	[image: Massachusetts State House] 
	
Procedures for Setting Fees
Administrative Bulletin #6
Appendix:  Instructions and Form



	
Table of Contents:
· Fee Proposal Form Instructions
· Fee Proposal Form


Fee Proposal Form Instructions

The fee proposal form must be completed by all agencies (including agencies that have the authority to promulgate fees) seeking to reduce, increase or eliminate a fee.  This process will permit the requesting agency, ANF, the Governor’s Office and other agencies to make informed decisions on the merit of agency proposals in accordance with the guidance provided by ANF Bulletin #6.  All approved fees will be promulgated in 801 CMR 4.02 after the completion of the process identified in ANF Bulletin #6.  Agencies should fill out one form for each fee proposal.  However, if a proposal includes different rates for related services within one programmatic area, such as different rates for initial licenses and renewals, one form may be used.    

Section I:  Fee Proposal/Description/Justification
This portion of the form requests information relating to the authorization to charge the proposed fee and, if applicable, a history of the rates that have been charged.  Agencies should also provide a detailed description of and a justification for the new or amended fee.  

Section II:  Fees in Comparable States
If other states charge fees similar to those being proposed for Massachusetts, list a description of the fee and rate currently being charged in neighboring states and any other state where the comparison is relevant.  

Section III:  Estimated Revenue Raised from New or Amended Fees
Estimate, for the current and next four fiscal years, the revenue impact from the proposal.  Agencies should include detailed information showing the calculations for these estimates, including units of service (for example, the number of licenses issued) and assumptions used in projecting the number of units of service.  In addition, list separately any increases, negative impact or offsetting losses on other revenues that may occur as a result of the implementation of the proposed fee.  Feel free to add additional columns in the form.

If there are any other revenues received by the state which go towards defraying the costs of the service for which the proposed fee would be charged (e.g., an assessment on industry to fund the administrative costs of a program or department), list these sources and the revenues generated for the next four fiscal years.

Section IV:  Estimated Annualized Costs Service for which Fees are Being Charged -- Breakdown by Function
Agencies should estimate all known annualized direct costs of providing the services for which the fee is being charged.  To the greatest extent possible, agencies should break these costs down into component functions of the services; for example, license issuance, inspection of licensees’ premises, postage, computer software, etc.  Agencies should also provide detailed narrative on how these cost estimates were established, including percentages of employees’ time spent on these functions as opposed to other tasks.

In addition, fringe and indirect costs should be calculated for each function according to the following formulas and entered on the appropriate lines of the form.  Indirect costs include central services and departmental/executive office administrative costs.
Fringe benefit: costs are calculated at the current rate as a percentage of the regular salaries of individuals providing the service.  For information about current year rates, contact the Comptroller’s Office.  Regular salaries are defined as the expenses of object codes A01-A05, A09, and A11.

Indirect costs: Central services costs are calculated for each department in the Statewide Cost Allocation Plan published yearly by the Comptroller.  
Executive office and departmental administration are published yearly in the Comptroller’s Indirect Cost Recovery Plan, but only for those agencies receiving or attempting to receive federal funding.  If your department does not fall into this category, the indirect cost rate will be 10% of the department’s personnel costs, including regular employees and contracted services.  This 10% is in addition to the fringe benefits calculated above.

Central services and indirect costs for departmental/executive office administration are determined on a department-wide basis.  To allocate them to a particular function, use the following formula, which distributes these costs proportionately to the direct personnel costs of that function:

		Personnel costs of the function	x	 total central service, departmental and executive office indirect costs assigned to department
	-------------------------------------------------------------------------------------------------------------------------------------------------------------	
Total departmental personnel costs

Agencies should also identify and explain other associated costs, which are not captured in the direct and indirect cost calculations.  These would be costs borne by other state programs or agencies, which result from activities of the licensee or are required for the service provided.

Section V:  Compliance with Executive Order 145

Executive Order 145 requires that agencies consider the financial, procedural and organizational impact of proposed regulations and fees upon local government.  Please answer the form’s questions on these matters:

Section VI:  Access & Regional Equity 
When developing a fee proposal, agencies should consider the impact the proposed fee increase, decrease or elimination would have on limiting or otherwise inhibiting access to the service by citizens and visitors to the Commonwealth.  To the practical extent possible based on appropriate and readily available data, Section VI of this form requires a narrative assessment of the potential impact to access and equitable service based on an individual’s race, gender, national origin, age, disability, income or geographic location.


FEE PROPOSAL FORM


SECRETARIAT: 	_______________	SECRETARY’S SIGNATURE:  _______________________		DATE:   ____________

DEPARTMENT:	_______________	DEPARTMENT HEAD’S SIGNATURE:  ____________________		DATE:   ____________

CONTACT PERSON(S): _______________________________________________________________________________________________		

PHONE NUMBER(S): _________________________________________________________________________________________________		

SECTION I.  FEE PROPOSAL/DESCRIPTION/JUSTIFICATION

CMR SECTION(S):																	

CMR SUBSECTION(S):																

FEE TITLE:																		

FEE DESCRIPTION (Narrative description of the service charged for, who will pay the fee and collection process):




OLD RATE(S):																	

NEW RATE(S): 																	

RENEWAL PERIOD (for license or other recurring service): 										______

DATE AND AMOUNT OF LAST INCREASE:													

AUTHORIZATION FOR AGENCY TO PERFORM SERVICE:  CHAPTER(S) ___________		  SECTION(S) ______________	

OTHER AUTHORIZATION:	_________________________											


SECTION II:  FEES IN COMPARABLE STATES 

	STATE
	Fee Description
	Rate 1

	Rate 2
(Same fee)

	CONNECTICUT
	
	
	

	MAINE
	
	
	

	NEW HAMPSHIRE
	
	
	

	RHODE ISLAND
	
	
	

	VERMONT
	
	
	

	NEW YORK 
	
	
	

	OTHER RELEVANT STATE (please name):
	
	
	

	OTHER RELEVANT STATE (please name):
	
	
	

	OTHER RELEVANT STATE (please name):
	
	
	




SECTION III:	ESTIMATED REVENUE or LOSS FROM PROPOSED NEW FEE 

	FISCAL YEAR
	Revenue (Rate 1)
	Revenue (Rate 2)
	Loss (Rate 1)
	Loss (Rate 2)

	FY09
	
	
	
	

	FY10
	
	
	
	

	FY11
	
	
	
	

	FY12
	
	
	
	

	FY13
	
	
	
	






IDENTIFY OTHER FEES, CHARGES OR ASSESSMENTS THAT DEFRAY THE COST OF THE SERVICE OR PROGRAM FOR WHICH THE PROPOSED FEE IS CHARGED

	FEE DESCRIPTION  
	FEE 1
	FEE 2
	FEE 3
	FEE 4
	FEE 5
	TOTAL

	CITE CMR/MGL/GAA 
	
	
	
	
	
	

	FY09 REVENUE
	
	
	
	
	
	

	FY10 REVENUE
	
	
	
	
	
	

	FY11 REVENUE
	
	
	
	
	
	

	FY12 REVENUE
	
	
	
	
	
	

	FY13 REVENUE
	
	
	
	
	
	




SECTION IV:  ESTIMATED FULL YEAR COSTS OF ADMINISTERING PROGRAM OR PROVIDING SERVICE FOR WHICH FEE IS BEING CHARGED - BY FUNCTION

	
	Function 1
	Function 2
	Function 3
	Function 4
	Function 5
	TOTALS

	(NAME FUNCTION)
	
	
	
	
	
	

	Line Item(s)
	
	
	
	
	
	

	Personnel Costs 
	
	
	
	
	
	

	Direct Personnel Costs
	
	
	
	
	
	

	Indirect Personnel Costs
	
	
	
	
	
	

	Non-Personnel Costs
	
	
	
	
	
	

	Indirect:  Central Services
	
	
	
	
	
	

	Indirect:  Administration
	
	
	
	
	
	

	Other: (materials, postage, etc.)
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL COSTS
	
	
	
	
	
	



OTHER COSTS OF PROGRAM OR SERVICE NOT IDENTIFIED ABOVE (COSTS TO OTHER AGENCIES, PROGRAMS, ETC.) -- ATTACH ADDITIONAL PAGES AS NEEDED





SECTION V:  EXECUTIVE ORDER 145

Executive Order 145 requires that agencies consider the financial, procedural and organizational impact of proposed regulations and fees on local government.  Please answer whether the proposed fee might require municipalities to do any of the following (if the answer is yes, please provide more detail):

(a)  Significantly expand existing services?


(b)  Employ additional personnel?


(c)  Significantly alter administrative and work procedures?


(d)  Realign organizational structures?


(e)  Increase disbursements which are not reimbursed by the federal or state governments?


(f)   Limit the discretion exercised by local officials?


(g)  Lose revenue by replacing a fee now collected at the local level?


SECTION VI: ESTIMATED IMPACT OF PROPOSAL ON LIMITING OR OTHERWISE INHIBITING ACCESS TO SERVICES -- ATTACH ADDITIONAL PAGES AS NEEDED: 
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