AMOUNT - There are nine (9) characters available in this field with 
a limit of 999,999,999 . 

INSTRUCTIONS: 

I. Coding 

A. The ten ( 10) digit Budget Unit account number will be preprinted. 

B. The four ( 4) digit Cost Center number will be preprinted . 

C. The two (2) alpha Field Type (BB ) will be preprinted . 

D. Enter the four (4) character Analyst identification in the blank 
space . 

II. Federal Funds 

A. Description - Enter a brief description of the Federal Grant being 
entered. This is for information only and will not be entered into 
the canputer . 

B. Catalog - The catalog number will be pr-eprinted . 

C. FFY - The Federal Fiscal Year will be pr-eprinted . 

D. ACT - Enter 2 for Change . 

E. ACIUAL FY 82 BB-1 - The actual arrount for the Catalog and FFY will be 
preprinted . 
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~ TTTLE: COst Center Budget Base Computation - Preprinted 

r:x:x:t.ln'Nl' tl>: SB Schedule sec 

NJ. <F SETS &JBMI'l"l''D: one per Cost Center 00. <F <DPIES mR SET: one ( 1 ) 

INSTRUcriONS: (Continued ) 

F. BUDGET FY 82 BB-2 - The Budget for the Catalog am the FFY will be 
preprinted. 

G. BUDGET FY 83 BB- 3 - 'Ihe Budget for the CatalCXJ arrl the FFY will be 
preprinted. 

H. Aru. BUDGET FY 83 BB-4 - Enter the amount of Federal Funds estimated 
to be received during FY 83 for earn CatalCXJ and FFY. 

I. BASE BUDGET FY 84 BB- 5 - Enter the amount of Federal Funds estimated 
to be included on the Base for FY 84 for each Catalog am FFY. 

J . BASE BUDGET FFY 85 BB-6 - Enter the amount of Federal Furrls estimated 
to be included in the Base for FY 85 for each CatalCXJ arrl FFY . 

III . Personal Services 

A. Class Title - Enter the name of the class being used . This is for 
information only arrl is not entered into the computer from this 
schedule. 

B. CLASS - Enter the five (5) digit Class Code of the position being 
entered . 

C. 1981 - 1982 ACI'UAL BB-1 - The ACI'UAL FTE arrl AMOUNT by CLASS total will 
be preprinted . 

D. 1981 - 1982 BUDGET BB- 2 - The BUDGET FTE and AMOUNT by CIASS total will 
be fXepr in ted • 

E. 1982- 1983 BUDGET BB-3 - The BUDGET FTE arrl AMOUNT by CLASS total will 
be preprinted . 

F. FTE BB- 4 - Enter the total FTE for earn CLASS to be funded during 
FY 83 . 

G. AMOUNT BB-4 - Enter in whole dollars the cost of the FTE BB-4 for the 
CLASS . 
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~ TTTLE: Cost Center Budget Base Computat n - Preprinted 

rx:x:nmfi' K>: SB Schedule SCC 

K>. <F SETS SJBMITI'ED: one per Cost Center 00. <F <DPIES PER SET: one ( 1 ) 

INSTRUCTIONS: (Continued ) 

IV. 

H. FTE BB-5 - Enter the total PrE for each CLASS to be funded in the 
BASE BUDGET for FY 84 . 

I . AMOUNT BB- 5 - Enter in whole dollars the cost of the PrE BB-5 for the 
ClASS . 

J . FTE BB-6 - Enter the total PrE for each CLASS to be funded in the 
BASE BUDGET for FY 85 . 

K. AMOUNT BB- 6 - Enter in whole dollars the cost of the PrE BB-6 for the 
ClASS . 

Financial Data 

A. TYPE - Preprinted 

B. ALLOC - Preprinted 

c. ACT - Preprinted - 2 (change ) 

D. ACTUAL - FY 82 BB-1 - Preprinted 

E. BUDGET - FY 82 BB-2 - Preprinted 

F . BUDGET - FY 83 BB-3 - Prepr inted 

G. ADJUST BUDGET FY 83 BB-4 - Printed by ccmputer 

H. BASE BUDGET FY 84 BB-5 - Printed by ccmputer 

I. BASE BUDGET FY 85 BB-5 - Printed by ccmputer 
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~ TTTLE: Cost Center Budget Base Computati - Add 

oc:x:tMI.'Nl' R>: SB Schedule sec 

00. <P SETS &JBMITrm: one }?er Cost Center 00. <P <DPIES FER SET: one ( 1 ) 

P{]IUQ;E: 'Ib crld Federal Funds, Personal Services arrl Financial data to the first 
six columns in the Budget System which are : 

BB-1 ACTIJAL - FY 82 
BB- 2 BUDGET - FY 82 
BB-3 BUDGET - FY 83 
BB- 4 Aru. BUDGET - FY 83 
BB-5 BASE BUDGET - FY 84 
BB-6 BASE BUDGET - FY 8S 

GENERAL INSTRUCTIONS: 

I. SB Schedule sec is divided into four sections for data entry. They are: 

A. Coding Information 

B. Part I - Financial Data 

c. Part II - Federal Funds 

D. Part III - Personal Services 

II. SB Schedule SCC should be completed in the following sequence : 

A. Coding Information 

B. Information - Upper Right 

c. Part II - Federal Funds 

D. Part III - Personal Services 

E. Part I - Financial Data 

III. All Personal Services data must be entered on the Personal Services 
portion of SB Schedule SCC. The total will be carried forward by the 
computer to the Financial Data portion . 

A. FTE - The limit in this field is six (6) digits, four (4) to the 
left of the decimal and two (2) to the r ight , i .e. 999 . 99 . The two 
digits to the right of the decimal must be completed for all 
entries . One FTE i s entered 1. 00 . 
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~ TTTLE: Cost Center Budget Base Cornputa 

IXXnmNT W: SB Schedule 5CC 

~----------- ··-- --
Instr. No. 

545.2 0 
Page No. 

2 of 5 
Effective/Revision Date 

4/ 30/82 
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1 
af2. -~ 

00. <F SETS SJBMI'.l".l''D: one ~r Cost Center 00. <F OOPIES PER SET: one ( 1 ) 

GENERAL INSTRUCTIONS (continued ) 

B. AMOUNT - There are nine ( 9 ) characters available in this field with a 
limit of 999,999,999 . 

IV. All Federal Funds data must be entered on the Federal Funds portion of 
SB Schedule 5CC. The total will be carried forward by the camputer to 
the Financial Data portion of the schedule. 

A. Catalog - The limit in this field is five digits. 

B. FFY - The limit in t his field is two digits . 

C. AMOUNT - There are nine (9 ) characters available in this field with 
a limit of 999,999,999 . 

INSTRUCTIONS : 

I. Coding 

A. Acc't Code - Enter the ten (10 ) digit Budget Unit number. 

B. C.C. - Enter the four (4) digit Cost Center number . 

C. Level - Leave this space blank. 

D. Field ~ - BB preprinted. 

E. Enter the four (4) character analyst identification of the analyst 
submitting the document. 

II. Form Identification (Upper Right Corner ) 

A. DEPT. NAME - Enter the name of Department. 

B. BUDGET UNIT - Enter the name of Budget Unit . 

C. PROGRAM - Enter t he name of Program. 

D. COST CENTER- Enter the name of Cost Center. 
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Date 

~( . ~'----"H'1-> 

00. CF SETS SJBMITI'ID: one per Cost Center 00. CF OOPIES PER SET: one ( 1 ) 

INSTRUCTIONS: 

III. Part II - Federal Funds 

A. Description - Enter a brief description of the Federal Grant being 
entered. This is for information only and will not be entered into 
the computer. 

B. Catalog - Enter the five (5) digit catalog number of the Federal 
Grant under which the Federal Funds are being received . 

c. FFY - Enter t he two (2) digit Federal Fiscal Year form which the 
Federal Funds are being received. 

D. Acr - Enter 1 for Add. 

E. ACI'UAL FY 82 BB-1 - Do not use this column. 

F. BlJI)3ET FY 82 BB-2 - Do not use this column. 

G. Burx;ET FY 83 BB-3 - Do not use this column . 

H. ADJ. Burx;ET FY 83 BB-4 - Enter the amount of Federal Funds estimated 
to be received during FY 83 for each catalog number and FFY . 

I. BASE BlJI)3ET FY 84 BB- 5 - Enter the amount of Federal Funds estimated 
to be included in the Base for FY 84 for each catalog ard FFY . 

J. BASE Burx;ET FY 85 BB-6 - Enter the amount of Federal Funds estimated 
to be included in the Base for FY 85 for each catalo::J and FFY . 

IV. Part III - Personal Services 

A. Class Title - Enter the name of the class being used. This is for 
information only ard is not entered into the oamputer from this 
schedule. 

B. CLASS - Enter the five (5) digit Class Code for the position being 
added. 
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K>. <F SETS SJBMI'.l".l'm: one per Cost Center 00. CF <DPIES PER SET: one ( 1 ) 

INSTRUcrroNS: (continued ) 

C. Acr - Enter 1 for Add . 

D. FTE BB-1 - Do not use this column. 

E. AMOUNT BB-1 - Do not use this column. 

F. FTE BB-2 - Enter the FTE that has been budgeted arrl funded by CLASS 
for FY 82. 

G. AMOUNI' BB-2 - Enter in whole dollars the AMOUNT that has been appro­
priated for FY 82 for the CLASS. 

H. FTE BB-3 - Enter the FTE that has been budgeted arrl funded by CLASS 
for FY 83. 

I . AMOUNT BB- 3 - Enter in whole dollars the AMOUNT that has been appro­
priated for FY 83 for the CLASS . 

J. FTE BB-4 - Enter the total FTE for each CLASS to be funded during 
FY 83~ 

K. AMOUNT BB- 4 - Enter in whole dollars the cost of the FTE for the 
CLASS. 

L . FTE BB-5 - Enter the total FTE for each CLASS to be funded in the 
BASE BUDGET for FY 84 . 

M. AMOUNT BB- 5 - Enter in whole dollars the cost of the FTE BB- 5 for 
the CLASS. 

N. FTE BB-6 - Enter the total FTE for each CLASS to be funded in the 
BASE BUDGET for FY 85 . 

0 . AMOUNT BB- 6 - Enter in whole dollars the cost of the FTE BB-6 for the 
CLASS . 
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~ TTTLE: Oost Center Budget Base Computa · n - Add 

~ NJ: SB Schedule sec 

00. <F SETS &JBMITl'FD: one per Cost Center 00. <F CDPIES PER SET: one ( 1 ) 

INSTRUCTIONS: (continued ) 

v. Part I - Financial Data 

A. 'IYPE - Enter the appropriate TYPE CDDE (SB Table VI ) for data being 
subnitted. 

B. ALU:X:. - Enter the appropriate ALLCX: (SB Table VI) for data being 
subnitted. '!his field must be ccmpleted for all Receipts, 'IYPE CDDE 
20, and Disbursements, TYPE CODE 66. When any other TYPE CODES are 
being used, this field should be left blank. If desired allocation 
is not on SB Table VI, contact your Budget Analyst in the Canrr 
troller's office . 

c. ACT - Enter 1 for Add . 

D. ACI'UAL FY 82 BB-1 - Do not use this column . 

E. BUDGET FY 82 BB-2 - Enter in whole dollars the AMOUNT that has been 
appropriated by TYPE and/ or ALU:X: for FY 82 . 

F. BUDGET FY 83 BB- 3 - Enter in whole dollars the AMOUNT that has been 
appropriated by 'IYPE arrl/or ALU:X: for FY 83 . 

G. ADJ. BUDGET FY 83 BB-4 - Enter in whole dollars the correct ajjusted 
BUDGET for FY 83 as determined by the Departments for each line of 
data. 

H. BASE BUDGET FY 84 BB-5 - Enter in whole dollars the correct amounts 
to be included in the BASE BUDGET FY 84 for earn line of data . 

I . BASE BUDGET FY 85 BB-6 - Enter in whole dollars the correct arrounts 
to be included in the BASE BUDGET FY 85 for each line of data. 
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nc:x:tMBNl' TITLE: Cost Center Budget Base Conputa ' 

ncx:nmNr tD: SB Schedule sec 

r«>. CF SETS SUBMIT'I'm: as necessary 00. CF OOPIES PER SET: one ( 1 ) 

P'lJl(fQ)E: 'Ib change Federal Furrls, Personal Services arrl Financial data in the 
first six columns in the Budget System which are: 

BB-1 ACI'UAL - FY 82 
BB- 2 BUDGET - FY 82 
BB-3 BUDGET - FY 83 
BB-4 ADJ. BUDGET - FY 83 
BB- 5 BASE BUDGET - FY 84 
BB- 6 BASE BUDGET - FY 8S 

GENERAL INSTRUCTIONS : 

I. SB Schedule sec is dividoo into three sections for data entry. They are: 

A. Coding Information 

B. Part I - Financial Data 

C. Part II - Federal Funds 

D. Part III - Personal Services 

II . SB Schedule SCC should be completed in the following sequence : 

A. Coding Information 

B. Information - Upper Right 

c. Part II - Federal Funds 

D. Part III - Personal Services 

E. Part I - Financial Data 

III . All Personal Services data must be entered on the Personal Services 
portion of SB Schedule SCC. 'Ihe total will be brought for ward by the 
computer to the Financial Data portion . 

A. FTE - The limit in this field is six (6 ) digits, four (4) to the l ef t 
of the decimal arrl two (2 ) t o the right , i .e. 9999 . 99 . The two 
digits to the right of the decimal must be completoo for all 
entries . One FTE is enter ed 1. 00 . 
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~ TTTLE: Cost Center Budget Base Computat n - Change 

I:XXn4FNr NJ: SB Schedule 5CC 

00. <F SETS ruBMI'I.'TID: as necessary 00. <F <DPIES FER SET: one ( 1 ) 

GENERAL INS TRUer IONS : ( continued ) 

B. AMOUNT - There are nine ( 9 ) characters available in t his field with 
a limit of 999,999,999 . 

IV. All Federal Funds data must be entered on the Federal Funds portion of 
SB Schedule 5CC . 'Ihe total will be carried forward by the canputer to 
the Financial Data portion of the schedule. 

A. Catalog - The limit in this field is five digits. 

B. FFY - The limit in this field is two digits . 

C. AMOUNT - There are nine (9) characters available in this field with 
a limit of 999,999,999 . 

INSTRUCTIONS: 

I. Coding 

A. Acc't Code - Enter the ten (10) digit Budget Unit number. 

B. C.C . - Enter the four (4) digit Cost Center number . 

C. Level - Leave this space blank. 

D. Field Type - BB preprinted . 

E. Enter the four (4) character analyst identification of the analyst 
submitting the document . 

II. Form Identification (Upper Right Corner ) 

A. DEPT. NAME - Enter the name of the Department . 

B. BUDGET UNIT - Enter the name of Budget Unit . 

C. PRC>GRAM - Enter the narre of Program . 

D. COST CENTER - Enter the name of Cost Center . 
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d I h Cost Center Bu get Base Computat1 n - C ange 

IXn.Ji1FNI' K>: SB Schedule 5CC 

00. <F SETS &JBMI'I.".l''D: as necessary 00. <F <DPIES FER SET: one ( 1 ) 

INSTRUCTIONS: (continued ) 

III. Part II - Federal Funds 

A. Description - Enter a brief description of the Federal Grant being 
entered. This is for information only and will not be entered into 
the canputer . 

B. Catalog - Enter the five ( 5 ) digit catalog number of the Fooeral 
Grant under which the Federal Funds are being received . 

C. FFY - Enter the two (2) digit Federal Fiscal Year from which the 
Federal Funds are being received . 

D. ACT - Enter 2 for Change. 

E. ACI'UAL FY 82 BB-1 - Do not use this colurrm . 

F. BUDGET FY 82 BB-2 - Do not use this colurrm . 

G. BUDGET FY 83 BB-3 - Do not use this colurrm . 

H. ADJ . BUDGET FY 83 BB-4 - Enter the amount of Fooeral Funds estirnatoo 
to be received during FY 83 for each catalog number and FFY . 

I. BASE BUDGET FY 84 BB- 5 - Enter the arrount of Federal Funds estimated 
to be included in the Base for FY 84 for each catalog and FFY . 

J. BASE BUDGET FY 85 BB-6 - Enter the amount of Federal Funds estirnatoo 
to be included in the Base for FY 85 for each catalog and FFY . 

IV. Part III - Personal Services 

A. Class Title - Enter the name of the class being used . This is for 
information only and is not entered into the camputer from this 

B. CLASS - Enter the five (5) digit Class Code of the position being 
changed . 



OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget WOrksheets 

Instr. No. 
545.3 0 

Date 

DOCUMENT TTTLE: Cost Center Budget Base Cornputat - Change 

DOCUMENT K>: SB Schedule sec 

00. <F SETS &JBMI'rlm: as necessary 00. <F <DPIES FER SET: one ( 1 ) 

INSTRUcriONS: ( continued ) 

c. Acr - Enter 2 for Change. 

D. FI'E BB-1 - Enter the correct AcruAL FI'E for the CLASS for FY 82. 

E. l\MOUNT BB-1 - Enter in \\hole dollars the correct l\MOUNT for the FI'E 
BB- 1 for FY 82 . 

F. F"I'E BB- 2 - Enter the correct BUDGET FTE for the ClASS for FY 82 . 

G. AMOUNT BB-2 - Enter in whole dollars the AMOUNT for the FI'E BB- 2 for 
for FY 82. 

H. FI'E BB-3 - Enter the correct BUDGET FTE for the CLASS for FY 83 • 

I. l\MOUNT BB-3 - Enter in \\hole dollars the correct l\MOUNT for the FTE 
BB- 3 for FY 83. 

J. FTE BB- 4 - Enter the correct total FTE for each ClASS to be funded 
FY 83. 

K. l\MOUNT BB-4 - Enter in \\hole dollars the cost of the Fl'E BB-4 for 
FY 83 . 

L. FTE BB-5 - Enter the total FI'E for each CLASS to be funded in the 
BASE BUDGET for FY 84 . 

M. liMOUNT BB-5 - Enter in \\hole dollars the cost of the Fl'E BB-5 for 
the CLASS . 

N. FTE BB- 6 - Enter the correct total FTE for each CLASS to be funded 
in the BASE BUDGET for FY 85 . 

0 . l\MOUNT BB-6 - Enter in \\hole dollars the cost of the Fl'E for the 
CLASS . 
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Date 

DCXlMENl' TI'l'IE: Cost Center Budget Base Canputat on - Change 

IXXnHfi' l'D: SB Schedule 5CC 

00. <F SETS SJBMITTID: as necessar y 00. <F <DPIES I£R SET: one ( 1 ) 

INSTRUCTIONS: (continued ) 

v. Part I - Financial Data 

A. TYPE - Enter the appropriate TYPE (X)DE (SB Table VI ) for data being 
sutmitted. 

B. ALLCC. - Enter the appropriate ALUX: ( SB Table VI ) for data being 
sul:xnitted. This field must be canpleted for all Receipts, 'IYPE (X)DE 
20 , and Disbursements, TYPE CODE 66. When any other TYPE CODES are 
being used, this field should be left blank . If desired allocation 
is not on SB Table VI, contact your Budget Analyst in the Canp­
troller's office. 

C. ACT - Enter 2 for Change . 

D. AcruAL FY 82 BB-1 - Enter in v.hole dollars the correct ACIUAL for 
each TYPE and/or ALUX:: for FY 82 . 

E. BUDGET FY 82 BB- 2 - Enter in whole dollar s the corr ect AMOONT that 
has been appropriated by TYPE and/or ALLCX:: for FY 82 . 

F. BUDGET FY 83 BB-3 - Enter in whole dollars the correct AMOUNT that 
has been appr opriated by TYPE and/or ALUX: for FY 83. 

G. AnJ. BUDGET FY 83 BB- 4 - Enter in whole dollars the correct a:ljusted 
BUDGET for FY 83 as determined by the Departments for each line of 
data . 

H. BASE BUDGET FY 84 BB- 5 - Enter in whole dollars the correct amounts 
to be included in the BASE BUDGET FY 84 for each line of data . 

I. BASE BUDGET FY 85 BB-6 - Enter in v.hole dollars the correct arrounts 
to be included in the BASE BUDGET FY 85 for each line of data . 





OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

Instr. No. 
545.4 0 

I 
~ TITLE: Cost Center Budget Base Canputati - Delete 

J:XXDIIENl' K>: SB Schedule sec 

Date 

00. CF SETS SUBM.l'I"'''D: one r;er cost center 00. CF OOPIES ffiR SET: one ( 1 ) 

P'URP(l)E: 1b delete Federal Funds, Personal Services arrl Financial data fran the 
first six columns in the Budget System which are: 

BB-1 ACI'UAL - FY 82 
BB-2 BUDGET - FY 82 
BB-3 BUDGET - FY 83 
BB-4 ADJ. BUDGET - FY 83 
BB-5 BASE BUDGET - FY 84 
BB- 6 BASE BUDGET - FY 85 

GENERAL INSTRUCTIONS: 

I . SB Schedule 5CC is divided into four sections for data entry. They are : 

A. Coding Information 

B. Part I - Financial Data 

C. Part II - Federal Funds 

D. Part III - Personal Services 

II. SB Schedule 5CC should be canpleted in the following sequence: 

A. Coding Information 

B. Information - Upper Right 

C. Part II - Federal Funds 

D. Part III - Personal Services 

E. Part I - Financial Data 

III. All Personal Services data must be entered on the Personal Services 
portion of SB Schedule 5CC. The total will be brought forward by the 
computer to the Financial Data portion. 

A. FTE - The limit in this field is six (6) digits, four (4) to the 
l eft of the decimal and two (2) to the right, i.e. 999 . 99 . The two 
digits to the right of the decimal must be completed for all 
entries. One FTE is entered 1. 00 . 
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DOCUMENT TTTLE: Cost Center Budget Base Computation - Delete 

DOCUMENT K>: SB Schedule sec 

00. <F SETS &JBMIT.l'm: one per cost center 00. <F <DPIES H:R SET: one ( 1 ) 

GENERAL INSTRUCTIONS: (continued ) 

B. AMOUNT - There are nine (9) characters available in this field with a 
limit of 999,999,999. 

IV. All Federal Funds data must be entera':l on the Federal Funds portion of 
SB Schedule SCC. The total will be carried forward by the computer to 
the Financial Data portion of the schedule. 

A. Catalog - The limit in this field is five digits. 

B. FFY - The limit in this field is two digits. 

c. AMOUNT - There are nine (9) characters available in this field with 
a limit of 999,999,999. 

INSTRUCTIONS: 

I. Coding 

A. Acc't·Code- Enter the ten (10) digit Budget Unit number. 

B. C.C. - Enter the four (4 ) digit Cost Center number . 

C. Level - Leave this space blank. 

D. Field Type - BB ~eprinta':l. 

E. Enter the four ( 4) character analyst identification of the analyst 
submitting the document. 

II. Form Identification (Upper Right Corner ) 

A. DEPT. NAME - Enter the name of Department. 

B. BUDGEIT' UNIT - Enter the name of Budget Unit . 

C. PROGRAM - Enter the name of Program. 

D. COST CENTER- Enter the name of Cost Center. 
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~ TTTLE: Cost Center Budget Base Computat1 n - Delete 

rx:x:nmNr W: SB Schedule sec 

00. <F SETS &JBMIT'.l'ED: one per cost center 00. CF ffiPIES PER SET: one ( 1 ) 

INSTRUCI'IONS: (continued ) 

III. Part II - Federal Funds 

A. Description - Enter a brief description of the Federql Grant being 
entered. This is for information only and will not be entered into 
the canputer. 

B. Catalog - Enter the five ( 5) digit catalog nUITber of the Feder al 
Grant under which the Federal Funds are being received. 

C. FFY - Enter the tv.o ( 2) digit Federal Fiscal Year from which the 
federal funds are being received. 

D. ACT - Enter 2 for Change . 

E. ACI'UAL FY 82 BB-1 - Do not use this colwnn . 

F. BUDGET FY 82 BB-2 - Do not use this colwnn. 

G. BUDGET FY 83 BB- 3 - Do not use this colwnn. 

H. ADJ . BUDGET f:o"'Y 83 BB-4 - Enter- zer-os foe the catalog and FFY to be 
deleted . 

I. BASE BUDGET FY 84 BB- 5 - Enter zeros for the catalog and FFY to be 
deleted . 

J . BASE BUDGET FY 85 BB-6 - Enter zeros for the catalCJ and FFY to be 
deleted . 

IV. Par t III - Personal Services 

A. Class Title - Enter the name of the class being used . This is for 
information only and is not entered into the computer from this 
schedule. 

B. CLASS - Enter the five (5) digit Class Code of the position being 
deleted. 
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~ TTTLE: Cost Center Budget Base Computat on - Delete 

~ NJ: ss Schedule sec 

00. CF SETS &JBMITI'm: one per cost center 00. CF CDPIES PER SET: one ( 1 ) 

INSTRUcriONS: (continued ) 

C. Acr - Enter 2 f or Change . 

D. Enter zeros only in the columns fran which data is to be delet ed for 
the CLASS. Make no entry in the columns for which the data will 
remain. 

v. Part I - Financial Data 

A. TYPE - Enter the appropriate TYPE OODE (SB Table VI ) for data bei~ 
sutmitted . 

B. ALU:X:: . - Enter the appropriate ALU:X:: (SB Table VI ) for data being 
subnitted . This field must be canpleted for all Receipts, TYPE OODE 
20, and Disbursements, TYPE CODE 66 . When any other TYPE CODES are 
bei~ used, this field should be left blank. If desired alloca t ion 
is not on SB Table VI, contact your Budget Analyst in the Canp­
troller's office. 

C. Acr - . Enter 2 for Change . 

D. Enter zeros only in the columns fran which data is to be dele t ed. 
Make no entry in the columns for which the data will remain . 
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liD. <F SETS ruBMITI'ID: as necessary 

Instr. No. 
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Effective/Revision Date 
4/ 30 / 82 

00. <F CDPIES PER SET: two ( 2) 

PURPOSE: Tb ~ovide supporting data for the cost of utilities and motor fue l 

GENERAL INSTRUCTIONS : 

I . SB Schedule 5 - Part 4 - Utilities and Motor Fuel Supplement is 
divided into three parts: 

A. Coding 

B. Section A - Utilities 

C. Section B - Motor Fuel 

II . SB Schedule 5 - Part 4 should be canpleted in the followin:J sequence : 

A. Codin:J in the upper left corner 

B. Section A - Utilities 

C. Section B - Motor Fuels 

III . Information should be entered for each specific utility and motor fuel 
1 is ted. Enter on the line titled "Other" the amount of all other i terns 
charged to the allocation so the total will tie in to an arrount on t he 
SB Schedule sec. 

IV. It is not necessary to ~epare a separate SB Schedule 5 - Par t 4 for 
each cost center . All of the information for a Budget Unit may be 
entered in one cost center within the Budget Unit . If ther e is more · 
than one Budget Unit within a department, a separate SB Schedule 5 -
Par t 4 must be ~epared for each Budget Unit expending fund s for 
utilities or motor fuels . 

INSTRUCTIONS: 

I . Form Identification (Upper Left Corner) 

A. Department - Enter the name of the Department . 

B. Divis ion - Enter the name of the Division . 
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~ TTTLE: Base Budget - Utilities and Moto Supplement 

~ tV: SB Schedule 5 - Part 4 

M>. <F SETS &JBMITI'ED: as necessary 00. <F <DPIF.S PER SET: two ( 2) 

P{JRIQ)E: 

INSTRUcriONS : (Continued ) 

C. Program Name - Enter the name of the Program 

D. Account No. - Enter the ten ( 10 ) digit number of the Budget Unit 

II . Section A - Utilities 

A. Units 

1. FY 82 Actual Units Oonsumed - Enter in thousands the actual 
number of BTU's consumed during the year for each type of fuel 
listed. For electricity, use kilowatt hour. 

2. FY 83 Budgeted Units - Enter in thousands the number of BTU' s 
budgeted for the year for each type of fuel listed. For 
electricity, use kilowatt hour. 

3. FY 83 Estimated Units Oonsumed - Enter in thousands the number 
of BTU's estimated to be consumed during the year for each 
type of fuel listed. For electricity, use kilowatt hour. 

4. FY 84 Units Requested - Enter in thousands the number of BTU 's 
included in the Base for the year for each type of fuel l i sted . 
for electricity, use kilowatt hour. 

5. FY 85 Units Requested - Enter in thousands the nuwber of BTU's 
included in the Base for the year for each type of fuel listed . 
For electricity, use kilowatt hour . 

B. Price 

1. FY 82 Actual Average Unit Price - Enter the actual average unit 
price paicl during the year for utility used. 

2. FY 83 Budgeted Average Unit Price - Enter the budgeted unit 
price for the year for each util i ty used . 
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DOCUMENT TTTLE: Base Budget - Utilities and Moto Supplement 

DOCUMENT K>: SB Schedule 5 - Part 4 

00. CF SETS aJBMIT'.l'fD: as necessary 00~ CF <DPIES PER SET: two ( 2 ) 

INSTRUCTIONS: (Continued ) 

3. FY 83 Estimated Average Unit Price - Enter the estimated 
average unit price to be paid during the year for each utility 
used . 

4. FY 84 Requested Average Unit Price - Enter the requested 
average unit price to be paid during the year for each utility 
used. 

5. FY 85 Requested Average Unit Price - Enter the requested 
average unit price to be paid during the year for each utility 
used. 

C. 'Ibtal Cost 

1. FY 82 Actual Expenditures- Enter the actual amount spent 
during the year for each utility used. Estimate the total 
cost based on the total currently available. 

2. FY 83 Budget - Enter the total amount for each utility used 
that was included in the budget for the year. 

3. FY 83 Estimated Expenditures - Enter the total arrmmt for 
each utility used that you currently estimate will be spent 
during the year. 

4. FY 84 Request - Enter the total amount for each utility used 
that you included in the Base for the year. 

5. FY 85 Request - Enter the total amount for each utility used 
that you included in the Base for the year. 

III. Section B - Motor Fuel 

A. Units 

1. FY 82 Actual Units ConSLnned - Enter in thousands the actual 
number of units consumed during the year for each type of motor 
fuel listed. 
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Supplement 

00. CF OOPIES PER SET: two ( 2) 

2. FY 83 Budgeted Units Consumed - Enter in toousands the number 
of units budgeted for the year for each type of motor fuel 
listed. 

3. FY 83 Estimated Units Consumed - Enter in thousands the number 
of units estimated to be consumed during the year for each 
type of motor fuel listed. 

4. FY 84 Units Requested - Enter in toousands the number of units 
requested in the Base for the year for each type of motor fuel 
listed. 

5. FY 85 Units Requested - Enter in thousands the number of units 
requested in the Base for the year for each type of motor fuel 
listed. 

B. Price 

1. FY 82 Actual Average Unit Price - Enter the actual average 
unit price paid during the year for each motor fuel used. 

2. FY 83 Budgeted Average Unit Price - Enter the budgeted unit 
price for the year for each motor fuel used . 

3. FY 83 Estimated Average Unit Price - Enter the estimated 
average unit price to be paid during the year for each type of 
motor fuel used . 

4. FY 84 Requested Average Unit Price - Enter the requested 
average unit price to be paid during the year for each motor 
fuel used. 

5. F'Y 85 Requested Average Unit Price - Enter the requested unit 
price to be paid during the year for each motor fuel used . 
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DOCUMENT TTTLE: Base Budget - Utilities and Motor Fuel Supplement 

DOCUMENT tV: SB Schedule 5 - Part 4 

R:>. <F SETS SJBMIT'l'FD: as necessary '00. <F <DPIES mR SET: two ( 2) 

PURP(l)E: 

Ir£TRUcriONS: (Continued ) 

C. 'Ibtal Cost 

1. FY 82 Actual Expenditures - Enter the actual amount spent 
durirg the year for earn type of rotor fuel used. Estimate 
the total cost based on the total currently available . 

2. FY 83 Budget - Enter the total amount for each type of rrotor 
fuel that was included in the budget for the year . 

3. FY 83 Estimated Expenditures - Enter the total arount for each 
type of motor fuel that you currently estimate will be spent 
durirg the year. 

4. FY 84 Request - Enter the total arount for earn type of motor 
fuel that you are requesting in the Base for the year. 

5. FY 85 Enter the total amount for each type of motor fuel that 
you are requestirg in the Base for the year. 
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~ TTTLE: Position Cost Allocation Schedule -

IXX.'lMENl' K>: SB Schedule 8CC 

00. <F SETS &JBM.I'l"lm: as necessary 00. <F <DPIES mR SET: two ( 2) 

PURPOSE: TO adjust by position the Personal Services Detail on the Budget T.O. 
To list the JX)Sitions the Departments will fund during the secorrl year 
of the biennium far which funds have been appropriated. TO list the 
positions the Departments will fund in the Base Budget for each year of 
the biennium. 

GENERAL INSTRUCJ'IONS: 

I. SB Schedule 8CC wi ll be preprinted by the canputer for each Budget Unit 
having a separate ten digit account code after the payroll projections 
are run, and will include data in some fields. These fields will be 
mentioned at the appropriate time . 

II . The names in the upper left of SB Schedule 8CC will be preprinted. 

III . The name of each Cost Center will be preprinted on the document . Within 
each cost center, the information will be divided into two groups . They 
are: 

A. Posit ions included in the spendin:J plan by the department. 

B. Positions not included in the spendin:J plan by the department. 

The positions in Group A will be listed first arrl totaled and then the 
positions in Group B will be listed and totaled. There will be a total 
for each Program within a Budget Unit arrl a grarrl total for the Budget 
Unit . The following information will appear in both Groups A arrl B. 

A. Class Name: The name of each class of positions on t.he Budget T. O. 
far each Cost Center . 

B. Employee Name : The last name of each employee in the class as of 
the date of the projection will print. If the p::>sition is vacant, 
the \'X)rd "vacant" wi ll appear. If the position is permanent part 
time or exempt p:~rt time, the letter PT will appear in front of the 
name . 

C. Class Total : The total FTE's arrl dollars for all positions in each 
class. 

D. Cost Center Total: The total FTE's and dollar for all classes in 
the Cost Center. 



OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

Instr. No. 
548. 10 

Page No. 
2 of 3 

Effective/Revision Date 
4/ 30 / 82 

proval 

~ TITLE: Position Cost Allocation Schedu - Preprinted 

JXXDIIENl' K>: SB Schedule ace 

00. <F SETS &JBMITim: as necessary 00. <F OOPIES FER SET: two ( 2) 

GENERAL INSTRUCTIONS: (continued ) 

IV. PRQJ. POS. - This field will be preprinte:'i arrl show the number of posi­
tions being r:rojected. 'Ihe number will not be greater than one ( 1) 
because each position is liste:'i separately, but could be less than one 
(1) if the position is split between more than one cost center or if the 
positions is part-time. 

V. FY a3 PRCAJECTED COST - 'Ihis field will be preprinte:'i showin:J the total 
projected cost of each position for FY a3. 'Ihe cost includes frio:Je 
benefits as well as t he base salary. 

VI. FY a4 PRQJECTED COST - This field will be preprinte:'i showin:J the total 
projected cost of each position for FY a4. The cost includes fringe 
benefits as well as the base salary. 

VII. FY a5 PRCAJECTED COST - This field will be preprinte:'i showing the total 
projected cost of each position for FY a5. The cost includes fringe 
benefits as well as the base salary. 

VIII . SB Schedule ace utilizes two of the sections for data entry. They are: 

A. Coding Information 

B. Personal Services 

IX. SB Schedule ace should be canplete:'i in the followin:J sequence: 

A. Coding 

B. Personal Services 

x. The limit in the FTE fields is six (6) digits, four (4) to the left of 
the decimal and two (2) to the right, i .e. 9999.99 . The two (2) digits 
to the right of the decimal must be canplete:'i for all entries. One FTE 
is entered 1 • 00. 

XI. 'Ihe limit in the AMOUNT fields in nine (9 ) digits, i.e. 999,999 ,999. The 
AMOUNT should always be entered in whole dollrs. 

XII. The amounts that will be entered into the Budget System are the totals 
for each CLASS . It is irnperative ' that the CLASS TOTAL line be campleted 
for each CLASS . 
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IXXU4FNl' Tl'l'U:: Position Cost Allocation Schedul 

IJOCt.lotml' K>: SB Schedule ace 

00. CF SETS &JBMITI'ID: as necessary 00. CF <DPIES mR SET: two ( 2 ) 

INSTRUcriONS: 

I. Coding 

A. 'Ihe ten ( 10 ) digit Budget Unit account nu.rrber will be J:Xeprinted . 

B. 'Ihe four (4) digit Cost Center nwnber will be J:Xeprinted. 

C. Level - Leave this space blank. 

D. 'Ihe two (2 ) alpha Field Type (BB ) will be J:Xeprinted. 

E. Enter the four (4 ) character Analyst identification in the blank 

II. Personal Services 

A. FTE BB-4 - Enter the FTE submitted by the Departments by CLASS for 
the Adjusted Budget for the second year of the biennium. 

B. AMOUNT BB- 4 - Enter in whole dollars the AMOUNT submitted by the 
Departments by CLASS for the Adjusted Budget for the second year. 

C. FTE BB-5 - Enter the FTE by CLASS to be funded in the BASE BUDGET for 
FY 84. 

D. AMOUNT BB-5 - Enter in whole dollars the cost or the positions 
entered under FTE BB-5 based on the FY 84 PROJECTED OOST. 

E. FTE BB-6 - Enter the FTE by CLASS for the r:ositions to be funded in 
the BASE BUDGET for FY 85. 

F. AMOUNT BB- 6 - Enter in whole dollars the cost of the positions 
entered under FTE BB-6 based on the FY 85 PRQJECTED OOST. 

J 
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Instruction No. Page No. 
931.00 1 of 1 

Effective/Revision Date 
4/30/82 

Budget Pricing Information - Printing 

I. PAPER: Paper prices will probably remain fairly stable through the middle 
of 1983. Due to the rxesent econany there is an ample supply of :r;aper 
which will tend to hold prices at the current levels. 

II . SrocK COMPtJI'ER PAPERS: This iten has raised very little durin:J the last 
year . using the rxesent system of 8 lines to the inch and a smaller sheet 
will probably result in little increase in these costs. 

III . BUSINESS MACHINE CARDS: Usage of this iten is still declining. A cost 
increase of 6% per year can be anticipated. 

IV. PRINTING OF CUS'IDM BUSINESS FORMS: Conpetition still oolds the rxice down 
for these 1tems. Specialty fonns with little canpetition will shaN the 
greatest increase. A 6 or 7% increase will rxobably be maximt.nn. 

V. OJNVENTIONAL PRINTING: Increases during the last year have been less than 
3% . Competition has created a buyers market and has held the prices down . 

VI . COPIERS : Increase for copier costs will be less than 3%. 

Any specific questions concernin:J printing, paper and copier costs should be 
directed to the Printing Division of the Department of General Services . 
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Instruction No. Page No. 
932.00 1 of 2 

Budget Pricing Information - Office Equipment 

OFFICE EQUIPMENT PRICE LIST 

DESKS . 

Metal Executive, 60" x 30" dbl. pedestal 
w/center drawer 

Metal Steno, 60" x 30" sgl. pedestal type 
w/32" x 19" typing unit 

Vbod Modern Style Executive, 72" x 36" 
Vbod Modern Style Steno, 60" x 30" 

w/30" x 18" return 

CONFERENCE TABLES 

60" x 30" Metal Frame 
72" x 36" Metal Frame 

CHAIRS 

Executive Type, Swi vel w/ar ms , metal base 
upholstered 

Steno Type, metal base, upholstered 
Metal Side Chairs, w/arms, upholstered 
Metal Side Chairs w/o arms, upholstered 
Wood Base Executive Chair, upholstered hi-back 
One-Piece Plastic Seat & Back Side Chairs 

FILES - FULL SUSPENSION (LETTER) 

Two Drawer, Lateral 30" wide 
Four Drawer 
Five Drawer 

FILES - FULL SUSPENSION (LEGAL ) 

Two Drawer, Lateral 30" wide 
Four Drawer 
Five Drawer 

BOOKCASE 

36" wide x 42" high, 2 shelves 

Effective/Revision Date 
4/30/82 

CCBT 

$391.44 

477 . 12 
470.00 

420.00 

224.40 
234.30 

198 .95 
99.90 
6'1. 75 
46.25 

323.20 
22.95 

153 .40 
271.04 
325 .36 

153 .40 
271.04 
325 . 36 

101.55 
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Section Instruction No. Page No. 
APPENDIX 932. 00 2 of 2 

Subject 
Budget Pricing Information - Office Equipment 

COAT RACKS 

16 Unit 

DICTATING & TRANSCRIPTION EQUIPMENT 

Tape Dictating Unit (Cassette ) 
Tape Transcription Unit (Cassette ) 

CALCUIA'IDRS & ADDING MACHINES 

Electronic Calculator, Portable 
Electronic Calculator, Desk Type, Memory; 
Display Type 

Printing Tape Type 

TYPEWRITERS (WITHOUT TRADES ) 

I 

Selectric, Ball Type 13 . 5" w/o dual pitch 
Starrlard Type Bar Electric w/Regular Keyboard 13" 
Correcting Selectric, Ball Type 13 .5" 

w/dual pitch 

Effective/Revision Date 
4/ 30/82 

.~pproval 

\~Vy)1,k~ ~ (~tJ--:r;:;;;,YVV 
I COS 'I 

$125.00 

479.00 
479.00 

30.00 

110 . 00 
159 .20 

760 . 50 
655.00 

913.00 

The above ~ices are current as of 1st quarter, 1982 . If prices are needed on 
equipment not listed, contact the Central Purchasing Division of the Department 
of General Services. 

These prices do not include the .012 administrative charge made by General 
Ser vices . 
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Subject Budget Pricing Information ~praval~ Vehicle Rates - Rental Rates 
~ . 

( 
Effective July 1, 1982, rental rates for Vehicle Dispatcher Division Pool 
Vehicles will be as follows: 

Mini Compact (sedans ) 

Sub Compact (sedans & wagons ) 

Compact (sedans, wagons & pickups) 

Mid Size (sedans & wagons ) 
Large Size (Diesel sedans & wagons) 

Large Size (Gas sedans, wagons 
& pickups) 

vans (12 passenger ) 

vans ( 15 passenger ) 

- 13t per mile or minimwn of 
$6.50 per day 

- 14t per mile or minimum of 
$7.00 per day 

- 15t per mile or minimum of 
$7 . 50 per day 

- 16<t per mile or minimum of 
$8.00 per day 

- 17~ per mile or minimwn of 
$8.50 per day 

- 25~ per mile or minimum of 
$12.50 per day 

- 27¢ per mile or minimwn of 
$13.50 per day 

The minimum charge is applicable only if the vehicle is not driven an average of 
50 miles per day. For example, if a sub compact car is rented for ten days and 
not driven an average of 50 miles per day (50 x 10 x 14~ = $70 . 00) = same cost 
as driving 500 miles x 14t = $70. 00 . 

The minimwn daily charge is necessary to expedite the return of pool vehicles 
not being properly utilized . 

The reimbursement rate for private vehicles is 24~ per mile as of July 1, 1982 ~ 





A. 
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Subject Budget Pricing Information 
I ~ pprov al ~ 

Vehicle Rates - Depreciation ~~ 
VEHICLE DISPATCHER DEPRECIATION RATES 

ESTIMATED DEPRECIATION CHARGES FOR FISCAL YEAR 1983 , 1984 AND 1985 
BASED UPON 65,000 AVERAGE VEHICLE MILEAGE (EXCEPI' ENFORCEMENI' IS 90,000 MILES ) 

FISCAL 1983 FISCAL 1984 FISCAL 1985 
ESTIMATED ESTIMATED ESTIMATED 

COST DEPRECIATI ON COST DEPRECIATION COST DEPRECIATION 

VEHICLE COST & 
DEPRECIATION 

Sub Canpact 6,400 3,100 6,800 3,500 7,200 3,900 
Per Month-

42 Months 75 85 95 
Depreciation 

Rate Per Mile . 0477 . 0538 . 0600 

Compact wagon 7,400 4,1 00 7,800 4,500 8,200 5, 000 
Per Month-

42 Months 100 11 0 120 
Depreciation 

Rate Per Mile . 0631 . 0692 . 0769 

Compacts 7,000 4,200 7,400 4,600 7,800 5,1 00 
Per Month-

42 Months 100 110 120 
Depreciation 

Rate Per Mile . 0646 . 0708 . 0784 

Mid Size Sedan 7,300 3, 600 7, 800 4, 000 8,300 4,500 
4 spj 
Per Month-

42 Months 85 95 110 
Depreciation 

Rate Per Mile . 0553 .0615 . 0692 

Mid Size Wagon 8,550 4,500 9,000 5,000 9,500 5,500 
A/T 

Per Month-
42 Months 105 120 130 

Depreciation 
Rate Per Mile . 0692 . 0769 . 0846 
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Subject Budget Pricing Information ~ pproval 
Vehicle Rates - Depreciation ~ ~.tJ:t;;::., /]./ 

FISCAL 1983 FISCAL 1984 FISCAL 1985 
ESTIMATED ESTIMATED ESTIMATED 

COST DEPRECIATION COST DEPRECIATION COST DEPRECIATION 

Large Size Sedan 9,700 5,100 10,300 5,700 10,900 6,300 
(Diesel) 
Per Month-

42 Months 120 135 150 
Depreciation 

Rate Per Mile .0785 .0877 .0969 

Large Size Wagon 10' 100 5' 100 10,700 5,700 11,300 6,400 
2- Seat (Diesel) 
Per Month-

42 Months 120 135 150 
Depreciation 

Rate Per Mile . 0785 . 0877 .0984 

Large Size wagon 10,300 5,100 10,900 5,700 11,500 6,400 
3- Seat (Diesel ) 
Per Month-

42 Months 120 135 150 
Depreciation 

Rate Per Mile . 0785 .0877 . 0984 

Mid Size 
Enfor cement 8,600 7,000 9,100 7,500 9,600 8,000 
Per Month-

36 Months 
(90 ,000 Miles) 195 210 220 

Depreciation 
Rate Per Mile . 0778 . 0833 . 0888 

B. DEPRECIATION COST 
PER MILE 

Sub Compact .0477 . 0538 . 0600 
Compact wagon .0631 . 0692 . 0769 
Compact .0646 . 0708 . 0784 
Mid Size Sedan 4 spd .0553 . 0615 . 0692 
Mid Size Wagon A/T . 0692 . 0769 . 0846 
Large Size Sedan (Diesel ) .0785 . 0877 .0969 
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Budget Pricing Information Subject ~pproval 
Vehicle Rates - Depreciation A-tl- ·~ fJ!a P<Jr::-_K\ /1 

i 

FISCAL 1983 FISCAL 1984 FISCAL 1985 
ESTIMATED ESTIMATED ESTIMATED 

COST DEPRECIATION COST DEPRECIATION COST DEPRECIATION 

Large Size Wagon 2- Seat 
(Diesel ) 

Large Size Wagon 3- Seat 
(Diesel ) 

Mid Size Enforcement 

C. INSURANCFS RATES 
PER VEHICLE 

Year 
Month 

D. VANS AND TRUCKS 

.0785 

. 0785 

. 0788 

120.00 
10.00 

.0877 

. 0877 

. 0833 

120 . 00 
10.00 

RECOMMENDED DEPRECIATION PER OONTH 

6,001 - 7,000 -- - - - - - -- -- - --
7,001 - 8,000 --------------
8,001 - 9,000 - - - - - - - - - - - - - -
9,001 - 10,000 - - - - - - - - - - - - - -

10,001 - 11,000 --------------
11,001 - 12,000 --------------
12,001 - 13,000 - - - - - - - - - - - - - -
13,001 - 15,000 - - - - - - - - - - - - - -
15,001 - 17,000 --------------
17,001 - 20,000 --------------
20,001 - 25,000 - - - - - - - - - - - - - -
25,001 - 30,000 - - - - - - - - - - - - - -
30,001 - 35,000 - - - - - - - - - - - - - -
35 , 001 - 40,000 - - - - - - - - - - - - - -
40,001 - 45,000 - - - - - - - - - - - - - -
45,001 - 50,000 - - - - - - - - - - - - - -

70 . 00 
80.00 
90 . 00 

100.00 
11 o. 00 
115 . 00 
120 . 00 
125 . 00 
150 . 00 
175 . 00 
200 . 00 
235 . 00 
275 . 00 
310.00 
350 . 00 
400 . 00 

(Based 
( II 

( II 

(Based 
( II 

( II 

( II 

(Based 
( 
( 
( 
( 
( 
( 
( 
( 

. 0984 

. 0984 

. 0888 

120.00 
10.00 

up:m 60 months) 
II n II ) 

II II II ) 

upon 72 months) 
II II It ) 

II tl II ) 

II II II ) 

upon 84 rronths) 
) 
) 
) 
) 
) 
) 

II II 

) 
) 
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Subject 
Budget Pricing Information - Energy Costs* 

lYriLITIES 

Electricity, 
Cents per kwh 

Natural gas, 
$ per million BTU 

Liquid Propane, 
$ per million BTU 

Fuel Oil #2, 
$ per million BTU 

Coal - Average estimated 
Prices per million BTU's 
Heat Content** 

MaroR FUELS 

Gasoline, 
Regular, Leaded 
Cents per gallon 

Gasoline, 
Gasahol 
Cents per gallon 

Gasoline, 
Unleaded 
Cents per gallon 

Diesel , 
(on road ) 
Cents per gallon 

FY83 

6.10 

3.90 

6.05 

8.10 

1.08 

1.14 

1.15 

1.09 

Effective/Revision Date 
4/30/82 

FY84 FY85 

6.70 7.35 

4.70 5.65 

6.70 7. 70 

9 . 00 10.00 

2.45 2.82 

1.23 1.43 

1.29 1.49 

1. 30 1.49 

1.23 1.43 

*Electricity prices are for commercial users , natural gas prices are for firm 
users, arrl gasoline ,[)rices are for self-service. All pr-ices are estimates as 
of 4/1 3/82. 

**This average is based U.[X>!'l prices for unwashed Iowa coal, with a 25 percent 
estimated non-recurring cost escalation for washed Iowa coal arrl an additional 
15 percent annual price increase. However, this average would be comparable 
for non-Iowa coal. 
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TECHNICAL INSTRUcriONS 502.30 1 of 4 4/ 30/82 

Subject SB Table III - Special Department Codes tpproval · 
/,<"0--~~~ Departments Defined 

ACCDUNTIOO 
DEPAR'IMENI' 

CODE 

000 

001 
002 
004 
005- 008, 010, 012 
020 
023 
025 
028 
030, 031 
035 

040 
043 
044 
045 

051 
052 
060 
062 
063 
064 
065- 068, 069 
075, 076 
080 
090 
120 
125 
208 
208 

130 
135 

148 
149 
155 
160 

\../ 

DEPARI'MENT 

Special Taxes ( 'X' Accounts ) 

Accountancy, Board of 
Administrative Rules Coordinator 
Aging, 'Ihe Commission on the 
Agriculture, Department of 
Appeal Board 
Appellate Defender 
Architectural Examiners, Board of 
Arts Council 
Attorney General 
Auditor of State 

Banking Department 
Beef Industry Council 
Beer and Liquor Control Department 
Blind, Camnission for the 

Campaign Finance Disclosure Commission 
Capital Planning Commission 
Citizens' Aide, Office of 
Civil Rights Commission 
College Aid Commission 
Code Editor 
Commerce Camnission 
Comptroller, Office of State 
Conservation Commission 
Corn Promotion Board 
Council of State Governments 
Credit Union Department 
Crime Commission (Expires 6-30-82 ) 
Criminal & Juvenile Justice Planning Agency 

(Effective 7-1-82 ) 

Dairy Camnission 
Development Commission 

Egg Council 
Employment of the Handicapped, Committee on 
Energy Policy Council 
Engineering Examiners, Board of 

BUDGET 
SPECIAL 

DEPT. 
CODE 

000 

010 
020 
030 
040 
060 
065 
070 
080 
090 
100 

110 
120 
130 
140 

155 
160 
175 
180 
185 
188 
190 
200 
210 
215 
220 
230 
240 
240 

250 
260 

305 
310 
325 
330 
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Section Instruction No. Page No. Effective/Revision Date 
TOCHNICAL INSTRUCI'IONS 502.30 2 of 4 4/ 30/82 

Subject . SB Table III - Special Department Codes f;~l~ Departments Defined 

ACCCXJNTINS 
DEPAR'IMENI' 

CODE 

163,226 
165 

170 
175 

191-196, 198, 199 
197 
200 
204,205 
210 

220- 241 
(except 226 ) 
250 
270, 271, 273 
274 
275 

278 
280 
285 

150 
293 

295 
297 
296 
209 
190, 298 
300 
305 
315 

323, 324 
326 
325 
327 
335 

l/ 

DEPARI'MENT 

Environmental Quality, Department of 
Executive Council 

Fair Board 
Flood Control 

General Services, Department of 
Iowa Public Broadcasting Network 
Geological Survey 
Governor 
Governor, Lieutenant 

Health, State Department of 
Herbert Hoover Birthplace Foundation, 
Historical Department, State 
Housing Finance Authority 
Family Farm Development Authority 

Indian Reservation Officer 
Industrial Commissioner 
Insurance, Department of 

Job Services 
Judicial Department 

Labor, Bureau of 
Land Preservation Committee 
Landscape Architectural Examiners 
Law Enforcement Academy 
Legislature 
Legislative Fiscal Bureau 
Legislative Service Bureau 
Library Commission, State 

Medical Examiners, Board of 
Mental Health Advisory Council 
Mental Health Authority 
Merit Employment Depar tment 
Mississippi River Par kway Commission 

Inc . 

BUDGET 
SPECIAL 

DEPI'. 
CODE 

335 
340 

350 
360 

380 
381 
390 
400 
410 

420 
430 
470 
475 
476 

485 
490 
500 

525 
540 

550 
553 
555 
560 
570 
575 
580 
600 

620 
624 
625 
630 
650 
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Subject SB Table III - Special Department Codes Awroval 

~~ Departments Defined 

AC<X>UNTIN3 
DEPARI'MENI' 

CODE 

345 
346 

348 

349 
350 
355 
357 
206 
180 ,367,368 
369 
370- 372 
380- 384 

391, 392 
390 
395 
400-440, 
452, 453 

479 
460 
471 
470 
100 
472, 108, 
110, 114, 
473, 111 , 
113 

450 

109, 
115 
112, 

474, 117, 118 
475, 102- 105 
476, 106, 107 
477, 478 
480, 481 
487 
492 
494 

v 

BUDGET 
SPECIAL 
DEPI'. 

DEPAR.l'MENT CODE 

Natural Resources Council 660 
Nurse Examiners, Board of 670 

Occupational Safety and Health Review Comm. 675 

Parole, Board of 677 
Permanent School Fund 680 
Pharmacy Examiners 690 
Pioneer Lawmakers 710 
Plannirg and Prograrraning, Office of 720 
Public Defense, Department of 750 
Public Employment Relations Board 755 
Public Instruction, Department of 760 
Public Safety, Department of 770 

Railway Finance Authority 
Real Estate Commission 
Refugee Service Center 
Regents, State Board of 
Revenue, Department of 

Science, Acadany of 
Secretary of State 
Social Services, Department 

II II II 

II II II 

II II II 

II II II 

II II II 

II II II 

II II II 

II II II 

Soil Conservation Department 
Soybean Promotion Board 

of 
II 

II 

II 

II 

II 

II 

II 

II 

Status of Wbrnen, Commission on 
Substance Abuse, Department of 

775 
780 
785 . 
800 
810 

815 
820 

830 

840 
850 
865 
867 
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Subject SB Table III - Special Department Codes ~/oval ~~ Departments Defined 

ACCOUNTING 
DEPARI'MENI' 

CODE 

600- 670 
51 0 
513 

520 

521 
522 

525 
530 

'.J 

BUDGET 
SPECIAL 

DEPT. 
DEPARI'MENT CODE 

Transportation, Department of 895 
Treasurer of State 910 
Turkey Marketing Council 915 

Uniform State Laws, COmmission on 920 

Veter ans Affairs, Department of 923 
Vocational Education Advisory Council 925 

Watchmaking Examiners, Board of 930 
Water, Air & Waste Management, Department of 940 



0 F F I C E 0 F S T A T E C 0 M P T R 0 L L E R 

B U D G E T D I V I S I 0 N 

Section 
TOCHNICAL INSTRUCTIONS 

Instruction No. Page No. 
502.60 1 of 3 

Effective/ Revision Date 
4/ 30/82 

Subj ect SB Table VI Type Code arrl 
Use of Special Allocation Code 

Journal 
Type 

17F 
25F 

1AP 
1AP 
1AP 
1AP 
1AP 
1AP 

15C 

3CR 

3CR 

3CR 
3CR 
3CR 
3CR 
3CR 
3CR 

10G 
16T 
6AT 

2AL-7AT- 11U 
12R 

Name 

Balance Brought Fbrward (positive ) 
Balance Brought Forward (negative ) 

Appropriation : 
General Fund - Regular 
General Fund - Salary Adj ustment 
Road Use Tax Furrl - Reg ular 
Road Use Tax Fund - Salary Adj ustment 
Pr irnary !bad Fund - Regular 
Primary Road Fund - Salary Adjustment 
Trust & Revolving Fund - Reg ular 
Trust & Revolving Fund - Salary Adj ustment 
Supplemental Appropriation 

Internal Services Transfer 

Receipts : 
Federal Aid 
Student Tuition arrl Fees 
Refunds and Reimbursements 
Local Support 
Fees, Taxes, Licenses Permit 
Sales arrl Services 
Governmental Subdivisions 
Centralized Payroll Deduction 
Miscellaneous Income 
Income Tax Checkoff 
State Funds Applied 
Federal Funds Applied 
State and Feder al Funds Applied 
Non-Federal Gifts arrl Grants 
State Equipment Aid 
State Vocational Aid 
Federal Vocational Aid 

Intra Fund Transf er 
Inter Fund Transfer 
Appropriation Transf er 
Allocation 
Reversions 

Special 
Type Allocation 
Code Code 

01 None 
03 None 

05 None 
06 None 
07 None 
08 tbne 
09 None 
10 tbne 
11 None 
12 tbne 
13 None 

14 None 

20 0800 
20 0805 
20 0810 
20 081 5 
20 0820 
20 0830 
20 0840 
20 0850 
20 0860 
20 0870 
20 0875 
20 0880 
20 0881 
20 0882 
20 0885 
20 0890 
20 0895 

21 tbne 
22 None 
23 tbne 
31 None 
32 None 
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Section Instruction No. Page No. 
TECHNICAL INSTRUCTIONS 502.60 2 of 3 

Effective/Revision Date 
4/30/ 82 

Subject SB Table VI Type Code arrl 

Journal 
Type 

4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 

Use of Special Allocation Code 

Experrlitures: 
FTE's 
Salaries 
Travel 
Office Supplies 
Other Supplies 
Postage 

Name 

Books and Periodicals 
Food 
Housing Substance & Supplies 
Clothing 
Agricultural Supplies 
Drugs arrl Biologicals 
Micrographic Supplies 
Equipment Operating Expense 
Printing and Binding 
Telephone 
Utilities 
Data Processing 
Office Rental 
Equipment Rental 
Fuel and Purchased Electricity 
Utilities, Rents arrl Dues 
Hearing Expense 
Autos arrl Trucks 
Equipment 
Office Equipment 
Insurance 
Board Members Per Diem arrl Travel 
Bond Principal Paid 
Interest Paid 

Type 
Code 

66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 
66 

Dues 66 
Contractual Services 66 
External Services 66 
Examination Expense 66 
General Expense 66 
Materials arrl Supplies 66 
Miscellaneous 66 
Repairs arrl Alterations 66 
Support, Maintenance & Miscellaneous 66 
Salaries, Support, Maintenance & Miscellaneous 66 

Special 
Allocation 

Code 

0000 
1001 * T 
2001 * T 
3001 * 
3002 * 
3003 
3011 
3012 * 
3013 * 
3015 * 
3017 * 
3018 * 
3021 
3030 * 
3101 * 
3104 * 
3106 * 
3109 
3112 
3113 
3114 
3121 T 
3124 
3300 
3301 * T 
3302 * 
3401 * 
3404 
3406 T 
3407 T 
3408 
3422 * 
3431 T 
3432 
3434 
3451 T 
3453 T 
3465 * 
3466 
3467 
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Section Instruction No. Page No. 
TOCHNICAL INSTRUCTIONS 502.60 3 of 3 

Effective/Revision Date 
4/ 30/ 82 

Subject SB Table VI Type Code arrl 
Use of Special Allocation Code 

Journal 
Type 

4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 
4CD 

10G 
16T 
GAT 

2AL-7AT- 11U 
1AP 
12R 
17F 
24F 

Name 

Expenditures: (continued) 
Unemployment Gampensation 
Audit Expense 
Professional & Scientific Service 
Freight & Express Charges 
State Aid 
Assistance 
Expenditure Adjustment 
Road Construction 
Right of way 
Indirect Cost 
Plant Improvements 
Unemployment & R.~ ti . .ren·~nt Benefits 
Liquor Purchases 
Centralized Purchases 
Allowance 
Refunds and Reimbursements 
Individual Income Tax Refunds 
Sales Tax Refunds 
COrporate Tax Refunds 
Use Tax Refunds 
Rentals 
State Equipment Aid 
State Vocational Aid 
Federal Vocational Aid 
other 

Code 

Special 
Allocation 

Code 

66 3477 T 
66 3485 
66 3487 * 
66 3497 
66 3501 * 
66 3504 * 
66 3545 
66 3700 T 
66 3701 T 
66 3800 * 
66 4000 * 
66 4005 * 
66 4006 * 
66 4007 * 
66 4010 
66 4015 * 
66 4020 * 
66 4025 
66 4030 * 
66 4035 * 
66 4036 * 
66 5000 
66 5010 
66 5020 
66 Alloc. Account set 

up on Budget Chart 

Intra Fund Transfer 71 N::me 
None 
None 

Inter Fund Transfer 72 
Appropriation Transfer 73 
Allocation 91 
State Appropriation 92 
Reversions 93 
Balance Forward (positive ) 94 
Balance Forward (negative) 95 
General Assembly Authorization - Regular 98 
General Assembly Authorization - Salary Adjust. 99 

On Chart 
None 
None 
None 
None 
None 
None 

* Irrlicates allocations usErl to sort objective codes on SB Table VII B 

T Irrlicates allocations used to sort objective codes on SB Table VII c (oor ) 

. ,. 
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TECHNICAL INSTRUCTIONS 502.81 1 of 1 4/ 30/82 

Subject SB Table VIII 
Special Class Codes Personal Services 

CLASS 
CODE TITLE 

99005 Fac. & Instr. Officials Salaries 

99010 Prof. & Sci. Salaries 

99015 General Service Staff Salaries 

99020 Extra Help 

99025 Overtime 

99030 Stand By 

99035 Call Back 

99040 Longevity 

99050 Resident Labor 

99052 Sick Leave Pay Out 

99080 Salary Adjustment 

99090 Vacancy Factor 
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Section Instruction No. Page No . 
TECHNICAL INSTRUcriONS 503. 00 1 of 1 

Subject SB Table X Decision Package Grouping 
Classification 

GROUPING CLASSIFICATION 

Replacement of Federal Funds 

Return to current level of service 

New program 

Effective/Revision Date 
4/ 30/82 

A 

B 

c 

Expansion of current program (program improvement ) D 

Specific one-time need E 

Capital improvements F 

Change in funding source G 

Self- supp::>rting H 

Maintenance and equipment replacement I 

Program p::>pulation increase J 

Opening new facilities K 
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OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

Instr. No. 
513.00 

Page No. 
1 of 1 

Effective/RevTSlon Date 
4/30/82 

~TITlE: Special Purpose Program Analysis 

~ NJ: SB Form 03 

00. <F SETS SUBMI'I'TED: one per appropriation 00. <F <DPIES PER SET: three ( 3) 

l"lJRRQiE: 'Ib }Xovide a uniform format for the narrative subnitted by all depart­
ments. Also, the narrative can be entered directJ.y into the canputer 
from t his form. The data is placed on this form by the departments. 
'Ihis form describes the }Xogram for M"lich the Special Purpose Appro­
priation is requested. 

rnsTRucriONS: 

I. CDDING: Enter on the first line of the box in the upper lef t of the 
form the following: 

A. The two digit Budget Function for the Department as defined on SB 
Tables I arrl I I . 

B. 'Ihe three digit Special Departmental Cooe for the Department as 
defined on SB Table III. 

C. The ten digit account number in the Budget Systen on which the 
accompanying financial data will be entered. 

D. B-1 (preprinted ) . 

II. Department - Enter the name of the Department as shown on SB Form 11 . 

III. Division - Enter the Division for which the form is being }Xepared. 

IV. Special Purpose Program Analysis - Enter the name of the Special Program 
for which the appropriation is 
r-equested. 

v. Program Description - Describe the Special Progr-am for v.hich the 
appropriation is beinj requested. 





OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

IXXDmNT Tl'.l'IE: Capital Outlay Analysis 

IXXU4ENT K>: SB Form 0 4 

Instr. No . 
514.00 

Pag e No . 
1 of 1 

Effective/Revision Date 
4/ 30/82 

proval 

N:>. <F sms &JBMITim: one per appropriation 00. <F <DPIES FER SET: three (3) 

~E: 'Ib p::-ovide a uniform format for the narrative subnittoo by all depart­
ments. Also, the narrative can be entered directly into the computer 
fran this form. The data is placed on this form by the departments. 
This form is to describe the p::-ojects for which the Capital App::-opria­
tion is beir:g requested. 

INSTRUCI'IONS: 

I. CODING: Enter on the first line of the box in the upper left of the 
form the following : 

A. The tv.o digit Budget Function for the Department as defined on SB 
Tables I arrl I I • 

B. The three digit Special Departmental Code for the Department as 
defined on SB Table III. 

C. The ten digit account number in t he Budget System on which the 
accompanying financial data will be entered . 

D. C- 1 {preprinted ) 

I I . Department - Enter the name of the Department as shown on SB Form 11 • 

III. Division - Enter the Division for which t he appropriation is being 
requested. 

IV. Capital Outlay Analysis - Enter the name of the Capital program. 

V. Program Description - Describe the project or projects for which the 
appropriation is being requested. 





OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

~ TI'l'IE: Department's Mission Statement 

IXXUtFNl' tV: SB Form 11 

N:>. <F SETS SUBMI'I'TFD: one per department 

Instr. No. 
521.00 

Page No. 
1 of 1 

Effective/Revision Date 
4/ 30/82 

Approval 

W . <F CDPIES PER SET: three ( 3 ) 

~E: 'Ib .EJt:'OVide a uniform format for the narrative subrnitterl by all Depart­
ments. Also the narrative can be entered directly into the canputer 
fran this form. The data is placerl on this form by the Departments. 

INSTRUcriONS: 

I. CODING: Enter on the first line of the box in the upper left of the 
form the following: 

A. The tt,o,O digit Budget Function for the Department as definerl on SB 
Tables I aoo II • 

B. 'Ihe three digit Special Departmental Code for the Department as 
definerl on SB Table III. 

II. Department Name - In this space the narre of the Department as it appears 
in the formal alphabetical listing in the budget doanent. Thus, the 
Department of Public Safety will be entererl as: "Public Safety, 
Department of." 

III. Department Head, Title - Enter the name of the Department Hea:1 am 
appropriate title. 

IV. Statutory Authority - Enter the Appropriate Chapters of the Code of Iowa 
under which the Department gains its authority. 

v. Department's Mission Statement - Enter the Mission Statement for the 
Department. Include the purpose for the existence of the Department, 
who does the Department serve am what are the services. 





OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

~ TTTLE: Budget Unit's Stated Goals 

00. CF SETS WBMI'.l'TID: one per Budget unit 

Ins tr . No. 
522 . 00 

Page No . 
1 of 1 

Effective/Revision Date 
4/ 30 / 82 

prov~l u () " _ 

1"YU!--d t~~ 

ID. CF CDPIES PER SET: three { 3) 

PURPOSE: Tb provide a uniform format for the narratives of the Budget Unit's 
Goals sul:xnitted by all Departments. Also the narrative can be entered 
directly into the computer from this form . The data is placed on this 
form by the Departments. 

INSTRUCTIONS : 

I. CODING: Enter on the first line of the box in the upper left of the 
form the following: 

A. The two digit Budget Function for the Department as defined on SB 
Tables I and II . 

B. The three digit Special Deparbnental Code for the Department as 
defined on SB Table III . 

c. The ten digit account number in the Budget System on which the 
accompanying financial data will be entered. 

D. A1 

II. Department Name - In this space the name of the Department as it appears 
in the formal alphabetical listing in the budget document. Thus, the 
Deparbnent of Public Safety will be entered as: "Public Safety, 
Department of." 

III. Division - Enter the name of the Divis ion for which the form is being 
prepared. 

IV. Operations Analysis - If only one set of SB Form - 12 is being prepared 
for the Department, the name of the Department is entered in this 
space. If a set of SB Form - 12 is being prepared for each Division or 
other unit of a Department, enter the name of the subdivision for which 
it is being prepared . 

v. Budget Unit's Stated Goals - Enter the goals of the Budget Unit for 
which the form is prepared. The goals are not limited to any specific 
time period. 





OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget WOrksheets 

Instr . No. 
523.10 

Page No. 
1 of 1 

Effective/Revision Date 
4/30/ 82 

IXX.'t.ltml' TI'l'IB: Program Descriptions & Decision , ckage Identification 

~ R:>: SB Fonn 13- Part I 

liD. CF SETS &JBMIT.l'ED: one per Program ID. CF OOPIES FER SET: three ( 3 ) 

PURJ:a)E: 'Ib provide a unifonn fonnat for the narrative of the Program 
Descriptions sut:mitte::l by all Departments. Also the narrative can 
be entere::l directly into the computer from this fonn. 

The data is place:] on this fonn by the Departments. 

INSTRUcriONS: 

I. CODIN3: Enter on the first line of the box in the upper left of the 
following: 

A. The two digit Budget Function for the Department as defined on SB 
Tables I arrl I I • 

B. 'Ihe three digit Special Departmental Code for the Department as 
defined on SB Table III. 

C. The ten digit account number in the Budget System on which the 
accompanying financial data will be entere::l. 

( D. A1 

II . Department Name - In this space the name of the Department as it appears 
in the fonnal alphabetical listing in the budget document. Thus, the 
Department of Public Safety will be entere::l as: "Public Safety, 
Department of." 

III . Division - Enter the name of the Division for which the form is being 
prepared. 

N. Program Name - Enter the name of the Program for which the form is being 
prepared. 

v. Program Description - Enter a brief description of the program. 





OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

IXXlMENl' 'ITl'IE: Program Descriptions & Decision 

IXXlMENl' 00: SB Form 1 3 - Part I I 

Instr. No. 
523.2 0 

Page No . 
1 of 1 

Effective/Revision Date 
4/ 30/82 

~------~~~-----------roval . '\ 
~~ /_; ' 

~.{ . :J l/p_.a_ LJ'T:;:iL· 

kage Identification 

K>. CF SETS ruBMIT.l'ID: one per Program 00. CF CDPIES PER SET: three ( 3) 

PURPOSE: Tb provide a brief description of each Decision Package submitted for 
each program to be printed on SB Schedule - 1 Ranking Schedules. 

INSTRUCTIONS: 

I. Budget Unit - Enter the ten ( 10 ) digit account number of the Budget Unit 
in which the Cost Center is located . 

II. Cost Center - Enter the four (4 ) digit number of the Cost Center for 
which the Decision Package is being submitted . 

III. C.C. Priority - Enter the two (2) digit number that is the Cost Center 
Priority ranking for the Decision Package. 

IV. Brief Description - Enter a brief description of each Decision Package, 
not to exceed three (3) lines of not more than fifty (50) charactecs per 
line . 

TO change the description, enter the new description on the form. The 
new data will replace the existing data in the computer. 

Tb delete the description, enter DELETE in the first spaces of the 
descr iption and it will be deleted . 





OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNICAL INSTRUCTIONS 

Budget Worksheets 

IXXlJo1mfl.' TI"l''E: Decision Package - Narrative 

IX:X:.U4mT K>: SB Schedule 4CC Part 1 

W. CF SETS SlJBMI'nm: as necessary 

Ins tr. No . 
54 4 . 10 

Page No . 
1 of 4 

Effective/Revision Date 
4/30 / 82 

W o <F OOPIES PER SET~ two ( 2 ) 

PURP<EE: 'Ib allow the Department to submit pertinent data concernirg each 
Decision Package which ~~11 permit the reviewing authority to rrake 
a r ational decision whether to approve , disapprove, or m:x:'lify the 
Decision Package 

GENERAL INSTRUCTIONS: 

I. SB Schedule 4CC Part 1 should be canpletoo in the following sequence : 

A. Information - upper left 

B. Section I - Brief Description of Decision Package 

C. Section II - Object ives to be accomplished if this package is 
approved. 

D. Section III - What are the consequences of not approving this 
package? 

E. Section IV - Alternative ways of performin:J the function, activity 
or operation describe:] in this Decision Package . 

F. Section V - The Cumulative Funding total including this Decision 
Package is : 

G. Section VI - Is this function, operation or activity cur rently 
being done? 

H. Section VII - The Cumulative Service Level Total including thls 
Decision Package is: 

I. Section VIII - Objective/Performance Measures 

II. Complete each item on the Decision Package - Narr ative - SB Scl1edule 
4CC- Part 1. All data should be typed for better leg i bility. 

III. Complete one set of Decision Package Narrative - SB Schedule 4CC -
Part 1 for the BASE of each cost center . The BASE is the minimum level 
for which the same supporting data should be submitted as for each 
Decision Package. 



OFFICE OF STATE COMPTROLLER Instr. No. 
544.10 

BUDGET DIVISION Page No. 
2 of 4 

TECHNICAL INSTRUCTIONS Effective/Revision Date 
4/ 30 / 82 

Budget Worksheets proval 

IXXlltENl' Tl'.l'IE: J)ecision Package - Narrative 

IXXlltENl' NJ: SB Schedule 4CC Part 1 

m. CF SETS SJBMI'.l"l'm: as necessary 00. <F OOPIES PER SET: two ( 2 ) 

PURP(l)E: 

INSTR.UcriONS: 

I. '!he data in the upper left fX)rtion of SB Schedule 4CC Part 1 is used 
to relate SB Schedule Parts one ( 1) arrl t~ ( 2) of the same Decision 
Package. '!he data in the lx>x must be canpleterl. 

A. J)epartment - Enter the name of the Department subnittirg the data . 

B. Divison - Enter the name of the Division subnittirg the data. If 
the Department has more than one Budget Unit , this will correspond 
to the Budget Unit . 

C. Program Name - Enter the name of the Program for v.hich the data is 
being submitted. 

D. Cost Center Name - Enter the name of the cost center for which the 
data is beirg submitterl. 

E. Account No . - Enter the ten digit number of the account on v.hich 
the data is to be entered. 

F. Cost Center No. - Enter the four digit number of the cost center on 
which the data is to be entererl. 

G. Priority No. - Enter the two digit priority rank of the Decision 
Package within the cost center. 

II. Section I - Enter in this space a brief description of the Decision 
Package. '!he description can be the same as submitterl on SB Form 13 -
Part II. 

III. Section II - Enter in this section the objectives to be accomplished 
if this package is approved. 

IV. Section III - Enter in this section the consequences of not approving 
this package. 



OFFICE OF STATE COMPTROLLER Inst r. No . 
544.10 

BUDGET DIVISION Page No. 
3 of 4 

TECHNICAL INSTRUCTIONS Effective/Revisio n Date 
4/ 30/82 

Budget Worksheets 

~ TTTLE: Decision Package - Narrative 

JXXDo1ENl' K>: SB Schedule 4CC Part 1 

W. <F SETS &JBMIT1E): s necessary W. <F OOPIES PER SET: two ( 2) 

PURIU3E: 

INSTRUcriONS : (Continued ) 

V. Section IV - Enter in this section the alternative ways of ~rformiiY:J 
the function, activity or operation described in this Decision Package. 

VI. Section V - Check the box in this section that indicates where this 
Decision Package places the cumulative level of fund jng. 

VII. Section VI - Check the box that irrlicates M"lether this function, 
operation or activity is currently being done. 

VIII . Section VII - Check the box in this section that indicates where this 
Decision Package place the cumulative level of service. 

IX. Section VIII - Objective/Performance MeasL~es 

A. Enter in the first box the Objective/Performance Measures for this 
Decision Package. There are provisions made for only four Objec­
tives/Performance Measures ~r Cost Center. 

B. Column 1 - Total 1982 Actual - Enter here the total units be iiY:J 
measured for this Objective/Performance Measure for the Cost Center 
during FY 82. 

C. Column 2 - Total 1983 Budget - Enter here the total units being 
measured for this Objective/Performance Measure for the Cost Center 
included in the Budget for FY 83 . 

D. Column 3 - 1984 Reques t This Package - Enter t he units requested to 
be accomplished by this Decision Package during FY 84 . 

E. Column 4 - 1984 Request Cumulative - Enter the cumulative total 
units requested to be accomplished for this Objective/Performance 
Measure for this Cost Center includiiY:J the Base and all prior 
Decision Packages during FY 84 . 



OFFICE OF STATE COMPTROLLER 

BUDGET DIVISION 

TECHNI CAL INSTRUCTIONS 

Budget WOrkshe ets 

~ TTTLE: Decision Package - Narrative 

~ W: SB Schedule 4CC Part 1 

IIJ. CF SETS &JBMIT'.l'ID: as necessary 

INSTRUcriONS: (Continued ) 

Instr. No. 
544.10 

Page No. 
4 o f 4 

Effective/Revision Date 
4/30/82 

( 

00. CF <DPIES PER SET: t wo ( 2) 

F. Column 5 - 1985 Request This Package - Enter the units requestoo to 
be accomplished by this Decision Package during FY 85. 

G. Column 6 - 1985 Request Cumulative - Enter the cumulative t otal 
units requested to be accomplished for this Objective/Performance 
Measure for this Cost Center, including the Base and all prior 
Decision Packages during FY 85 . 

H. Column 7 - 1984 Recommendation This Package - Enter the un i ts 
recommended to be accomplished by this Decision Package during FY 
84. 

I. Column 8 - 1984 Recommendation Cumulative - Enter the cumulat ive 
units recommended to be accomplished for this Objective/Performance 
Measure for this Cost Center including the Base and al l pr-ior Deci­
sion Packages during FY 84 . 

J . Column 9 - 1985 Recommendation This Package- Enter the units 
r ecommended to be accomplished by this Deci sion Package dur ing FY 
85 . 

K. Column 10 - 1985 Recommendation Cumulative - Enter the cumulative 
units recommended to be accomplished for this Objective/Per formance 
Measure for this Cost Center including the Base and all pr ior Deci­
sion Packages during FY 85. 
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tV. <F OOPIES mR SET: two ( 2 ) 

J.lUR!Q;E: 'Ib crld financial arrl t:ersonal services data relating to the Department's 
request for current biennium. 

GENERAL INSTRUCTIONS: 

I. SB schedule 4CC - Part 2 is divided into five sections for data entry. 
They are: 

A. Coding Information 

B. Financial Data 

C. Federal Funds 

D. Personal Services 

E. Priority Ranks 

II. SB Schedule 4CC - Part 2 should be <Xlllpleted in the following 
sequence : 

A. Coding - Upper left 

B. Information - Upper right 

C. Federal Funds 

D. Personal Services 

E. Financial Data (Resources and Disposition of Resources ) . 

F. Priority Ranks 

III. All Personal Services data must be entered on t he Personal Services 
portion of SB Schedule 4CC - Part 2. The total will be carried forward 
by the computer to the Financial Data portion of the schedule. 

A. FTE - The limit in this field is six digits , four to the left of 
the decimal arrl two to the right i.e. 9999.99. The two digits to 
the r ight of the decimal must be completed for all entries . One 
FTE is entered 1 . 00 . 
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IXXlJ4FNl.' TITLE: Decision Package - Part 2 - Add 

IXXlJ4FNl.' 00: SB Schedule 4CC - Part 2 

W. <F SETS &JBMITIH): as necessary W . <F OOPIES PER SET: two ( 2 ) 

PURK5E: 

GENERAL INSTRUcriONS : (Continued ) 

B. AMOONT - There are nine dlaracters available in this field with a 
limit of 999,999,999. 

IV. All Federal Fuoos Data must be enterErl on the Federal Funds p:>rtion of 
SB Schedule 4CC - Part 2. The total will be carriErl forward by the 
computer to the Financial Data p:>rtion of the schedule. 

A. CATALOG - The limit in this field is five digits . 

B. FFY - The limit in this field is two digits . 

C. AMOUNT - There are nine characters available in this field with a 
limit of 999,999,999 . 

INSTRUcriONS : 

I. COOing 

A. ACC'T CODE - Enter the ten (10) dig i t Budget Unit number . 

B. C.C. - Enter the four (4) digit Cost Center number . 

C. LEVEL - Enter the two (2) digit Cost Center Prior ity Level for t his 
Decision Package . 

D. FIELD TYPE - Alternatives . 

1. Decision Package - Enter DP . 

2. Adjustment - Enter AJ . 

E. Enter the four (4) character analyst identification of the analyst 
submitting the document . 
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IXX.1.MENl' T.I'l'IE: Decision Package - Part 2 - Add 

IX:OI4ENT W: SB Schedule 4CC - Part 2 

N:>. <F SETS &JBMI'l'Tm: as necessary 00. <F <DPIES FER SET: two ( 2 ) 

:J?URIQ)E: 

INSTRUCTIONS : (Continued ) 

II. Form Identification (Upper Right Corner ) 

A. DE PI'. NAME - Enter the name of Department . 

B. BUDGET UNIT - Enter the name of Budget Unit. 

C. PRCX;RAM - Enter the name of Program. 

D. COST CENTER - Enter the name of Cost Center . 

III. Personal Services 

A. CLASS TITLE - Enter the name of the class bein:J used. 
This is for information only arrl is not entered into the 
computer from this schedule . 

B. CLASS - Enter the five (5 ) digit Class Code of the position 
beirg entered. 

C. ACT - Enter 1 for Add for the first year . 

D. FTE - Enter the number of FTE for each class for the first year of 
the biennium. 

E. AMOUNT - Enter in whole dollars the amount for each class for the 
first year of t he biennium. 

F. ACT - Enter for Add for the secorrl year. 

G. FTE - Enter the number of FTE for each class for the second year of 
t he biennium. 

H. AMOUNT - Enter in whole dollars the amount for each class for the 
secorrl year of the biennium. 
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~ 'l'ITIB: Decision Package - Part 2 - Add 
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tV. CF SETS &JBMI'l"lm: as necessary 00. <F CDPIES Am SET: two ( 2) 

PURIQ3E: 

INSTRUCTIONS: (Continued ) 

IV. Federal Fuoos 

A. CATALCX; - Enter the five ( 5 ) digit catalog nwrber of the Federal 
Grant under which Federal Funds are bei!l:3 received . 

B. FFY - Enter the Federal Fiscal Year from which the Federal Funds are 
being received. 

C. ACT - Enter 1 for Add for the first year . 

D. AMOUNT - Enter the aroc>unt of Federal Funds to be received during the 
first year of the biennium. 

E. ACT- Enter 1 for Add for the second year. 

F. AMOUNT - Enter the am::>unt of Federal Funds to be received drui!l:3 the 
second year of the biennium. 

v. Financial Data 

A. TYPE - Enter the appropriate TYPE CODE (SB Table VI ) for data bei!l:3 
submitted. 

B. ALLCX:. - Enter the appropriate allocation (SB Table VI ) for data 
being submitted. '!his field must be canpleted for all Receipts, 
TYPE CODE 20 , and Disbursements , TYPE CODE 66. vmen any other TYPE 
CODES are being used, this field should be left blank . If desired 
allocation is not on SB Table VI, contact your Budget Analyst in the 
Comptroller's Office. 

C. ACT - Enter 1 for Add for the first year. 

D. AMOUNT - Enter in whole dollars the amount for each TYPE for the 
first year of the biennium. 

E. ACT - Enter 1 for Add for the second year • 
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~ TITIE: Decision Package- Part 2 -Add 

~ K>: SB Schedule 4CC- Part 2 

1«>. <F SETS &JBMIT'l'm: as necessary 00. <F <DPIES mR SET: two ( 2) 

INSTRUCTIONS : (Continued ) 

F. AMOUNT - Enter in whole dollars the amount for each TYPE for the 
second year of the biennium. 

VI. Priority Ranks (When Field Type DP is Used ) 

A. GROUP - Enter the proper Group for this Decision Package fran t he 
SB Table X - Group. 

B. FY 84 

1. DW- Enter the Four (4) digit number that is the Department Wide 
priority ranking for this Decision Package for the first year of 
the biennium. 

2. BU - Enter the four digit (4) number that is the Budget Unit 
priority ranking for this Decision Package for the first year of 
the biennium. 

3. PROG - Enter the four (4) digit number that is the Program 
priority ranking for this Decision Package for the first year of 
of the biennium. 

C. FY 85 

1. DW - Enter the four ( 4 ) digit number that is the Department Wide 
priority ranking for this Decision Package for the second year of 
the biennium. 

2. BU - Enter the four (4) digit number that is the Budget Unit 
priority ranking for this Decision Package for the second year of 
the biennium. 

3. PROG - Enter the four ( 4) digit number that is the Program 
priority ranking for this Decision Package for the second year of 
the biennium. 
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Account Code or Acc't Code - A ten digit number used to identify accounts in 
both the Account1ng and Budget Systems . 

Actions or ACT - Instructions to the computer telling it whether to add, change 
or delete data. 

ADJ . BUDGET- The appropriated budget for FY83 as adjusted to reflect the 
current operations of a department. 

ALLOC or Allocation Code - A four digit number used to identify receipts and 
disbursements for the budget system. (See SB Table VI . ) 

Analyst - A four character field used to identify the individual submitting the 
data . 

Budget Function - Groups Budget Units into common areas . (See SB Tables I and 
II . ) 

Budget Unit - The third level of Decision Units in the Budget System. C£nerally 
corresponds to an appropriation . May only be one Budget Unit within a depar t ­
ment . A summary of all }Xograms contained within the Budget Uni t. 

Base Budget - The minimum level of operation for each year of the biennium, cal­
cula t ed by applying a predetermined percent to the ADJ . BUDGET (90 percent for 
for FY84). 

Budget Document - The printed budget books that are distributed upon release of 
the Gover nor's budget. 

Budget Flag - A two character field that is used to designate accounts that are 
to be cunbined within the Budget System. The first character in the field is 
used to designate ALL accounts to be combined . Alpha characters are used, 
allowing twenty- six groupings within a Special Departmental Code am Function . 
The l etter P, designating the primary account on which the data will be combined 
will be the second character in the field for that account . Enter letter 0 as 
the second character in the field for all accounts being combined on a primary 
account. (For Comptroller's Budget Staff only) 

Capi tal Outlay - An appropriation for long- term additions to or betterment of 
state property, i .e. land, buildings or equipment . 

Character - One column of data . 
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Cost Center or CC - The first level of Decision Unit in the Budget System. A 
four digit field used to identify sub-units of a program. 

Class -A five digit field used to identify personnel positions, i.e. 00025 to a 
Secretary I. 

Current Biennium - The two year period for which the budget is being ~epared 
( 1983-85 ) . 

Decision Package -A document that identifies and describes a discrete activity, 
funct1on or operation in a definitive mannner for management evaluation and 
comparison with other activities. 

Decision Package Grouping Classification - A series of groups into which indi­
vidual decis1on packages are comb1ned for analysis. (See SB Table X. ) 

Department - The fourth level of Decision Unit in the Budget System. An organ-
1zat1onal unit of State Government created by statute, constitution or other­
wise, for a specific purpose or purposes. 

Division- An organizational unit of a department ( it may or may not receive a 
separate appropriation ) . 

DOC - A three digit number used to identify input documents. 

FFY - Federal Fiscal Year. 

Field - A group of one or more characters. 

Field Type - A two character field used to separate data within the Budget 
System. 'lhe three Field Types are as follows: 

BB - Used on SB Schedule 5CC when computing the BASE BUDGET. 

AJ - Used on SB Schedule 4CC - Part 2 when adjusting the BASE 
BUDGET. Not prioritized and appears before all Decision 
Packages on Priority Ranking Schedules. (For Comptroller's 
Budget Staff only) 

DP - Used on SB Schedule 4CC - Part 2 when prioritizing the data 
on the Priority Ranking Schedules. 

Financial Data - The amounts in whole dollars only showing Resources 
and Disposit1on of Resources in the various columns in the budget file. 
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FTE or Full Time Equivalent -One person working full time for one year. Can 
also be computed as various other combinations, such as two persons working full 
time for six months, etc. Also signifies 2080 hours worked within one year . 

Non- Budgeted Accounts - Accounts that are maintained by the departments for 
whiCh there are no specified appropriations. For example, Clearing Accounts and 
Trust Accounts. 

cperations - An appropriation to fund the performance of the normal functions of 
a Department or Division. 

Personal Services Detail - The FTE's and dollar cost of the salary portion of 
the Financial Data w1th1n the Budget System. 

Personal Services Special Class Code - Class codes assigned to types of salary 
expend1tures for budget purposes. (See SB Table VIII . ) 

Priority Ranks - The method by which Decision Packages are ranked and/or class­
ified . 

Decision Package Grouping Classification - A one character alpha field used 
to group similar Decision Packages. (See SB Table X. ) 

DW - Department Wide - A four digit number that allows up to 9,999 
Decision Packages to be ranked within a Department . Might not be 
used by sane Departments . 

BU - Budget Unit - A four digit number that allows up to 9,999 
Decision Packages to be ranked within a Budget Unit . 

PR - Program - A four digit number that allows up to 9,999 Decision 
Packages to be ranked within a program. 

CC - Cost Center - A two digit number that allows up to 99 Decision 
Packages to be ranked within a Cost Center . 

Program - The secom level of Decision Unit in the Budget System. A major 
act1v1ty which a department or division utilizes to reach its goals. 

Previous Biennium - The two year period for which a budget has been prepared and 
funds appropr1ated (1981 - 83 ) . 
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Special Allocation Code - A four digit number used to group receipt and 
experid1ture object1ves from actual accounting data into more gener al receipt 
and expenditure groupings . Used in accounting conversion on non-allocaterl 
accounts. Userl in Budget System for update of receipts and expenditures . 

Special Department Code - A three digit number assignerl to each Department so 
that all accounts within the Department will be grouped together within the 
Budget System. 

"' 

Special Purpose Program - Programs or por tions thereof requiring appropriations 
other than operat1ons or capital projects, i . e . grants, aids, etc . 

TYPE - A two digit field used with reference to the jour nal types in the 
Accounting System. (see SB Table VI . ) 
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In accordance with 8.23 of the Code, all departments shall transmit to the State 
Comptroller on or before September 1, 1982, estimates of their expenditure 
requirements including every proposed expenditure for each fiscal year of the 
1983-85 biennium . 

Budgets will be sul::mitted utilizing a "ninety percent base budget" ooncept. 

I. Base Budget Policies: 

A "Base Budget" shall be established for each year of 1983- 85 biennium. 
Departments may establish these on a department wide basis for the 
operating budget. '!he base budget level shall be as follows: 

A. Fiscal Year 1984 

1. '!he expenditure level shall not exceed 90 percent of the 1983 
fiscal year disposition of resour ces adjusted for unusual and 
one time expenditures made within the year, and 

2. '!he general, trust or special fund appropriation supporting 
those expenditures shall not exceed 90 percent of the 1983 
fiscal year appropriation. 

B. Fiscal Year 1985 

1 • '!he fiscal year 1984 base may be increased by 5 percent of the 
non-salary items (excluding rent, fuel and utilities which are 
are addressed in III and IV ) to reflect a partial adjustment 
for inflation. 

C. Exceptions to the 90 Percent level (both years ) 

1. Standing appropriations will canpute the "Base" as the current 
statutory requirements. 

2. Capitals will have an absolute zero base . 

3. Federal block grants having a pass through requirement not sub­
ject to state match will be allowed to exclude that portion 
fran the 90 percent computation. 

4. Budgets funded 100 percent by federal categorical grants or 
contract agreements should reflect the current federal grant or 
oontract arrount . 

5. All other funds and acoounts not budgeted by the General 
Assembly should reflect projected activity. 
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II. Federal Funds 

Federal funds will be budgeted by federal catalog number to show which 
federal fiscal year's funds apply to each of the state fiscal years. 

III. Fuel and Utility Schedules 

A. Fuel and Utility schedules will continue to be required. 

B. Fuel and utility unit usage should be the same as FY84, taking 
into consideration: 

1 • New buildings opened 

2. Buildings closed 

3. Reduced consumption resulting from previous energy conservation 
expenditures 

C. Departments should use their best estimate available for fuel and 
utility costs. If the department does not have a best estimate, 
then the guidelines furnished by the Energy Policy Council should 
be used . These can be foum in the Appendix. Those departments 
that do not use the Energy Policy guidelines should be able to sub­
stantiate the figures they do use . 

IV. Rent 

A. All rent under General Services control will be included in General 
Services' budget. 

B. Rent may be a::3justed in the FY 85 Base to reflect the anticipated 
increase applicable to the 1983-85 biennium renewals. 

v. General 

A. Departments will not ask for pay plan adjustments. This will be 
hamled by the Governor in cooperation with the Merit Employment 
Department am through the Collective Bargaining Process. 

B. General Services guidelines for equipment, printing, rent and 
vehicle costs will be used in preparing the biennial budget 
request . 
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C. Provisions should be made to cover the additional audit costs in­
curred resulting fran the feder al req:uirement of the "Sirgle Audit 
Concept . " '!his additional cost is to be funded 100 percent fran 
the applicable federal funding . Departments should consult with 
the State Auditor's office to assur e that they have this cost 
crleq:uately cuvered. A new allocation, Audit Expense 3485, has been 
added to the system to reflect this expenditure . 
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There are four separate sections of data that need to be included in the Budget 
Request for FY 1983-85 biennium. 'llley are: 

A. ~rations Budget Request 

B. Special Purpose Program Budget Request 

C. capital Outlay Budget Requests 

D. N::>n-Budgeted arrl Revolving Account Estimates 

The Operations Budget Request will make up the bulk of the total request. 'iliis 
includes the narrative for the Department as well as for all of the Budget Units 
arrl Programs. All of the personal services arrl financial data for the cperation 
of the Department is included in the Operations Budget Request . 

The Special Purpose Program Budget Requests are for the funding of the 
non-operational special };Xograms as defined in the Glossary. 'Itlere will be 
narrative and financial data but no personal services data in this request. 

The Capital Outlay Budget Requests are for proposed Capital Expenditures. There 
will be narrative and financial data included but no personal services data. 

The estimate of activity for FY 1983-85 biennium in all non-budgeted arrl 
revolvirg accounts must also be sutmitted. There is no narrative but financial 
data and personal services data, where applicable, must be sutmitted. 

The cOmputer system is fully operational arrl is available to assist in the 
preparation of the budget requests. As various portions of the request are 
completed they should be sutmitted to the Comptroller's Office arrl the data will 
be entered into the computer. As the various stages of budget preparation 
progress, };Xintouts of the data will be made available to you to aid in the 
decision making process of your budget preparation. The actual working details 
can be obtained from the budget analyst assigned to your department . · 

All Departments utilizing the computer system to assist in developing their 
budget request should contact their budget analyst to schedule input to and 
output from the computer. A brief description of the schedules available will 
be found in the appendix . 
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Section Instruction No. Page No. Effective/Revision Date 
PROCEDURES 362.00 1 of 2 4/ 30/82 

Subject 

>!~~ How to Prepare the Budget Request 

GENERAL 

The preparation of the Operations, Special Purpose Program, Capital Outlay 
requests, and the financial data for the Non-Budgeted and Revolving Funds can be 
prepared simultaneously. 

The Department's Mission Statement, Budget Unit's Stated Goals and the Program 
Descriptions should all be submitted to the Comptroller's Office as soon as 
possible, but in no case later than August 1, 1982 . 

The Financial Data Schedules, SB Schedules 4, 5, and 8, should be submitted as 
soon as p;:>ssible. If the Department utilizes the canputer system in the 
preparation of its budget request the following timetable should be followed: 

1 • FY 1983 Estimate July 15 , 1982 

2. FY 1984/85 Base Budgets July 15, 1982 

3. Decision Packages August 15, 1982 

The statutory deadline for the submission of the budget request is September 1, 
1982 . This will not be specifically mentioned in each section of this {rocedure 
but does apply to the entire budget request . 

PROCEDURES 

I. Operations 

A. Prepare the Department' s Mission Statement. See Procedur e 365 . 00 . 

B. Prepare the Budget Unit's Stated Goals for each Budget Unit within 
the Department . See Procedure 366 . 00 · 

C. Prepare the Program Descr iptions for all of the Programs within each 
of the Budget Units . See Procedure 367 . 00 . 

D. Prepare the FY 1982/83 Estimate for all of the cost centers within 
each {rogram. See Procedure 370 . 00 . 

E. Prepare the FY 1984 and FY 1985 Base Budgets for all cost centers 
within each Program. See Procedure 371 . 00 . 



0 F F I C E 0 F S T A T E C 0 M P T R 0 L L E R 

B U D G E T D I V I S I 0 N 

Section Instruction No. Page No. Effective/Revision Date 
PRCX:EDURES 362.00 2 of 2 4/ 30/ 82 

Subject 

~~ How to Prepare the Budget Request 
(/ 

F. Prepare whatever Decision Packages are desired . See Procedure 376.00. 

G. Prepare Program Description - Decision Package Identification for each 
Program. See PrOCErlure 367.00. 

H. The Departments that are utilizing the computer system in the budget 
preparation process will be receiving computer printouts to assist 
management in the decision making p:-ocess. As changes are made in the 
data, repeat whichever of the above steps are necessary. 

II. Special Purp::>se Program - Prepare the Special Purp::>se Program Requests. 
See Procedures 385.11, 385.12 and 385.20. 

III. Capital Outlay Analysis - Prepare the Capital Outlay Analysis. See 
Procedures 386.10 and 386.20. 

IV. Prepare the Estimates for the Non- Budget and Revolving Funds. See 
Procedure 387.00. 

v. ~en ALL of the previous txocedures have been completed, notify your 
budget analyst. 

VI . The Comptroller's Office will retJrn to the Department a computer printout 
which will be the Department's official budget request for the biennium. 

VII. The Department Head will sign the request and return two oopies to the 
Comptr oller's Office. 
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PROCEDURES 
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Instruction No. Page No. 
365. 00 1 of 1 

Effective/Revision Date 
4/ 30/82 

Department's Mission Statement 

GENERAL 

Each Department must sutmit a Mission Statement on SB Form 11. 

PROCEDURES 

I. Follow Technical Instruction 521. 00 to prepare the document. 

II. Sul::mit accordirg to time schedule in Procedure 362. 00 . 
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Section Instruction No. Page No. Effective/Revision Date 
PROCEDURES 366.00 1 of 1 4/ 30/ 82 

Subject 
A>t~~ Budget Unit's Stated Goals 
~ 

GENERAL 

The Departments will receive a computer printout of the Stated Goals for each of 
the Budget Units included in the budget process two years ago. 

PROCEDURES 

I. Review the computer ~intout for any changes either in Budget Units or in 
in the narrative itself. 

II. If there have been any changes in the Budget Units or any changes are 
desired for the next biennium, contact your budget analyst. 

III. For the Budget Units that remain the same, make the desired corrections in 
the narrative on the computer printout. 

IV. If the corrections are of such magnituted that it is impractical to make 
changes on the ~intout, complete SB Form 12. See Technical Instructions 
522 . 00 for appropriate action. 

v. Sutmit according to tirre schedule in Procedure 362 . 00. 
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Subject Program Descriptions 

~I Decision Package Identification ~ 
v 

GENERAL 

This document ( SB Form 13) has multipurpose usage: 

1. Part is usErl to enter the Program Description into the canputer. 

2. Part 2 is usErl to enter the brief description of each Decision Package 
within each Program into the computer. 

3. 'Ille entire document is used as a surnnary sheet for all of the Decision 
Packages within each Program. 

The Departments will receive a computer printout of the Program Descriptions for 
each of the Programs that were included in the budget process two years ego. 

PROCEDURES 

I . Program Description 

A. Review the computer printout for any changes either in the Programs 
being usErl or in the narrative itself. 

B. If there have been any changes in the Programs or any changes are 
desir ed for the next biennium, contact your budget analyst. 

c. For the Programs that remain the same, make the desirErl manges or 
corrections in the narrative on the computer printout. 

D. If the corrections are of sum magnitude that it is impractical to 
make the manges on the printout, canplete SB Form 1 3 Part 1 • See 
Technical Instructions 523. 10 for appropriate instructions. 

E . Subnit according to tiiTE schedule in Procedure 362. 00 . 

II. Summary Sheet for Decision Packages. See Technical Instruction 523 . 10 for 
appropr iate instruction . 

A. canplete the Program Description in Part 1 SB Form 13. use the same 
description that was subnittErl earlier for the program. This does 
involve duplicating the Program Description once. Under the previous 
procedures this SallE program description was entered on each Decision 
Package which required many more duplications of the program 
description. 
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Section Instruction No . Page No . Effective/ Revision Date 
PRO:EDURES 370. 00 1 of 1 4/ 30/82 

Subject /)pproval ~~ 
Preparation of FY 83 Estimate ~~ ~ 

(/ 

GENERAL 

The Departments will receive a computer printout of SB Schedule 5CC Cost Center 
Base Budget Computation Schedule for each cost center to which funds were 
appropr iated previously or actual activity has occurred. 

The Departments will also receive a computer printout of SB Schedule sec 
Position Cost Allocation Schedule for each cost center having personal services . 

SB Schedule 5CC Oost Center Base Budget Gomputation will have the Personal 
Services transferred to Estimated FY 83 Adj. Budget (column 4) • There will be 
no entries transferred for Resources or for Support items in the Disposition of 
Resources. 

PRO:EDURES 

I. If there are any proposed changes in cost centers, contact your budget 
analyst . 

II. Complete the individual line items to reflect how the Department antici­
pates it will actually spend the funds budgeted for FY 83 . See Technical 
Instructions 545.10 through 545 . 50 and 548 . 10 for appropriate instruc­
tions . 

III. When f inished with the adjustments, each cost center should be in balance 
and the total resources for the Department should be no greater than the 
total amounts appropriated by the General Assembly for FY 83 . 

IV. Submit according to tirre schedule in Procedur e 362 . 00. 
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Section 
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Instruction No. Page No. 
371.00 1 of 1 

Effective/Revision Date 
4/ 30/ 82 

Computation of FY 84 and FY BS Base Budgets 

GENERAL 

The Departments will receive a computer printout of SB Schedule sec Cost Center 
Base Budget Computation for each cost center to which funds were appropriated 
previously. A Base Budget shall be established for each year of the 1983-BS 
biennium. 

The Departments will also receive a computer ~intout of SB Schedule ace 
Position Cost Allocation Schedule for each cost center having personal services. 

SB Schedule SOC Cost Center Base Budget Computation will have the Personal 
Services transferred to the Base Budget FY 84 (column S) and Base Budget FY BS 
(column 6) • 'nlere will be oo entries transferred for Resources or for SupJX>rt 
items in the Disposition of Resources. 

See Policy 261.00, General Biennial Budget Preparation for polices to be 
followed. 

PRCX:EDURES 

I. If there have been any changes in cost centers, or any change is desired 
for the next biennium, contact your budget analyst . 

II . Oornplete the individual line items to reflect how the Department antici­
pates it will establish the 90 percent Base Budgets for FY 84 and FY BS. 
See Technical Instructions S4S . 10 through S4S.SO and S48.10 for appropri­
ate action. 

III . When completed, each cost center should be in balance. The total 
expenditures for the Department should not exceed 90 percent of the 
estimated expenditures for FY 82/83 for the entire Department but may 
vary between Cost Centers, Programs and Budget Units. 

IV. Prepare a SB Schedule 4CC Part 1 - Narrative for each Base Budget 
calculated. See Technical Instruction S44 . 10 for appropriate action. 

v. Sul:mit according to time schedule in Procedure 362 . 00. 
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B U D G E T D I V I S I 0 N 

Section Instruction No . Page No. Effective/ Revision Date 
PROCEDURES 371. 01 1 of 1 4/ 30/ 82 

Subject Computation of FY84 arrl FY85 Base Budgets f..pproval 
Sick Leave Pay Out ~t~r - P~'J t'J-c~yYV 

u 
GENERAL 

The amount of anticipated Sick Leave Pay Out for the 1983- 85 biennium should be 
included in the Base Budget Computations . 

PROCEDURES 

I. '!he amount of t he estimated Sick Leave Pay Out should be entered using 
the Personal Services portion of SB Schedule SCC. 

II. Class Code 99052 Sick Leave Pay Out (SB Table VIII ) should be userl to 
enter the correct amount. 

III. See Technical Instructions 545 . 10 through 545.40 arrl 548.1 0 for appropri­
ate action . 
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B U D G E T D I V I S I 0 N 

Section Instruction No. Page No. Effective/Revision Date 
POCJCEDURES 376.00 1 of 1 4/ 30/82 

Subject 
A>;:ooal ~ Decision Packages ., /./ y)'V2o 

v 

GENERAL 

A separate set of SB Schedule 4CC's should be prepared for each Decision Package 
for which funding is requested. 

Each Decision Package will consist of the following: 

1. SB Schedule 4CC Part Narrative 

2. SB Schedule 4CC p3.rt 2 Financial Data 

3. SB Schedule 4CC Part 4 Utilities Supplement (when applicable ) 

If there are any questions concerning the number and makeup of any ~oposed 
Decision Packages, contact your budget analyst . 

POCJCEDURES 

I . Prepare SB Schedule 4CC Part 1 Narrative . See Technical Instruction 
544.10 for appropriate action . 

II. Prepare SB Schedule 4CC Par t 4 Utilities Supplement (when applicable ) . 
See Technical Instruction 544 . 40 for appropriate action. 

III. Prepar e SB Schedule 4CC Part 2 Financial Data . See Technical Instructions 
544 . 21, 544 . 22 or 544 . 23 for appropriate action. 

rv. Follow the above steps for each Decision Package to be ~epared. 

V. Subnit according to time schedule in Procedure 362 . 00 . 
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Subject Special Purpose Program - Current 

~~ Appropriation - No Appropriation Requested 
(/ 

GENERAL 

The estimated financial activity for the 1983- 8S biennium must be submitted as 
well as the estimated activity for FY 83 . 

An SB Schedule sec is being distributed for each account currently in the 
accounting system. 

A copy of the Special Purpose Program description that is currently in the 
system is also being distributed. 

PROCEDURES 

I . Review the narrative and make any desired changes on the computer ~intout 
If the changes are excessive , submit on SB Form 03. See Technical 
Instructions S13 . 00 for appropriate instruction . 

II. Conplete the estimated activity for FY 83. SB Schedule SCC will be used 
to enter the data on all accounts. See Technical Instructions S4S.1 0 
through S4S . 40 for appropriate action . 

III . The estimate for the first year of the 1983- 8S biennium will be entered in 
column S on SB Schedule SCC headed FY 84 Base Budget. The total activity 
for the year is being treated by the system as the base budget for the 
f i r st year of the biennium. See Technical Instructions S4S . 10 through 
S4S . 40 for appropriate action . 

IV . The estimate for the second year of the 1983- 198S biennium will be entered 
in column 6 on SB Schedule SCC headed FY 198S Base Budget . The total 
activity for the year is being treated by the system as the Base Budget 
for the second year of the biennium. See Technical Instructions S4S.1 0 
thr ough S4S . 40 for appropriate action . 
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Section Instruction No. Page No. Effective/Revision Date 
PRO:EDURES 38S.12 1 of 1 4/ 30/82 

Subject Special Purpose Program - Current Appropri-

~ ation - With Continuing Ap~opriation Requested ~ 
v 

GENERAL 

'Ihe estimated financial activity for the FY 83 must be sul::rnitted. 

An SB Schedule sec is being distributed for each account currently in the 
accounting system. 

A copy of the Special Purpose Program description that is currently in the 
system is also being distributed. 

'Ihe modified base budget procedures will be followErl for all Special Purpose 
Program requests that are continuation of existing appropriations. 'Ihe Base 
Budget for FY 84 and FY 8S must be sul::rnitted on SB schedule sec. 'Ihe balance of 
the request will be submitted as Decision Packages on SB Schedule 4CC Part 2. 

P:R.<X:EDURES 

I. Review the narrative arrl make the desired changes on the canputer {X'intout 
If the changes are excessive, submit on SB Form 03. See Technical 
Instructions S13.00 for appropriate action . 

II . Ccmplete the estimated activity for FY 83 . SB Schedule sec will be used 
to enter the data on all accounts . See Technical Instructions 54S.1 0 
thr ough 54S.40 for appropriate action. 

III. 'Ihe Base Budget for FY 84 arrl Fy 8S will be calculated next . See Techni­
cal Instructions S4S . 10 through S45 . 40 for appropriate action. 

IV. The next step is to prepare the Decision Packages which will make up the 
balance of the budget request . See Technical Instructions S44.10 arrl 
S44 . 21 through S44 . 23 for appropriate action . 
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Section Instruction No. Page No. Effective/Revision Date 
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Subject Special Purpose Program ~CNal~ Request for New Appropriations ~ 
1/ 

GENERAL 

Since this is a request far an entirely new appropriation, there will be no 
preprinted forms to be used. 

Prepare the three Decision Packages for each new appropriation requested. 

PROCEDURES 

I. Contact your budget analyst for the assignment of an account number for 
the new account and copies of the forms and schedules to be used. 

II. Complete SB Form 03. See Technical Instructions 513.00 for appropriate 
action. 

III. Prepare SB Schedule 4CC Part 1 and Part 2 for each of the three levels 
requested. See Technical Instructions 544 . 10 and 544.21 through 544.23 
for appropriate action. 

IV. Rank the three Decision Packages in priority order . See Technical 
Instructions 544.21 through 544.23 for appropriate action. 
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Section Instruction No . Page No. Effective/ Revision Date 
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Subject Capital - Current Appropriation cl?prOVal 
No Appropriation Requested ~~~ 

u 
GENERAL 

The estimated financial activity for the 1983- 8S biennium must be submitted as 
well as the estimated activity for FY 83 . 

An SB Schedule sec is being distr ibuted for each account currently in the 
accounting system. 

A copy of the Capital Outlay description that is currently in the system is 
being distributed . 

P:RCX:EDURES 

I. Review the narrative arrl make any desired manges on the canputer trintout 
If the changes are excessive , submit SB Form 04 . See Technical 
Instruction S14 . 00 for appropr iate action . 

II . Canplete the estimated activity for FY 83 . SB Schedule SCC will be used 
to enter the data on all accounts . See Technical Instructions S4S.10 
thr ough S4S . 40 for appropr iate action . 

III. The estimate for the fir st year of the 1983- 8S biennium will be entered in 
column S on SB Schedule SCC headed FY 1984 Base Budget. The total 
activity for the year is being treated by the system as the base budget 
for the first year of the biennium. Again see Technical Instructions 
S4S . 10 through S4S . 40 for appropriate action . 

IV. The estimate for the secooo year of the 1983- 8S biennium will be entered 
in column 6 on SB Schedule SCC headed FY 198S Base Budget . The total 
activity for the year is being treated by the system as the base budget 
for the secooo year of the biennium. See Technical Instructions S4S.10 
thr ough S4S . 40 for appropr iate acion . 
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Section Instruction No. Page No. Effective/Revision Date 
P:OOCEDURES 386.20 1 of 1 4/ 30/82 

Subject Capital 
Request for New Appropriation ~~ 

v 

GENERAL 

Since this is a request for an entirely new appropriation there will be no 
preprinted forms to be used. 

Prepare a separate Decision Package for each pr-oject included in the request. 

PROCEDURES 

I. Contact your budget analyst for the assignment of an account number for 
the new account arrl copies of the forms arrl schedules to be used. 

II. Complete SB Form 04. See Technical Instructions 514. 00 for appropriate 
action . 

III. Prepare SB Schedule 4CC Part 1 arrl Part 2 for each of the Decision 
Packages included in the request. See Technical Instructions 544.10 arrl 
544.21 through 544.23 for appropriate action. 

IV. Rank the Decision Packages in pr-iority order . See Technical Instructions 
544.21 through 544.23 for appropriate action. 
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Section Instruction No. Page No. Effective/ Revision Date 
PRCX:EDURES 387.00 1 of 1 4/ 30/82 

Subject 

~ 
:\pproval ~ 

Non-Budgete1 and Revolving Funds e . ~ . . 

l/ 

GENERAL 

The estimate1 financial activity for FY S3 and the 19S3-85 biennium in all non­
budgete1 and revolving fund accounts must be submitte1 during the budget 
process. 'ilie 90 percent base budget process is not use1 for these accounts. An 
SB Schedule 5CC is being distributed for each non-budgeted account and revolving 
fund account that is currently in the accounting system. Also an SB Schedule 
sec is being distributed for any of the accounts that involve personal 
services. This allows us to incorporate ALL positions in the budget process. 

PRCX:EDuRES 

I. The first step is to complete the estimated activity for FY S3. SB 
Schedule 5CC will be used to enter the data for all accounts. If personal 
services are involved, SB Schedule sec must also be used. See Technical 
Instructions 545.10 through 545 . 40 and 54S.10 for appropriate action. 

II . The estimate for the first year of the 19S3- S5 biennium will be entered in 
in column 5 on SB Schedule 5CC and SB Schedule sec headed FY 19S4 Base 
Budget. 'ilie total activity for the year is being treated by the system as 
the base budget for the first year of the biennium. Again see Technical 
Instructions 545 . 10 through 545 . 40 and 54S.10 for appropriate action . 

III . 'ilie estimate for the second year of the 19S3- 19S5 biennium will be entered 
in column 6 on SB Schedule 5CC headed FY 19S5 Base Budget. The total 
activity for the year is being treated by the system as the base budget 
for the second year of the biennium. See Technical Instructions 545.10 
through 545.40 for appropriate instructions . 

IV. If there are non-budgeted accounts or revolving funds for which you do not 
receive preprinted SB Schedule 5CC and SB Schedule sec, contact your 
budget analyst . 
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Section Instruction No. Page No. Effective/Revision Date 
TEX:HNICAL INS TRUer IONS 502.1 0 1 of 2 4/ 30/82 

Subject Approval 
SB Table I Function Codes (~ ~ n~O ~ 

First Digit 

Title 

Education 
General Government 
Human Resources 
Natural Resources 
Regulator y & Finance 
Social Services 

ACCOUNTING FUNcriON 

Name 

State Departments 
Education 
Hwnan Resources 
Transportation and Law 

Enforcement 
Judicial 
Natural Resources 
Legislative 
Tax Credits and Aids 
Capital 
Appropriable Receipts 

BUOOET FUNCTION 

No . 

v 

Code 

0 
1 
2 

3 & 4 
5 
6 
7 
8 
9 
X 

Secorrl Digit 

Title 

1 State Operat ions & Programs 
2 Legislative Operating & Programs 
3 Judicial Operating & Programs 
4 State Institutions 
5 Assistance Payments & Programs 
6 local Tax Credits & Program Aids 

Transportation & Law Enforce . 7 Tax or Fee Refunds 
Appropriable Receipts X Retirement Program Supplements 

Capital 
Appropr iable Receipts 

lb . 

1 
2 
3 
4 
5 
6 
7 
8 
9 
X 
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B U D G E T D I V I S I 0 N 

Section Instruction No. Page No. Effective/Revision Date 
TEX::HNICAL INSTRUCTIONS 502.10 2 of 2 4/ 30/ 82 

Subject ~al SB Table I Function Codes 1'\k!<)~~ 
v 

BUOOET FUNCTION - Second Digit 

Title 

State Operations and Programs 

Legislative Operation and 
Programs 

Judicial Operations and 
Programs 

State Institutions 

Assistance Payments and 

weal Tax Credits and Program 
Aids 

Tax or Fee Refunds 

Retirement Program Supplements 

Capital 

Appropriable Receipts 

Description 

Operating budgets for all Departments 
in the Executive Branch and Special 
Purpose Program appropriations that 
do not fit in any category below. 

No. 

Operating budgets for all Departments 2 
in the Legislative Branch and Special 
Purpose Program appropriations that 
do not fit in any category below. 

Operating budgets for all Departments 3 
in the Judicial Branch and Special 
Purpose Program appropriations that 
do not fit in any category below. 

Operating budgets for all institutions 4 
operated by the Board of Regents and 
the Department of Social Services. 

All appropriations that provide for 5 
direct or indirect payment of assist-
ance to individuals, partnerships or 
corporations . 

All appropriations that pr-ovide for 6 
direct payment to political sub-
divisions of the State including t he 
Area Schools . 

All appropriations that refund taxes 7 
or fees. 

All appropriations that pr-ovide sup- 8 
plemental funding to State Retirement 
Systems . 

All Capital Appropr iations regardless 9 
of funding source . 

Receipts deposited in the General Fund X 
and are available to be appropriated. 
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-
Section Instruction No . 

TECHNICAL INSTRUCI'IONS 502.20 

Subject 
SB Table II - Departments by Function 

DEPARI'MENTS 

Page No . 
1 of 3 

Effective/Revision Date 
4/ 30/ 82 

Approval 

'de~~~ 
-~ 

BUDGET FUNCI'ION 
F1rst D1g1t 

(See SB Table I for secorrl digit ) 

Accountancy, Board of 
Administrative Rules Coordinator 
Aging, The Commission on 
Agriculture, Department of 
Appeal Board 
Appellate Defender 
Architectural Examiners, Board of 
Arts Council 
Attorney General 
Auditor of State 

Banking Department 
Beef Industry Council 
Beer and Liquor Control Department 
Blind, Commission for the 

Campaign Finance Disclosure Commission 
Capital Planning Commission 
Citizens' Aide, Office of 
Civil Rights Commission 
College Aid Commission 
Code Editor 
Commerce Commission 
Comptroller, Office of State 
Conservation Commission 
Corn Promotion Board 
Council of State Governments 
Credit Union Department 
Crime Commission (Expires 6- 30- 82 ) 
Criminal and Juvenile Justice Planning Agency 

(Effective 7-1 - 82 ) 

Dairy Commission 
Development Commission 

Egg Council 
Employment of the Harrlicapped, Committee on 
Energy Policy Council 
Engineering Examiners, Board of 

5 
2 
3 
4 
2 
2 
5 
2 
2 
5 

5 
4 
5 
1 

5 
2 
2 
3 
1 
2 
5 
5 
4 
4 
2 
5 
7 

7 

4 
4 

4 
3 
4 
5 
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8 U D G E T D I V I S I 0 N 

Section Instruction No. 
TECHNICAL INSTRUCTIONS 502.20 

Subject 
SB Table II - Departments by Function 

DEPARI'MENTS 

Page No. 
2 of 3 

Effective/Revision Date 
4/ 30/82 

~;>proval~ 
~~~ 
\./ 

BUDGET FUNCTION 
F1rst D1g1t 

(See SB Table I for secorrl digit ) 

Environmental Quality, Department of 
Executive Council 

Fair Board 
Family Farm Development Authority 
Flood Control 

General Services, Department of 
Geological Survey 
Governor 
Governor, Lieutenant 

Health, State Department of 
Herbert Hoover Birthplace Foundation, Inc. 
Historical Department, State 
Housing Finance Authority 

Iowa Public Broadcasting Network 
Indian Reservation Officer 
Industrial Commissioner 
Insurance, Department of 

Job Services 
Judicial Department 

Labor, Bureau of 
Larrlscape Architectural Examiners 
Law Enforcement Academy 
Legislature 
Legislative Fiscal Bureau 
Legislative Service Bureau 
Library Commission, State 

Medical Examiners, Board of 
Mental Health Advisory Council 
Mental Health Authority 
Merit Employment Department 
Mississippi River Parkway Commission 

Natural Resources Council 
Nurse Examiners, Board of 

4 
2 

4 
3 
7 

2 
4 
2 
2 

3 
4 
2 
3 

1 
2 
5 
5 

5 
2 

2 
5 · 
7 
2 
2 
2 
2 

3 
3 
3 
2 
4 

4 
3 
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B U D G E T D I V I S I 0 N 

Section Instruction No . 
TEX:HNICAL INSTRUcriONS 502.20 

Subject 
SB Table II - Departments by Function 

DEPAR'IMENTS 

Page No. 
3 of 3 

Effective/Revision Date 
4/30/82 

~wal 
~eJ~ 

surx;ET FUNcriOO 
F1rst D1g1t 

(See SB Table I for secom digit) 

Occupational Safety & Health Review Commission 

Parole, Board of 
Permanent School Fum 
Pharmacy Examiners 
Pioneer Lawmakers 
Planning am Programming, Office of 
Public Defense, Department of 
Public Employment Relations Board 
Public Instruction, Department of 
Public Safety, Department of 

Railway Finance Authority 
Real Estate Commission 
Refugee Service Center 
Regents, State Board of 
Revenue, Department of 

Science, Academy of 
Secretary of State 
Social Services, Department of 
Soil Conservation Department 
Soybean Pranot ion Board 
Status of Women, Commission on 
Substance Abuse, Department of 

Transportation, Department of 
Treasurer of State 
Turkey Marketing Council 

Uniform State Laws, Commission on 

Veterans Affairs, Department of 
Vocational Education Advisory Council 

Watchmaking Examiners, Board of 
Water, Air am Waste Management, Department of 
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