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Sign in to: NEBS Training 

 
 

Select a Budget Account 
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Account Maintenance 
 

 

 Create Decision Units E225, E710, E720, E730 and M425 (if not already in 
the Account Maintenance Tab) 

 

 Add Cat 07 and Cat 95 (if not already in the Account Maintenance Tab) 
 

Line Items 
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Schedules 
 In addition to Payroll, there are 20 standard statewide schedules and many 

agency generated cost allocation schedules in NEBS that the agency 
will/may be responsible for populating. 
 

o Some of these schedules will require the agency to work with their 
assigned budget analyst to update. 
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Caseload Schedule 
 Used for Demographic/Caseload Changes 

 

 

 Agency must have legislative approval to request Caseload related funding. 
 

 If your agency does have a legislatively approved Caseload, you are not 
required to use the Caseload schedule.  Use of the schedule it is optional. 
However, you must use the Caseload decision units M200-M220. 

 

 Currently, only the Department of Corrections utilizes the Caseload 
Schedule in NEBS. 
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Vendor Services Schedule 
 Used to record cost of vendor provided services: contracts, registration 

fees, copy machine leases, annual maintenance fees, publications, etc. 
 

 
 Processing the schedule will automatically create the M150 adjustment. 

 

 Contract costs included in your base not reflected in your schedule will 
generate a negative M150 amount equal to the amount in base. 

 

 Contract costs included in your schedule not reflected in your base will 
generate a positive M150 amount equal to the amount in the schedule. 

 

 Contract costs included in your base and schedule will generate a M150 
amount equal to the schedule amount minus the base amount. 
 

 Attach copies of contract summaries for all contracts. 
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Uniform Allowance Schedule 
 Agencies are required to use the Uniform Allowance Schedule in NEBS if the 

agency has a legislatively approved uniform package defined. 
 

 
 Uniform allowance eligible items are determined based on a negotiation 

process between the individual agencies and the Budget Division. 

 The cost for approved eligible uniform packages is provided through a state 
contract. 

 Required attachments/back-up for the uniform allowance schedule include: 
o At the schedule level 

a. Agency final negotiated workbook (also known as the Uniform 
Allowance Spreadsheet) 

b. Agency Uniform Policy 
c. Agency PCN list by uniform package (if not already included in 

a. or b. above) 
o At the line item level 

 Turnover rate calculation by uniform package 
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EITS Schedule 
 Used to calculate the cost of services provided by EITS (information 

technology services) 
o This is where you properly account for (annualize) costs for phone 

lines, email and voice mail, server hosting, etc. 
 

 

 
 Provide the notes at the line item in this schedule and the related line item 

in the M150 decision unit 

 Technology Investment Requests (TIRs) must be done for IT projects  

> $50,000 
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Fleet Services Schedule 

 Expenditures associated with vehicles leased from the Fleet Services 
Division (formerly known as Motor Pool) 

 

 

 
 Record monthly rental of fleet services vehicles in Cat 03 or special use 

 Add notes to explain, justify, and support the calculation 

 Refer to SAM 1322 for current vehicle utilization requirements 

 



P a g e  | 18 

Agency Owned Vehicles 
 Used to calculate insurance costs for agency owned vehicles. 

 

 

 Important to accurately calculate insurance for all vehicles owned by the 
agency. 

 Cat 04 - 7052 – comp/collision – Risk Management 
 Cat 04 - 7059 – Liability – AG 
 Odometer reading – in notes, indicate date the reading was taken 
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Building Rent-Non-Buildings and Grounds 
Schedule used to track space leased from entities other than B&G. 

 

Select the correct Dec Unit, Category and GL 
o 7051 - Property & Content insurance paid to Risk Management – rate is 

calculated by Risk Management/Department of Admin. 
o 7110 - Non-state owned building rent. 
o 7255 - B&G lease assessment (box is always checked); Agencies must go 

through B&G for office space needs. 

Rate = Rate per square foot per the lease 

Annual cost calculated = Square feet x Rate per square foot x # of Months 
per Fiscal Year 

Attach the lease cover sheet in the notes 
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Equipment Schedule 
 Used to track all equipment requests 
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Building Maintenance Schedule 
 Used for routine maintenance, building improvements, non-structural 

repairs under $100,000 

 
 



P a g e  | 22 

Staff Physicals Schedule 
 The costs in the dropdown in this schedule are based on the negotiated 

rates in the approved contract. 
 

 
 

 Only specific agencies use this schedule; This schedule generally only 
applies to law enforcement, fire fighters, medical and mental health 
service providers. 

 

 Work with Budget Division analyst for more information. 
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Vacancy Savings Schedule 
 Vacancy Savings is a calculation used by the Budget Division as a budgeting 

tool to estimate General Fund and Highway Fund savings by recognizing 
that each agency has a certain amount of turnover every year. 

 
 

 Vacancy savings is calculated for those budgets with positions funded in 
whole or in part by the General Fund or the Highway Fund and those 
internal service fund budgets supported in whole or in part by the General 
Fund. 

 

 In mid-late July of the even numbered year the Budget Division will upload 
vacancy data received from DHRM into the vacancy savings table. 

o Vacancy data is provided by fiscal year and the data cannot be 
provided until after the final payroll for the fiscal year runs. 

 

 Once the data is uploaded, your budget analyst will work with you to 
update the vacancy savings calculation in this schedule. 
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Statewide Schedules 
 

 State-owned building inventory 

 B&G owned building rent 

 Agency owned property and content 

 Department Schedules 
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Department Cost Allocation Schedules 
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Statewide Cost Allocations – SWCAP 
 

 Agencies do not have the ability to make adjustments to their SWCAP; this 
is done by the Budget Office. 

 Agencies should work with their assigned Budget Analyst. 
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Statewide Cost Allocations – AGCAP 
 

 Agencies do not have the ability to make adjustments to their AGCAP; this 
is done by the Budget Office. 

 Agencies should work with their assigned Budget Analyst. 
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 Statewide Cost Allocations – Purchasing 
Assessment 
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Statewide Cost Allocations – EITS Web; 
SilverNet & Database Hosting Assessments 
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Final Steps 
 Process all schedules. 

 Add notes to all M150s including those that were generated as a result of the 
schedule entries. 

 
 

Resources 

 
 Budget Division - budget.nv.gov 

(State Administrative Manual, Budget Instructions, Budget Building Manual, 
Work Program Manual, etc.) 

 Enterprise IT Services - it.nv.gov 

 State Public Works Division - publicworks.nv.gov 

 Division of Buildings & Grounds - publicworks.nv.gov 

 Purchasing Division - purchasing.nv.gov 

 Controller’s Office - controller.nv.gov 

 Data Warehouse of Nevada (DAWN) - dawn.state.nv.us 

 Your friendly budget analyst – WE CARE 

 


