DEPARTMVMENT OF ADMINISTRATION - BUDGET DIVISION

2015 - 2017

EBIENNIUIVI BUDGET INST RUC TION S

Revised May 14, 2014

Prepared by the

State of Nevada

Department of Administration
Budget Division




Table of Contents

Table Of CONLENTES ......eeeeeeeeeeeeeeemeeeeeeemeenmvannaeens i

Major Changes to Budget Instructions and
NEBS ...ttt v

SecTioN 1: PoLICY..cvvvivnenenen 1

Budget Timetable..............ccceeeeeeeeereccrrccrscisnns 2
Budget Submittal Checklist................cceeeunu. 3
Budget Submittal Format..................cccseeunnn. 5
Required Contents ...........cooovvviiiiiiiiiiiiiiieeee e, 5
Submittal Requirements..........cccccooiiiiiiiiii 5
Legislative Counsel Bureau Requirements............ 5
Strategic Planning and Activity Measures... 6
Strategic Plan ... 6
Performance Measures...........ccccoccveveeiiiienee e, 6
Statewide Strategic Plan and Strategic Priorities...6
Components of a Strategic Plan ............................ 6
Creating Missions and Measures: The Purpose
TOO. e 8
Changing Measures in the Budget.............ccc........ 9
Documenting the Measures.............cccccvvveeeeeeeeeennn. 9
Business Plan...............eeeeeeeeeeeennns 10
INtroduCtion ........oooiiiiiii e 10
Business Plan Contents........c..ccocceveeeiiiienecenenen, 10
Agency Reserve Limits...........cceeeeveevreeenennns 12
Agency Reserve Limits ........cccooooiii, 12
Internal Service FUNdS ..o 12
Other Non-General Fund Agencies ............c........ 12
Organizational Charts ..........cccccevvvveeccccnennnns 13
Supplemental Appropriations..................... 14
Statutory/Administrative Authority ........................ 14
Application.......ccoeeiiiiiie 14
Summary of Supplemental Appropriations .......... 17
One-Shot Appropriations................c.ccceee... 18
Statutory/Administrative Authority........................ 18
Application.........oooi e 18
Summary of One-Shot Appropriations................. 20
Capital Improvement Projects (CIPs).......... 21
Typical Projects ........cccviiiieiiiiiiie e 21
Background ... 21
Definitions .....occvveieeiiiie 21
Statutory/Administrative Requirements................ 21

Recommendations .........cccceevviieeeeei i, 22
Application.........ceiiiiiii 22
Major Budget Initiatives.............cccceervvrrccnnne. 23
Statutory/Administrative Authority........................ 23
Application.........cccceeiiiiiiii 23
Development and Presentation of Major Budget
INIHIAtiVES oo 23

Priorities and Performance Based Budget 24

OVEIVIEW ..t 24
SHUCKUIE....eee e 24
Definitions ..o 24
Strategic Priorities..........ccooeciiiieei 25
Core FUNCLIONS ......coooiiiiieeeeee e 25
ODbjJECHIVES ...eiiiiiiiiec e 25
ACHVIIES .o 25
Activities as Primary Building Block..................... 25
Activities tie to Objectives ..........cccccvvvvivieieeneeennn. 26

SEecTION 2: OUTLINE OF
WORKFLOW ..evevncenrrcrnnenrnnenes 20

Account Maintenance .............cccoeeeeeeeeeeennns 28
Application.........cooeeiiiiii 28
Establishing Decision Units............oooociiiiiiieennn. 28
Establishing Categories .........cccocveveiiiiiieee i, 29
Establishing GLs (General Ledgers).................... 29
Defining Position Groups .........ccccceevviieeeeiinnnen. 29
Defining Assessments Settings ..........cccccvvveeeeeen. 29

Position Reconciliation..............ccccceeuuuneu.... 31
Statutory/Administrative Authority........................ 31
Application.........cccceeiiiiiiii 31
Reconciliation Phase One...........ccooooeiiiiiiieeenn. 31
Reconciliation Phase TWO .........ccccovvviiiiiiiiiieeenen. 31

Actual and Work Program Revenues and.. 34

EXpenditures ............coeeeeeemeeeerceeieisrensnennnnnn. 34
Statutory/Administrative Authority....................... 34
Application.........cceeiiiiiiii 34
Summary of Actual and Work Program Revenues
and Expenditures ..........cccevceeiiiiiiiieee 35

Projections: Revenues & Expenditures..... 36
PUIMPOSE. ... 36
Statutory/Administrative Authority ........................ 36
ApPlication. ... 36
Revenue Projections ..........ccccceoviiiiiiiiieeee e, 36

Table of Contents



State of Nevada 2015 - 2017 Biennium Budget Instructions

EXpenditures ........ccooceeieiiiiii 37
General Considerations ...........ccccovceeeeeiiiiiieeenns 37
Estimating Methodologies...........ccccccveiiiiieieienen.n. 37
Choosing the Technique .........cccccoecvveeeeiiiiiiee s 39
L@ 111 1= S 39
Adjustments to Base..........ccccceeeeurrceesirenenne. 40
Statutory/Administrative Authority ........................ 40
APPlICation.........coiii 40
Schedule Generated M-150 Decision Unit
Adjustments.......ccoooeeeiiiin 43
User-Generated (Manual) M-150 Decision Unit
Line HEeMS ..o 47
M-150 Decision Unit Adjustments Summary........ 47
Costs Agencies Can Retain in the Base Budget..48
Costs Agencies Should Not Adjust ............ccc..... 49
Other Schedule-Driven Adjustments in NEBS.....49
Assessments and Full-Time Equivalent (FTE)
Driven COSES ........ccoeeeeeeceeeereeee e 50
Statutory/Administrative Authority........................ 50
Application.......ccceeeieiiiie 50
Personnel Related Assessments............ccccccee.. 50
Enterprise Information Technology Services
Division (EITS) Assessments.............cccccveeeeeeen. 50
Purchasing Assessment.........ccccccoiiiiiiiiiiiiennnn. 51

Summary of Assessments (see
also the Assessments and Full-Time Equivalent

(FTE) appendiX) ....ccceoivereeeiiiiiieee i 51
Equipment...............eennas 52
Definition ......ooioeeiiei e 52
Statutory/Administrative Authority........................ 52
Application.......cccoeeiiieiiii 52
Replacement Equipment...........ccccoiiiiiiee. 53
New Equipment ... 53
Equipment Schedule ..........cccccoiiiiiiini, 53
Automobile and Truck Purchases ..............c......... 53
Office FUrNItUre ............oococviiieeee e 54
Hardware and Software Purchases ..................... 54
Prioritization ...........cccci 54
Facilities Maintenance.................ccccccveeuu.... 55
Scope of Facilities Maintenance .............ccccccc...... 55
Statutory/Administrative Authority ............c.......... 55
Application.......cooeiiiiie e 55
Building Maintenance Schedule........................... 56
Adjustments to Base - M-150 Decision Unit......... 56
Maintenance Decision Units ...............ccccciieeeen. 57
M-425 Deferred Maintenance Decision Unit........ 57

Classifications of M-425 Facilities Maintenance ..57

Enhancement Decision Units ............cccccvvvvveeennnn. 58
RateS .. 58
Information Services...........ccceeeeeeeececcnnnnnse. 59
Statutory/Administrative Authority........................ 59
Application.......cccoeeeiieiii 59
EITS Assessments.......ccccveeiiiiiiieeiiiniiiieeeee 64
EITS Schedule in NEBS............cccoieiiiiieee e, 65
Tiered Services — SilverNet, Database Hosting,
and Web ServiCes........coovcvvviiiiiiieee e 66
Agency Projected Utilization Reporting
Requirements...........coooiiiiiiiiiiie e 66
Uniform Allowance..............coueeemeeemeeemeennennnns 68
Statutory/Administrative Authority........................ 68
Application.......cccoeeiiiiiii 68
Adjusted Base Budget..........ccccoviiiiiiiiiiiinen, 69
Maintenance/Enhancement Decision Units ......... 70
Cost Allocations ..........cccccceveeeemnmeessscscisnnnnns 71
Statutory/Administrative Authority ....................... 71
Application...........ooooiiiii e 71
Statewide Cost Allocation Plan Assessment
(SWCAP) ..o 71
Attorney General Cost Allocation Plan Assessment
(AGCAP).. e 71
Agency-Specific Cost Allocations ..........cccccceee... 72
Budget Accounts Partially Allocated to Other
Budget ACCOUNES .......eveieiiiiiiiice e 73
Summary of Cost Allocations.............cccccvvvveeennn. 73
Inflationary Adjustments............cccccevvvennes 74
Statutory/Administrative Authority........................ 74
PUIMPOSE ... 74
Application.......ccccoeeeeiiiii 74
Summary of Inflationary Adjustments................... 75
Demographic and Caseload Changes
Decision Unit M-200............cccccereeirisinnsnnnnes 76
Authorized Use........ccoviiiiiiiiieieeeee e 76
Statutory/Administrative Authority ...............c....... 76
Application.......ccooeiiiiei 76
Federal Mandates, Court Orders, and Con-
SENt DECrEEeS ... 79
Statutory Authority .........cccccvivieeee e 79
Application.......cccoeeiiiiiii 79
Position Reclassifications.................c......... 81
Statutory/Administrative Authority ........................ 81
ApPlication..........oooi 81
Reorganization .............cccccceeeeeecreecssscsinnnes 85
Statutory/Administrative Authority ........................ 85

Table of Contents



State of Nevada 2015 - 2017 Biennium Budget Instructions

APPlICation.........ooiii 85
New POSition............coeeeeeeeeeeecceeeenns 86
Statutory/Administrative Authority........................ 86
Application.......ccceeeieiiiie 86
Transfer In/Out Decision Units.................... 90
Statutory/Administrative Authority ........................ 90
Application.........oooi e 90
Revenue Adjustments for Transfers..................... 91
Technology Investment Requests (TIRs)... 93
Statutory/Administrative Authority ...............c....... 93
Application.......coooeiiiie e 93
State of Nevada IT Project Prioritization ............. 94
IT Project Information...........ccccooeiiveiiiiieee e, 94
The Mapping Function ............ccccoooiiiiiniis 96
Benefits of Mapping ..o, 96
General Mapping Process .........cccocueeeeiiiiieeeennns 96
Fund and Activity Mapping ............c.ccccceuu.. 96
Changes to Mapping in NEBS ............ccccvinneee. 97
Using Fund Maps and Activity Maps in NEBS .....97
Statutory Authority ......ccccooiiii 99
Description ... 99
The Governor Recommends Phase............ 99
Agency Responsibilities During Governor
Recommends ........coooiiiiiiiiiiiii e 100

SecTioN 3: APPENDICES.......101

Priorities and Performance Framework... 102

Strategic PrioritieS ... 102
Governor’s Strategic Priorities.................. 103
Decision UNits ..........cccceeeeeeeeceeeieecceecceeccns 104
Category Descriptions..............coooeeeeeeeeneees 105

Standard Categories and Associated General

Ledger Numbers (GLS).......cccevveeeeeeiiiiciiiiireeeen. 105

Category 00 — ReVENUES ........cvveeeveeeeeeeeiieciinn, 105

Category 01 — Personnel Services .................... 107

Category 02 — Out-of-State Travel..................... 109

Category 03 — In-State Travel ........cccccceeviiieennn. 111

Category 04 - GL Descriptions .........cccceeeeennnnne 112

Category 04 — Operating........cceeeeeeeeeeeeiiiiiinnns 116

Category 05 — Equipment .........ccceeeveeeiiiiiiiiinnn, 117

Category 07 — Maintenance of Buildings and

GroUNS ...oveiiieeiiiee e 118

Category 26 — Information Services .................. 119

Category 29 — Uniform Allowance ..................... 119

Category 30 — Training ........cccoeeeeriveeeeeiniiieeennn 119

Category 59 — Utilities........cccovvveeeeieeeeeiiiiicis 120

Category 86 — ReServe.......ccccccvevviieeeeiiiiienennn 120
Category 87 — Purchasing Assessment............. 120
Category 88 — Statewide Cost Allocation .......... 120
Category 89 — Attorney General Cost Allocation
........................................................................... 120
Category 95 — Deferred Maintenance (M-425) .120
Non-Standard Expenditure Categories.............. 121
Budget Highlight Memo Template............. 122
Organizational Chart Examples................ 125
Longevity Payment Scheduile.................... 128
Eligibility and Payments .........ccccocoieiiiiiienennns 128
Non-Buildings and Grounds Lease Space
Request FOrm.............cccoveeeeeeevieiiiccccnee. 129
Accounting for Lease Rate Increases Built into a
current Lease ........oovvviiiiiiiiii e 129
Requests for New or Additional Non-Buildings and
Grounds Leased Space ........cccveeeeeeeeeeeeiiiecinn, 129
Computer Hardware and Software Policy 130
PUMPOSE ... 130
R TeTo] o1 YRR 130
Effective Dates ........oooveoiiiiie e 130
Responsibilities ..o 130
Related Documents...........cccveeeiiiiiiieeniiiiiee e 130
Standard..........ooooiiiii 130
Exceptions and Other Issues............ccccuvvvveeeee... 132
Definitions and Background ............ccccoecveeeennnne 132
Business Plans............ccccooeevveviviecinicinccins 135
Cover Page .....oocveeeiiiiiic 135
Table of Contents .......ccoeveeeiviiiiiiiiiiiieeee e 136
Body of Business Plan ..........ccccccccoovviiiviivnnnen.n. 137
Developing Costs for New Positions........ 148
EXample ... 148
Categories 02 & 03 - Out-of-State Travel and In-
State Travel ......occveeeviii e 149
Category 04 - Operating .......ccccevevviieeeeiiiiieeenn 150
Category 05 - Equipment ..........cccooiiieiiiiiiienen. 151
Category 26 - Information Services.................... 152
Category 30 - Training........ccccvvvveeeeeeeeeeeeeeecines 152
SUMMAIY ...ttt 152
Justification for Vacant Positions............. 153
Assessments and Full-Time Equivalent (FTE)
Driven COSES .......ccceeveeeeveeeccrcccsccesscsssessssnns 154
Schedule-Specific General Ledger Numbers
...................................................................... 156
Style for Budget Text.........oeeeeeeeeeeeeeeeeennnnns 159

Table of Contents

iv



State of Nevada 2015 - 2017 Biennium Budget Instructions

Complete Sentences........cccocveeveiiiiiieieniiiieeen 159
Capitalization...........cccccoeeviiiiiiiieee e 159
NUMDEIS ...t 159
Abbreviations ... 159
General Fund ... 159
ACIONYMS e 159
Program Description ..........cccccevviiiieeeniiiiieennns 160
Apostrophes/POSSESSIVES.........cccuvvviveeieeeeeeeenn. 160
Exclude Position Control Numbers (PCNs)........ 160
Commas and Semicolons in Lists............cc.c..... 160
Use of Verb with Staff ... 160
HYPRENS ..o 161
Decision Unit Synopsis .........ccceviveeeeiiiiiieeennns 161
Transfer Decision UNits ...........ccccceveviiiieeeeennen. 161
Examples For Specific Decision Units .............. 161
(€] [ XTI 163

Table of Contents

\"



Major Changes to Budget Instructions and NEBS

ese Budget Instructions include several changes in comparison to the previous biennium.
To help identify some of these changes, a list has been provided. However, this list is not all
inclusive, therefore, it does not replace reviewing the Budget Instructions yourself.

Section I - Policy

Budget Timetable

The budget timetable has been updated to reflect 2015-2017 biennial deadlines for tasks to be completed during the
biennial budget process.

Budget Changes Highlight Memorandum

Similar to the previous budget submittal process, a highlight memorandum identifying changes and summarizing Agen-
cy Request is required in lieu of a hard copy submission.

Reserve Limits

A chapter has been added highlighting the “general rule and guidelines” for establishing the agency’s reserve limits.
This section is intended to provide agencies a general overview of the process for examining and developing allowable
budget account reserve limits. It is also stressed that agencies should work closely with their assigned Budget Division
analyst to determine their actual budget reserve.

Major Budget Initiatives (MBIs)

An additional chapter describing the new MBI process is included in these Budget Instructions for 2015-2017. It de-
scribes the plan for a new NEBS module, which is currently being developed. However, a temporary budget initiatives
tool, or template, has been developed for agencies to use for input of their MBI information and associated documenta-
tion. Once the NEBS MBI module is complete, MBI information must be transferred from the template to the NEBS
MBI module through a manual process.

Budget Division Training

While there is no formal Budget Instruction section dedicated to detailing available budget and NEBS training, refer-
ence to available training is made in several sections of the Budget Instructions. It is anticipated, at a minimum, train-
ing will be available for the new processes developed in NEBS associated with mapping and the MBIs as well as some
generalized NEBS training. Training for the agencies is in the development stage and additional information on the type
of training and the associated schedule will be provided as the information becomes available.

Section Il - Workflow

Mapping (previously titled Fund Maps)

The mapping chapter has been revised to provide some additional general information on the fund map and activity
mapping process and describes a major change in the NEBS mechanics of the mapping process. In previous versions of
NEBS, agencies provided fund mapping and activity mapping detail in two separate NEBS modules.

Major Changes to Budget Instructions and NEBS
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This biennium, NEBS will combine both mapping functions into one module. The structure and appearance of the
mapping screens in NEBS will appear significantly different from previous NEBS versions. The screens and NEBS
mapping functionality will be redesigned to more closely reflect the working fund maps agencies use in their daily bud-
get management and tracking functions. Mapping in NEBS will be required for all budget accounts.

Vacancy Savings
The Vacancy Saving Schedule has been moved from the Statewide Schedule in NEBS to the budget account schedules
in the Line Item tab. The look and feel of the vacancy savings screens have only slightly changed. More importantly,
previously the vacancy savings schedule was updated in the Governor Recommends phase of the process; however, with

this revision to the schedules vacancy savings will be updated in the Agency Request phase. Budget Division analysts
will work with agencies after the payroll rollover in late June or early July to complete this update.

Section Ill - Appendices

Decision Units
This appendix has been updated to reflect the Governor’s Strategic Priorities where applicable.

Buildings and Grounds (B&G) Leases
This appendix has been added to provide information on the forms agencies are required to utilize when requesting
non-B&G owned office space. Deadlines for submitting the forms as well as a web page address where the forms can
be obtained are provided.

Glossary

The glossary has been updated to reflect current terminology and acronyms where applicable.

Major Changes to Budget Instructions and NEBS
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CHAPTER

POLICY

Budget Timetable

'y events and deadlines in the budgeting process are listed below. Major changes to budgets

e
K received after September 30" will NOT be included in the Agency Request, but will be
reflected, if appropriate, in the Governor Recommends phase. Agency access to NEBS will be

terminated August 29" at 4:00 p.m. The Budget Division will make final adjustments to the Base

budget after the final Budget Status Report is run for fiscal year 2014.

Line
No. Task / Event Start Date | Deadline Authority
Budget Division works with Agencies on the review of Activities and Performance
1 |Measures - modifying as necessary 03/06/14 | 03/31/14 Budget
2 |Budget KickOff Meeting 03/06/14 Budget
3 |Budget Instructions Ready 03/06/14 Budget
4 |Agency Submittal of CIPS requests to State Public Works Division (SPWD) 04/02/14 SPWD
5 |Deferred Maintenance requests over $100,000 are due to SPWD 04/02/14 SPWD
Technology Investment Requests (TIRs) are due to Enterprise Information
6 |Technology Services (EITS) 04/14/14 EITS
7 |Request for non-state owned leased space due to SPWD 05/01/14 | SWPD /B&G
8 |NEBS Training 03/24/14 | 05/15/14 Budget
9 |Non-budgetary Bill Draft Requests (BDRs) due 05/16/14 Budget
EITS returns TIRs back to agencies including summary review and cost sheets -
10 |copies also to IT Strategic Planning Committee 06/27/14 EITS
Budget Division reviews Activities and Performance Measures with Agencies -
11 |modifications as necessary 06/30/14 Budget
Download of payroll information for authorized full-time equivalent positions into Approx
12 |NEBS as of June 30, 2012 7/14/2014 Budget
13 |Agencies make TIR presenations to the IT Stategic Planning Committee 07/17/14 EITS
14 |Agencies must have projected EITS utilization (EITS schedules) completed in NEBS 07/18/14 Budget
Agencies must have projected monthly fleet services vehicles (fleet services
15 |[schedule) completed in NEBS 07/18/14 | Fleet Services
IT Strategic Planning Committee makes recommendations to the Budget Division
16 [regarding the projects to be included in the Governor Recommends budget. 07/25/14 Budget
Agencies must have at least the first draft (including most costs) of ALL decision
17 |units in NEBS for each budget account 08/01/14 Budget
18 |EITS provides schedule of approved utilizations by budget account 08/01/14 | EITS / Budget
19 |Notify agencies if adjustments to EITS utilizations are required 08/01/14| 08/15/14 | EITS /Budget
Agency submittal of 2015-2017 budget request due to the Budget Division and
the Legislative Counsel Bureau (LCB) Fiscal Anlaysis Division per NRS 353.210 -
including all supporting documents, information and BDRs required to implement
20 |the budget request 08/29/14 NRS
21 |Budget Bills Due 08/29/14
Budget Hearings with Budget Director, Budget Division Staff, Staff from the
22 |Governor's Office and LCB 09/15/14| 09/26/14 Budget
23 |Budget Office submits Agency Request Budgets to LCB 10/15/14 NRS
24 |Economic Forum Report to the Legislature Due 12/03/14 NRS
25 |Budget Office submits Adjusted Base Budgets to LCB 12/31/14 NRS
26 |First Day of Session 02/02/15 Const.
On or before the 19th calendar day of the regular legislative session, the
Governor shall submit to the Legislative Counsel recommendations for each
legislative measure which will be necessary to carry out the final version of the
27 |proposed budget or to carry out the Governor’s legislative agenda. 02/20/15 NRS
28 |Final Economic Forum Report to the Legislature Due 05/01/15 NRS
29 [Last Day of Session 06/02/15 Const.

Budget Timetable
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POLICY

CHAPTER

Budget Submittal Checklist

[ Jse the checklist below to track your progress toward completing your agency
request budget. Include the completed checklist as part of your submission

due on or before September I*'. The excel form can be found on the Budget

Division website.

Department:
Agency:
Budget Title:
Budget Account #:
L Hard Copy Budget, Location of NEBS Attached, If Reviewed/
ITEM Description LCB, NA Attachment Applicable Completed
Memorandum highlighting budget changes at *Email to

Department or Division level
Work with your Budget Division Analyst

budget@admin.nv.gov,
copy your analyst, LCB

Budget Preparation Checklist - E-mail with highlights

Email to
budget@admin.nv.gov,
copy your analyst, LCB

Budget Account Version
Text, Program Narrative

and actual and projected caseloads by program

Program statement (prints in Executive Budget book) NA
Performance Measures NA Activity Budget Tab
Performance Measures agency procedures NA Activity Budget Tab
Organizational chart for each agency NA Budget Account Ver5|.on
Text, Program Narrative
. . . Budget Account Version
Letters of intent (currently required by the Legislature) NA Text, Program Narrative
Supporting Documentation an.d Calculatlon.s.for Budget Account Version
Performance Measures - provide data detailing how NA R
R Text, Program Narrative
measure is calculated.
NEBS 220 Budget Highlight Report (DEPARTMENT NA
PRIORITY LEVEL ONLY) -
NEBS 200A Budget Book report - (review narrative) NA
NEBS 130 Payroll Position Detail report (FTE reconciled to
legislative approved in Base plus positions approved by  |NA
the Interim Finance Committee)
NEBS 900 EITS Projected Utilization Reports (approved by NA
EITS)
NEBS 990 A - Caseload Schedule NA
NEBS 990 B - Vendor Services Schedule NA
NEBS 990 C - Uniforms Schedule NA
NEBS 990 D - Longevity Schedule NA
NEBS 990 E - EITS Schedule NA
NEBS 990 F - Fleet Services Vehicles Schedule NA
NEBS 990 G - Equipment Schedule NA
NEBS 990 H - Agency Owned Vehicles Schedule NA
NEBS 990 | - Building Rent Non-Buildings and Grounds NA
Schedule
NEBS 990 J - Building Maintenance Schedule NA
Agency-Owned Property and Contents Insurance
NA
Schedule
B&G-Owned Rent Schedule NA
Demographics/Caseload - narrative, methodology used NA Account Maintenance,

applicable Decision Unit

Budget Submittal Checklist
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Department:

Agency:

Budget Title:

Budget Account #:

ITEM Description

Hard Copy
Budget, LCB, NA

Location of NEBS
Attachment

Attached, If
Applicable

Reviewed/
Completed

Notes and Narrative, Supporting Documentation and

Account Maintenance,

Calculations per decision unit - including Word or Excel  |NA A . .
] applicable Decision Unit
files
Cost allocation plans NA Cost Allocation
Buildings and Grounds non-state owned space request NA Account Maintenance,
(Leased Spaced form and Justification) applicable Decision Unit

Account Maintenance,
Business plan NA . . .

applicable Decision Unit

Budget A t Versi
Fund Mapping entered in NEBS NA udget Accoun erS|.on

Text, Program Narrative

Account Maintenance,
Out-of-state travel log & justification NA

BASE

Account Maintenance,
In-state travel log & justification NA

BASE

Account Maintenance
Training log & justification NA ’

glog &) BASE

Account Maintenance,
Justification for vacant positions as of Sepember 1 NA BASEU :

Account Maintenance,
Technology Investment Request (TIRs) NA . . .

applicable Decision Unit

Account Maintenance,
Signed NPD-19s for new Positions and Reclassifications  |[NA .u : . .

applicable Decision Unit
"Statewide Lease Information" form for each BOE NA Bldg Rent Non-B&G
approved lease agreement for non-state owned buildings schedule

Email to

Report on contracts per AB240 of the 2011 session

budget@admin.nv.gov,
copy your analyst, LCB

Budget Account Version
Text, Program Narrative

Contract Summaries NA Vendor schedule

Equipment replacement schedule/inventory log NA Equipment schedule
Account Maintenance,

All cost quotes NA R L .
applicable Decision Unit

Process all schedules a final time and run out of balance NA _

reports

*Please do not email your NEBS budget to the Budget Division

Please note that your analyst may request additional
information specific to your department/division.

Budget Submittal Checklist
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CHAPTER

Budget Submittal Format

Il agencies must input their agency budget request into the Nevada Executive

Budget System (NEBS). The Agency Request budget is due to both the Budget
Division and the Legislative Counsel Bureau (LCB) Fiscal Division on August 29,
2014 before 5:00 PM. Budgets are no longer required to be submitted in hard copy.

Required Contents

As required by NRS 353.205 (1)(b), each Agency Re-
quest must include a mission statement within the respec-
tive budget account. Additionally, department or division
mission statement and performance measures for each
program must be provided within the respective Activity
Budget.

The agency budget request should support the depart-
ment strategic plan. Each request must include well-de-
veloped narrative detail to fully describe and justify all
proposals.

Requests must be based on the Governor’s Strategic
Priorities included in these budget instructions.

Each department is required to follow the three-
part format (base, maintenance, and enhancement),
and include appropriate charts and backup material to sup-
port the request.

Maintenance and enhancement decision units must
be prioritized within each budget account by the agency.
Maintenance and enhancement decision units must also be
prioritized at the department level for all budget accounts
within the department.

Chapter 2 — Budget Submittal Checklist in these budget
instructions shows a listing of the required budget com-
ponents. Not all items on the checklist will apply to every
agency. If an item does not apply to an agency, simply put
“N/A” in the “Reviewed/Completed” column.

NEBS reports are no longer required in hard copy. This
is an attempt to reduce paper usage, as these documents
are readily available in NEBS.

Please make sure the required documents on the budget
submittal checklist are correct and attached in NEBS as
indicated on the checklist.

Submittal Requirements

The Agency Request must be presented in NEBS, a
memorandum highlighting major changes to the budget
must be submitted to the Budget Division.

The contents of the submittal must meet the following

requirements:

* Must include the Agency Request budget
Highlights Memorandum (see Budget Highlight
Submittal Template).

* Must include the completed budget submittal
checklist.

* Report on contracts per AB240 of the 2011
Session.

* Agency Request submittal must be completed
in NEBS.

* All increases and decreases from base must
be fully documented (notes and supporting
documentation).

* Notes are required on every line of M-150.

* Fund maps must be completed in NEBS.

e Charts, graphs, spreadsheets or exhibits
that explain and justify the requests must be
attached in NEBS.

* Revenues and expenditures must be in balance.

Legislative Counsel Bureau Requirements

The LCB Fiscal Analysis Division requests that all ma-
terial be provided in the same format as the Budget Divi-
sion, submittals in manila folders are no longer required.

During the budget review phase by the Budget Divi-
sion, a copy of all additional documents and information
supporting the agencies requested budget must also be
provided to the Fiscal Analysis Division at the same time it
is provided to the Budget Division. Information provided
to the Fiscal Analysis Division during the legislatively ap-
proved phase must also be provided simultaneously to the
Budget Division.

Budget Submittal Format
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CHAPTER

is section discusses the importance of strategic planning in developing your
budget and how items in your budget should tie to goals in your plan. While it
is beneficial to have a strategic plan, it is not required. This section also discusses
measurements in general and in the budget in particular.

Strategic Plan

A strategic plan is an organized, documented method
of determining what an agency hopes to accomplish and
how it will accomplish it. A strategic plan looks forward,
indicating to management and staff what the agency’s fo-
cus will be for the next three to five years or more.

A strategic plan is a management and communication
tool. First, it’s a means for management and line staff to
discuss what the agency’s goals should be for the upcom-
ing biennium, to share ideas, and learn the perspectives of
coworkers. Second, it lets staff know where the agency is
headed over the next few years and the role they will play
in moving the agency forward.

A strategic plan is the foundation of the agency’s bud-
get request. During the goal-setting phase of strategic
planning, the agency will come up with several strategies
to use to work toward the agency’s mission and goals.
Some of those strategies may have costs or savings associ-
ated with them in terms of personnel, travel, supplies, and
equipment. These costs should be detailed in the appropri-
ate decision unit within the agency’s budget request.

Performance Measures

Performance Measurements help an agency decide how
well it is achieving its goals. It is not a substitute for pro-
gram evaluation.

Performance measurements provide justification for
an agency’s budget request by detailing the expected re-
sults of an activity and the corresponding fiscal impact.
Management should be prepared to show how an increase
or decrease in funding for a specific decision unit would
impact the agency’s performance measures. For instance,
“We are requesting enough funds to reach 80% of our cli-
ents. If our funds are cut by 10%, then we can only reach
72% of our clients.” Additionally, if you can demonstrate
that the strategies your agency is using to meet its mission
are ineffective, as borne out by your performance mea-
surements, it may provide enough justification to make
some changes to your agency’s activities (and budget).

NRS 353.205 section 1(b) states, Part 2 [of the Ex-
ecutive Budget] must include a mission statement and
measurement indicators for each program. In the past,
agencies have taken this to mean that performance mea-
sures are required for each budget account. This is not
necessarily true. Performance measures are now included
at the agency activity level. If performance measures are
warranted, you should identify and define relevant and
quantifiable performance measurements. It is recom-
mended to include three for each applicable activity.

Statewide Strategic Plan and Strategic Priorities

The Agency Request budget must tie to the agency’s
mission statement and performance measures.

Each agency budget request should follow its depart-
ment’s strategic plan, if a current one exists, as the basis of
the budget structure.

The Governor’s Strategic Priorities lists goals sup-
porting the vision, mission and philosophy of Nevada’s
Priorities and Performance Framework. Every request
must relate to one of these strategic priorities. Agencies
budgeting for an enhancement decision unit must select
the strategic priority that the decision unit will help the
state achieve.

Components of a Strategic Plan

There are several components of a well-written strate-
gic plan. Each component is briefly defined below.

Vision Statement

The vision statement is a brief, bold, broad statement
of the agency’s ideal future. It states how Nevada will be
better as a result of an agency’s work. In other words, will
traffic fatalities drop to zero? Will illiteracy disappear?

Strategic Planning and Performance Measurements
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Mission Statement

The mission statement is a declaration of what the
agency does, for whom, and why it’s important. Mission
statements should rarely change, as they define an agen-
cy’s core purpose. Mission statements can be short and
sweet, explaining only the big picture of the agency’s pur-
pose and clientele. Or they can be over-arching, including
all groups and their tasks. Short mission statements are
easier to remember. Keep in mind that the strategic plan
is a communication tool. The easier it is for staff to un-
derstand the mission, the more likely they are to help the
agency achieve it.

External / Internal Assessment

Some agencies choose to include an external/internal
assessment with their strategic plans. Whether or not it is
included with the final plan isn’t as important as actually
doing the assessment. The external/internal assessment
takes a look at things happening outside the agency (exter-
nal) that will impact it, such as pending legislation, other
funding sources, public perception, etc., and determines
whether or not these things will be an opportunity or a
threat. Then the agency repeats the process, only this time
looking inside its walls (internal). What does the agency
do well? What are its weaknesses? These questions help
identify areas the agency can address and improve on in
the strategic plan.

Philosophy Statement

An agency’s philosophy statement defines its core be-
liefs and values as it goes about achieving its mission.
Does the agency value its employees and their contribu-
tions? Does it value teamwork, honesty, and integrity?
Will it treat customers fairly and in a timely manner? Will
staff act professionally? The philosophy statement can be
a single sentence to a longer paragraph.

Goals

A goal is a broad statement of what the agency hopes
to accomplish over the next several years. Each goal must
support the mission, and often the goals come from the
external/internal assessment. Other times they come from
employee or customer opinion surveys. A goal does not
generally have any numbers or dates. It should start with
a verb. For example: reduce, increase, provide, promote,
develop, improve, etc.

Strategies

Strategies are the “how” part of a strategic plan. Strate-
gies detail the steps an agency will take to achieve each
goal. There may be many strategies per goal or only a few.
It is here that the agency can get creative in planning how
to achieve each goal and also where information can be
found to support the agency’s budget request. For example,
if a goal is to be user-friendly to the public, then a strategy
might be to move more documents to the agency’s website.
However, if your agency’s computer system is outdated,
this goal and strategy might provide justification for you to
request a new computer system as an budget enhancement
decision unit. Similarly, if a goal is to do more public out-
reach, a strategy might be to reclassify an existing position
or request a new position to be a public information offi-
cer. Again, this decision would be reflected in your budget
request in an enhancement decision unit.

Objectives

Objectives specify how much of a particular goal you
want to achieve and when you want to achieve it. As with
strategies, there could be several objectives per goal or
only one or two. Objectives should be SMART:

e Specific

e Measurable

e Achievable

* Realistic

* Time-specific

Examples of SMART objectives are:

* Reduce the workload per staff person by 10%
by December 31 two years from now.

* Increase the number of clients served by 5% by
June 30 of next year.

* Achieve an “excellent” rating by 80% of our
clients by January 15 of next year.

Performance Measures

One benefit of SMART objectives is that they lead eas-
ily to performance measures, which are included at the ac-
tivity level in Agency Request. In our examples above, the
performance measurements would be:

* Percent reduction in workload per staff
member. Did the agency hit its target of 10%
reduction? Was it 7%? 5%? Did the workload
per person increase?

* Percent increase in clients. Did the agency
hit its target of 5%7? Was it only 3%? Did they
exceed the 5%7?

Strategic Planning and Performance Measurements
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¢ Percent of clients rating services excellent.
What percentage rated the agency as excellent?
Was it 80% (the target)? Was it only 50%? Was
it better than expected at 85%7?

If the agency has been successful in hitting its target
(objective), then there is likely no need to revise the strate-
gies for each goal. However, if the agency missed its ob-
jective, there could be some room to improve its strategies
for the particular goal the agency is working toward.

Types of Performance Measures

There are several types of performance measures,
which are described briefly below. The Budget Division
and the Legislature review agency measures to get a sense
of how the agency is operating. They use the measure-
ments as supporting documentation to approve your bud-
get request or to make changes. Both will recommend out-
come performance measures that demonstrate the impact
the agency is having on Nevada. A mix of measure types
can help tell an activity’s story.

1. Outcome - measures the result (impact) of your ef-
forts

Examples:

* Percent of clients employed six months after

completing job-training program

» Percent of 3" graders reading at grade level

2. Efficiency - ratio of outputs or outcomes produced to
inputs used

Examples:

» Cost per client served

* Number of customers served per employee

* Number of cases managed per employee

3. Efficiency (timeliness) - how quickly a service is pro-
vided

Examples:

* Average wait time for service

* Number of applications processed per hour

4. Quality - measures customers’ opinions of the ser-
vices provided or goods produced

Examples:

» Average score on customer satisfaction survey

» Percent of public approving of service

* Number of complaint letters or phone calls

Other Types of Measures

1. Population — number of people or entities an activity
might potentially serve
Examples:
* Number of Nevada children aged 5 - 18
* Number of businesses in Nevada with employ-
ees

* Number of Nevadans eligible for Medicaid
2. Workload - number of people or things the activity
serves or funds (some are output measures)
Examples:
* Number of K-12 students whose education is
supported with state funds
* Number of businesses paying unemployment
insurance taxes
* Number of Medicaid enrollees
3. Input - measures the resources going into making a
product or providing a service (generally for agency
internal use, not for the budget)
Examples:
* Amount of money spent on the product/service
* Number of employees devoted to the product/
service
» Equipment dedicated to the product/service
« Amount of raw materials dedicated to the
product/service

Include measures that are unique to the activity, not ge-
neric measures like number of state agencies, even if your
activity does affect state government as a whole.

Note: only a few activities have a legislatively ap-
proved caseload, while many activities have a quantifi-
able workload; both measures of work can appear in the
population/workload tab.

Creating Missions and Measures:
The Purpose Tool

The following tool can help draft a mission state-
ment, a description statement for an activity, and
measures:

The purpose of the
(agency or activity) is to provide/pro-

duce (service/good) to
(whom) so that they can/in
(planned benefit).

order to

After filling in the blanks and a bit of wordsmithing,
this can be a mission statement at the agency level, or a
description in the budget for an activity.

In addition in the purpose tool above, the “service/
good“ provided or produced is an output, which might be
used as a workload measure in the activity population/
workload section. The “whom” blank might be completed
with a population or workload, and the “planned benefit*
is an outcome.

Strategic Planning and Performance Measurements
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Measures in the Budget

Performance measures such as outcome, efficiency, ef-
ficiency-timeliness and quality measures should be in the
activity budget performance measure section. Population
and workload measures should be in the activity budget
population/workload section. Include data on at least the
previous four years when available.

Changing Measures in the Budget

Follow NRS 353.205 1(b)(3):

» If you add a new measure, say why

» If you change a measure, say why, and provide
data for the measure as it was before, and as it
is after the change, for the first year of the cur-
rent biennium (Actual).

» If you delete a measure, say why, and provide
data for the first year of the current biennium
(Actual).

Documenting the Measures

For each measure, attach documentation in NEBS, in-
cluding the actual source(s) of the data and the procedure
for exactly how the measure is computed. Documentation
should be complete and detailed enough that anyone could
recreate that measure’s values exactly as they appear in the
Executive Budget.

Strategic Planning and Performance Measurements
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CHAPTER

Business Plan

[7 vour agency is adding a new program with a cost exceeding 31 million, or

expanding an existing program at a cost of over $1 million or an amount
exceeding 50% of the existing program cost (whichever is less), you must include a
business plan with your Agency Request budget submission.

Introduction

SAM 2516 requires submittal of a business plan with
the Agency Request budget due on or before September 1%
when seeking:!

1. An authorized expenditure or appropriation for a new
program or program expansion if the cost exceeds
$1,000,000 (if the cost is $1,000,000 or less no plan
is required).

2. An authorized expenditure or appropriation for an
existing program that is proposed for enhancement
by more than $1,000,000 or 50 percent of the current
program level, whichever is less.

A copy of each business plan prepared, along with a
copy of each agency’s proposed budget, must be submit-
ted to the Legislature and the Budget Division on or be-
fore September 1°. If the business plan is changed in the
Governor’s recommended budget, the agency must revise
the plans to reflect the changes. A copy of the revised plan
must be submitted to the Budget Division and the Legis-
lature at the same time the Governor’s budget is provided
to the Legislature.

A sample business plan is provided in the Business
Plans appendix.

Business Plan Contents

I. Cover Page
Include the following
* Department
» Division
* Budget account number
* Budget title
» Date prepared
* Name of person submitting the program
* Program title

II. Table of Contents

1 Highway construction and public works projects are exempt.

III. Type of Plan
Indicate all that apply:
* New program
* Enhancement of existing program
Reference all enhancement decision units and any BDR
numbers or NRS that may apply.

IV. General Description of the Plan
Provide a general overview of the proposed plan,
including
* An organizational chart (current and proposed)
* A summary of projected funds for the current
and next two biennia to include a breakout be-
tween General Fund and non-General Fund

V.  Agency Mission and Goals

Provide:

» A statement of the agency’s mission

* The current goals applicable to the agency or
specific budget account

* An explanation of how the proposed new or ex-
panded program ties to these goals as well as
the Governor’s strategic plan

VI. Assessment

Briefly describe current services provided and for
whom and explain why this proposal is necessary or
desirable. The assessment should include an analysis
of the benefits that can be expected from this program.
The benefit(s) should be described in quantitative
terms whenever possible. When benefits cannot be
described in quantitative terms, include qualitative
data to support the proposal.

VII. Detailed Business Plan
The detailed business plan should:
A. Explain how the plan fits into the Governor’s
strategic priorities and core function objectives.
B. Explain how the proposal will be implemented.
Include data defining the areas of the state or
populations to be served (i.e., rural, urban, north,

Business Plan


http://budget.nv.gov/uploadedFiles/budgetnvgov/content/Documents/State%20Administrative%20Manual.pdf

State of Nevada 2015 - 2017 Biennium Budget Instructions

south, low income, etc.). If resources or services

will be shared with other agencies or entities,

describe the shared resources or services and
how they will be shared.

Include a timeline for plan implementation.

Project customer volume, caseload and other

measurements used to evaluate the demand for

the proposal.

Assess financials:?

i.  Funding sources
a. If the proposal is to be supported by

fees, supply a proposed fee structure
and cash flow analysis.

b. Ifthe proposal is to be federally funded,
provide the Catalog of Federal Domestic
Assistance (CFDA) number and grant
description including match require-
ments, federal funding history and
future grant allocations. Provide Federal
Funds Information for States (FFIS)
data, as well as any other federal, public
or private entity data available, that will
support the requested proposal. Include
the calculation and assumption used
to develop the mix of federal and state
resources if not specifically outlined in
the budget document.

c. If the program requires General Fund
support for start-up, provide a cash
flow analysis phasing in other revenue
sources.

ii. Staffing requirements and associated
operating costs
a. If additional staff are not required,

describe the impact on existing staff and
programs.

b. If new staff are required, describe the
need for each position and estimate
costs including operating and travel.

iii. Capital considerations (may require coop-
eration with State Public Works Division).
Building, construction, and remodeling.
Describe all proposed projects in detail and
include cost estimates.

a. Capital equipment: list all equipment
needed and estimate cost.

iv. Major purchases
a. Lease agreements.

b. Contractual services.

c. Equipment: list all items needed and
estimate costs.

v. Information technology and telecommuni-
cations requirements (requires cooperation
with EITS).

a. Include timelines for the ordering and
receipt of equipment, software, consult-
ing services, contract development and
training.

b. If the proposal lends itself to sharing
information between other agencies/
entities, include timelines for interface
development.

vi. Training requirements

Analyze the proposal’s impact on existing ser-

vices provided by the state or other agencies or

entities.

Assess the proposal’s financial impact on future

biennia.

i.  Provide projections for the following two bi-
ennia and estimate the increase in base fund-
ing levels.

ii. Determine in which year the maximum cost
for the proposal will be realized and provide
an estimate of the maximum cost.

Include performance indicators to measure out-
comes and determine the effectiveness of the
proposal.
Provide a plan addressing actions to be taken
should performance expectations and/or funding
requirements not be met. The plan should address
the most significant risk factors associated with
the program. The risks to be addressed include
factors that will significantly impact the project.

2 The costs in this section must tie to the detailed budget docu-
ment. If calculations of costs are not shown in this section, they

must be shown in the detailed budget document.

Business Plan
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Agency Reserve Limits

1 gencies with reserves should have an established methodology for determining
an operating reserve limit sufficient to manage anticipated and unanticipated
gaps between available funding and expenditures.. This limit and possible

exceptions are discussed here.

Agency Reserve Limits

Other Non-General Fund Agencies

Agency reserve limits are calculated for non-General
Funds budget accounts that have the authority to balance
forward from year to year. Fundamentally, reserves are
considered non-recurring funding resources and therefore
are used only for one-time expenditures. Reserves are
calculated to provide non-General Fund budget accounts
with sufficient cash balances to cover unanticipated ex-
penditures, one-time expenditures (such as for equipment,
vehicles, other unplanned program costs or expansions),
sudden down turns in the economy that significantly im-
pact the revenues (i.e., fees, grants, other non-General
Funds) and a gap in cash flow at the beginning of the fiscal
year.

Internal Service Funds

The determination of the internal service agency re-
serve limits should follow these general rules: :

® for internal services fund agencies that primarily

rely on utilization based billings, reserve limit at the
end of the second fiscal year should be limited to a
maximum of 60 days operating expenses, and

® for internal services fund agencies that primarily

rely on fixed assessment based billings, reserve lim-
its at the end of the second fiscal year should be lim-
ited to a maximum of 45 days operating expenses;

® the Director’s Office reserve limit should not exceed

30 days operating expenses.

The computation of average daily operating expenses
shall exclude capital purchase, depreciation, general fund
payback and the principle portion of any debt service
amounts.

Determination of the agency reserve limit for budget
accounts, other than internal service fund account, will
vary depending on the evaluation of the risk associated
with the agency’s revenue sources, but in general, not
to exceed 60 days operating expense. You should work
closely with your assigned budget analyst to determine
your agency reserve limit. The following can be used as a
general guideline:

For agencies that rely on a highly volatile, or “high
risk” revenue source, reserve limit at the end of the second
fiscal year should be limited to a maximum of 60 days
operating expenses. These would be revenues that have
shown a history of volatility such as fees for services that
are considered largely discretionary, fines and penalties,
tourism related fees, grants that are competed for and
awarded annually, etc.

A reserve calculation worksheet on the forms page
of the Budget Division’s website may be used to calculate
the allowable reserve level. (http:/budget.nv.gov/Forms/).

If you have questions about reserve limits for your bud-
get account, discuss this further with your assigned Bud-
get Division budget analyst.

Agency Request Appropriations Limit
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Organizational Charts

A n organizational chart is a portrayal of the personnel structure and reporting
relationships within an organization. An example is shown below. It is
important all positions are included. If an agency has many specific position
classifications, the agency may be able to group them by position title for ease
of display. For example, if the agency has 35 Correctional Officer positions and
each has the same direct report, rather than listing each position individually,
the agency may group the positions under one heading. The agency’s preferences
and organizational structure will determine if this is a viable option. For
agencies submitting requests for personnel changes (transfers, eliminations,
reclassifications, etc), both a current organizational chart and one that includes
the requested changes should be included in the Agency Request submittal. For
additional examples, refer to the “Organizational Chart Examples” appendix.
An organizational chart must be submitted with the Agency Request budget to
the Budget Division and to the LCB Fiscal Analysis Division on or before the
September 1 deadline.

Department of Public Safety
Administrative Services Division (4714)
Current & Proposed SFY 12/13

Director, Public Safety

Administrative Services currently has 25.53 filled FTE’s, (Dir. Office — BA 4706)
with 1 FTE pending elimination & 1 transfer in from U410 FTE highlighted in yellow
Highway Patrol. Positions listed :Title, PCN, Class | pending elimination.
code, Grade. All positions not specified are located in Executive Officer to the
Carson City Director

(Dir. Office — BA 4706)
U3721,7.225, 45

|

Division Administrator Personnel Officer 3
PCN 1,U9024 PCN 0054, 7.509, 41

| | [

1

Personnel Personnel Administrative
Personnel Analyst 2| .
— - Officer 1 Analyst 2 Assistant 3
Mgmt. Analyst 2 Administrative Budget Analyst 3 | | Budget Analyst 3 EZ’:”Q;‘;' ;\’;2'13’355 PCN 3,7.521, 34 PCN 121, 7.522, ||| PONS5. 721,34, || PON 0149 2.211
Contracts Mgr. Services Officer 3 PCN 49, 7.620, 38| | PCN 50, 7.620, 38 , 1.921, (Las Vegas) Bé g (Las Vegas) 27’ ’
PCN 21, 7.624, 35 PCN 2,7.216, 41
I
Administrative | Personnel Personnel
Assistant3 | | Accounting Management Technician 1 Technician 2
PCN 31,2.211,27| | Technician 1 A"a'gségspg;‘ 19,1 PCN 0009, 7.536, PCN 0105,
| o 3
" PCN 8, 7.143, 30 ( Backgrdund Unit ) 25 (Las Vegas) 7.535, 27
|
: Accounting ministrative. Administrative Amlmts ra‘ 2’5
A i . Assistant 2 Assistant 3 ssistan
| pogounting Assistant 3 |—] PCN 0018 | PcNo032 PCN 0057, 2.212,
| PN 11, 2.301, 27 PCN 125, 2.301, 271 1FTE, 2212, 25 |51 FTE, 2.211, 27] 25
1
: hooounting | | FnSTraTv [ AdmnStratve |
| Assistant 3 | | Assistant3
=== I PCN 145, 2.303, 25 PCN 0035 PCN 0020
" N .51 FTE, 2.211, 27 .51 FTE, 2.211, 27
Mail Service Clerk | Supply Tech |
PCN 0026, 2.127, PCN 0135, Administrative
21 2.836, 25 Assistant | |
PCN 34, 2.213, 23
These two positions are shared with
Organizational Charts
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Supplemental Appropriations

supplemental appropriation is a request by an agency for additional General

Fund or Highway Fund appropriations to cover unforeseen or unanticipated
expenditures. Supplemental appropriations occur in the fiscal year that the
Legislature is in session (the odd year of the biennium) and are acted upon by the

full Legislature.

Statutory/Administrative Authority

Application

NRS 353.235. The General Appropriation Act provides
government departments or programs General Fund or
Highway Fund revenues. Agencies that receive appropria-
tions from this act have two options should their legisla-
tively approved appropriation fail to cover unforeseen ex-
penditures and result in a budgetary shortfall:

For shortfalls that occur during the even fiscal
year of the biennium

Request an appropriation from the Interim Finance
Committee (IFC) Contingency Fund, a special revenue
fund provided by direct legislative appropriation pursuant
to NRS 353.266. These requests are recommended by the
BOE (pursuant to NRS 353.268) and are acted upon by the
IFC that administers the fund.

For shortfalls that occur in the odd fiscal year of
the biennium

The year the Legislature is in session, include a supple-
mental appropriation in the Agency Request submittal.
This is similar to a request for funding from the contin-
gency fund except the full Legislature acts upon these re-
quests through a bill.

Prior to requesting a supplemental appropriation, your
agency must consider all other options and demonstrate
there is no funding in the existing budget to cover the un-
foreseen expenses. Contact your Budget Division analyst
as soon as you anticipate a need for a supplemental ap-
propriation in order to explore all these options. Also, the
Appropriations Act authorizes the transfer of funds be-
tween appropriated agencies within a department to cover
a shortfall as a result of salary or payroll costs up to the
amount set aside for vacancy savings. Such requests are
recommended by the Governor and are acted upon by the
IFC.

If your agency qualifies for a supplemental appropria-
tion and will experience a budgetary shortfall during the
fiscal year for which the Legislature is in session (the odd
year of the biennium), you can request a supplemental ap-
propriation to cover the shortfall as part of your Agency
Request. This request would cover the odd fiscal year
shortfall. In some cases, a request for a supplemental ap-
propriation could cover a prior fiscal year shortfall not
pursued through the contingency fund.

To request a supplemental appropriation, you must
build an E-877 (supplemental appropriations) decision unit
in the Agency Request of the budget account that will ex-
perience the shortfall. Fully explain, justify, and document
the funding request and include detailed cost projections.
To meet this requirement, the decision unit must include:

1. A synopsis of the request

2. Detailed, well substantiated, written justification
that explains the need and the adverse consequences
should the request not be approved

3. Detailed spreadsheets with calculations, and other
documents that demonstrate a need, your agency has
exhausted all resources within its budget, and your
agency has no other options

4. Detailed expenditures at the line item level that in-
cludes amounts associated with the projected sup-
plemental need using the appropriate object codes

All amounts associated with the request must be en-
tered in the first year of the biennium. The source of
revenue to fund the supplemental appropriation request
is General Fund (2501) or Highway Fund appropriation
(2507), whichever applies to your agency. Note that some
agencies receive funding from other sources, such as the
federal government, in addition to an appropriation. /n
cases where a multi-funded agency is requesting a supple-
mental appropriation, the agency should build the other
funding source into the decision unit in addition to the
portion to be paid by the appropriation.

Supplemental Appropriations
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Budget Account: 4321 SAMPLE AGENCY REQUEST BUDGET

Version: AOO AGENCY REQUEST BUDGET AS SUBMITTED

Decision Unit: E877 SUPPLEMENTAL APPROPRIATIONS

Additicnal Text
i

Dec Unit SYNopsiS |15 2 reguest funds an unanticipated increase in operating

(Prints in Executive

Budget Book) and information services exXpenditures.

n\s};
2

Justification:

During the fiscal wyear, the agency acguired additional Sl |

,55, office space at its Reno location. The suite adjacent to
the office the agency houses became available. The agency
was storing files in its conference room and in hallwavs,

|which rendered the agency out of compliance with OSHA |

’Save”

Save and Return ” Cancel ]

Attachments: 3

The following illustrates a request for a supplemental
appropriation made by an agency to fund unforeseen op-
erating and information services expenditures that could
not be covered by their appropriation. The agency built an
E-877 decision unit in the budget account in NEBS includ-
ing:

A synopsis

. Detailed justification

. Attachments at the decision unit level

. A description of the amounts associated with the re-
quest by line item to support the need as shown on
the next page

H LW =

BA4321 supplemental appropriation.xlsx

View Attachment

Above is an example of the required written justifica-
tion. The agency explained what necessary unforeseen
expenditures transpired to cause them to exceed their ap-
propriation. Justification to support the need should be in-
serted in NEBS as illustrated above. The complete written
justification that fully explains the request continues:

“..OSHA standards. The additional space was ac-
quired to allow staff adequate space pursuant to
Buildings and Grounds”s square footage per po-
sition standards and to allow the agency enough
space to store files adequately and provide for a
conference room to hold confidential meetings. The
agency anticipated paying for the increase through
savings in its information services category, howev-

A B | C | D | E |

1 BUDGET ACCOUNT SUMMARY
Projected

2 | Catyg Description Budget Actual Balance
3 |00-2501 APPROPRIATION COMTROL 753 073 772 600 -19 527
4
5 |01 FERSONMNEL SERVICES B16 459 616 458 1
B |03 IN-STATE TRAVEL 724 700 24
7 |04 DPERATIMNG 35 586 43 845 -3,259
8 |26 [NF ORMATION SERWICES ! 17,5820 29,225 11,405
9 |30 TRAINING 2 463 2,351 112
1057 PURCHASING ASSESSMENT 3,862 3,862 a
11 |55 STATEWIDE COST ALLOCATION PLAN 73,749 73,749 o
12 189 AG COST ALLOCATION PLAMN 2410 2410 a
13 753 073 772 600 -19 527

Supplemental Appropriations
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16 OFERATIMNG SHORTFALL
17 Dhject Code and Description Budget PEJCTE;TEI Difference
=R OFERATING SUPFLIES a73 00 73
19 |7040 QOUTSIDE PRIMTIMNG CHARGES 400 450 -50
_20 |F0s0 EMFPLOYEE BOMD INSURAMNCE 25 25 0
_21 7051 AGEMNCY OWYNED - PROP & COMNT IMNS 30 30 ]
_22 7054 AG TORT CLAIM ASSESSMEMT 300 200 ]
(23 |F05A FOM BAG - PROP. & CONT. INSURANMCE 25 25 0
_24 |F0E0 COMTRACTS 4 700 4 3245 75
_25 7090 EQUIFMENT HEFPAIR s00 3Bk 134
FOM-STATE OWNED OFFICE REMNT: Soite A
ﬁﬂ 10 1,500 Souare Feet @ $1.210 per sq. ft. 21,780 21,780 ]
MOM-STATE OWHMNED OFFICE RENT: Suite B
=ra 575 Sguare Feet @ $1.210 per sq. ft. ] g 349 -8,345
28 |7255 B &G LEASE ASSESSMENT 1,039 1 506 -417
28 |72E0 QUTSIDE POSTAGE 1,000 800 200
.30 7250 PHOME, FAX, COMMUNICATION LINE Fa0 950 =170
_31 |7300 DUES ANMD HREGISTREATIONS s00 400 100
(32 |7370 FLBLICATIONS ARD PERIODICALS 300 389 -84
.33 |74E0 EQUPMEMNT PURCHASES < $1,000 a4 B00 184
_34 |79580 DOFPERATIMNG LEASE PAYMEMNMTS 2500 2750 =250
35 35 556 43 545 -5,259
L | e e men
38 INMFORMATION SERWVICES SHORTFALL
Projected
=4 ) Object Code and Description Budget Actual Difference
40 | 7020 OFERATIMNG SUPPLIES Sk &10 -110
41 |7073 SOFTWARE LICEMNSE/MMT COMTRACTS 1,000k BO{ 110
MESA PROGRAMPMIMNG CHARGES: Annual
g2 maintenance costs 10 hours @ 82/ hour B20 B20 D
7211 MES PROGRAMMIMNG CHARGES:
Unanticipated repairs to database 61.89
43 hours @ %35/ hour 0 5,880 -5,880
44 | 7250 PHOME, FAM, COMMUMNICATION LINE S0k 459 41
45 | 7556 EITS ASSESSMENT 1,500 1,500 0
46 |7512 EITS PC/LAM TECHMICIAM 2, ey 1,980 20
47 | 75533 EITS EMAIL SERVICES Sk ABG 11
48 |7542 EITS SILVERMET ACCESS 3, 000 3, Oe0e0y 0
49 |77 T71 COMPUTER SOFTWARE <55, 000-A 2, 0oy 1,999 1
COMPUTER HARDWARE <55,000-4
B371 Replacement server due to unanticipated
S crash of existing server. ] 5,525 -5,525
51 |B371 COMPUTER HARDWARE <55, 000-48 G, 000 6,073 -73
52 17,820 29, 225 -11 305

er, the agency’s database experienced a failure dur-
ing the fiscal year that resulted in significant unbud-
geted programming costs and the replacement of a
server. The agency is requesting a supplemental ap-
propriation to cover the increases in expenditures to
adequately close the fiscal year.”

The previous spreadsheets demonstrate the legisla-
tively approved budget of the overall budget account and
of the specific categories for which there will be a short-
fall due to the circumstances described in the justification
above. These should be inserted in NEBS as evidence for
the request.

Supplemental Appropriations
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Budget Account Line Items

Budget Account: 1234 EXAMPLE OF AN AGENCY REQUEST BUDGET
Version: A00 AGENCY REQUEST AS SUBMITTED

Line Items Schedules Fund Mapping Acct. Maint.

Decision Unit Filter: IEB?? SUPPLEMENTAL AFPPROPRIATIONS j

Save |

Sawe and Return | Cancel | Edit Actual/wp

Delete | DL Catg | GL | Description Actual | Work Pgm

O

@l [~ E&77 00 2501 APPROPRIATION COMNTROL 1}
@I EB7¥ 04 7054 NON B&G - PROP, & CONT. INSURANCE 0
@l ES77 04 7110 WON-STATE OWMED OFFICE RENT 1}
@I EB7¥ 04 7255 B & G LEASE ASSESSMENT 0
@l ES77 26 7211 M3A PROGRAMMER CHARGES 1}
@I EB7¥ 26 8371 COMPUTER HARDWARE <$5,000 - &

Total Revenue

Total Expenditures

o oo o

Difference

The above example illustrates the filtered supplemental
appropriation decision unit in NEBS at the line item level.
The agency included line items to support the expendi-
tures incurred to cause a projected shortfall at the end of
the previous fiscal year.!

During the Governor Recommends phase, the Budget
Division will remove all E-877 decision units from Agen-
cy Request submittals and put them in a supplemental ap-
propriations bill. E-877 decision units will only appear in
the Governor’s Executive Budget as a list of supplemental
appropriation requests.

1 All amounts were entered in year one and the funding source is

a General Fund appropriation (revenue ledger 2501).

rear 1 Change Year 2 Change Schedule

oI_M| 0 0 0 - Mone -

0
o
o
o

14 0 BUILDING RENT MON-BUILDING
&,349 i BUILDING REMT MOM-BUILDING
42 0 BUILDING RENT MON-BUILDING
5,880 i WENDOR SERVICES
5,525 0 EQUIPMENT
19,510 i
19,510 i
i i

Summary of Supplemental Appropriations

Agencies funded in whole or in part by General
Fund or Highway Fund appropriations are eli-
gible for a supplemental appropriation.

They are intended to fund a shortfall in an agen-
cy’s budget that will occur in the year the Leg-
islature is in session (the odd year of the bien-
nium).

They are requested in an agency’s budget re-
quest via an E-877 decision unit in NEBS in the
first year of the biennium.

Justify the need and demonstrate all other re-
sources in your budget have been exhausted.
The E-877 decision unit is removed from the
agency’s budget during the Governor Recom-
mends phase and placed into a supplemental
appropriation bill.

Supplemental Appropriations
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One-Shot Appropriations

A one-shot appropriation is a unique General Fund or Highway Fund
appropriation for a particular purpose that is not anticipated to continue.
Funded in whole or in part by a General Fund or Highway Fund appropriation, a
one-shot is used for small building additions or modifications, to fund the start-up
costs for new facilities, or for major purchases of equipment, computer systems or
upgrades, or vehicles. One-shot appropriations may be authorized for time periods
beyond the biennium. Any balance remaining at the end of the designated funding

period reverts to the fund of origin.

Statutory/Administrative Authority

There is no specific statute that controls or defines one-
shot appropriations; however, NRS 353.235 states “every
appropriation in addition to that provided for in the pro-
posed budget must be embodied in a separate bill and must
be limited to some single work, object or purpose...”

During the Governor Recommends phase of the budget
process, the Budget Division will determine the funding
available and move appropriate one-time projects or ma-
jor equipment purchases from the Agency Request deci-
sion units, normally E-710 (Replacement Equipment) and
E-720 (New Equipment) to E-888 (One-Shot Appropria-
tions).

Also during this phase, the Budget Division will submit
these decision units to the Legislature for placement in a
bill for the Legislature to act upon. One-shot appropria-
tions are typically in a bill that pertains specifically to the
agency that requested the project or purchase.

Application

If your agency has a need for a large, one-time pur-
chase, you may build a request in the appropriate deci-
sion unit — such as E-710 or E-720 enhancement decision
units — in your Agency Request submittal. You must fully
explain, justify and document your request and include
detailed projections for the cost. This information must
include:

* A synopsis of the request

* A detailed, well substantiated, written justifica-

tion that explains the need

* Detailed spreadsheets with calculations, and/or

other documents, that demonstrate the cost

* Detailed expenditures at the line item level that

include the appropriate object codes.

|

65,000,000  Nevada State Treasurer
Add funds to the Millennium Scholarship fund
52,000,000 Department of Administration
Funds the 2013 Capital Improvement Program.
5470397  Nevada State Controller
Replacement of servers for the Statewide Financial System.
51,086,859  Legislative Counsel Bureau
Funds building maintenance and Information Technology.
5755000  Legislative Counsel Bureau
Funds dues and registration costs.
56,086,750  Nevada State Treasurer
This funds debt service for general obligation bonds
supporting the 2013 Capital Improvement Program.
54,000,000  Department of Education
Funds needed data system projects.
038,119  Department of Health and Human Services
Funds 3 computer system for Developmental Services
5452,100  Department of Health and Human Services
Integrates changes to eligibility system for programs.
5204000  Department of Health and Human Services
Funds software for technology policies.
51,902,000 Department of Corrections
Funds the Nevada Cffender Tracking Information System.
52,000,436  Gaming Control Board
Funds a modern technology project.
52,315,090  Department of Public Safety
Funds uperade to Criminal Justice Information System.
5233,251  Department of Conservation & Natural Resources
Replacement equipment.

Examples of one-shot appropriations from the Executive Budget

One-Shot Appropriations
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{Prints in Executive Budget Book)

Additional Text
Dec Unit SYWPSijﬂequest for a one-shot appropriation to fund 20 replacement
vehicles for the agency's rural offices.

Justification;zrhe agency currently has 10 trucks, 5 sport utility wvehicles A

and 5 sedans located Iin rural Nevada that currently have
over 100,000 miles,
extreme wear and tear.
vehicles is detrimental to the agency because 1)
costly to upkeep and repair and 2)

are over 7 years old and have had

The current condition of these

they are

they pose a safety risk v

[ Save ][ Save and Return ][ Cancel ]

Attachments: | 1934 gne-shotxls &

All amounts associated with the request are typical-
ly entered in the first year of the biennium, or Year 1.
The source of revenue to fund the one-shot appropriation
request would be a General Fund (revenue ledger 2501)
or Highway Fund appropriation (revenue ledger 2507),
whichever applies to the agency. Note that some agen-
cies receive funding from other sources, such as the fed-
eral government, in addition to an appropriation. In cases
where a multi-funded agency is requesting a one-shot
appropriation, the agency should build the other funding
source into the decision unit in addition to the portion to
be paid by the appropriation.

Above is a sample request for a one-shot appropriation
made by an agency for the purchase of 20 replacement ve-
hicles for its rural offices. The agency built its request into

[ Yiew Attachment ]

an E-710 decision unit. As required, the request included a
synopsis (1), detailed justification (2), attachments (3), and
described the amounts by line item to support the need.

The complete written justification that fully explains
the request reads:

“The agency currently has 10 trucks, 5 sport util-
ity vehicles and 5 sedans located in rural Nevada
that currently have over 100,000 miles, are over 7
years old and have had extreme wear and tear. The
current condition of these vehicles is detrimental to
the agency because 1) they are costly to upkeep and
repair; and 2) they pose a safety risk to employees
who travel in remote rural areas to carry out their
responsibilities.”

A B (08 O E .

1 |Example of Justification for & One-Time &ppropristion At the left is the spreadsheet
% listing the vehicles requiring im-

Budget Account: Any Seneral Fund or Highweay Fund LAppropriated S gency :
A4 ersion: A00 AGENCY REQUEST AS SUBMITTED mediate replacement' The agency
5 EXISTING YEHICLES T0 BE REFLACED included the age and the current
B Make Model Year Mileage Location mﬂeage of each vehicle. Any
7 |Ford 2ton 4 door pickup long bed 1991 213542 Battle Mountain . .
& Ford 2 ton 2 door pickup short bed 1092 | 154892 Elko spreadsheet included with the re-
9 |Chevrolet 4 door blazer 1993 | 147841 Elko quest to support the need should
10 Ford four door explorer 1993 136,584 Ely be inserted in box 3 as illustrated
11 Chevrolet 4 door blazer 1894 145014  Tonapah L.
12 [Chevrolet |4 door sedan 1994 | 112512 Ely above. If the Budget Division de-
13 |Ford 4 door explorer 1994 | 145263 Ely termines funds are available, the
14 Chevraolet 1 ton 2 door pickup short bed 1995 125121 Lowvelock E :
15 |Chevrolet 1 ton 2 door pickup short bed 1995 150001 ‘Wells E-710 quISlon unit may be con-
16 Ford 2 ton 2 door pickup extended cab long bed |~ 1995 142 651  Elko verted into an E-888 one-shot ap-
17 |Chevrolet 4 door sedan 1996 110,231 Elko propria‘[ion during the Governor
18 Chewvrolet 2 ton 2 door pickup extended cab long bed 1996 114120 Tonopah Recommends phase
19 Portiac 4 doar sedan 1947 110,600  Elka p :
20 |Pontiac 4 door sedan 1997 104 101 |Ely
21 Portiac 4 door sedan 1997 101,201 | Ely
22 Fard 2 ton 4 door pickup long bed 1993 132101 |Elkao
23 Ford 2ton 2 door pickup short bed 1995 145101 Battle Mountain
24 Fard four door explorer 1993 100,462  Lovelock
25 |Ford 2ton 2 door pickup extended cab long bed 1993 105 426 Elko
2B Ford 2 ton 2 door pickup extended cab long bed 1995 101,250 Ely

One-Shot Appropriations
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edule Details Additional Text

stus: | COMPLETE v [ Save H Save and Retum ][ Cancel ][ Process Schedule...

lipment Schedule
Year 1

slete Line # DU Catg GL Equipment Type Priority  Count Rate Total

0o : [EE 05 |[B] 8310 | VEHICLE-SPORT UTIL-LV 5.2 4¢4 4 DOOR 45 PASSENGER - Y1 §24536.00 Y2 $24536.00 vl [ 5 24,536.00 122,680
O 2 [ [[@] %5 |[§] s360  VEHICLE-SEDANLY 13 COMPACT 4DOOR 45 PASSENGER-Y1 $165820021558200  w| [ 18] [ 51588200 77,910
O

3 |EBS8 , 05 8310 vVEHICLE-PICKUP-RNO/CC 2.2 3/4-TON 4WD STD CAB LONG-'Y1 $21,339.00 Y2 $21,333.00 v 20 10: 21,339.00 213,390
Equipment Schedule Total: 413,980

Decision Unit Filter: | E888 ONE SHOT APPROPRIATIONS v| [ Save || SaveandRetum |[ Cancel |  Edit Actual/wp

Delete DU Catg GL  Description Actual  Work Pagm Year 1 Change Year 2 Change Schedul

"

B O esss 00 2501 APPROPRIATION CONTROL

0 0 413,980 ol 0| 0- Mone -
EG88 0s 8310 PICK-UPS, VANS - NEW 0 0 336,070 0 EQUIPM
EGE8 0s 8360 AUTOMOBILES - NEW 0 0 77,910 0 EQUIPM
Total Revenue 1] 1] 413,980 0
Total Expenditures 1] 1] 413,980 0
Difference 0 0 0 0

The screen-shot at the top of the page shows the re- Summary of One-Shot Appropriations
placement vehicles the agency has requested. The equip-
ment schedule in NEBS was used to identify the vehicles * One-time purchase
and tie them to the E-888 decision unit. * Represents a significant expense

Above is the E-888 decision unit showing the request * Long procurement / completion time
and a General Fund appropriation (revenue ledger 2501) » Appropriation may be authorized for time peri-
used to balance the decision unit. ods beyond the biennium

During the Governor Recommends phase, the Budget * Amounts are pulled out of agency budget re-
Division will move all E-888 decision units from Agency quests during the Governor Recommends
Requests to the GO2 - One Shot Appropriations version phase and put into a budget bill

and put them in an appropriations bill. E-888 decision
units will only appear in the Governor’s Executive Budget
as a list of one-shot appropriation requests.

One-Shot Appropriations
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Capital Improvement Projects (CIPs)

lapital improvement projects acquire, plan, construct, maintain, or improve

facilities, land, major equipment, or other infrastructure. Capital improvement
projects tend to be construction projects and involve new construction, major
renovations, major reconstruction, major repairs, major deferred maintenance,
land acquisition, and site improvements. They may address long-term or large

scale maintenance needs.

Typical Projects

A capital improvement project (CIP) typically includes
the construction of state office buildings and special state
facilities such as prisons, mental hospitals and university
buildings. CIPs also relate to issues concerning life safety,
ADA modifications, public infrastructure such as water
systems and waste water treatment, installation or replace-
ment of major items of equipment, technology systems,
special use items, and other basic infrastructure require-
ments over $100,000.

Background

The CIP is reviewed and approved through an Execu-
tive and Legislative process that is separate from the agen-
cies Governor Recommends budget process. Agency CIP
requests are presented to the State Public Works Board for
the initial review and prioritization process. The Budget
Division and the Governor’s Office are then responsible
for developing the Governor’s final CIP recommendations
to the Nevada Legislature. The CIP is approved through
specific legislation (either an Assembly Bill or a Senate
Bill). The approved CIP bill identifies each approved CIP
and its associated funding (i.e., General Fund, Highway
Fund and/or other authorized funding sources). The bill
will also provide the authority for the state to issue general
obligation bonds in support of the CIP, authorize spending
of other revenues for capital improvements, and provide
for the levy of a property tax to support the sale of the
state’s General Obligation Bonds that would be used to
fund the CIP.

Definitions

There are three types of projects:

Carpet, drapery or painting projects have scopes that
include only carpet, drapery or painting.

Statewide projects include re-roofing, compliance with
ADA accessibility requirements, life safety, advance plan-
ning, paving, mold abatement, and indoor air quality.

Structural projects involve modifications to existing
buildings to repair, upgrade, or retrofit the structural sys-
tem, to correct structural deficiencies, and to enhance the
load bearing features of the building.

Statutory/Administrative Requirements

In accordance with NRS 341, before October 1 of each
even-numbered year the State Public Works Board must
submit its recommendations for capital improvement proj-
ects in the next biennium to the Governor. The Board
makes recommendations relative to its findings to the
Governor and to the Legislature. The Board makes spe-
cific recommendation as to cost and to the priority of con-
struction of any buildings, or other construction work, as
represented in the totality of the agencies requested CIPs,
and ultimately in the Governor Recommends CIP.

In order to allow for sufficient time to complete this
process all agency CIP request submittals are due to the
State Public Works Division (SPWD) April 2, 2014.

NRS 341 and SAM 1900 detail the roles and responsi-
bilities of the SPWD and state agencies in the CIP process.

State agencies submitting CIP requests must provide
the funding source(s) for anticipated expenses as required
by NRS 341.151. An estimate of costs must also be pre-
pared for each CIP request and submitted to the SPWD
as directed by NRS 218D.430 and/or NRS 218D.445. You
must include all lated expenses such as personnel, operat-
ing, equipment, maintenance, data processing, and utili-
ties for each project. This applies to all CIPs regardless of
the funding source.

Capital Improvement Projects
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Per NRS 341.083, projects that exceed $10 million shall
be scheduled to receive funding for design and planning
during one biennium and funding for construction in the
subsequent biennium. Therefore, construction projects
that exceed $10 million either must have the design and
planning funded in an earlier session or must provide in
the project application evidence demonstrating the need
for design, planning and construction funding all in one
session. Agencies with projects over $10 million that will
be requested in the 2017 CIP should request design and
planning funding now.

If the agency is submitting a project as an enhancement
unit you will need to add fees for SPWD inspection
services and plan review. See NAC 341.171 to calculate
these fees.

Recommendations

It is recommended that agencies use SPWD resources
and guidance where practical.

If an agency’s project requires an NRS 338 repair or re-
construction contract and related administration with the
use of a licensed contractor and the agency is not prepared
to administer these requirements, the project may be sub-
mitted as part of the SPWD CIP.

If you need support to complete the CIP application or
if you have any questions regarding the CIP application,
please contact the SPWD as soon as practical.

Application

Agency capital, major maintenance and deferred main-
tenance requests will fall into two categories:

The first category is the capital improvement program
request which is to include non-carpet, non-drapery, non-

painting, structural, and statewide type projects and other
projects equal to or greater than $100,000.

The SPWD web site includes the CIP application work-
sheet and submittal form. The CIP application should be
completed like other executive budget enhancement re-
quests, complete with detailed funding source, cost esti-
mates, estimating methodology, and all associated oper-
ating cost impacts. Cost estimates must also include the
total construction cost required to make a facility opera-
tional, including necessary initial equipment and furnish-
ings, landscaping, utilities, parking and project related
roadwork. Contact the assigned SPWD project manager
for support in developing the construction cost estimate.

The second category is the agency’s operating budget
request, which includes carpet, drapery, painting, non-
structural, non-statewide projects and other projects less
than $100,000.

In accordance with SAM 1900, you may request this
category of projects in your biennial budget through either
an M-425, E-730 or one-time decision unit depending on
the rationale driving the improvement(s).

The agency may execute this second category of proj-
ects without project management services of the SPWD.
However, all remodeling projects on state land or on land
held in trust for any division of the state government must
be reviewed by the SPWD to ensure code compliance
through plan check and inspection services. Normally,
when code compliance services are necessary, the agency
will include a fee for design of the improvement by an ar-
chitect or an engineer. If a project is within this second
category and the agency is planning on requesting that the
project be managed by the SPWD, the project shall be sub-
mitted as a CIP by the CIP deadline.

Rates that may be used for budgeting purposes are
posted on the SPWD web site.

Capital Improvement Projects
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Major Budget Initiatives

e process of identifying and quantifying “major budget initiatives” (MBI) has
been developed which links the performance-based portion of the budget with
the traditional line-item section. Similar to the submittal of the Performance Based
Budget, program and budget information is submitted in a prescribed format
including performance measures designed to assess the effectiveness of the request
for all Governor-approved major budget initiatives.

Statutory/Administrative Authority

There is no specific statute that controls or defines the
MBI process; however, NRS 353.210 (4) states the Chief
of the Budget Division of the Department of Administra-
tion provides the format/structure of the Executive Budget
state agencies are to use for their Agency Request budget
submittals. The MBI requirement is being added to the
Executive Budget format for the upcoming biennial bud-
get process.

Application

The MBI process directly advances the performance
based budgeting model introduced over the previous two
biennia and helps ensure new funding initiatives are in
line with the Governor’s strategic priorities for the state.
It will serve as the primary tool to directly link the perfor-
mance based section of the budget to the line item section.

By definition, MBIs are those initiatives intended to
move the business model forward and to improve the pro-
cess by which we prioritize and allocate resources to the
various services the agency provides. Initiatives may in-
clude a material increase or shift in spending. They may
also involve full or partial position realignment or agency
reorganization. The size and scope of a MBI can vary by
the size of the agency or scope of the service. Use your
best judgment and consult with your Budget Division ana-
lyst if you are not certain. MBIs may involve multiple
budget accounts and even multiple departments. This
concept moves away from the traditional concept of bud-
get silos and moves toward the broader perspective of bud-
geting through initiatives.

Meetings to identify and discuss budget initiatives
were held with the Governor’s Office from December
2013 through February 2014. These meetings provided a
first review of MBIs across all funding sources (including
non-General Fund and non-Highway Fund) and provided
guidance for department directors on whether individual
agency initiatives fall in line with statewide goals and ob-
jectives.

During the Agency Request process, agencies will con-
tinue to develop and refine their MBIs through May 2014.
In late May or early June 2014, the Governor’s Office will
again hold meetings with department directors to review
cost proposals, justification for proposed spending initia-
tives and measures used to assess performance. The Gov-
ernor’s Office will provide final direction regarding which
MBIs will be included in the Agency Request submittal.

Development and Presentation of
Major Budget Initiatives

NEBS is currently being enhanced to allow entry of
data fields required for MBIs. Budget Division analysts
will provide individual training to agencies regarding data
entry and linking enhancement decision units to the MBIs.

Until development is completed, a template has been
provided to department directors with the required data
fields for their proposed initiatives. This data may be
transferred into NEBS once the NEBS MBI module de-
velopment is complete.

Agencies will be required to input the following infor-
mation into this MBI template:

® Description - summary of the initiative

® Justification - including a discussion of other alter-

natives considered

® Cost Analysis - summary and expanded detail

® Participation - lead and any secondary division or

department involved in the MBI

® Performance Measures -

a. Statewide objective and benchmarks advanced

b. Activity performance measures tied to the initia-
tive (if applicable)

c. Initiative level measure - these are measures cre-
ated specifically for the initiative

® Costs of any newly created initiative level measures

® Population/caseload statistics

The concept of an “initiative level” measure is new. If
an existing statewide benchmark or an activity level per-
formance measure does not distinctly measure an MBI,
you should develop a new measure. This new measure
should directly assess the success of the initiative.

Major Budget Initiatives
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Priorities and Performance Based Budget

Priorities and Performance Based Budgeting (PPBB) is the process of
identifying and prioritizing the Governor’s vision as it relates to the state’s
core functions, their costs and delivering effective and efficient outcomes. This
includes improved transparency to decision makers and the public; improved
methods of measuring what the state does and whether agencies are making a
difference; linking activities of government to achievement of objectives, and
providing a platform for improvement in funding and budgeting decisions. The
goal is to answer the question, “Why is our state spending money the way it is?”’

Overview

Performance Based Budgeting began during the 2011-
2013 biennial budget preparation. Initially presented as
Priorities of Government (“POG”), the concept of utiliz-
ing performance based budgeting led to the passage of As-
sembly Bill 248 during the 2011 session, which added the
following requirements to the proposed Executive budget:

® ageneral summary of long-term performance goals;

® cstablishment of core governmental functions; and

® an explanation of the means by which the proposed
budget will provide adequate funding for those gov-
ernmental functions and services such that ratable
progress will be made toward achieving those long-
term performance goals.

The Executive Branch is moving forward with Priori-
ties and Performance Based Budgeting (PPBB) in order
to provide increased accountability of state government.
Additionally, PPBB must accomplish the goal of improv-
ing transparency to decision makers and the public by
identifying what services the state provides, demonstrat-
ing how the state measures its effectiveness, and providing
clear results for evaluation.

PPBB utilizes both a top down and a bottom up ap-
proach. The process started at the top by identifying the
Core Functions of government, objectives were then iden-
tified for each Core Function. Objectives are high level
goals the Governor seeks to achieve. Starting from the
bottom, activities are identified which are then correlated
to the objectives.

Structure

® Strategic Priorities
® Core Functions

® Objectives

® Activities

The Strategic Priorities, Core Functions, and Objec-
tives are established for the Executive Branch of state
governnment. Each department and/or division within
the state must identify the activities within the department
and division and determine which statewide objectives
within the various core functions the division’s activities
support. Activities are determined at the department/divi-
sion level.

Definitions

Basic definitions for terms are provided below. In-
structions and examples for identifying each of these for
your agency are provided later in the document.

® Activity - a program or service; or group of related

programs or services performed for a specific pur-
pose and/or population.

® Benchmark - performance measures providing in-

sight into how the state (not necessarily state govern-
ment) is doing. Benchmarks are related to state level
objectives and will include comparative national or
regional data where available. It is important to note
that benchmarks often measure how well the state
as a whole is doing — not just state government and
measures progress that is not entirely controlled by
state government.

® Population — defined group of people benefitting

from or creating the need for an activity (the entire
population of Nevada should not be used as an activ-
ity population as it is assumed any function of gov-
ernment benefits, at least indirectly, the entire state
population). For some divisions this will be the leg-
islatively approved and projected caseload.

® Support Activity — administrative activities sup-

porting a division’s primary activities or programs.
The approved support activities are:

1. Fiscal/Accounting/Budget;

2. Payroll and Personnel;

3. Information Technology; and

Priorities and Performance Based Budget
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4. General Administration.
® Funding Types — basic description of the funding
supporting an activity. The approved funding types
are: General Fund, Highway Fund, Federal Funds,
Transfers, and Other.

Strategic Priorities

The Governor has established four strategic priorities
for the Executive Branch as follows:

Sustainable and growing economy
Educated and healthy citizenry

Safe and livable communities

Efficient and responsive state government

Strategic Priorities are reflected in NEBS as specific
decision units listed in Decision Units in Section III —
Appendices of these budget instructions.

Core Functions

® Business Development and Services:
Programs and services which help to diversify and
strengthen Nevada's economic foundation and fu-
ture growth by ensuring appropriate and balanced
regulation to cultivate industry, instill consumer
confidence, and guide the responsible conduct of
business activities.

® Education and Workforce Development
Schools, colleges, universities, and workforce devel-
opment programs that, in collaboration with the pri-
vate sector, ensure access to quality education and
training, provide a skilled and qualified workforce,
and promote self-sufficiency for all Nevadans.

® Health Services
Programs and services that help Nevadans and
their communities achieve optimum lifelong health,
including physical, mental, and social well-being,
through prevention and access to quality, affordable
healthcare.

® Human Services
Essential services that promote economic growth,
self-sufficiency, and the healthy development of
uniquely eligible populations, including children
and youth, disadvantaged individuals and families,
older adults, and individuals with disabilities.

® Infrastructure and Communications
The design, construction, maintenance, operation,
and modernization of public works systems and net-
works to provide safe and effective connections nec-
essary for the movement of people, goods, and data.

® Public Safety
Programs and services to protect citizens, proper-
ty, and commerce by providing a safe and secure en-
vironment and by preparing for and responding to
emergencies that threaten life, property, and com-
munity well-being.

® Resource Management
Effective management of Nevada’s natural, cultural,
and agricultural resources to ensure resource con-
servation and protection, economic vitality, and the
overall quality of life, and to address the unique re-
source challenges in Nevada related to 85% federal
land management.

® State Support Services
Administrative support services necessary to facili-
tate and assist state government to operate in the
most effective manner possible, and to provide man-
agement and oversight to ensure accountability for
the efficient and transparent use of taxpayer funds.

Objectives

Objectives are tied to the Core Functions of Govern-
ment for the Executive Branch and have been established
at the state level. Each department and/or division within
the state must identify activities that support these state-
wide objectives within the various core functions. These
objectives may or may not be measured by benchmarks
(which have also been pre-determined). Additional in-
formation will be provided on objectives through an all-
agency memorandum at a later date.

Activities

Additional information will be provided on activities
and related NEBS information through an all-agency
memorandum at a later date.

Activities as Primary Building Block

“Activities” were established during the preparation of
the initial priorities of government budget. Since that pro-
cess was completed in a very short time frame and under
the general context as a budget reduction tool, it is im-
portant that agencies spend time and energy refining their
activities.

Priorities and Performance Based Budget
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Activities tie to Objectives

Correlating activities to established objectives of state
government is one of the primary advancements in the
PPBB budgeting process and is intended to accomplish
the following:

® Identify activities across state government that are

seeking to accomplish the same goal,

® Generate synergies between activities that may exist

in different departments;

® Compare efficiency and effectiveness of activities

towards advancing the objective;

® Identify inconsistencies in performance measures

for similar activities or activities that are tied to a
common objective.

Priorities and Performance Based Budget
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CHAPTER

Account Maintenance

efore building a budget, certain necessary components must be setup in the

Nevada Executive Budget System (NEBS). The accounts maintenance function
allows the user to tell NEBS what decision units, categories, specialized revenue
ledgers, position groupings and position-related assessments will be included in

the budget.

Acct. Maint.

View: Decision Units | Categories | Gls | Position Groups | Assessment Settings

Application

Establishing Decision Units

Before you can make any changes or additions to your
Agency Request budget, you must first establish those de-
cision units, expenditure categories, special revenue gen-
eral ledgers (GLs), position groups, and position related
assessments for your budget that are not already pre-de-
fined in NEBS. If you attempt to create a decision unit, or
an expenditure category, etc., without first defining it in
the Account Maintenance screen, the system will reject
your input and generate an error message indicating your
input is an invalid action.

Setting up and defining the components of your agen-
cy budget is done in the NEBS Account Maintenance
screen. You will find six primary options on this screen as
shown below. The default option is the “Decision Units”
view (see below).

When you begin the setup process, three decision units,
including all relevant GL and expenditure categories, will
already be established for you in NEBS:

» The Base decision unit (B-000)

* The Inflation decision unit (M-100)

» The Adjustments to Base decision unit (M-150)

Use the accounts maintenance function to define any
additional decision units you will require in your budget
request. Decision units can include requests for new pro-
grams or positions; new and replacement equipment (E-
710 and E-720); agency specific inflation (M-101); fund-
ing to meet federal mandates or court orders (M-500 and
M-600); caseload requirements (M-200); position or pro-
gram transfers (E-900); and supplemental and one-shot
appropriation requests (E-877 and E-888). Any request for
funding that is outside your adjusted base budget must first
be defined before costs can be associated with it in NEBS.
The following figure is the Decision Unit screen under
the Account Maintenance tab in NEBS.

Yiew: Decision Units | Categories | GLs | Line Item Position Groups | Activity Position Groups | Assessment Settings

Code | Description
Add Decision Unit...
BOO0 BASE

M100
M150

STATEWIDE INFLATION

ADIUSTMENTS TO BASE

Ocperment 2000 [
AT Priority |£|
n/a nfa
n/a nfa
n/a n/a

Accounts Maintenance
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Establishing Categories

Defining Position Groups

All categories that have associated line items in your
biennial legislatively approved budget will already be es-
tablished in the budget in NEBS. Carefully review your
budget and identify any categories, including titles, that
need to be added or modified due to adjustments to the
base budget. If you add new decision units in NEBS, you
may also need to add new expenditure categories for your
request. When you create a new or specialized expendi-
ture category, be certain to include a clear, concise defini-
tion at the category level. Also include justification and
any documentation supporting your request. Click on the
yellow Postlt Note icon to add this information. The fol-
lowing is an illustration of the NEBS Categories Mainte-
nance screen:

Version: AD0 AGENCY REQUEST AS SUBMITTED

| scheduies [ positions __l| _Fund rapping
View : Decision Units | Categories | GLs | Line Item Fosition Groups | Activity Position Groups | Assessment Settings
Cat | Description =] 4
Add Category...
00 REVENUE

PERSONNEL

02  OUT-OF-STATE TRAVEL

BEEE
HHEXE

03 IN-STATE TRAVEL

Remember to change the name of a specialized catego-
ry added to the budget in NEBS from Title Needed to the
agency specific category name. Categories no longer used
may be deleted as long as no value exists in any of the four
budget years. Standard categories cannot be changed.

Establishing GLs (General Ledgers)

The GLs screen allows you to establish revenue ledgers
in your budget. These are ledgers listed in the Control-
ler’s statewide chart of accounts and primarily relate to
federal grants and transfers. These tend to have somewhat
vague names such as Revenue Ledger 3500 - Federal Re-
ceipts. You may find it useful to rename these ledgers to
reflect how they apply to your budget. For instance, you
may want to rename Federal Receipts to Federal USDA
Food Safety grant. This better describes the ledger and it
will be displayed that way in the budget and on the reports
generated for the budget.

Version: AD0 AGENCY REQUEST AS SUBMITTED

View : Decision Units | Categories | GLs | Line Item Position Groups | Activity Position Groups

The Line Item Position Groups screen allows you to
establish groups to organize positions in the budget and
affects how positions will be displayed on payroll reports.
It is not mandatory to establish position groups, but for
agencies with a large number of positions or multiple posi-
tion funding sources, it helps to organize them.

How position groups are established is up to the in-
dividual agency. Some agencies group their positions by
location, others by funding source, section, or programs.
It is recommended grant funded positions be grouped
by funding source since NEBS allows fund mapping at
the position group level. This is especially helpful when
you have multiple positions funded by the same funding
source.

The Activity Position Groups screen is similar to the
Line Item Position Groups, but the groups are estab-
lished for activities. The following is an illustration of the
Line Item and then the Activity Position Groups screen:

Wiew : Decizion Units | Categories | GLe | Line Item Position Groups | Activity Position Gr

Code Description @ m

Add a Position Group...

100CA DIRECTOR'S OFFICE COST ALLOCATION 100%

50/50  50% GEMERAL FUND 8 50% COST ALLOCATION

Xl o

GENERAL FUND

Version: A00 AGENCY REQUEST AS SUBMITTED

View : Decision Units | Categories | GLs | Line Item Position Groups | Activity Position Groups

Code | Description ]
[3E] Add an Acivity Position Group...

100CA
50/50

The payroll reports from NEBS will print in line item
group, activity group or PCN (no grouping) order depend-
ing on the selection made, and the positions in each group
will be in position control number order in the report.
However, within the Position Groups screens, agencies
will be able to sort positions in various other orders.

DIRECTOR'S OFFICE COST ALLOCATION 100%
50% GENERAL FUND 50% COST ALLOCATION

Go1 DEFAULT GROUP

Defining Assessments Settings

Code Description Type lg |ﬁ'
pdd = GL.. The assessment settings are established globally for the
3501 FEES FEDERAL FUND entire budget account within the Accounts Maintenance
Accounts Maintenance
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Wersion:

View: Decision Units | Categories | GLs | Line Item Position Groups | Activity Position Groups | Assessment Settings

Retirement: Worker's Comp: Perzonnel Aszes=ment:
Unemployment Insurance: FPayroll Azzcezzment: Retirement Group Insurance:
Medicare: FICA: AG Employee Tort:
Employes Bond Insurance: EITS Infrastructure: EITS Contract Administration:
EITS Security: EITS Planning:
Exclude from COLA increases: [ |

screen. The Assessments Settings screen is available to
analysts within the Budget Division only. Attempting to
access this screen will generate an error message indicat-
ing you are attempting to execute an invalid action. The
following page contains an example of the data in this
screen.

Agency analysts, through the Fringe View screen
within the Positions Tab in NEBS, can view assessment
setting information, by position for their budget account.
Agencies should review this information to ensure the in-
formation is accurate and they are not being incorrectly
assessed. Generally, there are two exceptions that may ex-
empt an agency from an assessment:

NRS 242.131 states certain state agencies may

negotiate utilizing EITS services which in turn

exempts those agencies from being assessed

various EITS assessments.

Currently exempt agencies include the following:

Court Administrator;

. Department of Motor Vehicles;

. Department of Transportation;

. Employment Security Division of the Department of
Employment, Training and Rehabilitation;

. Department of Wildlife;

. Housing Division of the Department of Business

and Industry;

Legislative Counsel Bureau;

VEISIUNG  AUU AUCNLT ROWUCS 1 A3 SUDMLL I EU

B LW =

7.

Positions

Decision Unit Filter:  B000 BASE

Jump To Page: 1

View: Basic | Fringe | Salary

AlD AGENCY HREQUEST AS SUBMLI TELD

8.
9.

Fund Mapping

State Controller;
State Gaming Control Board and Nevada Gaming
Commission; and

10.Nevada System of Higher Education.

State agencies that have their own payroll sys-
tem, and do not utilize central payroll services,
are exempt from the payroll assessment. Agen-
cies currently exempted from the Payroll Assess-
ment include:

Supreme Court;

Legislative Counsel Bureau;

Public Employees’ Retirement System of Nevada;
Tahoe Regional Planning Authority; and

Nevada System of Higher Education.

A sample Assessment Settings screen is shown above.

If you find a discrepancy in the assessment data for your
budget account, print the NEBS 130 Payroll/Position De-
tail report, mark the changes that need to be made and ei-
ther scan and email or mail the reports to your Budget Di-
vision analyst to correct the data. For numerous changes,
download the position information from NEBS into Excel,
note the changes on the spreadsheet and email it to your

Budget Division analyst.

Jump To PCN:

Fund Mapping Activity Mapping Acct. Maint.

Save and Return

Viewing page 1 of 1: 14 ][4 || [1]

[ Save H

” Cancel H

Copy/Transfer...

J|

Recalc Payroll ]

[x]

Class Class Description

Du

PCN #: Group

Total FTE:

000001 50/50 U4902 DIRECTOR, ADMINISTRATION 8

000002 GF U4305 DEPUTY DIRECTOR (EA) 8

000003 GF U4212 CHIEF ASSISTANT, BUDGET ADMNR 1

00oo00s GF 07634 BUDGET ANALYST 5

FTE

Act WP ¥rl

26.5126.51 26.5
1.00 1.00 1.00

1.00 1.00 1.00

1.00 1.00 1.00

1.00 1.00 1.00

Health Ins.

Yri| Yr2

Part. Health Ins.
Pers Assmt
Unemp. Ins.
Pyrl Assmt
Medicare

AG Tort

Empl Bond

EITS Ent Acc
EITS Contr Adm
EITS Sec

EITS Plan

Ret. Grp.

=
Yr2 ﬁ

1 26.51
1.00

Ret.
wC
FICA

<
=
<
=
<
=
=
<
=
<
=
=
<
=

1.00

=

=
I i

=

=
Oooo

=

=

=

=
oo @ o

=

=

=

=

=

=

1.00

=
<
=
<
=
<
=
=
|
=
<
=
=
<

1.00

=
=
=
=
=)
=
=
=)
=
=)
=
=
=)
=
=

Accounts Maintenance
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CHAPTER

Position Reconciliation

Position Reconciliation is the process of ensuring base positions and all
associated information in the Nevada Executive Budget System (NEBS)
accurately reflects your legislatively approved positions plus any Interim Finance
Committee (IFC) approved position changes that occurred during the interim.
Budget Division initiated position changes, sunsetting or otherwise terminating
positions need to be accounted for in your base position reconciliation.

Statutory/Administrative Authority

Reconciliation Phase One

The authority for this request is implied in NRS 353.150
through NRS 353.246, the State Budget Act.

Application

The Budget Division has populated Agency Request in
NEBS with the legislatively approved positions from the
previous legislative session. This information was then
merged with the payroll data from the Integrated Finan-
cial System (IFS) to determine the base positions and as-
sociated payroll costs. After July 1st of the base year, the
payroll data will be merged again so all incumbent payroll
information is as current as possible and will reflect your
legislatively approved budget.

You should confirm the accuracy of your Agency Re-
quest positions. If you discover an error in the base po-
sition download, contact your assigned Budget Division
analyst to make any necessary adjustments. With the ex-
ception of position groups, your Budget Division analyst is
the only person authorized to make changes to your base
positions and payroll data. It is recommended that you e-
mail your analyst with your position related changes, as
this will provide documentation of your request and allow
your analyst to follow-up accordingly.

Position reconciliation occurs in two phases. The first
phase reconciles the full-time equivalent (FTE) position
count to legislative action and verifies the position con-
trol number (PCN) to IFS. This is necessary because if
the position does not exist in base, incumbent data will
not be captured during the payroll merge in July. During
the second phase of the position reconciliation, you will
not only reconcile the FTE count and verify the PCNs,
but will also verify incumbent information such as class
code, grade, step, retirement code, and associated assess-
ments.

Must be completed prior to July I*' of the base year.

1. Verify the total FTE count is accurate. This should
equal the count approved during the previous legisla-
tive session plus all IFC additions and deletions to the
respective budgets. Be certain to:

a. Eliminate sunset positions and positions funded
with expired grants or other expired funding
sources.

b. Verify that the base FTE count does not include
temporary, overlaps, seasonal, intermittent, or
board positions.

c. Note: see Chapter 17 - New Positions, Applica-
tion in the Outline of Workflow section of these
budget instructions for more informaiton on any
positions added during the interim with or with-
out Interim Finance Committee approval.

2. Check NEBS PCNs against those in IFS/HR Data
Warehouse. If there is a discrepancy, you need to ad-
vise your Budget Division analyst in writing of the
correction needed no later than July 1 of the base year.

The sample shown on the following page highlights ar-
eas that need to be reviewed by agency staff for accuracy
during Phase One.

Reconciliation Phase Two

Begin the second phase of your position reconciliation
process once the Budget Division completes its final pay-
roll download (shortly after July 1). Agencies will receive
notification when the final download is complete. You
need to finalize the position reconciliation prior to submit-
ting your Agency Request to the Budget Division on or
before September 1st. Phase Two of the position reconcili-
ation includes the following steps:

Position Reconciliation
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| Werify PCM s in Base

Desision Unit Filter: | S000SASE |
o o Pac: ]Q'_' | [ dump To PCN: || “arify the total FTE count for each
\i=wing page 1 of 3: EHI”IHEl [ Save ] [ Save and Retum ] [ Cancel ] [ Copy/Transfer... ] [ Recalc Payroll... ] budget

W erify Pasition

=] DU |PcN 2 _Comml ey Group Cla== Class Discriptizn Typs | Grads | ¥r2
. : 02 70.02
DIVISION ADMINISTRATOR, HUMAN RESOURCE MANAGEMENT Existing 90 100 I
TIWE ASSISTANT Existing 55 D 1.00 Ja
ACLATIONS £ MGMT SEAVICES | 0 PERSONNEL ANALYST 3 Existing 36 1.00 1=
5] RTINS GWGHTSERVCES WAl 07530 FERSONNEL ANALYST 3 Eaties 36 16 © 100 100 100 1601
1. Verify each employees’ class code and position type. 5. Verify the “grouping” of the positions. “Grouping” is
Be sure to review all reclassifications that have oc- simply a common denominator of various positions.
curred during the interim period between sessions. For instance, you can group your positions by geo-
2. Verify the employees’ grade and step. graphical location, division/unit in a budget account,
3. Verify the retirement code matches the class code. For class codes, funding source, etc. Grouping of posi-
example, if the class code is for a police/fire position, tions is for your convenience and is not mandatory;
the retirement code should be the corresponding po- however, it is recommended. This is a function you
lice/fire retirement code. The common codes are: can perform - it does not require your Budget Divi-
1-Employee/Employer Paid sion analyst. You will have separate position groups
2-Police/Fire Employee/Employer Paid for line item and activities since these are two distinct
8-Employer Paid processes. Refer to the NEBS Manual or Chapter 1
9-Police/Fire Employer Paid - Accounts Maintenance, Defining Position Groups,
4. Verify the payroll and FTE assessments. A quick way in the Outline of Workflow section of these budget
to review this is to click on the Fringe View while instructions for more information.
in the position tab of NEBS or simply run the NEBS The following are examples of some of the position
130 payroll report. Pay close attention to the follow- grouping screens in NEBS.
ing items:

a. Unclassified and non-classified positions should
not be charged the Personnel Assessment.

b. In NEBS, the FICA setting has been modified to
only apply when appropriate. FICA should be
checked as a default and only apply if the position
is less than .49 FTE. Check with your agency
payroll staff if you have questions regarding who

is eligible.
o om
E|S|E| - =
= B alE|elel |e|B
Class Description Ret |Act (WP (¥rl |¥r2 ¥rl| ¥r2| wm <l ela| o8 5 || 2
Fﬂ Lol 2e|=|s|fT|o =
o ] o = = it} o = L) =
i || & |a |[2|a|le| E|LC| 2| o
Total FTE: 93.00 94.00 24.00 54,00
ADMIN ASSISTANT 3 1 1.00 1.00 1.00 1.00
OCIAL WORK SUPERVISOR, 1 1 1.00 1.00 1.00 1.00
OCIAL WORKER 2 8 1.00 1.00 1.00 1.00
;OCIAL WORKER 2 g 0.51 ©.51 0.51 0.51
JOCIAL WORKER 2 8 0.45 0.49 0.49 0.49
OCIAL WORKER 2 g 1.00 1.00 1.00 1.00
ADMIN ASSISTANT 3 1 1.00 1.00 1.00 1.00

Position Reconciliation
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FR T NEBS EReports Messages
%] Budget Account Version Position Group List

Budget Account Position Groups

Budget Period: 2007-2009 Bienniurn (Fr08-09) Position Group added

Budget Account: 1234 EXAMPLE OF AN AGEMCY REQUEST BUDGET
Version: A00 AGEMCYT REQUEST AS SUBMITTED

View : Decision Units | Cateqories | GLs | Pasition Groups | Assessrent Settings

Code Description @ m
El Add a Position Group...
<7 Position Groups are added and described by
aBc ABC GRANT PROGRAM

selecting this option.

ADMIN DIRECTOR'S OFFICE - ADMINISTRATION

CO CORRECTIONAL OFFICERS

FIZCA FIZSCAL DIWISION

51 CEFALLT GROLP

Done

Decisicn Unit Filter: i_éiiﬂ'_[) E:_R_SE V|
View: Basic | Fringe | Salary ’ Jump To Page: l |__‘|_| Jump To PCN: |
Viewing page 1 of 1: EEI [ Save ] [ Save and Return ] [ Cancel ] [ Copy/Transfer... ] [ Recalc Payr
Use the Basic screen selection to | FTE |
quickly enter the Group codes —
@ DU PCN # Group Class | Class Description Type |Grade |Step |(Ad] |Act |WP | ¥rl |¥r2
Add Postion::: TotaFETE: 1.51 151 1.51. °L.51
BOODO 000001 |A-FIS FISCAL v! 07643 PROGRAM OFFICER 3 Existing 35 ig 0 1.00 1.00 1.00 1.00 J:
BOOO 000003 |AFISFISCAL  |»)| 02221 ADMIN AID Existing 21 & 0 0.51 0.51 0.51 0.51 3%
AFIS The drop down allows for quick selection
£ 3 5 TotalFTE:: 1.5F 152 4.51 1.5%
m W"\L'-Dfprewnusly established Group codes.

Viewing page 1 of 1: EEHIIE [ Save ] ’ Save and Return ] ’ Cancel ] ’ Copy/Transfer... ] ’ Recalc Payroll...

Position Reconciliation
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CHAPTER

Actual and Work Program Revenues and
Expenditures

evada develops a biennial budget and estimates future biennial funding needs

based on current ongoing actual revenues and expenditures. Since Nevada
begins its budget building process for the next biennial budget period prior to the
beginning of the second year of the current biennial budget (the work program
vear), the base budget for the coming biennium must be predicated on the even
numbered year (the base year) of the current biennial budget. Therefore, it is
imperative agencies edit their actual and work program amounts to ensure their
base budget is as complete and accurate as possible.

Statutory/Administrative Authority

The authority for this request is implied in NRS 353.150
through NRS 353.246, the State Budget Act. With each
Agency Request budget submitted, the Budget Division
requires agencies to edit their actual and work program
year amounts in order to ensure agency budgets are suf-
ficiently established and defined in the Nevada Executive
Budget System (NEBS) prior to agencies developing their
adjusted base budgets.

Application

“Actual” refers to your budget account’s total year-end
revenues and expenditures for the even numbered fiscal
year of a biennium preceding a legislative session, which
is also referred to as the base year. Your fiscal year 2014
actual revenues and expenditures will represent your ini-
tial base year budget. Work program refers to the revenues
and expenditures authorized in the odd numbered year of
the biennium preceeding a legislative session (in this case,
fiscal year 2015 legislatively approved budgeted amounts).

The Budget Division will loaded agencies’ base and
work program legislatively approved budget figures into
NEBS. The sample screen at the right illustrates how this
data appears in the system in the Edit Actual/Work Pro-
gram screen, which is found in the Line Item tab near the
top of the page and to the right of the Decision Unit Filter.

sion: A0 AGENCY REQUEST AS SUBMITTED

Line Ttems Schedules m Fund Mapping I

Fiter: BO00 BASE v Done | EdtAdul/vp

The base year amounts need to be adjusted in the Edit
Actual/Work Program screen in NEBS to reflect the agen-
cy’s projected expenditures at the end of the current fis-
cal year. A suggested approach for this process is to enter

Budget Account Line Items {Actuals /WP)

Budget Period: 2013-2015 Biennium (FY14-15)
Budget Account: 2560 NCVA « COMMISSIONER FOR VETERANS' AFFAIRS

Vergion: WOO WOO FINAL

[ save || Save and Retum [ Cancel |  Edit virvz

‘Work li‘]

DU Catg GL Description Actusl Pgm ﬁ
[l

BOOO 00 2501 APPROPRIATION CONTROL 1.581 221_ 1,505,181 1

BO00 Q0 2510 REVERSIONS
B000 00 3731 CEMETERY/INTERNMENT FEES

BOOO 01 5100 SALARIES 1.255.232 1.354 731

[OMPE!

The Actual column is initially
loaded with the agency’s base The Work Program column is

year (even) legislative by acspe| loaded with the agency's
approved budget information.  |rancy legislatively approved budget

The agency is required to leave | information for the odd numbered
update with actuals or fiscal year. This field will be

projected actual information. updated by the agency to reflect

the agencies latest revisions.

the anticipated base expenditures for the end of the cur-
rent fiscal year early in the budget building process. Use
these projections until it is near the end of the fiscal year
and final expenditure projections can be more accurately
determined. In other words, it is not necessary to update
expenditures for actuals periodically throughout the bud-
get building process, but is better to enter your projected
expenditures and then revise the amounts for large chang-
es to projections when final expenditure projections are
available for the base year.

It is imperative agencies use appropriate object codes
(GL expenditures) assigned by the Controller’s Office
when coding expenditures. Object codes that were not
included in the legislatively approved budget, but are in-
cluded in the agency’s projected base budget, will need
to be included in their actuals, as will changes to object
codes by the Controller’s Office. Journal vouchers should
be processed to correct coding errors in expenditures to
ensure your base budget is as accurate as possible.

Actual and Work Program Revenues and Expenditures
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R Avitic [ scheduies [ Positions ) Fund Happing [§ Acteity Happing [l Acct. Maint__

Diecien Uik Filker: | B0 BASE W Savn Save and Alum Cancel B Ausl WP
Delete O0  Catg Gl Descriplion actval  Work Pe Yearl Change  Yewl  Cange Dhangt Comment  Schedyle
E BI00  Od E £l = Wonk
(%
2= MEMBEASHIF DUES NOOR :
ﬂ - Iy
] BIO0 B TN PUBLBCATIONS ARD PERSOODCALS 1,524 VENDOR SERVICES

=

Updatesto "Actual” expenditures automatical by
carry over totheYear 1 and Year 2 columnsin the
MEBS base Line [temsscreen.

& &

The Data Warehouse for the State of Nevada (DAWN),
which can be accessed at http:/washoe.state.nv.us:7778,
contains the most current information regarding year-to-
date amounts. This data should serve as your agency’s ba-
sis for the base year expenditure projections. As you com-
plete base year “actual” data updates in the Edit Actual/
Work Program screen, NEBS will automatically reflect
these changes in the corresponding base expenditure line
item for Year 1 and Year 2 in the NEBS Line Item screen.
The sample NEBS screen above illustrates this data flow.

As an added note when changing the legislatively ap-
proved figures to the projected actuals in the Actual/Work
Program screen, remember the amount used for salaries in
budgeting is equal to the salaries and leaves object codes
in actuals. Budgeted salary amounts are the combination
of object codes: 5100 - Salaries, 5610 - Sick Leaves, 5620
- Annual Leaves, 5640 - Comp Time Leaves, and 5650 -
Other Leaves.

Once you have updated and edited the actual expen-
diture amounts for missing, or incomplete data, and pro-
jected your fiscal year-end expenditures through June 30",
you will then need to adjust your base year (actual) rev-
enues to reflect the adjustments you made to expenditures.
Revenues must be entered directly into the Line Item
screen in NEBS for Year 1 and Year 2. Another change
that will need to be reflected in your revenues adjustment
is NEBS calculated payroll cost changes. Payroll-related
object codes will be initially calculated based on the leg-
islatively approved positions and related position infor-
mation (position control number, class code, grade, step,
benefits, etc.). Remember, due to the system calculation of
the updated payroll-related line items, base budgets will
initially be out of balance in NEBS.

A final download of base year actual revenue and ex-
penditure amounts from the Statewide Integrated Finan-
cial System (IFS) will occur after the budget accounts are
closed by the Controller’s Office in October. This will be
the final adjustment to the agencies’ actual revenues and

VENDOR CERNTCES

expenditures. The Budget Division will make the neces-
sary adjustments to revenues based on inputs provided by
the agencies as necessary. Periodic updates of base year
actual expenditures will not occur while agencies are de-
veloping their budgets in the Agency Request phase.

After you have completed the process of updating your
actual, or base year information, the work program year
revenue and expenditure authority must be adjusted. Re-
member, work program amounts loaded into NEBS reflect
the agency’s fiscal year 2015 legislatively approved budget.
You must update that information to reflect any changes to
the fiscal year 2015 authorized amounts that may have oc-
curred through the Interim Finance Committee (IFC) or
Budget Division approved work program actions.

Summary of Actual and Work Program
Revenues and Expenditures

» Legislatively approved budgets are loaded into
NEBS for the base and work program years.

* Actual revenues and expenditures for the even
numbered year preceeding the legislative
session represent the agency’s base budget
amounts for the current biennium.

* Agencies must edit their base year revenue and
expenditure amounts in their Agency Request
budget to reflect their most current ending year
estimates.

e The work program year (the odd numbered
year preceeding the legislative session) is the
legislatively approved budget adjusted for work
programs approved by the Budget Division or
the IFC.

* The Budget Division will download final base
year actual revenues and expenditures after the
Controller’s Office closes budget accounts in
October.

Actual and Work Program Revenues and Expenditures
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Projections: Revenues & Expenditures

evenue projections forecast the amount of revenues that a government will

have available to support operating costs and capital expenditures over a
given period of time. Expenditure projections quantify the net financial resources
required to meet specific needs for a specific period. Both revenue and expenditure
projections may be limited to an individual receipt, program, or department, or
may project total state receipts and expenditures. Additionally, these projections

can be short or long-term in nature.

Purpose

The state budget process is the most important endeav-
or the Governor (supported by state agencies and the Bud-
get Division) undertakes each biennium. Public policies
and priorities cannot be implemented, vital state services
cannot be provided, and state sponsored programs cannot
be operated without adequate funding. The budget process
provides an avenue in which public priorities on programs
and spending can be appropriately defined, clearly pre-
sented, debated, and ultimately decided upon by the state’s
primary decision makers (the Governor and the Legisla-
ture). Comprehensive, precise, and reliable caseload, rev-
enue, and expenditure projections are the cornerstones of
the budget process.

Statutory/Administrative Authority

NRS 353.150 through NRS 353.246, the State Budget
Act.

The proposed budget must be supported by explanatory
schedules or statements, classifying the expenditures con-
tained therein by organizational units, objects and funds,
and the income by organizational units, sources and funds.

Application

You must adjust revenues directly in the Line Item
screen in NEBS. Those adjustments must reflect your most
recent revenue projections and tie directly to your most
current expenditure projections. It is critical that agency
fiscal personnel work closely with the Budget Division and
the Legislative Counsel Bureau Fiscal Analysis Division
staff to ensure proposed changes in budget priorities and
related expenditures sufficiently meet the constraints and
limitations of the estimated funding resources (revenue
projections).

The estimating of caseloads, revenues, and expendi-
tures can be easy and straightforward or it can be extreme-
ly complicated and cumbersome. The amount of time and
level of research and analysis that will be required in this
process of the budget will be dependent upon several fac-
tors, including, but not limited to the following:

* Availability and quality of data

+ Time

* Number of estimating variables (number and

quantity of available funding sources, number
of programs sharing those resources, program
funding constraints or limitations, etc.)

* Required confidence level

When determining the appropriate methodology to use,
consider the costs and benefits of more detailed and time
consuming estimating techniques: will investing more
time and resources into a complicated and detailed esti-
mating methodology result in a significantly more reliable
and useful projection? Will the results be worth the ad-
ditional investment?

Revenue Projections

The methods used for projecting revenues vary and
depend on the specific revenue source(s). Adjustments to
Year 1| and Year 2 revenue projections should be made at
the line item level in the base decision unit. Changes to
revenue amounts are made through an M-150 adjustment
only when a revenue source is used to balance adjustments
to expenditures in the M-150 decision unit or if there is
a need to eliminate a revenue source (and corresponding
expenditures) that no longer exists such as an allocation
from the Interim Finance Committee Contingency Fund,
elimination of a fee, etc. For federal grants, base revenue
must be adjusted to cover all base salary costs for any posi-
tion funded in whole or in part by the applicable grant. If
adjustments are necessary for a grant specific expenditure
category, they must be made in the M-150 decision unit.

Projections: Revenues & Expenditures
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If you have documentation that the grant is going to
increase or decrease from the most recent grant award, ad-
just your grant category accordingly to balance the grant
revenue. Verbal confirmation is not sufficient to justify
an increase to your federal grant amount. In the absence
of a final grant award notice from your federal regulat-
ing agency, provide written notification from the granting
agency indicating an increase to your award is forthcom-
ing. Proper supporting documentation must be attached to
your M-150 revenue object code in NEBS to support your
request.

The General Fund appropriation for Agency Request
must be budgeted in accordance with the Agency Request
Appropriations Limit. General Fund revenues are project-
ed at the statewide level by the Economic Forum (NRS
353.228) and are then balanced statewide to expenditures
during the Governor Recommends phase of the budget
process. If the Economic Forum projections exceed the
General Fund needed for adjusted base and maintenance
decision units, then the Governor may consider revising
funding on enhancement decision units or include addi-
tional enhancements.

Budgeted revenue(s) should be reasonable estimates
based on a sound methodology of amounts available in the
respective fiscal years. It is not a balancing figure. Each
revenue source should be projected separately, accounting
for seasonal or other fluctuations in collections and for any
rate changes approved for fees collected, federal participa-
tion rate changes, or funding criteria required by state or
federal agencies, etc.

Expenditures

The method used for projecting expenditures depends
on the specific expenditure category and line item (object
code). For example:

* The number and types of positions requested

may be based on approved staffing ratios for
a specific program and caseloads (number of
new clients).

» Projections for travel may be based on an aver-
age cost per FTE in the base year, or based on
the actual calculation of each trip in accordance
with approved per diem rates.

» Specific operating expenses (object codes) for
new positions may be based on the average
cost per existing FTE in the base year; and/or
may be schedule driven based on an approved
rate per month per FTE.

* Rent would be based on the number of square
feet needed times the average market price per
square foot for the specific location or based

upon average rent increase for previous fiscal
years.

» Expenditures for caseloads may be based on
the average cost per client for a service pro-
vided.

* Obtain estimates from vendors for each piece
of equipment not listed in the NEBS drop down
menu and attach to each line item.

Most agencies have already established accepted meth-
odologies for estimating revenues and expenditures. If you
are uncertain as to what methodology to use, or are pro-
posing a new methodology, contact your assigned budget
analyst.

General Considerations

The following are a few general considerations when

determining the best estimating technique:

» A variety of forecasting methods are available.
These techniques can be used to predict both
revenues and expenditures.

* Always remember forecasts are only educated
guesses that carry with them varying degrees
of uncertainty. The imprecision of the estimates
should always be communicated to decision
makers.

» Even with the most sophisticated methods, sub-
jective judgment is usually necessary in devel-
oping a projection. You will be required to apply
personal experience with logic and historical
knowledge to the methodology chosen.

For a majority of the revenues and expenditures, pro-
jections for the coming biennium may be as simple as base
or base plus some small known adjustment for program
stipulation. Others will require more sophisticated tech-
niques requiring more time, research and analysis. The
following is a discussion of some of the common types of
estimating methodologies agencies may utilize in estimat-
ing revenues and expenditures.

Estimating Methodologies

Mathematical Methods

These methods use relatively simple mathematical cal-
culations, such as moving averages, to discern trends and
patterns for predictive purposes. A majority of the expen-
diture items such as federal grant revenues and fees with
a known or fairly fixed caseload history; approved service

Projections: Revenues & Expenditures
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contracts and lease agreements with established escala-
tions; and FTE related expenditures (phone line, certain
EITS services, etc.) may fall into one or more of these es-
timating categories:

Base and adjusted base - Some expenditures estimated
in an agency’s budget request will require no formal es-
timating methodology. The amount the agency expended
in the base year is carried over to the agency’s requested
amount for the next biennium. Slight adjustments to the
base amount may be needed to reflect adjustments for one-
time expenditures or FTEs. Some examples may include
costs associated with e-mail accounts, phone lines, tele-
phones, and furnishing.

Many of your expenditure and revenue projections will
be suited to this method of estimation. This method uses
your base year expenditure, adjusted for one-time events,
and adds or decreases that amount by some estimate factor,
usually a percent based on historical data or a fixed known
amount. Some examples of revenue and expenditure items
that may be projected using this method include:

» Service fees

* Some service contracts and other operating ex-

penses

* Lease payments

» Operating leases

* Longevity

* Uniform allowance

* Minor building improvements

* Some EITS services (i.e., non-utilization based

such as long distance service, data wiring ser-
vices, Master Service Agreement service)

* Membership fees

Example 1

Assume your base year amount for contracted janito-
rial services was $5,000. Also assume the agency has con-
tracted for this service from the same contractor for the
past six years. The approved contract includes an annual
escalation factor of 3 percent per year. Your projection for
the coming biennium will resemble the following:

$5,000 (Base Amount) x 1.03 = $5,150 - Work Program Year
$5,150 (Work Program Year Amount) x 1.03 = $5,305 - Year 1
$5,305 (Year 1 Amount) x 1.03 = $5,464 - Year 2

Example 2

Assume your program is funded 75% federal funds and
25% matching state funds (General Funds). Your base year
federal allocation was $80,200. Also assume you will not
know exactly how much federal funds your agency will be
allocated until sometime in the first year of the coming bi-
ennium. However, the federal agency overseeing the grant
program for your agency provides documentation that the

next federal allocation will increase by $7,200. Your pro-
jection for the coming biennium will resemble the follow-
ing:

Federal Fund = $80,200 + $7,200 = $87,400
Total Funds = $87,400 /.75 = $116,533
General Fund = $116,533 x .25 = $29,133

Unless federal funding levels change, this calculation is
applicable for both Year 1 and Year 2.

In situations where your projection of revenues is predi-
cated on indications from the federal regulating agency,
attach documentation from that agency supporting the
projection in NEBS.

Averaging - This method generally requires three to
five years of historical data, normalized and adjusted for
inflation, to develop an average value to represent future
revenue and expenditure levels. As a general rule, the
more historical data you have, the more dependable the
average value is in determining future amounts. You need
to be very careful in the interpretation of this general rule
and may need to apply a significant amount of subjectivity
and logical reasoning in determining the applicability of
historical data to his/her projections.

For instance, assume you are attempting to project fu-
ture expenditures for microfilming. Also assume that you
have 10 years of historical data, adjusted for inflation and
for one-time expenditures. Developing a 10-year average
to estimate your need for the coming biennium will likely
not be a reasonable estimate in this example. It may not
be reasonable to assume that your operating environment
from 10 years ago, or even five years ago, is reflective of
your current operating environment. You find that four
years ago, the agency microfilmed its records on an as-
needed basis. Three years ago, the legislature approved a
bill requiring your agency to microfilm more records on a
regular basis. In this example, historical microfilming data
older than four years would not be relevant to your current
operating environment.

Research the operating environment under which his-
torical data was derived and determine whether the data is
reflective of the agency’s current operational environment.
Using averages without understanding the environment
under which the historical data was derived could produce
significantly misleading and inaccurate projections.

Average percent change - The average percent change
method refers to historical data that may also be used to
adjust base amounts. Use three to five years of historical
data, normalized and adjusted for inflation to calculate the
percent change from year-to-year and the weighted aver-
age percent change over the entire period. That weighted
percent value is then applied to your base amount to arrive
at a projected value. Again, as with the straight average
value method, be careful to examine the environment un-
der which the historical data was realized and determine

Projections: Revenues & Expenditures
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if that is reflective of your agency’s current operating en-
vironment.

Statistical Based Methods

Simple Linear and Non-Linear Regression - A linear
regression analysis uses statistical relationships of single
or multiple variables to extrapolate historical relational
trends into the future. This method works well when you
have a significant amount of historical data and a fairly
stable future (little change expected in estimating param-
eters in the future). Caseload projections for established
programs tend to be well suited for this type of estimating
technique.

Time Series or Seasonal Analysis - Analysis time se-
ries or seasonal analysis also uses statistical techniques,
but makes projections based on historical patterns in the
variable being forecast without much reference to fun-
damental driving variables. Compared to econometric
analysis, time series methods need less data, usually only
one data series (i.c., the one you want to predict), and are
theoretically simpler. Explanations of a forecast are usu-
ally extensions of past trends, with no clear linkages to
basic driving variables. There are a number of easy-to-use
mainframe and PC-based software packages for time se-
ries analysis.

This is a common estimating technique for state pro-
grams exhibiting a strong caseload relationship to time or
seasonal effects. For instance, the Nevada Department of
Transportation may utilize seasonal adjustments to its pro-
jections for road maintenance and construction resources.
These adjustments take into consideration resource levels
needed during warmer months (high construction with
low to moderate maintenance) versus winter months (low
construction with high maintenance in the northern por-
tion of the state for snow related operations).

Another example may be unemployment claim projec-
tions for the Department of Employment, Training, and
Rehabilitation. Here, the agency may be able to show that
unemployment rates in the January through March and
August through October are historically higher than other
months and directly relate to unemployment claim (case-
load) patterns. Showing this relationship would allow the
agency to adequately plan for higher resource needs in the
peak months of February to April and September to No-
vember (allowing for a four week lag in effect) and lower,
or normal, ongoing resources in the other months of the
year.

Econometric Analysis - Econometric analysis uses
statistical methods to estimate the relationship between
the predicted variable and known explanatory variables.
If forecasts of the explanatory variables are available or
can be generated, then the primary variable of concern
can be forecast. Econometric analysis offers the greatest

possibility for explaining a forecast using clear linkages
to intuitive basic independent variables. However, proper
application of econometric analysis requires more sophis-
ticated training and data.

This estimating technique will rarely be used in agency
projections of revenues and expenditures, but may be more
applicable in performing complex caseload projections
where state programs are constricted by various federal
and state regulating factors and controls. Current main-
frame and PC-based software packages make econometric
analysis relatively easy to execute. The primary decision
criteria here would be the need of such a detailed estimate
and the availability of historical data.

Other Estimating Techniques

Ad Hoc Methods - Ad hoc methods refer to any ap-
proaches other than what has been previously discussed
in this section. Ad hoc methods are usually required when
there is not enough data or historical stability for more so-
phisticated techniques. If the fundamental economic, so-
cial, and institutional relationships underlying or driving
a particular variable are shifting or unsure, more sophisti-
cated techniques often prove inadequate.

Choosing the Technique

Variables with long and readily available historical data
and stable estimating relationships with respect to eco-
nomic, caseload, demographic, or policy drivers are very
conducive to econometric, time series, and mathematical
techniques. Projections of tax and non-tax (i.e., fees) rev-
enue sources often, but not always, fit in this category.

As a variable’s history (and data availability) shortens
or as basic relational structural relationships become less
stable, formal techniques such as econometric and time
series analyses become less useful compared to math-
ematical and ad hoc techniques.

In summary, whatever technique or methodology you
select, you must provide logical and compelling documen-
tation to support your projections.

Outliers

An outlier is an observation that is numerically distant
from the rest of the data. Outliers are often indicative of
either a measurement error or an anomaly. Outliers should
be resecarched to determine if an error exists or if unusual
circumstances caused the data to be skewed. Typically,
outliers are excluded from the calculation and should be
noted as such.

Projections: Revenues & Expenditures
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Adjustments to Base

djustments to fiscal year 2016 (Year 1) and fiscal year 2017 (Year 2) amounts
in the base decision unit (B000) are made through an M-150 decision unit
to eliminate one-time expenditures incurred in the fiscal year 2014 (base year),
to eliminate programs that are no longer required or funded, to fully annualize
costs only partially reflected in the base year budget, or to increase revenues and
expenditures for ongoing programs that were not operational the entire base year.

Statutory/Administrative Authority

NRS 353.211 requires the Chief of the Budget Divi-
sion to provide to the LCB Fiscal Analysis Division, on
or before December 31 of each even numbered year, each
agency’s adjusted base budget by budgetary account for
the next two fiscal years. In addition, NRS 353.230 re-
quires the chief to prepare a final version of the budget to
include the adjusted base budget for each department, in-
stitution and agency of the executive branch. The adjusted
base budget is the estimated cost for continuing the opera-
tion of state government and for providing kindergarten
through 12th grade education and higher public education
at the current levels of service. To meet the requirements
of NRS, the Budget Division has established the M-150
decision unit that you are required to use in order to make
adjustments to your base budget. The base budget plus or
minus the M-150 decision unit equals the adjusted base
budget for the coming biennium.

Application

Initially, the revenue and expenditure amounts populat-
ed in Year 1 and Year 2 of the base decision unit in NEBS
will represent the fiscal year 2014 legislatively approved
revenue and expenditure amounts. Year I and Year 2 rev-
enue amounts will not change until you update them
at the line item level in the base decision unit. Year |
and Year 2 expenditure amounts must represent base year
projected year-end actuals and, once they do, can only be
changed through an M-150 decision unit adjustment with
the exception of salary and fringe amounts.

Before any M-150 decision unit adjustments can be
considered, you must update the amounts found under the
Edit Actual / WP screen in NEBS. This screen contains
two columns, the actual column and the work program
column. The initial amounts in the actual column repre-
sent the base year legislatively approved budget amounts.
The amounts in the work program column represent the

legislatively approved budget amounts for the odd-num-
bered fiscal year after the base year. You must update the
actual column so the amounts represent, to the closest
degree possible, base projected year-end actual amounts
for each category and GL. No changes should be made to
the work program column unless either of the following
is true:
* Changes were made via a work program ap-
proved by the Budget Division and possibly the
IFC.
» The agency is fee funded and must balance to
reserve as a result of adjusting the balance for-
ward amount.

Once the amounts in the actual and work program col-
umns of the Edit Actual / WP screen have been updat-
ed, save your changes. This will update the expenditure
amounts in the base decision unit to represent base year
projected year-end expenditure amounts that you entered
under the actual column in the Edit Actual / WP screen
with the exception of salary and fringe amounts.

It is imperative all amounts entered in the actual
column of the Edit Actual / WP screen represent to the
closest degree possible your agency’s projected year-end
actuals for each revenue general ledger and each expen-
diture GL.

Now that the base and work program expenditure
amounts in the base decision unit have been updated,
carefully review the revenue and expenditure amounts
contained in Year 1 and Year 2 columns of the base deci-
sion unit and determine whether or not any adjustments
are required.

Adjustments to Year 1 and Year 2 revenue amounts in
the base decision unit should be made at the line item level
in the base decision unit. Changes to revenue amounts are
made through an M-150 decision unit adjustment only
when a revenue source is used to balance adjustments to
expenditures in the M-150 decision unit or if there is a
need to eliminate a revenue source and (corresponding
expenditures) that no longer exists such as an allocation

Adjustments to Base
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M150 ADJILSTMENTS TO BASE
5960 TERMIMAL SICK LEAVE PAY
01 PERSOMNMEL SERWICES

To eliminate terminal sick leave paid to an ewployee who left
state service. This expenditure was one-time in nature.

from the IFC Contingency Fund, elimination of a fee, etc.
For federal grants, base revenue must be adjusted to cover
all base salary costs for any position funded in whole or in
part by the applicable grant. If adjustments are necessary
for a grant specific expenditures category, they must be
made in the M-150 decision unit.

Changes to Year 1 and Year 2 expenditure amounts
must be made through a manual or system-generated
M-150 decision unit adjustment, with the exception of
changes to salary and fringe amounts. Salary and fringe
amounts are the calculated costs of the positions in the
base decision unit as a result of the position attribute set-
tings tied to each base position in NEBS, i.e., class code,
grade, step, Medicare, retirement, etc.

Changes to salary and fringe amounts in the base deci-
sion unit can only be made by the Budget Division as a
result of changes to the Basic/Fringe/Salary view of base
positions. You should carefully review the position attri-
bute settings tied to each position in the base decision unit
and notify your budget analyst in the Budget Division of
required changes. The budget analyst in the Budget Divi-
sion will recalculate payroll as a result of any changes they
made to the position attributes settings, which will update
the salary and fringe amounts in Year 1 and Year 2 of the
base decision unit.

M-150 decision unit adjustments are required under
the following circumstances:

Wersion: AO0 AGEMCY REQUEST A% TUBMITTED
Zchedule: WENDOR TERVICES

Schedule Details
Status: |IN PROGRESS 'i Sawve | Sawve and Return

One-time expenditures occurred in the base
year.

A one-time expenditure is defined as an expenditure
not required on an ongoing basis which includes, but is
not limited to, overtime, terminal employee leave pay-
ments, late fees, stale claims, one-shot appropriations,
equipment, start-up costs for new buildings or programs,
legislatively mandated programs for elimination, etc. You
should review expenditure transactions using DAWN, de-
termine which expenditures are not considered ongoing
and remove them from Year 1 and Year 2 through either
a manual or system-generated M-150 decision unit adjust-
ment in NEBS. Shown above is a manual M-150 decision
unit adjustment an agency made to remove terminal sick
leave from Year 1 and Year 2 of the agency’s base budget
and also illustrates an example of an adequate note to jus-
tify the adjustment.

An expenditure incurs every other year that
requires either the elimination or addition of the
cost in one year or the other.

For example, the NRS were purchased by an agency
in fiscal year 2012 and in fiscal year 2014 and are planned
for purchase in fiscal year 2016. The agency’s base budget
includes the amount for the publication in both years of
the base budget because the cost was incurred in the base
year and NEBS automatically reflects base costs in both
Year 1 and Year 2. Therefore, the agency must generate an
M-150 decision unit adjustment through the vendor servic-

¥endor Schedule

Delete Line # DU Catg GL Ven

Ei

Bl - 1 [ [#] o+ [#&] 0 [#k)] [NRS AND ADVANCED

Cancel Process Schedule...
g
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Object Code Text

To eliminate the cost to purchase the W2EE and Zdwvance
Sheets in the odd year of the biennium.
biennial publicatiocns the agency purchased during the ewven
yvear of the biennium shortly after the close of the

These are

legislative =essicn.

es schedule in NEBS to eliminate the cost of the publica-
tion in the odd year of the biennium. This example illus-
trates how to use the vendor services schedule in NEBS to
remove an expenditure from the odd year of the biennium

As aresult of processing the vendor schedule, an M-150
decision unit line item is generated removing the expen-
diture from Year 2 as shown above. Along with the input
adjustment, you will explain the reason for the M-150 de-
cision unit adjustment in a note at the line item level as
shown above.

Ongoing programs not operational the entire
base year, but will be fully operational through-
out the upcoming biennium (annualization).

Examples of this are programs legislatively approved
for an effective date later than July 1 of the fiscal year, new
programs and positions legislatively approved in the work
program year, or programs approved by the IFC during

IT Sereia
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Drecision Unit:  M150 ADJUSTMENTS TO BASE
GL: 7295 EITS STATE PHOME LINE

Category: 04 OPERATING EXPEMSES

Additional Text

the base year. Programs that started in October of the base
year will need to be adjusted to add costs for July, August
and September in Year 1 and Year 2 in order to appropri-
ately reflect a whole year of costs for those programs

The following illustrates how you will increase the base
year utilization for phone lines through an M-150 decision
unit adjustment using the Enterprise Information Technol-
ogy Services (EITS) schedule in NEBS. Let’s say, you
have eight employees in the base budget. The base year
utilization (or quantity) for telephone lines in the EITS
schedule is 93.0680. In order to fund phone lines for eight
employees, the agency’s utilization for phone lines should
be 96 (8 phone lines X 12 months - telephone costs are per
line per month). You are short 2.932 months worth of one
phone line due to four new positions that began in October
of the base year and a vacancy that resulted in a phone
line being disconnected for approximately nine months.
To correct this, you will insert an M-150 decision unit
adjustment in the EITS schedule increasing the phone line

Budget Fear 1
w Uit of Magaure B Oy, Quankity LT Inflaicn  Total Quanlity
TI¥Y PER, LINE PER, MONTH Sk0630 900y R7EO0F 18RI WMo PR
hl TS PEE LINE PER MONTH 3.0050 | S| 9.me000 583 MY Pl 2]
725 561 725 725 EITS
L] o 13 13 EITS

Object Code Text

3

dizconnected for approximately

4 positions x 3 months - 9.0668
EITS =chedule.

To annualize phone line costz for four positions that began
in Octckber 2011 and to account

for & phone line that was
9 months due to a VECANCy.
= 2.932 months. See the
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utilization by 2.932 (1) resulting in an M-150 decision unit
line item (2) justified through a note (3).

Programs whose funding were discontinued in
the base year, such as expired federal grants, or
programs that sunset by legislative mandate.

Programs that sunset or are eliminated, grants that ex-
pire and all other operational costs that terminate in the
base year or work program year should be adjusted out
of the budget through an M-150 adjustment for Year 1 and
Year 2. Payroll costs must not be adjusted in M-150.

Programs that sunset or are eliminated, grants that ex-
pire and all other operational costs that terminate in Year
1 and Year 2 of the biennium should be adjusted out of
the budget through an E-490 series decision unit.

Coding errors in the recording of revenues and/
or expenditures .

If a revenue or expenditure amount was coded incor-
rectly in Advantage and a journal voucher was not submit-
ted to correct the error prior to the date the Controller’s
Office closed the fiscal year, a correction should be made
to the Year 1 and Year 2 amounts through an M-150 deci-
sion unit adjustment.

There are two ways to generate M-150 decision unit ad-
justments in NEBS: system-generated or user-generated
(manually). System-generated M-150 decision unit line
items are line items that NEBS generates as a result of
information (or the lack of information) you input into a
schedule. You create user-generated M-150 decision unit
line items by inserting them at the line item level in NEBS.

All M-150 decision unit adjustments require a note that
fully explains the adjustment. User-generated (manual) ad-
justments require a detailed explanation including calcula-
tions and methodologies used in determining the amount
in a note at the line item level. The Budget Division may
eliminate any M-150 decision unit adjustment not justified
through a note or clearly explained in a schedule.

It is critical agencies provide complete explanations
along with calculations for any adjustment made in the
M-150 decision unit. Adjustments that are not sufficient-
ly documented may not be included in the Governor
Recommends phase of the budget process.

For example, an agency uses GL 7063 in Category 07 —
Maintenance Buildings & Grounds, to cover costs asso-
ciated with a monthly water treatment and preventative
maintenance program from a contractor on the water
chiller system at a Las Vegas facility. The current con-
tract is $12,000 annually. The base expenditure amount
was $42,000 due to a major repair to the central system.

The agency made an M-150 decision unit adjustment to
account for this one-time expense reducing the amount re-
quired for Year 1 and Year 2 in this GL to $12,000 in the
Vendor Services schedule. The following note describing
the reason for the change is included:

The cost of a major repair to the central system in the base year of
$30,000 was deleted as a one-time expenditure. Ongoing contract
provides monthly water treatment and preventative maintenance
program for a private vendor’s water chiller system located at the
Las Vegas facility. Current contract is $12,000 annually or $1,000
per month. Contract summary is attached.

The following is an example of an inadequate note that
does not support the reason for the decrease:

Decrease due to repair on central system.

Also, simply pasting in the definition of the GL straight
out of the Controller’s Accounting Policies and Proce-
dures does not count as adequate documentation, nor does
referencing the system generated schedule. Your notes
must clearly support the M-150 decision unit adjustment
through a detailed explanation that includes calculations
or the adjustment may be eliminated from the Governor
Recommends budget.

Schedule Generated M-150 Decision
Unit Adjustments

The following schedules in NEBS will generate M-150
decision unit line items based on information you input (or
fail to input) into the schedules in NEBS:

Budget Account Schedules

» Caseload

* Vendor Services

* Equipment

* Building Rent — Non-B&G

* Building Maintenance

* Fleet Services Vehicles

* Longevity

» Agency Owned Vehicles

« EITS

« Staff Physicals

* Uniform Allowance

* Vacancy savings (changed from last bien-
nium)

Adjustments to Base
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Statewide Schedules

Agencies do not have access to these schedules. Sched-
ule data is maintained by the Budget Division analysts.
* Agency-owned property and contents insur-
ance
* B&G-owned building rent

Department Schedules
* Departmental Cost Allocations

These schedules have specific GLs that are tied to them.
You cannot make adjustments at the line item level using
the schedule-specific GLs. Any attempt to use the follow-
ing GLs at the line item level in NEBS will cause an error.
Use the schedules to adjust the costs the GLs describe. The
schedules will generate line items for these costs once you
enter data in the schedule and process it. A list of sched-
ule-specific GLs and the schedules to which they are tied
are listed in Schedule-Specific General Ledger Numbers.

Once you update all of the actual base year expendi-
tures in the Edit Actual / WP screen in NEBS, you should
process all schedules. All of the schedules listed previously
will generate M-150 decision unit adjustments at the line
item level to remove any expenditure tied to the GLs from
the base decision unit. Amounts will be removed from the
base decision unit with an M-150 decision unit adjustment
for the following two reasons:

* They are either considered one-time (equip-
ment schedule GLs) and must be requested
through an enhancement decision unit.

» They are GLs that require the agency to itemize
their base year expenditures through base line
items (BO0O) in the schedules in order to retain
the expenditures in the base year.

Only those costs that should be retained in the base
budget should be itemized in these schedules. If a cost no
longer exists, then no action is necessary because NEBS
already eliminated the expenditure from the base budget
once the schedule was processed. This statement applies
to system-generated M-150 decision unit adjustments only
and the costs tied to the GLs that are schedule-driven.

The following is an example of how these schedules
work:

An agency spent 32,800 in contractual services in

the base year. This amount was recorded in the Edit

Actual / WP screen under category 04, GL 7060

causing the amount to be carried over into Year 1
and Year 2 of the base decision unit as illustrated
below.

If you process the vendor schedule in NEBS without
entering any data in the vendor schedule, an M-150 deci-
sion unit line item will be generated removing the $2,800
from the base budget in Year 1 and Year 2 because the
cost was not itemized in the schedule (as shown below).

If you enter a base line item in the vendor schedule,
tie that line item to category 04, object 7060, enter a cost
of $2,800 in Year 1 and in Year 2, and then processes the
schedule, no M-150 decision unit line item will be gen-
erated because the exact cost was itemized in the vendor
schedule in NEBS. If you have an existing contract and
service rates are expected to increase, and you enter a base
line item in the vendor schedule, tie that line item to cat-
egory 04, object 7060, and enter a cost of $3,000 in Year
1 and year 2, then NEBS will generate an M-150 decision
unit line item for $200 in Year 1 and Year 2 to reflect the
increased costs as illustrated below.

It is important to note all line items inserted in sched-
ules to itemize base year expenditures must reflect costs
to maintain services at the existing level. Any new costs
must be reflected in a maintenance or enhancement de-
cision unit.

The EITS Schedule

The EITS schedule is an exception to the way schedules
function. As you’ve learned, for all other schedules, when
you enter your base year needs then process the sched-
ule, NEBS will generate an M-150 decision unit line item
for the difference between fiscal year 2014 and 2015 base
amounts based on the amount used and the unit cost.

In contrast, the EITS schedule calculates the amount
used based on the base year rate and the actual year-end
total costs. EITS bills agencies based on their utilization
for all EITS services with the exception of assessments
(which are billed per FTE) and the following services,
which are billed based on tier levels:

* Web services

» Database hosting services

« Silvernet services

See the EITS web site (EITS.nv.gov) under the Admin-
istrative Services > Fiscal Services link for a complete de-
scription of all EITS services.

VEMDOR SERVICES

@ BOOO 04 7060 CONTRACTS 2,600 2,800 2,300 2,300 '

@ M130 04 7060 CONTRACTS I a -2,800 -2,600 YENDOR SERVWICES
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Version: A00 AGENCY REQUEST AS SUBMITTED

VENDOR SERMICES

Additional Text

Schedule:

Schedule Details

Processing the EITS schedule will populate base line
items within the schedule that itemize each EITS service
your agency paid for in the base year. If your agency did
not pay for any EITS services in the base year, then no base
line items will be populated in the schedule. If it did pay
for EITS services in the base year, processing the schedule
will make NEBS divide your actual year-end amounts by
EITS’s rates for those line items to calculate the amount of
the service your agency used.

For example, let’s say your agency spent $2,000 in pro-
grammer charges in the base year and recorded $2,000
in the Edit Actual / WP screen under category 26, GL
7510 (the GL for programming). The rate for programmer
charges in the base year was $100 per hour. When you pro-
cess the EITS schedule, NEBS will populate a base line
item in the schedule recording programmer utilization of
20 hours (82,000 actual divided by $100 per hour). The
Year 1 and Year 2 amounts in the EITS schedule under
the base programmer line item will reflect the 20 hours
of utilization multiplied by the rates for the service. If the
programmer cost was a one-time expenditure, you would
insert an M-150 decision unit line item in the EITS sched-
ule eliminating the 20 hours of programming time from
the schedule.

To ensure the EITS schedule is functioning properly
and agencies are adequately budgeted for existing EITS
services in the adjusted base budget, it is imperative that
you:

» Accurately project the year-end expenditures
for each EITS service and enter them in the ac-
tual column on the Edit Actual / WP screen us-
ing the correct GL for the EITS service.

* Thoroughly review the base year utilization in
the EITS schedule and insert an M-150 deci-
sion unit line item in the schedule to record any
increases or decreases to base year utilization
to meet existing needs.

* You should work with EITS staff to have concur-
rence on utilization.

Status: Im Save | Sawve and Return Cancel Frocess Schedule...
¥endor Schedule
Delete Line # DU Catg GL Vendor Mame Actual | Worle Prog. Tear 1 ‘;ear %
@I Il 3 W IT |?DBD |ABE Temporary Employment 5ervices | u] | i} | 3,000 3.000

Vacancy Savings (GL 5904)

Vacancy savings is a calculation used by the Budget
Division as a budgeting tool to estimate General Fund
and Highway Fund savings by recognizing each agency
has a certain amount of turnover every year. Rather than
tie money up in the personnel services category of each
agency, turnover is budgeted and the money is used for
other things.

Vacancy savings is calculated for those budgets with
positions funded in whole or in part by the General Fund
or the Highway Fund and those internal service fund bud-
gets supported in whole or in part by the General Fund
(such as the Division of Human Resource Management
(DHRM) and the Enterprise IT Services Division).

The placement in NEBS of the Vacancy Savings
Schedule has been revised. Instead of being located
under the Statewide Schedules, it is now found under
the Schedules tab within the Line Item tab for each
budget account.

The way vacancy savings is applied is outlined as fol-
lows:

1. When NEBS is opened after the Budget Kick-Off,
vacancy savings will have the legislatively approved
Year 2 amount as a starting point.

2. In late June or early July of the even numbered year,
the Budget Division will upload vacancy data re-
ceived from DHRM into the vacancy savings table.
This is a similar to uploading the payroll information
in the process as well as revisions can only be com-
pleted by the Budget Division analysts. Therefore,
once this information is uploaded, your Budget Divi-
sion analyst will work with you to update the vacancy
savings calculation.

3. Budget Division analysts look at the total FTE count
and ascertain whether consideration has been given
to positions that were “phased in” where start dates
are delayed beyond the July 1 regular start date. If
a position started on October 1, for example, rather
than July 1, it may skew the number of days available
for occupancy. In addition, Budget Division analysts

Adjustments to Base
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consider other factors that may cause the calculation

to be overstated or understated.

4. NEBS has been programmed to apply percentages to

the calculations based on the following criteria:

e Agency budget accounts with 1-10 posi-
tions plus Internal Service budget supported
FTEs: 0 vacancy savings.

e Agency budget accounts with 11-25 posi-
tions plus Internal Service budgets supported
FTEs: 25% of the vacancy percentage applied
against the total salaries and fringes on the pay-
roll worksheet.

e Agency budget accounts with 26-50 posi-
tions plus Internal Service budgets supported
FTEs: 50% of the vacancy percentage applied
against the total salaries and fringes on the pay-
roll worksheet.

e Agency budget accounts with 51 or more
positions plus Internal Service budgets sup-
ported FTEs: 75% of the vacancy percentage
applied against the total salaries and fringes on
the payroll worksheet.

5. Vacancy percentages are applied against total salary

and fringe amounts only, which include the following

GLs:

6.

5100 Salaries

5200 Workers Compensation

5300 Retirement

5500 Group Insurance

5750 Retired Employees Group Insurance

5800 Unemployment Compensation

5840 Medicare

5841 Social Security

In other words, the Adjusted Salary column for this

calculation is reduced by the amounts budgeted for

overtime, standby pay, shift differential, longevity,

etc., before applying the percentage.
Vacancy savings are also applied for new positions in
other decision units. The vacancy rate established for
base positions will be applied to any maintenance or
enhancement decision units requesting new positions.
Once the Budget Division analyst has determined
the vacancy savings amounts for the various decision
units of each budget account, you will be able to view
the calculations and amounts in NEBS. If there are
special or unique circumstances that influenced the
vacancy savings calculations, or if you believe the
amount would place undue hardship on the budget ac-
count in the upcoming biennium, you should discuss
the issue with your Budget Division analyst and pro-

Historical vacancy rates will be populated with

the processing of the vacancy schedule

Budget Period: 2003-2015 Beennium (Fr14-15)
Budget Accourt: 1349 ADMINISTRATION - SPWD - BUILDINGS & GROUNDS

/

WVersion: Wi DRAFT

Text box provided for description of the standard

vacancy savings methodology forthe budget account.
Checkthe “Use 5td?" boxes below to indicate this
standard methodoloov

o inicate use of the standard methodology will reguire a spedific
mote for that line entrv.

Fr 15
FIE =
61.25
1.0
~1.00
0.00
0.00

s

General or “andard” Methodology that applies to most of the
WACHNOY Sivings caloulations decison units. Those baxes not cheded

W

i, T—

Add link is used for attachments

Fr 15

- Fr1% Fr 1% Fr 15 §
:: ;:' Rats Adjusted Gress ::WPH““' ; :: Het
- ot w
% Salary Saving | % 9
TEOD 209 3575154 B3082  100.00 3082 o~
¥5.00 2.09 47854 1,000 100.00 1,000

75.00 2.09 123,774 -2,587 100,00 -2,587

75.00 2.09 125,601 =2,625 10000 =2,625

75,00 .08 77,970 1,630 100.00 1,630

3E A oo I 191 oo 139 W

Status: ™ DRDGR.EES/ Schedule Text
and Standard
FY (9 Vacancy:  6.31 Methadaiogy
FY 10 Vacancy: .83 / (1000 char max]:
BY 11 Vacancr: &30 Astachiveents - O BHashenents
FY 12 Vatancy:  9.16
Average: 5.1 —
Vacancy Savings _____———_____
P L —_— FY 14
e DU |, Fria | Fri4 :I:‘ :: EM ?m’;: GenMwy FY 14 Net
Sid? - o ECFTE® | Fagter st i Sawhg  Sawng
Wacanh e ' Salary Saving by
= BOOD 278 u‘.\h\\fs 60 209 *, 208,512 81124 100.00 81,124
3 Exa4 378 100 rs‘}ax 208, 34,305 [r17  1060.00 717
\,
@ ¥ E248 278  -1.00 7500 ‘hg -1%:,\325 # S57  100.00 -2,557
E E&T0 2.78 0.00 7E00 209 ‘\1\1:.3‘1&: 3,570 100.00 -2,570
P |
B E6TL 278 000 7500 10§ 46083 N, 962 100.00 -352
. \_\
m + EBOS 278 0.00 7500 .08 5,305 S a1 s e 113
Fri4 3,515,852
Cancel

You will be responsible for ensuring the validity of these 3 vacancy
savings data fields. MEBS will calculate the remaining fields
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vide the documentation to substantiate any special sit-
uations. There may be room for adjustment; however,
the individual decision rests with the Budget Division
analyst and his or her assessment of the documenta-
tion provided by the agency.'

8. The vacancy savings calculations:

+ Total % Vacancy = Input from analyst;

» Rate % = Total % Vacancy x Factor;

* Adjusted Salary = NEBS populated value im-
ported from the agency’s salary amounts;

+ Gross Savings = Base Salary x Rate %;

+ Gen/Hwy Saving % = Analyst Input value;

* Net Savings = Gross Savings x Gen/Hwy Sav-
ings %.

9. Within the Vacancy Savings tab, you will be responsi-
ble for ensuring the validity/applicability of three va-
cancy savings data fields (See the illustration below) :

® the applicable vacancy percent to use for the calcula-
tion; generally, the percentage used is the one that
appears to be most reasonable. This can be any of
the percentages from the previous four years, an av-
erage of those years or some other calculation from
those percentages.

® the vacancy factor (based on FTE — the system will
populate a number for this field, (but exceptions may
apply requiring the analyst to adjust this value); and

® the percent General / Highway Funds subject to the
vacancy savings.

10.NEBS will calculate/populate the remainder of the
fields in the schedule based on the July vacancy data
collected from DHRM for each fiscal year.

11.The “standard” vacancy savings calculating method-
ology is indicated in the Schedule Text and Standard
Methodology text box at the top of the screen by sim-
ply check the “Use Std?” box, which is the column
circled in the screen show. For vacancy calculation
lines that do not follow the “standard” methodology, a
note must be completed for that decision unit indicat-
ing the calculating methodology used for that particu-
lar vacancy savings calculation. Attachments can be
added in the vacancy savings table by clicking on the
“Add...” link right below the schedule text box.

1 Agencies may negotiate a different approach in lieu of vacancy
savings where the net effect of the alternative will generate an
overall budget savings. The goal is to provide the agency with
the flexibility to meet its mission while at the same time reflect-

ing a realistic budget requirement.

User-Generated (Manual) M-150
Decision Unit Line Items

User-generated M-150 decision unit adjustments are
line items entered manually at the line item level in NEBS
with the following steps:

1. Insert a line at the line item level.
Tie that item to the M-150 decision unit.
Tie the item to the category requiring an adjustment.
Enter the appropriate GL.
Enter the amount of the adjustment under the Year 1
and Year 2 columns

Dok W

User-generated M-150 decision unit line items are tied
to GLs that are not driven by a schedule. When you insert
a line at the line item level in NEBS, click on the binocular
icon next to the GL field to see a list of GLs you can apply
to that line item. Only those GLs that are available for line
item entry will be shown. If you try to enter a schedule
driven GL, NEBS will reject it and prompt you for a valid
code.

All GLs that are schedule-driven are identified in this
section and can be displayed by clicking on the binocular
icon in the appropriate schedule.

M-150 Decision Unit Adjustments Summary

* Can be user-generated or system-generated
depending on the GL.

* Requires a note that fully justifies the adjust-
ment in both the line-item entry and the appro-
priate line item of a schedule driven entry. Cost
justification calculations may be included on the
note or in a separate spreadsheet as applicable.

* Processing the schedules will remove certain
amounts from the base decision unit through
an M-150 decision unit adjustment because the
amounts are either considered one-time (such
as equipment schedule GLs) or they must be
itemized through schedule driven base line
items.

* ltemize in the schedules only those base year
costs that should be retained in the base bud-
get. If a cost no longer exists, then no action
is necessary because NEBS will eliminate the
expenditure from the base budget once the
schedule is processed. This only applies to sys-
tem-generated M-150 decision unit adjustments
and the costs tied to schedule-driven GLs.

* All base line items inserted in schedules to item-
ize base year expenditures must reflect costs to
maintain services at the existing level. Any new
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costs must be reflected in a maintenance or en-
hancement decision unit.

M-150 decision unit adjustments include, but are not
limited to, the following:

Remove one-time expenditures that may have
occurred in the base year such as: overtime pay,
comp time payoff, seasonal pay, shift differential
pay, payroll adjustments, salary need, standby
pay, dangerous duty pay, terminal employee
leave payments, holiday pay, forfeited annual
leave payoff, call back pay, moving costs, late
fees, telephone data and wiring and plaques.
Some agencies have been pre-authorized to
retain certain costs in the base budget, such as
overtime pay, standby pay, and call back pay. If
your agency has not been legislatively approved
to retain certain costs in the current biennium,
you may not retain them in the base budget. In-
stead, these costs would need to be requested
in an enhancement unit and must include a well
thought-out detailed justification.

Remove furlough entries included in base (ob-
ject codes 5120, Furlough Adjustment and
5660, Furlough Leave).

Annualize utilities.

Annualize partial-year expenditures.

Annualize building rents that began in a month
other than July (use the Building Rent-Non
Buildings and Grounds schedule).

Annualize worker-driven expenditures for em-
ployees phased in over the actual year such as
rent, supplies, phone, voice mail, e-mail, long
distance, travel, etc. (Annualization is not al-
lowed for vacant positions).

Annualize programs legislatively approved for
an effective date later than July 1st.

Add or annualize programs approved by the IFC
during the base year.

Remove or add expenditures that occur every
other year such as biennial publications.
Remove equipment greater than $1,000, includ-
ing hardware and software (done automatically

through the equipment schedule). If agencies
want ongoing equipment expenditures un-
der $1,000 retained in their base budget, they
must justify them through a base line item in
the equipment schedule. Refer to Chapter 7
- Equipment, Application, in the Outline of
Workflow section of these budget instructions
for additional information.

* Remove one-shot appropriations.

* Remove start up costs.

* Remove allocations received from the IFC Con-
tingency Fund.

* Remove stale claims paid in fee-funded ac-
counts.

* Incorporate programs and positions legislative-
ly approved in the work program year.

* Remove programs legislatively mandated for
elimination.

» For those agencies subject to vacancy savings,
the vacancy savings schedule will adjust the fis-
cal year 2016 and 2017 amounts in their base
budgets. After you run the payroll calculation
and process all schedules, the vacancy savings
amounts will update in the M-150 decision unit.

» Adjust the ongoing portion of deferred mainte-
nance costs in category 95 - Deferred Facili-
ties Maintenance of the base year and move
them to category 07 - Maintenance of Buildings
and Grounds or a special use category. Use
the building maintenance schedule in NEBS
to adjust for one-time or ongoing maintenance
needs. Note: deferred maintenance funding is
project specific, so any funds remaining after
project completion must be reverted.

Costs Agencies Can Retain in the Base Budget

Certain costs can be retained in the base budget as on-
going costs if the agency fully justifies the expenditure in
the base decision unit through a note at the line item level.
These costs include:

Adjustments to Base
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» Overtime for pre-approved agencies such as
public safety.

* Equipment repair.

+ Buildings and Grounds Special Services.

« Equipment under $1,000. The agency must jus-
tify and adjust base line items entered in the
equipment schedule.

Note: There may be other costs that historically have
been approved by the Budget Division and the Legisla-
ture which are retained in Base. These are on a case-by-
case basis and specific to an agency or budget account.
The methodology for these exceptions must be justified in
a note or attachment in NEBS.

Costs Agencies Should Not Adjust

Agencies should not adjust for travel related expendi-
tures due to increases in airfare or fuel prices and increas-
es to utilities or postage. Those adjustments are consid-
ered inflationary in nature and will be made by the Budget
Division through the M-100 decision unit if the Governor
authorizes an adjustment.

Other Schedule-Driven Adjustments in NEBS

The table below includes a list of schedules and their
related GLs that DO NOT generate M-150 decision unit
line items. Payroll schedule amounts in the base decision
unit represent the adjusted base costs in Year 1 and Year 2.
No adjustments are necessary for the payroll schedule GLs

OBJECT
CODE  DESCRIPTION

listed. The remaining schedules in the list will generate
line items tied to the M-100 decision unit.

SCHEDULE
OPERATION

PAYROLL SCHEDULE

5100  Salaries

5101 University Salaries

5200  Workers Compensation

5300 Retirement

5500  Group Insurance

5750 Retired Employees Group Insurance

No adjustments to
Base line items are
made. The
amounts in the
Base decision unit

5800  Unemployment Compensation fepresent year one
5840  Medicare and year two
5841 Social Security costs.

7050  Employee Bond Insurance Adjustments for
7054  Ag Tort Claim Assessment these costs are
7392 DolT Assessments made through an
5400  Personnel Assessment M-100 decision

5700  Payroll Assessment

PURCHASING ASSESSMENT SCHEDULE

7393 Purchasing Assessment

STATEWIDE COST ALLOCATION SCHEDULE

9159 Statewide Cost Allocation

ATTORNEY GENERAL ASSESSMENT SCHEDULE

7391 Attorney General Cost Alloc
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OUTLINE OF WORKFLOW

CHAPTER

Assessments and Full-Time

Equivalent (FTE) Driven Costs

ssessments represent charges for services provided by various departments
within the state to individual state agencies.

Statutory/Administrative Authority

The authority for this request is implied in NRS 353.150
through NRS 353.246, the State Budget Act, as well as,
NRS 284.115, Personnel and Payroll Assessments; NRS
287.046, Retired Employees Group Insurance; NRS
242.211, Enterprise Information Technology Services Di-
vision; and NRS 333.450, Purchasing Assessment.

Application

In preparing your biennial budget request, you should
not make any adjustments to the base year actual assess-
ment amounts. The assessment amounts are schedule-
driven in NEBS. Any changes made to the amounts will
be done by the Budget Division in the M-100 decision unit.
This decision unit is for Budget Division use only.

Personnel Related Assessments

Personnel Assessment

The personnel assessment represents an allocation to
state agencies of the costs for the recruitment, examination,
classification, compensation, and training functions of the
Division of Human Resource Management (DHRM). The
personnel assessment is allocated to each state agency as
a specific percentage of the total gross salaries included in
agencies’ budgets.

Payroll Assessment

The payroll assessment represents an allocation to state
agencies of the costs for the central payroll function of the
DHRM. The payroll assessment is allocated to each state
agency as a specific percentage of the total gross salaries
included in agencies’ budgets. The following agencies do
not pay the payroll assessment since they have their own
payroll centers:

* Legislative Counsel Bureau (LCB)

* Nevada System of Higher Education (NSHE)

¢ Public Employees Retirement System (PERS)

* Tahoe Regional Planning Agency (TRPA)

* Judicial Branch

Employee Bond

Employee bond provides for loss caused by any fraud-
ulent or dishonest act committed by an employee acting
alone or with others. Employee bond is assessed by the
Risk Management Division of the Department of Ad-
ministration and is based on FTE positions in each state
agency budget.

Employee Tort

Employee tort is self-insurance for general liability
claims (torts). A tort claim may be filed against the state
for an incident or accident in which a state employee or
agency has caused damages to another party. Employee
tort is assessed by the Attorney General’s Office based on
FTE positions in each state agency budget.

Retired Employees Group Insurance (REGI)

REGI provides a centralized collection mechanism for
the receipt of contributions made by each state entity for
the benefit of all retired state employees. These contribu-
tions defray a portion of the individual insurance premi-
ums for employees who retire from state government and
elect to continue coverage in the state group insurance
plan. The program is funded by an allocation to each state
agency as a specific percentage of total gross salaries and
covers all state agencies, boards, and commissions; the Ju-
dicial Branch; the LCB; the PERS; and the NSHE.

Enterprise Information Technology Services
Division (EITS) Assessments

The EITS assessments represent allocations to state
agencies of the costs of several statewide functions provid-
ed by the division. The allocated functions are categorized
into two areas: infrastructure and security. Both function-
al areas included in the EITS assessments are allocated
based on FTE positions in each state agency budget.

Infrastructure Assessment

This assessment supports several units within EITS
and is designed to more appropriately charge for the fol-
lowing services. The infrastructure assessment includes:
domain name system (DNS) routing, help desk, state web

Assessments and Full-Time Equivalent (FTE) Driven Costs
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portal, web page development, state toll free access, state
on-line phone book, and state operator service.

e Centralized DNS servers route all incoming and
outgoing web traffic.

* The EITS help desk serves all state agencies by
providing one access point for all EITS services
(e.g. mainframe security and passwords, e-mail
accounts, billing questions, WAN outages, etc.) as
well as help desk services for other Department of
Administration divisions such as DHRM.

* The state web portal is the state’s main web page
and is the starting point for the general public and
state staff to access the state web.

* The web page development unit provides a variety
of web page development and support services
for all agencies within the state, including consti-
tutional officers.

* State toll free access provides an “800” number
which is available to anyone to access the state
operators.

e The state phone book is available on-line via the
Internet and it provides a complete listing of all
employees. The state phone book is routinely up-
dated and has replaced