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Below is a summary of the highlights and major changes to the budget instructions. The following pages include
detailed instructions for the completion of the Fiscal Year 2013 budget request.

1. Fiscal Outlook — The national recession ended almost two years ago, but the economy has been unable to
sustain vigorous growth. Employers and consumers remain cautious, more so since gasoline prices
increased during the spring. Equity markets have recently experienced significant headwinds as investors
have been uncertain about future economic growth.

State general revenue growth returned in Fiscal Year 2011. Statewide employment has been slowly
improving in recent months. Unfortunately, the same downside risks that were evident last summer remain
evident today, including continued declines in housing prices, market reactions to European fiscal troubles,
and consumers hesitant to make significant expenditures.

For Fiscal Years 2012 and 2013 we are currently projecting modest growth in collections. However, even
with state revenue collection growth, we are currently estimating a budget gap for Fiscal Year 2013, largely
driven by the need to replace $460 million of one-time federal budget stabilization and state education funds.

2. Core Budget Issues — Because of the large anticipated budget gap, departments need to submit budget
requests that make permanent their June expenditure restriction amounts for Fiscal Year 2012. In addition to
those reductions, Budget and Planning will be working with each department to reduce core budgets to bridge
the remaining budget gap.

3. New Decision ltems —

a. Mandatory — departments may request mandatory new decision items. However, before doing
so, departments should submit a preliminary list of such items to Budget and Planning. We will
be working with all departments that have mandatory general revenue increases to find other
reductions in their budgets to offset those costs.

b. Discretionary — new decision items that require general revenue should not be requested. Any
exceptions to this instruction will be extremely rare and will need to receive pre-approval from
Budget and Planning.

c. Other State Funds — the guidance regarding general revenue also applies to funds which support
functions that are also supported by general revenue or are considered a general revenue
equivalent. If you have questions about which funds fall under this category, please contact your
Budget and Planning analyst.

d. Pay Plan — do not include any budget requests for salary increases in the Fiscal Year 2013
budget submission.
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Fund Financial Summary Forms — The Fund Financial Summary forms must be submitted with the
department’s budget request and updated with the Governor’s recommendations. If, throughout the budget
process, departments anticipate cash flow, fund balance or other potential issues with the department-
administered funds, they should work with their Budget and Planning analyst to address the issues.
Questions regarding the completion of this form should be directed to Lynn Struemph (751-9325) in the
Division of Budget and Planning.

Supplemental Requests Forms — Supplemental requests are to be submitted in a separate document from
your FY 2013 budget request. These forms are part of a comprehensive packet for the Legislature. Do not
make formatting changes to these forms.

Fringe Benefit Rate — The initial fringe benefit rates included in the applicable budget form templates should
be used in the October budget submission. Budget and Planning will provide an updated fringe rate for the
Governor's recommendations budget submission. We are also providing a separate fringe rate for decision
items for overtime. Supplemental requests should use the fringe rate for Fiscal Year 2012.

Capital Improvements — Since a biennial capital budget was approved in the 2011 legislative process, we do
not plan to have a capital improvements budget in Fiscal Year 2013.

Re-appropriations — There will not be a re-appropriations bill for the Fiscal Year 2013 budget submission.

Federal Budget Stabilization Funds — current budget items funded with federal budget stabilization funds
(funds #2000, #2082, #2092) must be reduced from agencies’ Fiscal Year 2013 requests. Agencies cannot
request new decision items from these funds, including Fiscal Year 2012 supplemental requests. If an
appropriation from these funds is an ongoing expense (e.g., the foundation formula), the department will need
to request a new decision item from general revenue.

Timely Submission — It is essential that agencies submit completed budget requests by October 1% as
required by state statute. Leasing information must be provided to OA Facilities Management, Design and
Construction by September 1%in order for them to have work completed for the October 1% submission. The
specifications and distribution list is attached.

Combined Budget Forms — Departments are encouraged to combine requests on a single budget form when
doing so will facilitate decision making (e.g. funding changes that impact multiple budgeting units).

Missouri Sunset Act — Programs created after passage of the Missouri Sunset Act in 2003 will have to be
extended or face elimination. A form is provided to serve as an aid in tracking which programs have a sunset.

Reorganizations — Agencies must consult with Budget and Planning prior to conducting any reorganization
within their department or between departments. These actions may require document filings separate from
the budget process. Reorganizations must be submitted to Budget & Planning and approved by the Governor
prior to making changes to the budget in BRASS; they may also require filing by the Governor under the
Reorganization Act of 1974. Reorganizations or transfers of program/functions between departments must be
approved by the Governor and submitted to the General Assembly.

Web-ready Budget Books — A PDF copy of the department’s October budget request submission and the
January Governor’'s recommended budget will be posted on the Internet by Budget and Planning. If the OA
Print Shop prints your budget, they will provide a PDF copy to Budget and Planning, otherwise the
department is responsible for submitting a PDF copy to Budget and Planning. These submissions must
include a table of contents.

Organization Chart — Executive branch agencies should submit an electronic copy of their organization chart,
complete with, at a minimum, the salaries and employee names of persons considered to be part of your
management team.

These budget instructions, including forms and examples, are available on Budget and Planning’s web site
(http://www.oa.mo.gov/bp/index.htm), and an electronic copy of the forms will be forwarded to you. Please
contact Pamela McQuary (751-2345), in the Division of Budget and Planning, if you do not receive the
electronic copy.
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BUDGET BOOKS

DISTRIBUTION:
Department Request Submission:
Budget and Planning—3 paper copies and a PDF version emailed to
Pamela.McQuary@oa.mo.gov
House Appropriations—5 paper copies
Senate Appropriations—4 paper copies
Legislative Research-Oversight—1 paper copy

Governor's Rec Submission:
Budget and Planning—3 paper copies and a PDF version emailed to
Pamela.McQuary@oa.mo.gov
House Appropriations—to be determined
Senate Appropriations—17 tabbed, paper copies
Legislative Research-Oversight—1 paper copy

SUBMISSION FORMAT:
e 8% x 11 paper, double-sided.
e Three-hole punched.
e The October 1® submission may be submitted as a stapled or clipped copy of the forms. The
book does not need covers, dividers, or binding.
e The Governor's recommended submission should be submitted in bound format.

BUDGET BOOK ORDER:
Overview Information
Transmittal letter (Optional)
Table of Contents
Department Overview Paragraph
State Auditor's Reports, Legislative Oversight Evaluations, and/or Missouri Sunset Act Report Form
Listing of programs subject to Missouri Sunset Act

RN =

Department-wide requests, including pay plan
This section should include a consolidated request form for items which are department wide and those
that cross budgeting units such as pay plan, replacement vehicles, fuel cost increase and overtime.
Some departments may not have any department-wide requests.

6. Department-wide New Decision Item Form #1

7. Department-wide Decision ltem Detail Reports (BRASS Report 10) for all budgeting units

8. Department-wide New Decision ltem Form #2 (etc. for all department-wide new decision item
requests)

9. Department-wide Decision Item Detail Reports (BRASS Report 10) for all budgeting units

Core and New Decision Item Requests
10. Decision Item Summary Report (BRASS Report 9) for core budgeting unit #1
11. Core Decision Item Form
12. Core Reconciliation Report (BRASS Report 18a)
13. Flexibility Request Form — if applicable
14. Decision ltem Detail Report (BRASS Report 10)
15. Program Description Form #1
16. Program Description Form #2 (etc. for all program description forms under this core)
17. New Decision Item Form #1
18. Decision ltem Detail Report (BRASS Report 10)
19. New Decision Item Form #2 (etc. for all new decision items under this core)
20. Decision Item Detail Report (BRASS Report 10)
21. Repeat #10-#20 for all core budgeting units



OTHER SUBMISSIONS:

1.
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Fiscal Year 2012 supplemental requests — Submit paper and electronic copies separate from the
Fiscal Year 2013 budget request.

Fund Financial Summaries — Submit paper and electronic copies.

Tax Credit Analysis Forms — Submit paper and electronic copies.

Comprehensive list of flexibility and estimated appropriation (E) requests — Submit electronic copies.
Vehicle request forms — Submit an electronic copy to Budget & Planning and State Fleet Manager.
Department organization charts with salaries and employee names of all employees considered to be
part of the management team. Submit an electronic copy only.

ITSD requests — Submit an electronic copy to Budget & Planning and ITSD.



BRASS CODING INFORMATION

APPROPRIATION NUMBERS

e Use the existing core appropriation number for new decision item requests in the operating,
leasing, and supplemental budgets if the item will become part of the ongoing core amount.

+ [f the decision item needs to be line-itemed separately or is for something not included in the
current core, (for example, a new training program), the agency should contact Chris Surface
(526-4003) to have a new appropriation number assigned. Separate appropriation numbers will
continue to be assigned to personal service appropriations and to expense and equipment,
program specific distributions, and transfer appropriations.

e These appropriation numbers will directly affect the information and budget control in the SAM Il
system. Agencies should give serious consideration to the impact of assigning appropriation
numbers in the budget system.

BUDGET OBJECT CLASSES

The budget object classes requested for an appropriation establish the SAM Il budget controls. Agencies
should request the applicable budget object classes for each appropriation. If at least $1 is coded in a
budget object class, expenditures can be charged to that BOBC without the need for adding more
BOBC's after the budget has been loaded into SAM IL.

e Agencies that are part of the statewide information technology consolidation should not reallocate
core funds to object class 480 (computer equipment), but may transfer funds to the Information
Technology Services Division (ITSD) in the Office of Administration.

* Requests for new funds may include object class 480. If new funding is included in the final
budget, ongoing funds related to information technology will be transferred to ITSD in the next

fiscal year.
* Never enter cents when coding amounts in BRASS, round up to the nearest dollar if
necessary.
CHART OF ACCOUNTS

The organization and appropriation structures are established through the Chart of Accounts being used
in SAM lI. Changes to the organization or appropriation structures will directly affect how the purchasing
and accounting functions will operate during the fiscal year. Agencies should consider the impact of any
proposed organization or appropriation structure changes. Any planned changes in organization or
appropriation structures should first be discussed with your assigned budget analyst. The Division of
Budget and Planning will discuss any proposed changes to the organization or appropriation structures
with the other Office of Administration divisions in advance of approval. Agencies must receive approval
from Budget and Planning prior to making changes in BRASS.

CORE BUDGET REQUEST

e Budget Year requests should reflect an agency's planned expenditures. The core budget
request should be allocated into the appropriate budget object classes based on the
proposed spending plan. Changes in current year amounts reflected in the BRASS reports
will not be made unless an error occurred. If a change to the current year amounts is
necessary, contact Chris Surface (526-4003) to request the change.

e A core request may have multiple core changes for the same decision item code. A
separate BRASS budget form must be used for each core change that is requested. For
example, two budget forms will be used if funding is being reallocated from two different
cores into another core. Using multiple budget forms provides the information necessary for
decision makers to review the various core changes. If you are unsure how to enter core
changes, please contact your assigned budget analyst.




e Departments should add a description in the justification tab for each core change. These
descriptions will be included in BRASS report 18a - core changes (reconciliation) detail.

CORE DECISION ITEM NUMBERS
For statewide reporting purposes, all agencies will use the following decision items to reflect changes to

their core request.

0000002 Transfers In Used for amounts transferred in from another department

0000003  One-time Reduction Used for the reduction of one-time amounts

0000004  Transfers Out Used for amounts transferred out to another department

0000005 Core Reductions Used for reductions other than for one-time amounts

0000006 Core Reallocations Used for moving amounts within the department whether it is within

a single budgeting unit or across multiple budgeting units. These
should net to zero within the department. Reallocations should not
be made between funds.

COST ALLOCATION PLAN TRANSFERS
Central administrative costs and workers' compensation claims will continue to be allocated to the
appropriate fund source. The same methods of transfer reimbursement will be administered as in the

past.

DECISION ITEM DESCRIPTION

Add a description of each new decision item to the textbox of the decision item in the Info Edit form in
BRASS. The description should be a concise explanation of the new decision item. This description will
be printed in multiple reports that are used by the Governor's office, Budget and Planning, and the
General Assembly.

DECISION ITEM RANKING
All core budget requests will be ranked 1. Ranks 2, 3 and 4 are reserved for the use of the Governor.

Ranking of the department new decision items other than any statewide pay plan should begin

ats.

NEW DECISION ITEM NUMBERS

If a new decision item request encompasses multiple budget units, use the same BRASS new decision
item number. One new decision item request form can also be used as long as it includes the necessary
request information for all budgeting units.

ONE TIME EXPENDITURES
¢ lIdentify the ongoing and one-time costs of any proposed expenditure requests. For example,
ongoing maintenance costs for proposed equipment purchases must be identified in the core
and/or new decision item requests to ensure appropriate evaluation of the cost effectiveness and
rationale for the request.




¢ Enter all one-time amounts as a positive number in the “Amount” column along with any ongoing
expenditures in that budget object class. Also enter the amount as a negative number in the “1X
Amount” column. This is also required for one-time FTE. If the department is requesting one-
time FTE, they should be entered as a positive number in the “FTE” column and a negative
number in the “1X FTE” column.

ESTIMATED APPROPRIATIONS

In lieu of using specific federal appropriations which have an estimated (E) designation, agencies that do
not already have a generic, open-ended federal appropriation (for funds that become available between
sessions) should request that authority. Agencies should keep Budget and Planning and legislative staff
up-to-date on any changes in cost projections throughout the process.

Agencies are encouraged to make their best estimate of expenditures for each estimated appropriation
and include budget requests for any increases and core reductions for any decreases. Agencies should
provide strong rationale for maintaining any estimated appropriation.

If an “E” is requested, insert it in BRASS by using the “Info Edit/Approp”. An “E” should be typed in the
“Gov Est” field through “Conf Est” field. Submit a comprehensive list of requested “Es” to Budget and
Planning with the October 1 submission (electronic is acceptable).

OVERTIME

The use of separate House Bill sections will continue for appropriations to certain agencies to pay
overtime. The requirement applies to nonexempt state employees providing direct client care or custody
in facilities operating on a twenty-four-hour, seven-day-a-week basis in the Department of Corrections,
Department of Mental Health, Division of Youth Services in the Department of Social Services, and the
Veterans Commission in the Department of Public Safety. Do not request FTE for overtime pay.
Agencies may use the generic job class called "Other" (999999) for budgeting overtime pay. Note that
the fringe rate for the payment of overtime is different than the fringe rate for regular personal

service appropriations.



Helpful BRASS Reports

Core Reconciliation

Report 14a Core Rec-Dept $ (1YR) reconciles core beginning with current year budgeted dollar amounts
and adds or subtracts core dollar changes. Report 14c Core Rec-Dept FTE (1YR) reconciles core
beginning with current year budgeted FTE amounts and adds or subtracts core FTE changes. When
running any of these reports, the user selects the fund to be used on the report. The user may select a
specific fund number or select FED for all federal funds, OTHER for all other funds, or STATE for all
funds. Selecting GR or 0101 will give you the same results. The user may run the report at the
department level which results in the items being displayed by budgeting unit or at the budgeting unit
level which results in the items being displayed by appropriation.

Core Decision ltem Form
Three BRASS reports will help departments complete the Core Decision Item Form (the Excel document).

1. Report 15a — Core Summary (1YR)
e After all core changes have been entered into BRASS, use to assist in completing Question 1
(Core Financial Summary) of the Core Decision ltem form. These numbers need to be
entered into the Excel document.

e When running this report, select your agency. The number used in the Approp box will be
your three digit agency number followed by two 0's and a C. The number used in the AgOrg
box will be your three digit agency number followed by four 0's and a C. Any deviation from
using the above selections could result in inaccurate data being displayed on the report.

2. Report 16 — Core Financial History
e To assist in completing Question 4 (Financial History) of the Core Decision Item form. These
numbers need to be entered into the Excel document.

e Agencies will need to adjust the appropriation amount and unexpended by fund amounts in
the actual columns for any increases in estimated appropriation. BRASS appropriation
amounts are the final amounts approved in the regular and supplemental bills only. Hint: if
the unexpended amount is negative on the BRASS report it is likely that an estimated
appropriation was increased.

¢ Agencies may need to adjust the unexpended amounts due to rounding. Actual expenditures
in the financial system are recorded in dollars and cents. When actual expenditures are
loaded into BRASS the data is rounded to the nearest dollar by budget object class and job
class. This could result in the unexpended amount for a fund to be a dollar or so negative.

e When running this report, select your agency. The number used in the Approp box will be
your three digit agency number followed by two 0's and a C. The number used in the AgOrg
box will be your three digit agency number followed by four 0's and a C. Any deviation from
using the above selections could result in inaccurate data being displayed on the report.

3. Report 18a — Core Changes (Reconciliation) Detail (1YR)
e Use for Question 5 (Core Reconciliation).

o Numbers do not need to be entered into the Core Decision Item Excel document. Place the
applicable BRASS page after Question 4 of the Core Decision Item form for each core
decision item.



When entering core changes into BRASS, the justification tab is limited to 5 lines of text.
Agencies will need to be concise when explaining the change, because the justification text
appears on this report.

Reallocations of job classes within the same personal service appropriation will not appear on
the report even though it was entered into BRASS since the net result for the budgeting unit
is $0. The same is true for reallocations of expense and equipment budget object classes
within the same expense and equipment appropriation. Any reallocations between personal
service and expense and equipment appropriations or other reallocations between
appropriations within a budgeting unit will appear on the report even if the net result for the
budget unit is $0 since the amount for the appropriation has changed.

As stated in the budget instructions, a core request may have multiple core changes for the
same decision item code. A separate BRASS form must be used for each core change that
is requested. For example, two budget forms will be used if funding is being reallocated from
two different cores into another core.

It may take 15 minutes or so for this report to run due to complexity and amount of data being
pulled into the report.

When running this report, select your agency. The number used in the Approp box will be
your three digit agency number followed by two 0's and a C (For example: MoDOT's would
be 60500C). The number used in the AgOrg box will be your three digit agency number
followed by four 0's and a C (For example: MoDOT's would be 6050000C). Any deviation
from using the above selections could result in inaccurate data being displayed on the report.
Also, do not run this report at the budget unit level as this level of detail is not needed in the
budget books.



BUDGET REQUEST FORMS OVERVIEW

Core Decision Item, New Decision Item, Supplemental New Decision Item, and Program
Description

The budget request forms are the key forms used in the budget process to explain and document core
and new decision item requests. When properly prepared, they become the primary source of
information for the Governor and the General Assembly in making funding decisions. Information should
justify, completely and concisely, funding of the core and new decision item requests. Facts presented
should clearly show how the items support essential functions. Each element of the justification must be
easy to read and understand. Please note that the purpose of the budget request forms is to provide
information for decision making. The style and approach should, therefore, be analytical rather than
promotional. Good data, sound logic, and solid back-up information are needed to properly justify a
request.

Legislators and other users of the budget forms have requested that the forms be as consistent as
possible across departments. Therefore, departments should refrain from altering the Excel templates.
Also, legislators have requested that the font size used on the budget forms be size 10 or greater.

There may be cases in which it does not make sense to fill in all the information requested on the budget
request form or where it is simpler to complete a single form for similar requests across budgeting units.
For example, multiple forms should not be used for pay plan decision items. Instead, complete one form
for your department. Other examples of appropriate combined forms include: implementation of a new
program that crosses multiple budgeting units; multiple transfer appropriations from a single fund or for
similar purposes; and cost of caseload growth that crosses multiple budgeting units. Budget and
Planning staff are available to discuss such exceptions for specific decision items or groups of decision
items in advance of your budget submission. Please contact your assigned budget analyst if you wish to
discuss these issues.

Electronic copies of the form templates as well as alternate templates for very large numbers were
forwarded to your budget office and are also available on the Budget and Planning web site under 2013
Budget Information “budget instructions” (http://www.oa.mo.gov/bp/index.htm).




CORE DECISION ITEM FORM - INSTRUCTIONS

1.

CORE FINANCIAL SUMMARY

The Core Financial Summary includes a summary table (example follows) which breaks out the total
core request by funding source and budget class. It also includes the number of FTE and amount of
fringe benefits by funding source. Departments do not need to provide detail on specific “other funds”
other than listing the fund names and numbers below the summary table. A second summary table
with Governor Recommendations must be included when the budget request is printed in January.

The fringe benefits are noted in the Core Financial Summary for informational purposes. Fringe
benefits are budgeted in House Bill 5 except for certain fringe benefits budgeted directly to MoDOT,
Highway Patrol and Conservation. The fringe benefits figures in the summary table are calculated
using formulas that reference a fringe benefit rate that is included on the top right of the budget form
(outside of the print area). Departments with different fringe benefit rates should change that figure to
reflect their fringe benefits expenses.

Following are the items that departments need to complete for this section of the form:

1) Departments should complete the GR, Federal, and Other Fund amounts being requested broken
out by budget class (PS, E&E, PSD and Transfer). The number of FTE broken out by GR,
Federal, and Other Funds should also be entered. BRASS report 15a (Core Summary) may be
used to check the numbers.

2) Departments should list below the summary table the fund names and fund numbers for any
“other funds” requested.

3) If departments are requesting “Es” (estimateds) on their appropriations, they should enter an “E”
into the column to the right of the total column and footnote at the bottom of the table the specific
fund(s) for which “Es” are being requested.

FY 2013 Budget Request
GR Federal Other Total
PS 1,629,091 668,932 0 2,298,023
EE 2,725,354 1,156,884 0 3,882,238
PSD 17,612,133 44,073,314 7,663,069 69,348,516 E
TRF 0 0 0 0
Total 21,966,578 45,899,130 7,663,069 75,528,777
FTE 47.93 21.20 0.00 69.13
Est. Fringe | 908,870 373,197 a 1,282,067

Note: Fringes budgeted in House Bill 5 except for certain fringes budgeted directly to
MoDOT, Highway Patrol, and Conservation.

Other Funds: Mental Health Earnings Fund (0288)
Notes: An “E” is requested for the $7,663,069 Other Funds.



CORE DESCRIPTION

This section allows the department to provide a concise description of the core budget item and
should be written in a way that is easily understood by a lay reader. The narrative should very briefly
explain the core budget item — the purpose of and necessity for the core item and how the core

funding is used.
PROGRAM LISTING

Departments should list in this section the programs (as defined below) that are included in the core
decision item. A Program Description Form should be completed for programs listed in this section.

A program should be viewed as a distinct, coherent set of activities intended to affect a clearly
definable target group, problem, or issue. An appropriation is not necessarily a program; one
appropriation may encompass several programs, or one program may be addressed through multiple
appropriations. Similarly, an organization or institution, such as a prison or mental health facility, is
not a program; one program may involve several organizations or facilities, just as one institution
may house all or part of several programs. In some cases, a single program may span several
departments.

FINANCIAL HISTORY

The Financial History section includes a summary table and corresponding chart (as shown in the
following example) which detail the financial history of the core appropriation for the prior three fiscal
years and the current fiscal year. BRASS report 16 (financial history) will assist in the completion of
this section. In order to ensure consistency across agencies, departments should not change the
chart, other than to change the scale (this can be done by right clicking the y axis, selecting “format
axis” and “scale”) The chart is set up to populate itself from numbers entered into the table.

Items included in the financial history table:

o Appropriation (All Funds) — For the prior three fiscal years, include the actual year end amount of
the appropriation. Any changes in the original appropriation amount, such as the exercising of an
“E” to increase the appropriation, should be reflected in the appropriation amount included in the
table. Such changes from the original appropriation to the actual year end appropriation can be
noted in the notes section at the bottom of the table. For the current year, include the original
amount appropriated. If the appropriation is an estimated appropriation, include an “E” in the
column to the immediate right of the appropriation amount. Do not adjust the current year
appropriation amount for any changes in the appropriation to date. BRASS Report 16 may be
helpful. However, the report will not reflect any increases in estimated appropriations, which must
be included on the core decision item form.

o Less Reverted (All Funds) — For the prior three fiscal years, include the actual year end amount
that was reverted from the appropriation. Reverted amounts include the Governor’s reserve, any
extraordinary withholdings/expenditure restrictions, and any other items reverted during the year.
Reverted does not include any agency reserves, which will show up as unexpended. Do not
adjust the reverted amounts — the amounts should match what is in the budget system. The
reverted amounts as of June 30" will be loaded from the financial system into the budget system.
For the current year, list “N/A” rather than the amount reverted to date. BRASS Report 16 will
provide the correct reverted amounts.

e Budget Authority (All Funds) — Budget authority equals the appropriation amount less the amount
reverted. ltis a formula and shouldn’t be overwritten. For the current year, list “N/A”.

e Actual Expenditures (All Funds) — For the prior three fiscal years, include the actual year end

amount expended from the appropriation. For the current year, list “N/A." BRASS Report 16 will
provide the correct actual expenditures amounts.
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¢ Unexpended (All Funds) — Unexpended equals the budget authority less the actual expenditures.
Itis a formula and shouldn’t be overwritten. For the current year, list “N/A”.

FY 2009 FY 2010 FY 2011 FY 2012
Actual Actual Actual Current Yr.
Appropriations (All Funds) 53,000,000 57,000,000 73,000,000 74,838,777
Less Reverted (All Funds) {1,100,000) {5,500,000) (1,400,000) (3,838,777)
Budget Authority (All Funds) 51,900,000 51,500,000 71,600,000 71,000,000
Actual Expenditures (All Funds) 51,900,000 51,500,000 71,000,000 71,000,000
Unexpended (All Funds) 0 0 600,000 000,000
Unexpended, by Fund:
General Revenue 0 0 0 N/A
Federal 0 0 600,000 N/A
Other 0 0 0 N/A
(1)

Reverted includes Governor's standard 3 percent reserve (when applicable) and any expenditure restrictions.

NOTES:

(1) Lapse of $600,000 is federal block grant; cash can be carried over to FY 2013 for one-time commitments.

Actual Expenditures (All Funds)

77,000,000
71,000,000
72,000,000
67,000,000 / /
62,000,000
51,500,0,

57,000,000

51,900,000
52,000,000 —
47,000,000

FY 2009 FY 2010 FY 2011

11



5. CORE RECONCILIATION

The core reconciliation will be completed in BRASS. After completion, departments should print the
Core Changes (Reconciliation) Detail (Report 18a) and insert the individual pages behind the
appropriate Core Decision Item Form (directly after question 4). The BRASS form will become
section 5 of the Core Decision Item Form.

The Department should use the “justification” tab on the BRASS core change form to describe all
changes to the core budget request from the current year appropriation. Explanations of one-time
reductions, transfers in and out, core reallocations, and core reductions, as well as details on specific
fund and FTE splits should be provided. Adjustments made to cores by the Governor should be
included in the core reconciliations when the budget requests with Governor Recommendations are

printed in January.
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NEW DECISION ITEM FORM - INSTRUCTIONS

1. AMOUNT OF REQUEST

Departments should detail the amount of the request in this section, which includes a summary table
(as shown in the following example) that breaks out the total new decision item request by funding
source and budget class. It also includes the number of FTE and amount of fringe benefits by
funding source. Departments do not need to provide detail on specific “other funds” other than listing
the “other fund” names and numbers below the summary table. A second summary table with
Governor Recommendations must be included when the budget request with Governor
Recommendations is printed in January.

The fringe benefits are noted in this table for informational purposes. Fringe benefits are still
budgeted in House Bill 5 except for certain fringe benefits budgeted directly to MoDOT, Highway
Patrol and Conservation. The fringe benefits figures in this table are calculated using formulas that
reference a fringe benefit rate that is included on the top right of the budget form (outside of the print
area). Departments with different fringe benefit rates should change that figure to reflect their fringe
benefits expenses. Fringe rates for overtime are different than the fringe rate for regular personal
service appropriations.

Departments should not have to enter any numbers into this table as the Excel spreadsheet
automatically pulls the numbers from data entered into section 5 of the form. There are only two
things departments should have to enter in this section.

1) Departments should list below the table the fund names and fund numbers for any “other funds”
requested.

2) If departments are requesting “Es” (estimateds) on their appropriations, they should enter an “E”
into the column to the right of the total column and footnote at the bottom of the table the specific
fund(s) for which “Es” are being requested.

FY 2013 Budget Request
GR Federal Other Total
PS 500,000 500,000 1,000,000 2,000,000
EE 1,000,000 250,000 0 1,250,000
PSD 0 0 0 0
TRF 0 0 2,000,000 2,000,000
Total 1,500,000 750,000 3,000,000 5,250,000
FTE 5.00 5.00 11.50 21.50
Est. Fringe 278,950 278,950 557,900 1,115,800

Note: Fringes budgeted in House Bill 5 except for certain fringes budgeted
directly to MoDOT, Highway Patrol, and Conservation.

Other Funds: Lottery Proceeds Fund (0291)

2. CATEGORIZATION OF REQUEST

This section allows the department to indicate the category(ies) the new decision item falls under.
The purpose of this section is to allow readers to easily identify the type of decision item they are
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considering for funding. Departments should check the category(ies) that best fit the new decision
item request.

¢ New legislation should be checked for requests based on legislation passed by the General
Assembly.

¢ New program refers to a request for a new initiative or program. If the new program was
legislatively authorized, the new legislation category should also be checked.

e Fund switch refers to situations where you have core cut one funding source and are asking for it
to be replaced with a different fund.

e Federal mandate refers to a new decision requested because of a federal requirement or
mandate.

e Program expansion should be checked for any new decision items that enhance or expand a
current program.

o Cost to continue refers to a new decision item request that is needed to maintain or continue
funding of an item from the previous fiscal year. The cost to continue box should not be checked
for requests to expand a program. The program expansion category should be checked for such
requests. A common cost to continue request would be for the cost to continue funding of a
supplemental request. Cost to continue requests could also occur when an item is funded for
only part of the year during the current fiscal year.

e GR pick-up refers to a new decision item request that arises because the original funding source
is no longer available and general revenue funding is necessary to continue the program.

e Space request should be checked for any real estate requests. Departments do not need to fill
out sections 6 (performance measures) or 7 (strategies) for space requests.

e Equipment replacement should be checked for any requests to replace equipment, including
vehicles and office equipment. Departments do not need to fill out sections 6 (performance
measures) or 7 (strategies) for equipment replacement requests.

e Pay plan should be checked for any pay plan requests, including cost of living and within grade
requests. Departments do not need to fill out sections 4 (detailed assumptions), 5 (request break
down), 6 (performance measures), or 7 (strategies) for pay plan requests.

e The other category can be used for any decision items that don't fit into the previously listed
categories. If the other category is checked, departments should add a brief description of the
category of decision item being requested on the line provided.

WHY IS THIS FUNDING NEEDED?

Use this section to provide a specific explanation of what is being requested (what the decision item
entails) and why the new funding is needed. Explain the specific problem, issue, or concern this item
is intended to address. “Problem” normally means a department is unable to serve the public
adequately or has determined a better way to do so. Simply saying the department does not have
enough money would not be an appropriate problem statement. More appropriate statements might
be “50,000 Missourians are currently homeless,” or “The department’s 20-year-old licensing system
prevents quick turn-around for license applications and renewals.”

Departments should tailor their explanations in this section based on the type of decision item
request they categorized it as in section 2 (categorization of request).

16



e Forrequests based on new legislation, departments should include the statutory authorization for
the request.

e For new programs, departments should explain the requested program, how the idea for the
program was generated, and why the program is needed.

e For fund switches, departments should provide details on the specific fund and amounts cut
along with the reason for switching the funding source.

+ For federal mandates, departments should provide a detailed description of the federal mandate,
including any statutory references.

e For program expansions, departments should explain the current program and why an expansion
is needed.

e For cost to continue requests, departments should explain the supplemental or other item that is
necessitating the cost to continue.

e For GR pick-ups, departments should explain the origination of the program, the reason for the
loss of the original funding source, and why the program should be continued.

e For space requests, departments should detail why they need additional space, how much space
is needed, where the space is needed, and how many FTE are involved.

e For equipment replacement requests, departments should explain the status of the current
equipment and why replacement equipment is needed. [f replacement vehicles are requested,
the department should note if the replacement has been approved by the state fleet manager.

e For pay plan requests, departments should explain the type of pay plan being requested (cost of
living adjustment, within grade request, etc.) and the methodology used to calculate the pay plan
amounts. Additional detail should be included if the pay plan request is different from the
standard requests detailed in the budget instructions.

DESCRIBE THE DETAILED ASSUMPTIONS USED TO DERIVE THE SPECIFIC REQUESTED
AMOUNT

For new decision items, budget analysts and members of the General Assembly that review agency
budgets need to understand how the request has been put together and often need to do
calculations for various alternative approaches. In this section, therefore, departments should
describe the detailed calculations and assumptions that have been used to derive the request.
Departments should explain how they determined that the requested number of FTE were
appropriate. Data sources or standards should be cited so budget analysts can review the
department’s methodology. Departments should detail any alternatives that were considered (such
as outsourcing or automation). If the new decision item request is based on new legislation, explain
if the request does or does not match the fiscal note. If it does not match, explain why. Where
necessary, explain the rationale for fund splits. Departments should also detail which portions of
their request are one-time requests, and how those amounts were calculated.
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5.

BREAK DOWN THE REQUEST BY BUDGET OBJECT CLASS, JOB CLASS, AND FUND
SOURCE

In this section, departments should provide a detailed breakdown of the new decision item request.
Expense and equipment, program distribution costs, and transfers should be broken down by budget
object class (both the code number and description). Personal service costs should also be
identified by job class. Requests should be broken down by general revenue, federal, and other
funds. FTE should be broken out by funding source and job class as well. One-time costs should be
identified by object class, job class, and fund source in both the request column and the one-time
column. A second table breaking down the Governor Recommendations must be included when the
budget request with Governor Recommendations is printed in January.

PERFORMANCE MEASURES

Departments should include a limited number of significant, pertinent performance measures for each
new decision item request. Departments are encouraged to use charts and graphs when possible.
When charts or graphs are included, the data should also be included, either in a separate table or in
the chart or graph. To the extent possible, departments should include actual performance data for
the previous three fiscal years, projected performance for the current fiscal year, and targeted
performance for the upcoming two fiscal years. In some instances, particularly for new programs,
there will not be any prior or current year performance measurement data. In these cases,
departments should just include targeted performance for the upcoming two fiscal years. If a new
decision item request has an associated core, departments should separately identify projected
performance with and without the additional funding. Comparative data (from other states, the United
States, or the private sector) should be included whenever possible. The number of measures should
be limited to six or fewer. Measures are broken out into four categories: effectiveness, efficiency,
clients served, and customer satisfaction.

a. Effectiveness — Departments should include at least one measure of effectiveness for each
new decision item. An effectiveness measure is a measure of the program’s success or
impact. Effectiveness measures demonstrate what a department hopes to achieve if a
particular decision item is funded. Some examples of different types of effectiveness
measures include: return on investment, reduction in risk factors, change in behavior,
compliance with standards and regulations, proportion of clients or customers showing
improved well-being, and success in a targeted population.

b. Efficiency — Departments should include at least one measure of efficiency for each new
decision item. An efficiency measure is a measure of the ratio of outputs to inputs. Efficiency
measures target how departments can produce a good or deliver a service with the least
amount of expense and time and with the least number of errors. Common efficiency
measures include cost per unit measures (how much did it cost to produce the product or
deliver the service), cycle times (how long did it take to produce the product or deliver the
service), and accuracy rates (how many units of the product or service were produced
without error; with no rework required).

c. Number of Clients/Individuals Served — Departments should include a measure of the
number of clients or individuals served, if applicable.

d. Customer Satisfaction — Departments should include a measure of customer satisfaction, if
available.

STRATEGIES

Departments should use this section to identify the strategies, or specific courses of action, they
intend to pursue through this decision item. Strategies are undertaken in order to accomplish the
performance targets. Performance measurements target what your department will accomplish; a
strategy indicates how these targets will be achieved.

18
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Estimated Fringe Benefit Contribution Rates
(not applicable for judges)

For Estimation Uses Only

SOCIAL SECURITY

RETIREMENT-MOSERS

LONG-TERM DISABILITY-MOSERS

BASIC LIFE INSURANCE (ACTIVES)-MOSERS
BASIC LIFE INSURANCE (RETIREES)-MOSERS
DEFERRED COMPENSATION-MDCIP
MEDICAL INSURANCE (ACTIVES)-MCHCP
MEDICAL INSURANCE (RETIREES)-MCHCP
OPEB

UNEMPLOYMENT COMPENSATION
WORKERS' COMPENSATION

TOTAL

[ FY 2013 | [FY2012 |
Personal Overtime Supple-
Service| | Calculation mental
7.65% 7.65% 7.65%
14.64% 14.64% 13.97%
0.495% 0.495% 0.495%
0.33% 0.33% 0.33%
0.115% 0.115% 0.115%
0.00% 0.00% 0.00%
26.20% 0.00% 26.20%
4.80% 0.00% 4.80%
0.00% 0.00% 0.00%
0.27% 0.00% 0.27%
1.29% 0.00% 1.29%
55.79% 23.23% 55.12%
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SUPPLEMENTAL NEW DECISION ITEM REQUESTS

Supplemental requests should be limited to those programs and services with a significant change in
circumstance. All supplemental requests are entered in the BRASS system and submitted to Budget and
Planning by October 1% in the same manner, but in a separate submission, as the normal operating
budget requests. These requests should be submitted on the Supplemental New Decision ltem Form.

INSTRUCTIONS

1. Use the Supplemental New Decision Iltem Form. These forms are included in a packet for the
Legislature; therefore, for the sake of consistency, do not make changes to the forms.

2. The instructions for completing the Supplemental New Decision Item Form are the same as the
instructions for completing the New Decision Item Form with the following exceptions:

¢ No ranking is required.

e The original Fiscal Year 2012 House Bill Section should be noted, if applicable.

e If FTE are requested, include the number of positions associated with these FTE. (See
below for example of this calculation)

e If FTE are requested, also include the number of months needed for these positions.
No categorization of the supplemental is required. (Box 2 on the new decision item
request form)

¢ Box 4 on the new decision item request form should include the entire supplemental
request as a one-time cost. Any ongoing costs would need to be requested as a
separate cost-to-continue Fiscal Year 2013 new decision item.

e The requested amount should be the entire amount needed. Budget & Planning will
adjust the recommended amount to reflect release of Governor’s reserve if that is part of
the Governor's recommendation.

3. Execute a final print preview of all forms before submitting to ensure the data prints properly.

Calculating Positions and FTE

1. POSITIONS - The number of positions is the actual number of people you plan to hire. For
example, if the request is for 3 research analysts, the number of positions is 3.

2. FTE - The number of FTE is the annualized number of positions requested. For example, if the
request is for 3 research analysts for 6 months, the number of FTE would be 1.50 FTE or 3
positions for ¥z a year (3 positions * six months divided by 12 months (or 3*6/12)=1.50 FTE. If the
request is for 16 research analysts for 3 months, the number of FTE would be 4, or 16 positions

for ¥ of a year (16*3/12=4).
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PROGRAM DESCRIPTION FORM - INSTRUCTIONS

HEADER

If programs are funded through multiple core appropriations, departments may use the template shown
below in the header of those programs’ Program Description Forms. The template lists the various
appropriations that fund the program and also lists the general revenue, federal, other, and total planned
current year funding for each of those appropriations. (Such Program Description Forms may be included
behind each Core Decision Item Form that partially funds the program, with that particular core’s funding
and the total funding clearly visible while the other core appropriations are shaded.) The example below
is the Program Description Form for the Director’s Office portion of the program.

Program is found in the following core budget(s):

Director's TOTAL
Office
GR 27,254 178,176
FEDERAL 1,661,511
OTHER 447,098
TOTAL 27,254 2,286,785

1. WHAT DOES THIS PROGRAM DO?

Departments should include a brief explanation of the program.

2. WHAT IS THE AUTHORIZATION FOR THIS PROGRAM?

Departments should include any federal or statutory authorization for the program. Include the
federal program number, if applicable.

3. ARE THERE FEDERAL MATCHING REQUIREMENTS?

Departments should state whether or not the program has federal matching requirements. If there
are, explain them in detail.

4. IS THIS A FEDERALLY MANDATED PROGRAM?

Departments should state whether or not the program is federally mandated. If it is, explain the
mandate in detail.

5. PROVIDE ACTUAL EXPENDITURES FOR THE PRIOR THREE FISCAL YEARS AND PLANNED
EXPENDITURES FOR THE CURRENT FISCAL YEAR.

Using the chart included in the form, departments should show the actual program expenditures for
the prior three fiscal years and the current year planned expenditures. Departments should enter the
data into cells B3 to E6 in the second worksheet of the Excel Program Description Form spreadsheet.
The chart on the Program Description Form will pick up those numbers and populate the chart. In
order to ensure consistency across agencies, departments should not change the chart other than
adjusting the scale (this can be done by right clicking the y axis, selecting “format axis” and “scale”).

For programs funded through multiple core appropriations, the chart should include the total program
funding rather than the funding for just that core’s portion of the program. For such programs, the
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totals included in the header’s table should match the planned current year expenditures in this
section’s chart.

WHAT ARE THE SOURCES OF THE “OTHER” FUNDS?

If the program is funded through other funds, departments should list the fund names and fund
numbers of those funds.

PERFORMANCE MEASURES

Departments should include a limited number of significant, pertinent performance measures for core
programs. Departments are encouraged to use charts and graphs when possible. When charts or
graphs are included, the data should also be included, either in a separate table or in the chart or
graph. Departments should include previously projected versus actual performance data for the
previous three fiscal years, projected performance for the current fiscal year, and targeted
performance for the upcoming two fiscal years. The projected level should be the amount
departments said they would achieve for the specified fiscal year in that year's budget request. If the
projections were based on decision items that were either not funded or only partially funded,
departments may modify the projections accordingly. Footnote any such modifications. Do not
modify or “update” projections to bring them into line with actual performance. The intent is to
compare what happened with what departments said would happen. Comparative data (from other
states, the United States, or the private sector) should be included whenever possible. The number of
measures should be limited to six or fewer. Measures are broken out into four categories:
effectiveness, efficiency, clients served, and customer satisfaction.

a. Effectiveness — Departments should include at least one measure of effectiveness. An
effectiveness measure is a measure of the program’s success or impact. Effectiveness
measures demonstrate what a department hopes to achieve if a particular program is funded.
Some examples of different types of effectiveness measures include: return on investment,
reduction in risk factors, change in behavior, compliance with standards and regulations,
proportion of clients or customers showing improved well-being, and success in a targeted

population.

b. Efficiency — Departments should include at least one measure of efficiency. An efficiency
measure is a measure of the ratio of outputs to inputs. Efficiency measures target how
departments can produce a good or deliver a service with the least amount of expense and
time and with the least number of errors. Common efficiency measures include cost<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>