Guidelines for Writing Budget Bill Initiatives


The purpose of this document is to provide guidance in preparing initiative descriptions (formerly referred to as blippies) in budget bills.  Stating the intent of the initiative, avoiding unnecessary verbiage and maintaining consistency are important points to remember.  (Examples provided at end of document)
· All descriptions should begin with the following:

· Provides funding, Reduces funding or Adjusts funding or
· Action verb (Establishes, Transfers, Reorganizes, Eliminates, Continues) or
· Reallocates the cost of… when reallocating the cost of position(s) (example 9)
· Reference to a law should read “Public Law 2005, chapter 457, Part KK, section 3.” (example 4)
· Reference to a statute should read “Maine Revised Statutes, Title 5, section 1585, subsection 1.”  

· Reference to a fiscal year should be written as “fiscal year 2007-08.”  (example 2)
· Reference to a biennium should be written as “2008-2009 biennium.”
· A comma should not be inserted between the next to the last item and the last item of a series.  (example 1)
· Common words that are not hyphenated are: ongoing, nonprofit, statewide and departmentwide; common words that are hyphenated are: one-time, cost-effective, low-income, state-funded, federally-funded, out-of-state, in-state, state-owned and limited-period.  
· The actual title of the state program that the legislature appropriates or allocates funds for should be used rather than the account title in most cases. The word “program” should follow the title. If the word “program” is included as part of the title it is capitalized, otherwise it is not.  (examples 11, 16)
· Capitalize “financial order” only when referencing a specific one (e.g. Financial Order 003328 F8)  (example 3)
· The following words are capitalized: Personal Services, All Other, Capital Expenditures, General Fund, Federal Expenditures Fund, Other Special Revenue Funds and the names of any other funds, position titles, proper names, etc.  Only capitalize the following words: department, board, office, bureau, commissioner, legislature, state and federal, when part of an actual title or name (e.g. the department or the Department of Labor; the commissioner or Commissioner Jane Doe; state employees or employees of the State). 

· No abbreviations or acronyms should be used; everything should be spelled out, with the exception of STA-CAP or DICAP, and other limited exceptions.
· If a request generates revenue for the General Fund, the description should state: “this request will generate $xx,xxx in General Fund undedicated revenue in fiscal year 20xx-xx”.  (example 2)
· One-time funding requests should indicate “one-time”.  (example 13)
· If an initiative is to be funded through a line category transfer, then the transfer should be stated as part of the initiative (e.g. …transfers funding from All Other to Personal Services to fund the position or …transfers funding from All Other to Capital Expenditures to fund this purchase.)  (examples 5, 6)
· All position titles must be specified with the actual job classification title. Capitalize the title, preceded by the word “one” or the actual number of positions and type the word “position” after the title (e.g. “one Office Associate II position” or “3 Office Associate II positions”). “Positions are on file in the Bureau of the Budget” is not acceptable in most situations; please consult with your Budget Analyst before using. 

· A position level is noted as a roman numeral and not a number.  (example 1)
· Use “Establishes” or “Continues” as appropriate when requesting a new position and “Eliminates” when removing a position.  (examples 1, 2, 3, 4, 7)
· Positions that are less than 40 hours per week are written as “part-time.”  (example 1)
· When establishing positions with end dates, the position should be designated as limited-period and the end date should be included. Position numbers should not be stated in the initiative.  (examples 3, 4)
· When transferring between programs, both the “from” and “to” programs must be identified, except when “within the same program”.  (examples 9, 10, 11)
· It is not necessary to include the fund title unless the initiative involves more than one fund or program.  (examples 9, 10, 11, 16)
· Bureau of Human Resources approved reclassifications are Part B initiatives (must be self-funded).  Reorganizations are Part A initiatives.  (examples 5, 6)
EXAMPLES
Personal Services 

1) Establishes one Information System Support Specialist II position, 3 Information System Support Specialist positions and one part-time Office Assistant II position to support enterprise radio operations and the 60-month desktop rotation initiative and provides funding for related All Other costs.

2) Establishes one Senior Tax Examiner position and one Tax Examiner position assigned to the Collections Unit to collect unpaid business and trust fund taxes and provides funding for related All Other costs. This request will generate $901,550 in General Fund undedicated revenue in fiscal year 2008-09. 

3) Continues one limited-period Education Specialist III position, established by Financial Order 003123 F8, through June 13, 2009.
4) Continues one limited-period Project Coordinator position through June 6, 2009. This position was previously authorized to continue in Public Law 2005, chapter 386.
5) Reorganizes one Auditor II position to an Auditor III position and transfers All Other to Personal Services to fund the reorganization.

6) Provides funding for the approved range change for one Public Service Manager III position from range 33 to range 34 and transfers All Other to Personal Services to fund the reorganization.

7) Eliminates one Public Service Coordinator III position and reduces funding for related All Other costs.

8) Reduces funding by decreasing the hours of one Office Assistant II position from 80 hours to 60 hours biweekly.

9) Reallocates the cost of one Civil Engineer I position from 100% General Fund to 80% General Fund and 20% Federal Expenditures Fund within the same program.

10) Transfers one Contract Grant Specialist position and reallocates the cost from 100% General Fund to 30% General Fund and 70% Federal Expenditures Fund within the same program.

11) Transfers one Program Manager, Employment and Training position from the Governor’s Training Initiative Program, General Fund to the Employee Services Activity program, Other Special Revenue Funds.
All Other

12) Provides funding for state vehicle operations due to increased fuel prices and larger fleet sizes.

13) Reduces funding by recognizing one-time savings achieved by delaying contractual computer consulting work.

14) Reduces funding by restructuring the low-cost drugs for the elderly and disabled program to reflect a change in drug coverage for Medicare beneficiaries. 
15) Adjusts funding to meet the current rates published by the Office of Information Technology for the replacement of desktop and laptop computers.

16) Transfers funding for administrative contracts from the Medical Care – Payments to Providers program to the Bureau of Medical Services program.

Capital Expenditures

17) Provides funding for one dump truck and 2 utility carts for maintenance of state-owned grounds.

For further guidance please refer to: http://maine.gov/legis/ros/manual/Draftman2009.pdf
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