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Striving to be the Best



     2015-2016 FIRST QUARTER BUDGET INSTRUCTIONS
DEADLINE TO SUBMIT RESPONSES: Monday, October 5, 2015 at 5:00 p.m.
Please return all required documents to the Chief Executive Office, attention Kellie Edwards.

	Important to Note:  The intent of the First Quarter Report is to focus on the correction of any errors or omissions that may have occurred in the Final Budget, that cannot wait until the Mid-Year Financial Report, and to make any required adjustments resulting from State or Federal budget actions requiring implementation prior to Mid-Year.  The 2015-2016 Final Budget is based on the Funded Service Level model in which Departments are fully supported at Board of Supervisors’ approved service levels.  While many departments may not need to submit a request for an adjustment in the First Quarter Report, it is important that departments identify any known challenges or specific issues.  There will be a section in the First Quarter Budget Report that addresses any concerns the Board of Supervisors need to be aware of within the coming fiscal year. If your department determines that no Board approved actions are necessary, there is no need to submit anything back to the Chief Executive Office.
Step 1 – Please complete for each budget unit requesting budget adjustments.  
Step 2 – Please complete for any staffing requests.
Step 3 – Please complete for any requested contract changes.
These instructions can be found online at http://www.stancounty.com/budget/budget-instructions.shtm.  



TIME LINE: EVENTS, MILESTONES, AND DELIVERABLES

· First Quarter Submittal Due to CEO Staff (5:00 PM)


October 5, 2015
· First Quarter Report to Board of Supervisors



November 3, 2015
· Mid-Year Instructions issued to Departments



December 2, 2015
All attachments referenced in these instructions can be found online at http://www.stancounty.com/budget/budget-instructions.shtm; this includes the punctuation consistency guide and all Human Resources forms.

STEP 1 – Budget Adjustments  
If you are requesting budget adjustments to one or more of your budgets, please submit one response for each budget that you are requesting to adjust.  
Section A – Requests, Including Status of Budget as of First Quarter

1. This section is to be completed in the Fiscal Year 2015-2016 First Quarter Budget and Staffing Adjustments Form found at http://www.stancounty.com/budget/budget-instructions.shtm.  Please describe the adjustment your department is requesting by including the following information:
a. Describe the purpose and amount of any changes in appropriations, (i.e., change in funding allocation, retirement cash-out costs, new equipment, computers, increased fuel costs, etc.).  
b. If the request is for additional appropriations please specify if it is a one-time or ongoing expense.  
c. If the funding request is ongoing, please specify the number of months of costs this funding will cover as well as the projected annual cost going forward. 
d. Describe the corresponding funding source, which may include the use of departmental fund balance or retained earnings.  If you are requesting use of fund balance or retained earnings to increase appropriations, a detailed explanation of any cash position is required.  If it is in a negative position, explain why and what steps are underway to bring the fund to a positive cash position.

e. If you are bringing in additional revenue in lieu of fund balance, explain the source of the revenue and why it is available at this time, and was not included in the Final Budget.
f. If you are requesting a General Fund contribution please provide an explanation.  Be concise with adequate detail in your response as to what you are going to use the additional appropriations for, or why the adjustment is needed.  All requests that involve an increase in net county cost should be discussed with the designated Chief Executive Office management consultant for your department prior to submitting any request for the additional net county cost.
g. For General Fund departments, any requests for increased appropriations to be funded by general funds, including expenditures related to retirement or termination cash-outs are expected to be absorbed within departmental budgets if in Phase I due to the Net County Cost Savings Program.  All Net County Cost Savings must be exhausted prior to receiving any funds from the General Fund.

Section B – Department Summary of Budget Adjustments

· Please complete the Department Summary Budget-Staffing Adjustments excel chart to summarize your department’s budget adjustment requests.
· This excel chart is located at http://www.stancounty.com/budget/budget-instructions.shtm.
Section C – Budget Journal
· In addition to completing the Department Summary Budget Adjustments Excel chart, please submit a budget journal with the requested changes.  Only submit budget journals that require Board of Supervisors’ approval with your First Quarter request.  Adjustments that require Board of Supervisors’ approval include transfers either to or from Fixed Assets accounts in amounts greater than $10,000, any increase or decrease in total appropriations or estimated revenue, or transfers of appropriations between legal budget units (LBUs).
· Budget and Standard Journals are on the County’s Intranet Website under Applications, Oracle FMS, (http://intranet/applications/oracle-fms), WebADI Journal Forms.
· Once the Board of Supervisors approves the requested budget adjustments, the Chief Executive Office budget team will upload the budget journal into Oracle. Departments will be notified when the journals have been posted by the Auditor.

· Include the budget journal(s) with your e-mail submittal.
STEP 2 – Staffing Adjustment
Section A – Request for First Quarter

If you are requesting any type of staffing change please fill out the 2015-2016 First Quarter Budget and Staffing Adjustments form found online at http://www.stancounty.com/budget/budget-instructions.shtm.  This form applies to requests to add a new position, restore an unfunded position, unfund a vacant position, or delete a position.  It also applies if you are requesting a reduction-in-force or if you are requesting a technical adjustment such as a classification study, position transfer, or deletion of an unfunded vacant position.

If you are adding a new position or upgrading a vacant and/or restored position, you will also need to complete a New Position Request Justification form.  If you are requesting a downgrade of a vacant position to a different job series (i.e. Public Health Nurse II to Application Specialist II), a Position Description Incumbent Questionnaire (PDQ) may be required after submission.  Both of these forms can be found online at http://intranet/departments/hr/classification.  The Chief Executive Office will contact you to request if needed.
· When asking to add/restore/transfer/upgrade positions, please provide an explanation and include how the positions will be funded through the department.  When requesting to restore an unfunded position, please double check the budget unit the position resides.  (You can run a Department Allocation report from PeopleSoft).  If you need to move the position to a different budget unit, please note that in your request.  Also when requesting to transfer positions from a budget unit that will be inactivated, please do not forget to request to transfer any unfunded positions from that budget as well.  Otherwise the unfunded positions will remain in the old, inactivated budget unit.

· If you are requesting a reduction-in-force, please use Table B, stating the reason why these RIFs are being requested.  For budget planning purposes, assume a RIF effective date approximately 60-90 days after Board of Supervisors’ approval.

· If you are requesting a technical adjustment, i.e., a classification study, position transfer, or deletion of an unfunded vacant position, include a thorough explanation in Table C stating why this request is necessary and what the fiscal impacts are on your department.

Definitions:
Changes that affect the position allocation:

Unfund Vacant Position - A vacant position identified with no funding available to fill the position. This action removes the vacant position from the active Position Allocation Report. Unfunded vacant positions cannot be filled.
Restore Unfunded Position - A vacant position previously approved by the Board of Supervisors to be removed from the Position Allocation Report; funding is now identified and the department requests to move the vacant position to active in order to fill the position. An explanation of the funding source is required with a request to restore a vacant unfunded position.

Add New Position - A new position with an identified on-going funding source to be added to the Department’s position allocation. The department submits a “New Position Request Justification Form” identifying the classification requested, position description, estimated annual cost, funding source and budget unit impacted. When estimating the cost to add a new position, the health and Vision/Dental rate is assumed at the employee+1 rate.

Delete Position – A vacant position to be deleted from the position allocation.

Reduction-In-Force – A request to delete a filled position, resulting in a reduction-in-force (RIF) action. It is critical that the Chief Executive Office – Human Resource Unit be contacted immediately. For budget planning purposes assume a RIF effective date approximately 60-90 days after Board of Supervisor’s approval.
Technical adjustments that do not affect position allocation:
Delete Unfunded Position - A previously unfunded vacant position on the unfunded vacant position list is now requested to be removed permanently. This position no longer resides on either the unfunded vacant position report or the position allocation report.  Deleting an unfunded position does not reduce the current allocation because it was previously reduced when the position was initially unfunded.
Classification Study - A request for the Chief Executive Office to evaluate a position’s classification and determine the appropriate classification. The department will submit a completed Position Description Questionnaire (PDQ), the Supervisor’s classification study request and the HR Manager/Department Head review forms.

Position Transfer – A position to be transferred from one budget unit to another.  Often this occurs as a result of funding sources or program changes affecting the position.

Section B – Department Summary of Staffing Request 

· Once you have completed the proper forms for any staffing requests, the Department Summary Budget-Staffing Adjustments excel chart will need to be completed summarizing your Department’s staffing requests.  Please double check the position numbers submitted match the position title for the staffing request.  If you have already requested budget changes, re-open the excel chart from Step 1 and enter the staffing changes in the chart on the tab labeled “Staffing Requests”.  

· You will need to download the Department Summary Budget Adjustments excel chart from http://www.stancounty.com/budget/budget-instructions.shtm. 
STEP 3 - Contracts

Current County policy requires Board of Supervisors’ approval for any contract or agreement where the total cumulative compensation exceeds $100,000.  Cumulative refers to all compensation paid by an individual department for a rolling three year period consisting of the current fiscal year plus the two previous fiscal years, or as of July 1, 2013, and where there has been no break in contractual services over six months.  

If you are submitting a new contract not previously approved by the Board of Supervisors that is over $50,000 or if you are requesting an adjustment to a previous contract approved by the Board of Supervisors where the cumulative compensation exceeds $50,000 or $100,000, use the attached summary worksheet to list relevant contracts; the document can also be downloaded from http://www.stancounty.com/budget/budget-instructions.shtm.
  The contract attachment has three tabs – one provides an example of common entries, one for contracts in amounts ranging between $50,000 and $100,000, and one for contracts in excess of $100,000.  An instructional sheet is available with contact information for additional assistance http://www.stancounty.com/budget/budget-instructions.shtm.

Using the appropriate worksheet, list all Fiscal Year 2015-2016 contracts or agreements that have not already been approved by the Board of Supervisors for the term of the contract where the total cumulative compensation is between $50,000 and $100,000 and where the total compensation will exceed $100,000.  The proposed contract period should be the term of the contract or adjustments to the 2015-2016 contract amounts previously submitted to the Board of Supervisors.  After completing your request save the file and attach it as part of your budget request.
STEP 4 – Long Range Model
The Long Range Model (LRM) worksheet is a fiscal planning tool to be used to evaluate current department and countywide financing strategies, as well as to modify and/or develop long-term strategies with the goal of addressing Countywide fiscal needs.  

Departments are required to complete the LRM worksheets for General Fund, Internal Service Fund and Special Revenue Funds that receive a contribution or match from the General Fund.  Included with the First Quarter Instructions, departments will receive legal budget specific worksheets.  Departments are encouraged to contact Mandip Dhillon for assistance with the LRM worksheet and/or their respective Management Consultant for assistance with developing or reporting strategies for future operations. The LRM worksheet is due back to the Chief Executive Office on October 5, 2015, the same day that First Quarter submissions are due.
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