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The purpose of this policy is to establish a system of fiscal management and review of Location budgets and accounts. 

The goal of the policy is to ensure fiscal responsibility and accountability through monitoring and review of Location budgets and accounts.
Policy
The Department of Youth Services, Central Administration Fiscal Unit shall conduct a systematic review of all Location budgets and accounts to ensure that resources are being managed in a fiscally responsible and cost effective manner.

Area Directors shall require compliance with the budget review policy for all Location Managers under his/her jurisdiction.

Area Directors shall review Location budgets, accounts and spending on a monthly basis in order to prevent cost overruns and to best meet the needs of all Locations and clients.

Area Directors shall prepare quarterly financial statements detailing levels of spending and utilization within service categories, accounts, subsidiaries, object codes and contracts.

Procedures

A.     Initial Planning
1. Area Directors shall prepare spending plans based on historical data, levels of spending, assessed needs, new initiatives and available funds within 30 days of receiving their annual resource allocations.

2. Area Directors in consultation with the Director of Administrative Services shall propose revisions to budgets and accounts in order to effectively operate Location programs in accordance with schedule in A.1 above.

B.     Reporting

3. Area Directors shall prepare and review monthly financial statements of spending by accounts, subsidiaries, object codes and contracts.  

4. Quarterly financial statements based on monthly reviews shall be prepared by the responsible Area Director in a format determined by the Director of Administrative Services. Quarterly financial statements shall be submitted to the Director of Administrative Services within 20 days after the close of the quarter.  Financial statements shall detail levels of spending and utilization within accounts, subsidiaries, object codes and contracts.  

5. Area Directors shall prepare and submit Annual reports within 30 days of the last day of the accounts payable period for the concluded fiscal year.  Annual reports shall detail spending practices and trends, highlight factors influencing fiscal affairs and report on managing resources and attaining objectives for the concluded fiscal year. These reports shall be reconciled against the records maintained by the fiscal unit.

6. Area Directors shall submit the required reports to the Central Office Fiscal Unit in accordance with the above time frames for completion. Monthly reports shall be submitted upon the request of the Director of Administrative Services.

C.     Reconciliation

7. Area Directors shall meet with Bureau of Administrative Services staff upon the submission of the 1st and 3rd quarterly reports to discuss the management of resources and budget and actual levels shall be reviewed along with other factors influencing fiscal affairs.

8. Area Directors shall adjust, revise and/or restructure the planned levels of spending and utilization accordingly in order to manage within allocations.  

9. Area Directors shall request adjustments, revisions, or other modifications in accounts subsidiaries, object codes and contracts in order to manage resources and attain Location     objectives.

10. The Director of Administrative Services shall ensure written response to the request within two weeks of receipt.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· The Department and its Area Directors will operate in a fiscally responsible manner by managing within the parameters of existing fiscal obligations, encumbrances and accounts without cost overruns.

· Senior management review of operating budgets will result in enhanced coordination of resource distribution.

· Area preparation of monthly spending reports.

· Area preparation of quarterly spending reports, submitted to and reviewed by Bureau of Administrative Services within 20 days of the end of the first and third quarters.

· Area preparation and submission of year end spending reports within 30 days of the end of the accounts payable period.

