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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 | - Policy

Budget Timetable

The budget timetable has been updated to reflect 2013-2015 biennial deadlines for tasks to be completed during the biennial budget
process.

Budget Changes Highlight Memorandum
In lieu of a hard copy submission, a highlight memorandum identifying changes and summarizing Agency Request is required.
Budget Submittal Format
Budget Submittal Checklist and Budget Submittal Format remove the requirement of a hard copy submission to the Budget Division
and Fiscal Division of the Legislative Counsel Bureau and are replaced with a highlight memorandum and Budget Submittal Checklist
which will be submitted electronically.
Reserve Limits
Agency Request Limit are forthcoming in an All Agency Memorandum.
Budget Division Training
Training Classes Offered by the Budget Division
This chapter has been eliminated since the Budget Office is not currently conducting formal classroom training. Each agency will
work with their respective budget analyst to address their specific training needs.
Priority and Performance Based Budgeting
New Agency Request Requirement
The state is moving forward with Priorities and Performance Based Budgeting, formerly Priorities of Government, in order to provide

increased transparency, measurability and accountability of state government. This chapter discusses the concept, structure and
goals of Priorities and Performance Based Budgeting. An instruction manual will be disseminated upon completion.

Major Changes to Budget Instructions and NEBS
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Section Il - Workflow

Reviewing Assessment Settings
Also reference - Section I, Category Descriptions, Account Maintenance and Category 01-Personnel Services
Payroll/Position detail should be reviewed. If a discrepancy is found in the data for your budget account, print the NEBS 130 Payroll/
Position Detail report, mark the changes that need to be made and either scan and e-mail or mail the reports to your budget analyst
in the Budget Division to correct the data. For numerous changes, download the position information from NEBS into excel, note the
changes on the spreadsheet and e-mail it to your budget analyst.
Facility Maintenance

This chapter was modified to include a description of the building maintenance schedule and how information entered into the schedule
populates the line item budget.

Vacancy Savings

The vacancy savings schedule will be turned off during Agency Request allowing for direct line item entry.

Section Il - Appendices

Priorities and Performance Framework

This section has been updated to include the Governor’s vision, mission, philosophy, goals, and objectives for the 2013 - 2015 bien-
nium.

Governor’s Statewide Functional Goals has been renamed Governor’s Strategic Priorities
This section has been updated to include the Governor’s strategic priorities for the 2013 - 2015 biennium.
Decision Units
This section has been revised to reflect the Governor’s Strategic Priorities.
Glossary

The glossary has been updated to include commonly used Priority and Performance Based Budgeting terms.

NEBS Structural Enhancements

NEBS enhancements have been made to the following budgeting tools:

Priority and Performance Based Budgeting - The hierarchy structure to include Core Functions, Objectives, and Benchmarks has
been implemented in NEBS. Additionally, the screen listing Activities has been modified to include summarized data from the Activ-
ity Mapping tab for better analysis and auditing. This will provide access to real-time data in screens where the information is most
useful. Finally, existing reports will be updated later this spring and several new reports will be available.

Major Changes to Budget Instructions and NEBS
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Activity Mapping - Additional levels of mapping have been implemented to allow for default mapping to an Activity at the Budget
Account, Decision Unit, and Category levels. Additionally, mapping can now be done for Activities at the Position Group or Position
level, without changing the Position Group or Position levels completed for the Fund Mapping. The additional default options should
reduce the mapping required for exceptions and mapping positions should automatically populate the Activity FTE tab.

Fund Maps - Fund Mapping design and functionality has been updated to be more user friendly and create a similarity between
mapping tools. The initial roll-out of NEBS will display the familiar Fund Mapping screens of older versions and agencies may begin
using the Fund Mapping tab immediately. The conversion is anticipated later this spring and will not cause a loss of data during the
conversion.

Bill Draft Requests - All policy and budget Bill Draft Requests (BDRs) will now be submitted and approved through NEBS, which is
similar in functionality to the Work Program Module. Users will complete new access forms to establish BDR user profiles.

Major Changes to Budget Instructions and NEBS
vi
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POLICY

CHAPTER

Budget Timetable

Key events and deadlines in the budgeting process are listed below. Major
changes to budgets 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 3I° 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 2012.

Task Start Date Deadline
Budget KickOff Meeting 03/15/12
Budget Instructions Ready 03/15/12
Agency Priorities and Performance Based Budget staff training 03/15/12 04/15/12
Space Allocation forms to Request state owned space due to SPWD 04/02/12
Technology Investment Requests (TIRs) are due to Enterprise
Information Technology Services (EITS) 04/09/12
Agency Submittal of CIPS requests to SPWD 04/10/12
Deferred Maintenance requests over $100,000 are due to SPWD 04/03/12
Agencies modify Activities and redo Performance Measures (as
necessary) 03/16/12 05/30/12
Non-budgetary Bill Draft Requests (BDRs) due 06/01/12
EITS returns TIRs back to agencies including summary review and
cost sheets - copies also to IT Strategic Planning Committee 06/01/12
Budget Division reviews Activities and Performance Measures with
Agencies - modifications as necessary 05/31/12 06/30/12
Agencies make TIR presenations to the IT Stategic Planning
Committee 06/18/12 6/22/012
IT Strategic Planning Committee makes recommendations to the
Budget Division regarding the projects to be included in the
Governor Recommends budget. 06/29/12
Agencies fully tie Activities to Objectives 07/01/12 07/30/12
Download of payroll information for authorized full-time equivalent
positions into NEBS as of June 30, 2012 approx 7/15
Agencies must have projected EITS utilization (EITS schedules)
completed in NEBS 07/16/12

Agencies must have projected monthly motor pool vehicles (motor

Budget Timetable
2
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Task Start Date Deadline
Agencies must have projected EITS utilization (EITS schedules)
completed in NEBS 07/16/12
Agencies must have projected monthly motor pool vehicles (motor
pool schedule) completed in NEBS 07/16/12
EITS provides schedule of approved utilizations by budget account 08/01/12
Notify agencies if adjustments to EITS utilizations are required 08/01/12 08/15/12
SPWD staff and agencies present CIP requests to SPWD 08/27/12 08/30/12
Budget Division staff review of Activities tying to Objectives,
modifications as necessary 07/31/12 08/30/12
Agency submittal of 2013-2015 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 the budget request 08/31/12
Budget Hearings with Budget Director, Budget Division Staff, Staff
from the Governor's Office and LCB 09/17/12 09/28/12

Budget Timetable
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CHAPTER

POLICY

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 #:

ITEM Description

Hard Copy
Budget, LCB, NA

Location of NEBS
Attachment

Attached, If
Applicable

Reviewed/
Completed

Memorandum highlighting budget changes at
Department or Division level
Work with your Budget Division Analyst

*Email to
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

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
Letters of intent (currently required by the Legislature) [NA Budget Account VerS|.on
Text, Program Narrative
Agency request appropriation limit report NA Budget Account Version
gency req pprop P Text, Program Narrative
NEBS 220 Budget Highlight Report (DEPARTMENT w D
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 |NA
by the Interim Finance Committee)
NEBS 900 DolT Projected Utilization Reports (approved A B
bveEITS ]
NEBS 990 A - Caseload Schedule NA
NEBS 990 B - Vendor Services Schedule . e
NEBS 990 C - Uniforms Schedule NA
NEBS 990 D - Longevity Schedule NA
NEBS 990 E - DolIT Schedule NA
NEBS 990 F - Motor Pool 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
ScheduUle e E
B&G-Owned Rent Schedule NA
Demographics/Caseload - narrative, methodology used NA Account Maintenance,
and actual and projected caseloads by program applicable Decision Unit
Notes and Narrative, Supporting Documentation and NA Account Maintenance,

Calculations per decision unit - including Word or Excel
files

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

Maintenance/Enhancement decision units prioritized

oo NA Account Maintenance
list in NEBS
Cost allocation plans NA Cost Allocation
Account Maintenance,
Buildings and Grounds Space Request form NA .u : . .
applicable Decision Unit
Account Maintenance,
Business plan NA . L .
applicable Decision Unit
Fund Mapping entered in NEBS (if excel spreadsheet- NA Budget Account Version
attach final version) Text, Program Narrative
Out-of-state travel log & justification NA Account Maintenance,
BASE
In-state travel log & justification NA Account Maintenance,
BASE
Training log & justification NA Account Maintenance,
BASE
Justification for vacant positions as of July 1 NA Account Maintenance,
BASE
Account Maintenance,
Technology Investment Request (TIRs) NA .u : . )
applicable Decision Unit
Signed NPD-19s for new Positions and NA Account Maintenance,
Reclassifications applicable Decision Unit
Statewide Lease Information" form for each BOE Bldg Rent Non-B&G
approved lease agreement for non-state owned NA
- schedule
buildings
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 .. .
applicable Decision Unit
Process all schedules a final time and run out of NA _

balance 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 budget request is due to both the Budget
Division and the Legislative Counsel Bureau (LCB) Fiscal Division on August 31,
2012 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 and performance
indicators for each program within the respective budget
account.

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 Statewide
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
components. Not all items on the checklist will apply to
every agency. If an item does not apply to an agency, sim-
ply 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 Budget 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
Submittal Template and Example).

* Must include the completed budget submittal
checklist.

* Report on contracts per AB240 of the 2011
Session.

» Charts, graphs, orexhibits that explain and justify
the requests must be submitted electronically.

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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POLICY
Strategic Planning and Performance

Measurements

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.

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 Measurements

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-
surers are required for each budget account. This is not
necessarily true. Performance measures are now included
at the agency activity level.

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 Statewide Strategic Priorities lists
goals supporting the vision, mission and philosophy of Ne-
vada’s Priorities and Performance Framework (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 specifies how an agency’s cus-
tomers will be better off for having been in contact with
the agency. In other words, will the agency help cure dis-
eases? Will it help reduce the number of traffic fatalities?
Will it stamp out illiteracy?

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
purpose and clientele. Or they can be over-arching, includ-
ing all divisions and their tasks. Mission statements that
are shorter are preferred simply because they are easier to
remember. Keep in mind that the strategic plan is a com-
munication tool. The easier it is for staff to understand
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 improve on and help shape
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 few sentences 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 exam-
ple, if a goal is to be user-friendly to the public, then a
strategy might be to move more documents to the agency’s
web site. However, your agency’s computer system is out-
dated, so this goal and strategy might provide justification
for you to purchase new computers as an enhancement de-
cision unit in your budget request. Similarly, if a goal is
to do more public outreach, a strategy might be to reclas-
sify an existing position or request a new position to be a
public information officer. Again, this decision would be
reflected in your budget request in an enhancement deci-
sion 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:

¢ Specific

* Measurable

* Achievable

* Realistic

* Time-specific

Examples of SMART objectives are:

* Reduce the workload per staff person by 10%
by December 31, 2015.

* Increase the number of clients served by 5% by
June 30, 2014.

* Achieve an “excellent” rating by 80% of our
clients by January 15, 2014.

The SMART objective easily lends itself to develop-
ing a performance measure, which will be addressed in
more detail below. However, sometimes objectives are
yes/no statements. In other words, either you do them or
you don’t. For example:

» Develop a brochure for our clients by April 30,

2015.
* Finish our division’s web-based application
form by August 15, 2014.

Strategic Planning and Performance Measurements
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Performance Measurements

One benefit of SMART objectives is that they lead
easily to performance measures, which are included in
Agency Request. In our examples above, the performance
measurements would be:

¢ Percent reduction in workload reduction
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%? Was it only 3%? Did they
exceed the 5%7?

* 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 Measurements

There are several types of performance measurements,
which are described briefly below. The Budget Division
and the Legislature review agency performance measure-
ments to get a sense of how the agency is operating. They
use the measurements as supporting documentation to ap-
prove your budget request or to make changes. Both the
Budget Division and the Legislature recommend outcome
measurements that demonstrate the impact the agency is
having on a stated issue or problem, as opposed to out-
put measures, which simply count the number of activities
or amount of work (caseload, documents, clients, etc.) an
agency is doing.

Input - measures the resources going into making a
product or providing a service (generally for
agency internal use)

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

Output - measures what comes out of the agency’s
efforts (“widget counting”)

Examples:

* Number of products produced

* Number of times service provided

* Number of clients served (caseload)
* Number of meetings held

Outcome - measures the result (impact) of your
efforts

Examples:

* Percent of clients employed six months after
completing job-training program

+ Percent of 3™ graders reading at grade level
after participating in program

+ Percent decrease in traffic fatalities after public
awareness campaign

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

Efficiency (timeliness) - how quickly a service is
provided

Examples:
» Average wait time for service
* Number of applications processed per hour

Quality - measures customers’ opinions of the
services provided or goods produced

Examples:

» Average score on customer satisfaction survey
» Percent of public approving of service

* Number of complaint letters or phone calls

Creating Performance Measures

1. Ask critical questions about your agency, such as:
* Where have we been?
* Where might we end up if it's “business as
usual?”
» Do we have more customers than before?
» Do we have the same number of staff or
turnover?

Strategic Planning and Performance Measurements
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» Do we have outdated procedures, processes or
systems?
» Do our customers perceive a problem?

2. Determine a reasonable objective (target) based upon
your data or upon comparisons with similar agencies
in other states and local governments. Set a date by
which to achieve your objective.

» Example: 5% reduction in average wait time by
October 2013 and 10% reduction by October
2014.

3. Brainstorm strategies for achieving the objective
(target), such as:
» Cross-train staff to do multiple tasks?
* Add and/or reclassify staff?
* Review procedures and streamline where
applicable?
* Modify or update computer system?
+ Explore more internet-based solutions?

4. Determine the impact on the budget.
* What is the cost associated with each strategy?
+ Can we pay for this?
* How critical is this?

5. Develop a measure, possibly based on your objectives
from Step 3.
+ Example: Average wait time

6. Calculate the measure.
* Are you getting there?
* What are your customers saying?
* Record your results.

7. Analyze your data.
* Modify your approach to the problem (strate-
gies) if your performance measurements show
what you're doing isn’t working.

In summary, performance measurements should be:

* Understandable

* Outcome-oriented

+ Useful

+ Valid, verifiable and accurate

Available

+ Comparable and consistent across fiscal years
Tied to the agency’s budget

Strategic Planning and Performance Measurements
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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
» 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
* 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 including the vision, mission
and philosophy.

B. Explain how the proposal will be implemented.
Include data defining the areas of the state or

Business Plan
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populations to be served (i.e., rural, urban, north,
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 SPWD). 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 Request Limit

l Jour agency request may be limited to a specified amount. This limit and any
possible exceptions are discussed here.

Agency Request Limit

Agency Request budgets funded by General Fund ap-
propriations are limited to the amount of General Fund
appropriations that may be requested for the 2013-2015
biennium. The Budget Division will provide additional
information regarding appropriation limits at a later date.
Any decision units that cannot be funded within the limit
must be submitted as Items for Special Consideration.
Agencies that opened significant new facilities during FY
2013 may appeal the assigned limit. The agency will need
to supply a detailed analysis to the Budget Division for
review. After review, the Budget Division will determine
if an adjustment is warranted and the amount of the adjust-
ment.

Although Internal Service accounts do not directly re-
ceive appropriations, these accounts will also have a limit.
The Budget Division will provide each department with
internal service accounts their respective limit. In addi-
tion to the limit, internal service accounts cannot exceed
a 45 day reserve and director’s offices cannot exceed a 30
day reserve. The following agencies are exempt from this
requirement:

+ Public Employees Benefit Program (maximum of actuari-
ally determined reserve levels)

+ Enterprise Information Technology Services Division, En-
terprise Application Team (maximum of 60 day reserve)

+ Enterprise Information Technology Services Division, Fa-
cility Management Section (maximum of 50 day reserve)

+ Department of Administration, Motor Pool Division (maxi-
mum of 60 day reserve)

+ Department of Administration, Division of Human Re-
source Management, Unemployment Compensation Sec-
tion (Budget Division will advise as to the limit)

+ Department of Administration, Risk Management Division,
Worker’'s Compensation (Budget Division will advise as to
the limit)

Any decision units that can not be funded within the
limit must be submitted as Items for Special Consider-
ation. Internal service accounts must provide a reserve
calculation with their agency request budget. The reserve

calculation worksheet on the forms page of the Budget

Divion’s website may be used to calculate the allowable
reserve level.

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, 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 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
(Dir. Office — BA 4706)
U4130

Administrative Services currently has 25.53 filled FTE’s,
with 1 FTE pending elimination & 1 transfer in from
Highway Patrol. Positions listed :Title, PCN, Class |

code, Grade. All positions not specified are located in Executive Officer to the
Carson City Director

FTE highlighted in yellow
pending elimination.
FTE highlighted in blue
Dir. Office — BA 4706 A A
Oy 2t 45" transfer in from Highway
‘ Patrol.

Personnel Officer 3
PCN 0054, 7.509, 41

Division Administrator
PCN 1,U9024

|
|

Acsistant 2 ministrative Administrative
[ Assistant 3 Assistant 3
Imm - | PCN 145, 2.303, 25 PCN 0035 PCN 0020
Mall Service Clerk | Supply Tech | .51 FTE, 2.211, 27 .51 FTE, 2.211, 27
PCN 0026, 2.127, PCN 0135, Administrative
21 2.836, 25 Assistant | | —

Accounting

PCN 34, 2.213, 23

Personnel Personnel Administrative
Mgmt. Analyst 2 Administrati personnel Analyst 2| | [ crsorne! Analyst 2 Officer 1 Analyst 2 Assistant 3
gmt. Analysf ministrative Budget Analyst 3 Budget Analyst 3 | [SEROATSL TIONS Y PCN 3, 7.521, 34 oot 7522 ||| PoNEh vea1 34, || PON oAk 20114
Contracts Mgr. Services Officer 3 PCN 49, 7.620, 38 PCN 50, 7.620, 38 , 7.521, (Las Vegas) 36 s (Las Vegas) 27, ,
PCN 21, 7.624, 35 PCN 2,7.216, 41
I e ——— Supervisor
Administrative ! Program Officer 1 Personnel Personnel
Assistant 3 ! Accounting Management PCN 0215, 7.649 Technician 1 Technician 2
PCN31,2211,27| | Technician 1 A"a'gséss";’“ 19,0 PCN 0009, 7.536, PCN 0105,
| 625, - 7.535, 27
| PCN 8, 7.143, 30 ( Backgrdund Unit ) 25 (Las Vegas)
|
: Account\ng Administrative. Administrative mllr\ls rative
A ti B Assistant 2 Assistant 3 Assistant 2
| hssistant. 3 o e 2 | PCN 0018 PCN 0032 PCN 0057, 2212,
| PCN 11, 2.301, 27 - | 1FTE, 2.212, 25 .51 FTE, 2.211, 27| 25
I
I
!
I

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 budget request. This
is similar to a request for funding from the contingency
fund except the full Legislature acts upon these requests
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 expe-
rience 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 reve-
nue to fund the supplemental appropriation request would
be a 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. In
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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Eudget Account: 4321 SAMPLE AGENCY REQUEST BUDGET

Version: AOO AGENCY REQUEST BUDGET AS SUBMITTED

Decision Unit: E877 SUPPLEMENTAL APPROPRIATIONS

Additicnal Text
i

Dec Unit Synopsis
(Prints in Executive

Thi=z reguest funds an unanticipated increase in operating

Budget Book) and information services expenditures.

n\s};
2

Justification:

During the fiscal wyear, the agency acguired additional i

T office space at its Reno location. The suite adjacent to

Vs, 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

S LW N =

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
the Buildings and Grounds Division’s square foot-
age per position standards and to allow the agency
enough space to store files adequately and provide
for a conference room to hold confidential meet-
ings. The agency anticipated paying for the increase
through savings in its information services catego-

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 OFERATING SHORTFALL
17 Dhject Code and Description Budget PEJCTE;TEI Difference
=R COFERATING SUPPLIES 873 a0 73
19 |7040 DUTSIDE PRIMTING CHARGES 400 450 -50
_20 |F0s0 EMPLOYEE BOMD INSURAMCE 25 25 ]
_21 7051 AGEMCY OWYMED - PROP & COMNT INS 30 30 ]
_22 7054 AG TORT CLAIM ASSESSMEMNT 300 300 ]
(23 |F05A MOMN B&G - PROP. & CONT. INSURAMCE 25 25 ]
_24 |F0E0 COMNTRACTS 4 700 4 325 375
_25 7090 EQUIPMENT REPAIR s00 JBE 134
MOMN-ZTATE OWYRMED OFFICE RERNT: Suite A
ﬁﬂ 10 1,500 Souare Feet @ $1.210 per sq. ft. 21,780 21,780 ]
MOMN-STATE OWYMED OFFICE REMT: Suite B
=ra 575 Sguare Feet @ $1.210 per sq. ft. ] g 349 -8,345
28 |7255 E & G LEASE ASSESSMEMNT 1,022 1506 -417
28 |72E0 CUTSIDE POSTAGE 1,000 800 200
.30 7250 FHOME, Fax, COMMUNICATION LINE Fan 250 =170
_31 |7300 DUES AND REGISTRATIONS s00 400 1ao0
(32 |7370 PUBLICATIONS ARMD PERICDICALS 300 389 -84
.33 |74E0 EQUPMEMNT PURCHASES < $1,000 704 BO0 1584
_34 |79580 DFERATING LEASE PAYMENTS 2,500 2,780 -250
35 35 586 43 545 -8 ,255
38 INFORMATION SERYICES SHORTFALL
= Dhject Code and Descriptian Budget p:ﬁﬁ;‘?d Difference
40 |F020 DFERATING SUFPFLIES 500 610 -110
41 7073 SOFTWARE LICEMSEMNT COMNTRACTS 1,000 G50 110
34 PROGRAMMING CHARGES: Annual
42 rmaintenance costs 10 hours & $82/hour 520 a20 ]
721 sS4 PROGRAMMING CHARGES:
IInanticipated repairs to database B1.89 hours
43 ic $954/per hour ] 5,880 -5 880
44 7290 FPHOME, FAX, COMMUMNICATION LIME 500 459 41
45 |7392 DOIT ASSESSMENT 1,500 1,500 1]
45 7512 DOIT PC/LAM TECHMICIAM 2,000 1,950 20
47 |7533 DOIT EMAIL SERVICES S00 459 11
43 7542 DOIT SILVERMET ACCESS 3,000 3,000 1]
49 7771 COMPUTER SOFTWARE 55,000 - A 2,000 1,999 1
COMPUTER HARDWYARE =§5 000 - A:
Feplacement server due to unanticipated crash
of existing serverReplacement server due to
50 18371 unanticipated crash of existing server ] 5525 -5 525
51 [8371 COMPUTER HARDWYARE <$5,000 - A 5,000 B,073 -3

ry; however, the agency’s database experienced a
failure during the fiscal year that resulted in sig-
nificant unbudgeted programming costs and the re-
placement of a server. The agency is requesting a
supplemental appropriation 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

Sawe and Return | Cancel | Edit Actual/wp

Decision Unit Filter: IEB?? SUPPLEMENTAL APPROPRIATIONS j Save |
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 agency
requests and put them in a supplemental appropriations
bill. E-877 decision units will only appear in the Gover-
nor’s Executive Budget as a list of supplemental appro-
priation 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 decision
unit — such as E-710 or E-720 enhancement decision units
— in your agency request budget. 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.

$447,655 Department of Administration
Security enhancements in the Attorney Generals Office, The Capitol
Building, and the Supreme Court Building.

$1,100,603 Department of Administration
Purchase of 49 additional monthly State Motor Pool vehicles in the first
fiscal year and five additional monthly vehicles in the second.

$50,000 Department of Administration
Supports the Southwest Defense Alliance and Nevada’s representative
serving on the Alliance.
$1,000,000 Department of Administration
Assists Opportunity Village in the construction of a new Southwest
Campus designed to serve additional Nevadans.
$365,000 Department of Administration
Provides for appropriation to the Nevada Commission for National and
Community Service to match federal funding to promote volunteerism.
$200,000 Department of Administration
Assists the Nevada Humanities Committee with the operation of the
southern Nevada Office.
$1,000,000 Department of Administration
Supports the establishment of a loan grant pool for viral healthcare pro-
viders by the Nevada Rural Hospital Partners.
$20,000 Supreme Court
Funds remodeling costs associated with the conversion of two attorney
rooms into a meeting and training room.
$1,557,077 Legislative Counsel Bureau
Funds production of out-of-print publications. Information technology
up-grades, building improvements, and a State Printing Office emer-
gency generator.
$126,000 Office of Veterans Services
Funds shelter to protect State-owned vehicles.
$859,140 Department of Cultural Affairs
Development, renovation, and expansion of the Southern Nevada Rail-
road Museum.
$67,900 W.I.C.H.E
Information technology improvements in accounting system.
$1,012,482 Department of Corrections
Funds 48 replacement vehicles.

$290,000 Department of Agriculture

Acquisition of equipment for the Bureau of Weights and Measures.

Examples of one-shot appropriations from the Executive Budget

One-Shot Appropriations
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Basic Info

(Prints in Executive Budget Book)

ﬁdditic;Tl Text
Dec Unit Synopsis®pequest for a one-shot appropriation to fund 20 replacement
vehicles for the agencvy's rural offices.

.
Juﬂiﬁ:aﬁnn;&ne agency currently has 10 trucks, 5 sport utility vehicles A

]

osrar 100 000
OWEL aviyuaw

asde 2

EXtreme

and 5 sedans located I:in
il 'Ies||
vear and tear.
vehicles is detrimental
costly to upkeep and repair and 2)

rural Nevada that currently hawve
are over 7 vears old and have had
The current condition of chese
to the agency because 1) they are

they pose a safety risk v

| Save ][ Save and Return || Cancel |

A&dd‘m&ﬂt‘;.‘ 1234 ORE'EhCﬂ :-.ls A

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

| View 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 left is the spreadsheet list-
% ing the vehicles requiring imme-

Budget Account: Any Seneral Fund or Highweay Fund LAppropriated S gency :
A4 ersion: A00 AGENCY REQUEST AS SUBMITTED f:hate replacement' The agency
5 EXISTING ¥EHICLES 10 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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edote vetaits EITTRCIONN

s | OMPLETE | Save || SeveandRaum || Cancal || Frocess Schecus.. |
ipment Schedule
Tearl
tlete Line # DU Caty G Equipment Trpe Friority Cound  Rate Tatsl

L3
=

1 B L ﬂil'i VEHICLE-SPORT UTIL-LV 5.2 444 4 DOOA 4.5 PASSENGER - v $24536.00'v2 $24535.00
O = o= © |[R] 6360 | VEHICLE-SEDANAY 1 I COMPACT 400CR 45 PASSENGER -1 $15582 002 $15.582.00 5 1558200 7791

O » k68 ] ano | VEHICLE-FICKLUR-RNQICC 2.2 4 TOM H4D0 STD CAB LOMG -1 $21.339.00%% $21.233.00 A F.| 10} 21,33%.00 213,39
Equipment Schediles Total: 413.%

Decision Unit Filter;  EA88 ONE SHOT APPROPRIATIONS v/ Save || SeveandRetwm || Cancel |  Edit Actual/wp

5| 24,536.00 122,56

L1
o

Drelete DU Catg GL Description Actual | Wwork Pgm Year 1 Change Year 2 Change Schedul

] -

E [] eses 00 2501 APPROPRIATION CONTROL 0 il a 0 0i- None -
@ EBoe o5 6310 PICK-UPS, VANS - NEW o [1] 336,070 (1] EQUIPM
ﬂ EGEs 05 BI60 AUTOMOBILES - NEW 0 77,910 0 EQUIPM

Total Revenue 0 0 413,980 o
Total Expenditures 0 0 413,980 ]
Difference 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
and tie them to the E-888 decision unit. * Represent 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 remove all E-888 decision units from agency quests during the Governor Recommends
requests and put them in an appropriations bill. E-888 de- phase and put into a budget bill

cision units will only appear in the Governor’s Executive
Budget as a list of one-shot appropriation requests.

One-Shot Appropriations
21



POLICY

10

CHAPTER

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 longer-term or large

scale maintenance needs.

Typical Projects

Statutory/Administrative Requirements

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 approved either through an Assembly or
Senate Bill and provides General Fund and Highway Fund
appropriations, and authority for the BOE to issue general
obligation bonds for the CIP. The bill authorizes spending
of other revenues for capital improvements, and levies a
property tax to support the consolidated bond interest and
redemption fund.

Definitions

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.

All agency CIP request submittals are due to the State
Public Works Division (SPWD) April 10, 2012.

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. A fiscal note must also be prepared for
each CIP request and submitted to the SPWD as directed
by NRS 218D.430 and/or NRS 218D.445. You must in-
clude all related expenses such as personnel, operating,
equipment, maintenance, data processing, and utilities
for each project. This applies to all CIPs regardless of the
funding source.

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 2015 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 ser-
vices 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

Capital Improvement Projects
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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 enhancement requests and detail
funding source, cost estimates, estimating methodology,
and all associated operating cost impacts. Cost estimates
must also include the total construction cost required to
make a facility operational, including necessary initial
equipment and furnishings, landscaping, utilities, parking
and project related roadwork. Contact the assigned SPWD
project manager for support in developing the construc-
tion 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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OUTLINE OF WORKFLOW

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;

® establishment 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

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.

Priorities and Performance Based Budget
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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.

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;

Priorities and Performance Based Budget
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® 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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Accounts 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 deci-
sion units, expenditure categories, special revenue general
ledgers (GLs), position groups, and position related assess-
ments for your budget that are not already pre-defined in
NEBS. If you attempt to create a decision unit, or an ex-
penditure category, etc., without first defining it in the Ac-
counts 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 Accounts Maintenance
screen. You will find five primary options on this screen
as shown below. The default option is the “Decision Units”
view.

Wersion: AO00 AGEMCY REQUEST AZ SUBMITTED

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.

Acct. Maint.

Wiew: Decision Units | Categories | GLs | Position Groups | Assessment Settings

Code | Description Deplartment E\L!dglet Account I%g]

Priority Priority u
B2 eooo ease nia nia
@l M100 IMFLATICN nsa n/a
@I M150 ADIUSTMEMNTS TO BASE n/a n/a

Add Decision Unit...

Accounts Maintenance
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Establishing Categories

Defining Position Groups

All categories that have associated line items in your
2013-2015 biennial legislatively approved budget will al-
ready be established in the budget in NEBS. Carefully re-
view your budget and identify any categories, including ti-
tles, 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 expen-
diture category, be certain to include a clear, concise defi-
nition 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:

view : Decinon Urits | Categories | Gly | Pogition Groops | Assessment Seftings

Cot Description = =
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IBEEEE

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.

[ schedutes N posno
Wiew @ Dedgicn Units | Categanies | GLE | Podition Grougs | Assessmeant Saftings

Code = e

-:_‘- Gl
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The 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 position fund-
ing 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 payroll reports from NEBS will print in group or-
der, and the positions in each group will be in position
control number order in the report. However, within the
Position Groups screen, agencies will be able to sort posi-
tions in various other orders.

Audi Log

View : Decision Units | Categories | GLz | Position Groups | Assessmy

Code Diescription

CARSON CITY OFFICE

F5 FISCAL SERVICES
DEFAULT GROUP

GENERAL ADMINISTRATION

Defining Assessments Settings

The assessment settings are established globally for the
entire budget account within the Accounts Maintenance
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:

Accounts Maintenance
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" summary W Unestems | scheduies | Positions |

Wiew: Decision Units | Categories | GLs | Position Groups | Assessment Settings

Retirement: Worker's Comp: Personnel Assessment:

Unemployment Insurance: Fayroll Azsessment: Retirement Group Insurance:

Medicare: FICA: AG Employee Tort:

Employee Bond Insurance: DolT Infrastructure: DolT Contract Administration:
DolT Security: DolIT Flanning:

* NRS 242131 exempts certain state agencies budget account, print the NEBS 130 Payroll/Position De-

from utilizing EITS services which in turn ex- tail report, mark the changes that need to be made and
empts those agencies from being assessed either scan and e-mail or mail the reports to your budget
various EITS assessments. analyst in the Budget Division to correct the data. For nu-

+ State agencies that have their own payroll sys- merous changes, download the position information from
tem, and do not utilize central payroll services, NEBS into Excel, note the changes on the spreadsheet and
are exempt from the payroll assessment. e-mail it to your budget analyst.

A sample Assessment Settings screen is shown above.
If you find a discrepancy in the assessment data for your
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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) or Budget Division initiated position changes that occurred
during the interim. 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 the Budget Divi-
sion reconciliation and computer download. If you dis-
cover an error in the base position download, contact your
Budget Division analyst to make any necessary adjust-
ments. With the exception of position groups, your Bud-
get Division analyst is the only person authorized to make
changes to your base positions and payroll data. It is rec-
ommended that you e-mail your analyst, as this will pro-
vide documentation of your request and allow your analyst
to follow-up accordingly.

Position reconciliation occurs in two phases. The first
Pphase 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*.

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 funding sources.

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

2. Check NEBS PCNs against those in IFS. If there is a
discrepancy, you need to advise your Budget Division
analyst in writing of the correction needed.

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 sub-
mitting your agency request to the Budget Division on or
before September 1st. Phase Two of the position reconcili-
ation includes the following steps:

1. Verify each employees’ class code and position type.
Be sure to review all reclassifications that have oc-
curred during the interim session.

2. Verify the employees’ grade, step and “add step.”
Confirm that any adjustments made to the step due
to special language requirements, supervisory re-

Position Reconciliation
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Werify PCM s in Base

Decizion Unit Filter: f_';m BASE |
View: Sasc|fangs|ssany [ JumpToPage: | [ Jump ToPCN: ] ] Werify the total FTE count for each
Vimwing pags 1 of 3: ElEIEHEl [ Save ] [ Save and Retum ] [ Cancel ] [ Copy/Transfer... ] [ Recale Payroll... ] budget
“erfy Position : | SiE
=] DU |PcN 2 Siylelltiy Group Cla== Class Discriptizn Typs | Grade |St=p | A%] Azt | WEN|vr | ve2
q: : Totai FTI
@ ¥ | w4801 DIVISION ADMINISTRATOR, HUMAN RESOURCE MANAGEMENT Existing oD =)
|
=1 7 @I - Exist 5 o
quirements, or for working out of class are properly hired before December 31, 2003. Check with your
reflected in NEBS. agency payroll staff if you have questions regard-
3. Verify the retirement code matches the class code. For ing who is eligible.
example, if the class code is for a police/fire position, 5. Verify the “grouping” of the positions. “Grouping” is
the retirement code should be the corresponding po- simply a common denominator of various positions.
lice/fire retirement code. The common codes are: For instance, you can group your positions by geo-
1-Employee/Employer Paid graphical location, division/unit in a budget account,
2-Police/Fire Employee/Employer Paid class codes, funding source, etc. Grouping of posi-
8-Employer Paid tions is for your convenience and is not mandatory;
9-Police/Fire Employer Paid however, it is recommended. This is a function you
4. Verify the payroll and FTE assessments. A quick way can perform - it does not require your Budget Division
to review this is to click on the Fringe View while analyst. Refer to the NEBS Manual or Chapter 1 - Ac-
in the position tab of NEBS or simply run the NEBS counts Maintenance, Defining Position Groups, in
130 payroll report. Pay close attention to the follow- the Outline of Workflow section of these budget in-
ing items: structions for more information.
a. Unclassified and non-classified positions should The following are examples of some of the position
not be charged the Personnel Assessment. grouping screens in NEBS.

b. Verify part-time positions not eligible for the
Public Employees’ Retirement System (PERS)
are being assessed for the FICA Alternative Plan
per SAM 3811. NEBS will default with the FICA
box unchecked under the additional attributes op-
tion of the position tab. The FICA box will need
to be checked only if the part-time employee was

Class Description Ret | Act |WP | Yri |[Ye2 30 ¥rl| YrZ2

Partial

Ret,

Pers Assmit
Unemp. Ins
Pyrl Assmt
Ret. Grp,
Medicare
FICA

4G Tort
Empl Bond

W

Total FTE: 93.00 94.00 94.00 94,00

\DMIN ASSISTANT 3 1 1.00 1.00¢0 1.00 1.00
OCIAL WORK SUPERVISOR 1 1 1.00 1.00 1.00 1.00
FOCIAL WORKER 2 8 1.00 1.000 1.00 1.00
OCTAL WORKER 2 a 051 O.51. 0.51 0.51
FOHCIAL WORKER 2 8 0.49 0.4%9 0.49 0.45
OCTAL WORKER 2 d 1.00 1.00 1.00 1.00
(DMIN ASSISTANT 3 1 1.00 1.000 1.00 1.00

Position Reconciliation
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4~ Home -JNS:ER Reports - Messages

»] Budget Account Version Position Group List

Budget Account Position Groups

Budget Period: Z2007-200% Biennium (Fr08-09) Position Group Added

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

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

Code Description @ m

médd a Position Group... Position Groups are and ibed by
= ABC ABC GRANMT PROGRAM selecting this option.

ADMIN DIRECTOR'S QFFICE - ADMIMNISTRATION
st [ale] CORRECTIOMNAL OFFICERS

FIZCA FISCAL DIVISION

ESQER) ESJEET

G1 DEFALLT GROUP

Done

Decision Unit Filter: réi}-l}-D BASE v|
Wiew: Basic | Fringe | Salary | Jump ToPage: | [ 1] Jump To PCN: ||
Viewing page 1 of 1: EE [ Save ] [ Save and Return ] [ Cancel ] [ Copy/Transfer... ] [ Recalc Payroll...
Use the Basic screen selection to | FTE [
quickly enter the Group codes -
@ DU PCN # Group Class | Class Description Type |Grade |Step |Adj |Act |WP | ¥rl |¥r2 Stz
L\dd Position... Total FTE: 1.51 1.51 1.51 1.51
& BO00 000001 |AFISFISCAL  |»| 07843 PROGRAM OFFICER 3 Existing 35 i00 0 1.00 1.00 1,00 1.00 Jan-
[ BODD 000003 [AFISFISCAL || 02221 ADMIN AID Existing 21 § 0 051 0.51 0.51 0.51 Jan-
AFIS FISCAL 4 The drop down allows for quick selection
- : : Total FTE: 1.51 1.51 1.51 1.51
m Iw‘(—tufprewnusly established Group codes.

Viewing page 1 of 1: EEIE”II [ Save ] [ Save and Return l [ Cancel l [ Copy/Transfer... l [ Recalc Payroll...
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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. The Budget
Division requires agencies to edit their actual and work
program year figures in order to ensure agency budgets are
sufficiently established and defined in the Nevada Execu-
tive 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 (in this
case, your fiscal year 2012 actuals). Your fiscal year 2012
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 (your fiscal year 2013 legislatively approved
budgeted amounts).

The Budget Division has 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.

Base year data needs to be adjusted in the Edit Actual/
Work Program screen in NEBS to reflect the agency’s pro-
jected expenditures at the end of the current fiscal year. A
suggested approach for this process is to enter the antici-
pated base expenditures for the end of the current fiscal
year early in the budget building process. Use these projec-
tions until it is near the end of the fiscal year and final ex-
penditure projections can be more accurately determined.
In other words, it is not necessary to update expenditures
for actuals periodically throughout the budget building

Basthgid Accont Line s (Actualbs /W)

REGUE ST pudad ¥

W Qe ATt 14 fRAMFLE Oof AN AGENCT

Werpen:  &00 AGEN

_ Lsie e
| Sovw || SevworadPatem || Cancel | Ede i
DU Ceg GL Desoriptes Artiaad [T ﬁ
1
B 0D IE0L AFPROPEIETION CONTROL br, e SO0
Bisdg -] 211 BALAWCE FORWARD FROM FREVIOUS YEAR U K X1
LB el -] M0 FEDERAL GRANT 1372464 I ITLaE
Badedey - IFH FiLindG FEE [ % na) Lot a]
[ Lo o I COURT ASSESSMENT 1R L7 AR
L=l o AT FTNERSTORFEITUR ELPD R IS A0S
B 0 00 REIMBURSEMENT | "R [ mrx
50,1 =TT
The Actual column was initially loaded with i i
the agency’s FY12 Legislatively approved FY13 Legislatively

budget information.

approved budget infor-
mation

process, but is better to enter your projected expenditures
and then revise the amounts for large changes to projec-
tions when final expenditure projections are available for
the base year.

It is imperative agencies use appropriate object codes
assigned by the Controller’s Office when coding expen-
ditures. Object codes that were not included in the legis-
latively approved budget, but are included in the agency’s
projected base budget, will need to be included in their
fiscal year 2012 actuals, as will changes to object codes by
the Controller’s Office. Journal vouchers should be pro-
cessed to correct coding errors in expenditures to ensure
your base budget is as accurate as possible.

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
basis for its fiscal year 2012 year-end expenditure projec-

Actual and Work Program Revenues and Expenditures
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U c | | Year1 | Chenge|

BODD D4 7302 REGISTRATION FEES 35 5 35 E VENDOR SERVICES

BOOD 04 7320 INSTRUCTIONAL SUPPLIES 13 65 65 &5 - Heone -

BOOD o4 FE O 451 £51 451 651 VENDOR SERVICES
Updates to “Actual” expenditures automatically

BODO 04 74 carry overto Year 1 and Year 2. 185 193,278 173,185 173,185 VENDOR SERVICES

BOOOD 04 7 700 700 EQUIPMENT

BOOO 04 7533 DOIT EMAIL SERVICES A A4 COIT

BOOD 04 7960 OPERATING LEASE PATMENTS 7,532 VENDOR SERVICES

BOOD 04 9088 TRANS TO HEARINGS DIVISION 2,233 2,233 - Nens -

BOOO0 04 9112 TRANS TO DEPT OF ADMINISTRATION 8,915 8,915 « Hone -

BOOOD 10 7060 CONTRACTS 707,119 707,119 7 707,119 VENDOR SERVICES

tions. As you complete base year “actual” data updates in
the Edit Actual/Work Program screen, NEBS will auto-
matically 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 illus-
trates 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 expendi-
ture amounts for missing or incomplete data and projected
your fiscal year-end expenditures through June 30%, you
will then need to adjust your base year (actual) revenues
to reflect the adjustments you made to expenditures. Rev-
enues 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 legislatively
approved positions and related position information (posi-
tion 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
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 2013 legislatively approved budget.
You must update that information to reflect any changes to
the fiscal year 2013 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.

+ Fiscal year 2012 actual revenues and expen-
ditures represent the agency’s base budget
amounts for the 2013-2015 biennium.

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

+ The work program year is the fiscal year 2013
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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CHAPTER

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 arena in which public priorities on programs
and spending can be appropriately defined, presented, de-
bated, and ultimately decided upon by the state’s primary
decision makers (the Governor and the Legislature). Com-
prehensive, precise, and reliable caseload, revenue, 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 depend on
the specific revenue source(s). Adjustments to fiscal year
2014 and fiscal year 2015 revenue amounts in the base deci-
sion unit should be made at the line item level. Changes to
revenue amounts are made through an M-150 adjustment
only when a revenue source is used to balance the M-150
decision unit (General Fund or Highway Fund agencies) or
if there is a need to eliminate a revenue source that no lon-
ger exists (such as an allocation from the Interim Finance
Committee Contingency Fund). For federal grants, adjust
the grant revenue in the base decision unit to cover all base
salary costs for any position funded in whole or part by
the applicable grant. You will not be able to change any
of the grant specific category expenses in the base budget.

Projections: Revenues & Expenditures
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Adjustments to your federal grant amounts must be made
in the M-150, adjusted base, decision unit.

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. This 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 funding
enhancement decision units in Items for Special Consider-
ation, which include requests for General Funds.

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 revenue and expenditures, projec-
tions 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 FY 2013 - Work Program Year
$5,150 (Base Amount) x 1.03 = $5,305 FY 2014 - Year 1
$5,305 (FY 2014 Amount) x 1.03 = $5,464 FY 2015 - 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, as in
the example 1 above, you will not know exactly how much
federal funds your agency will be allocated until some-
time in the first year of the coming biennium. However,
the federal agency overseeing the grant program for your

agency provides documentation that the next federal al-
location will increase by $7,200. Your projection for the
coming biennium will resemble the following:

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. The analyst needs
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 in historical data 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 average 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 under which the historical data was realized

Projections: Revenues & Expenditures
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and determine if that is reflective of your agency’s current
operating environment.

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.e., the one you want to predict), and are
theoretically simpler. Explanations of a forecast will boil
down to 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
series 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 researched to determine if an error exists or if unusual
circumstances caused the data to be skewed. Typically,
outliers are excluded from the calculation.

Projections: Revenues & Expenditures
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CHAPTER

Adjustments to Base

djustments to fiscal year 2014 (Year 1) and fiscal year 2015 (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 base year (fiscal year 2012), to
eliminate programs that are no longer required or funded, 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.

Application

Initially, the revenue and expenditure amounts popu-
lated in fiscal year 2014 (Year 1) and fiscal year 2015 (Year
2) of the base decision unit in NEBS will represent the
fiscal year 2012 legislatively approved revenue and ex-
penditure amounts. Year I and Year 2 revenue amounts
will not change until you update them at the line item
level in the base decision unit. Year 1 and Year 2 expen-
diture amounts must represent fiscal year 2012 projected
year-end actuals and, once they do, can only be changed
through an M-150 decision unit adjustment with the ex-
ception 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 con-
tains two columns, the actual column and the work pro-
gram column. The initial amounts in the actual column
represent the fiscal year 2012 legislatively approved bud-

get amounts. The amounts in the work program column
represent the fiscal year 2013 legislatively approved bud-
get amounts. 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:

* There were changes made to the fiscal year
2013 legislatively approved budget via a work
program approved 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 fiscal year
2012 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 the M-150 deci-
sion unit (General Fund or Highway Fund agencies), or if
there is a need to eliminate a revenue source that no lon-

Adjustments to Base
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Object Code Text |To eliminate terminal sick leawve paid to an employee who left
state sService.

This expenditure was one-time in nature.

ger exists (such as an allocation from the IFC Contingency
Fund). For federal grants, adjust the grant revenue to cover
all base salary costs for any position funded in whole or
part by the applicable grant. You will not be able to change
any of the grant specific category expenses in the base
budget. Adjustments to your federal grant amounts 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

Additional Text

Schedule Details

There were one-time expenditures that occurred
in the base year.

A one-time expenditure is defined as an expenditure
not required on an ongoing basis such as overtime, ter-
minal employee leave payments, late fees, stale claims,
one-shot appropriations, equipment, start-up costs for
new buildings or programs, legislatively mandated pro-
grams for elimination, etc. You should review expenditure
transactions using DAWN, determine 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 adjustment 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 justify the adjustment.

There is an expenditure your agency incurs
every other year that requires either the elimi-
nation or addition of the cost in one year or the
other.

For example, the NRS were purchased by an agency
in fiscal year 2010 and in fiscal year 2012 and are planned
for purchase in fiscal year 2014. 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; therefore, the agency must generate an M-150 deci-
sion unit adjustment through the vendor services schedule
in NEBS to eliminate the cost of the publication in the odd

Status: |IN PROGRESS | Sawve | Save and Return Cancel Process Schedule...
¥endor Schedule

Delete Line # DU Catg GL Vendor Mame Actual  work Prog. Year 1 ‘2(ear E
i
B - :+ [ o4 [7370 [NRS AND ADVANCED SHEETS | 0 1200 | 0
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year of the biennium. The following example illustrates
how an agency used the vendor services schedule in NEBS
to remove the expenditure from the odd year of the bien-
nium. The agency itemized the cost in the vendor schedule
and processed the schedule.

As a result of processing the schedule, an M-150 deci-
sion unit line item was generated removing the expendi-
ture from Year 2 (top). The agency explained the reason
for the M-150 decision unit adjustment in a note at the line
item level (above).

There were ongoing programs that were not
operational the entire base year, but will be fully
operational throughout the upcoming biennium.

Examples are programs legislatively approved for an
effective date later than July 1 of the fiscal year, new pro-
grams and positions legislatively approved in the work
program year, or programs approved by the IFC during
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| Tz35 FER LINE FER MONTH 0,000

Object Code Text [t o)iminate the cost to purchase the NRS and Advanced

Sheets in the odd year of the biennium,

v publications the agency purchases during the even year of
the biennium shortly after close of the legislative

These are biennial

the base year. For a program that started in October of
the base year to be fully operational during the current
bennium, costs for the first three months of the fiscal year
(July, August, and September) would need to be built into
Year 1 and Year 2 of the base budget.

The following illustrates how an agency increased their
base year utilization for phone lines through an M-150
decision unit adjustment using the Enterprise IT Services
(EITS) schedule in NEBS. The agency had 16 employees
in the base budget. The base year utilization for telephone
lines in the EITS schedule was 185. In order to fund phone
lines for 16 employees, the agency’s utilization for phone
lines should have been 192 (16 phone lines X 12 months -
telephone costs are per line per month). The agency was
short 7 months worth of one phone line due to two new
positions that began in October of the base year and a va-
cancy that resulted in a phone line being disconnected for
a month. To correct this, the agency inserted an M-150 de-
cision unit adjustment in the EITS schedule that increased
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Additional Text
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schedule.

To annualize phone line costs for two positions that hegan in
Ootober 2005 and to account for a phone line that was
disconnected for a month due to a vacancy.

2 positions ®% 3 months + 1 mwonth = 7 months.
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their phone line utilization by 7 (1), which resulted in an
M-150 decision unit line item (2) justified through a note

)2

There were programs whose funding were dis-
continued in the base year, such as expired fed-
eral grants, or there were programs that sunset
by legislative mandate.

There were coding errors.

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.

Methods to Generate 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

* Motor Pool Vehicles

+ Longevity

» Agency Owned Vehicles
+ EITS

« Staff Physicals

* Uniform Allowance

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
* Vacancy savings
* B&G-owned building rent

Department Schedules

* Departmental Cost Allocations

Adjustments to Base
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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 schedule-
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 (BOOO) 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 $2,800 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.

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

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

@ M130 04 7060 CONTRACTS I a -2,800 -2,600 YENDOR SERVWICES
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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.

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 (fiscal years 2012 and 2013).
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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 and includes detail and calculations.

* 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 (equip-
ment schedule GLs) or they must be itemized
through schedule driven base line items.

* |temize 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.

» Allbase line items inserted in schedules to item-
ize base year expenditures must reflect costs to
maintain services at the existing level. Any new
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:

Adjustments to Base
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Remove one-time expenditures that may have
occurred in the base year such as: overtime
pay, comp time payoff, seasonal pay, shift dif-
ferential pay, payroll adjustments, salary need,
standby pay, dangerous duty pay, terminal
sick leave pay, terminal annual leave pay, for-
feited annual leave payoff, call back pay, mov-
ing costs, late fees, and plaques. Some agen-
cies 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. Instead,
these costs would need to be requested in
an enhancement unit and must include a well
thought-out detailed justification.

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.

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, including hardware and
software (done automatically through the
equipment schedule). If agencies want ongo-
ing equipment expenditures under $1,000 re-
tained in their base budget, they must justify
them through a base line item in the equipment
schedule.

Remove one-shot appropriations.

Remove allocations received from the IFC Con-
tingency Fund.

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

Incorporate programs and positions legisla-
tively approved in the work program year (fiscal
year 2011).

Remove programs legislatively mandated for
elimination.

For those agencies subject to vacancy savings,
the vacancy savings schedule will adjust the fis-
cal year 2012 and 2013 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 main-
tenance costs in category 95 of the base year
and move them to category 07 or a special use
category. Use the building maintenance sched-
ule in NEBS to adjust for one-time or ongoing
maintenance needs.

Costs Agencies Can Retain in the Base Budget

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

* 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.

Costs Agencies Should Not Adjust

Travel related expenditures due to increases in airfare
or fuel prices and increases to utilities or postage. Those
adjustments are considered inflationary in nature and will
be made by the Budget Division through the M-100 deci-
sion unit if the Governor authorizes an adjustment.

Other Schedule-Driven Adjustments in NEBS

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

Adjustments to Base
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OBJECT SCHEDULE
CODE DESCRIPTION OPERATION
PAYROLL SCHEDULE
5100 Salaries : No adjustments to
5101 University Salaries Base line items are
5200  Workers Compensation made. The
5300  Retirement -
amounts in the
5500  Group Insurance - .
: Base decision unit
5750  Retired Employees Group Insurance i
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

Adjustments to Base
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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 as-
sessment 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, examina-
tion, classification, compensation, and training func-
tions 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 sal-
aries included in agencies’ budgets. The gross salaries of
elected officials, unclassified positions, and non-classified
positions are excluded from this assessment.

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)

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 follow-
ing services rather than inflate the other billable services
supplied by EITS. The infrastructure assessment includes:

Assessments and Full-Time Equivalent (FTE) Driven Costs
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domain name system (DNS) routing, help desk, state web
portal, web page development, state toll free access, state
on-line phone book, and state operator service.

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

* EITS’s help desk serves all state agencies by pro-
viding one access point for all EITS services (e.g.
mainframe security and passwords, e-mail ac-
counts, billing questions, WAN outages, etc.) as
well as help desk services for other Department of
Administartion 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 offices.

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

* 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 the printed state direc-
tory.

* The state operator service supports full time state
phone operators who answer calls from the gen-
eral public and forward these calls to the appro-
priate department, agency, board, or commission.

Security Assessment

The security assessment is used to support all agencies
in developing, implementing and maintaining agency spe-
cific IT security programs through security standards and
procedures, backup and recovery plans, security profiles,
risk mitigation plans, and disaster recovery plans. Staff
will be versed in specific IT security disciplines such as
telecommunications and network security, data security,
web security, security administration, and contingency
planning.

Purchasing Assessment

The purchasing assessment represents an allocation of
the costs for the procurement and inventory services pro-
vided by the Purchasing Division to state agencies. The
apportioned amounts are allocated to each agency on the
basis of the total dollar volume of purchases, both com-
modity and services, in the previous four-year period.

Summary of Assessments
(see also the Assessments and Full-Time
Equivalent (FTE) Driven Costs appendix)

¢ Assessments represent charges for services pro-
vided by various departments within the state to
individual state agencies.

* The personnel assessment represents an alloca-
tion to state agencies of the costs for the recruit-
ment, examining, classification, compensation
and training functions of the DHRM.

* The payroll assessment represents an allocation
to state agencies of the costs for the central pay-
roll function of the DHRM.

* Employee bond provides for loss caused by any
fraudulent or dishonest act committed by an em-
ployee acting alone or with others.

* Employee tort is self-insurance for general liability
claims (torts).

* REGI provides a centralized collection mechanism
for the receipt of contributions made by each state
entity for the benefit of all retired state employees.

¢ The EITS assessments represent allocations to
state agencies of the costs of several statewide
functions provided by the division. The allocated
functions are categorized into two areas: infra-
structure and security.

* The purchasing assessment represents an alloca-
tion of the costs for the procurement and inven-
tory services provided by the Purchasing Division
to state agencies.

Assessments and Full-Time Equivalent (FTE) Driven Costs
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CHAPTER

Equipment

is chapter describes the process for adding equipment to your budget.
Equipment is generally considered to consist of large, costly, durable items that
are not permanently attached to a structure.

Definition

Application

For the purpose of this section, items purchased as
equipment must conform to ALL of the following criteria:

* Must have an anticipated useful life extending
beyond one year

* Must not be consumed in use

* Must not be attached permanently as a non-
movable fixture

+ Must cost $5,000 or more

Generally, the following items shall not be considered
as equipment:

* ltems that become part of a building or structure
or permanently installed in a building

» Component part or parts of another equipment
item or replacement part

» ltems consumed in the performance of work

+ Small hand tools

Statutory/Administrative Authority

Chapter 333 of the Nevada Revised Statutes, Chapter
333 of the Nevada Administrative Code, and Chapter 1500
of the State Administrative Manual.

U

Additional Text

Schedule Details

Equipment expenditures that occurred in the base year
(fiscal year 2012) and are contained in agency budgets are
removed from Year 1 and Year 2 of the base decision unit
in the Nevada Executive Budget System (NEBS) through a
system-generated M-150 line item. All equipment planned
for purchase in Year 1 and Year 2, with the exception of
common office equipment under $1,000, must be request-
ed through a maintenance or enhancement decision unit
using the equipment schedule in NEBS. Equipment cost-
ing between $1,000 and $5,000 (object codes 7465-7469)
must be eliminated from base unless you can justify the
expenditure as an ongoing expenditure.

In order to retain equipment under $1,000 in the budget,
you must insert a line item in the “other amounts” section
of the equipment schedule in NEBS and tie it to the base
decision unit. A good rule of thumb as to the allowable
amount for equipment under $1,000 is a 3 - 5 year average.
These calculations should be included in the note.

The following illustrates how an agency inserted a base
decision unit line item in the equipment schedule and at-
tached a note to justify the need for the entry. When the
schedule is processed, NEBS will remove the line item in
the M-150 decision unit that zeroed out these expenditures
from the agency’s budget, allowing the agency to retain
the costs in the base budget.

Status: | IN PROGRESS & [ Sawve ][ Sawe and Return ][ Cancel ][ Frocess Schedule..
Other Amounts
Year 1 Year 2
]
Delete | Line # DU Catg GL Description Priority Quantity Rate Total Quantity R ate Totalg
1
0O 1 E000 04 7460 EQUIPMENT UMDER § 1 1 1 23E| 2,356
Other Amounts Total: 2,356 Z,356

Additional Text

Schedule Text:

3mall office equipment under §1,000 purchased in the Base
vear such as calculators, chairs, bookshelwves, file
cabinets, credenzas, desks, etc. that are used to replace,
on & regular, a=s needed basis, existing furnishings for the
agency's 26 employees.

39

Save Save and Retum Cancel

Equipment
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Replacement Equipment

Any equipment intended to replace existing equipment
must be itemized in the equipment schedule in NEBS on
individual line items that tie to E-710 series decision units.
You must use the E-710 through E-719 decision units to
request replacement equipment. The decision unit jus-
tification must include a detailed explanation as to why
the equipment requires replacement and a replacement
equipment log must be attached at the decision unit level
in NEBS.

New Equipment

You must use E-720 through E-729 decision units to
request new equipment that stands alone and doesn’t have
any other costs tied to the decision. For instance, E-720
decision unit is used to request a new conference table and
chairs for a room that became available during the prior
biennium.

Equipment for new staff, new programs, or any other
specific decision, either in a maintenance or enhancement
decision unit, must be included in the same decision unit
as all other associated costs and not the E-720 decision
unit. For example, an M-200 decision unit for new staff
needed for caseload growth should include any equipment
the new staff may need.

In another example, an agency requests a new program
associated with one of the Governor’s strategic priorities.
Staff, travel, operating costs, equipment and all other ex-
penditures associated with the program should be included
in the same decision unit. Building decision units this way
ensures all associated costs are funded if the program is
implemented. Since some of your decision units might not
be funded, breaking the costs of a program into separate
decision units could create a situation of having staff with
no equipment or equipment with no staff.

Equipment Schedule

The equipment schedule in NEBS contains two sec-
tions: “equipment” and “other amounts.”

The equipment section provides a list of common
equipment such as furniture, software, hardware and ve-
hicles in a drop-down format. If the equipment you need
appears on the list, select it and tie the selection to a deci-
sion unit and category, enter a quantity in the applicable
fiscal year, and process the schedule. NEBS will generate
a line item for the total cost of the equipment. The object
code is determined by NEBS based on your selection from
the list.

The State Purchasing Division and the Enterprise In-
formation Technology Services Division provide the costs
of the items in the equipment schedule. The Budget Divi-
sion normally will not change these rates in the Agency
Request phase, but may update them in the Governor
Recommends phase. No changes to the equipment rates
will be made without notification being given to agencies
through the message screen in NEBS. Agencies are re-
quired to use this section of the schedule, in lieu of the
“other amounts” section of the schedule as described be-
low, unless they have specialized equipment needs and
can justify the need to budget for equipment outside the
common equipment listed.

The second section of the equipment schedule, the
other amounts section, provides agencies with special-
ized equipment needs a means to budget for them. This
section should be used for building base equipment costs
under $1,000 back into the budget (see previous page) and
to request specialized equipment not commonly used by
all agencies.

Before processing the schedule, be certain to tie any
specialized equipment to a decision unit, category, and ob-
ject code (GL) and describe the item, the quantity, and the
unit cost in the appropriate fiscal year. NEBS will generate
a line item for the total cost of the equipment based on the
information you provide.

Specialized equipment entered in the “other amounts”
section of the equipment schedule requires a quote from a
vendor that must be attached to the line item. The quote
must describe the item being requested and the estimated
cost. You must fully justify and explain the need for the
specialized equipment.

Automobile and Truck Purchases

You may request replacements for vehicles that are at
least seven years old or over 100,000 miles. NEBS lists
some common vehicles ordered by agencies, but they are
by no means the only vehicles available. Prices include
many commonly ordered options, but may not include all
the options you require. Prices are for model year 2012.
Agencies can access the Purchasing Division’s vehicle
price agreement at

http://purchasing.state.nv.us/v_index.htm

to determine more precise costs for the types of vehi-
cles and options required.

It is important to note that some agencies may be sub-
ject to the requirements for purchasing alternative fuel ve-
hicles pursuant to NRS 486A, NAC486 and SAM 1308.
For additional information regarding this, please contact
the Environmental Protection Division.

Equipment
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Baudipet dccount Yersion - Egquipment -'Jl.'hl:d!.llu IJl:I!uIIE <
Lhodse on Eguoment Type
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Office Furniture

Secretarial or executive units requested for new posi-
tions must be budgeted at the prices included in the equip-
ment schedule in NEBS and must be included in the ap-
propriate decision unit. Secretarial or executive units are
listed both as packages and individually in NEBS. The
pricing for packages are estimates from the Purchasing
Division for either a cubical station, including panels,
work surfaces, a built-in 2-drawer file cabinet and over-
head bookcase/storage unit; or stand alone furniture in-
cluding a desk, credenza, chair, four-drawer file cabinet,
wastebasket, side chairs (only in the executive unit), book-
case, and workstation. All packages include a chair.

Hardware and Software Purchases

All computer hardware and software purchases request-
ed in any decision unit must be itemized in the equipment
schedule. When budgeting for a new computer, you must

2 Q) o.00

Equipmant Schaduls Total;
Girand Tarsl (Inchides Othar Amsunts Baloe)!

also budget for appropriate software such as MS Office,
anti-virus, etc.! When replacing computers, agencies can
choose to replace the personal computer (PC) only. This
option does not include the monitor replacement. Agencies
can choose between a 3 year or 5 year warranty for this op-
tion. Please refer to Appendix Q - Computer Hardware

and Software Policy in Section III - Appendices

Prioritization

It is very important to prioritize all equipment you re-
quest. Use the “priority” field in the equipment schedule
next to each line item to do this. If you do not prioritize
your equipment, it might not be funded in priority order
if any equipment is cut from your budget. The schedule
populates the priority field in groups of five in the order
the lines are entered. Agencies may override these priority
numbers as illustrated below.

1 All video conferencing equipment requested must be tied to cat-

egory 26.
Other Amounts
Tear 1 “mar
Calate Lins & DU Catg L D& screpticn Fl"'ﬂl' uantity Bate Tatal idankity Hats l¢u|§
| 1
B O o« [Foon  ([FE] 64[B) (FEET [ courckT onoer ) | i [ i BEE 2,355 i L6 2,385
Cther Amounts Tobal: 2,356 2,366

Equipment
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CHAPTER

Facilities Maintenance

j ’ his chapter covers the steps necessary to provide for maintenance,
improvement, and repairs to your agency’s buildings in your budget request.

Scope of Facilities Maintenance

Application

Facilities maintenance includes the cost associated with
the maintenance of state and non-state owned buildings,
where appropriate. This includes all routine and scheduled
maintenance, building improvements, and repairs under
$100,000.

These are non-structural alterations that do not affect
the safety of the building and do not change, in any man-
ner, its structural elements. Non-structural alterations may
be included in the agency’s budget in a special expendi-
ture category in a maintenance, M-425, or enhancement,
E-730, or one-time decision unit, depending on the ratio-
nale driving the improvement(s).

All State Public Works Division (SPWD) statewide
projects will be requested in the Capital Improvement
Program. SPWD statewide projects include all Americans
with Disabilities Act (ADA), roofing, life safety, advance
planning, paving, mold abatement, and indoor air quality
projects.

Statutory/Administrative Authority

Minor remodeling, repairs, and maintenance work
of a non-structural nature financed with agency operat-
ing funds and estimated to cost less than $100,000 do not
need the services of the SPWD and may be made by the
agency controlling the building pursuant to SAM 1908.
These projects are not considered capital improvements
and should be requested in the agency operating budgets
in accordance with SAM 2508.

The two primary state agencies responsible for assist-
ing other state agencies with facility maintenance and im-
provements are the SPWD (authority under NRS 341) and
the Buildings and Grounds Division (B&G) of the Depart-
ment of Administration (authority under NRS 331). Agen-
cies implementing projects should be aware of the defini-
tions and requirements of NRS 341 and 338 if they are
implementing this type of work.

Property conservation and loss prevention require-
ments used to properly and adequately budget for these
costs are outlined in SAM 0520.

When requesting maintenance, especially as a form
of justification for the request, the agency should refer
to Facility Condition Analysis Reports. The reports are
designed as a planning level document for agencies and
SPWD to assess the needs of the facility and to help sup-
port requests for capital improvement projects and mainte-
nance. The final scope and estimate of any budget request
should be developed by a qualified individual. Actual
project costs will vary. The cost estimates are based on
materials, labor, location factors, profit and overhead. The
costs of project design, management, special testing and
inspections, inflation and permitting fees are not included.
Cost estimates are derived from the R.S. Means Cost Es-
timating Guide and from comparable construction costs
of projects completed by SPWD project managers. It is
also important to reference the date the facility condition
analysis reports were generated as this may affect project
costs due to inflation.

Include funds in your facilities maintenance budgets
(M-425, E-730 and regular maintenance) to cover the costs
for the design, plan check and inspection fees (permitting)
in any state-owned building. Facilities maintenance is de-
fined as renovations, additions, remodels, repairs, changes
of use, equipment replacements and maintenance work.

If you are submitting a facilities maintenance budget
you will need to add fees for SPWD inspection services
and plan review. See NAC 341.171 to calculate these fees.

» Use expenditure category 07, category 95, or a

special use category as appropriate to record all
facilities maintenance costs for state owned and
non-state owned buildings. This includes con-
tracted services for facility maintenance, repair,
and improvements. The following are common
object codes (general ledger numbers) used in this
category:

+ 7060-7072 Contracts for services

* 7140-7149 Maintenance of buildings and grounds

* 7230-7231 Minor improvements - buildings/fixtures

(less than $10,000)

« 7960 Equipment rental (if applicable)

Specific or unique maintenance action items and build-
ing improvements in excess of $100,000 should be re-
quested as a state capital improvement project (CIP) or a
facilities maintenance project (FMP) on the SPWD web

Facilities Maintenance
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site. See Section | (Policy), Chapter 10 (Capital Improve-
ment Projects) in these budget instructions for detailed in-
formation on developing a CIP request.

While remodeling, repairs and maintenance work un-
der $100,000 are not included in the CIP budget, remod-
eling projects on state land or 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. Agencies requesting remodeling, re-
pairs and maintenance work on state land, or land held in
trust, must include in their request funding for required
SPWD code compliance services, plan check, and inspec-
tion fee in addition to the cost of the remodel. 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.

Agencies residing in state owned buildings must coor-
dinate their estimate for facilities maintenance with B&G,
which is responsible for the care, maintenance, and pres-
ervation of state owned buildings, grounds (NRS 331.070),
and for the repair of the furniture and fixtures therein. All
state agencies are encouraged to coordinate their facilities
estimates with B&G and the SPWD where appropriate.
These agencies can be a wealth of historical maintenance
and improvement data and a good source of pricing infor-
mation. They can also offer other state agencies expertise
and guidance in the area of cost estimating for facilities
maintenance, recommended maintenance cycles and ap-
plicable industry standards for repair and replacement.

You are required to estimate your facilities mainte-
nance expenditures in three NEBS functional areas: Base
Adjustments (via M-150 adjustments), requests for facili-
ties deferred maintenance items within maintenance deci-
sion units (i.e., M-425), and requests for new maintenance
in enhancement (i.e., E-730) decision units.

Building Maintenance Schedule

The building maintenance schedule in NEBS con-
tains two sections: “Building Maintenance” and “Other
Amounts.”

The “Building Maintenance Schedule” section pro-
vides a list of state owned buildings, rates for building
envelope repairs, carpet cleaning, carpet replacement and
deep cleaning of buildings and the estimate type.

Start by selecting the building where the maintenance
is to be performed, the maintenance item and the estimate
type. Tie the selection to a decision unit and category,
enter the priority, number of people in the building, the
frequency and square footage of the building applicable
each fiscal year, and process the schedule. NEBS will gen-
erate a line item for the total cost of the maintenance items
selected. The object code is determined by NEBS based

on your selection from the list. The Budget Division does
not anticipate any changes to these rates in the Agency
Request phase, but may update them in the Governor Rec-
ommends phase. No changes to the building maintenance
rates will be made without notification being given to
agencies through the message screen in NEBS. Agencies
are required to use this section of the schedule, in lieu of
the “other amounts” section of the schedule as described
below, unless they have other maintenance needs not pro-
vided in this section.

The “other amounts” section provides agencies with
a means of budgeting for building maintenance needs not
covered in the first section and should be used by any state
agency responsible for the maintenance of their facilities.
Deferred maintenance requests should be included in this
section.

Building maintenance entered in the “other amounts”
section of the equipment schedule requires a quote from
a vendor that must be attached to the line item. The quote
must describe the type of maintenance being requested
and the estimated cost. You must fully justify and ex-
plain the need for all requests.

Adjustments to Base - M-150 Decision Unit

All one-time operating costs must be deleted in the
M-150 decision unit. Examples of a one-time adjustment
include:

» One-time cost for contract services (Board of
Examiner (BOE) and/or non-BOE contractual
services)

* Non-recurring building/grounds maintenance
expenditures such as office remodel or modifi-
cations, limited roof repairs not expected to be
repeated during the biennium, and the addition
of building fixtures such as shelving or unique
work station modifications, etc.

* One-time equipment rentals or repairs.

Closely examine your facilities expenditures to deter-
mine which expenditures are truly one-time versus those
facility maintenance expenditures that are recurring in
nature.

For instance, a $10,000 maintenance expense to repair
a leak in the roof would be considered a one-time main-
tenance expense since it would be unlikely that same
expense or other similar major structural maintenance
expense would reoccur in the next biennium. However,
assume you spent $6,500 to repair a major piece of equip-
ment, like a generator, in the base year. While you may not
repeat this particular repair in the coming biennium, your
agency has several other pieces of major equipment (large
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paper shredders, boilers, computing equipment, etc.) that
have required significant repair maintenance actions.

Overall, repair expenditures have been averaging
$20,000 per fiscal year. Based on your agency’s histori-
cal maintenance repair expenditures, the repair to the gen-
erator in the base year could be viewed as part of your
normally recurring annual equipment repair costs. It can
be reasoned that, while the agency will not need to repair
its generator again in the coming biennium, it will likely
have other major repair needs associated with one or more
pieces of equipment up to the $20,000 average. Work with
your budget analyst to make this one-time expenditure de-
termination.

Maintenance Decision Units

Maintenance decision units, where applicable, may
include expenditures reflecting the addition of new staff
requested as a result of pre-approved caseloads, federal
mandates, and court decrees only.

For instance, assume a new Federal Mandate calls for
your agency to provide additional services and that two
new employees will be required to handle the increased
caseload. Unfortunately, in order to accommodate addi-
tional staff, your existing office space will need to be mod-
ified. In this case, the expense required to modify your
office space should be budgeted in decision unit M-500.
Supporting documentation detailing your calculations and
rationale for this expenditure must be provided with the
agency’s request.

M-425 Deferred Maintenance Decision Unit

Deferred maintenance refers to facility maintenance
issues that have been set aside in favor of other projects
or programs over multiple budget cycles and, as a result,
contribute to an unhealthy work environment for employ-
ees, clients, and the general public. Maintenance can be to
buildings or equipment, and the repair action should en-
sure the building or equipment items last their intended
life span. Total equipment replacements are not consid-
ered to be a part of this decision unit. Agencies that occupy
buildings owned and managed by B&G need to forward
their requests for maintenance projects directly to B&G
and not include the request in their budget requests. Re-
quests can be faxed to B&G at (775) 684-1817 or e-mailed
to BandGCarsonCity@bandg.state.nv.us

Classifications of M-425 Facilities Maintenance

The following are typical classifications of deferred
maintenance issues an agency may identify. Remember
for a maintenance repair action to qualify for an M-425
decision unit it must be a maintenance action item that has
been deferred in previous biennia due to budget limita-
tions. If the maintenance action item does not meet this
criterion, the item must be requested in either a mainte-
nance decision unit, if it is caseload related, or an E-730
series enhancement decision unit.

The titles below provide a direct link to the SPWD de-
ferred maintenance web page.

Building Envelope

The treatment and products on the exterior surfaces of a
building envelope are a building’s first defense against the
weather and moisture infiltration. These treatments and
products can include, but are not limited to, paint, stain,
oil, water proofing, caulking, and gaskets on windows,
doors, and fixtures. It is very important that agencies en-
sure the proper maintenance of the building envelope.

Carpet

Existing carpets should be cleaned every biennium us-
ing the following schedule:
» High traffic public service agencies - a minimum
of once every year
* Human service agencies - a minimum of once
every six months
» General office areas - a minimum of once every
two years
Consideration should be given to replacing carpet ev-
ery seven to ten years with proper justification, depending
on the traffic.

Facilities Deep Cleaning

Agencies that have not had a deep cleaning performed
of all building contents such as files, upholstered furni-
ture, drapes, and hard to reach areas within the past two
years should request funding for this project. Within this
item the agency should insure that duct supply and return
registers are cleaned.

Heating, Ventilation, and Air Conditioning
(HVAC)

Agencies that have not cleaned their HVAC systems
(coils, condensate pans, etc.) within the past two years
need to request appropriate funding to meet these require-
ments. Buildings with changes in occupancy, with com-
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fort issues, or that have undergone remodels may request
HVAC systems to be rebalanced if issues are justified.

Water Treatment Maintenance

Costs associated with water treatment apply to facili-
ties with boilers and chillers.

Proper chemical treatment of water involved with boil-
ers and chillers will protect the expected life span of this
equipment and will save energy. It is important that agen-
cies ensure the equipment is properly maintained. B&G
with the SPWD have developed a request for proposal
template and specification for water treatment. A copy of a
proposal received from a vendor that adheres to this speci-
fication should be included with the budget request.

Roofing Maintenance

The roofs on all state buildings require annual main-
tenance, including both steep roofs and flat or low slope
roofs, as well as those roofs that are under the state’s 15-
year warranty and preventative maintenance program.
The following is a list of annual inspections and repairs of
roofing items that should be budgeted by any state agency
responsible for the maintenance of their facilities:

* Annual inspections and repairs to evaluate the
metal counter flashing condition at walls, transi-
tions, ventilation equipment and at parapet wall
copings.

* Annual inspections and repairs to evaluate the
condition of the drains and sealant at the drain
bowl.

* Annual inspections and repairs to evaluate the
sealant at the termination of the roof membrane
at pipe penetrations, base flashings and metal-
to-metal seals on copings and ventilation equip-
ment.

* Annual inspections and repairs to evaluate the
roofing membrane to determine if there is any
owner abuse or miscellaneous damages.

* Quarterly inspections and repairs to determine
if removal of leaves, branches, sand or dirt or
any other debris that will impact the roof is nec-
essary. This may be required more often in the
fall if there are trees in close proximity to the
building.

Important: The sealant used on the edges of the roof
membrane and metal counter flashings is not covered in
the 15-year roofing warranty and routinely needs to be
replaced as the caulking fails after extended exposure to
the sun. Inspecting, maintaining, and replacing the sealant
is the responsibility of the agency occupying the building
and must be included in the agency request budget. If the

sealant is not properly maintained, the roof warranty will
be voided. For questions regarding cost estimates, contact
SPWD at (775) 684-4120.

The SPWD must be notified immediately when any
roof leaks occur. Roof leaks have to be reported to the
roofing membrane manufacturer within a certain time
frame to maintain the warranty.

Enhancement Decision Units

Requests that are neither caseload driven nor deferred
maintenance should be included as an Enhancement deci-
sion unit. This would include maintenance expenditures
associated with new programs and expansion of existing
programs. An E-730 series decision unit, Maintenance of
B&G, has been established for agencies to request new
routine maintenance for existing facilities that have not
been deferred in previous biennia. The one-time decision
units are for maintenance projects not planned to reoccur
from biennium to biennium.

Rates

Four options exist to develop the basis for budgetary
requests. They may be justified based on contractor quota-
tions, in-house estimates, rates from the SPWD web site or
SPWD facility condition analysis reports. Rates that may
be used for budgeting purposes are posted on the SPWD
web site.
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CHAPTER

Information Services

Tis chapter applies to any information technology service relating to the
creation, maintenance, operation, or use of an electronic data management
system. An information system is defined as any communications or computer
equipment, computer software, procedures, personnel, or technology used to
collect, process, distribute, or store information within the Executive Branch of the

State.

Statutory/Administrative Authority

NRS 242 and SAM 1600. Additional Nevada informa-
tion technology governance policies can be found at http:/
it.nv.gov under the “Governance” tab.

Application

NRS 242.071 created EITS for the coordinated, orderly,
and economical processing of information in state govern-
ment; to ensure economical use of information systems;
and to prevent the unnecessary proliferation of equipment
and personnel among the various state agencies. The pur-
pose of the department is to perform information services
for state agencies and to provide technical advice but not
administrative control of the information systems within
the state agencies. NRS 242.131 charges the division with
providing information system design services to state
agencies and elected state officers as they may require. All
agencies and officers must use EITS services and equip-
ment, except the following agencies may negotiate the ser-
vices provided by EITS:

+ The Court Administrator

* The Department of Motor Vehicles

* The Department of Public Safety

* The Department of Transportation

* The Employment Security Division of the De-

partment of Employment, Training and Rehabili-
tation

* The Department of Wildlife

* The Housing Division of the Department of

Business and Industry

* The Legislative Counsel Bureau

+ The State Controller

* The Gaming Control Board and Nevada Gam-

ing Commission

* The Nevada System of Higher Education

For all other state agencies, EITS is responsible for
reviewing budget requests for information technology

services, equipment, hardware, software, information sys-
tems, and communications systems prior to evaluation by
the Budget Division (excluding expendable supplies) for
technological feasibility and compliance with state techni-
cal standards. This review is technical in nature and does
not imply a recommendation by EITS and does not assure
inclusion in the Governor Recommends phase of the bud-
get process.

EITS will also conduct a detailed review of request-
ed utilization for EITS services which agencies budget
in NEBS through the EITS schedule. When budgeting
for EITS services, you must project your needs for those
services for the 2013-2015 biennium and demonstrate
that your projections are based on historical trends and
actual need. EITS will assist you with this if necessary.

Accurate projections are essential as EITS’s budget is
based on the statewide budgeted demand for their servic-
es. In addition, the total budgeted utilization is a factor
in determining EITS rates. Erroneous utilization budgeted
by agencies will not only affect the rates, but may affect
EITS’s ability to adequately fund their programs.

The following table lists the services offered by EITS.
All non-telephone related EITS services must be budgeted
in Category 26 except when an agency has a specialized
category for expenditures tied to specialized programs or
grants. Telephone related services must be charged to cate-
gory 04 except when an agency has a specialized category
for expenditures tied to specialized programs or grants.
Each EITS service is assigned a specific GL that agencies
are required to use when paying or budgeting for the ex-
penditure. It is imperative that all base year expenditures
are properly coded in order for EITS services to be cor-
rectly budgeted for the 2013-2015 biennium.
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EITS o Unit of NEBS
GL ‘ Service Description Measure Schedule
7292 Voice Mail Voice mail service is a voice mailbox for users on the state | Per box per EITS
PBX telephone system only. month
Voice system administration is for system administration of
7293 Voice System | a state PBX telephone system where equipment has been Per port per EITS

Administration | purchased by the using agency and is billed on a monthly month
basis as incurred.

Conference calls may be established through the state None.
operators. There is no charge for this service; however, any Acerecated Agencies

Conference long distance cost incurred will be billed to the customer BEICE budget for

7294 . per minute .

Calls agency. Or the customer may establish a conference call charee this cost at
directly through AT&T in which case the agency will be & the line item
billed for the service directly by AT&T. level.

State Phone State phone line service is for lines used for telephone, fax, Per line per

7295 . or modem for users on the state PBX telephone system p EITS
Line month
only.
None.
Long distance toll service is an aggregated per minute Agencies
. . . . Aggregated
. charge. This service refers to interstate, intrastate, or . budget for
7296 Long Distance | . . . per minute .
international long distance phone calls made through a charee this cost at
commercial service provider. & the line item
level.
None.
.. . Agencies
800 Toll Free 800 type telephone service is an aggregated per minute ettt | b o
7297 . charge for all inbound toll free calling to a designated 800 .
Service . : charge this cost at
type telephone number. It is billed monthly as incurred. .
the line item
level.
None.
. . . . Agencies
Phone Credit Phone credit card service is for ?111 callmg mfddg using a Per minute | budget for
7298 telephone company credit card issued to individual agency .
Card o . charge this cost at
employees by the state. It is billed monthly as incurred. s
the line item
level.
PBX network access is a service for agencies that have their
own Avaya telephone PBX. This service allows such Per
7509 e agencies to have a voice network connection to the state connection | EITS

Access . . .
telephone system allowing the using agencies to greatly per month
reduce their intrastate toll charges.

Software programming services including maintenance of
Prosrammer/ existing computer software applications; maintenance and Per hour
7510 £ development of web software applications; development of EITS

Developer . . . charge
new software information systems, software testing, and
product support; and technical documentation of software.

Database and technical information management services
including administration and tuning of database
Data Base Per hour
7511 .. management programs and systems, database support for EITS

Administrator . . L charge
new computer applications and designs, specialized data file
management, and support for database planning.

A mainframe CPU (central processing unit) charged for any
job in a JCL (job control language) format and run under
the z/OS operating system. The accumulated CPU batch Per CPU
7520 Batch units do not include the CPU time for any DBMS (database | minute EITS
management system — DB2 or Adabas) processing that may
occur in a submitted job.
TSO (Time Allows users, primarily IT technicians, to develop, execute, Per CPU
7521 Sharing store, and modify mainframe programs. TSO is charged for . EITS
. . . . . minute
Option) any processing done using the TSO interactive system.

Information Services
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GL EITS Description ‘ Unit of ‘ NEBS ‘
Service Measure Schedule
A mainframe transaction processing system used primarily
CICS by end-users. It provides a standard interface for application
(Customer programs to communicate with workstations, files, and Per CPU
7522 Information databases. CICS is charged for any processing done under . EITS
Control CICS control. The accumulated CICS CPU units do not minute
System include the CPU time for any DBMS processing that may
occur in a CICS transaction.
DB2 is a mainframe relational DBMS that provides data
storage, retrieval, and integrity functions required by batch | Per CPU
7523 DB2 (DBMS) or CICS programs. DB2 is charged for any database minute L)
processing performed.
Adabas is a hierarchical mainframe DBMS that provides
data storage, retrieval, and integrity functions required by Per CPU
7524 Adabas batch or CICS programs (currently used only by DETR). minute EITS
Adabas is charged for any database processing performed.
An input/output action to read or write data to magnetic Per 1,000
Tape I/O . .
7525 () tape cartridges. physical EITS
read/writes
Large amounts of customer data are stored on magnetic tape
7526 Tape Storage cartr.idges. A computer operator (or an automated tape.- Per tape EITS
loading robot) is required to mount a tape on a tape drive per day
when a job requires the data the tape contains.
Disk or DASD I/O (direct access storage devices input- Per 1,000
7527 Disk I/O output) is an input/output action to read or write data to disk | physical EITS
storage. read/writes
Disk and direct access storage devices (DASD) are
available to all computer platforms hosted by the Computer
. Facility. User agencies are charged for all reserved space, Per MB per
7528 Disk Storage including disk space actually consumed by data files, day EITS
allocated volumes, and space allocated to volume groups
that are dedicated to a specific agency.
Print . . . . Per 1,000
7529 Provides hard-copy printout of information. . EITS
Management lines
EITS provides technical service and support for all UNIX
servers and related hardware and software. EITS also
provides project oversight and management information on
UNIX projects within the state. Services include Per
7530 UNIX Support monitoring, data.backup, disaster recovery, and o S— EITS
performance tuning. EITS also provides air conditioning,
. . . . charge
cooling equipment, fire protection, electrical and backup
emergency electrical service, raised flooring and racking to
accommodate cabling, and security. All equipment must be
covered by vendor hardware maintenance.
This service applies to agencies that house a web site or
web application on a EITS web server. The utilization Tiered
ranges are tiered as follows: charge of
' Tier Ranges (Utilization in bytes) roiected
7532 Web Services 0 10,000,000 Tier 1 E tJ EITS
10,000,000 100,000,000 Tier 2 AN
100,000,000 1,000,000,000 Tier 3 .
1,000,000,000 10,000,000,000 Tier 4 AN
10,000,000,000 | 1,000,000,000,000 Tier 5
Enterprise e-mail accounts are provided and maintained for
E-mail agency employees as requested. There is a maximum Per e-mail
7533 . 100MB storage limit on the mail server per mailbox. As address per | EITS
Services S .
agency employees reach their limit they may archive to an month

Outlook PST file on the agency’s own systems.
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Description

Environmental support for agency-owned non-server equipment
(e.g. tape storage devices, network devices, SAN (storage area
network), NAS (network attached storage), external storage arrays,
etc). All equipment must be covered with vendor hardware
maintenance. Specific monitoring, backup and disaster recovery
plans will be defined in a Service Level Agreement between EITS
and the customer agency. Includes air conditioning, fire protection,
electrical and backup emergency electrical service, raised flooring
and racking to accommodate cabling, and security. All system and
data management of non-server hosted systems is the responsibility
of the agency that owns the equipment.

Unit of
Measure

Per device
per month

NEBS
Schedule

EITS

7536

Server
Hosting-
Basic

Environmental support for agency-owned servers. All equipment
must be covered by vendor hardware maintenance. Specific
monitoring, backup, and disaster recovery plans will be defined in a
Service Level Agreement between EITS and the customer agency.
This service includes air conditioning, cooling equipment for the
CPUs, fire protection, electrical and backup emergency electrical
service, raised flooring and racking to accommodate cabling, and
security. All system and data management of basic hosted systems
is the responsibility of the agency that owns the equipment.

Per server
pr month

EITS

7537

Server
Hosting-
Managed

Environmental support for agency-owned servers. All equipment
must be covered by vendor hardware maintenance. Specific
monitoring, backup, and disaster recovery plans will be defined in a
Service Level Agreement between EITS and the customer agency.
In addition to basic hosting this service includes: Monitoring -
EITS will utilize a centralized monitoring tool to verify systems
and/or services are up and running and will establish a notification
protocol to alert agency staft of possible down systems. OS
Security Patch Management - On a regularly scheduled basis EITS
will apply critical security patches to each hosted server to ensure
protection from OS vulnerabilities. Hardware Management —
Through alert notification, EITS will manage hardware failures on
hosted systems. Anti-Virus Management - EITS will provide anti-
virus software and utilize a centralized AV console to ensure timely
updates to new virus definitions.

Per server
per month

EITS

7538

Server
Hosting-Full

Environmental support for agency-owned servers. All equipment
must be covered by vendor hardware maintenance. Specific
monitoring, backup, and disaster recovery plans will be defined in a
Service Level Agreement between EITS and the customer agency.
In addition to managed hosting, this service includes:

Data Backup - EITS will backup an agency’s entire server. Backup
media is stored off-site. Retention time will be specified in a
Service Level Agreement.

Disaster Recovery - In case of a system failure, EITS will
coordinate with the agency to restore/rebuild the environment.
Details of Disaster Recovery will be specified in a Service Level
Agreement.

Per server
per month

EITS
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GL EITS Description Unit of NEBS ‘
Service Measure Schedule
Allows a customer agency to have their database on one of
EITS production database servers housed at the EITS
computer facility. The agency does not incur any database
software costs. Currently, EITS has a production SQL
server database server available to customer agencies. The | Tiered
Database utilization ranges are tiered as follows: charge
7539 Hosting Tier Ranges (Megabytes of storage) based on EITS
0-50 Tier 1 megabytes
50-100 Tier 2 of storage
100-500 Tier 3
500-1000 Tier 4
1000-2000 Tier 5
additional GB
This service allows customers the ability to securely use
Dialkup analog modems to connect to the SilverNet backbone at Per .
7541 Access speeds up to 56kbs. Applications commonly used across connection | EITS
this access point are e-mail, internet, IFS and connectivity per month
to agency local area networks.
SilverNet is the state’s wide area network (WAN) used by
agencies for connection between agency PCs and LANS,
host computers and state application programs, and outside
access to the Internet. The utilization ranges are tiered as
follows: .
Usage Tier Tlllered
: 0 to 10 gigabytes Tier 1 charge
7542 ili‘c/:l:et 10.01 to 20 gigabytes Tier 2 based on EITS
20.01 to 40 gigabytes Tier 3 usage
40.01 to 80 gigabytes Tier 4 pricing tier
80.01 to 160 gigabytes Tier 5
160.01 to 320 gigabytes Tier 6
320.01 to 640 gigabytes Tier 7
640.01 to 1280 gigabytes Tier 8
1.2501 to 2.5 Terabytes Tier 9
Encrypting data between two points creating a “tunnel”
. . between them creates a virtual private network (VPN). VPN
Virtual Private . . .
Network access auows users to interact with the SilverNet thrqugh Per ,
7545 (VPN) Secure the public Internet. Unlike dial-up, VPN creates a point-to- | connection | EITS
Link point connection between your PC (via a modem) and an per month
access server (modem server) inside the EITS private
network through your internet service provider.
Rent for space is used to house and support agency owned
communications equipment at remote sites. Site space is
Site Space deﬁ_ned as the occupied space W@thin an enclosgd, Per rack
7550 Rent environmentally controlled facility with a physical or vear EITS
dimension of 2 feet in width, 2 feet in depth and 7 feet in pery
height and includes the provision for one antenna mounted
on a vertical support structure and power usage.
Provides a dedicated 64 kbps circuit or channel designated
specifically for the user agency and is used primarily for
telephone and radio voice circuits, radio control, and remote Per channel
7551 Channel Rent | site services. A standard or basic channel may be used to EITS
transmit voice (analog) or data communications (digital). peryeat
All channels use at least two channel ends; however, some
channels use more and requires additional equipment.
DS1 circuit service provides a dedicated circuit capable of
N delivering 1.544 Mbs designed specifically for the using Per channel
7552 DSI Circuit per month | EITS

agency and is used primarily for high volume voice and
data services.
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Description

Unit of
Measure

NEBS
Schedule

Antenna tower space is available to customers that install
their own equipment shelter at a EITS communications Per space
7553 | Antenna Space | site, do not require “rack space”, but do require antenna EITS
space. One antenna space will be billed for each per yeat
2’x 2°x 7’ rack within the shelter.
7554 Infrastructure For detail description — see below FTE EITS
Assessment
7556 Security For detail description — see below. FTE EITS
Assessment
The enterprise Nevada Card Access System is utilized by
7557 NAS Card state agencies that have installed a “keyless” card access | Per card FITS
Readers control system. EITS provides the central server, reader
software, and administrative support that allow agencies
to program access control to their spaces.
EITS provides customers virtual servers in lieu of them
purchasing a virtual server. Each virtual server will
include all hardware and operating system costs and the Per month
Virtual Server | following services: data backup and recovery, anti-virus, per virtual
7558 Hosting operating system patching, monitoring, high availability server EITS
and disaster recovery. A "basic virtual server" 2GHZ used.
processors, 2GBs of memory, and 40GBs of enterprise
storage. Additional storage will be billed at the Disk
Storage rate.
This is a service charge for work coordination, None.
supervision, inspection, and contractor administration for Agencies
. Work Order work performed by a commercial telecommunications Per'cent.age budggt
Varies . . vendor. of invoice | for this
Administration
total cost at
the line
item level

EITS Assessments

EITS also charges two assessments based on the num-
ber of authorized full-time equivalent (FTE) positions in
each budget account in order to support its administrative
and enterprise functions. The assessments are: infrastruc-
ture and security. All agencies pay these assessments ex-
cept those exempt by statute. Agencies must provide the
statute exempting EITS services in order to receive the
exemption in NEBS. The assessments are budgeted in
category 26 and are calculated in NEBS when a user re-
calculates payroll. Agencies do not have the ability to ad-
just these amounts as they are payroll driven. Assessment
rate changes will be managed by the Budget Division and
updated during the Governor Recommends phase of the
budget process.

Infrastructure Assessment

This assessment supports several units within EITS
and is designed to more appropriately charge for the fol-
lowing services rather than inflate the other billable ser-
vices supplied by EITS: domain name system (DNS) rout-
ing, help desk, state web portal, web page development,
state toll free access, state on-line phone book, and state
operator service. Assessment to all agencies is based on
FTE count and is billed monthly. A description of these
services follows:

* Centralized DNS servers route all incoming and

outgoing web traffic.

» EITS’s 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,
NEATS, etc.)
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* 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.

» State list server facilitates delivery of messages
to work groups and organizations both inside
and outside state government. Examples of this
include the distribution of press releases and
advisories from the Governor’s Office and dis-
tribution of time sensitive information regarding
large projects that span multiple agencies.

» Capacity planning and management that en-
sures the state can anticipate future IT resource
requirements and plan for sufficient computer
and communication capacity in a cost-effective
manner to meet the service need of all users

+ The web page development unit provides a va-
riety of web page development and support ser-
vices for all agencies within the state of Nevada,
including constitutional offices.

+ State toll free access provides an “800” number
which is available to anyone to access the state
operators. (This is intended to be used by state
employee’s while traveling to call their office.)

+ 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 routine-
ly updated and has replaced the printed state
directory.

» The state operator service supports state phone
operators who answer calls from the general
public and forward these calls to the appropri-
ate department, agency, board, or commission.

Security Assessment

The security assessment is used to establish and admin-
ister a state information security program and to support
all agencies in developing, implementing and maintain-
ing agency specific IT security programs through estab-
lishment of statewide security policies, standards and
procedures. Specific coordination, direction and support
to the state is provided through conducting risk assess-
ments with risk mitigation recommendations; information
security plans; IT contingency plans; technical security
architecture; security awareness training; and computer
security incident response efforts. Staff are well versed in
all IT security disciplines with specialties in network se-
curity, data security, risk assessments, web security, secu-
rity administration, computer security incident response
(CSIRT) and contingency planning.

EITS Schedule in NEBS

The amount of EITS services included in your base
budget is based on the amount your agency actually spent
for those services divided by the rate in effect at the time
of the expenditure. This amount is then multiplied by the
new rates for fiscal years 2014 and 2015. A detailed de-
scription of this calculation and the EITS schedule is in-
cluded in Chapter 5 - Adjustments to Base of the Work-
flow section of these budget instructions.

Carefully review your EITS expenditures in the Edit/
Actual WP screen in NEBS and make any necessary cor-
rections. It is imperative that you use the correct GL for
each EITS service in the base year in order to receive ad-
equate funding for EITS services in the coming biennium.

As discussed in Adjustments to Base, review the base
year utilization calculated by the system and make any
necessary adjustments to that amount in an M-150 line
item within the EITS schedule.

Let’s say your agency has 10 employees with telephones
and voice mail. These services are billed per employee per
month - a typical employee would require 12 units of each
service a year. The schedule generated a base line item
of 105 units of telephone service and 100 units of voice
mail service. Ten employees times 12 months equals 120;
therefore, the utilization for both services should be 120 in
each year of the biennium.

To correct your shortage, you would add an M-150
line item in the EITS schedule for telephones and enter an
increase in utilization of 15. You would also add another
M-150 line item for voice mail for an additional 20 units
of service. The shortage in the base year was likely due to
vacant positions (you wouldn’t have paid for these services
for vacant positions, thus your actual expenses were low-
er). Explain this in a note with the M-150 adjustments. !

All M-150 adjustments require an explanation. If you
have difficultly with the calculations or are unsure of the
utilization you should include in your budget, contact
EITS or your Budget Analyst for help. Once again, accu-
rate estimates of utilization are essential to ensure your
agency is adequately funded for EITS services and that
EITS will have adequate resources on hand to accommo-
date statewide needs.

If your agency requires a new EITS service in the up-
coming biennium that was not in the base year, or if you
are building a maintenance or enhancement decision unit
that requires funding for a EITS service, then you must
use the EITS schedule and tie that service to the mainte-
nance or enhancement decision unit. For example, if you
are requesting a new position in an E-175 decision unit,

1 The EITS schedule calculates utilization to the fourth decimal
point; therefore, when adjusting utilization in the EITS schedule,
enter units of service to the fourth decimal point when neces-

sary.
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use the EITS schedule to budget for services such as e-
mail, telephone, voice mail, etc. for the new position. In-
sert line items for each service into the EITS schedule,
tie the line items to the E-175 decision unit, and enter a
utilization amount. If the new position is requested to be-
gin October 1* in the first year of the biennium and a tele-
phone is required, the utilization for this service would be
9 (nine months of one telephone line) in the first year and
12 months (a full year of service for one line) in the second
year.

The same calculation applies to e-mail and voice mail
services. However, if the agency requires use of an EITS
programmer tied to a maintenance or enhancement deci-
sion unit, the agency would enter a utilization based on
the number of projected programming hours that will be
needed (programming is a per hour billable service). Con-
tact EITS whenever an estimate of utilization is made so
both the agency and EITS agree on the needed amount.
See the NEBS manual for more information on how the
EITS schedule operates.

Tiered Services — SilverNet, Database
Hosting, and Web Services

These services are budgeted based on the “tier” as-
signed by EITS. Formerly, these were included in the
Statewide Cost Allocation but are now included in the
EITS Schedule.

For SilverNet, EITS determines the tier based on his-
torical usage for the prior year. The tier assigned normally
remains the same for the entire biennium. However, any
significant anticipated change in Wide Area Network traf-
fic should be discussed with EITS.

For database hosting, all databases must be listed in the
line item note with the applicable tier. Agencies must also
attach an EITS Tier Service Log. The tier level is based on
current utilization. Contact EITS for current tier assign-
ment, and to determine if any anticipated changes might
impact the tier during the upcoming biennium. Also, iden-
tify any additions or deletions. For additions, EITS can
assist with initial tier assignment.

For web services, all web sites must be listed in the line
item note with the applicable tier. Agencies must also at-
tach an EITS Tier Service Log. The tier level is based on
historical usage over the prior biennium. The tier assigned
remains the same for the entire biennium. Also, identify
any additions or deletions. For new web sites, EITS as-
signs the tier for the biennium.

Agency Projected Utilization
Reporting Requirements

All agencies must have the EITS schedule updated by
July 19, 2012 for all maintenance and enhancement de-
cision units. On July 19, 2012, the Budget Division will
send EITS an extract of the EITS schedule. EITS will con-
firm the reported utilization in NEBS is accurate and/or
reasonable. If, upon review, EITS recommends changes,
you must adjust your budget using the applicable NEBS
schedules. Any utilizations added, deleted or changed be-
tween July 19, 2012 and August 31, 2012, inclusive, must
be approved by the Budget Division and EITS. EITS’s ap-
proval of NEBS 900 reports are not required. These re-
ports should be used as an internal tool. Each NEBS 900
section is described below.

Section A - New or Replacement Software and
Hardware Requests

The IT related hardware and software built into your budget
request using the Equipment schedule in NEBS. Projected
prices for commonly requested IT related hardware and soft-
ware are included in the schedule. The Budget Division may
adjust prices during the Governor Recommends phase of the
budget building process.

Section B - Hourly Billable Services for
Information Technology Labor

The EITS programmers and database administrators, built into
your budget request using the EITS schedule.

Section C - Computer Facility Services, Internet,
Server, and Application

The various Computer Facility services you built into your bud-
get request using the EITS schedule and web services and
database hosting cost allocation schedules.

Section D - SilverNet Wide Area Network
Services

The costs for establishing and maintaining connectivity to the
state’s SilverNet Data Communications Network you built into
your budget request with the EITS schedule and Silvernet cost
allocation schedule.

Section E - Telephone Service, System and
Communication Wiring (Voice and Data)

The telecommunications and data wiring costs built into your
budget request using the EITS schedule and by line item entry
of non-schedule driven expenses (long distance, 800 toll free,
conference call, work order administration).

Information Services
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Section F - Network Transport Services (Radio
Microwave)

The communication systems support services and mobile
communication (‘two-way radio’) services requested in
your budget from the EITS schedule. This includes space in
communication sites for individual agency radio equipment,
dedicated communication circuits (microwave channels) for
supporting mobile communication systems and high speed
data; coordination of mobile communication plans and ser-
vice requests; and related communication, engineering, and
maintenance services.

Section G - Summary of EITS Utilization by
Decision Unit

Summarizes the utilization requested for EITS services
using the various schedules in NEBS and reported in the
various sections of the NEBS900 report described above.

Contact EITS with any questions regarding EITS ser-
vices or utilization projections. EITS’s main number is
(775) 684-5800.

Budget Period: | 20112013 BIENNIUM (FY1213) (|

Budget Account Method: (& single O multiple O By Analyst

Budget Account: _.1341[!' ADMINISTRATION - BUDGET AND PLANNING {Inquiry} _v_'

TED. ~|

Version: | AQ0 AGENCY REQUEST AS SUBM

Include Schedule Text: n

i Sk ] A - New or Replacement Software and HardWare

FlB- Hourly Billable Services for Information Technology Labor

Flc- Computer Facility Services/Internet/Server and Application Hosting

[ o - silvernet Wide Area Metwork Service

OEe- Telephone Service, System and Communication Wiring (Voice and Data)
[ F - Netwark Transport Services (Radioc Microwave)

¥ - Summary of DolT Utilization by Decision Unit

[ Generate Report ” Cancel
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CHAPTER

Uniform Allowance

]\[evada state employees who are required to wear a uniform are entitled to
receive a uniform allowance. The allowance is equal to the cost of the uniform
as well as any accessories such as whistles, flashlights, and handcuffs. The
budgeted uniform allowance can be delivered as a payroll check, a voucher, or by
direct agency issue. Each agency should budget for the total cost of the uniform
allowance regardless of the method used to deliver that allowance.

Statutory/Administrative Authority

The 1985 Legislature created NRS 281.121(1) to ensure
that state employees who require uniforms for their em-
ployment are able to acquire them via a uniform allow-
ance. Departments who are currently legislatively autho-
rized for the uniform allowance are:

+ Commission on Peace Officers’ Standards &

Training

* Department of Cultural Affairs

* Museums and History

* Department of Health and Human Services

» Division of Child and Family Services

* Department of Corrections

» Department of Agriculture

* Department of Public Safety

* Department of Wildlife

* Department of Conservation and Natural Re-

sources divisions of State Parks, Forestry, and
State Lands

» Department of Motor Vehicles

* Department of Business and Industry

* Nevada Transportation Authority

» Department of Business and Industry

» Taxicab Authority

Application

Uniform allowance amounts and eligible items are de-
termined based on a negotiation process between the indi-
vidual agencies and the Budget Division. The individual
agencies submit the requirements of the uniformed staff
and associated costs. Some examples of items that are
funded may include boots, shoes, specific shirt and slack
styles and colors, patches, badges, handcuffs, neckties,
hats, jackets, leather duty belts, handcuff cases, chevrons,
service stripes, gloves, warm-up suits, holsters, radio
holders, baton holders, coveralls, rain gear, swim wear,
flashlight holders, whistles, and metal name tags. These

negotiations occur between March and June of the fiscal
year prior to the legislative session.

Upon completion of the negotiations, the amounts are
entered into the Uniform Allowance Schedule in NEBS
for use in the budget building process.

The negotiated Uniform Allowance consists of two
components: replacement costs and new costs. The new
costs of a uniform are based on information provided by
the agency in addition to a review of existing statewide/
agency specific contracts, which have been completed
under the auspices of the State Purchasing Division. The
replacement costs are then based on the new costs divided
by the life expectancy of each item.

Budgeting for the Uniform Allowance is done in cat-
egory 01, Personnel Services, or category 29, Uniform
Allowance. Category 01 is for cash payments made to
employees via the payroll system and represents expenses
for items that have a customized feature to the specific
employee (i.e., uniform shirts, slacks, or shoes). Category
29 is for items purchased directly by the agency and/or for
the agencies that have implemented the voucher system to
fund items that are less personalized (i.e., leather pouches,
flashlights, handcuffs, etc.).

There are several advantages to using the Uniform Al-
lowance category rather than the agency issuing a payroll
check through the Personnel Services category. If the
agency does the procuring directly, uniforms and accesso-
ries are exempt from the payroll federal income tax (FIT),
Medicare payroll assessment, and the state sales tax be-
cause the State is making the purchase as opposed to the
individual employee. Additionally, the agency will be able
to take advantage of volume purchase pricing with appli-
cable discounts, the uniforms will be more standardized,
and the dress code will be easier to enforce.

Adjusted Base Budget

When building the agency request Uniform Allow-
ance, an agency should use the schedule established in
NEBS and enter the total number of FTE positions who

Uniform Allowance
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‘

Schedule: UNIFORM ALLOWANCE
Schedule Details
Status: | N/ v [ Sawve H Sawe and Feturn H Cancel H Process Schedule...
Uniform Schedule
Budget Year 1 Budget Year 2
3|
Delete Line # DU Catg GL Unifarm Type Count | Rate Total | Count | Rate |Total |2"]
[
B g : [ 23 7170 | 44012 NDOC CO CLASS A REPLACE V|| 0| zras eero|  250] z7as 6,870
B o = [ 23 |[#&] 7170 | 44032 NDOC CO CLASS C RERLACE v | 0] 443,70 110,925 | 250| 443.70 110,925
Uniform Schequle Total: 117,795 117,795

This indicates a “Base
Adjustment” transaction.

This is the uniform selection fromthe
drop down menu.

This is the number of qualified uniformed
staff in the “Base” year.

qualify for each uniform type (i.e., ranger, correctional
officer, maintenance worker, lifeguard, etc.). All uniform
qualified employees, including vacant positions, are to
be budgeted annually for replacement uniforms. There-
fore, if an agency has a uniformed staff of 250, the agency
would budget for 250 replacement uniforms in both years
of the biennium. This is illustrated in the NEBS sample
screen at the top of the page.

In addition, a documented turnover factor for uniformed
staff should be entered as new FTEs, which is based on
the turnover factor for the different uniformed staff in the
base year. If the agency has a uniformed staff of 250 and
an estimated turnover rate of 11% for the class code, the
agency would budget for 28 new uniforms (250 X 11% =

27.5) in both years of the biennium. In this case, the NEBS
Uniform schedule would be completed as shown below:

The total Uniform Allowance request in this adjusted
base example is the total number of continuing FTE uni-
formed positions, 250, plus 28 new FTEs due to the turn-
over factor. The NEBS schedule has a space for indicating
which category is appropriate: Category 29 for agency-
issued and voucher system and category 01 for cash pay-
ment to employees. In our example, the agency purchases
all of the uniforms for its employees, thus category 29 is
the correct usage category.

Schedule: UNIFORM ALLOWANCE
Schedule Details
Status: | N/A v [ Sawve H Sawve and Return H Cancel H Frocess Schedule...
Uniform Schedule
Budget Year 1 Budget Year 2
[x]
Delete Line # DU Catg GL Unifarm Type Count | Rate Total | Count | Rate |Total |2"]
1
B o : @@ 23 |[#] 7170 [ 44012 NDOC 0O CLASS A REPLACE V[ 0] 2vas es70| 280 2748 6,870
@ O = BOO0 29 ?1?0 44032 MDOC CO CLASS C REPLACE v 280| 443,70 110,925 280| 443,70 110,925
@ O = BOO0 29 ?1?0 44011 NDOC CO CLASS A MNEW v 28| 10440 2,923 28| 104 40 2,923
B o 4 [ego 23 |[@#] 7170 | 44031 NDOC CO CLASS C NEW v 2| 7087 18,784 | 28 670.87 18,784
Uniform Schedul\Total: 139,503 139,503

This indicates a “Base Adjustment”
transaction.

This is the Uniform selection fromthe
drop-down menu.

This is the Uniform selection fromthe
drop-down menu.

Uniform Allowance
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Maintenance/Enhancement Decision Units

The Uniform Allowance schedule will also be used
when a new position is requested in either a maintenance
or enhancement decision unit. The caveat is the position
must be of a class code that is eligible for a uniform. In the
first year, a new uniform would be requested for each new
employee and in the second year a replacement uniform
amount would be requested. If there are sufficient new

Schedule: UMIFORM ALLOWANCE

Schedule Details Additional Text

Status: | N/A v [ Sawve ] [ Sawve and Return ] [ Cancel ] [ Frocess Schedule..

Uniform Schedule

Budget Year 1 Budget Year 2

2|
Delete Line # DU Catg GL Unifarm Type Count | Rate Total | Count | Rate |Total g
1

B o : @@ 23 7171 [ 44091 NDOC MAINTENANCE STAFF NEW V[ 0] 5276 131,790 [ 250] 52746 131,790
@ O = BOO0 29 7170 | 44032 NDOC CO CLASS CREFPLACE v 280| 443,70 110,925 280| 443,70 110,925
@ O = BOO0 29 7170 | 44011 NDOC CO CLASS A MEW v 28| 10440 2,923 28| 104 40 2,923
@ O 4 BOO0 29 7170 | 44031 NDOC CO CLASS CMHEW v 28| 670,87 18,784 28| 670,87 18,784
@ O = 1200 29 7170 '44h11 NOOC CO CIJ\SSANEW- v 28| 10440 2,610 3| 104 .40 313
& O & |M200 29 ?1?0 44012 NDOC CO CLASS A REPLACE v 0] 27.48 0 25| 2R4a 687
Unifarm Fchedule TM 265,423

Indicates whether the dedision unit Uniform selection fromthe The number of new The calculated number of new
is Maintenance an Enhancement. drop-down menu. employees requested in the employees based on the estimated

decision unit. enployee tumover rate.

positions in the first year that could possibly be impacted
by the turnover rate for the second year, the second year
should also be budgeted for the new employees. For ex-
ample, the decision unit requests 25 new positions in year
one. Therefore, 25 new uniforms are requested in year one
of the biennium and 25 replacement uniforms are request-
ed in year two. In addition, the turnover rate is 11%; there-
fore, 3.0 positions (25 X 11% = 2.75) should be requested
for new uniforms in the second year of the decision unit.
This is illustrated in the following NEBS sample screen.

Uniform Allowance
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CHAPTER

Cost Allocations

Statewide cost allocations represent recovery of costs from non-General Fund
sources for statewide general administrative functions provided by central
services agencies. Agency-specific cost allocations enable agencies to charge
for services provided in one budget account to other budget accounts such as
Director’s Office or Administrative Services costs.

Statutory/Administrative Authority

Per NRS 353.331, the Director of the Department of
Administration shall annually prepare a statewide cost
allocation plan distributing service agency indirect costs
among the various agencies in accordance with the prin-
ciples and procedures established by federal regulations
and guidelines.

The authority for agency-specific cost allocation re-
quests is implied in NRS 353.150 through NRS 353.246,
the State Budget Act.

Application

Cost allocations are schedule-driven in the NEBS. The
Budget Division enters the amounts in the statewide cost
allocation plan (SWCAP) and Attorney General cost al-
location plan (AGCAP) schedules and the agency users
distribute the costs appropriately. Agency specific cost al-
locations must be updated by agency users. Expenditures
in these schedules are based on the total revenue needed to
support the cost allocated budget.

Statewide Cost Allocation Plan
Assessment (SWCAP)

The SWCAP represents recovery of costs for statewide
general administrative functions provided by central ser-
vices agencies such as the Budget Division, Office of the
State Controller, Office of the State Treasurer, Internal
Audits Division, etc. These agencies provide budgeting,
accounting, auditing, and other administrative services
to state agencies and are supported by the General Fund.
These services benefit not only General Fund programs,
but also programs supported by federal funds and other
funds (i.e. fees, licenses, user charges, etc.). The state uses
the SWCAP to recover an equitable share of the central
services costs from the non-General Fund sources.

The SWCAP apportions the costs of providing central
administrative services to all state agencies that benefit
from the services in accordance with federal cost reim-
bursement policies. The apportioned amounts are allo-
cated to each agency on the basis of workload factors (i.e.
budget hours, audit hours, accounting transactions, num-
ber of FTE positions, etc.) related to the particular service
provided. While all agencies that utilize the services of
the central services agencies are included in the cost al-
location plan, only agencies funded by non-General Fund
sources have the SWCAP assessment included in their bi-
ennial budget.

Agency users may move amounts between budget
accounts if appropriate’ and must enter the percentage
of chargeable funds in the Distribute Cost Allocations
screen in NEBS. The adjustment column is available to
move a cost allocation from one budget account to an-
other, but the total of the adjustment column must net to
zero. The “% Chargeable Funds” column on the SWCAP
schedule indicates how much of the budget can be charged
for central administrative costs. For instance, a budget ac-
count funded entirely by the General Fund will have 0%
chargeable funds and a budget account funded 25% Gen-
eral Fund, 50% fees, and 25% federal funds will have 75%
chargeable funds.

Attorney General Cost Allocation Plan
Assessment (AGCAP)

The AGCAP represents recovery of costs for legal and
investigative services provided by the Office of the At-
torney General to state agencies as well as administrative
expenses of the office. The apportioned amounts are al-
located to each agency on the basis of attorney hours spent
on each state agency as recorded in the Office of the At-
torney General’s time reporting and accounting system in
a previous fiscal year (typically three years prior). Adjust-

1 For example, the SWCAP charges assessed to Motor Pool’s Ve-
hicle Purchase budget account would be transferred to Motor

Pool’s Operating budget account.

Cost Allocations
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Edit Cost Allocations

Budget Period: 2007-2009 Biennium (Fr08-09)

|Allocation Updated.

“ersion: A0 AGEMCY REQUEST AS SUBMITTED
Allocation: ATTORMEY GEMERAL ASSESSMENT
) Percentage of non-General Fund
Adjustrment colunm nust net to $0. revenue SoUrces.
Status: COMPLETE [ Save ] [ Sa\:ﬁ\and P\@h\ ] [ Process Allocation Change... ] [ Cancel ] /
AllocatioN Adjustrment Met % Chargeable Funds Total
Delete Line # | Budget Account U ear fear 2 Year 1 Year 2 Year 1 ‘2(ear g ear 1 fear 2 ear 1 Year 2
1
= 1 EO00 0 0| 45718 45716 100.00 100, 45,716 45,716
@I 2 1234 EO00 0 0 2410 2,410 100,00 100,00 2,410 2,410
El o s 1346 EO00 0 0 1,063 1.063 1,063 1,063 55.00 55.00 585 585
2 4 1343 BO00 106,310 106,310 1,063 063| 105,247 105,247 BE.00 BRO0| 57,886 57,886
B o s 1353 BO0 0 0 0 0 0 0 36.50 36.50 0 0

ments are made to individual agency allocations for the
difference between the budget hours utilized in the previ-
ous biennium’s plan and the actual hours spent providing
services in that biennium. While all agencies that utilize
the services of the Office of the Attorney General are in-
cluded in the cost allocation plan, only agencies funded by
non-General Fund sources have the AGCAP assessment
included in their biennial budget.

As with SWCAP, you may move amounts between bud-
get accounts if appropriate and must enter the percentage
of chargeable funds in the Distribute Cost Allocations
screen in NEBS. The adjustment column is available to
move a cost allocation from one budget account to another,
but the total of the column must net to zero. The “% Charge-
able Funds” column on the AGCAP schedule indicates how
much of the budget can be charged for central administra-
tive costs. For instance, a budget account funded entirely
by the General Fund will have 0% chargeable funds and

a budget

account Budget account funded through a cost allocation for
funded providing service(s) to other budgets.

25% Gen-

SAMPLE DIRCCTORS OFFICE COST A'.ATI-Z-H

1234 SHAMPLE OF AN ASERCY REQUEST BUGCET

Schedule: dfs thangss dreed
Beveiys B
GL: 4230 COST ALLOCATION REMMBLNSEMENT - &

Taarl Amagnt: 250,000

Teard &mount: 250,000

Budget acoounts receiving service(s) from
the cost allocated budget.

tthaduls Detaila

eral Fund, 50% fees, and 25% federal funds will have 75%
chargeable funds.

Agency-Specific Cost Allocations

Agency-specific cost allocations enable agencies to
charge for services provided in one budget account to
other budget accounts such as Director’s Office or Ad-
ministrative Services. A separate schedule is created in
NEBS for each individual agency-specific cost allocation.
The analyst in the Budget Division who is responsible for
the budget account receiving the funds initially sets up the
required cost allocation schedule. You enter your agency’s
expenditure information into the schedule and revenue in-
formation in the Line Item screen.

For each maintenance and enhancement decision unit
in a cost allocated budget, corresponding decision units
must be developed in all budget accounts that contribute to
its funding. Contributing accounts are to use an M-800
series decision unit to fund maintenance requests and
an E-800 series decision unit to fund enhancement re-
quests for the cost allocated account. The Budget Divi-
sion will adjust these decision units during the Governor
Recommends phase of the budget process as necessary.

You must develop worksheets that reconcile the deci-
sion units in the contributing accounts to the cost allocated
account’s budget request. Attach these worksheets to your

T i [ E I R ) TEmeeT 1] P . .
maintenance and enhancement requests in NEBS. Be sure
Detets Lina 8 Budget eeauny/ | OU Cag GL veary Tew —"J to identify any funding the cost allocated account receives
S frorp other sources, such as fe'deral grants, to ensure the
e . Em ] s ™ R projected revenues and expenditures are balanced. '
3 . Ton — ) T The screen shot at left demonstrates an agency-specific
B - = @] o o &) 7m0 )  =wm  msa| COSt allocation schedule.
Tutsl Revanue 250,003 250,000
Qutofbalanceindicator. | pyeml Espendmues: 135420 144,730
Differeroer 113530 50,270
Cost Allocations
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Summary of Cost Allocations

* The statewide cost allocation plan (SWCAP)

and Attorney General cost allocation plan
(AGCAP) represent recovery of costs from
non-General Fund sources for statewide gen-
eral administrative functions provided by central

* Agency users must enter the percentage of

chargeable funds in the Distribute Cost Allo-
cations screen in NEBS.

» Agency-specific cost allocations such as Direc-

tor’s Office or Administrative Services costs en-
able agencies to charge for services provided in
one budget account to other budget accounts.

services agencies.

* Agency users may move SWCAP and AGCAP
amounts between budget accounts if appropri-
ate in the Distribute Cost Allocations screen
in NEBS. The total of the adjustment column
must net to zero.

* A corresponding M-800 and E-800 series deci-
sion unit must be developed in all budget ac-
counts with maintenance and enhancement
decision units requested in a cost allocated
budget.

Cost Allocations
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Inflationary Adjustments

A n inflation adjustment, as it pertains to the state budget, is the amount added
to projected expenditures that represents the state’s estimate of future cost
increases for those items or services. Planning inflation for certain items allows the
state to appropriately reflect the potential impact of expected price increases on

the cost of government operations.

Statutory/Administrative Authority

While no specific statutory directive exists requiring
the state budget be held harmless with respect to inflation,
the Governor does approve statewide general inflationary
adjustments when deemed appropriate. In addition to the
statewide inflationary adjustments approved by the Gov-
ernor’s Office, state agencies may request agency-specific
inflationary adjustments in an M-101 decision unit. These
requests are reviewed and may be approved by the Budget
Division.

Purpose

Inflationary adjustments allow agencies to account for
expected future incremental cost increases over the ac-
tual Base Budget expenditures for specific goods and ser-
vices. It is imperative all base year actual expenditures
are charged to the appropriate standardized object code
(Controller’s Chart of Accounts) to ensure inflation-
ary adjustments are calculated and applied accurately
in your budget. The Budget Division determines which
goods and services will receive an inflationary adjustment
and the appropriate level of inflation to apply to those
items. That amount will likely be a percentage similar to,
or reflective of, the projected consumer price index (CPI)
and will be added to the base budget for each year of the
next biennium. General inflationary adjustments will be
reflected in a pre-established maintenance decision unit
within your budgets.

Application

Statewide General Inflationary Adjustments
Initiated by the Budget Division

The Budget Division calculates statewide general in-
flationary adjustments authorized by the Governor and

includes them in an M-100 decision unit in NEBS. After
the inflation factors are applied on a statewide basis in
NEBS, line items will be created in M-100. You will need
to balance the revenue in the respective M-100 during the
Agency Request phase of the Executive Budget.

Some examples of statewide general inflationary ad-
justments that may appear in M-100 decision unit include:
+ Rate Changes (employee bond insurance, Attor-

ney General tort claim assessment, Buildings and
Grounds rent, Motor Pool monthly vehicle charges,
property and contents insurance, agency-owned ve-
hicle insurance, Enterprise Information Technology
Services Division (EITS) services, etc.)

» Cost Allocations and Assessments (Statewide Cost
Allocation Plan, Attorney General Cost Allocation,
Purchasing assessment, EITS assessments, etc.)

 Utilities (electricity, natural gas, water, etc.)

See the Inflationary Adjustments section of the NEBS

Manual for an example of an M-100 adjustment.

Agency-Specific Inflationary Adjustments
Originated by Agencies

While there is no guarantee the Governor will concur
with your agency’s request, special inflationary adjust-
ments for expenditures that are unique to your agency
may be requested in an M-101 decision unit. These re-
quests must be accompanied with adequate justification
and documentation supporting the requested increase and
the methodology used to develop the estimates. Some ex-
amples of agency-specific inflationary adjustments that
may appear in M-101 are:

» Pharmaceuticals for patients

» Food for inmates or clients

* Aggregate for the Department of Transportation

» Raw materials for Prison Industries

See the Inflationary Adjustments section of the NEBS
Manual for an example of an M-101 adjustment.

Inflationary Adjustments
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Summary of Inflationary Adjustments

* Agencies are not to submit a request for
“general inflationary adjustments.”

* The Budget Division will calculate and apply
statewide general inflationary adjustments au-
thorized by the Governor to an M-100 decision
unit in NEBS.

» ltis imperative all base year actual expenditures
are charged to the appropriate standardized
object code (a.k.a. general ledger number) to
ensure inflationary adjustments are calculated
and applied accurately in agency budgets.

» Special inflationary adjustments for expendi-
tures that are unique to an agency may be re-
quested in an M-101 decision unit.

+ Agency-specific inflationary requests must be
substantiated with adequate justification and
documentation that specifically support the in-
crease requested and the methodology used to
develop the estimates.

Inflationary Adjustments
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CHAPTER

Decision Unit M-200

: _’ he incremental costs of providing existing services to an increased/decreased
number of clients. Only agencies with pre-approved caseload formulas are
authorized to use the M-200 decision unit once their Base caseload is adjusted in

M-150 based on applicable activities.

Authorized Use

Statutory/Administrative Authority

Currently, the following are the only state agencies
with a legislatively approved formula authorizing them to
request funding for caseload changes:

» Department of Education

* Nevada System of Higher Education

» Division of Health Care Financing and Policy

» Welfare Division

» Division of Child and Family Services

* Health Division

» Aging and Disability Services Division

» Division of Mental Health and Developmental

Services
* Department of Corrections
+ Division of Parole and Probation

All other agencies must submit demographic requests
via an enhancement in their Agency Request budget.

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

Application

Basically, there are two parts to the calculation of case-
load changes. The first is the annualization of the expen-
ditures which is included in M-150 or adjusted base. The
M-150 adjustment is the lower of the legislative approved
authority and the projected caseload through the second
year of the biennium. In other words, the M-150 adjust-
ment can not bring the budgeted caseload above the work
program year authority. The second part calculates the
amount for the M-200 decision unit. This is accomplished
by calculating your projected caseload based on the pro-
jected population (count) multiplied by the rate less your

Budget Account Yersion - Caseload Schedule

Budget Period: 2007-Z009 Biennium (FyOg-09)
Budget Account:
Version: AD0 AGEMCY REQUEST AS SUBMITTED

CASELOAD

Additional Text

Schedule:

Schedule Details

Budget Account Yersion - Caseload Schedule Details

| Schedule changes saved

1234 EXAMPLE OF AN AGENCY REQUEST BUDGET

This will generate an M-150 decision unit, Adjusted
Base transaction.

Status: | M W [ Save H Sawe and Return H Cancel H Process Schedule. .
Caseload Schedule
Budget vear 1 Budget Year 2
[xg]
Delete | Line # DU Catg GL Count R ate Total Count R ate Total |ﬂ'
1
B o : [mE 50 702E 1500 300/ 52,500 1,500 300 sz,500
T Caseload Schedule Total: 52,500 f 52,500

The base “COUNT” and “RATE’ are identical in both years
of the biennium.

Demographic and Caseload Changes - Decision Unit M-200
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Budget Account ¥Yersion - Caseload Schedule

Budget Period: 2007-2009 Bienniom (F¥0&-09)
Budget Account:
Wersion:  AODD AGEMCY REQUEST AS SUBMITTED

Zchedule: CASELOAD

Budget Account ¥Yersion - Caseload Schedule Details

1234 EXAMFLE OF AM AGEMCY REQUEST BUDGET

Additional Text

Schedule Details

The “COUNT” is the difference between the BASE and the projected figures.

The “RATE’ remains unchanged.

Status: | N/ [ SEvE H

Sawe and Return

/
H Cancel M Frocess Schedule.

Caseload Schedule

The M-200 Decision Unit is used for
approved caseload.

Delete Line # DU

t

702E
702E

adjusted base (M-150) calculation. Any increase to the
rate would be calculated in the M-101 decision unit.

For example, if the actual average annual population
served by your agency is 1,500 and the actual annual aver-
age cost per client is $35, the base cost is $52,500 (1,500
X $35 = $52,500).

To determine the caseload and demographic adjust-
ment, the population served is projected. Projections are
based on a legislatively approved formula. This could be
in the form of a contracted service, calculations provided
by the State Demographer, regression analysis, historical
trending, etc. The difference between projected caseload
and the actual average annual population is the caseload
and demographic adjustment reflected in an M-200 deci-
sion unit.

For instance, you have already determined your actual
average annual population is 1,500 and your projection in-
dicates you will be serving 1,650 in year one and 1,675 in
year two. Your M-200 should reflect an increase of 150 cli-
ents (1,650 - 1,500 = 150) in Year 1 and 175 (1,675 - 1,500
= 175) clients in Year 2. Note that M-200 only accounts for
changes in the client count and not the rate of service. Rate
change requests would be reflected in an agency specific
inflationary decision unit, M-101, or in an enhancement
decision unit.

A caseload can also drive the need for additional staff-
ing. For instance, if your agency has a legislatively ap-
proved caseload ratio of employees per client served, and
the projected caseload increases the need for additional
staffing, then personnel costs would be included in the

Caseload Schedule Total: 57,750

Budget Year 1 Budget Year 2

L]

Total Count Rate Total E

35.00| 52,500 1.50 35,00 52,500
J500| 5,250 1 35.00 6,125
5E,625

M-200. This additional personnel need would not only
include the personnel costs, but also the costs associated
with the new positions. Therefore, most of the schedules
in NEBS could potentially be used during the construc-
tion of your agency’s M-200. You will need to determine
the requirements of any new positions such as uniforms,
supplies, office space, training, equipment, telephones,
computers, e-mail, etc. The M-200 decision unit needs to
be all-inclusive and incorporate all of the expenditures re-
quired for your agency to complete its mission based on
the increase in clientele.

Conversely, a reduction in caseload would produce a
negative amount. For instance, a decline in the number of
clients from 100 to 75 would result in a negative amount
in an M-200 decision unit to account for the difference of
25 clients under the amount budgeted at current levels in
base.

Agencies must use actual ratios and rates from fiscal
year 2012 to determine caseload increases in M-200 de-
cision units. Do not include rate increases or per client
charge increases in an M-200 decision unit. These types of
increases are defined as inflationary increases that should
be included as an enhancement or an agency specific infla-
tion decision unit using M-101.

Whether pre-approved or not, all computations explain-
ing the assumptions and methodology used to determine
caseload and population changes must be documented and
justified. Supporting materials should be attached elec-
tronically to the Agency Request in NEBS at the decision
unit level.

Demographic and Caseload Changes - Decision Unit M-200
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Agencies with complex caseloads may find the NEBS
caseload schedule to be of little use when calculating
amounts for M-200. In these cases, supporting calcula-
tions must be attached in NEBS.

Demographic and Caseload Changes - Decision Unit M-200
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Federal Mandates, Court Orders,

CHAPTER

and Consent Decrees

F’ederal mandates, court orders, and consent decrees are laws or legal decisions
that affect the daily operations of state agencies. Recent examples of federal
mandates include No Child Left Behind, the Health Insurance Portability and
Accountability Act (HIPAA), Homeland Security, the Clean Air Act, and the Clean
Water Act.

Statutory Authority provide a spreadsheet(s) or similar documentation, detail-
ing the assumptions and calculations used in developing
your request. Remember, text associated with the justifica-
tion and documentation should be entered into NEBS via
its notes function at the decision unit level. Where neces-
sary, notes may be entered at the object code level when
needed to clarify specific object coded entries that would
otherwise be lost if entered at the decision unit level.

It is imperative agencies use maintenance decision
units established for federal mandates and court orders
and or consent decrees only when they are certain they
have costs that apply. In the past, agencies have tried
to use these decision units for costs that did not qualify
under the aforementioned definition. Agencies should
consult their assigned Budget Division analyst prior to
including the M-500 or M-600 series in the agency re-
quest to ensure the proper decision unit is being used.

There are several budgetary issues the agency must
consider when contemplating the request for a decision
unit for federal mandates or court orders and decrees.

The statutory authority for federal mandates varies
with each mandate, but you will likely find the mandates
in the United States Code (USC) or Code of Federal Regu-
lations (CFR). A mandate also could come in the form of
a presidential executive order. You can access all three of
these sources via the U.S. Government Printing Office’s
website at http:/www.gpo.gov/fdsys/. The authority for
court orders and/or consent decrees is found in the final
decision made by the court or judge overseeing that par-
ticular legal case.

Application

There are budgetary impacts in complying with fed-
eral mandates, court orders, or consent decrees that pro-
gram and fiscal staff need to consider when building the

agency’s budget. Many times, compliance with mandates,
court orders, and consent decrees involves the addition of
staff and associated travel, operating, equipment, comput-
er (information services), and training expenditures.

Within the Executive Budget, cost impacts associ-
ated with federal mandates are established and defined in
maintenance decision units M-500 through M-597. Cost
impacts associated with court orders or consent decrees
are established and defined in maintenance decision units
M-600 through M-609. Since both of these budget consid-
erations are deemed budgetary “maintenance” items they
are outside the agency request appropriations limit. Refer
to Chapter 6 — Agency Request Limit in the Policy sec-
tion of these budget instructions for a discussion on the
purpose and implications of the limit.

As with all decision units, you will be required to sub-
stantiate your request with adequate justification and back-
up documentation. The name of the mandate, court order,
or consent decree, the location where the reader can find
the full text of the ruling (i.e. document attachment or In-
ternet link), and a copy of the document must be included
with the agency request. In addition, you are expected to

They may include, but are not limited, to the following:

1. Will the mandate/order/decree require the agency to
hire new staff? If so:

2. What personnel-related costs would be required?

a. Salaries and other payroll costs?
i. How many new positions will be required?
ii. What type of positions (class, grade and
step)?
iii. When will the positions be needed?
iv. How long will the position be needed?
v.  Where will the staff be stationed?
b. Will travel be required?

i.  Who will need to travel?

ii. For what purpose will travel be needed?

iii. Where will travel occur?

iv. When will travel occur and for how long?
c.  What operating costs will be needed?

i.  Supplies?

ii. EITS and state provided phone services?

iii. Mail services?

iv. Insurance?

Federal Mandates, Court Orders, and Consent Decrees
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v.  Motor Pool or other vehicle costs?

vi. Will additional building rent expense be re-
quired?

Other operating costs?

Increased utility costs?

What new equipment will be required?

i.  PCs for each position or will resources be
shared?

ii. Furniture?

iii. Phones?

Miscellaneous office equipment?

Will training be required?

Will you require information services from

EITS?

i.  Which ones?

ii. How much?

Other considerations may include:

a. Will there be any other non-personnel related
costs required to meet the conditions of the man-
dates?

Will caseloads/client services be affected?

c.  Will there be a need for building remodeling or

improvements?
Is a new building required?
e. Isthere a need for additional equipment?

These are just some of the issues you must consider
when contemplating the request for funding to comply
with federal mandates, court orders, and decrees. This is
by no means a complete list.

Federal Mandates, Court Orders, and Consent Decrees
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CHAPTER

Position Reclassifications

position reclassification is a reassignment or change in allocation of a position

by raising it to a class with a higher grade, reducing it to a class with a lower
grade, moving it to another class at the same grade, moving it to unclassified
service, or changing the unclassified class code or title on the basis of significant
changes in kind, difficulty, or responsibility of the work performed. This chapter
describes how to perform position reclassifications.

Statutory/Administrative Authority

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

Application

Requests for all reclassifications of classified positions
must be submitted in decision unit E-805, and all re-
quests for salary or title changes of unclassified positions
must be submitted in decision unit E-806. Narrative jus-
tification must indicate which position is being requested
for reclassification and the conditions which necessitate
the reclassification.

Attach a scanned copy of the original NPD-19 at the
decision unit level. The scanned copy must have the sig-
nature of the appointing authority and the employee if ap-
plicable, along with the associated decision unit number
identified in the upper right-hand corner of the NPD-19.
Note: If the reclassification is ultimately approved by the
legislature, the Budget Division will print the attachment,

[ Summary 1 tine items | Schedules

Decision Unit Filter: | BO0O BASE

View: Basic | Fonge | Salary

Viewing page 1 of 1: E IZIEIIII

BU PCN =

EE@

| Add Pasition...

-. D00001 | AFIS FISCAL
@ [Ba][®] =000 ocooooa [AfisFisCA

apply an original signature in the Budget Division section
of the NPD-19 and forward to the DHRM. Agencies should
not send the NPD-19 forms directly to DHRM, as they will
be looking for an original signature from the Budget Divi-
sion.

After establishing the appropriate decision unit in the
Account Maintenance tab, isolate the net effect of the re-
classification by subtracting the base costs from the re-
quested costs. To achieve this, copy the position from Base
into decision unit E-805 or E-806 depending on the type
of position as an exact opposite copy (creating the negative
portion), then in the new decision unit copy the position
again as an exact opposite (creating the positive portion)
and updating the positive line with the new classification.
The step-by-step example follows for a classified position.

For example, you want to reclassify your Administra-
tive Aide to an Administrative Assistant I, position control
number 0010. Proceed to the Positions tab and click on the
copy icon next to the position number to be reclassified in
Base. The screen shown below appears.

In the Destination portion of the Copy Position screen,
select E-805 as the decision unit to copy to. Check both the

Positions -

Jump To Page: 1

Jump To A

[ Save H

Save and Return || Cancel

Group

Class Class Description Type Gi

1

1

m

=
J

T
5

£
I
I
m
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Reuse PCN # and Opposite Copy boxes. Additionally, se-
lect Exact Copy from the Position Copy Type list. Review
all information, make any necessary changes, and click
the “Copy” button. You have now created a negative FTE
and NEBS will return you to the Positions tab (see screen

Copy Position
Source;
Budget Period:

2011-2013 BIENNIUM (FY12-13)

4321 SAMPLE AGENCY REQUEST BUDGET

ADO AGENCY REQUEST BUDGET AS SUBMITTED
BO00 BASE

000003

02221 ADMIN AID

Budget Account:
Version:
Decision Unit:
Position:

Class:

Destination:

Designate

Budget Period: decision unit

(20112013 BENNIUM FY1213)

Budget Account: | 4321 SANPLE AGENCY REQUEST BUDGET
Reuse the PCN | [ 400 AGENCY REQUEST BUDGET AS SUBMITTED wi|
Decision ES05CLASSIFIED POSITION RECLASSIFICATIONS ™

Number of Copies) 1

Reuse PCN#: -OR- Starting PCN=:
Opposite Copy: Check “Opposite
; = Copy” and select
Position Capy Type: | Exact Copy ¥ “Bxact Copy” fram the
Copy Type list
verify information and

click the "Conv” button

shot at page bottom).
Select the negative position you just created in the
E-805 decision unit and click the copy icon.

This will bring you back to the Copy Position screen.
Once again, select decision unit E-805, Reuse PCN #, Op-
posite Copy, and Exact Copy. The screen will resemble the
following:

Verify all information and click the “Copy” button to
create a positive FTE in decision unit E-805. NEBS will
again return you to the Positions tab and you will see the
same position as a negative FTE and a positive FTE in
decision unit E-805 as shown below. The FTE count adds
to zero since you are only requesting a pay change, not
requesting additional employees.

Copy Position
| Source:
Budget Parind:
Budget Account:

Vergon:

2011-2013 BIENNIUM {FY12-13)

4321 SAMPLE AGENCY REQUEST BUDGET

ADO AGENCY REQUEST BUDGET AS SUBMITTED
E805 CLASSIFIED POSITION RECLASSIFICATIONS
000003

02321 ADMIN AID

Cezigion Una:
Foshion:
Class:

| Destination;

Designate
decizion unit

Budgat Pericd: | 20112013 BIENRIUM (FY1213) %

Budget Account: | 4121 SAMPLE AGENCY REQUEST BUDGET
Varsion: | 200 AGENCY REGUEST BUDGET AS SUBMITTED (v
Decision Unit: | E805 CLASSIFIED POSTTION RECLASSIFICATIONS

Number of Copies: 1]

Reuge the PCN fince thiz

Reuse PCH=: [¢] *-DR- Starting BPCN=: i recluaification
Opposite Copy: [7]
—— | SelectOpposite and
Position Copy Type: | Exact Copy » Exact Copy

&

Bezipged Fyrmsl:  FU 1-IELY ETESSASE (FFLI-11
Benliged Looport: S111 SEHFLE STF BEUTTT BTODET
e A0 AR MPGEET T pSEArT A EOEHTTTIE

BN BTN BT e

Dmmpne et Pl §I0% TLARTE ED RO T 06 SR 0 CURIC LTS

*.‘_

1 Select POSITIONSTab

BTN TUTTTTE T
2. Fiiter by Decision Unit E-805

i B | Prosge | Tasins

[ hepTorage | 1 | . PL

Jurp T PON

5 wew et e

vesmgsape o 11 [H][V]5 }w]

(S Jf

JI Comui J|_ [ Jr—r—

”_ Figa mic B el |

o

- nl 5. Smlect nawly created negative position

m — TeEs FTES D50 Mg B8 283

ﬁ feod pmoeed (AATECR W BEERE Adeiw Al fuiseg 31 A R R0k Rk e B e Sl
E.“ Togoar "1EE: P‘:H T FY. 0 BED @80 SRH0

v g 1 o 1 [1][E][E] | Saws ||  Aevesmdiisse || Congwi || CopyToamte || Becsgfapa |
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The next step is to select the new classification for the
position. Select the positive position in E-805 by clicking
on the PCN to display the Position Detail screen.

The only field you need to change on this screen is
“Class.” Click on the drop-down box and select Adminis-

DU :Pcru Group :CIJ

s
Adj Ac WP ‘m ‘m
|

Total FTE: 0.00 0.00 0.00 0.00

£605 000003 (AFISFISCAL | 0d s 0 0.0 0.00-051 -0.51

= lamenerat &l
EB05 000003 |AFISFISCAL %/ 03 (s 0 0.00 0.00 0.51 0.51
Total FTE: 0.00 0,00 0.00 0.00

1

FTE count
equals zero

trative Assistant I, grade 2 from the list.
Once you have verified the information is correct, select
the “Save and Return” button on the bottom of the screen.

Position Datall

Budget Period: 1011-201 BIENNIUM (FY12-13)
Budpet Account: 4221 SAMPLE AGENCY REQUEST BUCGET
Versioh! ADO AGENCY REQUEST BUDGET A5 SUBMITTED

Deaen Unst: ERDS CLASSIFIED POSITION RECLASSIFICATIONS

[ ddiona Text |

Satt (wwy v DB Y End bre ¥

PO & 000003

Amnvemary, (Ao ¥

Type: | Emrg ¥
Group:  AFSRSCAL  w
FTE count
Retiremént Code: | 1 REGLLAR ¥ | equalserg
Clasm: | (2217 ADMIN ASSISTANT 1 v Defaul Grade: 23
Overnda Grade: Stap: Salary Adjustment: |0

Actual Yearl  Yeard

This will return you to the Budget Account Positions tab.
Your screen will resemble the following example in which
the FTE count still remains at zero.

All FTE counts for decision unit E-805 must net to
zero. You will receive a warning message indicating there
is a duplicate position. This is permissible because you are
reclassifying an existing position. The final step is to re-
calculate the payroll — click the “Recalc Payroll” button.

Once the payroll has been recalculated, click “Close” on
the Payroll Calculation Results screen.

When NEBS returns you to the Positions tab, click
“Done” to return to the Line Items tab. From the Decision
Unit drop-down menu, select E-805 to see the isolated net
costs of the proposed reclassification. All that remains to
be done is to add a revenue line item to balance your E-805
decision unit, after which, decision unit E-805 reflects
only the net change of the reclassification as displayed in
the screen on the next page.

Payroll Calculation Results

Budget Pancd: 2011-2013 BIENNIUM (FY12-13)
Vargen ADOQ AGENCY REQUEST BUDGET AS SUBMITTED

Summary

Year i Year2
84 [ start £nd Status FTE Salsry Fringe FTE Salary| Fringe|
21 1 10:18 AM 210:18 AM  Completed 1.51 74,814 35,776 1.51 75,020 35,264

10:18 AM 210:18 AM 1.51 74,614 35,776 1.51 75,030 38,364

| Close

Total

Position Reclassifications
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CHAPTER

Reorganization

Reorganization is a significant change in the duties for a position(s) or an
agency’s organization that may require the reclassification of an existing
position(s), the reallocation of an existing class, or the creation of a new class.

Statutory/Administrative Authority

NRS 232.005: Transfer of personnel within department
authorized; powers and duties of director or chief execu-
tive officer. The director or chief executive officer of each
of the departments established by law within the executive
branch of state government shall conduct such investiga-
tions and studies as he deems necessary to determine the
most efficient and economical use of the personnel of his
department. The director or chief executive officer may
transfer the personnel of one or more divisions of his de-
partment to one or more other divisions if he finds that
such transfer will result in a greater utilization of person-
nel, produce a more efficient operation of the department,
result in economies within the department or improve the
organization of the department.

Application

When determining whether an enhancement decision
unit should be created in Agency Request for reorganiza-
tion, the agency must evaluate the following:

1. Identify the conditions that created the need for re-

organization.

2. Identify the responsibilities added to the existing or-
ganization’s mission/purpose, the assigned positions
and how the the responsibilities and positions would
benefit the agency.

3. Identify the duties of the altered position(s) and de-
termine if a corresponding reclassification will be
required.

4. Identify all other positions affected by this reassign-
ment, change, or addition of new position(s). Pre-
pare new staffing charts and comparative staffing
patterns for all affected divisions. This should also
include a current organizational chart.

5. Identify costs associated with the reassignment,
change, or addition of new position(s). Include the
net fiscal impact for both salary and fringe benefit
costs as well as the ancillary costs associated with
the reclassification.

6. Identify the source of funding for additional costs,
both in the current biennium and future biennia.

Upon completion of the evaluation, all supporting doc-
umentation must be attached in NEBS at the decision unit
level including the proposed organizational chart. Justifi-
cation for such an enhancement must be compelling and
complete. It must address the “who, what, where, when,
why, and the consequences or benefits” of such a reorga-
nization. Remember the decision unit selected must fit
within the Governor’s statewide strategic priorities; there-
fore, the new organizational structure will determine the
appropriate decision unit.

An example of reorganization might be the creation of
a new section within an existing division. You will need
to carefully review the needs of the new section. For in-
stance, a supervisory position is required along with ad-
ditional travel and training needs. In this case, you would
simply upgrade an existing position to a supervisory pay
level and budget for additional travel and training needs.

The next step would be to reclassify the existing posi-
tion to a supervisory grade. This is the same process used
in building a reclassification decision unit, E-805. The

Gopy Position

Source:
Budget Period: 2007-2009 Bienniurm {Fy03-09)
Budget Account: 1234 EXAMPLE OF AN AGEMCY REQUEST BUDGET
Version: A00 AGEMCY REQUEST AS SUBMITTED

Decision Unit: BO00D BASE <@ Selection of Base position

Pasition: 000015
Class: 07649 PROGRAM OFFICER 1

Destination:

Budget Periad: | 2007-2009 Bienniur

The decision unit selected
for the reorganization

Budget Account: | 1234 EXAMPLE OF

Wersion: | A00AGEMCY HEGUE;/f A5 SUBMITTED

Decision Unit: | E125 EQUITABLE, STABLE T&x STRUCTURE v

Mumber of Copies: 1
Reuse PCMNA: -0OR-  Starting PCN#:

Opposite Copy!

Thisis an “exact”
opposite copy.

Position Copy Type: |ExactCopy | <¢—

[ Copy ][ Cancel
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Copy Position screen creating the negative FTE count is
shown below.

Copy the “Negative” FTE position in decision unit
Copy Position

Source:

Budget Period: Z007-2009 Biennium (FrOg-09)
Budget Account: 1234 EXAMPLE OF AN AGENCY REQUEST BUDGET
Wersion: AQ0 AGENCTY REQUEST A% SUBMITTED
Decision Unit: E125 EQUITABLE, STABLE TAX STRUCTURE

Position: 000015 \
Class: 07649 PROGRAM

Note the selection
Destination: of E-125 Dedision
Budget Period: | 2007-2009 Bienhiumn [Fy Unit

Budget Account: | 1234 EXAMPLE OF AN AGEWNCY REQUEST BUDGET

Wersion: |.&DD.6.GENEY REQUEST A5 SUBMITTED

Decision Unit: | E125 EQUITABLE, STABLE T2 STRUCTURE v|

Mumber of Copies:

Reuse PCH#:

-OR- Starting PCH#: | |

Opposite Copy:

Fosition Copy Type:

E-125 as an exact, opposite copy as shown in the follow-
ing screen print.
Return to the Positions tab and select the positive posi-

PCN #: PODOTS
Basic Info m
Start: | July M 05 End: | June | 2008
Anniversary: | Januay &

Typet | Emsting -

Group: |ABC ABC GRANT PROGRAM -

Retrernant Code: | BEMPLOYER PAID ~
Clags: |O7EAI PROGRAM OFFICER 3 <€— Newsggfed(bde

tion just created in decision unit E-125.
Select the new class code for the supervisory position.
After you recalculate payroll, the line item detail will
reflect the net increase of the requested reclassification for

Ol PeHF drsup  Clace  Claie Degoriptson Typs  Graile

Add Ensmon,,

E}E E15 0OOMIS  ABC
] F125 DODDIS ABC  O7&43 PROGRAM OFFICER 3 Erabag 35
&g Posaion

0744 PROCEAM OFFTCER T Ertsteeg L

The position screen will reflect
the redassification

1 Line Iema

E125 ECANTABLE STABLE Tax STRUCTLIRE ¥

[Som || Soweonhmm

3 i Descnpbon Astunl  Werk Pgme Tear i Changs Year 2

0O WONKERS COMMNSATION ] 0 1 th
£330 RETIREMENT 1,258
%100 PEREONNEL ATREEEMEYT 1 1 i
SO0 GEOLS NSLIEANCT B
0ol Reflects netincrease for redassification | ©

IMENT COMPENSRTION

Talal Rerenus L]
Total Fependiurss ]

Diffgrencs

the supervisory position. The following figure illustrates
the line item detail for our example.

You now need to determine the ancillary costs such as
travel and training for the new supervisory position due
to the reorganization. A spreadsheet containing all of the
supporting information and the associated calculations for
the costs should be attached at the decision unit level. A
sample travel spreadsheet is available on the Budget Di-
vision web site under Budget Forms/Travel and Vehicles/
Travel log & training log.

Travel and training costs are non-schedule driven ex-
penditures in NEBS; therefore, you will need to input the
total calculation as supported by your spreadsheet into the
line item detail in NEBS. After the information for the an-
cillary costs is entered, the decision unit must be balanced
with the appropriate funding source. The final line item
detail for the example decision unit, E-125, of the reorga-
nization is illustrated on the following page.

Reorganization
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Line Items Schedules m Fund Mapping Acct. Maint.

Decision Unit Filter: | E125 EQUITABLE, STABLE TAXSTRUCTURE v | Save ||  SewveandRewm || Cancel |  Edit Actual/wp
Delete | DU Catg | GL | Description Actual | Work Pgm Year 1 Change Year 2 Change Schedule %

Balance decision unit with

&l 0D 2501 APPROPRIATI|  gooronyiate funding source ][ 11785 0 - none -
&l 01 5100 SALARIES 6,733 PAYROLL
= El25 01 5200 WORKERS COMPENSATION 0 0 36 18 PATROLL
= E125 01 5300 RETIREMENT 0 o 1,258 1,330 PATROLL
&l E125 01 5400 PERSOMMEL ASSESSMENT 0 0 &4 &7 PAYROLL
= Elz5 01 5500 GROUP INSURANCE 0 o 0 0 PATROLL
= E125 01 5700 PAYROLL ASSESSMENT 0 0 20 20 PATROLL
&l E125 01 5750 RETIRED EMPLOYEES GROUP INSURANCE 0 0 128 136 PAYROLL
= El25 01 5800 UNEMPLOYMENT COMPEMSATION 0 0 12 12 PATROLL
= E125 01 5840 MEDICARE o 93 99 PATROLL

This amount ties to the
& 0 E125 03 6200 PER DIEM IN-STATE Travel Spreadsheet oy 1552 0] | 1.552] | 0 - Nonme -
= E125 04 7050 EMPLOYEE BOND INSURANCE 7 o 0 0 PATROLL
&l E125 04 7054 AG TORT CLAIM ASSESSMENT 0 0 0 0 PAYROLL
= El25 26 7392 DOIT ASSESSMENT 0 o 0 0 PATROLL
Bl 0 e125 30 6100 PER DIEM OUT-QESTATE L o 898 | o] | 752] | 0] - Mane -
Bl ) e1zs 30 6130 FUBLIC TRANS 'IT@rea_rr_mntssImIdtietoa — > aa| | o | g | 0] - Mone -
Spreadshest
Bl O eizs 30 6150 comm AR TRAN o o 1.029 0 958 0] - None -

Reorganization
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New Position

CHAPTER

: _’ his chapter describes the process for adding a position that does not exist in
your agency’s base budget.

Statutory/Administrative Authority

Budget Account Positions

The authority for this request is implied in NRS 353.150

Budget Period: 2007-2009 Bienniurm (Frog-09
through NRS 353.246, the State Budget Act.

Budget Account: 1234 EXAMPLE OF AN AGENC

Yersion: A00 AGEMCY REQUEST A% SUH

"~ summary | Lino ttems

Application

When determining whether a decision unit should be
created in Agency Request for a new position, you must

evaluate the following: Decision Unit Filter: | BO00 BASE
+ Identify the conditions that created the need for
the new position (court order, caseload, con- Yiew: Basic Attributes | additiona

sent decree, federal mandate, workload, reor-

ganization, etc.). Wiewing page 1 of 1: |:| |:| |:| |:|
+ Identify the responsibilities the new position

adds to your agency’s existing mission and pur-

pose and how your agency will benefit.

+ Identify all other positions affected by the ad- DU | the “POSITION’ screen of NEBS
dition of new position(s). Prepare new staffing sclect ‘ADDPOSITION”
charts and comparative staffing patterns for all Add Position 4———

affected divisions. This should also include a
current organizational chart.

+ Identify costs associated with the addition of ﬂ
new position(s). Include the net fiscal impact not
only for salary and fringe benefit costs but also sk Acaury
ancillary costs (furniture and equipment, travel (o
needs, training needs, office supplies, etc.).

+ Identify the source of funding for additional
costs, both in the current biennium and future
biennia.

Select agency
spedified grouping

Dasic Inlo

Stan

When creating new positions in NEBS, the default is Anmiverrary
a start date of October 1st of Year 1. The start date may
be modified by changing the start month for that specific
PCN, which will require an explanation for the ability
and need for accelerating the hiring period or extending RERTHA e

Tiga

Group

Select the additional “Spedial

the time beyond the normal start date of October 1. For Cisas: ||~ Setect aClee Salary Adiustrent” if appropriate
example, a July date may be used for a position that was e o i R o PP
added by a work program; therefore the hiring period is Verify FTE count

not necessary. Another example is several positions are \m'{‘!wl Yewr Z

added and staggered start dates are used. FE: | 0o 100 1w

Justification for such a decision unit must be compel-
ling and complete. Upon completion of the evaluation, all
supporting documentation must be included in NEBS and
attached at the decision unit level. Please note that part of
the supporting documentation is a copy of the completed

#an, Annl. Sl u ] il

Hard jnore yie
Review and dlick
“Save and Retum”

=

New Position
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REMEMBER: The final step is to Recalculate the
Payroll to determine the costs assodated with all new
positions and then balance the decision unit.

NPD-19 form. Please attach a scanned copy of the original
NPD-19 at the decision unit level. The scanned copy must
have the signature of the appointing authority along with
the associated decision unit number identified in the upper
right-hand corner of the NPD-19.

Note: If the new position is ultimately approved by the
legislature, the Budget Division will print the attachment,
apply an original signature in the Budget Division section
of the NPD-19 and forward it to the Division of Human
Resource Management (DHRM). Agencies should not
send the NPD-19 forms directly to DHRM, as they will be
looking for an original signature from the Budget Divi-
sion.

For example, your agency wants to request a new Per-
sonnel Officer II position. Your decision unit synopsis
narrative should be short and concise. Examples for the
narrative in the Decision Unit Synopsis are located in the
Style for Budget Text in the Appendices section.

Your “Justification” must be convincing and compel-
ling. It must address the “who, what, when, where, why,
and the consequences/benefits” of the request.

The Budget Account Position screen for the Personnel
Officer requested would be as shown above.

At this point, you will need to consider ancillary costs
associated with this position. Most of these costs are
schedule driven in NEBS. For instance, you will use the
Equipment Schedule to budget for the desk, chair, filing
cabinet, computer and associated software, computer
desk, and telephone. The Equipment Schedule in NEBS
for this request is shown.

Equipment Schedule

(w1l Zatg  GL Equipment Type

Aasie Infn

Lo

“Group” has been selected as
established in “Account Maintenance”

Trpe:

Group:

Correct Retirement

Retirmmie Code; Code is selected

NOTE: Thereis no
“Salary Adjustment”

HMan. Annd. Eal.; 0 o L]

Haaldy Fivi .

FTE is reflected only in Year 1 and Year
2 indicating this is a new position

Ret.; Wi Fars At Unnrmnp. Ihs.:

Pl Agrnt: Hedichre: FICR

AG Tort: Empl Bond: DalT Enk fuee DolT Contr Adm!
ColT Sec: CralT Fam

Fartal:

The “Fringes/Assessments” will be calculated
autormatically by NEBS upon processing

Another cost associated with new positions are EITS
services such as e-mail and voice mail. EITS assessments
are automatically calculated by NEBS and are shown as
checked in the Fringe View of the Position tab.

Not all costs are included in the NEBS schedules. Op-
erating, travel training and other costs are entered directly
into the line item detail in NEBS if necessary. Spread-
sheets supporting the calculations must be attached at
the decision unit level in the Account Maintenance tab in
NEBS.

After all costs have been identified and keyed into
NEBS and all schedules processed, you need to balance
the decision unit with the appropriate funding. The deci-
sion unit, upon completion, will be similar to the following
example.

Year 1 Year 2

Priority  Count Rate Total  Count Rate

Ez50 04 8241 OFFICE FURNITURE-SECRETARIAL *** ENTIRE UNIT *** 15 1 1,627.00 1,627 0 1,627.00
EZ50 26 8371 HARDWARE-DESKTOR PC w/O SOFTWARE 16 1 1,23Z.00 1,232 0 1,23Z.00
Ez50 26 7771 SOFTWARE-AMNTI VIRUS 17 1 3z.00 3z u] 3z.00
EZ50 26 7073 SOFTWARE MAINTEMANCE-ANTI WIRUS SUBSEQUENT YEAR 15 o] 20,00 1] 1 20,00
Ez50 26 7771 SOFTWARE-MICROSOFT OFFICE ®P PRO 19 1 300,00 300 u] 300,00
Ez250 26 7771 SOFTWARE-WINDOWS CLIENT ACCESS LICENSE [CALS) 20 1 19.00 19 u] 19.00

EZ50 Z6 8371 HARDWARE-SURGE PROTECTOR STRIPS

21 1 1Z.00 12 o] 1zZ.00

New Position
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DOIT Schedule

Line # DU Catg IT Service GL Unit of Measure Act, Oty, | Quantity Rate Total | Quantity Rate Total E
@ 1 BOoo 32  STATE PHOME LIMNE 7295 PER LINE PER MOMNTH 479778 47,9778 197530000 949 47,9775 19.730000 949
@I 2 BOOO 31 STATE PHOME LIME 7295 PER LINE PER MONTH 24.0142 240142 19780000 475 24,0142 19.730000 475
@ 3 BOoo 29  STATE PHOME LINE 7295 PER LINME PER MOMNTH 0.0000 0.0000 19.730000 u] 0.0000 19.750000 u]
@ 4 BOOO 04 STATE PHOME LIMNE 7295 PER LINE PER MONTH 383.0131 383.0131 19.780000 7,576 38583.0131 19.750000 7,576
@ 5 BOO0 %¢  EMAIL SERVICE 7533 PER ACCOUNT PER MONTH 5221106 S2z.1106 2.210000 1,154 S2z.4106 Z2.210000 1,154
@ ] BOOO 04  WOICE MAIL 7292 PER ACCOUNT PER MONTH 2641270 2641270 3.150000 832 264.1270 3.150000 832
@I 7 BOO0 14 PROIECT MAMAGER 7514 PER HCOUR 3.5000 3.5000 85.000000 295 3.5000 §85.000000 293
@ ] BOOO 31 WOICE MAIL 7292 PER ACCOUNT PER MOMNTH 24,1270 241270 3.150000 F& o 24,1270 3.150000 TG
@I El BOOO 31 EMA . L. . R MONTH 271357 274357 Z.210000 60 27,1357 Z.210000 &0

This is the Decision Unit selected

@ 10 BOOO 32 MOI for the Personnel Ana|yst|| R MONTH 479365 479365 3.150000 151 47,9365 3.150000 151
@I 11 BOOo A WICE waa FER ACLUONT FER MONTH 50,2513 50,2513 2.210000 111 50,2513 2.210000 111
1z EZ250 26  EMAIL SERWVICE 7533 PER ACCOUNT PER MOMNTH 0.0000 100000 2.210000 22 12,0000 2.210000 27

Another cost associated with new positions are EITS
services, such as e-mail and voice mail. These exclude the
EITS assessments which are automatically calculated in
the Fringe view of the Basic Information screen for posi-
tions. Use the EITS schedule to budget for these items as
illustrated above.

Not all costs are included in the NEBS schedules. Oper-
ating, travel, training, and other costs are entered directly
into the line item detail in NEBS. Spreadsheets support-

Budget vear 1 Budget vear 2

ing the calculations must be prepared and attached accord-
ingly at the decision unit level in the Account Maintenance
tab in NEBS.

After all costs have been identified and keyed into
NEBS and all schedules processed, you need to balance
the decision unit with the appropriate funding. The deci-
sion unit, upon completion, will be similar to the following
example.

S ummary TR S rositions |

Desision Unit Filters | E250 WORKING EMVIROMMENT AND WAGE v Edit Actual/wp

ou Catg | GL | Description Actual | Work Pgm  vear1 Year 2 @ Schedule
[C] ezs0 00 2501 APPROPRIATION CONTROL 0 0 50,064 65,284 - MNone -
[2] E2sn 01 s100 saLaRrIES Revenues balance to /n/ar,zss 43,106 PAYROLL
[] Ezsn 01 5200 WORKERS COMPENSATION expenitures. o 475 561 PATROLL
] ezs0 o1 5300 RETIREMENT 0 0 £,332 8,729 PATROLL
[3] E2sn0 01 5400 PERSONNEL ASSESSMENT 0 0 303 413 PAYROLL formetion
[2] Ezsn 01 5500 GROUP INSURANCE o 0 3,345 6,697 PATROLL entered via the
5] ezs0 01 s700 PAYROLL ASSESSMENT 0 0 109 151 PAYROLL Payroll Schedule.
[2] E2sn 01 5750 RETIRED EMPLOYEES GROUP INSURANCE 0 0 533 810 PAYROL
[3] Ezsn 01 S800 UMEMPLOYMENT COMPENSATION 0 o &0 52 PAYROLL
[C] ees0 o1 ss4n MEDICARE 0 0 453 625 PATROLL
E250 03 6200 PER DIEM IN-STATE 0 0 173 230 - Mone -
E250 03 6210 MP DAILY RENTAL IN-STATE 0 0 &0 80 - None -
E250 03 6240 PERSONAL VEHICLE IN-STATE 2 o 127 169 - Hone -
250 03 6250 COMM AIR TRANS IN-STATE Non-schedle driven 285 3&0 - Mone -

Information entered at Line

E250 04 7020 OPERATING SUPPLIES ltem level in NEBS 186 247 - Hone -
E250 04 7041 PRINTING AND COPYING - A - - 18 24 - Mone -
E250 04 7045 STATE PRINTING CHARGES 0 o 24 32 - Mone -
E250 04 7046 QUICK PRINT JOBS - CARSON CITY 0 0 zn 27 - Mone -

New Position
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Transfer In/Out Decision Units

CHAPTER

ansfer decision units move program revenue, expenditures, and/or positions
from one budget account to another. This chapter describes how to build
transfer decision units.

Statutory/Administrative Authority For example, you are transferring a Program Officer 3
to a another budget account within the same division. The

The authority for this request is implied in NRS 353.150 following is an example of the Synopsis provided in your
through NRS 353.246, the State Budget Act. budget submittal. Remember to be short and concise. Re-

Budget Account Decision Unit Text

Budget Period: 2011-2013 BIENNIUM (FY12-13) Text Updated

Budget Account: 4321 SAMPLE AGENCY REQUEST BUDGET
Version: ADQO AGENCY REQUEST BUDGET AS SUBMITTED
Decision Unit: ES04 TRANSFER TO SISTER AGENCY

Additional Text
(Fi?niSFAtEiZZDUE?Z This request transfers one Program Officer from Sample
Budget Book) |Agency, budget account 4321 to Example Agency Regquest
Budget, budget account 1234.
3;;

Application fer to - Style for Budget Text in the Appendix section.
The following is an example of a Justification provided
An agency may find that it needs to transfer a position in your submittal to the Budget Division. Be sure to ad-
and/or a program from one budget account to another. The dress the “who, what, when, where, why, and the benefits/
reasons for this could vary, but the most common reasons consequences” of such a request.
are because the agency is reorga-
nizing or because of a change in Justification: |Transfer of this position will streamline the grants ~
the agency’s programs or SeI‘VICCS. 39 E..l'-iaJ.l-'.:SlS ".-F"_-E._"_‘.ll': the dl".?'_Slﬁl-'_'. ].._"_"_'.3 EIEE..SfEl’ wWill El.'_‘abd.'.E
. functions such as grant monitoring,tracking and reviewing
The agency transferring out a subgrantee reports within one budget account. Therefore,
pOSitiOH or program (the agency a separate decision unit has been requested to reclass this

of origin) creates an E-900 series
decision unit. This E-900 is then

copied to the receiving agency to complete the transfer. (justification continued) *...position from a Pro-
The agency of origin will indicate negative amounts in gram Officer 3 to a Grants and Projects Analyst 2.
the transfer-out that will include all associated position This E-805 decision unit submitted has no salary
costs (travel, operating, training, etc.), while the receiving adjustment since both clasifications are grade 35.”
agency’s corresponding E-900 decision unit will indicate

positive amounts for the transfer-in and include exactly the If the receiving budget account of the transfer is in a
same associated position costs.! The amounts of the two different division, you should work with that division,

ransfer decision units should n ZET0. . . . .
transfer decision units should net to zero and all associated costs must be identical to the information de-

1  When the agency of origin is initiating a transfer, all data (e.g. tailed in the base budget.

position control number, benefit codes, and anniversary date)

Transfer In/Out Decision Units
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with the approval of the director/administrator, so every-
one is aware of the transfer.

You will enter all information relevant to moving that
particular position including all of the ancillary costs as-
sociated with the transfer. To copy the position into the
E-900 decision unit: go to the Positions tab in NEBS and
select the position to be transferred by clicking the copy/

transfer icon. E

Copy Position

Source:

Budget Period:
Budget Account:
Version:
Decision Unit:
Position:

Class:

Destination:

Budget Period:
Budget Account:
Version:

Decision Unit:
Number of Copies: _.
Reuse FCN=:
Opposite Copy:

Position Copy Type:

2011-2013 BIENNIUM (F¥12-13)

4321 SAMPLE AGENCY REQUEST BUDGET

AQOC AGENCY REQUEST BUDGET AS SUBMITTED
BO00 BASE

000001

07643 PROGRAM OFFICER 3

[ 20112013 BIENNIUM (FY12-13) |
4321 SAMPLE AGENCY REQUEST BUDGET

400 AGENCY REQUEST BUDGET AS SUBMITTED ¥

| E304 TRANSFER FROM SA

7

. ~ r{Indicate PCH is
<-08- Starting PCN#: | lpo came

Check Opposite Copy &
Transfer Position Copy

| Transfer v | =————

Select decision unit

44321 TO EXAMFLE, BA1234 v |

Copy Cancel

When the Position Copy screen appears, enter the de-
cision unit you are using for the transfer - E-904 in this ex-
ample. Also indicate that the same PCN (position control
number) is to be used. Check the Opposite Copy (to create
a negative FTE) and select Transfer in the Position Copy
Type box. The completed screen is shown above. This
process will copy the position from the base decision unit
to E-900 as negative amounts to eliminiate this position
from this budget account.

Be sure to include all associated costs of the position,
such as e-mail, voice mail, telephone, office rent, operat-
ing supplies, travel, training, computer supplies, etc. In-
clude the spreadsheet showing your calculations/method-
ology used to determine the amounts you are transferring
for each object code.

In this example, we are assuming there are travel
and operating costs. Therefore, you will need to attach a
spreadsheet with associated operating costs. These ancil-

lary costs will be reflected in the E-904 decision unit as
negative amounts (next page).

It is possible the receiving agency may already have as-
signed the same PCN to another employee. If this occurs,
the receiving agency must change the PCN in its decision
unit through the payroll section of NEBS. Narrative for
each decision unit should include the original and changed
PCN.

The next step is to calculate and enter the travel ex-
penditure to be transferred to the other agency. Attach the
spreadsheet used for the calculation at the decision unit
level as supporting documentation for your entry on the
line item screen. The final E-904 decision unit is shown
on the next page. Finally, balance the decision unit with
the appropriate funding source. In our example we have
balanced using General Funds.

When the transfer decision unit is complete, copy it to
the appropriate budget account. Do this in the Account
Maintenance tab of NEBS by clicking the copy icon but-
ton next to the E-904 decision unit. Your screen will re-
semble the following example:

E*]f.uuv Decsion Unit

Copy Decision Unil

Suurce:

Buclge! Banod:
Budget Aresur:
iergion:

Cesiian Urd:

2011-3013 BIEMNIUM (Fr13-13

4331 SAMPE AGENCY REQUEST SULGET

A00 AGENCY REQUEST BUDGET A5 SUBSMITTED
O EXAMEL

E704 TRANSFER FROM SAMPLE, BA43ZL A
hese iwo boxes

Destinalion;
regniTite ALL of
Budgst Acesird: | 1704 EXAMPLE AGENCY REOUEST GUOGE M dirklmidion B
aCCounts mappmng
Version: | LODCOFYOFLO1 TO RECALC PAYROAL [t the Bluedget |
Arcour Lﬂl:' |
Cecickon Unit: | EX4 TRANSFER Selociion i RARE 1'
3| C_'-:-'a:!EMrr f-‘-‘Ca.l.Tul Ley t' Fuhd Maggng
__t_'_
Ll Overwrite Budget account Lével Ativity MapDing
Inchete Posdrong:  [#] snd brest poedssne as | 1 anshis e

Reuse FChEs: 7] on

7l Starting PCHE!

Dppailé Topy: !:

When the Copy Decision Unit screen appears, enter
the destination budget account, the version of the budget
account, and the decision unit number. Additionally, check
the Opposite Copy box and select Transfer from the Posi-
tion Copy Type box.

Two additional check boxes were added in the 2009-
2011 session with the addition of the Priority and Perfor-
mance Based Budgeting approach (shown above). These
two boxes are RARELY used. If the Overwrite Budget
Account Level Fund Mapping box is selected, this deci-
sion unit fund map will overwrite the entire existing fund
map for the destination budget account at the budget ac-
count level. If the Overwrite Budget Account level Activ-
ity Mapping is selected, this decision unit’s fund map will

Transfer In/Out Decision Units

90



State of Nevada 2013 - 2015 Biennium Budget Instructions

(-]

=

Delete DU Calg | GL  Descrgtion Atual
[ !
Ed = 01 ARPROPAIATION CONTROL
Eﬂ EeD+ 0L 5100 SALARIES
ES! EBO- 0L 5100 WORMERE COMPENEATION
£ = 5300 RETIRLMIN
K4 L3904 409 PERSONNEL
@ ERia | 5500 CGROUE INSURANCE
B e s
F:.E ERD a 5750 RETIRED EMPLCYEES GROUP IMEURANCE
EE ES 58 REMPLOYMENT COMPENEAT]
EE Lt G40 MEDCRRL
m ] = 6200 PER DIEM [N-STATE
m D ESO4 i} 6240 PERSONAL VEHICLE TN-5TATE
E;"J 5] E20< 33 6150 COMM AIR TRANE IN-ETATE
D Sl 04 TOI OFERATING SUPPLTES
k-:g a0 4 SURANCL
ﬂ Efnd a4 { AESECEMENT
B s e RTeTo
m Fefd 76 7556 DOIT SECURITY ASREESMENT

= T T ReuEige
Total Expenditures

! Riswirng and eapondilures are
!negatme - decision unit iz in

| balisneie

L

Ciflerence

overwrite the entire existing activity map for the destina-
tion account.

As the agency of origin, you may not have access to the
other agency’s account in NEBS (the Health Division does
not have access to the Environmental Protection budget,
for instance). If this is your situation, ask your Budget Di-
vision analyst to facilitate this transfer.

Revenue Adjustments for Transfers

When an agency transfers out a position or a program
with all associated costs, it also transfers the revenue
source connected with that position/program as a balanc-
ing mechanism for the decision unit. If the receiving bud-
get account does not collect the same revenue as the agen-
cy of origin or if the receiving budget account will fund
the transfer with a different source of revenue, the revenue
received must be converted to the appropriate revenue.
This is accomplished in decision units E-500 - E-549.

If your budget account has several transfer decision
units, it is easier to identify the revenue adjustment that
ties to the transfer by using the corresponding E-500 ad-
justment to the E-900 transfer. In this example, an E-504
is used with the E-904.

In our example, the receiving agency does not receive a
general fund appropriation and will fund the transfer deci-

a

1
Wark Pem Fasr L Changs Tasr 2 Changs Scheduls d
L] 200 0 -4, 106 0} - Nuna
-57,482 PATACLL
& AYR
p i 3,50 PAYREL
7,738 AADT PATRN
£ Pa
o 158 1546 PAYROLL
AYHE
nk i FRYROLL
158 i 158 ] - Mone
(v d [\ d B - Won
297 i 231 B - Mon=
a ] [ 27l U - hpne
=R oy
14 PAYR
115 118 J  PavRoL
5% 5B }lJr BAYROAL
o <8334 -84,306
— 2 i %€ | Costs fram P yroll
S A3 928 2 3
-' S el 8 B2308 | Sehedule sxcept
a ¢ e 0| trsvel costs

sion unit with court assessments revenue. Therefore, the
receiving agency will need to correct the funding source
for the transfer with the E-500 decision unit shown below.

The net effect of the E-500 decision unit will be zero as
the receiving agency is simply correcting the revenue to
correlate with funding sources utilized in its budget.

If necessary, this E-500 decision unit can also be used
to adjust expenditures. For example if this position was
transferred from an internal service budget account such
as Division of Human Resource Management to a Health
and Human Services budget account, the personnel and
payroll assessments would need to be added in the E-500
since these assessments are not charged to positions in
DHRM budget accounts but are charged to HHS budget
accounts. These adjustments would then be funded by
the appropriate funding source of the receiving budget ac-
count.

Transfer In/Out Decision Units
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U schcdules | Positions | -
Decision Unit Filter: | E504 ADJUSTMENTS TO TRANSFER FOR E-904 v| | Save || sSaveandRewm || Cancel |
(]
Delete | DU Catg | GL |Description Actual | Work Pgm Year 1 Change Year 2 Change | Schedule E}
—
|
EY [ esos o0 2501 apPROPRIATION CONTROL 0 o EREE|| ][ -84306] | 0| - None -
] [] ES04 00 3749 COURT ASSESSMENT 0 | 83.245 | | of| 84,306 | 0| - Naone -
Total Revenue 0 0 0 0
Total Expenditures 0 0 0 0
Difference 0 ] 0 0
[ Save ] [ Save and Return ] [ Cancel

Transfer In/Out Decision Units
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Technology Investment Requests (TIRs)

Technology Investment Request (TIR) is a required state budget document used

to request funding for an Information Technology (IT) project costing $50,000
or more regardless of the funding source. TIRs apply to federally mandated
projects, as well as projects initiated by stimulus funds, such as those from the
American Rehabilitation and Recovery Act (ARRA).

Statutory/Administrative Authority

Chapter 242 of the Nevada Revised Statutes, Chapter
1600 of the State Administrative Manual, and policies,
standards and procedures can be found at http:/it.nv.gov
under the “Governance” tab.

Application

An IT project is defined as the implementation of IT
improvements (computer, telecommunications, or other
information technology) using IT services provided by
a vendor, Enterprise Information Technology Division
(EITS), or an agency within a defined period of time. IT
improvements can be for existing systems or new systems.

IT projects include:

* Infrastructure development or enhancement
(e.g. local area or wide area networks, IT con-
solidation, virtualization, re-engineered envi-
ronment, and special technology deployments,
such as geographic information systems (GIS),
document management or video-conferencing
systems.

* Business and administrative systems (e.g. soft-
ware acquisition (including open source), trans-
fer, development, enhancement, legacy system
replacement, web services, or outsourced ser-
vices from application service providers).

* Note: For telephone and communication sys-
tems projects, please request assistance from
EITS’ Telecommunications Unit by contacting
the Help Desk by phone at (775) 684-4333) or
e-mail at helpdesk@admin.nv.gov.

IT projects do not include:

* Requests for replacement hardware and soft-
ware upgrades

» Maintenance for ongoing IT services and sup-
port

TIRs for the 2013-2015 biennium are due to EITS on
April 9, 2012. After that date, TIRs for the biennial budget
should be submitted to the Budget Division. Together, the
Budget Division and EITS will determine whether to ac-
cept the TIR for consideration for the Governor’s Recom-
mended budget.

EITS is responsible for developing management track-
ing and reporting standards for all IT projects. EITS de-
veloped the TIR document and will provide training work-
shops and instructional materials for agencies to use in
the completion of the TIR document. TIR documents are
available on EITS’ web site at http:/it.nv.gov. TIR work-
shops are available through Nevada Employee Action and
Timekeeping System (NEATS) and generally provided in
the fall and winter of odd numbered calendar years. Spe-
cial agency workshops can be arranged by calling (775)
684-5850. Please contact EITS at this number if you intend
to submit a TIR and missed the 2012 workshops.

EITS staff is available to guide agencies in the comple-
tion of the document. It is recommended agencies contact
EITS (775) 684-5800 as soon as they know they will be
completing a TIR. This will ensure EITS is involved at the
onset of TIR construction.

The Nevada Executive Budget System (NEBS) must be
used to develop costs for services and products identified
in the TIR Units of measure captured in the TIR Service
and Resource Planner can be used to key into NEBS. The
Budget Division has identified a series of decision units in
NEBS for agencies to select from specifically for TIRs that
are tied to the Governor’s strategic priorities. The decision
units are described as follows:

Series Description

E550- E559  Technology Invest, Sustainable and Growing Economy
E560- E569  Technology Invest, Educated and Healthy Citizenry
E570 - E579 Technology Invest, Safe and Livable Communities
E580 - E589 Technology Invest, Efficient and Responsive State

Government

The TIR, when complete, will clearly describe the busi-
ness need, the urgency for resolution, and the IT resources
required to implement the project. The total of the deci-
sion unit for the TIR must reconcile with the total biennial

Technology Investment Requests (TIRs)
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cost shown on the TIR cover page. Units of measure cap-
tured in the TIR Service and Resource Planner should be
attached as notes in NEBS. A copy of the TIR document
must be attached to the decision unit at the decision unit
level in NEBS as approved by EITS.

If requesting state staff, create two decision units. One
decision unit for all costs related to the TIR except for state
staff. The other decision unit is for state staff and asso-
ciated ancillary costs. Reference the corresponding deci-
sion unit in each decision unit synopsis. Requested staff
should directly relate to the implementation and on-going
support of the IT project. If state staff is requested, attach
the NEBS 130 schedule to the TIR document submitted
to EITS.

TIRs for projects that cost over $500,000 must include
a cost benefit analysis (CBA) if there is more than one
possible viable solution alternative. EITS has a methodol-
ogy and a CBA Workbook for this, and staff is available
to assist by calling (775) 684-5800. When a cost benefit
analysis was conducted, the summary page from the CBA
Workbook must be attached to the TIR when submitted.

These larger TIRs (projects over $500,000) will be re-
viewed, scored, and prioritized by the Information Tech-
nology Strategic Planning Committee (ITSPC) comprised
of various department directors or their representatives.
Agencies submitting these large TIRs will have the op-
portunity to present their business case to the committee.
The Governor’s Office will make the final determination
regarding the inclusion of individual projects in the Gov-
ernor Recommends budget after reviewing the recom-
mendations of the ITSPC.

The following describes the ranking criteria the mem-
bers of the ITSPC will use to evaluate TIRs submitted by
agencies for the 20013-2015 biennium:

State of Nevada IT Project Prioritization

2013-2015 Biennium
Criteria for Evaluating Technology Projects

Maximum Possible Points: 100

Section I: IT Project Proposal

A. Public and Employee Safety/Statutory or Other Requirements
If the answer to these criteria is “no,” the point value is zero (0). De-
pending upon how directly a qualifying project or expenditure may
relate to a particular requirement (federal mandate, state mandate,
health-safety-security issue, or compliance with an enterprise tech-
nology standard), or satisfies more than one requirement (e.g. it is
mandated by state and federal law and fulfills a health and safety
mandate), 0-20 points awarded.

B. Customer Service Improvements
* Minimally improves (0-2 points)
* Moderately improves (3-5 points)
+ Significantly improves (5-10 points)
And
» Small customer base (0-2 points)
* Moderate customer base (3-5 points)
+ Large customer base (5-10 points)
Estimate the number of citizens affected annually____
Identify the improvement anticipated
Identify the citizen/customer affected
0-20 points awarded

C. Improvement to Processes
Cost Effective/lncreased Efficiency
* Minimal direct impact to processes (0-5 points)
* Moderate direct impact to processes (6-10 point)
+ Significant direct impact to processes (10-15 points)
0-15 points awarded

D. Collaborative
« Within one agency (1 points)
« Multiple agencies or levels of government (3 points)
« State government enterprise wide (5 points)
0-5 points awarded
E. Technical Risk and Experience Level*
» High overall risk, low experience level (0 — 5 points)
* Moderate overall risk, moderate level of experience
(6 — 10 points)
» Low overall risk, high level of experience (11 — 15
points)
Comment on Technology Complexities
*Technical risk including new technologies. Experience criteria in-
volves rating the extent to which previous projects have successfully
achieved their objectives e.g. on time, on budget, minimal imple-
mentation problems, positive programmatic impact, partnering with
other agencies, and impact on other agencies.
0-15 points awarded

F. Funding - Financial Risk
* Funding loss possible with direct impact on the
project success (0 — 1 points)
» Project funding lies outside of biennium (2 — 4
points)
* Interdependent phases across biennium with stable
sources (5 — 7 points)
« Stable funding sources with committed funding as-
surances (8 — 10 points)
What would happen if this project fails or is not funded in future
periods?
If fee based, does customer support the fee? What is the impact to
the fee structure?
0-10 points awarded
G. Financial Benefits
Project is able to pay for itself or have positive impact on State Rev-
enues

Technology Investment Requests (TIRs)
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* No (0 points)

* Yes (5 points)

Identify how benefits are to be generated
0-5 points awarded

Section II: Financial Analysis

A. Financial Ranking - Cost Benefit Analysis
Note: for projects where no state government benefit, citizen ben-
efit, or opportunity value or risk/loss avoidance benefit is created
due to the nature of the project, the benefit/cost ratio and return on
investment values are set to zero.
0-10 points awarded

Section llI: Information No points awarded

A. Sources Of Funds
Project Method of Funding:
General Fund/Grants/Federal Dollars/Fees/Other (describe)

B. Negative Consequences
Identify any negative consequences that can occur as a result of not
doing this Technology Project

C. Governor’s Fundamental Goals
Identify how the request links to the Governor’s Fundamental Goals
(linkage required)

IT Project Information

IT project timeframes do not necessarily correspond
with the State’s biennial budget cycle. Some projects, es-
pecially larger projects will transcend biennial budget pe-
riods. If funding is being requested for a project phase or
enhancement to a previously approved TIR project, con-
tact EITS (775) 684-5852. You will be asked to provide up-
dated project information, along with an updated Service
and Resource Plan.

A completed TIR for an IT project that costs over
$1,000,000 must include a business plan. See the business
plan section in the appendix.

Technology Investment Requests (TIRs)

95



OUTLINE OF WORKFLOW

Fund Maps

CHAPTER

A fund map is a budget tool, presented as a spreadsheet table, detailing how
revenues and expenditures are related within in a budget account. A fund
map explicitly associates each revenue source to a specific expenditure or a
combination of expenditures or a specific expenditure to a unique revenue or
combination of revenues.

Using Fund Maps Another version of a fund map is a cash reconciliation
which is completed at the end of the fiscal year to reflect

Funds maps are used for various purposes. For exam- which revenue source paid for actual expenditures.
ple, a fund map is required to be included with a work
program; NEBS includes a fund map function required for
the biennial budget; and most agencies maintain internal Revennes $325,000
fund maps used in conjunction with their operating state-

GENERAL FEDERAL TOTAL
FUND FUNDS

. . . Expenditures
mentg to monitor the actual expenditures for each specific Tra‘:/el $4,000 - $4,000
funding source. Operating $16,000 $-  $16,000
Various methods are used in developing fund maps, but Training $5,000 $- $5,000
in general they serve a similar purpose. A fund map re- Program Specific Expenditures $75,000 $225,000  $300,000
flects the expenditures associated with a specific revenue Total Expenditures $325,000
source. Below is a sample of the general format.
Budget Account - Tite GENERAL FUND ESEST‘N‘: OTHER FUNDING Leg Approved
EHEIE Book &
General Fund Forw?rd From Block Grant | Fees Collected Pamphiet
2501 Previos Year 3803 3611
SFY09 FUND MAP o) Sales 4052
2501 - General Fund Appropriation 67,037 67,037 67,037
2511 - Balance Forward From Previous Year
3611 - Fees Collected 28,745 28,745 28,745
3803 - Block Grant 985,190 985,190 985,190
4052 - Book & Pamphlet Sales 345 345 345
TOTAL REVENUES 1,081,317 67,037 - 985,190 28,745 345 1,081,317
01 [Personnel Service 856,721 67,037 - 760,594 28,745 345 856,721
03 |In-State Travel 37,755 - - 37,755 - - 37,755
04 |Operating Expenses 68,191 - - 68,191 - - 68,191
10 |Provider Training 11,600 - - 11,600 - - 11,600
25 |Transfer to B/A 3145 82,169 - - 82,169 - - 82,169
26 |Information Services 7,829 - - 7,829 - - 7,829
86 [Reserve
87 _|Purchasing Assessment 578 - - 578 - - 578
88 |Statewide Cost Allocation 5,696 - - 5,696 - - 5,696
89 |AG Cost Allocation 10,778 - - 10,778 - - 10,778
93 [Reserve For Reversion
TOTAL EXPENSES 1,081,317 67,037 . 985,190 28,745 345 1,081,317
Fund Maps
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For budgeting purposes, you are required to input your
projected fund mapping information in NEBS for all bud-
get accounts regardless of the number of revenue sources
(even if your budget account only has one revenue source).
This is critical to your budget analyst since your fund map
is a funding guide for the Governor Recommends phase.
During this phase of budget building, a budget account
goes through multiple revisions including corrections, ad-
justments, rate revisions, additions and deletions depend-
ing on the decisions made by the Budget Division and
Governor’s office. These decisions are confidential; there-
fore, your budget analyst must have the necessary infor-
mation to determine the appropriate revenue adjustment
for any changes determined by the Governor whether it is
positive or negative.

There are a few instances where a budget account’s
funding stream is very complex and it is difficult using
the NEBS fund map. In these specific instances, contact
your budget analyst and discuss an alternative method,
such as submitting an Excel spreadsheet. Remember if
this method is used, each decision unit is required to have
a separate tab with a summary tab totaling all tabs. This
alternative method should be used only in extreme cases
since NEBS will fund map expenditures by position, posi-
tion group, category, object code and revenues by percent-
age and fixed amounts. In other words, positions or posi-

tion groups, categories or object codes can be “mapped”
to a specific revenue source in the fund map; therefore, a
specific category funded by a specific federal grant will
reflect that information within the NEBS fund map.

The NEBS manual has examples of the various types of
fund maps and illustrates the steps of entering this infor-
mation into the fund map tab. Basically, the percentages
or fixed amounts are assigned to expenditures by category
or object code and the system does the calculations. Sup-
plying the best information available is crucial since this
will have an impact on your budget account for the next
two years.

Fund maps can be reviewed either through the “Sum-
mary” link within the fund mapping tab (which is includ-
ed in the NEBS manual information) or via the following
fund map reports under the Reports tab:

« NEBS 630 Line Item-to-Fund Map Comparison
+ NEBS 640 Fund Mapping Detail Report
+ NEBS 650 Line-ltem Work Program Summary Report

Fund Maps
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The Governor Recommends Phase

]"he Governor Recommends phase of the biennial budget process occurs when
the Governor, in consultation with the Budget Division, sets his or her budget
priorities for the coming biennium. During this phase, the Executive Budget is
finalized for transmission to the Legislature and the public. Thus the Executive
Budget is both a policy document and a budgetary document for the ensuing two

o 2 1 OUTLINE OF WORKFLOW
.
<
X
(&)
fiscal years.
Statutory Authority

NRS 353.150 - 353.246, also known as the State Budget
Act, outlines the Agency Requests and Governor Recom-
mends phases of the biennial budget process.

Description

The Agency Requests phase of the budget process of-
ficially ends on September 1 (or the Friday before if it
falls on a weekend) when agency budgets are due to the
Budget Division. This original submission is the 400 ver-
sion in NEBS. After the 400 version is closed in NEBS,
the payroll is calculated and schedules are processed on all
budget accounts as a double check. Once this is complete,
the 400 version is saved as the original agency submission
and closed as final. This version is copied to the A0/ -
Agency Request version.

After September 1% through October 15%, while the
Controller’s Office finalizes revenues and expenditures for
the base year, the Budget Division analysts review each
budget account and work with agencies to finalize the A0/
- Agency Request version based upon actual revenues and
expenditures and any other needed modifications such as
balancing decision units and making last minute changes
requested by agencies. Once finalized, the 401 - Agency
Request version is transmitted electronically to the LCB’s
Fiscal Analysis Division for their review in accordance
with NRS 353.211(1).

During this transmission process, your agency’s re-
quested budgets will be frozen and copied to the Governor
Recommends (G0I) version in NEBS. During the Gover-
nor Recommends phase, the budget is confidential (NRS
353.205(3)). Agency fiscal staff will still have the ability
to view their Agency Requests in NEBS, but they will not
be able to see the changes in Governor Recommends until
this portion of the budget becomes public after the Gover-
nor’s State-of-the-State address in January.

Several things happen during the Governor Recom-
mends phase of the budget building process. First and
foremost, the Budget Division analysts review each bud-
get account’s base and refine adjustments for one-time

and partial year expenditures (i.e., M-150 decision unit
adjustments). Base accounts for the largest portion of the
budget and a corresponding share of your Budget Divi-
sion analyst’s time is spent reviewing your base budget
and associated adjustments. The bulk of this work is done
between October 15 and December 31, when the adjusted
base budgets are statutorily due to the Fiscal Analysis Di-
vision (NRS 353.211(2)).

Also during this time, several items are added to each
budget account based upon the directions the Budget Di-
vision receives from the Governor. These items are listed
below in no particular order.

Vacancy Savings (GL 5904)

Vacancy savings are used by the Budget Division to
save General Fund and Highway Fund dollars by recog-
nizing each agency has a certain amount of turnover every
year. Rather than tie that money up in the personnel ser-
vices category of each agency, we budget for turnover and
are then able to use the money for other things.

The Budget Division will calculate vacancy savings for
those budgets with positions funded in whole or in part by
the General Fund or the Highway Fund and those internal
service fund budgets supported in whole or in part by the
General Fund (such as the Division of Human Resource
Management (DHRM) and the Enterprise IT Services Di-
vision).

A vacancy savings schedule is in NEBS. The vacancy
savings schedule will be deactivated during the Agency
Request phase and updated by the Budget Division in the
Governor Recommends phase. For Agency Request, agen-
cies should enter their 2013 legislatively approved amount
for vacancy savings in M-150 for Year 1 and Year 2.

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

1. A computer-generated position occupancy report is
prepared by DHRM for the last three fiscal years.
This report compares the number of calendar staff
days available to the number of days the positions
were occupied and computes a vacancy percentage by
budget account number.

The Governor Recommends Phase
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2. 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
consider other factors that may cause the calculation
to be overstated or understated.

3. The report carrying the lowest percentage is used for
calculating vacancy savings in a particular budget
account or adjustments may be made to the vacancy
percentage based on a review by the Budget Division
analyst for circumstances affecting occupancy dur-
ing the period reported. Calculations with appropriate
variances are based on the following criteria:

e Agency budget accounts with 1-10 General
or Highway Funded positions plus Internal
Service budget supported FTEs: 0 vacancy
savings.

* Agency budget accounts with 11-25 General
or Highway Funded positions plus Internal
Service budgets supported FTEs: 25% of the
vacancy percentage applied against the total
salaries and fringes on the payroll worksheet.

* Agency budget accounts with 26-50 Gener-
al or Highway Funded positions plus Internal
Service budgets supported FTEs: 50% of the
vacancy percentage applied against the total
salaries and fringes on the payroll worksheet.

e Agency budget accounts with 51 or more
General or Highway Funded positions plus
Internal Service budgets supported FTEs: 75%
of the vacancy percentage applied against the
total salaries and fringes on the payroll work-
sheet.

4. Vacancy percentages are applied against total salary
and fringe dollars only. The personnel services cat-
egory is reduced by the amounts budgeted for over-
time, standby pay, shift differential, longevity, etc.,
before applying the percentage.

5. 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.

6. Once the Budget Division analyst has determined
the vacancy savings amounts for the various decision
units of each budget account, a copy of the calcula-
tions and amounts will be provided for agency review.
If there are special or unique circumstances that in-
fluenced the vacancy savings calculations, or if the
agency believes the amount would place undue hard-
ship on the agency budget in the upcoming biennium,

the agency should discuss the issue with their Budget
Division analyst and provide the documentation to
substantiate any special situations not likely to be re-
peated. 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.'

Cost of Living Adjustments (COLAs)

If authorized by the Governor, every budget account
with positions will be adjusted for COLAs during the
Governor Recommends phase. Agencies must not budget
for COLAs independently of the Governor Recommends
phase.

Other Salary Adjustments

If authorized by the Governor, the Budget Division may
add other salary adjustments as maintenance or enhance-
ment decision units to each budget account with positions.
This may take the form of increased pay for positions
within a specific job classification in the classified system
or mass changes to salaries of employees in the unclassi-
fied or non-classified system.

For example, the Budget Division added decision units
for both scenarios in the 2007-2009 biennium. These
changes were recommended by the Governor in order to
reach parity with similar positions in the private sector or
other governmental jurisdictions.

Occupational Studies/Salary & Fringe Rate
Adjustments

Similar to the other salary adjustments mentioned
above, if the DHRM has conducted any occupational stud-
ies of specific job classifications and is recommending any
salary adjustments, the Budget Division may add those
changes to the affected budget accounts in an M-300 deci-
sion unit if approved by the Governor. Also, if there are
any rate changes to Retired Employees Group Insurance
(REGI), retirement, workers’ compensation, health insur-
ance for active employees, personnel assessments, pay-
roll assessments or unemployment compensation, those
changes would also be reflected in an M-300 decision unit.

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.

The Governor Recommends Phase
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Finalization of Maintenance and Enhancement
Decision Units

While all of these mentioned changes are being added
to each budget account, the Budget Division is also ana-
lyzing each agency’s requested maintenance, enhance-
ment, and items for special consideration decision units
for recommendation to the Budget Director and ultimately
to the Governor. It is critical your agency’s requested bud-
get clearly explains the purpose of any maintenance or en-
hancement requests, the funding needed, and the impact
on future biennia. Remember: if your Budget Division an-
alyst does not understand your agency’s request(s), it will
not be recommended to the Budget Director.

Agency Responsibilities During
Governor Recommends

As your agency’s fiscal representative, you will have
several responsibilities during the Governor Recommends
phase. The above examples of budget revisions typically
have short deadlines and will require the immediate at-
tention of the agency. Although you won’t be able to view
your budget account(s) in NEBS during this time, the Bud-
get Division analyst may be in contact with you and may
need your help in making sure your budget is accurate in
light of all the changes made during this time.

If you find errors during any phase of the budget pro-
cess, notify your budget analyst immediately.

During this period, you may be asked to re-balance
your budget. This is especially true if your agency has
many different (and complicated) funding sources and for-
mulas. For example, if the Governor authorizes a COLA
in one or both of the fiscal years, your Budget Division
analyst may send you a report from NEBS that projects the
cost to your agency and ask you to balance your agency’s
revenues to that amount.

If there are further adjustments to your adjusted base
budget, your Budget Division analyst may contact you to
discuss his or her rationale for making the adjustments and
to get your opinion. You may then be asked to balance
your revenues again.

Also, it is likely your Budget Division analyst may need
additional information during this time to justify your
agency’s maintenance and enhancement decision units.
This could take the form of updated projections (i.e. casel-
oads), expanded justification, new decision units that were
not included in the Agency Requests, or providing further
support for your agency’s requested budget.

When the Governor Recommends phase is completed,
your Budget Division analyst may give you one last op-
portunity to review your budget(s) before it goes to the
printer for final transmittal to the Legislature. It is critical
that you are available during this time. Consider pro-
viding your Budget Division analyst a means to contact
you during the evening or on weekends. Your final review
provides one last check for errors before we go to print,
thereby minimizing the need for budget amendments dur-
ing the legislative session.

The Governor Recommends Phase
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INSTRUCTIONS

BUDGET

1A Priorities and Performance Framework

BRIAN SANDOVAL

Governor

JEFF MOHLENKAMP
Director

Department of Administration

Priorities and Performance Framework

As Nevada continues to recover from the fiscal chal-
lenges of the Great Recession, Governor Sandoval has
articulated a planning and budget framework for the up-
coming biennium. This framework is based on the same
vision and priorities the Governor set forth in his Inau-
gural Address, his first State of the State message to the
Nevada Legislature, and the policies and programs carried
out by his administration since its inception.

The Governor’s vision provides not only the organizing
principles of the new Priorities and Performance Budget,
but the Executive Budget in total. It will also encompass
the legislative and policy priorities to be put forth by the
this administration for the 77th Regular Session of the
Legislature in 2013.

The Governor’s vision is grounded in an unfailing opti-
mism about the future of this state. Careful stewardship of
public resources, coupled with a forward-looking approach
to economic development, education, and the overall qual-
ity of life will ensure that future generations prosper and
succeed. Generations of Nevadans have flocked to this
state for a good job and the opportunity to get ahead. The
ongoing mission of State Government and the underlying
values that guide decision-making must remain intimately
linked to the traditions and history of Nevada, while con-
tinuing to look for ways to create new opportunities and
pathways for businesses and individuals.

Vision: Nevada’s best days are yet to come.
Mission: Create a new promise of opportunity.
Values: Action Opportunity
Collaboration ~ Optimism
Courage Pride

Strategic Priorities

Working with his Cabinet, the Governor has estab-
lished four Strategic Priorities as well. These Priorities
are reflected in the Objectives and Performance Measures
established within the various Core Functions of Govern-
ment. These priorities are as follows:

* Sustainable and Growing Economy — our
short-term goal must be to get Nevada work-
ing again, while striving over the long-term to
restructure and diversify our economic model.

¢ Educated and Healthy Citizenry — the Gover-
nor remains committed to education reform and
to ensuring that the State provides a safety net
for those most at-risk, protect the public health,
and provide opportunities for all Nevadans to
participate fully in all our state has to offer.

» Safe and Livable Communities — Nevada is
a great place to live, work, and play, and State
Government must provide public safety ser-
vices while protecting our natural and cultural
resources.

o Efficient and Responsive State Government
— quite simply, we are changing the way Nevada
does business through support for initiatives
that hold government accountable, ensure ef-
ficient use of resources, provide transparency,
and support excellent customer service.

Priorities and Performance Framework
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sie Governor’s Strategic Priorities

l isted below are the Governor’s strategic priorities and associated decision unit
numbers. Enhancement decision units added to your budget request should
reference these priorities.

E-125 - E-150

Sustainable and Growing Economy

E-225 - E-250

Efficient and Responsive State Government

E-275 - E-300
Educated and Healthy Citizenry

E-350 - E-375

Safe and Livable Communities

E-550 - E-559

Technology Invest, Sustainable and Growing
Economy

E-560 - E-569

Technology Invest, Educated and Healthy
Citizenry

E-570 - E579

Technology Invest, Safe and Livable Com-
munities

E-580 - E-589

Technology Invest, Efficient and Responsive
State Government

Governor’s Strategic Priorities
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Decision Units

B00O Base

M100 Statewide Inflation

M101-M120  Agency Specific Inflation

M150 Adjustments To Base

M200 - M220  Demographics/Caseload Changes

M300 - M300  Fringe Benefit Rate Adjustment

M301 - M327  Occupational Studies/Salary & Fringe Rate Adj
& Cola Dec Units (Budget Office Use Only)

M425 - M429  Deferred Facilities Maintenance

M501 - M597  Mandates

M600 - M609  Court Orders

M800 - M804  Cost Allocation

E125-E150  Sustainable And Growing conomy

E225-E250  Efficient And Responsive State Government

E275-E300  Educated And Healthy Citizenry

E350-E375  Safe And Livable Communities

E490 - E499  Expiring Grant/Program

E500-E549  Adjustments To Transfers

E550 - E559  Technology Invest, Sustainable & Growing
Economy

E560 - E569  Technology Invest, Educated And Healthy
Citizenry

E570-E579  Technology Invest, Safe And Livable Communi
ties

E580-E589  Technology Invest, Efficient And Responsive
State Government

E600-E609  Budget Reductions

E710-E719  Equipment Replacement

E720-E729  New Equipment

E730-E734  Maintenance Of Buildings And Grounds

E735-E736  Airplane Maintenance

E737-E739  New Programs

E750-E799  Budget Restorations

E800 - E804  Cost Allocation

E805 Classified Position Reclassifications

E806 Unclassified Position Salary Increases

E807 -E810  Classified Position Reclassifications

E811 Unclassified Changes

E812 Sworn Salary Adjustments

E813-E848  Position Upgrades

E849 Non Classified Salary Adjustment
E850-E859  Special Projects

E860 - E867  Tahoe EIP Program

E870- E870  NDOT Radio Cost Allocation
E873 Q1 Conservation Bond
E877-E879  Supplemental Appropriations
E888-EB899  One Shot Appropriations
E900-E994  Transfers

Decision Units
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gl Category Descriptions

Tis appendix will introduce the revenue and expenditures you will typically
use in your agency request budget. It will also define the major cost elements
that make up the standard expenditure categories and highlight some of the major
issues you may encounter in projecting revenue and expenditures for the various
categories.

Standard Categories and Associated
General Ledger Numbers (GLs)

The following is a list of “standard use” categories in
the Executive Budget:

00  Revenues

01 Personnel services

02  In-state travel

03  Out-of-state travel

04  Operating

05  Equipment and furnishing

07  Maintenance of buildings and grounds
26 Information services

29 Uniform allowance

30  Training

59  Utilities

85  Reversion to Highway Fund

86  Reserve

87  Purchasing assessment

88  Statewide cost allocation (SWCAP)
89  Attorney general assessment (AGCAP)
93  Reserve for reversion

95  Deferred facility maintenance

With the exception of personnel services expenditures
and FTE-driven expenditures, purchasing assessments,
SWCAP, and AGCAP, the expenditure GLs defined for
standard expenditure categories can also be used in spe-
cial use expenditure categories. Where it has been deemed
appropriate to do so, special use expenditure categories
can be used by the agencies to track and report expendi-
tures separately for any program or function authorized in
their budget.

For example, assume your agency has a grant-funded
program that requires all costs be tracked and reported
separately. A special use expenditure category could be
established in the agency request budget for this purpose.
In that expenditure category, you would record all expen-
diture GLs associated with that particular program for
functions such as travel (generally categories 02 and 03),
operating (generally category 04), equipment and furnish-
ings (generally category 05), etc. Recording all your ex-
penditures to a special use category eliminates the added
accounting and reconciliation efforts that would otherwise

be required with tracking costs across the various stan-
dard expenditure categories.

The following is a discussion on the standard expendi-
ture categories used to develop your agency request bud-
get along with a discussion on the various revenue GLs.

Category 00 — Revenues

Primary Revenue GLs
The following table lists some of the primary funding
revenue GLs, excluding federal fund revenues, you will

utilize in building your agency request budget.

Other Revenue GLs

GL OBJECT NAME

2501 General Fund appropriation

2507 Highway Fund appropriation

2511 Balance forward from the previous year
2520 Federal funds from the previous year
4326 Treasurer's interest distribution

The table on the following page lists groupings of rev-
enue GLs currently available in the Controller’s system.
Refer to the Controller’s chart of accounts for a description
of these revenue GLs:

washoe.state.nv.us:7778/pls/prodsw/prc_coa_report

Documentation

In all cases, calculations of revenue projections,
including narrative descriptions of methodologies and
assumptions used, must be attached electronically to the
agency request in NEBS.
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Restricted revenues — charges for services and other revenues

Translating/pass-through receipts (contact Controller first)

GL OBJECT NAME

3001-3299 Unrestricted revenues

3300-3340 Restricted revenues — taxes

3401-3600 Restricted revenues — federal grants

3601-3799 Restricted revenues — licenses and fees

3801-4350

4351-4355 Expense/expenditure reductions

4401-4499 Translating/asset reductions (contact Controller first)

4500-4599

4600-4999 Transfers and non-operating items
Transfer of Revenues

Agencies anticipating receipt of funds from another
state agency or agencies proposing to transfer funds to an-
other state agency must coordinate their agency requests
with the corresponding agency to reflect the same dollar
amounts coming into one budget and flowing out of anoth-
er. The proper transfer GLs must be used for this process.
In addition, agencies receiving funds that flow through to
other government or private agencies should specify any
matching expenditure requirements and the percentage
that is allowed for administration of those funds.

Federal Revenue Sources

Federal fund revenues will typically be in the GL
3400-3600 range. Agencies will generally use their latest
award amounts as their 2013-2015 federal fund revenue
projections. Adjustments to federal fund revenue projec-
tions must be supported by formal notification from the
federal granting agency. A verbal notification of an in-
crease/decrease of a federal grant award is not sufficient
to support an adjustment to the agencies federal grant
revenue amounts. With few exceptions, such as federally
funded positions in base, updates to the agencies federal
fund revenue projections will be made in the M-150 deci-
sion unit with corresponding revisions to expenditures.

Agencies must identify and document all new fed-
eral funding sources in the agency request budget and
in NEBS. When creating/identifying a new federal rev-
enue GL in NEBS, please do not use general titles such
as federal funds; but rather, specify the type of federal
funds involved, grant title, etc. The agency request budget
documentation should include, where applicable, the fed-
eral code number associated with that source of funds in
the Catalog of Federal Domestic Assistance (CFDA), i.e.,
“10.435 Agricultural Loan Medication Program.” The GL
associated with the revenue must be a legitimate number

within the statewide accounting system. If you need to es-
tablish a revenue GL, use an existing revenue GL number
that most closely matches the type of revenue description
group from the Controller’s office chart of accounts. You
must receive the Budget Division and the Controller’s of-
fice approval before the new revenue GL number can be
included in your agency request budget. Contact your as-
signed Controller’s office representative for assistance if
none of these descriptions seem to fit the revenue GL you
would like to establish.

Fees and Internal Service Fund Rates

Revenue adjustments will be made to the base budget
with an offsetting adjustment to the reserve and balance
forward amounts, where applicable. Where no reserve
exists, an offsetting adjustment must be made to another
compensating revenue source (i.e. General Fund, High-
way Fund, etc.). All revenue adjustments must be accom-
panied by documentation attached in NEBS detailing the
cause of the adjustment and the methodology used in the
projection. Agencies requesting an increase to fee rates
must present their proposal to the Governor for approval.

Cost Allocated Budgets

For each maintenance and enhancement decision unit
in a cost allocated budget, corresponding decision units
must be developed in all budget accounts that contrib-
ute to the cost allocated budget’s funding. Contributing
budget accounts must use M-800 decision units to fund
maintenance requests and E-800 decision units to fund
enhancement requests of the cost allocated budget. The
Budget Division, where necessary, will adjust these de-
cision units during the Governor Recommends phase of
the budget process. An Excel spreadsheet, reconciling the
various decision units in the contributing accounts to the
cost allocated account must be attached electronically in
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NEBS. Note: Be sure to identify any funding the cost allo-
cated account receives from other sources such as federal
grants to ensure the projected revenues and expenditures
are balanced.

Fund Map Requirement

Agencies must fund map all base, maintenance and
enhancement expenditure requests to a revenue source
or combination of revenue sources in NEBS. NEBS will
allow you to fund map revenues to expenditures at the
budget account, category, position group, individual posi-
tion, and GL levels. Refer to Chapter 20 — Fund Maps in
Section II — _Outline of Workflow of these budget in-
structions for a detailed discussion on the fund mapping
process.

Category 01 — Personnel Services

NEBS Schedule Driven (Calculated) GLs

previous legislative session plus any augmentations ap-
proved by the IFC in the interim. The only changes agen-
cies will be allowed to make to base positions will be the
way positions are grouped: reference Chapter 1 — Ac-
counts Maintenance in Section II — _QOutline of Work-
flow of these budget instructions for more information on
grouping positions.

Position information will be downloaded in July with
data as of June 30 (i.e., position control number, class
code, grade, step, etc.). The actual position download to
NEBS will reflect any reclassifications that have been ap-
proved by Division of Human Resource Management and
entered into the IFS-HR system. If a position is vacant,
the step will automatically be budgeted at a step one. If
changes need to be made to your base (existing) positions,
other than position groups, print the NEBS 130 Payroll/
Position Detail report, mark the changes that need to be
made and either scan and e-mail or mail the reports to your
budget analyst in the Budget Division to correct the data.
For numerous changes, download the position information
from NEBS into Excel, note the changes on the spread-
sheet and e-mail it to your budget analyst.

NEBS will calculate all schedule driven costs associ-

ated with GLs 5100-5930. You will need to make

6L OBJECT NAME ADDITIONAL DETAIL FOR BUDGET PREPARATION
5100 Salaries the appropriate projections and adjustments to the
5200 Workers’ compensation . . .
5300 Retirement non-schedule driven personnel costs detailed in the
5400 Personnel assessment table. All non-schedule driven personnel services
5500 Group insurance R R R X K X
5700 Payrol assessment GLs require detailed justification and explanations
5750 Retired Employees’ Group Insurance .

as to how the amounts were derived and the need for
R e the expenditure. Please refer to Chapter 4 — Projec-
5841 Social Security (FICA) tions: Revenues & Expenditures in Section II —
5930 Longevity pay NEBS calculates when agency budget is initialized; required

adjustments must be made by the agency.

NEBS Non-Schedule Driven GLs

GL OBJECT NAME ADDITIONAL DETAIL FOR BUDGET PREPARATION
5170 Seasonal/part-time help

5190 Supplemental military pay

5810 Overtime pay

5820 Holiday pay

5830 Comp time payoff

5860 Board and commission pay

5870 Overtime seasonal

5880 Shit differential pay

5881 Remote area differential pay

5901 Payroll adjustments

5904 Vacancy savings Schedule will enter amount in the M-150 decision unit.
5910 Standby pay

5940 Dangerous duty pay

5960 Terminal sick leave pay

5970 Terminal annual leave pay

5975 Forfeited annual leave payoff

5980 Call back pay

7170 Clothing/uniform/tool allowance

Base Positions and Payroll Costs

The Budget Division will load your initial base level
position roster into NEBS. Your base positions will reflect
the positions that were legislatively approved during the

Outline of Workflow of these budget instructions
for guidance on projection methodologies and docu-
mentation requirements.

If you have positions that do not fit into the regular pay
schedules, their salaries must be entered as “manual
annual” in NEBS. These manual annual salaries
must be entered at the employee/employer retirement
rate, and NEBS will calculate the salary based on
the retirement code. An example of the type of posi-
tions that require manual annual salary are Teaching
Parents who work 16 hour shifts and receive time
and one-half for the second shift. Additional detail
will be provided at the NEBS training, or agencies
can contract their budget analysts for further infor-
mation. Refer to Chapter 17 — New Position in Sec-
tion II — _Outline of Workflow of these budget in-
structions for more information on this topic.

Merit Salary Adjustments

Since NEBS calculates the payroll salaries expendi-
ture, merit salary adjustments will be included in this cal-
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culation for all eligible positions in the base decision unit
for both fiscal years.

Miscellaneous Payroll Items

Miscellaneous payroll items — overtime pay, comp
time payoff, overtime seasonal, shift differential pay, pay-
roll adjustments, salary need, standby pay, dangerous duty
pay — are required to be pre-authorized (in your legisla-
tively approved budget) to retain these costs. If these ex-
penditures are not legislatively approved, they are consid-
ered one-time in nature and must be removed as an M-150
decision unit adjustment. If you have a well thought-out,
detailed justification explaining the agencies’ calculations
and rationale for continuing these costs as a base expen-
diture, contact your Budget Division analyst for approval
before retaining it in your agency requested budget.

Longevity Pay

The NEBS longevity schedule utilizes position control
number and continuous service date data from the Ad-
vantage HR system to calculate expected payments for
eligible positions. Agencies must review and adjust the
longevity schedule in NEBS for those positions in which
the incumbent has left state service, transferred to another
budget or retired to ensure proper budgeting for this ex-
penditure. Provide a spreadsheet similar to the position
changes spreadsheet discussed previously and e-mail it to
your Budget Division analyst. Fund mapping for longevity
pay will be assigned at the GL level (GL 5930).

Longevity Pay Adjustments

Employees that have worked for the state for eight or
more consecutive years are eligible every six months for
longevity pay as a way to encourage them to remain em-
ployed by the state. (NRS 284.177, NAC 284.262 through
284.284). As part of your base positions review, you will
need to examine the longevity schedule and make sure any
employees that will become eligible for longevity over the
next biennium are added to the schedule and employees
who have terminated employment with your agency are
zeroed-out in the longevity schedule for fiscal year 2012
and fiscal year 2013. The agencies must make any needed
adjustment to their longevity schedule in NEBS.

Since longevity was not paid during the current bien-
nium, the base budgets will not have a longevity pay ex-
penditure. Therefore, an M-150 adjustment will be added
by NEBS through the longevity schedule.

Vacancy Savings

The Budget Division will calculate vacancy savings for
those budgets that have positions funded in whole or in
part from the General Fund, Highway Fund and Internal
Service Fund budgets through the Vacancy Savings sched-
ule in NEBS. For the Agency Request phase, this schedule
will not be activated; therefore, you should use the amount
from the work program year for your M-150 decision unit
adjustment. Refer to Chapter 21 — The Governor Rec-
ommends Phase in Section II — _Qutline of Workflow
of these budget instructions for more information on this
topic.

Adjustments to Base — M-150 Decision Unit

All one-time payroll expenditures such as terminal
leave pay and paid compensatory time, etc., that are re-
flected in the base year are to be deleted using the M-150
decision unit. These are not budgeted expenditures. The
Statutory Contingency Fund is available to General Fund
agencies to assist with the impact of terminal leave costs
on hiring replacements as required (NRS 353.262). Do not
enter any positions in the M-150 decision unit. The base
budget will reflect the correct costs for all existing posi-
tions. Refer to Chapter 5 — Adjustments to Base in Sec-
tion II —_Qutline of Workflow of these budget instruc-
tions.

Uniform Allowance

The uniform allowance, and items contained therein,
are divided into personal and non-personal in nature. The
personal items are covered by cash payments to the em-
ployee except for those participating in the voucher sys-
tem. Costs for employees that receive a uniform allowance
in their paycheck will be reflected in category 01, GL 7170
or 7171, because the employee is required to pay federal
income tax on these amounts.

Maintenance Decision Units

The only positions that are to be requested in mainte-
nance decision units are for those agencies that have pre-
approved caseloads or documented federal mandates. New
positions should be budgeted to begin no earlier than Oc-
tober 1%, in the initial year and July 1%in the second year
of the biennium. Agencies desiring to begin new positions
with an earlier effective date must submit justification in-
dicating the ability to recruit, fund and begin employment
before that date. NPD-19s for maintenance positions are to
be submitted with the agency budget submission.

New classified positions are to be budgeted at the Em-
ployer Paid Retirement code. NEBS will automatically
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default to a code 8 for regular employees. If the requested
position is eligible for police/fire retirement you will need
to change the retirement code to 9 for police/fire. New
unclassified positions are to be budgeted at a retirement
code 1 for employee/employer paid retirement. (This also
applies to ehancement decision units below).

Enhancement Decision Units

All positions requested in enhancement decision units
must be tied to one of the Governor’s statewide strategic
priorities (see Appendix B — Governor’s Statewide Stra-
tegic priorities). New positions should be budgeted to
begin no earlier than October 1%, in the first year of the
biennium and July 1% in the second year of the biennium.
Agencies requiring an accelerated start date for its new
positions must submit justification documenting the re-
quirement for an accelerated hire
date and must demonstrate the
ability to recruit, fund and be-
gin employment before that date.

GL OBJECT NAME
6100 Per diem out-of-state

Agencies are require d to pl‘OVi de 6110 Motor Pool Division out-of-state Rental Daily Rate
justiﬁcation for all new positions 6115 Non-Motor Pool Division out-of-state vehicle rental
6120 Auto miscellaneous out-of-state

requested..NPD—l‘)s for enhanc?_ 6130 Public transportation out-of-state

ments positions are to be submit-

ted with the agency budget sub-

mission. 6140 Personal vehicle out-of-state

Reclassifications —

Classified Positions 6150 Commercial air transportation out-of-state
Requests for reclassification 6160 State-owned air transportation out-of-state

for classified personnel, must be 6170 Diner's Club out-of-state (ATM charges)

requested in an E-805 decision

unit. Narratives must indicate

which position is being requested for reclassification, the
reason the reclassification is needed, and the dollar differ-
ence necessary to implement the change. Refer to Chapter
15 — Position Reclassifications in Section II —_Qutline
of Workflow_ of these budget instructions for additional
information regarding the process of reclassifying classi-
fied positions.

Unclassified Salary Increases

All requests for salary increases or title changes for un-
classified positions are to be reflected in an E-806 decision
unit. The agency must provide documentation indicating
which position is affected, the amount requested, and the
justification for the request. The salary amount requested
must be entered in the “manual annual salary” field in
NEBS. The agency’s request may or may not be approved
in the Legislatively Approved phase of the budget process

since all unclassified salaries are controlled by the Legis-
lature through the Unclassified Pay Bill.

Position Transfers

All requests for transfers of positions, programs, fund-
ing, etc., must be requested in an E-900 decision unit. All
transfer requests must have a corresponding and opposite
request in the receiving budget account. These E-900 de-
cision units must match. Adjustments to the transfer deci-
sion units are made in an E-500 decision unit. Agencies
requesting transfer decision units must take care to ensure
that the transfer is coordinated with all agencies involved
in the transfer request. Narratives must indicate which po-
sitions, program, funding, etc., are being transferred out,
the reason for the transfer, and the budget impact on the
“transfer out” budget and all “transfer in” budget accounts

ADDITIONAL DETAIL FOR BUDGET PREPARATION
Payments made for meals and lodging while traveling out-of-state.
Reference NRS 281.160 and SAM 02001 for allowable per diem amounts.

Daily rental of Motor Pool Division vehicles used to travel out-of-state (see
Appendix L - State Motor Pool Rates).

Charges incurred for renting a non-motor pool vehicle out-of-state.
Miscellaneous auto charges for vehicles used in travel status out-of-state.
Cost of transportation including taxicabs, limousine service, buses,
railroads, rented vehicles and other forms of transportation associated with
out-of-state travel, excluding personal vehicles, airplanes and Motor Pool
Division vehicles.

Reimbursements made to employees or board or commission members
while on state business out-of-state for using their personal vehicle or
aircraft, when used either for the convenience of the employee or the state.

Costs of commercial airplane transportation for travel out-of-state paid
directly to travel agencies, airlines or to reimburse employees or board or
commission members.

Charges for transportation on state-owned aircraft. This includes pilot per
diem charges.

Charges by travel card companies and banks for cash advances for travel
reimbursement to the employee or board or commission member.

involved in the request. Refer to the NEBS manual for in-
formation on how to enter transfer request in NEBS. Ad-
ditional information can also be obtained in this function
by referring to Chapter 18 — Transfer In/Out Decision
Units in Section II — _Qutline of Workflow of these bud-
get instructions.

Category 02 — Out-of-State Travel

Use category 02 to record out-of-state travel expendi-
tures for non-training related business. Training related
trips out-of-state are charged to category 30. The table
above lists GLs that should be used to record out-of-state
travel expenditures.
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2010 OUT-OF-STATE TRAVEL EXPENSES

COST BY GL (object code)
6100 6110 6130 6140 6150
Position Title Date Destination Purpose Per Diem “g?:lr Ground Pers Veh Air Total
Social Services
Program Specialist Annual Medicaid Managed Care
3 31-May Baltimore MD Congress-2010 665.00 50.00 30.00 425.00 1,170.00
0.00
0.00
665.00 0.00 50.00 30.00 425.00 1,170.00
double check 1,170.00
The total for all enteries should balance to the Base year training expenses in IFS (DAWN) by GL
Agencies should insert rows as necessary.
Agencies should insert columns to record costs for object codes not shown above.
Base Year Expenditures state travel would benefit the agency, the number of staff
affected, the geographical areas to be covered, special
Agencies must detail out-of-state travel expenditures needs, etc. Include a copy of the current GSA rates for the
incurred during the base year by creating a spreadsheet proposed destinations.

that describes the title of the traveler, the destination, the
dates traveled, the purpose of the trip and the costs by
GL. That information must be attached electronically to
their agency request budget in NEBS. A

b (13
sample spreadsheet entitled “Travel and aL OBJECT NAME ADDITIONAL DETAIL FOR BUDGET PREPARATION

Training Log” detailing a typical out-of- | a0 Per diem in-state Payments made for meals and lodging while traveling in state. Reference
state travel budget request is shown at the NRS 281.160 and SAM 0200 for allowable per diem amounts.
tOp of the next page. A template of this 6210 Motor Pool Division in-state daily vehicle rental Charges from the Motor Pool Division for vehicles used for travel on a daily
spreadsheet can be found on the Bud- rental basis (see Appendix L - State Motor Pool Rates).

CENCC : . 6211 Motor Pool Division in-state monthly vehicle rental Charges from the Motor Pool Division for vehicles used for travel on a
get Division’s web site at http.//budget. mont?]lv rental basis (see Appendix L - State Motor Pool Rates).
nv. gOV/ under Forms/ Budgeting. 6213 Motor Pool Division vehicle maintenance Charges from the Motor Pool Division for maintenance on vehicles.

6215 Non-motor pool vehicle rRentals in-state Pass through charges by the Motor Pool Division for vehicle rentals from an
- outside car rental agency.

Maintenance and/or Enhancement 6220 Auto miscellaneous in-state Miscellaneous auto charges for vehicles used in travel status in state.
Decision Units for Travel 6230 Public transportation in-state Costs of transportation including taxicabs, limousine service, buses,

railroads, rented vehicles and other forms of transportation associated with
. travel, excluding personal vehicles, airplanes and Motor Pool Division
Any request to increase an agency’s vehicles.

24 icle in- i jssi
out-of-state travel bud g et must be created 6240 Personal vehicle in-state Re}mbursemenvts made to employegs or board gr comvm\ssmn membgrs
while traveling in-state on state business for using their personal vehicle or

and jUStiﬁed in a maintenance decision aircraft, when used either for the onvenience of the employee or the state.
unit (for caseload related increases only)

.. . . 6250 Commercial air transportation in-state Costs of commercial airplane transportation that can be directly paid to
or an enhancement decision unit using travel agencies or airiines or to employees or board or commission
the appropriate GLs and the established members for ticket reimbursements and travel acent fees.

. . . 6260 State-owned air transportation in-state Charges for transportation on state-owned aircraft. This includes pilot per
rates as identified in SAM 0200.0. At a P diemgcharqes P Pl

minimum, justiﬁcation for the increase 6270 Diner's Club in-state (ATM charges) Charges by travel card companies and banks for cash advances for travel
should be contained in the narrative of the reimbursement to the employee or board or commission member.

decision unit, specifying how the out-of-

2010 IN-STATE TRAVEL EXPENSES

COST BY GL (object code)
6200 6210 6230 6240 6250
Position Title Date Destination Purpose Per Diem Motor Pool Ground Pers Veh Air Total

Deputy Administrator 10/29/09 Las Vegas Staff supervision and meeting 71.00 37.40 33.00 238.60 380.00
Social Services Chief Il 12/03/09 Las Vegas Case Review 312.82 161.16 33.00 506.98
Administrator 11/14/09  Las Vegas Juvenile Justice meeting 185.14 61.21 50.10 296.45
0.00

0.00

568.96 198.56 61.21 116.10 238.60 1,183.43

double check  1,183.43
The total for all enteries should balance to the Base year training expenses in IFS (DAWN) by GL
Agencies should insert rows as necessary.
Agencies should insert columns to record costs for object codes not shown above.
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Budget Year 1

. Est. Miles .
Vehicle Type (Per Month) # Months
PREMIUM W 2,915 12
COMPACT w 242 12
INTERMEDIATE w 2,797 12

Budget Year 2

Est. Miles = . Wehicle
Total {Per Month) # Months  Total License D riar
9,927 2915 12| 5,527 |NEW SUV 4X4 4DR
7,146 2421 12| 7,146 (53377 SEDANZDR
8,755 2797 12| 8,755 |53419 SEDAN 4 DR

Category 03 — In-State Travel

Category 03 is used to record in-state travel expendi-
tures necessary to conduct non-training related business
trips. Training related trips are charged to category 30.
The table shows GLs that should be used under catego-
ry 03 to record in-state travel expenditures.

Base Year Expenditures

In general, agencies must detail in-state travel expendi-
tures incurred during the base year by creating a spread-
sheet that describes the title of the traveler, the destination,
the dates traveled, the purpose of the trip and the costs
by GL and attach the spreadsheet electronically to their
agency request in NEBS. A sample of a standard in-state
travel spreadsheet is shown at the bottom of this page and
a template is also on the Budget Division’s web site under
forms (it is a separate tab in the travel log and training
log). The spreadsheet must be attached electronically to
the agency request budget.

Include a copy of the current GSA rates for the pro-
posed destinations.

For agencies that travel extensively as part of their regu-
lar functional responsibilities, detailing each trip may not
be feasible due to volume of documentation that would be
required. For example: The SPWB travels extensively to
perform building inspections, attend project management
meetings, etc., where purpose, locations, and personnel
vary and cannot be projected specifically to the level sam-
pled above. In addition, the budgets historical data reveals
that the level of in-state travel has been fairly consistent
(adjusting for inflation) over the past three to five years.

In this particular example, the agency could summarize
its travel information to project travel by purpose or func-
tion rather than by FTE and location. Projections could be
provided at the summary level, but still report out cost by
expenditure type (i.e., per diem, air transportation, misc.,
etc.) as sampled in the above table. If your agency falls into
this category, contact your budget analyst to discuss your
documentation and projection options for in-state travel.

Any request to increase an agency’s in-state travel bud-
get must to be created and justified in a maintenance deci-
sion unit (for caseload related increases) or an enhance-
ment decision unit using the appropriate GLs and the
established rates as identified in SAM 0200.0 and by the

Motor Pool Division. Justification for the increase should
be contained in the narrative of the decision unit speci-
fying how the in-state travel is critical to the agency, the
number of staff affected, the geographical areas to be cov-
ered, special needs, etc.

New Motor Pool Monthly Vehicle Request

Expenditures associated with vehicles leased from the
Motor Pool Division are charged to category 03. New and
existing vehicle lease requests for the new biennium must
be entered in the motor pool schedule by June 30. When
requesting a new vehicle, enter “New” for License Num-
ber and provide a description of type of vehicle required.
Examples of type of vehicle include:

Vehicle
Compact

Description

4-door sedan; 4-5 passengers

Intermediate 4-door sedan; 5-6 passengers

Premium  Sport utility 2 ton 5-6 passengers; sport utility % ton
5-6 passengers; pick-up %2 ton 2wd standard cab;
pick-up %2 ton 4wd standard cab; pick-up %T 2wd
standard cab; pick-up 3/4T 4wd standard cab; minivan;

cargo van % ton; cargo van % ton

Specialty  Sport utility %2 ton 8-9 passengers; sport utility % ton
8-9 passengers; pick-up 1ton 2wd standard cab;
pick-up 1 ton 4wd standard cab; passenger van 12

passengers

Please reference the Motor Pool Division’s web site for
a detailed listing of vehicles offered by rental rate class.
Additionally, the “Budget Instruction link” on this web-
site provides other information pertaining to budgeting in
regards to motor pool costs.

NEBS will be updated with fiscal year 2012 average
monthly mileage for current motor pool leases by March
31, 2012. Agencies should review the monthly mileage to
ensure the amount reflects mileage usage for fiscal year
12. Any changes to monthly mileage must be justified.

Category 04 - GL Descriptions

See following pages.

Category Descriptions

111



State of Nevada 2013 - 2015 Biennium Budget Instructions

GL OBJECT NAME ADDITIONAL DETAIL FOR BUDGET PREPARATION
7020-7029 Operating supplies General Office supplies. Note: supplies (diskettes, green-bar paper,
printer cartridges, etc.) specifically associated with Information
Technology equipment such as PCs, printers, etc., must be recorded
to expenditure category 26.

7030-7034 Delivery and freight charges Federal Express, U.S. Postal Service, UPS, etc.
7037-7039 Communication repairs Repairs paid to outside vendors.
7040 Non-state printing services Costs of printing, binding, copying, etc. that are paid to vendors other
than state Printing.
7042 Microfilming and imaging services Services paid to the Department of Cultural Affairs’ Micrographics and
Imaging Division.
7045 Printing charges paid to the Printing Division
7046 Quick print charges paid to the Printing Division
— Carson City
7047 Quick print charges paid to the Printing Division
— Las Vegas
7048 Charges paid to the Printing Division for Agencies who publish annual or biennial reports through the LCB
publication of annual reports Printing Division must request the funds necessary to print these
reports using this GL. The narrative should indicate the statute
requiring the report to be produced and contain a brief description of
the report.
7049 Agency publications — (i.e. newsletters) charges  Agencies who publish newsletters or other widely distributed reports
paid to the Printing Division must request the funds necessary to print these reports using this GL.

The narrative should indicate the statute or other legal reference
requiring the report to be produced and contain a brief description of
the publication.
7050 Charges paid to the Risk Management Division =~ Schedule calculated by NEBS based on FTE.
for employee bond insurance

7051 Charges paid to the Risk Management Division ~ Schedule calculated by NEBS.
for property and contents insurance
7052 Charges paid to the Risk Management Division Charges paid to the Risk Management Division for vehicle

comprehensive/ collision insurance. Schedule calculated by NEBS
based on number of vehicles upon the agency’s completion of the
agency owned vehicle schedule.
7053 Charges paid to the Risk Management Division Charges paid to the Risk Management Division for miscellaneous
insurance.
7054 Tort claim assessment General liability paid to the AG’s office for self- insured liability claims
(torts). Calculated by NEBS.
7055 Other miscellaneous insurance policies
7057 Aviation insurance
7059 Vehicle liability coverage fleet insurance Schedule-driven in NEBS through a calculation based on number of
vehicles upon the agency’s completion of the agency owned vehicle
schedule. Payment to AG’s Office.
7060-7072 Contract services General
7075 Contract services Medical and health care
7076 Contract services Pharmaceutical services
7077-7078  Contract services Foster care
7079 Contract services Purchase of goods or materials
7080-7086 Legal and court expenditures (includes travel for  Only those expenditures associated with on-going litigation are to be
court appearances) budgeted in the operating category. When legal action is initiated
against a state agency, the agency is responsible for all expenditures
related to the specific litigation. This responsibility includes legal and
court expenditures charged to GL 7080 and any travel expenditures
incurred by an employee of the AG’s office related to the specific case
that would be charged to category 02 and category 03. To be eligible
to continue an expenditure associated with GL 7080, a detailed
description must be provided of current legal litigation expenditures
anticipated to continue into and throughout the biennium. Failure to
provide this detail could result in the elimination of this expenditure in
the M-150 decision unit. Unless an agency receives legal services
independent of the AG, all other legal expenditures will be budgeted in
the AG’s budget. Costs for services provided by the AG are captured
in category 89. All normal, day-to-day operating and travel
expenditures incurred by AG personnel are to be budgeted and paid
for from the AG’s budget.
7087 Non-expert witness fees
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GL
7088
7089

7090-7099

7100

7105

7110 and
7112-7117

7111

7118-7119
7120-7129

7130

7150

7151

7152
7153
7154-7155
7156
7157
7158
7159
7160-7167

7180-7189

7190-7193
7194
7195-7198

7199
7200-7209

7240-7242
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OBJECT NAME

Witness or expert witness fees
Jury fees

Equipment repairs

ADDITIONAL DETAIL FOR BUDGET PREPARATION

Cost for services to repair equipment such as office equipment,
communication radios, medical equipment, video equipment, etc. of a
minor nature not classifiable as capital outlay.

Payments to the B&G for state-owned building Agencies are requested to utilize the B&G rent schedule in NEBS for

rent

state owned building rent. Rates for state owned building rent costs
per square foot may change during the Governor Recommends phase
and will be adjusted by the budget analyst. All requests for additional
space or modifications to existing space must be coordinated through
the B&G by May 1. The form must accompany your budget submittal.
Please be sure to review all space needs that may be necessary when
requesting new positions and include those costs in the appropriate
maintenance or enhancement decision unit. See also Note 1 below.

State-owned building rent paid by an agency to  State-owned building rent paid by an agency to another state agency.

another state agency
Non-state-owned building rent

Storage rental space (non-state-owned)

Rent paid to real estate agents
Advertising and public relations

Charges for bottled water

Agencies must complete the non B&G rent schedule in NEBS for
existing non-state-owned space and new requested non-state-owned
space for inclusion in the agency request. If a move from one location
to another is anticipated, be sure to include the appropriate moving
costs in the operating category request and place those costs in the
decision unit affecting the move. See also Note 1 below.

Agencies that rent outside space for records storage must obtain
approval for the storage from the Department of Cultural Affairs,
Records Management Program, and submit the approval with their
budget request. Agency Requests that do not have the approval
accompanying their submission will have this expenditure eliminated.

Payments for printed announcements in professional periodicals and
newspapers or for radio or television announcements.

Agencies authorized to budget for expenditures associated with bottled
water must submit justification with their agency request even if the
bottled water is an on-going, existing expenditure. Reference SAM
2650.

Maintenance of agency-owned or motor pool Charges for agency vehicle operations, maintenance, and other similar

fleet vehicles by the Motor Pool Division

costs paid to the Motor Pool Division.

Maintenance of agency vehicles by entities other Costs of parts and labor for agency vehicles repaired or serviced by

than the Motor Pool Division (outside
maintenance)

Diesel fuel

Fuel (gasoline)

Vehicle operation

Vehicle repair and replacement parts
Vehicle supplies — other

Vehicle alternative fuels (CNG, propane)
Vehicle test fuels

Aircraft operation

private auto repair shops. Includes costs for towing, alignment, etc.

All expenditures involved in the maintenance and operation of aircraft
owned by the agency.

Medical/dental supplies and services — non- Medical and dental supplies or services, drugs, prescription or non-

contract expenditures

Stipends
Inmate payroll
Commissions

Prizes

prescription, pharmaceutical supplies; genetic screening and client-
related medical appliances that are not part of an approved contract.

Payments for services to non-state employees.

Percentage of sales given to individuals, including payments to
employee associations for vending machine proceeds. Payments to
outside vendors are reportable to the IRS as miscellaneous income.
Any payments to state employees are reportable to the IRS on the W-2
form.

Food - purchased for human consumption only

Host funds

Payments for special entertainment of dignitaries. Host funds must
have prior approval by the Legislature. See SAM 2636.
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GL OBJECT NAME ADDITIONAL DETAIL FOR BUDGET PREPARATION
7250-7253 B&G charges — extra services Services provided by B&G at the request of the agency such as minor
office remodeling, furniture construction, moving, installation of
shelving, minor repairs, etc.
7255 Lease assessment charges from B&G (2% of Assessments from the B&G for non-state-owned building rent that are
non-state owned rent). calculated at 1/2% of the total annual non-state-owned building lease
payments. NEBS will automatically calculate assessments based on
the information provided in the non-B&G rent schedule.

7260-7261 Taxes and assessments Property taxes or other assessments being paid that have been
passed through to the state through leases. The state should not pay
taxes of any kind. State agencies should negotiate these costs out of
their lease agreements if possible.

7270-7274 Interest expense Interest expense associated with the leasing of equipment under a
capital lease agreement (see definition for 8410 GL series). The
principal portion of the lease should be allocated to GLs 8410.

7278 Credit card late fees paid to vendor

7279 Credit card late fees paid to employee

7280 Postage charges paid outside of the state mail Postal rates should be budgeted at the same level as the current

room actual fiscal year of the biennium. If the U.S. Postal Service increases
rates at any time prior to finalizing the Governor Recommends phase
of the budget, an adjustment to postage rates may be considered at
that time.

7285 Postage charges paid to the state mail room Postal rates should be budgeted at the same level as the current
actual fiscal year of the biennium. If the Postal Service increases rates
at any time prior to finalizing the Governor Recommends phase of the
budget, an adjustment to postage rates may be considered at that
time.

7290 Telephone charges Monthly telephone fax and communication line charges.

7291 Cell phone/pager charges

7292 EITS voice mail Standard PBX telephone lines, which provide message recording. See
Note 2 below.

7293 EITS voice system administration See Note 2 below.

7294 Telephone charges — outside EITS EITS pass through expense for conference calls. See Note 2 below.

7295 EITS state telephone lines See Note 2 below.

7296 EITS long distance charges See Note 2 below.

7297 EITS 800 toll free service charges See Note 2 below.

7298 EITS phone card charges See Note 2 below.

7299 Telephone and data wiring (non-EITS)

7300-7306 Dues and registrations Memberships in professional or other organizations and associations.
Also includes fees for attending meetings. Note: Registration costs for
attending conferences or seminars for training purposes should be
charged to category 30.

7320-7324 Instructional supplies Payments for teaching aids that are used in workshops or training

seminars. These may include films, multiple reference books, or any
other supply that can appropriately be classified as a training item and
costs less than $5,000.

7330-7334  Special reports/projects Costs incurred for special items such as computer searches and other
special fees that cannot be charged to the printing and copying
accounts in the 7040 GL series.

7340-7344 Inspections and certifications Inspections required of state agencies for sanitation, public safety and
other related areas.
7350-7351  Court awards Court awards, torts, settlements and interest for physical injury,

property damage, punitive damages or compensatory damages paid to
individuals or to attorneys. Payments to individuals (except for physical
injury or property damage) and to attorneys are reportable to the IRS.

7352 Court awards Physical injury or property damages paid to an attorney.
7353 Court awards Punitive damages paid to an individual.
7354 Court awards Punitive damages paid to an attorney.
7355-6 Court awards Compensatory damages paid to an individual.
7357 Court awards Compensatory damages paid to an attorney.
7358 Court awards Interest paid to an individual.
7359 Court awards Interest paid to an attorney.
7360 University operations For university use only. Monthly draw-downs for NSHE.
Category Descriptions
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GL
7370-7374

7380

7381
7382
7390

7394 - 7399

7400-7409

7410-7419

7420-7429

7430-7438

7439
7440

7445-7448

7449

7450-7459

7460-7464

7465-7469

7500-7502
7560-7579
7630-7634

7635-7636

7637

7650-7658
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OBJECT NAME
Publications and periodicals

Employee moving expenditures

Employee moving expenditures
Employee moving services
Credit card discount fees

Agency specific cost allocations

Client services provider payments

Client medical provider payments

Client material provider payments

Professional services

ADDITIONAL DETAIL FOR BUDGET PREPARATION
Subscriptions to newspapers, magazines, publications and periodicals
or their costs on an individual basis. Includes CD ROM’s.

Moving expenditures resulting from the transfer of a permanent state
employee from one community to another in accordance with SAM
0238.

Transportation and per diem.

Moving van line expenditures (i.e. United, Global, etc.).

Costs associated with accepting credit card payments for goods or
services. These fees are paid to banking systems and represent the
state’s cost for accepting credit cards.

Agency-specific cost allocations enable agencies to charge for
services provided in one budget account to other budget accounts
such as Director's office or administrative services costs. Must be
offset by a cost allocation reimbursement GL in 4230-4235.
Payments to service providers to benefit clients, including payments for
travel, costs of motor pool vehicles used to transport clients, client
escorting costs, payments for professional training or rehabilitation
services, payments for attendant care (i.e., interpreter services and
services to disabled clients.

Payments to medical, dental and health service providers to benefit
clients.

Payments to providers of goods, materials or supplies to benefit
clients, including training materials, rehabilitation materials, client
canteen purchases, purchase of clothing for client use, purchase of
prescription or non-prescription drugs, and purchase of adaptive
equipment (i.e., wheelchairs).

Services not otherwise listed that are provided on a non-contractual
basis, including CPA consultants, architects, professional training
services or temporary employment services. Use GLs 7080-7089 for
legal services and GLs 7180-7189 for medical, dental and health care
services.

Department of Administration cost allocation

Interview expenditures

Scholarships

Prepaid tuition payments

Contracts — state agencies

Equipment under $1,000

Payment of travel expenditures to interview candidates for
employment.

Payments made to a degree candidate for tuition, fees, books, supplies
or equipment to attend an educational institution. Payments for room
and board, teaching, research or other services are considered wages
and should be reported on the individual’s W-2 form.

Disbursements to an institution of higher education for tuition or other
fees associated with a state-sponsored prepaid tuition program.

Services performed by one state agency for another under an inter-
agency, inter-local contractual agreement. Do not use these GLs to
pay non-state entities.

Equipment purchases with a unit cost of less than $1,000. These
purchases are not capitalized, and are not inventoried by the agency.

Equipment costing between $1,000 and $5,000. Equipment purchase with a unit cost of more than $1,000 but less than

Payments to individuals

Internal service funds (only)

$5,000. These purchases are not capitalized and are not inventoried
by the agency. However, agencies do have to eliminate these costs
from base through an M-150 decision unit adjustment unless they can
justify it as an ongoing expenditure. Contact your Budget Division
analyst with any questions.

Payments for services not properly classified as a contract or
professional service.

These GLs are for use by internal service funds only.

Miscellaneous charges for goods and materials ~ Amounts paid for goods and materials not properly classifiable in one

Miscellaneous charges for services

Notary fees

Refunds

of the GLs included in the 7000 series. Payments classified here
should be occasional in frequency and minor in amount.

Amounts paid for services not properly classifiable in one of the GLs
included in the 7000 series. Payments classified here should be
occasional in frequency and minor in amount.

Includes all costs associated with renewal as well as initial costs for
new subscriber.

Payments to refund amounts received in excess of what was due,
including refunds of revenue where the agency needs to show gross
revenue and refunds separately.
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GL OBJECT NAME

7659 Refunds
7750-7753 Non-state employees in-state travel
7760-7763  Non-state employees out-of-state travel
7800-7804 Nursery and farming
7832-7835 Debt service funds (only)
7860-7879 NDOT in-house

7950 Rent subsidy
7960-7963 Land/equipment rentals
7970-7973  Materials
7980-7984 Operating lease payments

Notes:

ADDITIONAL DETAIL FOR BUDGET PREPARATION

Senior citizens property tax refund (refund to qualified senior citizens
property taxes on owned or rented property).

In-state travel expenditures for consultants and other persons not
considered state personnel. This includes payments of travel
expenditures to an individual under a contract, which does not include
travel in the contract. If the contract specifies travel expenditures are
included in the contract amount, use GL 7060 series.

Out-of state travel expenditures for consultants and other persons not
considered state personnel. This includes payments of travel
expenditures to an individual under a contract, which does not include
travel in the contract. If the contract specifies travel expenditures are
included in the contract amount, then use GL 7060 series.

Costs related to raising trees, plants and livestock. Used by the
Department of Corrections, Department of Conservation and Natural
Resources and the Nevada Youth Training Center.

Various expenditure GLs for use by debt service funds only. Payments
to outside vendors for interest are reportable to the IRS as interest
income. Payments to outside vendors for fees are reportable to the
IRS as miscellaneous income.

For NDOT use only.

Reimbursement received for excess rent paid by an agency because
of a mid-year relocation. Payments to outside vendors for rent are
reportable to the IRS as rental income.

Rental payment for the use of equipment or land.

Materials used in the process of producing or manufacturing a finished
product, i.e., stockpiles of gravel, sand, aluminum and other similar
items.

Payment for the use of property where risks and benefits of ownership
are not transferred to the state. There must be a signed lease
agreement. All agreements for non-cancelable leases, including any
renewal agreements, must be filed with the Office of the Controller for
financial reporting disclosure purposes. Payments to outside vendors
for lease payments are reportable to the IRS as rental income.

1. Space request forms are provided on B&G’s web site at _http://bandg.state.nv.us/leasingl.htm.

2. Chapter 9 — Information Services in Section II — _Outline of Workflow_ of these budget instructions for additional information on this GL.

Category 04 — Operating

Operating expenditures are recorded using GLs
7020-7991. (See schedules on previous pages). All final
base year expenditures will be automatically downloaded
into the base portion of the agency budget request in NEBS
in October. When agencies first have access to NEBS for
the current budget cycle, the line item GLs will be popu-
lated with the legislatively approved authority amounts.
The agency needs to update these figures based upon their
budget projections. Any adjustments (i.e. annualize partial
year expenditures, etc.) need to be reflected in an M-150
decision unit according to the definitions provided in these
budget instructions.

In an effort to capture specific data, the budget instruc-
tions designate the use of specific required GLs for a num-
ber of expenditures, which are discussed throughout this
section. This coding correlates with the information in the
Accounting Policies and Procdures of the Controller’s Of-
fice; however, some GL series have more specific assign-
ments listed for budgeting purposes.

If the coding for actual expenditures does not meet the
definitions outlined and this correction cannot be done in
the accounting system (DAWN), it is important a coding
correction be made in the agency budget request through
a M-150 decision unit. A coding correction is made by en-
tering a negative amount for the incorrect GL and a posi-
tive amount for the correct GL.

Category Descriptions
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Adjustments to Base — M-150 Decision Unit

All one-time operating expenditures should be sub-
tracted in the M-150 decision unit. Some examples in-
clude, but are not limited to the following: moving ex-
penditures, one time medical exam follow-up police/fire,
expired contracts, elimination of an offsite storage rental
unit, one-time insurance deductibles, major equipment re-
pairs, postage for one-time report mailing, equipment pur-
chases less than $1,000, one-time equipment rental, and
phone installation charges associated with office reloca-
tion that are reflected in the base.

In addition to one-time cost adjustments, you must also
account for all authorized budget augmentations approved
in the interim (either by the IFC or the Budget Division)
and for the annualized cost of all legislatively approved
expenditures that were approved effective some time after
July 1, 2011 (the beginning of fiscal year 2012). Refer to
Chapter 5 — Adjustments to Base in Section II — _Qutline
of Workflow_ of these budget instructions for additional
information on this function.

Maintenance Decision Units

Maintenance decision units should include operating
expenditures for new staff that are requested as a result
of pre-approved caseloads, federal mandates, and court
decrees only. Depending on the work tasks of the new
caseload positions remember to include rent space, phone
charges, toll and fixed line, internet access, postage, office
supplies, vehicle expenditures, if appropriate, and pos-
sible publications, dues, insurance (tort/liability) and any
equipment related to new personnel and new or expanded
programs. Detailed calculations and rationale for mainte-
nance operating expenditures must be provided.

Enhancement Decision Units

Requests that are not caseload driven should be includ-
ed as an enhancement decision unit and should relate to the
statewide strategic priorities. This would include operat-
ing expenditures associated with new
personnel, programs and expansion
of existing programs (not caseload
driven). If an enhancement decision
unit includes new staff, the agency
will want to remember to include rent
space, phone charges, toll and fixed
line, internet access, postage, office
supplies, vehicle expenditures, if ap-
propriate, and possible publications, dues, insurance (tort/
liability) and any equipment related to new personnel and
new or expanded programs.

GL OBJECT NAME

8240
8241-8242
8290
8291-8293
8310
8330
8331-8334
8360
8410 - 8412

New furnishings

If the enhancement decision unit is not associated with
new personnel, but simply a program expansion, the agen-
cy will need to consider those incremental operating ex-
penditures in addition to those existing expenditures that
relate to the program expansion. Detailed calculations and
rationale for enhancement operating expenditures must be
provided.

Police, Fire, and Correctional Officer Heart and
Lung Evaluations

NRS 617.135 lists the job classifications that have an-
nual physical exam requirements, which include the De-
partment of Corrections, the Nevada Highway Patrol, the
Division of Investigations, the state Fire Marshal’s Office,
the Division of Forestry, the Department of Motor Vehi-
cles’ Bureau of Enforcement, and the Mental Health and
Development Services’ Lakes Crossing. The Risk Man-
agement Division has established the minimum physical
exam requirements in SAM 0524 pursuant to NRS 617.455
and 457.

The Risk Management Division has procured a myri-
ad of statewide contracts covering police fire exams, and
OSHA required medical evaluations and screening of the
blood borne pathogen, respiratory projections, toxic/haz-
ardous substances and Hearing Conservation Programs
per NRS 618. Additionally, the Risk Management Division
has statewide contracts for Contagious Disease screen-
ing for Fireman and EMTs as required by NRS 617.485
and NRS 616C.052.

Agencies must submit a spreadsheet attached to their
budget request showing the specific positions requiring
the specialized types of exams, evaluations and screen-
ings in each fiscal year.

Category 05 — Equipment

Category 05 is used to purchase equipment defined as
items that have a useful life of at least one year, not per-
manently attached to a building, and valued in excess of

ADDITIONAL DETAIL FOR BUDGET PREPARATION

New furnishings over $5,000

Telephone equipment over $5,000
Telephone equipment
Pick-ups, vans - new
Office and other equipment over $5,000
Office and other equipment
Automobiles — new
Principal installment / lease purchase

Costs associated with the purchase or lease purchase of
capital equipment.

$5,000. Above is a list of common GLs used in this cat-
egory.!
1 Refer to the Equipment Schedule in NEBS for additional equip-

ment GLs available for use in your budget.

Category Descriptions
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All equipment purchases recorded in this expenditure
category must be deleted from base in an M-150 decision
unit, except for ongoing principal payments. Replacement
and new equipment should be built into separate decision
units, E-710 and E-720 respectively, using the equipment
schedule in NEBS. The E-710 decision unit is to be used
for replacement equipment requests. Agencies are re-
quired to complete the equipment schedule in NEBS for
replacement equipment. The E-720 decision unit is to be
used for new equipment requests. Agencies are required to
complete the equipment schedule in NEBS for all equip-
ment requests. The NEBS drop down menu should be used
unless the item requested is not included in the menu.

If new equipment is requested for new staff, new pro-
grams or any other specific decision, either in a mainte-
nance or enhancement decision unit, the new equipment
must be included in the same decision unit as all other
associated costs. For example, expenditures for new staff
associated with population/demographics in an M-200
decision unit should include any

Any telephone system expansion, modification or
change involving the purchase of telephone equipment.

You should complete the appropriate EITS schedule
in NEBS for telecommunication requests and receive
approval from EITS prior to submitting the request to the
Budget Division.

Category 07 — Maintenance of
Buildings and Grounds

Category 07 is used to record maintenance costs, not
classified as deferred maintenance, for state owned and
non-state owned buildings including contracted services.
The following are common GLs used in this category:

Adjustments to Base — M-150 Decision Unit

All one-time operating costs must be deleted in the

equipment associated with the staff GL OBJECT NAME ADDITIONAL DETAIL FOR BUDGET PREPARATION

d. Anoth 1 7060-7072  Contract services
requested. Another example May 7107149 paintenance of B8G
be an agency requesting to start a 72307231  Minor improvements

particular program associated with 7%

one of the Governor’s statewide

strategic priorities. Staff, travel, operating, equipment and
all other expenditures associated with that decision should
be included in the decision unit. The purpose is to isolate
the total cost of implementing the particular proposed pro-
gram within one decision unit.

All non-information technology related equipment
costing less than $5,000 may now be budgeted and charged
to operating category 04, per SAM 1544.0. Except for the
items listed under executive and secretarial units, agencies
must use GLs 7460-7464 to record equipment purchases
costing less than $1,000 and GLs 7465-7469 for items cost-
ing between $1,000 and $5,000.

Please refer to the drop-down menu section of the
NEBS Equipment Schedule for the latest unit costs for of-
fice equipment, vehicles, computing equipment, etc. Up-
dated prices can also be obtained from the Purchasing Di-
vision’s web site or by contacting the Purchasing Division
directly at (775) 684-8671.

Information Technology Purchases

Equipment purchases involving the Telecommunica-
tions section of the Enterprise Information Technology
Division (EITS) must be coordinated through and ap-
proved by that division before inclusion in the agency re-
quest. Services include, but are not limited to, the follow-
ing:

The purchase of additional or replacement telephone
sets and related telephone equipment.

Equipment rental (if applicable)

General

Items costing less than $10,000
Rental payment for use of equipment or land.

M-150 decision unit. Examples are: one-time BOE and/
or non-BOE contractual services, major building/grounds
maintenance expenditures, one-time equipment rentals,
etc.

Please refer to Chapter 8 — Facilities Maintenance
in Section II — OQOutline of Workflow of these budget
instructions for additional information regarding facility
maintenance issues and planning for budgetary consid-
erations. Areas discussed include issues associated with
building envelopes, carpeting, facilities deep cleaning,
HVAC, water treatment, and roofing maintenance.

Enhancement Decision Units

Requests that are not caseload driven should be includ-
ed as an enhancement decision unit. This would include
maintenance expenditures associated with new programs
and expansion of existing programs.
Rates

Rates to be used for budgeting purposes are posted on

the SPWD web site.

Category 26 — Information Services

Category 26 is used to record expenditures related to
information technology services provided primarily by

Category Descriptions
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the EITS for internal informa-
tion technology services and by
outside (non-EITS) vendors for
various expenditures such as
software maintenance, MSA pro-
grammers, computer hardware
and software purchases, etc.

6100-6199

6200-6299  In-state travel expenditures

7060-7072  Contract services

7300 Dues and registration
Please refer to Chapter 9 — | 7 Instructional supplies
Information Services in Sec-
tion II — _Qutline of Workflow | 7430 Professional services (under $2,000)

of these budget instructions for
a detailed description of EITS

UL UBJEUI NAME ADUIIIUNAL UEIAIL FUH BUUGE | PREFAHATIUN

QOut-of-state travel expenditures

See category 02 discussion in this appendix. Expenditures involve per diem,
lodging, airfare, etc. incurred while attending training out-of-state.

See category 03 discussion in this appendix. Expenditures involve per diem,
lodging, airfare, etc. incurred while attending training in state.

General

Registration costs to attend conferences and/or training sessions.

Costs related to instructional aids which are used in training seminars such
as text or training materials.

Costs related to obtaining professional training services such as paying a
local community college for teaching a computer class to staff.

services, discussion of various
assessments and instruction on budgeting for Information
Services.

Category 29 — Uniform Allowance

NRS 281.121 requires reimbursement to persons pur-
chasing and wearing uniforms in order to perform their
duties. The object codes shown below are commonly used
for this category. Uniform allowance amounts and eligible
items are determined based on a negotiation process be-
tween the individual agencies and the Budget Division.
Please refer to Chapter 10 — Uniform Allowance in Sec-
tion II — _QOutline of Workflow of these budget instruc-
tions for detailed information on budgeting for uniform
allowances.

GL OBJECT NAME

7170-7171  Uniform/clothing allowance
nn Employee utility allowance
7173-7175  Agency issue uniform and supporting articles
7176 Protective gear Safety glasses, face shields, welding gloves, etc.

Category 30 — Training

Category 30 is used for all training related expendi-
tures, which normally include dues and registration and
travel costs associated with attending the training. GL
usage must be based on the nature of the training event.
Travel associated with attending the training must be
charged to category 30 using the appropriate in-state and
out-of-state travel GLs shown in the next column below.

GLs related to training must be based on the nature of
the event. For example, if an agency uses the services of an
independent contractor to provide training in-house, GL
7060 — Contract Services, would be the only GL required.
However, when agencies send employees off-site for train-
ing, a travel GL and an operating GL for a registration ex-
penditure may be used. There are no GLs that are specific

to category 30. GLs normally used within category 02,
category 03 and category 04 must be used within category
30 if the expenditure is training related.

Base Year Expenditures

Agencies must provide a spreadsheet detailing all train-
ing expenditures incurred in the base year by employee
title, date(s) of training, the training subject, location of
training, number of employees involved, total cost of each
event by GL and relativity to agency’s operation and mis-
sion. A spreadsheet must be attached electronically to your
request in NEBS using the GSA rates for the proposed
destination. A template of the appropriate format of the
spreadsheet is available on the Budget Division’s web site.

Maintenance and/or Enhancement Decision
Units for Training

ADDITIONAL DETAIL FOR BUDGET PREPARATION

NRS 281.121 requires reimbursement to persons purchasing and wearing
uniforms in order to perform their duties. Agencies are required to obtain
prior approval from the Budget Division before requiring employee uniforms.

Any request to increase an agen-
cy’s training budget (such as training
for new positions and/or special proj-
ects) must be created and justified
in a maintenance decision unit (for
caseload related training increases)
or an enhancement decision unit
using the appropriate GLs. Justification for the increase
should be contained in the narrative statement, specifying
how the training would benefit the agency, the number of
staff affected, the geographical areas to be covered, spe-
cial needs, etc.

Category 59 — Utilities

Category 59 is used to record utility related expendi-
tures using GLs 7131-7139. The following GLs must be
used for budgetary purposes. If GLs used for actual ex-
penditures in the base year differ from the following GLs,
a correction needs to be made in the agency budget request
through the M-150 decision unit. Additional information

Category Descriptions

119



State of Nevada 2013 - 2015 Biennium Budget Instructions

on estimating and projecting expenditures for utilities can
be found in the Budget Division’s Budget 101 Manual.

Increases in utility expenditures resulting from the
acquisition of additional office space (square footage) or
from other changes affecting agency utility costs, should
be budgeted in the appropriate decision unit and category
and fully explained in the narrative.

Increases due to inflation cannot be included in the
agency request. The Budget Division will calculate incre-
mental increases in an M-100 (inflation) decision unit if
authorized by the Governor. It is critical that all expendi-
tures be charged correctly against standard GLs to ensure
that NEBS computes inflation accurately.

Miscellaneous utility charges such as trash pick-up and
cable television should be budgeted in this category. Do
not include telephone charges or bottled water in this cat-

egory.

GL OBJECT NAME

7131 Hazardous waste disposal

7132 Electric utilities

7133 Qil utilities

7134 Natural gas utilities

7135 Propane utilities

7136 Garbage disposal utilities

7137 Water and sewer utilities

7138 Other utilities (i.e. cable TV services)
7139 Charges paid to B&G for water usage

Category 86 — Reserve

Category 86 is used to record and track agency re-
serves. Reserves are the projected amounts of “cash” re-
maining in a budget account at the end of a fiscal year
to be used for future obligations of a particular budget or
program. The established GL required for recording and
budgeting for a reserve is GL 9178. Those agencies with a
balance forward and reserve must adhere to the following
rule: For the coming biennium, the reserve balance in the
work program year equals the beginning Balance Forward
in the first year of the biennium, and subsequently, the re-

Category 86 - Reserve

Work

Revenue Actual Program Year 1 Year 2
= 2511 Balance forward 10,000 12,000 (16900 (20,200

3716 Inspection fees 39,700 /(45,500 45,500 45,950

Total 49,700 57,500 62,400 66,150

Expenditures

Cat 01 - Personnel services 25,000 26,200 27,500 28,200

Cat 04 - Operating 4,450 5,000 5,000 5,000

Cat 30 - Training 2,000 2,000 2,000 2,000

Cat 59 - Utilities 6,250 7,400 7,700 7,900
=) Cat 86 - Reserve 23,050

Total 49,700 57,500 62,400 66,150

serve balance in the first year of the biennium will be the
balance forward in the second year of the biennium. The
table illustrates this rule.

Category 87 — Purchasing Assessment

Category 87 is used for the assessment to fund the Pur-
chasing Division. The Purchasing Division will update the
assessment based upon a five year moving average of pur-
chasing commodity and services dollar volume by bud-
get account. The required GL for this expenditure item is
7393.

This issue is discussed in detail in Chapter 6 — Assess-
ments and Full-Time Equivalent (FTE) Driven Costs
in Section II — _Outline of Workflow of these budget in-
structions.

Category 88 — Statewide Cost Allocation

Category 88 is used for indirect cost recoveries to the
state General Fund. The state contracts with an indepen-
dent consulting firm to update the plan each biennium.
The required GL for this expenditure item is 9159.

This issue is discussed in detail in Chapter 11 — Cost
Allocations in Section II — _Outline of Workflow of
these budget instructions.

Category 89 — Attorney General Cost Allocation

Category 89 is used for cost recoveries for the Attorney
General’s (AG) Office. The required GL for this expendi-
ture item is 7391.

This issue is discussed in detail in Chapter 11 — Cost
Allocations in Section II— Qutline of Workflow of these
budget instructions.

Category 95 — Deferred Maintenance (M-425)

Items budgeted for deferred maintenance should be
budgeted in category 95. All maintenance items approved
as part of your M-425 decision unit from the prior Leg-
islative Session that are classified as “ongoing” must be
adjusted out of expenditure category 95 and moved to ex-
penditure Category 07 — Maintenance of Buildings and
Grounds, though the M-150 decision unit.

The M-425 maintenance decision unit has been estab-
lished for the purpose of budgeting for deferred critical
maintenance costs. These items are generally considered
critical maintenance needs and needed to address issues
that contribute to an unhealthy work environment for em-

Category Descriptions
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ployees, clients and the public and for maintenance on
buildings and equipment to make sure they last their in-
tended life span. The following are examples of expendi-
tures that should be budgeted in an M-425 decision unit:

» Balancing of HVAC systems (every five years)

« Bird and rodent control

* Carpet cleaning and replacement

* Cleaning and maintenance of HVAC systems
(@annually)

» Deep cleaning (annually of all surfaces includ-
ing files, upholstered chairs, drapes, and hard
to reach areas)

+ Drainage control

* Recommendations made in SPWB facility audit
reports

* Repair of water and plumbing leaks

* Roof repairs not included under warranty

» Sealing of building exterior surfaces (cracks,
windows, roof flashings)

Refer to Chapter 8 — Facilities Maintenance in
Section II — Qutline of Workflow of these budget in-
structions for additional information on these mainte-
nance issues.

Non-Standard Expenditure Categories

Agencies with existing special categories or those an-
ticipating the creation of new special categories for the
purpose of isolating expenditures related to a specific pro-
gram, grant award, etc., should continue to budget those
expenditures in the special category with the exception of
personnel services, FTE-driven expenditures, purchasing
assessments, SWCAP, and AGCAP, which must be reflect-
ed in the appropriate expenditure category.

All related expenditures in special categories, includ-
ing information services, training, travel costs or any
other expenditures associated with a standard category,
should be placed in this special category using the correct
corresponding GL.

New costs associated with a special category must be
separated into adjusted base, maintenance or enhance-
ment decision units, where applicable.

Category Descriptions
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sy Budget Highlight Memo Template

AGENCY REQUEST - BUDGET HIGHLIGHTS MEMORANDUM

DEPARTMENT:
DIVISION (if applicable):
SUBMITTAL DATE:

1.

Compliance with the Appropriations limit:
" YES

NO
If no, please explain:

-

Highlight significant changes in activities (include brief description):
a. New
b. Ongoing
c¢. Proposed for Elimination (include FTEs eliminated, $ savings and
population, if applicable)

Synopsis of the maintenance units excluding M100 and M150 (caseloads,
mandates, court orders, deferred maintenance etc):

Synopsis of the enhancement units:

Synopsis of requests for supplemental and/or one-time appropriations:

Other:

Budget Highlight Memo Template
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Agency Request — Budget Highlights Form Instructions

The Agency Request — Budget Highlights template and instructions are located on our
website. Here are some general guidelines:

If you have nothing material or significant to report in a given section, just state
“No significant changes”.

If a given section does not apply to your department/division, just state “Not
applicable”.

If beneficial, you may want to reference budget accounts and decision units when
completing a section.

Reductions should be shown as negative numbers as reflected in NEBS. Brackets
< > can be used to illustrate negative numbers.

Header information (View Header/Footer)

1.

2.
3.

Enter the department or agency name. Some departments, such as Corrections,
may prefer to complete a department-wide highlight, rather than individual ones.
Please work with your assigned Budget Analyst to determine the best option for
your department.

Enter the division (if applicable)

Enter the date submitted to the Budget Office. Note, the submittal date cannot be
later than August 31, 2012.

Information Regarding the department’s agency request budget submittal

1.

2.

3.

Provide a brief statement regarding the department’s compliance with the
appropriation limit. Indicate whether or not the department complied with the
limit. If they did not comply, indicate the variance and a reason (if known).

Provide a brief description of significant changes to new, on-going, and eliminated
activities. If an on-going activity is being reduced in the 2013-2015 biennium,
under item 2(b), indicate the reduction amount and impact of the reduction.

Provide a brief description of maintenance units excluding M100 and M150.
Decision units include caseloads (M200), mandates (M501), court orders (M600),

deferred maintenance (M425), agency specific inflation (M101), and any other
maintenance units.

4. Provide a brief description of enhancement units. Requests for equipment

replacement do not need to be included.

Budget Highlight Memo Template
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5. Provide a brief description of supplemental and/or one-time appropriations. Ensure
amounts for supplementals are highlighted as funding for these decision units come from
FY 2012 reversions.

6. Provide a brief description of the following items if applicable, as well as any other
information that may be pertinent to the agency’s request that was not covered by the
above information.

a. Provide a brief statement of any issues with Letters of Intent.

b. Provide a brief description of decision units that will require Bill Draft Requests
(BDR).

c. Provide a brief description of new cost allocations or revisions to existing cost
allocations.

d. Provide a brief description of decision units that are required to address
recommendations reflected in LCB Audits or Internal Audits.

e. Provide a brief description of agency reorganizations, major reclassification
requests including new personnel, or salary adjustments for unclassified positions.

Other major issues not previously mentioned

Budget Highlight Memo Template
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STATE OF NEVADA
DEPARTMENT OF TOURISM & CULTURAL
AFFAIRS
DIVISION OF MUSEUMS AND HISTORY
Nevada Historical Society
Reno

Governor

Director

Department of Tourism & Cultural

Affairs

Administrator

Division of Museums and History

Curator Il
Grade 35
PC # 0006

AA I
Grade 27
PC # 0009

AA I
Grade 27
PC #0013

Division of Museums and History
Nevada Historical Society — B/A #2870

Curator |
Grade 31
PC #0016

Librarian Il
Grade 35
PC # 0004

Curator Il
Grade 35
PC # 0015

Library Tech |
Grade 27
PC #0008

Organizational Chart Examples
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sl Longevity Payment Schedule

se the information below to enter data into the Longevity Schedule in NEBS

for employees that have completed eight years or more of continuous service
and have standard or better performance. The totals for longevity are rolled into
object code 5930.

NUMBER OF CONTINUOUS
YEARS OF SEMI- SERVICE ON
CONTINUOUS ANNUAL OR BEFORE
SERVICES  PAYMENT DATE
g B7h 7/1/2005
d.5 b5 1142005
9 5100 711/2004
95 3100 1/1/2004
10 5125 711/2003
10.5 5125 11/2003
11 5150 71172002
115 5150 1142002
12 175 7/1/2001
12.5 5175 11172001
13 2200 7/1/2000
13.5 5200 11/2000
14 5225 (111999
14.5 2225 1/1/1999
15 5275 7/1/1998
155 5275 1/1/1998
16 9325 7/1/1897
16.5 $325 111997
17 5375 7/1/1396
; P 5375 1/1/1996
18 b425 71171995
18.5 425 1/1/1995

Eligibility and Payments

Section 5.1 of AB560 from the 2011 Legislative Session
temporarily suspended longevity pay until June 30, 2013;
therefore, longevity pay will be included in the 2013-2015
biennial budget as an adjustment to base (M-150 decision
unit). Eligible full-time or part-time employees who work
less than full-time for a portion of the six-month quali-

NUMBER OF CONTINUOUS
YEARS OF SEMI- SERVICE ON
CONTINUOUS ANNUAL OR BEFORE
SERVICES PAYMENT DATE
19 5475 7171994
19.5 475 1/1/1994
20 3525 7/1/1993
205 5525 1/1/1993
21 $575 7/1/1992
215 $675 1/1/1992
22 625 7/1/1991
225 5625 1/1/1991
23 5675 7/1/1990
235 3675 1/1/1990
24 5725 7/1/1989
245 5725 1/1/1989
25 5800 7/1/1988
255 5800 1/1/1988
26 $875 7111987
265 5875 1/1/1987
27 5950 7/1/1986
275 $950 1/1/1986
28 $1.025 7/1/1985
285 51,025 1/1/1985
29 $1.100 7/1/19584
295 51,100 1/1/1984
30 or more 51,175 7/1/1983

fying period are entitled to a prorated amount based on
the semi-annual payment. After eight years of continuous
service, an employee is eligible for longevity pay in semi-
annual payments on December 31 and June 30. (NRS
284.177, NAC 284.262 through 284.284).

Download the Longevity Payout Calculator from the
forms page on the Budget Division’s web site.

Longevity Payment Schedule
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aid Computer Hardware and Software Policy

Purpose

Responsibilities

A. This standard is intended to establish standards for
acquisition of desktop and laptop hardware in order
to:

* Prevent the acquisition of technology that is
defunct or out-dated while providing stable and
reliable technology for operation on the state
enterprise network

* Maximize the functionality of the state’s infor-
mation technology investment

* Allow the development of open systems client/
server computing that encourages connectivity,
portability, scalability, and interoperability

* Replace technology that is obsolete and no lon-
ger supported by the manufacturer
To establish a desktop or laptop replacement and up-
grade standard for the state in order to utilize the
benefits of next-generation office environments,
simplify technical support issues, and increase the
state’s ability to deploy new solutions to business
problems.

Scope

The policies set forth in this standard apply to all agen-
cies of the Executive Branch and to all other agencies that
wish to utilize the enterprise information transport (SIL-
VERNET) with the exception of NSHE and the Nevada
Criminal Justice Information Computer System.

The standards set forth in this document will be used
as a guideline to initiate replacement of PCs throughout
the enterprise:

» Before the point of obsolescence

+ Atthe pointin time when it is most cost effective

+ At the point in time when it will enable the state

to gain maximum advantage from its consider-
able investment in information systems

Effective Dates

The requirements of this standard are effective 90 days
after sign-off by the Governor or his designee.

A. All desktop or laptop purchases must be approved
by Enterprise Information Technology Services Di-
vision (EITS) and the Budget Division. Purchases
must be made from open term contracts through the
Purchasing Division.

These standards apply to all agencies of the Execu-
tive Branch and to all other agencies that wish to
utilize the enterprise information transport (SIL-
VERNET) with the exception of the NSHE and the
Nevada Criminal Justice Information Computer
System.

Related Documents

NRS 242.115 and 242.151
Nevada Glossary of Terms
http:/www.nitoc.nv.gov/

Standard

Hardware Maintenance

Contractors normally provide warranties with new
computer hardware. If available at the time of purchase,
a hardware maintenance agreement should be purchased
to cover the hardware’s expected life based on the state’s
computer hardware phased replacement program (e.g. pur-
chase a maintenance agreement that provides a total of five
years of coverage for a desktop or laptop).

An anti-virus program is required for all computers
including desktops, laptops and CADD class worksta-
tions.

Desktop and Laptop Minimum Hardware Re-
quirements

Desktop and laptop equipment purchases should con-
tinue to perform at the minimum levels established by the
state, throughout the unit’s life cycle. Therefore, processor
revision and memory must sufficiently run a standard op-
erating system and office suite. The unit must be service-
able by state technical support and include both a fixed
disk large enough to support the current operating system
and an office suite with at least a forecast 50% growth in
size over the life cycle of the unit. A minimum of one CD/

Computer Hardware and Software Policy

130



State of Nevada 2013 - 2015 Biennium Budget Instructions

RW-ROM device shall be included in the unit for install-
ing upgrades or patches necessary for the maintenance
of the system. A network card must be included with any
unit purchased to, at a minimum, allow for updates to the
anti-virus software required to be installed on all desktops
and laptops in the state. Any unit purchased must have a
working surge suppression device to protect the unit from
electrical damage.

Laptops must conform to the above as well as include
a carrying case with space for any attachments included
with the unit. If the laptop is to be used as a workstation
is must include either a docking station or port replica-
tor with a keyboard, mouse and monitor. The docking sta-
tion listed in the NEBS equipment schedule includes these
items.

Cycle of Replacement

It is the state’s policy to cycle replaced computers
through the major classifications of technology users iden-
tified in this document. Desktops and laptops that have
been replaced and are no longer appropriate for one clas-
sification of technology user should be used to upgrade
and replace a desktop or laptop with older technology
within the agency, provided that the desktop or laptop is
still supported by the manufacturer, and has not reached
obsolescence due to operating system changes or applica-
tions requirements. In this manner, the desktop or laptop
with the oldest technology in the agency is phased out and
the agency can continue to benefit from their investment
in computer hardware.

It is the state’s policy to replace desktops and laptops
with the latest technology rather than to apply major up-
grades to existing desktops and laptops. Current research
indicates that:

* Upgrading is expensive because, more often
than not, multiple system components must be
upgraded in order to achieve the intended per-
formance improvement.

* The purchase price of the various hardware
components needed to accomplish an upgrade
will exceed the purchase price of a new com-
puter.

* The cost of labor to install an upgrade to exist-
ing hardware will far exceed the cost of labor to
install a new desktop or laptop.

* Upgraded desktops and laptops have uncertain
maintenance profiles and support costs.

* Upgraded desktops and laptops have added
administrative complexity.

* There is no increase in residual value of up-
graded desktops and laptops.

* Upgrading desktops and laptops tends to in-
crease the overall complexity in the installed
enterprise hardware base.

Classifications of Technology Users

There are two major classifications of technology users
defined as:

» Leading Edge Technology Users/Power Users

Those agencies and individuals within the agen-
cy who need to be at the forefront of technology
in order to:

i.  Become the pilot agencies for other members
of the enterprise network.

ii. Interface with other entities, agencies and
governments where such interface requires
the utilization of the latest technology.

iii. Regularly use CAD/CAM, or other CPU or
memory intensive applications.

iv. Carry out heavy usage of database or other
applications or the previewing and testing of
various software.

v. Maintain positions and related duties such
as engineering/civil engineering, network/
system administrators, network monitoring,
application developers, or CADD/GIS devel-
opers.

» Standard Technology Users

Those agencies and individuals within the agen-
¢y who require a standard level of technology
include those who:

i. Have a standardized suite of applications on
their desktops (e.g., word processing, spread-
sheet, presentations); and/or customized ap-
plications beyond the standardized suite.
Statewide financial, data warehouse, and/or
mainframe interfaces etc.

ii. May use desktops and laptops for database
and decision-support; and often have access
to state agency-specific applications, email,
Intranets, Internet and Internet based appli-
cations/databases.

iii. Maintain positions such as professional/ad-
ministrative staff, operational support staff,
technical and functional staff.

Replacement Schedule (desktops and laptops)

The following is a general guideline for replacing desk-
tops and laptops. Agencies should consult with EITS staff

Computer Hardware and Software Policy
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for assistance in determining their specific replacement

needs. Note Security Risk: desktops and laptops that are

no longer supported by the manufacturer with system up-

dates or have reached obsolescence due to operating sys-

tem changes pose a security risk to the state should be re-

placed. Replacement schedules vary according to the two
major classifications of technology users:
* Leading Edge Technology Users

i.  Should maintain no more than two revisions

behind the current state standard PC or work-

station as specified by EITS and Purchasing

ii. Should replace desktops and laptops every

three years, depending on applications in use

« Standard Technology Users
i.  Should maintain no more than two revisions
behind the current state standard PC or work-
station as specified by EITS and Purchasing
ii. Should replace desktops and laptops every
five years, depending on applications in use

Exceptions and Other Issues

Purchases must be made from open term contracts
through the Department of Administration’s Purchasing

Division unless a specific departure has been requested
in writing with justification and such departure has been
authorized in writing by both EITS and the Purchasing
Division.

Definitions and Background

Nevada Revised Statute (NRS) 242.115 requires the
EITS to develop guidelines and procedures for the pro-
curement and maintenance of the information systems of
the Executive Branch of government.

NRS 242.151 requires the administrator to advise agen-
cies regarding the policy for Information Technology as
that policy relates to items such as standards and criteria
for the selection, location, and use of information systems.

State Agency - The use of the term state agency in this
standard means every public state agency, bureau, board,
commission, department, division or any other unit of the
Executive Branch of the government of this state.

Computer Hardware and Software Policy

132



State of Nevada 2013 - 2015 Biennium Budget Instructions

IT Enterprise Architecture Committee

State of Nevada

Standard
Control No. Rev Title Effective Date Page
7.03F Desktop and Laptop Hardware Acquisitions 12/01/09 1of5
1.0 PURPOSE
A. This standard is intended to establish standards for acquisition of Desktop and Laptop Hardware
in order to:
. Prevent the acquisition of technology that is defunct or out-dated while providing stable
and reliable technology for operation on the State enterprise network;
. Maximize the functionality of the State's information technology investment;
. Allow the development of open systems client/server computing that encourages
connectivity, portability, scalability, and interoperability, and
. Replace technology that is obsolete and no longer supported by the manufacturer.
B. To establish a desktop or laptop replacement and upgrade standard for the State of Nevada in

order to utilize the benefits of next-generation office environments, simplify technical support issues, and
increase the State’s ability to deploy new solutions to business problems.

2.0 SCOPE

The policies set forth in this standard apply to all agencies of the Executive Branch and to all other
entities that wish to utilize the enterprise information transport with the exception of the Nevada System
for Higher Education (NSHE) and the Nevada Criminal Justice Information Computer System.

The standards set forth in this document will be used as a guideline to initiate replacement of Desktop and
Laptop Hardware throughout the enterprise, not to include the replacement of surge protectors and other
similar required communication protective devices:

. Before the point of obsolescence,
. At the point in time when it is most cost effective, and
. At the point in time when it will enable the State to gain maximum advantage from its

considerable investment in information systems.

3.0 EFFECTIVE DATES
The requirements of this standard are effective 90 days after sign-off by the Governor or his designee.

4.0 RESPONSIBILITIES

A. All desktop or laptop purchases must be approved by the Enterprise Information Technology Services
(EITS) and the Department of Administration, Budget Division. Purchases must be made from open term
contracts through the Department of Administration’s Purchasing Division,

B. These standards apply to all agencies of the Executive Branch and to all other agencies that wish
to utilize the enterprise information transport with the exception of the Nevada System for Higher
Education (NSHE) and the Nevada Criminal Justice Information Computer System.

Computer Hardware and Software Policy
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IT Enterprise Architecture Committee

State of Nevada

Standard

Control No. Rev. Title Effective Date Page
7.04 F Desktop/Laptop Software Acquisitions 12/01/09 1of3
1.0 PURPOSE

To establish desktop/laptop software replacement and upgrade standard for employees of the State of
Nevada in order to utilize the benefits of next-generation office environments, simplify technical support
issues, and increase the State’s ability to deploy new solutions to business problems.

2.0 SCOPE

The standards set forth in this standard apply to all agencies of the Executive Branch and to all other
agencies that wish to utilize the enterprise information transport.

3.0 EFFECTIVE DATES
The requirements of this standard are effective 90 days after sign-off by the Governor or his designee

4.0 RESPONSIBILITIES

Budgetary considerations play into any upgrade decisions that a State agency makes. It is recommended
that State agencies determine an appropriate replacement cycle on the major software products in use on
desktop computers/ laptop computers. The major software products will include office productivity suites
(e.g. Microsoft Office or Corel Word Perfect), Computer Assisted Drafting (CAD) or Rapid Application
Design (RAD) suites (e.g. AutoCad, Microsoft Visual Studio), Geographic Information System (GIS)
software (e.g. Intergraph, Arclnfo), and accounting packages (e.g. Real World or PeachTree).

Software maintenance - Following the original license purchase, software maintenance may be purchased
within the contractor's specified timeframes (e.g. for Microsoft Software Assurance agreement, within 90
days of license purchase). Without software maintenance, upgrading the software will require the purchase
of anew license. Therefore, it is recommended that State agencies explore the possibilities of negotiating
licensing options that include maintenance and upgrades during the initial purchase.

5.0 RELATED DOCUMENTS
NRS 242, NRS 332.115, all Security PSPs
Nevada Glossary of Terms
6.0 STANDARD
In general, it is recommended that any software package or application in use be no more than one major

revision level behind the currently available version. Agencies should consider the costs for supporting
multiple versions.
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s Business Plans

e following is an annotated example of a business plan adapted from the
Family to Family Connection program within the Department of Health and
Human Services. This plan was developed for the 2011 Legislative Session.
However, facts and figures in this plan do not necessarily correlate to the actual
program currently in place. Business plans are discussed in Chapter 5 — Business
Plan in the Policy section of these budget instructions.

Cover Page

Department Health and Human Services
Budget Account 9999

Budget Title Family Services

Date Prepared  December 16, 2011
Submitted by ~ Jane Smith

Program Title ~ Family to Family Connection
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Body of Business Plan

1. Introduction

This proposal for “Family to Family Connection” represents a new program, enhancement decision unit E-350.
An organizational chart is included in this proposal as Attachment A.
Funding requirements for this biennium and the next two biennia are anticipated to be:

FY 2012 FY 2013 FY 2014 FY 2015 FY 2016 FY 2017

General $ 2,396,970 $ 4,826,847 § 4,413,313 § 4,380,169 § 4,293,730 $ 4,266,799
Title XIX: 376,578 839,151 1,685,611 1,836,844 2,220,894 2,507,501
CCBG: 643.520 847,774 888,357 1,008,515
Total: $ 2,773,548 $ 5,665,998 § 6,742,444 $ 7,064,787 § 7,402,981 $ 7,782,815

Further detail is provided in Section III - Financial Assessment.

Enhancement decision unit E-350 proposes to establish a statewide effort, called “Family to Family Connection,” to
build upon the strength of children and families and create comprehensive connections within communities by providing:

» Support to the child within the family and the family within the local neighborhoods.

» Information about positive parenting skills, parent-child interactions, and optimal child growth and development.

* Development of community-based public/private partnerships to support families with infants.

Family to Family Connection will be offered to ALL families with newborns and there will be no eligibility require-
ments. Participation in any of the services will be voluntary for all families. Families will be requested to complete a
family information profile; however, receipt of services will not be contingent upon completion of the form. No assess-
ments of the child or the family will be completed unless it is at the request of the family. Information that is gathered
informally by professionals will be maintained in a confidential manner and will be used to facilitate the families’ access
to resources. Services will build on existing services and will be locally administered by community entities.

We propose to divide the State of Nevada into two regions with thirteen service delivery districts called “Infant Support
Districts” (ISDs). These Infant Support Districts will be administered and operated at the community levels by local orga-
nizations. Funds to support the ISDs will be allocated through State block grants. Each ISD will be required to identify a
District Advisory Council and offer three components of services:

1. Hospital, home and/or neighborhood visitation

¢ All families of newborns will be given information at the time of birth or adoption about the Family to Family
Connection. Information will also be available for distribution at all foster care agencies. This information will be
consistent statewide.

¢ Each Infant Support District (IDS) will provide home, hospital, and/or neighborhood visits to those families request-
ing services. There are no eligibility requirements and proposal applications must assure that adequate resources are
available to provide for an average of two visits for a minimum of 50% of the birth population of the district served
based on 2005 live birth statistics. The purpose of the visitation is to provide support to the family and provide
information that is pertinent to the family of a newborn. Visitation must be provided by licensed professionals and/
or family specialists under the supervision of licensed professionals. The visiting staff will provide families with
information about child growth and development, immunization, and will assist families in connecting with other
community resources to meet needs that are identified by the family.

2. New Baby Center activities

® The New Baby Centers (NBC) will be located in communities to provide a place for families to gather for formal
training, such as parenting and new baby care, as well as informal meeting opportunities to facilitate networking and
building neighborhood support systems.

® Short term care of infants to the age of one year will be provided at the New Baby Centers for the purpose of facilitat-
ing Family to Family Connection activities. The center must meet current program standards and be staffed with
licensed professionals as well as family specialists. In addition, the program must assure that they will meet facility
licensure as developed and approved for Family to Family activities. This care is not designed for long term care
but will be offered to families on a short-term basis to facilitate individual and group educational opportunities. For
example, priority may be given to families who are participating in Family to Family Connection group activities,
those who are providing services for the project, short-term care for parent personnel who are newly hired and have
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not been able to arrange for ongoing child care and families who are seeking employment and need child care while
they go for interviews. Based on the temporary nature of the services, these will be available for a broad range of
families and the priorities will be established based on the needs of the community. These centers will also reflect
the neighborhood and community needs in providing various activities to support families and infants.

® New Baby Centers are not necessarily new buildings or new programs; however, they may be an expansion or
redesign of an existing program. Criteria for the selection of New Baby Center site locations must consider the
following:
* ADA compliance
* Accessibility for all families
» Signage which designates dedicated space for NBC activities
* Opportunities for expansion of informal and formal activities
» Flexible use of space
+ Participation of a broad range of families representing diversity of socioeconomic and cultural demographics

¢ State classified administrative personnel and Regional Advisory Board members will also be responsible for ensuring
that the locations of NBCs provide adequate coverage of the region and applicable diversity.

® New Baby Centers are designed to encourage families to network and have a central location for informal and formal
activities that foster learning and support. To ensure that infants are available for families to observe best practices,
the offering of respite services is conceptualized on a very limited and scheduled basis. New Baby Centers are not
designed to provide drop-in child care.

3. Resource Lending Center
® The Resource Lending Center contains resources that focus on the needs of families with newborn children. These
resources will be available for families to access on a loan basis. Items including instructional material (such as
books, videotapes, and other parent support material), toys, resources and safety equipment will be available for
families to check out. Each ISD will guarantee that the Resource Lending Center will be staffed and available to the
public a minimum of twenty (20) hours per week.
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I1. Background

A.Agency Mission and Goals

The mission of the Department of Health and Human Services is to promote the health and well being of all Nevadans
through a flexible array of programs that recognize the integrity of each individual, support family structures, and value
cultural diversity. Provide an accessible and coordinated system of training, treatment, assistance, and education services
that foster the attainment of optimal independence and self-sufficiency for each Nevada citizen and family.

The Family to Family Connection program will enable the Department to continue its mission of promoting the health
and well being of all Nevadans, particularly all newborns and their families. Additionally, this program ties to specific
goals of the department:

* Provide services accessible, available, and responsive to the individual needs of Nevada’s citizens. The Infant
Support Districts will be located throughout the state to ensure accessibility, availability and responsiveness to the
individual needs of families and infants.

* Provide a comprehensive and cost-efficient system of services to promote rehabilitation, education, and self
sufficiency; to minimize long-term dependency; to strengthen the family; and to meet the needs of at-risk
Nevadans. The three-components of services offered by this program will seek to strengthen the family by providing
information that is pertinent to the family of a newborn, providing parenting training and new baby care, and making
available to families instructional parent support materials.

* Develop a coordinated, statewide, comprehensive, community-based service delivery system which encourages
public and private partnerships. Each Infant Support District will be administered and operated at the community
level by local organizations with guidance provided by District Advisory Councils. Statewide oversight, direction
and guidance will be provided by state personnel.

Attainment of these goals through the Family to Family Connection program and other programs provided by the
Department of Health and Human Services will further the mission set forth in the Governor’s strategic plan; namely:
“To provide for the highest quality of life for Nevada’s citizens by ... fostering an environment that is ... encouraging to
individual development.” Additionally, this program, by providing parenting training, support and learning activities for
families and infants, ties to the Governor’s functional goal:

* Maximize the quality of life from birth to first year in school, to ensure that each child has the necessary skills to

succeed in school.

B. Assessment of Current Services

The proposed services are offered by hospitals, family resource centers, early childhood services provided by the State,
etc., however, there is no program currently available providing these services in a statewide collaborative public/private
partnership effort to all families of newborns regardless of income levels or other eligibility criteria.

This program is important to the State of Nevada and its on-going efforts to ensure the health and well-being of Nevada’s
most helpless citizens: children from birth to 3 years of age. From birth, a baby’s brain cells proliferate wildly, making
connections that may shape a lifetime of experience. The first three years are critical. Of all of the discoveries that have
poured out of neuroscience labs in recent years, the finding that the electrical activity of brain cells changes the physical
structure of the brain is perhaps the most important. At birth, a baby’s brain contains 100 billion neurons. But, while the
brain contains virtually all of the nerve cells that it will ever have, the pattern of wiring between them has yet to stabilize at
birth. How it is stabilized is up to the neural activity - no longer spontaneous, but driven by a flood of sensory experiences.
Deprived of a stimulating environment, a child’s brain suffers. Parents seem well aware of the general importance of the
love and time they give their infants and toddlers, but want more information about exactly how to influence their children
in positive ways. The survey data developed within Nevada indicate that parents desire to play the most positive role they
can in their children’s development and 87% of the families surveyed indicated an interest in receiving services from a
program such as Family to Family Connection.

California, which has operated a program similar to the Family to Family Connection for ten years, reports that the rate
of juvenile delinquency has decreased by 15%, child abuse and neglect cases have decreased by 10%, and math scores and
reading comprehension scores for children ages 8 through 12 have improved an impressive 30% compared to this age group
just 5 years ago — all as a result of their program.
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(Number of Birth
Projected Families,
ISD Births Average of Two Visits
1 2,600 1,300
2 2,599 1,300
3 1,109 624
4 816 468
5 820 468
6 804 468
7 151 52
8 2,750 1,339
9 2,750 1,365
10 2,916 1,456
11 2,600 1,300
12 2,600 1,300
13 2,600 1,300
Las Vegas (Out of State 2,525
Total 27,640 12,740

I11.Business Plan for “Family to Family Connection” Program

A.Implementation
The Family to Family Connection program will provide services throughout the State. To accomplish this, 13 ISD will
be established through a Request for Proposal process. Locations and timelines for phase-in are:

ISD Service Areas Date on Line
1 Washoe - Reno/Sparks Dec-2011
2 Washoe/Storey - SW Reno/Incline Jun-2012
3 Carson City/Douglas Feb-2012
4 Churchill/Pershing/Humboldt Jun-2012
5 Lyon/Mineral/Nye/Esmeralda Jun-2012
6 Elko/Lander Jun-2012
7 White Pine/Eureka Jun-2012
8 Clark - SW Las Vegas/Pahrump Jun-2012
9 Clark/Lincoln - NE Las Dec-2011
10 Clark - Henderson/Boulder City/Laughlin Jun-2012
11 Clark - SE Las Vegas Jun-2012
12 Clark - N/Central Las Vegas Feb-2012
13 Clark - NW Las Vegas Jun-2012

B. Caseload projection
The caseload used to determine volume and costs for each ISD is the projected number of births:
The following assumptions are used to determine visitation capacity:
* 46% of projected births will be served through visitation services (12,740 divided by 27,640 = 46%).
* 5-10% of projected births will be served through New Baby Centers only.
* 51 -56% of new births will receive services through Family to Family Connection.
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C.Financial assessment

Note: The costs in this section must tie to the detailed budget document. If calculations of costs are not shown in this
section, they must be shown in the detailed budget document.

» If'the proposal is to be supported by fees, supply a proposed fee structure and cash-flow analysis.

» If'the proposal is to be federally funded, provide the Catalog of Federal Domestic Assistance (CFDA) number and
description of the grant including match requirements, federal funding history and future grant allocations. Provide
Federal Funding 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.

o If the program requires general fund support for start-up, provide a cash-flow analysis phasing in other revenue
sources.

i.  Funding sources
This proposal will be funded primarily through a general fund appropriation. It is anticipated that some services
provided to Medicaid-eligible clients can be billed to Federal Title XIX. Total general fund need and Title XIX revenues
for the biennium are:

FY 2012 FY 2013
General Fund $2,396,970 $ 4,826,847
Federal Title XIX 376,578 839,151
Total $ 2,773,548 $ 5,665,998

The budget document provides detail showing how these amounts were determined.
ii. Staffing requirements

Note: If additional staff are not required, describe the impact on existing staff and programs. If new staff are re-
quired, describe the need for each position, its estimated costs and all associated operating and travel costs.

A total of 14 classified positions will be required to provide statewide program coordination, accountability, evaluation,
training and quality assurance.

One Clinical Program Planner II will provide statewide guidance, technical assistance, budgeting, community-building,
and supervision for project personnel employed through the state system. This position will work closely with the Block
Grant Commission and Advisory Council in developing and guiding the Family to Family Connection. Additionally, this
position will direct the development and implementation of an evaluation and data collection system that allows clear
measures of program outcomes.

One Administrative Services Officer I will provide financial and accounting support to the project on a statewide
basis including budget development, block grant contracts, and auditing functions. This position will also assist local
community organizations with implementation of the project objectives.

Two Clinical Program Managers will provide regional coordination of resources, services and training.

Two Child Development Specialists I'V to provide service support and supervision to Child Development Specialist I11s.

Five Child Development Specialists I1Is to be located in each of the five New Baby Centers designated as training sites.
These Centers will serve as a home base for the Child Development Specialist positions to provide training to ISD staff
throughout the district and region. These positions will facilitate resource identification and referral, provide specialized
assistance to the ISD as requested in the Visitations, New Baby Center and Resource Center services of the ISD. Addition-
ally, the Child Development Specialists will assist the ISDs and Region in developing and monitoring quality assurance
measures, establishing best practice procedures, and providing expertise to the ISDs as appropriate.
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One Program Assistant IV and two Program Assistant I1ls to provide program and clerical support to staff.
Total salary costs for FY 2012 and FY 2013 are:

#of Position Title Start Date FY 2012 FY 2013

1 Clinical Program Planner II Sep-2011 $ 41,571 § 52,962

1 Administrative Services Officer  Sep-2011 36,659 46,841

2 Clinical Program Manager Sep-2011 79,700 101,664

2 Child Development Specialist ~ Sep-2011 73,318 93,682

5 Child Development Specialist ~ Oct-2011 151,475 215,450

1 Program Assistant [V Sep-2011 26,667 33,237

2 Program Assistant I11 Sep-2011 49.416 61.760

TOTAL 14 $ 458,806 $ 605,596

Additional costs related to staff are:
FY 2012 FY 2013

In State Travel $ 39,059 § 52,778
Operating 68,942 84,016
Equipment 39,320
Information Services 52,458
Total $ 160,459 $ 136,794

Detailed information concerning these costs are in the budget document.
iii. Capital considerations

Note: This section should discuss any necessary construction, remodeling, and capital equipment needed for the
project.

None anticipated.

iv. Major purchases

Note: This section should discuss lease agreements, contractual services and equipment needed, and list the associ-
ated costs.

The major cost for this program is in the form of general fund block grants awarded to the 13 Infant Support Districts.
Contracts for receipt of funding will be awarded on a competitive basis to proposals from community based entities
through a structured request for proposals. Requirements for each ISD include:

* A full-time ISD manager responsible for development and coordination of the three components of each ISD.

» Home, hospital and neighborhood visitation. (Voluntary visits to families of newborns up to 1 year of age; provide
guidance, support and resource information to families of newborns; assist with follow-up visit or referral to ad-
ditional resources.)

* New Baby Center. (22 centers are projected to provide an accessible and identifiable location for families to access
Family to Family services.)

* Resource Lending Center. (Provide child development materials and equipment to families on a lending basis.
Resource Centers are associated with each New Baby Center. The Center is to be staffed and available to the public
a minimum of 20 hours per week.)
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Award amounts for each ISD are:

ISD Service Areas Start Date # of New Baby Centers FY 2012 FY 2013 Total
1 Washoe - Reno/Sparks Dec-2011 2 $ 282,821 § 416,371 $ 699,192
2 Washoe/Storey - SW Reno/Incline Jun-2012 1 53,102 326,252 379,354
3* Carson City/Douglas Feb-2012 1 134,788 276,701 411,489
4 Churchill/Pershing/Humboldt Jun-2012 3 64,061 350,808 414,869
5 Lyon/Mineral/Nye/Esmeralda Jun-2012 3 64,061 350,808 414,869
6  Elko/Lander Jun-2012 1 40,097 236,478 276,575
7  White Pine/Eureka Jun-2012 1 22,463 121,457 143,920
8 Clark - SW Las Vegas/Pahrump Jun-2012 2 69,892 403,262 473,154
9* Clark/Lincoln - NE Las Dec-2011 3 301,580 490,925 792,505
10  Clark - Henderson/Boulder City/Laughlin Jun-2012 2 73,270 450,568 523,838
11 Clark - SE Las Vegas Jun-2012 1 59,241 351,675 410,916
12* Clark - N/Central Las Vegas Feb-2012 1 169,723 375,595 545,318
13 Clark - NW Las Vegas Jun-2012 1 59.241 351,675 410916
Totals $1,394,340 $4,502,575 $5,896,915

*These ISDs will serve as training sites for the regions. As such, these New Baby Centers will be model care-giving sites employing best practices.

Training will be offered to all participants and required for all project personnel

The Family to Family Connection Program will include Regional Boards for the Northern and Southern Regions and
an Advisory Council charged with developing policy and guidance, providing assistance and information for community-
based organizations, and working with local communities to identify additional revenue sources to enhance services.
The Advisory Council will build upon the success of the Title XX Commission and will include members representing
expertise in the field of early childhood development through the role of the current Interagency Coordinating Council
(ICC). Costs for the Regional Boards and Advisory Council will be $220,974 in FY 2012 and $221,013 in FY 2013. These
costs provide for travel for board and council members, facilitator contracts for the boards and council as well as child care
services to enable clients with children to attend board and council meetings. Additional detail concerning how these costs
are derived is in the budget document.

v. Information technology and telecommunications requirements

Note: This section must include timelines for equipment order and receipt, software acquisition, consulting services,
contract development and training. If the proposal lends itself to sharing of information between other agencies/
entities, include timelines for interface development.

Effective January 1, 2012, an interlocal contract between the Department of Health and Human Services and the Univer-
sity System is proposed to develop and implement a data collection system to capture statistics from the 13 ISDs pertinent
to the Family to Family Connection. This is necessary in order to monitor and maintain the program. An integral part of
the contract will stipulate an ongoing criteria for evaluation of the program. Total cost for the interlocal contract is $94,215
in FY 2012 and $200,020 in FY 2013.

To ensure consistency in data collection and compatibility in the sharing of information, the Department of Health and
Human Services proposes to purchase computer hardware and software for each ISD. The number of computers for each
ISD is dependent upon the size of the ISD and the number of New Baby Centers contained therein. Further detail concern-
ing how the total number of computers for each ISD was derived, as well as detailed costs for the interlocal contract, is
contained in the budget document.
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Number of Cost Per Date of
ISD# Computers Computer Total Cost Purchase
1 10 $ 3,502 $ 35,020 Dec-2011
2 9 3,502 31,518 Jun-2012
3 7 3,502 24,514 Feb-2012
4 8 3,502 28,016 Jun-2012
5 8 3,502 28,016 Jun-2012
6 6 3,502 21,012 Jun-2012
7 3 3,502 10,506 Jun-2012
8 12 3,502 42,024 Jun-2012
9 14 3,502 49,028 Dec-2011
10 14 3,502 49,028 Jun-2012
11 12 3,502 42,024 Jun-2012
12 12 3,502 42,024 Feb-2012
13 12 3,502 42,024 Jun-2012
Total Cost 127 $ 444,754

Additionally, 14 computers will be necessary for state staff proposed to be hired in September and October 2011. The
cost of each computer will be $3,502 plus $170 for a modem. Total cost for 14 computers to be purchased in September
and October 2011 will be $51,408.

vi. Training requirements
No training costs are anticipated. Volunteer staff within the individual ISD contract will be trained by the contractor
with oversight provided by State employees.

D. Impact on existing services

This program is an enhancement to early childhood services provided by several agencies within the Department of
Health and Human Services. Providing parenting classes and other information concerning the care of newborns and
infants is a proactive process that will help to ensure that Nevada’s children receive the best foundation with which to
build a healthy, productive future. While the Early Childhood Services program within the Division of Child and Family
Services will provide guidance to this program, no further staffing or operating costs are anticipated.

As a result of needs identified by the family, it is anticipated that referrals will increase for the WIC program, Food
Stamps, Medicaid, Employment and Training programs, health services and mental health services, child care and
education. However, since this is a new program unlike any program currently in existence in the State, we are unable to
predict in quantitative terms the number of children and families who will be eligible for these programs.

E.Impact on future biennia
Note: If the proposal provides only initial start-up costs for the current biennium, provide projections for the next

two biennia to include an estimate of the increase in base funding levels. Also, determine in which year maximum
cost for the proposal will be realized and provide an estimate on the maximum cost.
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Start-up costs occur in FY 2012. The full cost of
the program occurs in FY 2013; therefore the following

1. Percentage of families that access resources as a result
of referral by Family to family Connection based on

FY 2013 FY 2014 FY 2015 FY 2016 FY 2017
Personnel Services $ 605596 $ 635875 $ 667,669 $ 701,053 $§ 736,106
In State Travel 52,778 55,417 58,188 61,097 64,152
Operating 284,036 292,557 301,334 310,374 319,685
Equipment * 25,000
Block Grants ** 4,502,575 5,535,372 5,812,141 6,102,747 6,407,385
Board and Advisory Council Costs 221,013 223,223 225.455 227,710 229.987
Total $ 5,665,998 $ 6,742,444 $ 7,064,787 $ 7,402,981 $ 7,782,815

expense projections are made based on FY 2013 costs:

* Replacement costs for Computer Equipment
purchased in FY 2012
**  Based on 5% increase per year in number of
newborns

FY 2013 FY 2014
General Fund $ 4,826,847 $ 4,413,313
Title XIX 839,151 1,685,611
CCBG 643,520
Total $ 5,665,998 § 6,742,444

It is anticipated that general fund need will decrease be-
ginning in the year 2013. Additionally, Federal Title XIX
and Child Care Block grant funding will increase:

Providing case management services to an additional
5% of the Medicaid population in each year from FY 2013
through FY 2017. CCBG revenues are based on providing
child care to an estimated 3% of the eligible population in
each of the years 2013 through 2017.

Thus, while total costs increase due to population
increases and inflationary factors, general fund need will
decrease, beginning in the year 2013, due to the ability to
capture additional federal revenues.

F. Performance indicators
The following performance indicators will be used to
determine measurable outcomes for the proposal:

Consumer Benefit/Impact

® Family to Family connection will provide
families with information regarding availability
of community resources appropriate to meet their
needs as self-identified. Family to Family will also
facilitate and arrange for access to these services.

¢ Family to Family Connection will provide informa-
tion to community-based organizations regarding
the availability of Family to Family Connection
services and request for referrals.

Indicators:

needs identified by the family.

a. WIC referrals: > 90%

b. Immunizations in accordance with schedule: 100%
c. Food Stamps: > 90%

d. Medicaid: > 90%

e. Employment: > 60%

f. Child Care: > 90%

FY 2015 FY 2016 FY 2017

$ 4,380,169 § 4,293,730 § 4,266,799
1,836,844 2,220,894 2,507,501
847,774 888.357 1,008,515

$ 7,064,787 $ 7,402,981 § 7,782,815
g. Respite: > 50%
h. Health Services: > 50%
i. Mental Health Services: > 50%
j- Education: > 50%
k. Employment Training: > 30%
2. Number of referrals from each community-based
organization.

Satisfaction with Service Opportunities
e Family to Family Connection will request that
families randomly complete a survey to determine
satisfaction with service opportunities as provided
by Family to Family Connection.
Indicators:

1. Percentage of families that indicate satisfaction with
services within
a. One month of contact: 85%

b. Six months of contact: 85%

2. Percentage of organizations contacted that indicate
the Family to Family Connection provides a useful
purpose/resource for the local neighborhood: > 98%

3. Percentage of organizations contacted that indicate
that Family to Family Connection conducts activities
in a timely, responsive, and professional manner: >
90%
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Work Process Output

Opportunities for families and their infants
* Family to Family Connection will provide information to:
» Promote positive parent/child interactions.
 Facilitate family access to adequate medical services.
* Facilitate family’s connection with appropriate community resources.
» Promote effective coping skills.
* Advance optimal child development.
 Facilitate parent’s understanding of health issues.
 Facilitate parent’s understanding of safety issues.
» Assist with finding child care/respite care.
* Family to Family Connection will facilitate information and formal family gatherings such as:
e Support groups.
* Neighborhood gatherings.
» Parent Education Classes.
* Family to Family Connection will provide resources to develop 13 Resource Lending Centers to include books,
videotapes, instructional toys, safety equipment, sample assessments, audiotapes, etc.
Indicators:
Percentage of families of all live births who request information: > 75%
. Percentage of families who request visit(s): > 50%
Percentage of families who attend support groups: > 45%
. Percentage of families who attend informal neighborhood gatherings: > 45%
Percentage of families who use resources from resource centers: > 45%

DA =

Partnerships
* Family to Family Connection will identify a designated lead community organization through an RFP process in

each community. Family to Family Connection will also facilitate the development of agreements designed to
share resources and establish partnerships at the local level to support the Family to Family Connection network of
services.
Indicators:
1. Number of new agreements developed to facilitate Family to Family Connection network.
2. Percentage of local services that share resources or develop partnerships with local organizations: > 75%

Strategic Qutcome
(Some of these are intended as long-term outcomes.)
« Family Involvement in local neighborhood and family demographics. As a result of involvement in Family to Family
Connection, there will be an increase in the number of participants (male and female) volunteering and/or paid to be
a support to other families and working in local non-profit community organizations. Results will be gathered based
on participant surveys.
Indicators:
1. Percentage of participants who volunteer for or become employed by Family to Family Connection following initial
contact with the program: > 15%
2. Percentage of participants who become employed in the area of child care in the local neighborhood and/or community:
> 5%
Percentage of participants who volunteer or lead activities within local neighborhood: > 20%
. Percentage of two parent families: > 45%
Number of teen parents
. Percentage of parents who are unemployed and who become employed or enter training programs within 6 months on
involvement of program: 30%
7. Percentage of families who locate and access appropriate child care/respite care within 6 months of involvement of
program: > 35%

[ TN
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G.Plan of action should performance expectations or funding requirements not be met

If individual Infant Support Districts do not meet performance expectations, the state will terminate their contract in
accordance with contract terms. A Request for Proposal process will be initiated to obtain another contractor to continue
services in that Infant Support District.

If statewide performance indicators do not meet the majority of expectations outlined in Section VI. F of this proposal,
all ISD contracts will be terminated in accordance with contract terms. An assessment will be made to determine the
feasibility of continuing, reducing or eliminating program services. Based on the results of the assessment, an action plan
will be developed to either continue, reduce or eliminate the program.

If budgeted funding requirements are not met but the program is successful based on achievement of performance
expectations, program services will be reduced (i.e., less visitations per newborn; fewer hours of operation of New Baby
Centers and Resource Lending Centers). The reduced services will be in proportion to the amount of reduced funding.

If all funding is eliminated, the program will terminate. This will require 30 days notice to all contractors as well as
layoff notices to all Family to Family state personnel. However, if the program is successful but general fund support is
eliminated, the State will negotiate with counties and local governing entities to continue the program through county
support and donations.

Business Plans
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INSTRUCTIONS

BUDGET

st Developing Costs for New Positions

: ’ e following example uses a federal mandate as justification for an
agency’s need to request new positions. Agencies can apply the same
concepts for any requests for new positions.

Example

Assume over the next biennium the Inspections Divi-
sion will be required to comply with a federal mandate
requiring states to increase the frequency of safety relat-
ed and ADA inspections of certain public facilities from
twice a year to four times a year. Assume also this man-
date takes effect in July 2014. Based upon the division’s
current workload, the division estimates it will need ad-
ditional staff and equipment to comply.

The division has already performed an analysis of the
federal mandate and of its current inspection capabilities.

* The Inspections Division has 25 FTEs, 5 of
whom are Inspectors.

» Each inspector, when fully employed 100 per-
cent of the time in inspection activities, can per-
form 25 inspections per year.

» The current annual inspection capacity is 125 (5
inspectors x 25 inspections per year).

» There are 50 sites that need to be inspected. If
these are inspected twice annually (the current
requirement), there will be 100 required inspec-
tions per year (50 x 2 = 100).

» The new federal mandate requires four inspec-
tions annually per facility or 200 inspections
per year (50 facilities x 4 inspections per year
= 200).

» The current staff can only handle 125 inspec-
tions per year, leaving a shortage of 75 required
inspections (200 — 125 = 75).

» If each inspector can perform 25 inspections a
year, then hiring three new inspectors (75/25 =
3) should handle the need and allow the division
to comply with the new mandate.

The division has identified other related costs associ-
ated with three new employees such as travel, operating,
training, equipment, and information services. These
costs must be defined in NEBS in the Account Mainte-
nance screen. Information entered in this screen includes:

* The decision unit number (M-500 through
M-597 for federal mandates and M-600 -
M-609 for court orders/consent decrees)

» The expenditure categories and object codes
for each cost element.

+ Justification and documentation supporting the
request.

Refer to Chapter 1 — Accounts Maintenance in Sec-
tion II — Qutline of Workflow of these budget instruc-
tions for a detailed explanation of the function and re-
quirements of NEBS maintenance.

Once you have established and defined your request in
the Account Maintenance screen, define and input your
request for positions. Refer to Chapter 17 — New Position
in Section II — Qutline of Workflow of these budget in-
structions for a detailed explanation of these requirements.

Along with any request for new positions and their as-
sociated ancillary costs, there are several other costs to
consider. Refer to Chapter 4 — Projections: Revenues &
Expenditures in Section Il — Qutline of Workflow of
these budget instructions for a detailed explanation.

For this example, those costs would include the follow-
ing:

» Category 02, Out-of-State Travel

» Category 03, In-State Travel

» Category 04, Operating

» Category 05, Equipment

» Category 26, Information Services

» Category 30, Training

Each of these categories will be described in the fol-
lowing sections.

Categories 02 & 03 - Out-of-State
Travel and In-State Travel

Will the new employees need to travel in the daily
course of their jobs? In this example, the Inspections Divi-
sion conducts inspections statewide, requiring the inspec-
tors to travel extensively. In addition to the day-to-day

Developing Costs for New Positions
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NORTHERN

REGION

Number of facilities 30
Current number of annual inspections 60
(@ 2 per year per facility)
Current annual cost of inspections
Per diem $ 2720 §
Vehicle expense $ 2,400 $
Total annual cost of inspections $ 5120 $
Current number of inspectors 3
Average annual cost of inspection per FTE 1,707 §
Number of new FTEs requested 2
Total additional funding needed $ 3413 §

travel requirement to conduct inspections, in-state travel
is also required to attend quarterly regional meetings and
out-of-state travel will be required to attend the Annual
Western State Conference of State Inspectors (WSCSI).!

Since this request is an extension of an ongoing service
the division already provides an annual average regional
cost used to estimate inspection related travel expenses.
Three of the division’s five inspectors are assigned to the
northern region, and the remaining are assigned to the
south. Using average regional costs greatly simplifies cost
estimates and is far less time consuming than tracking
costs for each inspector. Simple averages based on histori-
cal data will provide adequate results for this example.

The table at the top of the page illustrates how to pres-
ent the assumptions and calculations for the in-state travel
component of your request. In addition to the table, you
would be expected to provide historical data showing the
baseline (current) annual travel for inspections as well as
data supporting the baseline workload ratios for the in-
spectors. Supporting historical data should be provided for
a minimum of five years where available.

Additionally, estimate costs for your staff to attend
regional meetings for the WSCSI and an annual State
Inspectors Conference in Washington D.C. This type of
travel is unique and can be easily calculated on a per trip
basis and submitted as such. For this example, we assume
four quarterly regional WSCSI meetings and one annual
conference.

Other issues to consider when estimating expenditures
for travel:

1. Travel expenditures for the first year should coin-

cide with the approved hire date for the new staff.
In accordance with general practices, new positions
are approved with an October 1 effective date in the

1 These conferences do not have a training component and, there-
fore, are budgeted in the travel categories rather than Training,
category 30.

SOUTHERN
REGION ESTIMATING METHODOLODY COMMENTS
4218 15000 Northern Region: Inspections are grouped
and scheduled to a complete day. Travel
costs include full day per diem as provided in
1,040 $ 3,760 SAM (Chapter200). In addition, due to rural
1,600 $ 4,000 mMmake up of the geographic region
2640 $ 7,760 approximately 1/3 of the inspections
2 5 scheduled historically require over night stays
1,320 $ 3,027 (per night stay in accordance with SAM).
Motor Pool rental cost @ $40 per day.
1 3 Southern Region: Inspections can be
grouped and scheduled so that no overnight
1,320 $ 4,733 stays would be required.

first year. Therefore, the above estimate must be
adjusted to reflect the delayed start and reduced by
25% for the first year only.

2. Registration fees are normally budgeted in the oper-
ating expenditure category.

3. Is your travel being funded by a dedicated revenue
source? If so, it is acceptable to budget all costs in a
special use category.

4. Budget for21-day advancetickets to the destination(s)
in your out-of-state travel request. The state policies
for per diem rates for hotel, meals, and incidentals
can be found in the SAM 200.

5. Will all staff travel? Determine which positions
should travel and be prepared to justify the need,
especially when requesting travel to annual confer-
ences.

NEBS Input

You should have already defined:

+ The appropriate maintenance decision unit (M-
502 in this example)

+ The necessary travel expenditure categories
(02 and 03)

+ The associated object codes (6100 and 6200
series general ledger numbers) in the NEBS
Account Maintenance screen

Developing Costs for New Positions
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Category 04 - Operating

budget Account Decision Unit

Budget Period: Z007-2Z00% Biennium (Fr0S-09) .
Be sure to budget associated oper-

ating costs for new employees such as
supplies, postage, telephone, voice mail,
long distance, small equipment, office
space, etc. Only include additional office
space if the added staff will not fit in your

Budget &ccount: 1234 EXAMPLE OF AR AGENCY REQUEST BUDGET
Yersion: A00 AGEMCY REQUEST AS SUBMITTED

Decision Unit: MNew Decision Uni

or this Budget Account

Basic Info

Define appropriate decision unit

Code: rME02 FEDERAL M

Marne: FEDERAL MAMNDATE current space.

SR Whe.n budgeting for .the 'operating
expenditures, use the estimating meth-
Buslgrs desmumt Frers | odology that is most appropriate for the
request, provided it is adequately justi-
fied and documented. A common method
used in state budgeting is to estimate
operating costs on an average FTE basis.

Next, evaluate your historical data and
determine if it is more appropriate to de-
velop averages at the “object code” level
WEL SERVICI (best for detailed data) or create a single
category 04 average (better for incom-
plete or generalized data). Also consider
those operating costs that are schedule
driven in NEBS and account for them in
your funding request.

The example below illustrates how op-
erating costs are estimated.? In this exam-
ple, historical data has been normalized
and adjusted for inflation. The historical
expenditures were stable and a five-year
average was used. Whatever estimation
method you use, document and support
your calculations.

Departrnent Priority !

Sawe Sawe and Return

¥

Bl

%

Add the appropriate travel
expenditure categories - Cat-

COLITPMENT

FROGRAM PATMENTS egory 02 in this case.

PATIENT MEDIICATICON

sfs[ssfsls]s]s
B

£l

2 Only budget for nine months in the first year of the biennium for

positions with a start date of October 1.

Documentation for Operating Expense
New Inspector Positions

Previous Previous  Previous  Previous Actual base 5 year

Description minus 3  minus 2 minus 1 year year average

04 7045 Operating supplies $§ 2988 $§ 3049 § 3112 § 3175 § 3240 $ 3,113
04 7040 Non-state printing services $ 78 $ 88 $ 73 % 56 $ 80 $ 75
04 7045 State printing charges $ 9 $ 105 § % $ 7% 113§ 98
04 7060 Contracts $ 1756 $ 1792 § 1829 § 1866 $ 1,904 §$ 1,829
04 7090 Equipment repair $ 223§ 145 $ 275 $ 301 $ 278 $ 244
04 7140 Maintenance of buildings and grounds $ 1,111 § 1423 § 1690 $§ 1478 $ 2,043 $ 1,549
04 7280 Outside postage $ 334 $ 453 $ 378 $ 265 $ 398 $ 366
04 7285 Postage - State Mail Room $ 7648 $ 7804 $ 7964 $ 8126 $ 8292 $ 7,967
04 7296 DolT long distance charges $ 566 $ 598 $ 605 $ 773 $ 690 $ 646
04 7298 DolT phone card charges $ 15 § 23 $ 195 20 $ 33 $ 20
04 7370 Publications and periodicals $ 600 $ 613 §$ 625 $ 638 $ 651 $ 625
04 7460 Equipment purchases under $1,000 $ 646 $ 659 $ 672 $ 686 $ 700 $ 673

TOTALS $ 16,064 $ 16,752 $§ 17,330 $ 17461 $§ 18422 $§ 17,205

Developing Costs for New Positions
150



State of Nevada 2013 - 2015 Biennium Budget Instructions

Other Operating Costs Based on FTE

Cost Per
Cat GL  Description Source Unit FTE Total
04 7290  Phone, FAX, comm. Line  DolT schedule - cost per FTE permonth  §  12.33 3 $ 443.88
04 7292  DolT voice mail DolT schedule - cost per FTE per month ~ $ 4.24 3 $ 15264
04 7295  DolT State phone line DolT schedule - cost per FTE per month $ 1575 3 $ 567.00
04 7050 Employee bond insurance  NEBS payroll schedule $ 2.69 3 $ 8.07
04 7054  AG tort claim assessment  NEBS payroll schedule $ 118.56 3 $ 355.68
TOTALS $ 1,527.27
Previous Previous Previous Previous Actual base 5 year
Description minus 3 minus 2 minus 1 year year average
Baseline FTEs 25 25 25 25 25
Average annual expenditures per FTE 643 $ 670 $ 693 $ 698 $ 737 $ 2,065

Category 05 - Equipment

The three new positions requested in this example may
require office furniture or special equipment. The equip-
ment schedule in NEBS takes the guesswork out of bud-
geting for equipment. Standard equipment, such as office
furniture, is grouped together under executive or secre-
tarial in the drop-down menu of the schedule. The pricing
for the executive furniture group includes either a cubicle
station with panels, work surfaces, built-in two-drawer
file cabinet and overhead bookcase/storage unit, or a stand
alone furniture group with a desk, credenza, chair, file
cabinet, wastebasket, two side (guest) chairs, bookcase,
and computer workstation. The secretarial group includes
all of the items listed previously except the two side chairs.
Special equipment in this example could include special

Budget Perod:  2007-2009 Biennium (FY08-09]

Budget Account: 1234 EXAMPLE OF AN AGENCY REQUEST BUDGET

Wersion: AQD AGENCY REQUEST AL SUBMITTED

| 5 year average / FTE = 688 x 3 new FTE = 2,065 i

test equipment used for inspections, motor pool vehicles,
and communication equipment. (Reference SAM for
guidelines on vehicle purchases). It is necessary to deter-
mine what items each new position will require to carry
out his or her daily functions. Will the new positions be
able to use existing resources by sharing equipment (ve-
hicles, etc.) or office resources such as office space? The
following sample screen illustrates how the equipment
schedule may appear in NEBS.

If it is determined that the new positions require new
vehicles instead of motor pool vehicles, provide documen-
tation/justification based on SAM 1322 - Vehicle Utiliza-
tion Requirements.

Budget Account Yersion - Equipment Schedule Details

WEHICLE-SPORT L;
WEHICLE-SPORT U

L\.-' 4 3 1 TOM 44 DR &

Schedule: EQUIPMENT
Schedule Details
— — Agency Inpal
Status: [COMRETE =] Save | Sove and Return | Cancel | Frocess Schedula \
Eauipmeot Scheduls Trecizion muif as defined in Dirope-Drown with all available velicles
Account Maintenance Soeen curvenily in the Motor Fool Ioventory
Dralete Line & DU Catg IGL_,.-'" Equipfment Type Praort) Count
|(r-r
T K f.." v
B r Ir#m* B8] =[] e310 [VEHICLE SPORT UTILLY 5.2 444 4 DOOR 45 PASSENGER - ¥1 $4.536 0072 $24536.00 A o[ =
B r LT3 ‘um[:EHrL-S SORT UTIL-LY 5.2 444 4 DOOR 45 PASSENGER - v1 §24,536.00 v2 $24536.00 = [ = I 5
, i WEHICLE-SFORT UTIL-LV 5.2 £44 4 DOOR 4-5 PAREENGER - V24536 00 %2 $24536.00 -
E 0.
El r ? m_ E“ v WEHICLE-SFORT UITIL-L' 5.3 1/2-TON 44 6DR 5-6 FASE - “-"Ii: IB6.00'2 §27.366.00

i -H1i1D’LJEIf‘..Lu|.1u|.J

300 |/t HL_.‘H,J

Equapmient Sche
udes Other Amouwm

WEHICLE-SFORT L '. 3188400 Y2 $31 654.00
Other Amounts VEHICLE-SPORT UTIL-RNG )R 45 PASS- Y1 $13.120 00 2 $13.12000
VEHICLE-SPORT \J F-J:n_l:l::zmql:'-oFanF;-ss 1 $23.340.00 Y2 $23,340.00

WEHICLE-SPORT UTIL-RNOMCCE 63 12-TOMN £44 60R 5P -1 2827 1600002 $27 160.00
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MNERBS Sample Screen — DolT Uilization Schedale

Rudlgpel dccount Yersion -« BolT Bohoedols Doelalls

Budget Penod: ZOOF-FOR% Biennem (FTE-0%) 2 Lilank hins Anms sdded

Budget Apesurd: 1234 EXAMOLE OF AN ACENCYT REQUEST BUDMGET = = = =
|uine ders sre not up to dite. Uss the
Wersimn: A0 AGERCY AESUEST A% SUBMITTED | inddats iha hudget linee with ihs |atet

fchmdale ERGET

Apency Input expecied Unlization

Statugi [IH FROGAESS =] Saun | S darvcd FtLm | canew | Frocets Schaduls of DolT Services
oIt Schedule| Dec Unit as defined in
Account Mamtenance Budget Tear 1
Delete Lins & DU ':.m,-/fr IT Karvics aL Uit of Meaturs ACE, Uy usntEy = ate Total
-
1 — 1
o Avvailable DolT Services
1 i.*_ﬂﬁ":.‘—' = '-“{"'rﬂ = d e ao.annn [ DU §.006H00
— = — - -
of FEE ] (] [= e f,.r-*""’ o.0000 | GO 0000000 o

P ] [ [
" i

o.ooon | 00000 0.o0R0o00 o
o.0000 | 0Dl 0,000000 (-]

PROGRAMME FDEVE LOFER =
LTA BASE ADMIMISTRATOR
POLARN TE CHMICLAN

sREREY"

T —— PROLIECT MAMNAGEMENT TIOZ PER ACCOUNT PER MONTH 133 9545 E32.9TAS 4.240000  wOB
& BOnE o4 :_ﬁ_'.‘ll:_: ¥ AL IO FIUE PER LINE PEB MONTH 104, T ren 185 2700 19, 720000 2,919
Category 26 - Information Services el of detail needed in requesting travel costs for training.
Follow the same cost estimation process noted in the travel
Normally, the three additional inspectors being re- section to develop training costs. Travel costs associated
quested in this example will need computers and e-mail with training, including registration fees, should be re-
accounts. Additional programming time or computer corded in training expenditure category 30 unless you
technician time may be needed to get the individuals set are recording all expenditures in a special use category.
up on your network. Also included are the various EITS The biggest issue you will have in developing a train-
assessments that are automatically calculated in NEBS ing plan for new FTEs is determining the location for their
based on FTE count. training. Some of this information can be approximated
The equipment schedule is used to budget for the com- by your historical data. If you don’t have an exact location
puter hardware, software, and annual maintenance costs. for the proposed training because training sites change an-
As mentioned previously, standard prices are already nually, pick one city on the east coast and one on the west
loaded into the schedule. Enter the quantity needed and coast for budgeting purposes. Include 21-day advance
process the schedule to update the line item. airfare to the cities you select. The per diem rate policies
Costs for EITS services are also loaded in NEBS. Esti- are located in the SAM 200 and can be used to estimate
mate what services will be required and how much service the costs associated with lodging and meals. The travel
(utilization) will be allocated to each of your new FTEs. spreadsheet in the travel cost section above can be used for
In this example, we have sufficient historical data to de- the training category to estimate the total training costs
velop average service utilizations (e.g., database support, and should be attached at the decision unit level in NEBS.
etc.) for the current inspector positions. Those averages
are representative of the utilization for the new FTEs and
will be entered in the EITS schedule. Remember, the first Summary
year should be pro-rated because positions are budgeted to
begin October 1, not July 1 (nine months rather than a full This simple example illustrates the kind of rationale the
year). This example is for illustrative purposes only and Budget Division is looking for when reviewing a request
is not meant to be all-inclusive of required EITS services. for additional staff. If your division has a legislatively ap-
The above is a sample screen for EITS services in NEBS. proved caseload ratio, you must use that ratio when cal-
culating the additional staff needed due to the mandate,
court order, or consent decree. Be aware the Budget Divi-
Category 30 - Training sion will ask if there are ways to streamline your division’s
operations or if other efficiencies could be put into place to
Similar to the travel categories, the training category is reduce the need for additional staff.

used to estimate expenditures associated with any training
required for the new staff. Please refer to the travel cost
section of this example for the type of information and lev-
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sl Justification for Vacant Positions

Report and Justification for Positions Vacant at Least 12 Months

Department
Division
Fund/Budget Account

NRS 353.210 Submission of vacant positions, expenditure requirements and anticipated income; provision
of information to Fiscal Analysis Division of Legislative Counsel Bureau; proposed budgets for certain agencies.

1. Except as otherwise provided in subsection 6, on or before September 1 of each even-numbered year, all
departments, institutions and other agencies of the Executive Department of the State Government, and all agencies of
the Executive Department of the State Government receiving state money, fees or other money under the authority of the
State, including those operating on money designated for specific purposes by the Nevada Constitution or otherwise,
shall prepare, on blanks furnished them by the Chief, and submit to the Chief:

(a) The number of positions within the department, institution or agency that have been vacant for at least 12 months,
the number of months each such position has been vacant and the reasons for each such vacancy;

Total Months
Class Vacant (as of Justification to Retain
PCN Code Position Title Since 9/1/2012) Reason Vacant Position

Justification for Vacant Positions
153



BUDGET
INSTRUCTIONS

IS Driven Costs

Assessments and Full-Time Equivalent (FTE)

recruitment, examining,
classification, compensation and
training functions of the Division of
Human Resource Management
(DHRM)

in each agency's budget

BASED ON HOW IT'S

ASSESSMENT TITLE ASSESSMENT DESCRIPTION (HOW IT'S DEVELOPED) APPLIED

Personnel Assessment Represents an allocation to state |A specific percentage of the |Legislatively
agencies of the costs for the total gross salaries included |approved

budget amount

Payroll Assessment

Represents an allocation to state
agencies of the costs for the
central payroll function of the
DHRM

A specific percentage of the
total gross salaries included
in each agency's budget

Legislatively
approved
budget amount

Employee Bond
Category 04

Provides for loss caused by any
fraudulent or dishonest act
committed by an employee acting
alone or with others

FTE positions in each
agency's budget

Legislatively
approved
budget amount

Employee Tort
Category 04

Provides self-insurance for general
liability claims (torts)

FTE positions in each
agency's budget

Legislatively
Approved
budget amount

Retired Employees Group
Insurance (REGI)

Provides a centralized collection
mechanism for the receipt of
contributions made by each state
entity for the benefit of all retired
state employees

A specific percentage of the
total gross salaries included
in each agency's budget

Legislatively
Approved
budget amount

EITS - Infrastructure
Assessment
Category 26

Provides DNS routing, help desk,
state web portal, web page
development, state toll free
access, state on-line phone book,
and state operator service

FTE positions in each
agency's budget

Legislatively
approved
budget amount

EITS - Security Assessment
Category 26

Supports agencies in developing,
implementing and maintaining
agency specific IT security
programs through security
standards and procedures, backup
and recovery plans, and disaster
recovery plans

FTE positions in each
agency's budget

Legislatively
approved
budget amount

Purchasing Assessment

Represents an allocation of the
costs for the procurement and
inventory services provided by the
Purchasing Divison to state
agencies

Total dollar volume of
purchases, both commodity
and services, in the
previous four-year period

Legislatively
approved
budget amount
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gl Schedule-Specific General Ledger Numbers

CASELOAD SCHEDULE

GL  DESCRIPTION GL DESCRIPTION
702E  Caseld Drvn - Operating Supplies 718A  Caseld Drvn - Med/Dent Svcs - Non-Cont.-C
702F  Caseld Drvn - Operating Supplies-A 718B  Caseld Drvn - Med/Dent Svcs - Non-Cont.-D
702G Caseld Drvn - Operating Supplies-E 718C  Caseld Drvn - Med/Dent Supp - Non-Cont.-A
702H  Caseld Drvn - Operating Supplies-F 718D  Caseld Drvn - Med/Dent Supp - Non-Cont.-D
7021 Caseld Drvn - Operating Supplies-H 719A  Caseld Drvn - Stipends - B

702J  Caseld Drvn - Operating Supplies-| 720A  Caseld Drvn - Food
704A  Caseld Drvn - Printing & Copying - A 720B  Caseld Drvn - Food-F
704B  Caseld Drvn - Printing & Copying - B 720C  Caseld Drvn - Food-G
704C  Caseld Drvn - Printing & Copying - C 720D  Caseld Drvn - Food-H
706A  Caseld Drvn - Contracts 732A  Caseld Drvn - Inst. Supplies
706B  Caseld Drvn - Contracts - A 742A  Caseld Drvn - Inmate Supplies
706C  Caseld Drvn - Contracts - D 742B  Caseld Drvn - Client Mat. Provider Pmts-A
707A  Caseld Drvn - Contracts - L 742C  Caseld Drvn - Client Mat. Provider Pmts-B
707B  Caseld Drvn - Contracts 742D Caseld Drvn - Client Mat. Provider Pmts-C
712A  Caseld Drvn - Adv. & Public Rel - F 763A  Caseld Drvn - Misc. Goods, Mat - A

717A  Caseld Drvn - Inmate Clothing

VENDOR SCHEDULE

GL DESCRIPTION GL DESCRIPTION

7060  Contracts 7304  Dues & Registrations-B

7061  Contracts - A 7305  Dues & Registrations-C

7062  Contracts - B 7370 Publications & Periodicals
7063  Contracts - C 7371 Publications & Periodicals-A
7064  Contracts - D 7372 Publications & Periodicals-B
7065  Contracts - E 7373 Publications & Periodicals-C
7066  Contracts - F 7374 Publications & Periodicals-D
7067  Contracts - G 7430  Professional Services

7068  Contracts - H 7431 Professional Services-A

7069  Contracts - | 7432 Professional Services-B

7070  Contracts - J 7433 Professional Services-C

7071 Contracts - K 7434 Professional Services-D

7072 Contracts - L 7435 Professional Services-E

7073  Software License/Mnt Contracts 7436 Professional Services-F

7074 Hardware License/Mnt Contracts 7437 Professional Services-G

7075  Med/Health Care Contracts 7438  Professional Services-H

7076  Pharmaceutical Contracts 7960 Rentals For Land/Equipment
7077  Foster Care - Individual Contracts 7961 Rentals For Land/Equipment- A
7078  Foster Care - Institution Contracts 7962 Rentals For Land/Equipment-B
7079  Goods/Materials Contracts 7963 Rentals For Land/Equipment-C
7211 MSA Programmer Charges 7980  Operating Lease Payments
7272  Interest Expense 7981 Operating Lease Payments - A
7273 Interest Expense-A 7982 Operating Lease Payments - B
7274 Interest Expense-B 7983  Operating Lease Payments - C
7300  Dues & Registrations 7984  Operating Lease Payments - D
7301 Membership Dues 8410 Prin-Installment/Lease Purchase
7302  Registration Fees 8411 Prin-Install/Lease Purchase-A
7303 Dues & Registrations-A 8412 Prin-Install/Lease Purchase-B

Schedule-Specific General Ledger Numbers
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EQUIPMENT SCHEDULE

GL  DESCRIPTION GL DESCRIPTION
7460  Equipment Purchases < $1,000 8280  Heavy Duty Trucks - New
7461  Equipment Purchases < $1,000-A 8290  Telephone System Equip >$5,000
7462  Equipment Purchases < $1,000-B 8291 Telephone System Equipment - A
7463  Equipment Purchases < $1,000-C 8292  Telephone System Equipment - B
7464  Equipment Purchases < $1,000-D 8293  Telephone System Equipment - C
7465  $1,000 < Equipment Purchases < $5,000 8300  Aircraft
7466  $1,000 < Equipment Purchases < $5,000-A 8310  Pick-Ups, Vans - New
7467  $1,000 < Equipment Purchases < $5,000-B 8320  Used Major Equipment >$5,000
7468  $1,000 < Equipment Purchases < $5,000-C 8321 Used Major Equipment <$5,000-A
7469  $1,000 < Equipment Purchases < $5,000-D 8330  Office & Other Equip >$5,000
7770  Computer Software >$5,000 8331 Office & Other Equipment - A
7771 Computer Software <$5,000 - A 8332  Office & Other Equipment - B
7772 Computer Software <$5,000 - B 8333 Office & Other Equipment - C
8200  Water System Equipment 8334  Office & Other Equipment - D
8210  Mobile Homes/Storage Sheds 8340  Special Purpose Vehicles >$5k
8220  Trailers 8341 Special Purpose Vehicles - A
8230  Microwave Stations & Systems 8350  Used Furnishings >$5,000
8240  New Furnishings >$5,000 8351  Used Furnishings <$5,000
8241  New Furnishings <$5,000 - A 8360  Automobiles - New
8242  New Furnishings <$5,000 - B 8370  Computer Hardware >$5,000
8250  New Major Equipment >$5,000 8371 Computer Hardware <$5,000 - A
8251  New Major Equipment <$5,000 -A 8372  Computer Hardware <$5,000 - B
8252  New Major Equipment <$5,000 -B 8373  Computer Hardware <$5,000 - C
8260  Boats 8374 Computer Hardware <$5,000 - D
8270  Special Equipment >$5,000 8380  Used Vehicles > $5,000

8271  Special Equipment <$5,000 -
8272  Special Equipment <$5,000 -
8273  Special Equipment <$5,000 -
8274  Special Equipment <$5,000 -
8275  Special Equipment <$5,000 -
8276  Special Equipment <$5,000 -
8277  Special Equipment <$5,000 -

BUILDING RENT NON-B&G SCHEDULE

8381  Used Vehicles < $5,000

8390 Miscellaneous Equipment>$5,000
8391  Miscellaneous Equip <$5,000 -A
8392  Miscellaneous Equip <$5,000 -B
8393  Miscellaneous Equip <$5,000 -C
8394 Miscellaneous Equip <$5,000 -D

O Mmoo o>

GL  DESCRIPTION GL DESCRIPTION
705A  Non B&G - Prop. & Cont. Insurance 7112 Non-State Owned Rental Misc
7105  State Owned Bldg Rent-Other 7118  Rent Paid To Real Estate Agent
7110 Non-State Owned Office Rent 7119 Rent Paid To Real Estate Agent
7111 Non-State Owned Storage Rent 7255 B & G Lease Assessment
GL  DESCRIPTION GL DESCRIPTION
6211 Mp Monthly Vehicle Rental In-State 5930 Longevity Pay
| AGENCY-OWNED VEHICLES SCHEDULE |
GL  DESCRIPTION GL DESCRIPTION
7052  Vehicle Comp & Collision Ins 705B  B&G - Prop. & Cont. Insurance
7059  Ag Vehicle Liability Insurance 7100  State Owned Bldg Rent-B&G

Schedule-Specific General Ledger Numbers
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EITS SCHEDULE

GL DESCRIPTION GL DESCRIPTION
7292 EITS Voice Mail 7529 EITS Computing Svs - Print Mgmnt
7293 EITS Voice System Admin 7530 EITS Computing Svs - Unix Support
7295 EITS State Phone Line 7532 EITS Web Hosting
7509 EITS PBX Network Access 7533 EITS Email Service
7510 EITS Programmer/Developer 7535 EITS Non-Server Hosting - Basic
7511 EITS Data Base Administrator 7536 EITS Server Hosting - Basic
7512 EITS PC/LAN Technician 7537 EITS Server Hosting - Managed
7514 EITS Project Manager 7538 EITS Server Hosting - Full
7515 EITS Quality Assurance 7539 EITS Data Base Hosting
7516  EITS Project Oversight 7541 EITS Dial Up Access
7520 EITS Computing Svs - Batch 7542 EITS Silvernet Access
7521 EITS Computing Svs - TSO 7543 EITS Direct Connect Broadband
7522 EITS Computing Svs - CICS 7545 EITS VPN Secure Link
7523 EITS Computing Svs - DB2 (DBMS) 7550 EITS Microwave Site Space Rent
7524 EITS Computing Svs - AdaBase 7551 EITS Microwave Channel Rent
7525 EITS Computing Svs - Tape I/O 7552 EITS Microwave DSI Circuit
7526  EITS Computing Svs - Tape Storage 7553 EITS Microwave Site Power Rec

7527 EITS Computing Svs - Disk /O
7528 EITS Computing Svs - Disk Storage

UNIFORM SCHEDULE STAFF PHYSICALS SCHEDULE
GL DESCRIPTION GL DESCRIPTION
7170  Cloth/Uniform/Tool Allowance 7385  Staff Physicals

7171  Cloth/Uniform/Tool Allowance-A
7174  Cloth/Uniform/Tool Allowance-D

AGENCY OWNED PROPERTY & CONTENTS VACANCY SAVINGS SCHEDULE
GL DESCRIPTION GL DESCRIPTION
7051 Agency Owned - Prop. & Cont. Insurance 5904 Vacancy Savings
B&G OWNED BUILDING RENT SCHEDULE

OBJECT OBJECT

CODE DESCRIPTION CODE DESCRIPTION

705B B&G - Prop. & Cont. Insurance 7100 State Owned Bldg Rent-B&G
OBJECT OBJECT

CODE DESCRIPTION CODE DESCRIPTION

7394 Cost Allocation - A 7398 Cost Allocation - E

7395 Cost Allocation - B 7399 Cost Allocation - F

7396 Cost Allocation - C 7439 Dept of Admin - Admin Ser Div

7397 Cost Allocation - D

Schedule-Specific General Ledger Numbers
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el Style for Budget Text

e Governor’s Executive Budget is a document available to the public and
should be written with the public as the target audience. Please follow this style
guide when entering text in NEBS.

Complete Sentences

Please use complete sentences for all decision unit de-
scriptions and justifications. Sentences should be written
in present tense unless it relates to an upcoming merger
or consolidation, in which case phrases such as “will be
merging” are acceptable.

Capitalization

Please do not capitalize every word. Only capitalize
titles such as Insurance Division. Some examples:

» Capitalize “State of Nevada”

* Do not capitalize “the state”

» Capitalize “Department of Administration”

* Do not capitalize “the department”

» Capitalize “Division of Minerals”

* Do not capitalize “the division”

+ Capitalize “Executive Branch”,
Branch”

+ Capitalize “Governor” and “Legislature”

» Capitalize “General Fund” and “Highway Fund”

“Legislative

Numbers

Please spell out the following:

* Numbers that take only one or two words — nine,
twenty-seven or two billion

* Numbers one through nine

* Numbers that begin a sentence or title — One
year ago this scenario was repeated

* Numbers that form a compound word — A two-
year-old program

* Fractions — one-half

* Percent 0.6 percent, 12 percent

Use numerals for the following:
* Numbers with three or more digits — 1,889 or
162

» Decimals need to have a zero placed before the
decimal point 0.85

» Dates, page references, room numbers, statis-
tics, addresses, percentages, and dollars and
cents — 1889, 7,500 residents, 99.44%, page 2,
221 B Baker Street, $5.98

* Alist or series of numbers — 1, 4, 9, 16, 25

» Spell out percent instead of using the % sign
unless it is part of a performance measure or
graph

Abbreviations

» Fiscal years — Please spell out “fiscal year,
“state fiscal year,” and “federal fiscal year.” Do
not use “FY,” “SFY,” or “FFY.”

+ Budget accounts - Please use “budget account”
instead of “BA.”

* FTE - Spell out the first reference in each sec-
tion as “full-time equivalent (FTE)” and then re-
fertoitas FTE, itis never FTEs or FTE's.

General Fund

It is referred to as “General Fund appropriations”. Do
not use “General Funding” or “General Funds”.

Acronyms

Please spell out acronyms the first they are used. For
example: Enterprise Information Technology Services
(EITS). Exceptions to this are commonly used acronyms
well known to the general public such as NASA, U.S,,
USDA, and HIV-AIDS. If a word with an acronym is used
upon first reference but it is not used again, it is unneces-
sary to follow it with an acronym in parenthesis.

Style for Budget Text
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Program Description

* Double check your grammar, spelling, and
punctuation.

» Write the description so it will be understand-
able to someone unfamiliar with your program.

* Be concise. One hundred words or less is ideal
for a description.

* Verify your program statement is current and
includes NRS references.

Apostrophes/Possesives

» Singular possessive: “The supervisor’s team is
happy”

* Plural possessive: “ Divison of Health Care Fi-
nancing and Policy, Health and Welfare are all
divisions of DHHS. The divisions’ objective is to
assist the public (three divisions “own” a single
objective).

* No apostrophe if talking about multiple items:
“The supervisors are happy” (referring to mul-
tiple supervisors that are happy); “They are all
divisions” (referring to multiple divisions)

» To avoid confusion when using multiple pos-
sessives, restructure the sentence — instead of
“The Department of Administration’s Person-
nel section will be moving to the Department of
Administration’s Division of Human Resource
Management.” use “The Department of Admin-
istration, Personnel section will be moving to
the Department of Administration, Division of
Human Resource Management.”

* An apostrophe is not needed when used with
plural acronyms — “The CEOs were happy” (re-
ferring to multiple CEOs)

Exclude Position Control Numbers (PCNs)

Do not include PCNs in the text of your description
— use position titles instead. Example: This request adds
two Management Analyst IIs to the Division of Research,
Planning and Grants Management, budget account 1340.

Commas and Semicolons in Lists

* For both comma and semicolon lists there must
be a comma or semicolon before the “and” with
the last item

* Do not use commas or semicolons at the end of
sentences with bulleted lists

+ Do not add the word “and” before the last item

* Commas are used for a simple list and semico-
lons are used for complex lists. Complex lists
are any items that use complex sentence struc-
ture within the list or use commas within the list

DO - SIMPLE LIST

Inspections and investigations are conducted at pes-
ticide-producing establishments, pesticide distributors,
marketplaces, and dealerships. (comma at end of list)

DON’T — SIMPLE LIST

Inspections and investigations are conducted at pes-
ticide-producing establishments, pesticide distributors,
marketplaces and dealerships. (no comma at end of list)

DO- COMPLEX LIST

Other activities include: responding to endemic ani-
mal disease outbreaks; conducting surveillance; collect-
ing and compiling methods and procedures to best diag-
nose and control diseases; administering disease control
techniques, methods and procedures; and taking actions
to prevent disease spread to humans or livestock. (semi
colon)

DON’T- COMPLEX LIST

Other activities include: responding to endemic animal
disease outbreaks; conducting surveillance; collecting
and compiling methods and procedures to best diagnose
and control diseases; administering disease control tech-
niques, methods and procedures and taking actions to pre-
vent disease spread to humans or livestock. (semi colon
no comma)

Other activities include: responding to endemic animal
disease outbreaks, conducting surveillance, collecting
and compiling methods and procedures to best diagnose
and control diseases, administering disease control tech-
niques, methods and procedures, and taking actions to
prevent disease spread to humans or livestock. (commas
used should be semi-colon)

Use of Verb with Staff

Staff'is a collective noun, which means it can be viewed
as either singular or plural depending on the sentence. Ex-
amples:

SINGULAR

The staff is in a meeting.

Staff generates purchase orders.

PLURAL

The staff are in a disagreement about the findings.

Staff generate purchase orders.

Both are correct, however, it is more common to view
“staff” as a singular unit. If you are uncertain, revise the
sentence: The staff members are in disagreement about the
findings. Staff members generat purchase orders.

Style for Budget Text
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Hyphens

Two or more words that are used together to form an
adjective before a noun need to be hyphenated: full-time
employee, out-of-compliance devices.

Decision Unit Synopsis

Do not create a synopsis for statewide created deci-
sion units, such as M-100, occupational studies, COLAs,
NDOT radios and NHP dispatch. The Budget Division
will supply language for these.

Any relevant information in addition to the synopsis
needs to be entered in the justification section. Please use
complete sentences and use spell check.

Transfer Decision Units

Transfer decision unit narratives should include the
names and numbers of the source and destination budget
accounts. For example, “This request recommends trans-
ferring two Management Analyst IIs from the Public Em-
ployees Benefits Program, budget account 1338 to Budget
and Planning, budget account 1340.”

If the transfer is between divisions, the title of the deci-
sion unit should include the source and destination budget
account.

If the transfer is between departments, please also in-
clude the names of the source and destination departments
in the title of the decision unit.

When including department names and budget ac-
counts in decision unit titles, it may be necessary to abbre-
viate words as the title is limited to 50 characters.

Examples For Specific Decision Units

Base

This request continues funding for twenty-six employ-
ees and associated operating costs. One-time expenditures
have been eliminated and partial year costs have been an-
nualized.

M150

This adjustment recognizes the difference between the
actual expenditures for fiscal year 2012 and the anticipated
expenditures for the 2013-15 biennium.

M160 Position Reductions Approved

This request eliminates a total of three positions con-
sisting of one Management Analyst Il position and two
Administrative Assistant I1 positions.

E275 Educated and Healthy Citizenry

This request moves Project Crisis expenditures to the
appropriate standard categories. Project Crisis was devel-
oped a number of years ago as a special program and has
become a routine service offered by Children’s Clinical
Services and Early Childhood Mental Health Services.

E250 Efficient and Responsive State Govern-
ment

This request funds loss prevention building inspections
that have not been inspected by the current contractor. In-
spections will be at locations where the value of the prop-
erty is $5 million or less.

E350 Safe and Livable Communities

This request adds funding for additional security cov-
erage for the Linden Street clinic and the Northern Nevada
Adult Mental Health Services (NNAMHS) campus.
E275 Educated and Healthy Citizenry

This request funds the purchase of a Microsoft Project
Server and required licenses which will allow the agency
to successfully manage projects, track resources, and ana-
lyze and store project information.

E350 Safe and Livable Communities

This request funds enhanced networking capacity be-
tween all offices to support the transmission of images.

E500 Adjustments - Transfers In

This request aligns revenues associated with the trans-
fer of the PC/LAN Technician in E903.

E710 Replacement Equipment
This request replaces computer hardware and associ-

ated software per the Department of Information Technol-
ogy’s recommended replacement schedule.
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E720 New Equipment

This request funds one copier and a rack to host the
agency server, hubs, and other related equipment.

E805 Classified Position Reclassifications

This request reclassifies an IT Professional 11 to an IT
Professional 111 commensurate with duties of the position.

E817 NDOT 800 MHz Radio Cost Allocation

This request provides funding for anticipated expendi-
tures based on the statewide cost allocation schedule.

E901 Trans From Home & Comm Based Prgms
to Aging Admin

(example of transfer between budget accounts within a
division with abbreviations)

This request transfers five positions consisting of one
Information System Specialist I1I, one Administrative
Aide, one Administrative Assistant I, one Administra-
tive Assistant III, and one Accounting Assistant III from
Home and Community Based Programs, budget account
3146, to Aging Federal Programs and Administration,
budget account 3151.

E902 Trans Frm Health Care Fin & Policy to Div
of Aging

(example of transfer between divisions within a depart-
ment with abbreviations)

This request transfers General Fund match from where
it is currently budgeted in Nevada Medicaid, budget ac-
count 3243, to Home and Community Based Programs,
budget account 3146, for consistency within the depart-
ment.

E903 Transfer From EITS to Dept of
Administration

(example of transfer between departments)

This request transfers one PC/LAN Technician posi-
tion from EITS Data Communications and Network En-
gineering, budget account 1386 to Budget and Planning,
budget account 1340.

Style for Budget Text
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APPENDIX Glossary

Account(s) Maintenance
Preparing an agency’s account in NEBS prior to con-
structing that agency’s budget, which involves defining
decision units, categories, specialized revenue ledgers,
position groupings, and assessments that will be in-
cluded in that budget.

Actual
The budgeted expenses and revenues of the base year
adjusted to reflect those actually experienced during a
fiscal year as listed in DAWN.

Activity

A service provided or function performed for a specific

purpose and/or population to accomplish a defined goal

or objective consistent with the agency’s mission and

strategic plan.

+ Primary Activity - Activities clearly related to the agency’s
mission.

+ Support Activity - Internal activities necessary to enable
the agency to perform the primary activities.

Activity Mapping
A budget tool, typically presented in a spreadsheet table
format and entered into NEBS, detailing how revenues
are allocated to support expenditures for each activity.

ADA
The Americans with Disabilities Act.

Adjusted Base Budget
The budget after adjustments have been made to base
budget to eliminate one-time expenditures or to in-
crease (annualize) revenues and expenditures for ongo-
ing programs that were not operational for the entire
base year.

Adjustment(s) to Base
A change to an actual expenditure included in the base
budget to account for partial year and one-time expen-
ditures.

Advantage - Financial
The official state financial system of record in which
state agencies record revenue and expenditure activity.

Advantage - HR (Human Resource)
The official state payroll and personnel system of re-
cord in which state agencies record employee payroll
and personnel activity.

Agency Owned Property and Contents Schedule
This statewide schedule is used to calculate insurance
costs for agency owned properties. This schedule is not
completed by agencies.

Agency Owned Vehicles Schedule
This schedule is used to calculate insurance costs for
agency owned vehicles. Depending on the insurance
type selected, this schedule may result in the genera-
tion of one or more line items.

Agency Request
See Agency Requested Budget.

Agency Requested Budget

A two year budget request prepared by a state agen-
cy — due to the Budget Division, with copy to LCB’s
Fiscal Analysis Division, on or before September 1 of
even-numbered calendar years — based on the agen-
cy’s expected revenues and proposed expenditures as
necessitated by the agency’s statutory or legislative
mandates, goals and objectives, costs and priorities.

Agency Specific Inflationary Adjustments
Adjustments for the price increase of goods and ser-
vices unique to a particular agency.

Application Header
NEBS provides immediate access to the main page of
the NEBS application through folder tab links. This
header is displayed on every page throughout the sys-
tem. Examples are: Home/NEBS/Activity Budget/
Work Programs/Reports/DataMart/Messages

Appropriation
A legislative allocation from the state General Fund or
Highway Fund for a specific purpose or to support the
operation of an agency.

Appropriation Unit
A six-digit code that is part of the Advantage Finan-
cial account coding structure that identifies the budget
account and the category in which financial activity is
taking place.

Assembly Committee on Ways and Means
A standing legislative Assembly committee, often re-
ferred to as a money committee, which has primary
jurisdiction over appropriations, operating and capital
budgets, state and federal budget issues and bonding.

Glossary
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Assessment Settings
This is a view on the Account Maintenance tab that
provides agency users with the ability to set assessment
settings (EITS, AG Tort, Bond) at the budget account
level (as opposed to the position level).

Attorney General Cost Allocation
An assessment of costs for legal and investigative ser-
vices provided by the Attorney General’s office to state
agencies.

Augmentation
An increase to the revenue or expenditure authoriza-
tion amounts approved by the Legislature.

Authorization
The authority granted by the Legislature that allows
state agencies to collect and expend funds from sources
other than the General Fund or Highway Fund, such
as federal funds, county funds, gifts, grants, donations,
fees, sales, etc.

B/A
Budget Account.

B&G
The Buildings and Grounds section within the State
Public Works Division under the Department of Ad-
ministration.

B&G Owned Building Rent Schedule
This schedule is used to track state owned build-
ing space leased to agencies from the Buildings and
Grounds section.

Balance Forward
To carry forward cash from one fiscal year to a subse-
quent fiscal year.

Base Budget
The budget to continue services at the same level as
was provided in the Base Year of the current Biennium.

Base Year
The first year of a biennium, that is, the even-numbered
year in a biennium.

Basic Attributes
This is a view on the position tab that shows the po-
sition, PCN (position control number), group, position
class, class description, grade, step, position type, etc.

Budget Account Versions List

This is a screen in NEBS that serves as the basic home
page for the majority of NEBS users. For each budget
account, a list of available versions is displayed. Agen-
cy users will have access to the Agency Request and
Items for Special Consideration versions while prepar-
ing agency budgets. Authorized users may create work-
ing versions.

Biennium

A two year period, which, as it applies to Nevada bud-
geting, is the two consecutive fiscal years following a
regular legislative session. The current biennium is de-
noted 2011-2013 and is comprised of fiscal year 2012
(the Base Year) and fiscal year 2013 (the Work Program
Year). The upcoming biennium is denoted 2013-2015
and is comprised of fiscal year 2014 (Year 1) and fiscal
year 2015 (Year 2).

Bill Draft Request (BDR)
A written request submitted to the LCB by a legislator,
an executive agency, a member of the judiciary, or a
local government proposing a new or modified law for
enactment.

Board of Examiners (BOE)
A board consisting of the Governor, Secretary of State
and Attorney General (per NRS 353.010) having the
authority to examine all claims against the state and to
perform other duties as prescribed by law, such as the
approval of all contracts with independent contractors.

Budget
An estimate of the revenues and expenditures needed
to carry out programs for a fiscal period covering each
year of a two year biennium.

Budget Account Number
A four-digit numeric code that identifies the program or
operation within an agency where the financial activity
is taking place.

Budget and Planning Division
Division within the Department of Administration re-
sponsible for producing a fiscally sound executive bud-
get that meets the strategic priorities of the state and
missions of the individual agencies.

Budget Authority
The amount authorized in a budget for revenues and
expenditures for a specific accounting period. (See also
Realized Funding.)
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Budget Period
NEBS allows for multiple biennium budgets. As you
select the budget account to work with, the budget pe-
riod will default to the biennium budget currently be-
ing developed. The current system can store up to three
biennial budgets at any one time.

Budget Task Bar
NEBS provides direct access to specific functions
within the application. One or more task bars will be
displayed to users, depending upon their assigned role.

Budget Version
This term is used extensively in the NEBS process
and includes several components used to identify the
various stages of the budget from agency request (A01)
to governor recommends (GO1) and to legislature ap-
proved (LO1).

Budget Preparation Checklist
A list included in these budget instructions itemizing
the required components that must be included with the
agency budget request.

Building Maintenance Schedule
Schedule to itemize non-structural alterations under
$100,000 that do not affect the safety of the building and
do not change, in any manner, its structural elements.
Non-structural alterations may be included through an
M-425, E-730 or one-time decision unit, depending on
the rationale driving the improvement.

Building Rent, Non-B&G Schedule
This schedule is used to record space leased by enti-
ties other than Buildings and Grounds. Line items pro-
duced by this schedule are non-state owned building
rent, Buildings and Grounds lease assessment, and con-
tents insurance.

Business Plan

A formal statement of a set of goals, the reason they
are believed to be attainable, and the method by which
they will be reached, which must be completed by state
agencies seeking an authorized expenditure or appro-
priation for a new program, or an authorized expendi-
ture or appropriation for a program that is proposed for
enhancement by more than $1,000,000 or 50 percent
of the amount approved by the Legislature for the pro-
gram for the current biennium, whichever is less. (See
SAM 2516 and the Business Plan appendix.)

Capital Improvement Project (CIP)
The construction of a new building and the furniture,
fixtures and equipment (FF&E) for that building; a

modifications to structures for existing state buildings;
remodeling, repairs, and maintenance work for projects
of a non-structural nature over $100,000; and advanced
planning for future construction.

Caseload
The number of cases handled in a given period by an
agency.

Caseload Adjustment
The expected increase or decrease in an agencies’ case-
load as indicated in an M-150 decision unit based on
applicable activities.

Caseload Cost Adjustment
The change in the cost of providing existing services to
an increased or decreased number of clients, specified
in an M-150 decision unit and applicable only to agen-
cies with pre-approved caseload formulas.

Caseload Schedule
This schedule is designed to calculate per person costs.
This schedule was previously used by the Department
of Corrections to calculate their inmate driven costs
(exclusively). NEBS has expanded this to accommo-
date a caseload-based calculations of a count times a
rate for use by any agency.

Category Number
A two-digit numeric code that identifies and groups the
type of expenditures being made such as personnel ser-
vices, in-state travel, equipment, operating, etc.

Chart of Accounts
A classification system, in numerical order, used to
determine which object codes (general ledger account
numbers) should be used to code transactions being
processed. A chart of accounts can be found on-line
through the Data Warchouse of Nevada (DAWN) at
http://washoe.state.nv.us.

Class Code Number
A numeric code for classified positions, established
by the Division of Human Resource Management, to
identify a group of positions sufficiently similar with
respect to their duties and responsibilities that the same
title may be reasonably and fairly used to designate
each position allocated to the class.

Classified Employee
An employee, other than non-classified, unclassified or
an elected official, who is selected and governed by the
state’s merit system as found in the NAC and NRS.
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Closing Budgets
The process whereby the two legislative money com-
mittees take final action on individual agency budgets.

COLA
Cost of Living Adjustment.

Confirmation Messages
In NEBS, the top right corner of the page displays all
notifications that a particular action was taken by the
user. For instance, when a user adds text and clicks on
save, the system will issue the confirmation message
“Text Updated.” in a red text box.

Contract(s)
A formal agreement, with appropriate approvals, be-
tween the state and an independent contractor, as de-
fined in SAM 0320, for outside vendor services or prod-
ucts.

Core Functions
A collection of related, structured activities or tasks
that produce a specific service or product (to service a
particular goal) for a particular customer. This func-
tion ties the state’s strategic goals and priorities to its
activities by defining state government’s primary pur-
poses/functions.

Cooperative Agreement
An agreement between two or more public agencies for
the joint exercise of powers, privileges and authority.
(See SAM 0302.)

Cost Allocation

Statewide cost allocations represent recovery of costs
from non-General Fund sources for statewide general
administrative functions provided by central services
agencies. Agency-specific cost allocations enable agen-
cies to charge for services provided in one budget ac-
count to other budget accounts such as Director’s Of-
fice or Administrative Services costs.

Court Orders
Orders issued by a court of law. As it applies to budget-
ing, those orders that directly impact the level of pro-
grams or services provided by an agency.

Data Warehouse of Nevada (DAWN)
The state’s online financial database that provides state
agencies with access to past and present financial activ-
ity to assist them with monitoring the status of their
budgets. The system is available through the state’s in-
tranet at http:/washoe.state.nv.us.

Decision Unit(s)
A stand-alone, balanced budget request that displays
the revenues and expenditures associated with a new
program or changes to existing programs.

Decision Unit Filter
NEBS allows users to display only the line items associ-
ated with a specific decision unit through the use of the
decision unit filter. For instance, by selecting the BO0O
decision unit filter, only line items associated with the
Base decision unit will appear on the Line Item page.

Decision Unit Synopsis

The text area available under the Account Maintenance
tab used to insert two to three brief sentences that de-
scribe each decision unit and is printed in the Executive
Budget Book. For example, the decision unit synopsis
text for a base decision unit could be as follows:

“This request continues funding for 30 employees with
associated operating costs.” For more instruction on
standard text, refer to the Style for Budget Text appen-
dix.

Economic Forum

A five-member committee from the private sector
directed to provide a forecast of future state General
Fund revenues by December 1 of even-numbered years
and May 1 of odd-numbered years. The forecasts are
based on the existing revenue structure and are used
by agencies, the Governor, and the Legislature in rec-
ommending and approving a new budget. (See NRS
353.226 - 353.229))

Enterprise Information Technology

Services (EITS) Assessments
The EITS assessments allocates costs to state agencies
for the statewide functions provided by the department.
The allocated functions are categorized into two areas:
infrastructure and security. These are included in the
EITS assessments and are allocated based on FTE posi-
tions in each state agency budget.

Infrastructure Assessment

This assessment supports several units within EITS

and is designed to cover cost for the following services

rather than inflate the other billable services supplied
by EITS. The Infrastructure Assessment includes:

* DNS routing, Help Desk, state web portal, web
page development, state toll free access, state
on-line phone book, and state operator service.

+ Centralized DNS servers route all incoming and
outgoing web traffic.
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» EITS’s Help Desk serves all state agencies by
providing one access point for all EITS servic-
es (e.g. PC LAN tech, mainframe security and
passwords, e-mail accounts, billing questions,
WAN outages, etc.).

» 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.

» State list server facilitates delivery of messages
to work groups and organizations both inside
and outside state government. Examples of this
include the distribution of press releases and
advisories from the Governor’s Office and dis-
tribution of time sensitive information regarding
large projects that span multiple agencies.

» Capacity planning and management that en-
sures the state can anticipate future IT resource
requirements and plan for sufficient computer
and communication capacity in a cost-effective
manner to meet the service need of all users.

* The web page development unit provides a va-
riety of web page development and support ser-
vices for all agencies within the state of Nevada,
including constitutional offices.

» State toll free access provides an “800” number
which is available to anyone to access the State
Operators.

+ 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 routine-
ly updated and has replaced the printed state
directory.

* The state operator service supports two full
time state phone operators who answer calls
from the general public and forward these calls
to the appropriate department, agency, board,
or commission.

Security Assessment

The Security Assessment is used to support all agen-
cies in developing, implementing and maintaining
agency specific IT security programs through security
standards and procedures, backup and recovery plans,
security profiles, risk mitigation plans, and disaster re-
covery plans. Staff are versed in specific IT security
disciplines such as telecommunications and network
security, data security, web security, security adminis-
tration, and contingency planning.

EITS
The Enterprise Information Technology Services Divi-
sion.

EITS Schedule

This schedule is used to calculate the cost of services
provided by EITS. Agencies must enter the number
of units (i.e., hours, months, etc) for each type of ser-
vice that EITS is expected to provide. Unlike the other
schedules, users will be entering the number of units
directly into the M-150 decision unit as opposed to en-
tering the information into the Base decision unit.

Emergency Account
An account administered by the BOE to cover the costs
of emergencies as defined in NRS 353.263 for which no
other appropriation has been made or where an expen-
diture is in excess of an appropriation.

Employee Bond
Employee bond provides for loss caused by any fraudu-
lent or dishonest act committed by an employee act-
ing alone or with others. Employee bond is assessed by
the Risk Management Division of the Department of
Administration 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.

Encumbrance
An obligation in the form of a purchase order, contract,
or salary commitment for which an estimated amount
has been reserved but the actual goods or services have
not yet been received.

Enhancement
Request for additional, revision or deletion of programs
or services to what is included in base and maintenance.
(See also Three-Part Budget.)

Enhancement Decision Unit
A stand-alone, balanced budget request that displays
the revenues and expenditures associated with a new
program or for new services or initiatives, or revisions
or deletions that aren’t currently reflected in the agen-
cy’s base budget and the change is meant to improve or
streamline existing services.

Enterprise Fund
A fund established to account for governmental op-
erations that are financed and conducted in a manner
similar to private business, i.e., self-supporting servic-
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es provided by the governmental operation to outside
entities.

Equipment
Items purchased having a useful life extending beyond
one year, that are not consumed in use, that are not at-
tached permanently as a non-movable fixture, and cost
more than $5,000.

Equipment Schedule
This schedule is used to track all equipment requests.
Actual equipment GLs will be automatically zeroed out
in adjusted base (Base and M-150), except GL 7460-
7464. Equipment between $1,000 and $5,000 (GL 7465-
7469) must be eliminated from base unless it can be
justified as an ongoing expenditure.

Executive Budget
The document submitted to the Legislature that con-
tains the Governor Recommends Budget and support-
ing documents.

Expanded Program Narrative

A written report submitted by agencies to the Chair of
the Assembly Ways and Means Committee prior to the
initiation of a legislative session to provide the commit-
tee with additional information regarding the budget
or program as recommended by the Governor for vari-
ous agencies. The report includes reference to the ap-
plicable NRS and other laws that justifies the agency’s
funding, a detailed explanation of all new programs,
a summary and analysis of the agency’s performance
indicators, and where applicable, workload statistics.

Expenditures

Payments made for goods delivered or services ren-
dered.

Federal Mandates
Orders issued by the federal government. As it applies
to budgeting, those mandates that directly impact the
level of programs or services provided by an agency.

FF&E

Furniture, fixtures and equipment.

Fiscal Analysis Division
The agency within the Legislative Counsel Bureau that
provides the Legislature with the capability for inde-
pendent review and analysis of budgetary and fiscal
matters to assist the Legislature in its efforts to set eco-
nomically sound policies for the state, anticipate future
needs, and objectively analyze budgetary requests.

Fiscal Note
An analysis required by statute to be prepared by an
executive agency estimating revenue or expenditure
changes that would be entitled by the passage of a pro-
posed bill. Fiscal notes also apply to other governmen-
tal units affected by the Legislature, such as cities and
counties.

Fiscal Year
A 12-month accounting period. Nevada’s fiscal year is
July Ist through June 30th.

Folder Tab Links
NEBS uses links to allow users to navigate to various
parts of the system. The “NEBS” tab can be used any
time to redirect a user to the main page, the budget ac-
count versions list.

Fringe Benefits
Expenditures paid by the state that are associated with
employee compensation other than salary, such as
group insurance, retirement group insurance, worker’s
compensation, unemployment compensation, Medi-
care and PERS contribution and payroll and personnel
assessments.

Fringe
This is a view on the position page that shows posi-
tion and all the fringe benefit flags (retirement, workers
comp) as well as personnel assessments such as AG tort
and Risk Management bond.

FTE
A full-time equivalent position as defined in NAC
284.065.

Fund

An independent fiscal and accounting entity with a
self-balancing set of accounts recording cash and other
financial resources together with all related liabilities,
and residual equities or balances, and changes therein,
which are segregated to carry out specific activities or
attain certain objectives in accordance with special
regulations, restrictions, limitations or laws.

Fund Map
A budget tool, typically presented in a spreadsheet
table format and entered into NEBS, detailing how rev-
enues are allocated to support expenditures in a bud-
get account and explicitly tracking all revenue fund-
ing sources to a specific expenditure or combination
of expenditures. Budget accounts with single funding
sources, such as 100% general fund, 100% highway
fund or 100% federal funds must still be completely
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fund mapped. There will be no exceptions to this rule.
Expenditures can be fund mapped at the budget ac-
count, category, object code, and position levels.

General Fund

The major operating fund of the state that receives its
income from unrestricted revenue such as Sales Tax,
Gaming Taxes, Insurance Premium Tax, Casino En-
tertainment Tax, the Proceeds of Mines Tax, the Busi-
ness License Fee, other minor taxes and miscellaneous
sources such as interest income, licenses, and fees and
fines.

General Ledger Number (GL)

A four-digit numeric code used to identify assets, lia-
bilities, equity, revenues or expenditures for the overall
control and accounting of the total state financial oper-
ation. Revenue general ledger numbers are referred to
as revenue ledgers or sources and expenditure general
ledgers are referred to as object codes. Each revenue
ledger or object code is part of a revenue or expenditure
category, and revenues and expenditure categories are
part of decision units.

Governor’s Strategic Priorities
A list of enhancement decision units that express the
Governor’s goals for the state in the upcoming bien-
nium.

Governor Recommends (Gov Rec)

A budget prepared by the Budget Division at the di-
rection of the Governor that is based on the Agency
Request Budget using the Economic Forum’s projected
revenues and Governor’s proposed expenditures com-
paring current, future, and past completed years for
existing programs, and projecting revenues and expen-
ditures of new programs for future years as a result of
statutory or legislative mandates, goals and objectives,
costs and strategic priorities.

Grade
A number assigned by the Division of Human Resource
Management to designate a salary range for a class.

Group Insurance
An employer-paid benefit that includes health insur-
ance, dental insurance, and vision insurance for state
employees.

Hearing
A session of a legislative committee at which witnesses
present testimony on matters under consideration by
the committee.

Highway Fund
A fund that derives its income from state fuel taxes,
fees on the use and operation of motor vehicles, and
federal highway funds and is restricted for use for the
construction, maintenance and repair of public high-
ways and related administrative costs.

Holiday Pay
Compensation at the rate of time and one-half for hours
worked on a recognized state holiday.

Human Resource Data Warehouse (HRDW)
The state’s online human resources database that pro-
vides state agencies with access to personnel and pay-
roll activity such as employee rosters, positions rosters,
overtime reports, employee leave balances and activity
and employee paychecks.

Inflation Adjustment
An amount added to projected expenditures that rep-
resents the state’s estimate of future cost increases for
items or services authorized by the governor.

Information Services
Any service relating to the creation, maintenance, op-
eration, or use of an information system.

Information System
Any communications or computer equipment, comput-
er software, procedures, personnel, or technology used
to collect, process, distribute, or store information.

Integrated Financial System (IFS)
An automated system consisting of statewide Advan-
tage - Financial, DAWN, Advantage - HR, HRDW,
NEATS, and NEBS, along with the NDOT ADVAN-
TAGE Financial and associated systems that share data
forming an integrated system.

Interim Finance Committee (IFC)

An interim legislative committee consisting of mem-
bers of the Senate Committee on Finance and the
Assembly Committee on Ways and Means from the
preceding legislative session required to review and ap-
prove state agency requests to accept certain gifts and
grants, to modify legislatively approved budgets, and
to reclassify state merit system positions under certain
circumstances, and to allocate funds.

Interim Finance Contingency Fund
Funds that may be allocated and expended for emer-
gency use, upon the approval of the BOE and the IFC,
to supplement regular legislative appropriations which
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failed to cover unforeseen expenditures and to meet ob-
ligations under the requirements of law.

Interlocal Contract

An agreement between one or more public agencies to
contract with any one or more other public agencies to
perform any governmental service, activity or under-
taking which any of its public agencies is authorized to
perform by law. (See SAM 0314.)

Internal Service Fund

A fund used to account for the financing of goods or
services furnished by a designated department or agen-
cy to governmental units within its own organization or
to other departments or agencies on the basis of reim-
bursement for costs.

Items for Special Consideration

Specific decision units created and requested by agen-
cies in their Agency Requested Budget that exceed the
pre-approved level of budget funding but are viewed
important enough by the agency to request that special
consideration be given by the Governor for the decision
unit to be included in his recommended budget.

Legislatively Approved Budget

The final, official biennial budget approved and ad-
opted by the Legislature for each year of the coming
biennium.

Legislative Counsel Bureau (LCB)

The collection of legislative service agencies, including
the Fiscal Analysis Division, created to free legislators
from dependence upon the executive branch of state
government and lobbyists for information and assis-
tance.

Letter of Intent

A letter sent to department directors and agency heads
from the chairs of certain legislative committees at the
end of a legislative session that relays to the agency the
Legislature’s intent and directs future action by the
agency such as requiring the agency to submit written
reports on the status of certain programs to the IFC in
between legislative sessions.

Line Item

An individual revenue or expenditure line included in
the budget. Must be linked to a decision unit, category
and object code.

Line Item Detail

A report generated in NEBS presented in the base,
maintenance and enhancement decision unit format

that provides line item detail by object code (general
ledger number).

Longevity Pay

An amount paid to employees on a semi-annual basis
to encourage continuity of service for those who have
completed eight years or more of continuous service
and have a standard or better performance. The amount
paid is based on the length of time the employee has
been employed as described on the DHRM’s longevity
schedule.

Longevity Schedule

This schedule is used to calculate the cost of longev-
ity payments in a budget account. The initial longevity
schedule is populated with current employees. The lon-
gevity payments is calculated on the initial load only
based on the employee’s continuous service date in Ad-
vantage. NEBS will not calculate the projected longev-
ity payments for entries manually added by the user.
The longevity line item is generated from this schedule.

Maintenance

Costs required to continue programs and services at
levels affected by external factors. Also see Three-Part
Budget, Inflation Adjustment, Adjusted Base Budget,
Federal Mandates, Court Orders, and Caseload.

Maintenance Decision Unit

A stand-alone, balanced budget request that displays
the revenue and expenditures associated with continu-
ing an existing program at increased levels affected by
external factors such as expansion due to pre-approved
caseloads, federal mandates, court decisions, consent
decrees, inflation, population growth, etc.

Manually Generated

See User Generated.

Merit Pay Increase

An increase of one step in salary granted on an em-
ployee’s pay progression date when the employee has a
performance rating which is standard or better and has
not attained the top of the grade (step 10).

Money Committee

Either of the two committees (the Assembly Ways and
Means Committee and the Senate Finance Committee)
having jurisdiction over measures primarily affecting
appropriations, operating and capital budgets, state and
federal budget issues and bonding.
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Monthly Detail Year 1 and Year 2
This information is contained on the position cost page
under the Position tab. When users click on the $ icon
associated with a position, all the position costs are
shown including the monthly details for each of the
years.

Motor Pool Vehicles Schedule

This schedule is used to calculate the cost of vehicles
rented on a monthly basis from State Motor Pool. Us-
ers must enter the number of months per fiscal year
each vehicle will be rented and the projected number of
miles per month the vehicle will be driven. The initial
data load will default the number of months annually
to 12 and the number of miles to 0. The monthly Motor
Pool Rental line item will be generated from this sched-
ule. Vehicles rented on a daily, as needed basis are not
to be included in this schedule.

Narrative
NEBS provides for several levels of text associated
with each budget account. On the Additional Text tab,
the narrative section is used for longer descriptions and
applies to line items, decision units, categories, posi-
tions and schedules.

NDOT
The Nevada Department of Transportation.

Nevada Administrative Code (NAC)
The compilation of all effective, permanent regulations
adopted by Nevada state agencies, except those of cer-
tain exempted agencies, after review by the Legislative
Commission.

Nevada Employee Action and

Timekeeping System (NEATS)
A web-based system for the state of Nevada employees
to submit timesheets online, review and modify basic
personnel information, and enroll in training classes.

Nevada Executive Budget System (NEBS)
The automated system used by the Executive Branch to
build and administer the executive budget.

Nevada Revised Statutes (NRS)
The statutory law of Nevada of a general nature en-
acted by the Legislature, with such law arranged in
an orderly manner by subject, and updated after every
regular legislative session.

Non-Buildings and Grounds
Refers to space leased or occupied by a state agency be-
longing to an entity or owner other than a state-owned
building and/or property. Negotiations for these leases
should be processed through B&G.

NPD-19
A questionnaire used to determine the appropriate clas-
sification for a position.

NSHE
The Nevada System of Higher Education.

Object Code
See General Ledger.

Occupational Study
A classification study conducted by the Division of Hu-
man Resource Management of a group of positions in
related classes and class series to evaluate the appro-
priateness of the entire classification series within the
state’s classification and compensation plan.

One-Shot Appropriation
A one-shot appropriation is a unique General Fund or
Highway Fund appropriation for a particular purpose
that is not anticipated to continue.

One-Time Expenditure(s)
An expenditure not required on an ongoing basis.

Opposite Copy
This is an option when users are performing the posi-
tion copy function. When this option is selected, the
position costs associated with the new position or po-
sitions are reversed. Positive amounts become nega-
tive amounts and negative amounts become positive
amounts.

Organizational Chart
An organizational chart is a portrayal of the personnel
structure and reporting relationships within an organi-
zation.

Overtime
Any time worked in excess of eight hours a day, eight
hours in a 16-hour period, or 40 hours in a week, or
for those working under an approved variable workday
schedule, any time worked over 40 hours in a week.
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Payroll Assessment
The Payroll Assessment represents an allocation to
state agencies of the costs for the central payroll func-
tion of the Department of Personnel. The Payroll As-
sessment is allocated to each state agency as a specific
percentage of the total gross salaries included in agen-
cies’ budgets. The following agencies do not pay the
Payroll Assessment since they have their own payroll
centers:
* Legislative Counsel Bureau
* Nevada System of Higher Education
* Public Employees Retirement System
+ Tahoe Regional Planning Agency
* Supreme Courts

Performance Measurement Indicators
A method of systematically and objectively tracking
and quantifying the agency’s progress toward achiev-
ing its mission and goals.

Personnel Assessment

The Personnel Assessment represents an allocation
to state agencies of the costs for the recruitment, ex-
amination, classification, compensation, and training
functions of the Division of Human Resource Manage-
ment. The Personnel Assessment is allocated to each
state agency as a specific percentage of the total gross
salaries included in agencies’ budgets. In the case of
the Personnel Assessment, the gross salaries of elected
officials, unclassified positions, and non-classified po-
sitions are excluded.

Position Control Number (PCN)
An identification number assigned by the Budget Di-
vision to a position within an individual state agency
upon the position’s establishment.

Position Copy Type

This is an option users select when the position copy
functionality is utilized. It is important to understand
the difference between the three options described be-
low:

New Copy
When this option is selected, the new position type ap-
pears as new on the position detail page. This is useful
when agency users need to create several of the same
type of positions (such as 10 Highway Patrol officers).

Exact Copy
When this option is selected, the position will appear
exactly like the source position from which the position
was copied. This is useful when agencies copy posi-
tions to working versions.

Transfer

When this option is selected the new position type is
shown as a transfer in or a transfer out on the position
detail page depending on the circumstance of the trans-
fer. It should be noted for all positions transferred out,
there should be corresponding position transferred in.
This is necessary so the positions can be reconciled at
the end of the budget process.

Position Group
Position groups are a function in NEBS created and de-
fined by agencies so that any of their positions having
similarities (such as location, funding source, etc.) can
be grouped together and isolated from other positions
that may be different.

Position Text
The Post-it icon identifies where users can add text or
attachments associated with positions. It should be not-
ed all new positions should have text that justifies the
request for the new position.

Priority
NEBS provides users with the ability to create decision
units under the Account Maintenance tab. All decision
units with the exception of B-000, M-100 and M-150
must be given a priority (Budget Account priority and
Department priority) so that decisions can be made in
regard to limited funding.

Priority and Performance Budget
A budget building approach that identifies and priori-
tizes an agency’s activity and defines the resources al-
located toward that activity.

Program Statement
A brief, concise statement describing the function of
the program, i.e., the reason for an agency’s existence
including its federal, legislative and/or statutory au-
thority.

Property and Contents Insurance
Insurance premium paid to Risk Management covering
the property and contents of state owned space and the
contents of leased space against loss.

Purchasing Assessment

The Purchasing Assessment represents an allocation of
the costs for the procurement and inventory services
provided by the Purchasing Division to state agencies.
The apportioned amounts are allocated to each agency
on the basis of the total dollar volume of purchases,
both commodity and services, in the previous five-year
period.
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Realized Funding (cash)
The actual amount of cash received (revenue, appro-
priations, amount balanced forward) less expenditures.
(See also Budget Authority.)

Records Retention Schedule
A record retention schedule developed for the retention
and disposition of the records of a state agency and ap-
proved by the state records committee pursuant to NRS
239.080 so that official state records are retained for a
minimum length of time and that records of value or
confidentiality shall not be disposed of inappropriately.

Reserve
Funds available at the end of a fiscal period to be car-
ried forward into the next fiscal period for future obli-
gations or reverted at the end of the current period.

Reserve for Statutory Contingency Account
An account administered by the BOE for payment of
specific costs as described in NRS 353.264.

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 con-
tributions defray a portion of the individual insurance
premiums for employees who retire from state govern-
ment and elect to continue coverage in the state group
insurance plan. The program is funded by payroll as-
sessments to agency budgets and covers all state agen-
cies, boards, and commissions; the Judicial Branch;
the Legislative Counsel Bureau; the Public Employees
Retirement System; and the Nevada System of Higher
Education.

Revenue
Resources (i.e., appropriations, balance forward, feder-
al funds, restricted revenue) available to finance expen-
ditures within a budget account during a fiscal period.

Revenue Ledger
See General Ledger Number.

Reversion(s)
The balance of an appropriation or authorization that is
remaining after the close of a specific time period that
are returned to the original source of the appropriation
or authorization.

Salary Adjustment Need
The calculated cost of a pay increase or adjusted
amount of change from the Governor Recommends
to the Legislatively approved budget for General Fund

and Highway Fund appropriated agencies that is nor-
mally appropriated to the BOE and released to an agen-
cy to cover salary shortfalls after the agency justifies
the need for the salary adjustment amount and obtains
the approval of the BOE.

SAM

See State Administrative Manual.

Schedules

NEBS provides for the creation of schedule driven line
items. Currently, most payroll GLs are generated by the
payroll re-calculation process. When GLs are schedule
driven, users are generally not allowed to manually
enter information into this GL line item. Numerous
schedules have been incorporated into NEBS. Many
object codes are schedule driven. Users no longer enter
data directly into the Year 1 and Year 2 fields of their
line item budgets for these object codes. For all sched-
ules, excluding the EITS schedule, adjusted base line
item inputs must be entered into the schedules in the
base decision unit. M-150 adjustments (the difference
between the base budget amounts in schedules and the
actual year expenditures) will be automatically gener-
ated by NEBS based on the inputs provided by the user
via the respective schedule(s).

Since the EITS schedule operates differently, please
refer to the EITS schedule information in the glossary
and the budget manuals for more detailed information
on functionality. The status of each schedule is shown
so users can keep track of their progress in completing
the schedules. If a particular schedule does not apply
to an agency, users can set the status as N/A. If the re-
quired data is not entered into the schedules, line items
will not be generated in the agency’s line item budget or
negative costs will appear in adjusted base.

Senate Finance Committee
A standing legislative Senate committee, often referred
to as a money committee, having jurisdiction over
measures primarily affecting appropriations, operating
and capital budgets, state and federal budget issues and
bonding.

Shift Differential
An adjustment in pay equivalent to an additional five
(5) percent of an employee’s normal rate of pay. To
qualify, a nonexempt employee must work in a unit re-
quiring multiple shifts in a 24-hour period and be as-
signed to a period of work of at least 8 hours of which

at least four hours falls between 6:00 p.m. and 7:00 a.m.
(NAC 284.210).

Glossary

172



State of Nevada 2013 - 2015 Biennium Budget Instructions

Staff Physicals Schedule
This schedule provides detailed information to create
line item requests for staff physical-related expendi-
tures.

Stale Claim
Any claim other than a claim for medical expenses sub-
mitted by a third-party administrator or a claim which
is $100 or more, and which is presented by a state agen-
cy to the State Board of Examiners after the date on
which it is provided by law that money appropriated
to that state agency for the previous fiscal year reverts
to the fund from which appropriated. (NRS 353.097).

State Administrative Manual (SAM)

A compilation of policy statements concerning the
internal operations of state government, approved by
the BOE, that are based on statute or other approved
regulations for use by state agencies in conducting state
business. This manual can be found on the Budget Di-
vision website (http:/budget.nv.gov/Documents/Manu-
als/Instructions/)

State Demographer
State employee or office responsible for estimating the
current population and forecasting the future popula-
tion of Nevada. The numbers produced by the demog-
rapher are essential for estimating caseloads during the
coming biennium.

State ID Number
Unique number used to identify a piece of equipment in
the state’s inventory; typically stamped on metallic tag
affixed to the equipment.

Statewide Cost Allocation Plan (SWCAP)
An assessment for General Fund recoveries of costs for
statewide general administrative functions provided by
central services agencies.

Statewide Strategic Priorities
Statewide goals issued by the Governor and used by
agencies to identify and justify the purpose of a deci-
sion unit built into their Agency Request Budget.

Statewide Inflationary Adjustments
The amount added to projected expenditures that rep-
resent the state’s estimate of future cost increases for
those items or services authorized by the Governor.

Statutory Authority
Authority granted or implied by the NRS for a particu-
lar activity or function or the establishment of a posi-
tion, agency, or other entity.

Strategic Plan
An organized, documented method of determining
what an agency hopes to accomplish and how it will
accomplish it.

Strategic Priorities
Statewide priorities issued by the Governor and used
by agencies to identify and justify the activities built
into their Agency Request Priority and Performance
Budget.

Summary tab
NEBS provides summary level views of a specific bud-
get account’s revenues and expenditures by decision
unit, category, or GL.

Sunset Provision
Legislation or legislative intent providing an expiration
date for a new program that may include positions.

Supplemental Appropriation
A request by an agency funded by General Fund or
Highway Fund appropriations for additional funding to
cover unforeseen or unanticipated expenditures.

System Generated
Line items automatically generated from a schedule in
NEBS.

Three-Part Budget
The three components of the budget: base, mainte-
nance, and enhancement.

TIR
Technology Investment Request.

Tort (Liability) Insurance
Liability tort claim insurance coverage paid by state
agencies to the Attorney General’s office based on full-
time positions and a rating plan adopted by the Attor-
ney General’s office.

Transfer In/Out Decision Unit
A decision unit to move program revenue and expendi-
tures from one budget account to another.

Travel Schedule
A report required of agencies during the agency request
phase of the budget process that details and justifies
their in-state and out of-state travel requests contained
within their budgets.
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Unclassified Employee
An official, officer, or employee of the Executive
Branch of state government whose position is filled by
the responsible appointing authority or board without
regard to the state’s merit system (not all unclassified
positions are listed in the NRS, but all will be included
in the pay bill which is usually a Senate bill).

Uniform Allowance
Funding provided to agencies and agency staff for ac-
quisition of required uniform items and accessories.

Uniform Schedule
This schedule provides detailed information to create
line item requests for uniform-related expenditures.
Rates for each type of uniform come from the uniform
rates master table.

User Generated
A line item manually entered into NEBS rather than
schedule generated.

Vacancy Savings

Savings calculated by the Budget Division based on
historic vacancy percentages by budget account and
applied against salary and fringe benefits costs (not
applied against overtime, standby, travel differential,
longevity, etc.), projected to occur in each year of the
biennium in the personnel services category due to va-
cancies.

Vendor Services Schedule

This schedule allows agency users to identify specific
vendor expenditures. This includes contracts, publica-
tions, dues, etc. The schedule also provides an area for
lump sum amounts for agencies such as NDOT that
have several hundred contracts for the construction of
roads. Pre-approval from the agency’s assigned bud-
get analyst is required in order to utilize the lump sum
amount feature.

Work Program

The document used to request changes to the Legisla-
tively approved budget or to establish a budget for a
non-executive budget account, identifying the pro-
posed sources of funds to be received by the agency
and showing a plan of how the money is to be expended
(in essence, a mini-decision unit that is self-balancing
and must be self-supporting).

Work Program Change Document
The document used to modify the Legislatively ap-
proved budget.

Work Program Year
The budgeted revenue and expenditures recorded in the
odd numbered fiscal year of a biennium (the year before
the start of another biennium). The work program year
of the current biennium is fiscal year 2013.

Worker-Driven Costs
The costs associated with a position.

Year 1
The first (even-numbered) fiscal year of the upcoming
biennium.

Year 2
The second (odd-numbered) fiscal year of the upcom-
ing biennium.

Glossary
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