What is a Budget Order?

A Budget Order is a document used by a department or agency to request that unobligated allotment reserves from a prior quarter be moved to the current quarter.
Authority:

The authority for the Bureau of the Budget to examine and recommend for approval any changes in work programs and quarterly allotments during the year is contained in 5 MRSA §1662.
Budget Order guidelines:
1. Budget orders will not be processed during the first month of a new quarter unless it is determined that the reserves will be needed in that month.  The explanation accompanying the budget order must demonstrate that emergency or other unplanned events have occurred and that budget planning, evaluation and control is in operation at the department or agency level.  An exception is made for bond fund accounts.


2. Budget orders will typically be processed on Fridays, with allotment available during the next business day, unless otherwise scheduled (see budget order calendar for scheduled dates).  
3. Budget orders must be received in the Bureau of the Budget by noon on Thursday.  Budget orders received after this time may be held until the following week.  Depending on the complexity and the quantity of budget orders submitted by certain departments and agencies, an earlier deadline may be required.  Please coordinate with your Budget Analyst to determine an appropriate schedule.
4. Budget orders that bring the same reserve amounts forward from quarter to quarter may be rejected.
5. Departments and agencies should be prepared to answer questions and/or provide additional information that may lead to revisions.  The budget order may be held until the following week if the requested information is not received by the end of the day on Thursday.  To ensure the budget orders can be processed in a timely manner, departments and agencies should:

a. Verify there will be sufficient reserves available at the time the budget order will be processed.  The budget order request should be rounded down from the Advantage amount (BQ90 allotment level screen).

b. Verify that the Budget Order does not conflict with any pending budget actions, such as Financial Orders with 30-day waits, Financial Orders that have not yet been extracted to Advantage and pending initiatives in any supplemental or emergency supplemental bill that will affect the account balance.  If you see a situation in which you think there will be a conflict between a Budget Order and a pending budget action, please contact your assigned Budget Analyst.

c. Ensure that sufficient detail is provided in the justification and backup materials to clearly demonstrate why reserves are needed in the current quarter and how they will be used.  The justification should align with the object codes adjusted by the Budget Order.  For example, if the justification states that allotment reserves are being brought forward to pay for office supplies, we would expect to see the corresponding object code (5600 series) used in the Budget Order.  
d. Ensure that Budget Orders involving personal services prorate the amounts appropriately (based on current year percentages) to the main object codes (Permanent/Limited Period Regular, Retiree Health, Retirement Costs, Retirement Unfunded Liability), unless a specific object code is causing the negative.  Please contact your assigned Budget Analyst for further guidance. 
e. Ensure that the amount requested matches the need shown in the backup documentation.

6. Whenever possible, the budget order should be signed by the department or agency head signifying that the financial transactions in the document are being proposed with his or her full knowledge.  A department or agency head may authorize a designee to approve budget orders in his or her absence by providing written authorization to the Bureau of the Budget.

Please feel free to contact your Budget Analyst should you have any questions or concerns regarding these guidelines or the budget order process.

