
































































































































































































































































































































0 F F I C E 0 F S T A T E TROLLER 

B U D G E T D I N 

Section Instruction No. Page No. Effective/ Revision Date 
PROCEDURES 367.00 1 of 1 4/ 30/82 

Subject Program Descriptions 
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. 





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 DIVISI _? N 

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. 





0 F F I C E 

Section 
PRCX:EDURES 

Subject 

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 

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. 





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 
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 . 





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 
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 . 





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 
PROCEDURES 38S. 11 1 of 1 4/ 30/82 

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 . 





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 
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 . 





0 F F I C E 0 F STATE 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 
PROCEDURES 385.20 1 of 1 4/ 30/ 82 

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. 





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 
P:RCX:EDURES 386.10 1 of 1 4/ 30/82 

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 . 





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 
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. 





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 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 . 





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 
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 



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 
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. 



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 . 

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 



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

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 



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 . 
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 

5 

3 
1 
3 
2 
2 
7 
5 
1 
7 

7 
5 
5 
1 
5 

2 
5 
6 
4 
4 
3 
3 

7 
5 
4 

2 

3 
1 

5 
4 
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