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            INTERDEPARTMENTAL MEMORANDUM 


  SUBJECT:    Budget Instructions for the Second Regular
                               Session of the 125th Legislature
DATE:    
October 4, 2011
TO:

All Departments and Agencies

FROM:
Dawna Lopatosky, State Budget Officer






Bureau of the Budget

ECONOMIC OUTLOOK


While the current economic forecast (April, 2011) is based on the most conservative of the forecast scenarios, national economic growth has stalled and the updated economic forecast (November, 2011) is expected to reflect much slower growth for the remainder of 2011 and the first-half of 2012.  State revenues are currently tracking budget, but the risk of a downward projection is high.  The Revenue Forecasting Committee is scheduled to meet at the end of November to update their April revenue forecast and a determination will be made at that time.


While the specific impact is not known at this time, reductions in federal funding to States are anticipated.  We hope to have a clear picture of the impact prior to the mid-November expiration of the continuing resolution to fund the federal government.  In the upcoming weeks departments and agencies may be asked to prepare contingency plans that anticipate receiving lower amounts during the 2012-2013 biennium.
EMERGENCY BUDGET SUBMISSIONS


The Second Regular Session of the 125th Legislature will begin on January 4, 2012.  In anticipation of this session, we request that you identify any necessary adjustments and emergency requests in appropriations or allocations for fiscal years 2011-12 and 2012-13.  The purpose of the second regular session budget is to make marginal adjustments and refinements to the FY12 and FY13 budgets already authorized by the Legislature rather than to undertake new and expanded initiatives.  While departments and agencies may submit emergency General Fund and Highway Fund requests based on legitimate needs, all requests for General Fund appropriations or Highway Fund allocations must be self-funded.  Departments and agencies are expected to manage expenditure variations within available resources in the department or agency for both fiscal years of the biennium.  This means that any requests for additional appropriations or allocations must be accompanied by detailed operational plans for managing programs within existing appropriations or allocations for FY12 and FY13 as supporting documentation to the required budget submission.  These submissions should explain the programmatic impact of the offset plan and ensure that the budgetary impact of the plan matches the corresponding emergency budget.  For example, if the emergency request is ongoing, then the offset should also have a permanent and continuing budgetary offset.  
NON-GENERAL FUND REQUESTS


All requests for other than General Fund or Highway Fund accounts should be processed for FY12 and FY13 in accordance with the guidelines that follow.


Departments and agencies should review all Non-General Fund and Non-Highway Fund accounts in order to determine if allocation adjustments are required to meet operating needs for the balance of this biennium.  Please remember that appropriation and/or allocation adjustments in programs that match Federal Expenditure Funds will require the submission of the corresponding adjustment to the Federal-matching program.  The Governor only has authority to accept and allot federal grants and federal block grant funds for a 12-month period, any action that has been approved by Financial Order, but has not yet been authorized by the Legislature must be included in your submission if it is to continue.  You should also remember that all Dedicated Revenue accounts continue to require allocation by the Legislature.  This includes the use of any balance forward or transfer of resources as well as increased revenues.

POSITIONS


Please keep in mind that current budget policy seeks to avoid the creation of new positions, including the continuation of any position established by financial order.  Departments and agencies that receive Federal Expenditure Funds and/or Federal Block Grant funds would be expected to utilize these funds in a manner that does not require the creation of new positions to include restructuring or the assignment of duties to existing positions and/or contractual services consistent with Internal Revenue Services regulations regarding the establishment of employer/employee relationships.  Other funds will not have new positions recommended unless the activity constitutes an extremely high priority and the service directly impacts Maine citizens in the form of health, safety and security, and unless alternative positions are identified that can be eliminated as an offset.
PENDING PERSONNEL ACTIONS


Requests for funds required for personnel actions (reorganizations, reclassifications, range changes, non-standard hours, etc.) that have been approved by the requesting department or agency and the Bureau of Human Resources but are being held in the Bureau of the Budget pending funding may be included in the supplemental budget request.  Position actions related to proposed reorganizations must be submitted in Part A of the supplemental budget as a new and expanded services request.  Personnel actions that require a General Fund appropriation or Highway Fund allocation, as in the past, should be self-funded.  Expenditure data for a personnel action should be created through position detail records whenever possible.  Please check with the budget office before any Personal Services expenditure data is entered at the object level.


If you have any questions, please do not hesitate to call Diane Wiley at 624-7823 or your Budget Analyst.
PROPOSED LANGUAGE


Any proposed statutory language or unallocated language necessary to give effect to a budgetary request must be prepared and submitted to the Bureau of the Budget in accordance with the attached requirements.

TECHNOLOGY
Templates to capture incremental changes to end-user and application technology budgets are provided as a separate attachment with these instructions.  The information contained in the templates will be entered into the Budget and Financial Management System by the Bureau of the Budget and will be used by the Chief Information Officer to manage technology services in an efficient and cost-effective manner.  Agencies must submit the templates to the Bureau of the Budget to allow the changes to be entered into the Agency Development version prior to the October 31, 2011 deadline.
ELECTRONIC SUBMISSIONS


Departments and agencies that have on-line access to BFMS will enter budget adjustments or emergency requests by selecting the Biennial button in the Main Menu window, selecting Biennium ‘2012’ and the appropriate Umbrella value, highlighting the ‘F Yr 2 Agency Development Version’, and clicking the Select button.

When creating the change package description records for the budget adjustments, select change group ‘F’ and select the change type that correlates to the part of the Budget Bill in which the modification is to display.  Although a change package description record may be used for the same action in more than one account, please be sure that the ‘Change Description’ narrative is appropriate for the proposed action when viewed separately for each of the affected programs.  It may be necessary to create a separate change package description record.

If you have any questions about the change group and type that should be reflected for a change package description record, please contact your Budget Analyst.  If an inappropriate value is selected for the change group and/or change type, all change entries assigned to the change package description record would need to be deleted, as well as the description record, and re-added in the system.
When data entry for the supplemental budget has been completed, set all sub-schedules to ‘Complete’ in the Budget Request Checklist window and submit the request by highlighting the version in the Version Control window and clicking the Submit button.  Version Type ‘G’ and New Version sequence ‘01’ will be selected by default.  To summarize budget data reflected at lower reporting levels to the Account level in the ‘G01’ version, click the checkbox for the Roll Up copy option in the Submit Version popup window and click OK to complete the process.  Once the data reflected in a budget version has been rolled to the Account level, the budget may only be modified at that level for the remainder of the biennium.

Access the Biennial Reports window and generate a Budget Guideline report for each budget item (Position Count, Appropriations/Allocations, Expenditures, etc.), summarized for all Funds at the Umbrella level.  Insert columns 19 (Total FY 2012), 20 (Total FY 2013), 21 (Emergency Supplemental FY 2012), 22 (Emergency Supplemental FY 2013), 27 (Total FY 2012 Cumulative), and 28 (Total FY 2013 Cumulative) from the ‘F-01’ version for display in the reports.  Each report must be signed by the department or agency head and returned to the Bureau of the Budget as the department's official supplemental budget request as soon as possible, but no later than October 31, 2011.
MANUAL SUBMISSIONS


Departments and agencies that do not have on-line access to BFMS should contact their Analyst for the appropriate forms necessary for any budget adjustments or emergency requests.

TIME LINE


In order to expedite the resolution of supplemental requests for the administration, we are requesting that all data be submitted to this office no later than October 31, 2011.  Adherence to this deadline is extremely important, as requests received after this date will not be included in the Governor's budget proposals to the Second Regular Session of the 125th Legislature.

ZERO-BASE BUDGETS

Beginning in November agencies will be invited to attend meetings to review their supplemental budget proposals.  At that time you will be asked to provide an update on your progress related to the zero-base budget initiative.  Agencies are encouraged to forward proposals resulting from this process as part of their supplemental budget submissions.

Please do not hesitate to contact your Budget Analyst if you have any questions or if you have any legitimate emergencies that cannot be accommodated within the context of these guidelines.

Attachment

cc:
Sawin Millett, Commissioner

John McGough

Kathleen Newman

Office of the Revisor of Statutes


Office of Fiscal and Program Review

SUBJECT:  Requirements for the Preparation and Submission of Statutory Language and Unallocated Language (nonstatutory) in connection with a Budgetary Request


1.
Follow the bill format and Maine Revised Statutes mechanical structure used by the Office of the Revisor of Statutes at http://www.maine.gov/legis/ros/Publications.htm.

2.
Use the Maine Legislative Drafting Manual from the Office of the Revisor of Statutes to prepare suggested language.  (http://www.maine.gov/legis/ros/manual/Draftman2009.doc) 

3.
Number each section of language in numerical sequence and place each such section on a separate page.


4.
Include a detailed statement of fact and fiscal note for each numbered section on a separate page.


5.
Include the name and phone number of the staff person to contact regarding substantive questions about each section of language.


6.
Submit a hardcopy of the most recent draft with any change marked in red, if the language already has been submitted to the Office of the Revisor of Statutes.

7. The use of Microsoft Word is the preferred software.  Please prepare in Times New Roman, 12 cpi with one inch margins.  Use of any other software must be approved for compatibility.  If using any other software, please identify what it is and the version.


8.
Submit a copy to your Budget Analyst by e-mail.


9.
Submit a hardcopy of the language to the attention of your Budget Analyst.
Submit To:
#58 State House Station



Cross Bldg. - 3rd Floor



Augusta, ME  04333-0058



Phone:  (207) 624-7810



Fax:      (207) 624-7826

10. Contact your Budget Analyst if these requirements present an operational or technical problem.
DEPARTMENT OF ADMINISTRATIVE & FINANCIAL SERVICES


