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FINANCE OFFICE 

1 



General Housekeeping 

• Introductions 
• Breaks 
• Cell phones/pagers – silent mode 

please 
• Ask questions! 
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Class Objectives 
• Basic knowledge about work programs 
• Preparing work programs 
• Justifying a work program 
• Identifying common problems 
• Submitting a professional package 
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Work Program Overview 
Why do We Process Work Programs? 
                                It’s the Law 
 State Budget Act 

NRS 353.150 through 353.246 
• NRS 353.220 - Procedure for revision of work programs 

and allotments 
“The head of any department, institution or agency… 
may request the revision of the work program of his 
or her department, institution or agency at any time 
during the fiscal year, and submit the revised program 
to the Governor through the Chief with a request for 
revision of the allotments for the remainder of that 
fiscal year.” 
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Work Program Overview 
• Reasons for requesting a revision: 

1. Identify and reconcile changes in an agency’s funding 
2. Accept a new gift or grant  
3. Augment grant/non-grant program funding 

(increase/decrease) 
4. Increase/decrease authority to collect fees 
5. Balance forward authority or remaining cash 
6. Transfer authority between categories 
7. Comply with legislation 
8. Establish a non-executive budget account 
9. Establish authority for IFC Contingency funds (requires memo) 
10. Establish authority to request and pay back a General Fund 

advance 
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Work Program Overview 
• Work Program Documents Ensure: 

• Expenditures are within approved funding 
• Budget reflects Executive and Legislative intent 
• Sufficient authority exists to carry out the agency’s 

goals and objectives 
• Changes are consistent with the State Budget Act, NRS 

and federal guidelines 
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Work Program Overview 
IFC Contingency  

NRS 353.268 

• Non-restricted funds  
• Memo of request for Board of Examiners 
• Memo of request for Interim Finance Committee 
• Complete and accurate work program 

 
• Restricted funds  

• Memo of request for Interim Finance Committee 
• Complete and accurate work program 

 
• Not available for accounts that do not have General Fund or 

Highway Fund appropriations 
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When to Request a Work 
Program 

• Upon receipt of a new Notice of Grant Award/gift/fee/ 
assessment 

• Upon discovery of a projected budget authority shortfall – 
may wish to submit later in the fiscal year to ensure accurate 
projections 

• Prior to beginning a new program 
• Prior to next IFC deadline – plan ahead 
• Revenues exceed total work program authority at end of the 

fiscal year to close a budget 
• Authority vs. Cash 

• Work Program should be submitted prior to obligating funds 
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Work Program Overview 
IT’S A MINI DECISION UNIT OR MINI 
BUDGET 
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Assembly Bill 20 
(2015) 

• AB20 removes the requirement for additional 
approval by the IFC of work programs which 
result from: 
• A gift or nongovernmental grant which does 

not exceed $20,000 or a governmental grant 
which does not exceed $150,000 

• Carrying forward money from the preceding 
fiscal year with no change in purpose 
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15 & 45 Day Work Programs 
• NRS 353.220, NRS 353.263 
• Requires pre-approval from the Budget Division, 

prior to submitting the work program 
• Written request required from agency for approval 
• Emergency or protection of life or property 
• Revision requires expeditious action – 15 days 
• Revision requires action before scheduled IFC 

meeting – 45 days 
• Can be called at the next IFC 
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Work Program Guidelines  

• One decision - one work program revision 
• Submit to the Budget Division on or before the deadline 

• Verify IFC thresholds to determine if IFC approval is 
required (IFC thresholds on slide 46) 

• Submitting complete work programs by the deadline 
assures they will be submitted to IFC for approval 

• Submit all work programs as soon as the need is 
known 

• Deadlines have been published for the fiscal year 
• Submit related work programs together with reference 

to its “companion” work program 
• Multiple agencies work together prior to submission 

to ensure consistency 

 

 

12 



Work Program Guidelines 
Section 7 of the Authorizations Act 

• Revert General Fund or Highway Fund if 
being replaced by new funding 
• Exceptions 

• The agency must demonstrate the new funding is being 
used for new expenditures 

• The funding source has a “non-supplant” clause (example: 
Federal Grants) 

• The agency can demonstrate that a reversion would 
jeopardize receipt of the other funds altogether 
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COMMON PROBLEMS: 
• Untimely submission 
• Missing supporting documentation (projections, quotes, etc) 
• Amounts in back-up don’t match the WP request 
• Narrative amounts do not match WP request 
• Grant reconciliation doesn’t tie to DAWN and/or grant award, 

or calculations are incorrect 
• Combining work programs with more than one purpose 
• Transferring between categories isn’t justified for both sides 
• Information is not basic enough for someone who doesn’t 

work at the agency to understand 
• Requesting items not approved during Governor's 

Recommendation or by the Legislature through a WP 
• All companion work programs are not submitted 
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Preparing a Work Program 
 

• Work Program Components 
• Main Tab 

• Checklist (system generated) 
• Form 
• Cover Sheet 
• Cumulative Modification Sheets (system generated) 

• Attachments Tab  
• Required attachments 
• Possible attachments 

• IFC Approval Tab 
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Preparing a Work Program 

16 

 

• Work Program Checklist 



Preparing a Work Program  

• Work Program Form – (Page 18 WP Manual) 
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Preparing a Work Program  

• Work Program Form - (Pg. 18 WP Manual) 
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Preparing a Work Program  

• Work Program Cover Sheet - (Page 19 WP Manual) 
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Preparing a Work Program 
 

• Elements of the Cover Sheet 
• Budget account’s primary purpose, function and 

statutory authority (automatically populates from 
Program Description in NEBS) 

• Purpose of work program 
• Justification 

• What has changed since the budget was approved that 
is driving this request 

• If transferring between categories, please explain the 
consequences for both categories 

• New positions? 20 



Preparing a Work Program 
Elements of the Cover Sheet Cont. 
• Purpose of the work program 

• The purpose displays on both the work program 
form and the cover sheet 

• It is a clarifying action statement 
• It should answer what the work program is doing 
• It should answer where is the funding coming from 
• It is not intended to describe the mechanics of the 

work program 
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Preparing a Work Program 
 

Cover Sheet 
• Purpose of the WP templates (page 10 of the WP Manual) 
• Balance forward, no change in purpose 
 This work program requests to balance forward unexpended cash  with no change 
 in purpose. 

• Realign/Additional grant authority 
 This work program requests the addition of _______ federal funds (type of)  to 
 provide _____________________ (service/support). 
 This work program requests the addition of _______  federal funds (type of) to 
 continue  to provide ________________ (service/support). 

• Budget shortfall 
 This work program requests a transfer from the _______ category  (name) to the 
 ________ category (name) to fund an increase due to _____________(reason). 
 This work program requests the transfer from the ________  category (name) to 
 the ____________ category (name) to fund a projected shortfall for the 
 remainder of the fiscal year. 22 



Preparing a Work Program 
 

Cover Sheet 
• Purpose of the WP Examples (page 20 of the WP Manual) 
• Balance Forward, no change in purpose 
 This work program requests to balance forward unexpended cash  with no change 
 in purpose. 

• Realign/Additional Grant Authority 
 This work program requests the addition of federal Temporary Assistance for 
 Needy Families funds to provide cash assistance payments based on the January 
 2014 caseload projections. 

• Budget shortfall 
 This work program requests a transfer from the Reserve category to the 
 Division Cost Allocation category to fund an increase to the division’s 
 federal indirect rate agreement. 

• Request Authority for New Program/Requirements 
 This work program requests a transfer from the Reserve category to the 
 Personnel Services category, from the Reserve category to the  Operating 
 category, and from the Reserve category to the Loan Servicing category to 
 support the Loan Servicing Program recently acquired by the Housing 
 Division. 
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Preparing a Work Program 
 

Cover Sheet (continued) 
• Purpose of the WP Examples (page 20 of the WP Manual) 
• Multiple Transfer 

Transfer from the English Language Acquisition - State Activities category to the 
Personnel Services category, from the English Language Acquisition - 
Administration category to the Personnel Services category, from the 21st Century 
Learning Center – State Activities category to the Personnel Services category and 
from the 21st Century Learning Administration category to the Personnel Services 
category to realign positions within the department to minimize the effects of 
sequestration. 
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Preparing a Work Program  

Cover Sheet 
• Justification must answer following 

• why is the work program necessary 

• who will perform the work/services and who will 
benefit if the work program is approved 

• what is being accomplished 

• what changed from the Legislatively approved budget 

• when is the completion date and/or what is the project 
date range 

• where will the service/work/project be performed 
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Preparing a Work Program 
 

Cover Sheet 
• Justification Examples (page 20 of the WP Manual): 
• Balance forward, no change in purpose 
 The division’s Bureau of Health Care Quality and Compliance charges fees for 
 applications, licenses and renewals of health care facilities, medical laboratories 
 and personnel.  Pursuant to NRS 353.253, cash on hand at the end of each fiscal 
 year must be balanced forward in the same budget account for use in the 
 subsequent fiscal year.  

• Realign/Additional grant authority 
 The Immunization Program is federally funded and typically receives 3 rounds of 
 funding per calendar year from the Center of Disease Control. Additional 
 revenue and expenditure authority is needed to establish the first round of 
 funding for calendar year 2013. In addition,  a re-alignment in expenditure 
 categories is needed to reconcile state authority. This grant not only funds the 
 operation of the Immunization Program, but it is also used to support two 
 immunization coalitions and three health districts. These coalitions and health 
 districts conduct mandatory activities on behalf of the Nevada State 
 Immunization Program. 
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Preparing a Work Program 
Cover Sheet 
• Expected Benefits to be Realized should identify 

the following 
• How the changes will benefit the agency and/or the 

state as well as what group of individuals will benefit 
• Impacts if not approved 
• In many cases this section will be direct, with little 

detail needed 
• In other cases, a detailed explanation will be 

necessary to supplement information provided in the 
purpose/justification 27 



Preparing a Work Program 
 

Cover Sheet 
• Expected Benefits Standard Examples (page 20 of the WP 

Manual) 
• Balance forward, no change in purpose 
• Realign/Additional grant authority 
• Cover budget shortfall as explained in the justification 
• Request for an item missed in the legislatively approved budget as 

explained in the justification 
• Request authority for requirements passed during the legislative 

session, but funding was not included in the budget as explained 
in the justification 

• Receive salary adjustment funds 28 



Preparing a Work Program  

Cover Sheet 
• Expected Benefits Detailed Examples (page 20 of the WP 

Manual) 
• Allow receipt of additional projected revenue for a new program 
 Approval of this request will allow the Department of Employment, Training, and 
 Rehabilitation to adequately fund services to potential employees and employers to 
 improve Nevada's workforce.  This training supports economic diversification 
 efforts by creating a skilled workforce and assisting clients to return to work. 

• New federal grant received  from the Department of Health and 
Human Services for the Title X in Nevada Health Insurance Enrollment 
Program 

 This program will expand eligibility and enrollment outreach activities at four 
 existing Title X service delivery sites to assist the uninsured clients accessing clinic 
 services to enroll in health insurance or Medicaid through the Silver State Health 
 Insurance Exchange. This expansion, for current and potential clients, will provide 
 information and assistance to understand and identify the affordable coverage  that best 
 meets the client's needs. This will enable better access to high quality family planning and 
 other health preventative services. The four existing sites that have been chosen are located 
 in Northern Nevada in counties considered to be rural and frontier: Carson City, Churchill 
 County, Lyon County, and Humboldt County.  Nevada family planning clinics expect to reduce 
 the overall percentage of uninsured clientele with this program. 
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Preparing a Work Program  

Cover Sheet 
• Explanation of Projections and Documentation 
 List Information Provided and It’s Relevance 

• New Positions 
 Yes or No? 

• Summary of Alternatives and Why Current 
Proposal is Preferred 

 There’s always an alternative. 

 

30 



Preparing a Work Program 
• Cumulative Modification Worksheet (system generated) 
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Preparing a Work Program 
•Attachments 

• Required: 

32 

(Before & After) 



Preparing a Work Program 
•Attachments 

• Fund Maps (before & after) 
• Before Fund Map must balance to DAWN 

authority 
• After Fund Map shows the results if the 

work program is approved 
• If any revenue is restricted, fund map 

should identify which expenditures are 
being supported by that revenue source 

• If all revenue is unrestricted, this should be 
noted on the fund map 
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Preparing a Work Program 
Fund Maps (Before & After) Example 
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Preparing a Work Program 
Fund Maps (Before & After) Example 
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Preparing a Work Program 
• Possible Attachments 

• Budget projections 
• NPD19/Org Chart 
• Quotes for purchased items 
• Spreadsheets/supporting calculations 
• Grant history/reconciliation forms 
• Grant awards/budget for current year (pertinent 

pages only) 
• File Maintenance Form – Scanned copy not 

interactive 
• Copy of items referenced (NRS, WP, etc) 
• Other miscellaneous attachments 
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Preparing a Work Program 
• Attachments 

• Budget projections 
 
 

37 



Preparing a Work Program 
• Attachments 

• Budget projections 
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Preparing a Work Program 
• Attachments 

• Travel projections 
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Preparing a Work Program 
• Attachments 

• Payroll projections 
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Preparing a Work Program 

• Attachments 
• Grant history/reconciliation forms 

• Sample can be found on the Budget 
Division website under 
Documents/Forms/Budgeting/ 
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Preparing a Work Program 
• Attachments 

• Grant History/Reconciliation Forms 
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Preparing a Work Program 
• Attachments 

• Documents that should NOT be attached to your WP 
• Entire grant award, only the pertinent sections 

(acceptance and budget sections) 
• Entire bill, only the pertinent section hi-lighted 
• Documents with hyper-links 
• Active pdf File Maintenance Form (must be scanned 

copy) 
•  Documents that are password protected 
• Documents that have not been formatted to print 

correctly-use complete page to increase print size 
• Very large budget tracking spreadsheets, if possible 

attach only pertinent sections 
• Projections should not be converted to PDF or have 

formulas removed 
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Preparing a Work Program 
• Levels of work program approval: 

• Budget account 
• Division 
• Department 
• Budget Division 
• Interim Finance Committee (see IFC Thresholds slide 46) 

 
 

Remember! Remove access from employees who have left 
the agency. 
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Preparing a Work Program 
 

• Work program IFC approval 
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Work Program  
IFC Thresholds 

46 



Parting Thoughts - 
• Justify and defend the request 
•Tell the whole story 
•Supporting documents to backup 
request 

•Keep it reasonable 
•Communicate with your assigned 
budget analyst 47 



QUESTIONS? 

48 



Questions after you leave…  

Contact your assigned budget 
analyst.  
 
Agency assignments can be found on our 
website at budget.nv.gov 
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