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The purpose of the policy is to establish practices that enhance organizational development of internal budgets.

The goal of this policy is to ensure fiscal responsibility and accountability through preparation and monitoring of location budgets.

Policy


Fiscal and program management personnel for each location will meet to discuss budget needs for the following year prior to each fiscal year.  

Location Managers shall develop and present proposed budgets prior to annual budget review meetings.

Procedures
A.     Format
1. Budgets shall be submitted using the array of costs by line item as determined by the Office of the State Comptroller, Expenditure Classification Handbook for the prospective year in question.

2. State Budget preparation shall include data by account, subsidiary and object code. Required detail shall depend on types of spending occurring within a budget subdivision.  

3. Area/ Location budget submissions should include the methodology used to determine the assumptions for developing the budget.

4. The fiscal unit shall provide training on format and methodology for com​pleting budget requests within two weeks of issuing budget forms as    referenced under C1 below.

B.     Approval


5. Budgets shall be approved by the Director of Administrative Services, approved by the Deputy Commissioner, and issued in a standard format using    categories as described under A1 and 2 above.  

6. The combined budgets from all locations shall be used in compiling the Department’s annual Spending Plan for the Budget Bureau.

C.     Timetable
7. Area Directors shall establish procedures for budget distribution and preparation for each of the locations within the Area and shall communicate 
  the preferred distribution procedure to the Central Office Fiscal Unit prior to    April 1.

8. The DYS Central Office Fiscal Unit shall issue a standard format spending       package to each location manager with budgetary responsibilities to by April     1 of each year. Each package shall include relevant historical spending.

9. Spending packages shall be made available in computerized formats, using     software available to most locations within the department.

10. Location Managers shall return projected budgets for the following year to the     fiscal office by May 1.    

11. The Central Office Fiscal Unit shall review plans submitted by the areas, seek       clarification through written or verbal means, and forward recommended     funding levels to the Director of Administrative Services for review.            

12. The Director of Administrative services shall make recommendations to the   Deputy Commissioner by June 1 on the projected funding levels to be used in   preparing the department’s Spending Plan and Maintenance Estimate for the   ensuing fiscal years. These recommendations shall be issued as “Draft” 
   operating budgets.

13. If General Appropriation Act funding levels support draft budget funding, the      budgets shall be reissued within 30 days after the passage of the General 
  Appropriation Act for the fiscal year and act as the current budgets in force.

14. Area Directors and their personnel responsible for managing resources shall    meet with Administrative Services personnel responsible for enabling       spending within 30 days of the issuance of operating budgets. These meetings       shall serve as the means for planning appropriate spending practices within the   allocated resource levels. 

D.     Documentation

1. Each location shall have a budget document by account, subsidiary and             object code.

OUTCOME MEASURES/ PERFORMANCE INDICATORS
· Fiscal Resources are distributed to Area Directors and location managers on a timely basis.
· Area Directors location managers gain a greater understanding of the resources available to them.
· Senior management review of proposed budgets result in enhanced coordination of resource distribution.
· Procedure and practice encourage the participation of Area Directors and location managers in the development of the Department’s annual Spending Plan submission to the Budget Bureau.






