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MAJOR CHANGES
Legislative Budget Request$LBR)
for Fiscal Year 2017-18

CHANGES

DESCRIPTION

Revision to Annual Calendar of Major
Events

1 Agencieswill be required to submit their final
legislative budget request, including all supporting
forms and schedules as required, to the Legislature {
to the Governor b¥friday, October 14, 2016since
October 15 falls on a Saturday.

1 Pro Forma Schedule | and Analysis of Trust Fund
Creation Forms will be due by November 10, 2016.

Annual Trust Fund Review Proceiss
Revised Schedule of Agency Trust Fu
Review

The fouryearschedule for agencies subject to annual legislal
trust fund review is provided for legislative sessions728Q

The Department
been moved tthe2017session

o f tridbfuma rgveevhasn

Schedule I Trust Fund Submission
Level

The Department of Environmental Protection and the Agenc
for State Technology will no longer be required to enter
Schedule | data at the budget entity level.

LBR Issues with Substantive Law
Changes

Agencies will be required to provide the corresponding
substantive law change that is required if funding a budget i
will require a substantive law change. This submission shot
be completed in official bill drafting format.

Update to Appendix E

The amounts provided in the Expesel Human Resource
Sewices Assessmen&tandard Package $ibeen updated.
Appendix E also includes d&xpense and Human Resource
Services Assessments Standard Packagstate Attorney and
Public Defender Offices and Trial Courts.

Schedule VIIIB2171 Priority Listing of
Agency Budget Issues for Possible
Reductionin the Event of Revenue
Shortfalls

Agencies are required to submit a Schedule \/RIhat
contains reduction issues for Fiscal Year 2Q87#otaling at
least 10% of their Fiscal Year 2018 recurring General
Revenue and at least 10% of their 2Q¥6recurring state trust
funds for consideation in developing the 20118 budgets.

Submission of the Schedule-B/1
Recurring Information Technology (IT)
Budget Planning

Similar to FY 201617 agencies are required to submit the
Schedule IVB for all IT projects with a total cost (all years) of
$1 million or more. Agencies are not required to submit a
Schedule VB for requests to: (1) continue existing hardware
and softwae maintenance agreements, (2) renew existing
software licensing agreements that are similar to the service
level agreements currently in use, (3) replace/refresh desktag
units with new technology that is similar to the technology
currently in use, or (4)antract only for the completion of a
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business case or feasibility study for the replacement or
remediation of an existing IT system or the development of ¢
new IT system. If Independent Verification and Validation
(IV&V) is required pursuant to Rule 74009 F.A.C.(any
information technology project that statutorily meets the crite
for the Agency for State Technology to provide oversight)
otherwise anticipated to be necessary for the IT project, the
to acquire the IV&V services must be inclgda the
appropriate Cost Benefit Analysis (CBA) form of the Schedu
IV-B. Additionally, a new Proposed Technical and Service
Level Requirements component has been included in the
Technology Planning section of the ScheduleBlV

Submission of the Schak IV-Ci
Recurring Information Technology (IT)
Budget Planning

The Schedule INC is no longer used.

Florida Fiscal Portal Agency

Agencies are reminded not to publish PDF files to the Florid

Submissions Fiscal Portal until management control€tumns have been
relinquished and the final version has been uploaded.
June 2016 Vi Legislative Budget Request Instructions
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THE LEGISLATIVE BUDGET REQUEST

SECTION 1: OVERVIEW

1 Describes the purpose, authority and concept of the management ghateraduces
the Legislative Budget Request (LBR);

1 describes the planning framewdHatguides the decisions of the LBR;
1 describes thautomated component of the LBR process;
1 gives instructions for preparing the exhibits and schedbésnake up the LBR;

1 gives instructions for inputting into the Legislative Appropriations System/Planning and
Budgeting Subsystem (LAS/PBS) the basformation needed for budget decisions;

1 gives instructions for ordering the exhibits and scheduktbecome part of a budget
entity's formal LBR,;

1 gives instructions for ordering various audit reports to verify the information entered into
LAS/PBS;and

1 identifies linkages to the Lorigange Program Plan (LRPP) and the Capital
Improvements Program PI4€I1P).

Purpose

The purpose of these instructions is to assist each agency head in submitting a legislative budget
request to the Legislature for thmount of funds and positions the agency head believes
necessary to perform legislatively authorized or required services and activities.

These instructions generate only the minimal information necessary for legislative and executive
budgetary decisiomaking. They are not meant to preclude an agency from submitting

additional schedules and/or information to support its request.

Authority

Sections 216.013 and 216.0Fprida Statutes
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Concept

Knowledge of budget terminology is needed for tmanderstand the concepts of the budget

process. A glossary of budget terms is provided in Appendix B. The budget process begins with
a preliminary phase that involves:

1  establishing expenditure priorities derived from ltloag Rangd’rogram Plan (LRPP)

the Capital Improvements Program Plan (CIP), and prior budget rethegstmain
unmet and relevant;

1  transferring fundamental data to LAS/PBS from the Florida Accounting Information
Resource Subsystem (FLAIR), which provides the agency's financial historiyeapte
First, which provides salary and position data; and

1  entering new request data into LAS/PBS.

The process continues with the assembly of the agency budget, wtiehted through the
formulation of budget issues. The data making up these budget issues are entered into the
automated budgeting system at the program component level and are then summarized to the

budget entity (service) and program levels. The follmashart displays the arrangement and
relationship of the data elements.

Data Elements of the Budget

Program
Budget Entity Budget Entity Budget Entity
(Service) (Service) (Service)
Program Component Program Component Program Component
Issue Issue
Issue Issue Issue

Issue

Issue

Issue
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A programcomprisa a set of servicesndertaken in accordance with a plan of action organized
to realize identifiable goals based on legislative authorization (a program can obasigte or
multiple budget entities)Programs are identified in the General Appropriations Act (GAA) by a
title that begi ns dwmsontelnstandega prograndcon8istsrobsgveral m
budget entities, and in other cases the programdasiaget entities delineated within it; the
budget entity is the program in these cases. The LAS/PBS code is used for purposes of both
program identification and budget entity identification. There can be any number of budget
entities in a department, ynumber of program components in a budget entity, and any number
of D-3A issues in a program component. The same program component may appear across
budget entities and the same3B issue may appear in multiple program components and budget
entities.

The automated budget system has been developed to maximize the use of data input. The system
requires ondgime entry of basic agency data plus the periodic use of other systems information
to automatically produce a number of summarized reports.

These auimated reports plus manually prepared reports are compiled into the Legislative
Budget Request (LBR). Generalbimostall of the agency information required to produce the
LBR exhibits and schedules as prescribed by ChapteiFiiga Statutesreside in LAS/PBS.

This data will be available electronically to the Executive Office of the Governor and the
Legislature upon agency submittal of the LBR. A graphic illustration of the relationship between
the subsystems, agency provided reports, and takeléigislative budget request document is
provided in Figure 1.
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FIGURE 1

SUBSYSTEM PROVIDED

AGENCY LEGISLATIVE BUDGET REQUEST

ELECTRONIC TRANSFER OF

INFORMATION

AGENCY PROVIDED

INPUT VIA ON-LINE
ACCESS TO LAS/PBS

Detail Issue Data

People First FLAIR Activity Issue Data
Issue Narrative Data
Activity Narrative Data
Trust Funds Available Data
Position Adjustment Data
]
LAS/PBS-GENERATED MANUALLY PREPARED
EXHIBITS & SCHEDULES EXHIBITS & SCHEDULES
EXHIBIT A EXHIBIT B EXHIBIT D SCHEDULE I-A Examination of Examination of
Issue Appropriation Program Detail of Fees Regulatory Fees Regulatory Fees
Summary Category Component 216.023(4)(a) form - Part | form - Part Il
216.023(4)(a) Summary Summary 216.0236 213.0236
216.023(4)(@) 216.023(4)(a)
EXHIBIT D-1 EXHIBIT D-3A SCHEDULE | SCHEDULE I-C Reconciliation: SCHEDULE I-D
Expenditures Expenditures Trust Funds Reconciliation Beginning Trial Trust Fund
Approp/Object Issue/Approp. Available of Unreserved Balance to Review
Art. I, Sec. 19(f),
Category Category 216.023(4)(a) Fund Balances Schedule | and 215.;206 an?10215F?3207
216.023(4)(h) 216.023(4)(a) 216.023(4)(a) IC
SCHEDULE I-B SCHEDULE Il SCHEDULE Il Analysis of SCHEDULE IV-B SCHEDULE VI
Detail of Summary Summary of Trust Fund Information Detail of Debt
Unreserved Positions Salaries & Creation Technology Services
Fund Balances 216.023(4)(a) Benefits Projects 216.0442
216.023(4)(a) 216.023(4)(a)
s&?olzr%;hav SCHEDULE Vil SCHED;_LIE viil- SCHEDULE SCHEDULE IX SCHEDULE X
Technology Priority List of Priority List for VI Major Audit Organizational
216.023(4 Budget Issues Possible Agency Findings Structure
023(4)(@) 9 Reduction for Litigation 20.04(8)
Current Year Inventory
SCHEDULE VIil- SCHEDULE VIIIC SCHEDULE SCHEDULE SCHEDULE XII-A SCHEDULE XII-B
ori 'tB_If' o Priority Listing of X Xl Outsourcing / Outsourcing /
riority List for Agency Budget ~ ; Privatization Privatization
Possible Issues for Agency-Level Outsourcing / Cost/Benefit Major
Reduction for Possible Unit Cost Privatization 216.023(4)(a)(7) Initiatives
Request Year Reprioritization Summary 216.023(4)(@)(7) &
SCHEDULE XIlI SCHEDULE XIV SCHEDULE XV
Proposed Variance from Contract
Consolidated Long Range Reporting
Financing Financial Outlook
216.023(4)(2)8 & 9 Art. Ill, Sec. 216.023(6)

1Q(a)R
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DUE DATE
June 30

June 30

June 30/July

July 1

July 1

July 15

August 1

September 1

September 15

ANNUAL CALENDAR OF MAJOR EVENTS

ACTION

Repayment date of any funds temporarily transferred from one fund tc
anothefsection21518, Florida Statutds

End of fiscal yeafsection21501, Florida Statutés

Agencies and the Judicial Branch identify any undisbursed incurred
obligationsonly for operationghatwill be carried forward to the next
fiscal year; appropriations not identified shall revert to the fund from
which appropriated and shall be availaldereappropriation by the
Legislaturgsection216301(1)(a),Florida Statutds

Beginning of fiscal yeajsection21501, Florida Statutds

Executive Office of the GovernocEQG) furnishes thériginal Approved
Financial Plan to ageies and Chief Financial Officer and the Annual
Release Plafsection216192(1),Florida Statutds

Budget instructions due to agencjssction216023(3),Florida Statutds

The balance of any appropriation for fixeabital outlay certified forward
thatis not disbursed but expended, contracted, or committed to be
expended prior to the end of the second fiscal year of the appropriatic
the third fiscal year if it is formeducational facility, shall be certified by
the head of the affected state ageocjudicial brancho the Executive
Office of the Governofsection216301(2)(c),Florida Statutds

TheExecutive Office of the GoverndeOG)shall reviev and appove or
disapprove requests foertification offixed capital outlay
[section216301(2)(c),Florida Statutds

The Joint Legislative Budget Commission shall issue a tange financial
outlook setting out recommended fiscal strategies for the state and its
departments and agencies to assist the legislature in making budget
decisions [Article Ill,section 19(c)(1)pf theFlorida Constitution].

September 30 Agencies ad judicial branch upload their Long Range Program Plans
(LRPP) for Fiscal Yea2017-18 through Fiscal Yea2021-22 to the
Florida Fiscal Portal and post a link to the LRPP on their internet web:

September 30 Agencies submit target budgets if reqed$section216031, Florida
Statuteg

September 30 Submission by agencies and the judicial branch of financial and other
information to the Chief Financial Officer (CFO) necessary for the
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September 30

Octoberl4

October 14

October 28

October

October

NovemberlO

December

February

February

preparation of annual financial statements as of June 30 in accordanc
generally accepted accounting princiglesction216102(1),Florida
Statuteg

For any incurred obligationfor operationsonly remaining undisbursed
obligatiors shall revert to the fund from which appropriated and shall b
available for reappropriation by the Legislat{section216301(1)(b)
Florida Statutds

State agencies and the judicial branch submit the Legislative Budget
Request [section15.023(1) and (2), Florida Statutes].

Agencies and judicial branch upload their Capital Improvements Prog
(CIP) for Fiscal Year 20218 through Fiscal Year 20222 to the Florida
Fiscal Portal.

The Office of Policy and Budg¢OPB) develops a final budget report
containing budget, revenues, cash balance, and program data [sectio
216.178(2), Florida Statutes, as amended by Chapter2Ia_aws of
Florida].

OPB modified_egislative Budget Request for technical atiuesnts
[section 216.023(6), Florida Statutes].

Prior to release of Governor's budget recommendations to the Legisla
the Governor holds at least one public hearing on adegdlativebudget
requests and the Chief Justice of the Supr€met holds at least one
hearing on the judicial branch budget request [section 216.131, Florid
Statutes].

Agencies up for annual trust fund review must submit the Pro Forma
Schedule | information and Analysis of Trust Fund Creation forms.

Ninety days prior to the regular session of the Legislature, the Departi
of Management Services (DMS) shall make recommendations regard
fixed capital outlay legislative budget requests for state agencies and
judicial branch [sectio216.044(3), Florida Statutes].

At least 30 days prior to the scheduled annual regular session, the
Governor shall furnish each senator and representative a copy of his
recommended budget and revenues [section 216.162, Florida Statute

No later than 14 days after the Governor submits his recommended b
to the Legislature, the Executive Office of the Governor shall submit tc
legislative committees:

1 arecommended appropriations bill
1 economic impact statements

June 2016
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February 1

February 28

February 28

March 1

March

April/May

May

May/June

May/June

May/June

appropriate staff analyses and supporting materials

all legislation in bill form that will be necessary to fully impleme
the Governor's recommendations.

[sections 216.164 and 216.166, Florida Statutes]

=a —A

The balance of any appropriatiaor fixed capital outlay that is not
disbursed but expended, contracted, or committed to be expended pri
February 1 of the second fiscal year, or the third fiscal year if it is for a
educational facility, shall be certified by the head of the affestize
agency or judicial branch [section 216.301(2), Florida Statutes].

EOG furnishes the Chief Financial Officer, the legislative appropriatior
committees, and the Auditor General a report listing in detail the fixed
capital outlay itema&and amounts reverting under the authority of sectiol
216.301(2), Florida Statutes

The Chief Financial Officer furnishes financial statements to the Gove
President of the Senate and Speaker of the House of Representatives
theauthority of section 216.102(3), Florida Statutes.

Agencies must submit, pursuant to the LBR submittal requirements, a
additions or changes to the Agency Litigation Inventory schedule
(Schedule V1) included in the Legislative Budget Req{s=ttion
216.023(5), Florida Statutes].

Regular legislative session shall begin the first Tuesday after the first
Monday in March or such other date as may be fixed by law [Article 111,
section 3(b) of the Florida Constitution].

Legisldive full committees complete action. House of Representatives
Senate debate and vote on their respective appropriations bills. Confe
committee on appropriations is appointed to work until a conference
committee report is adopted.

Regular legislative session ends sixty days after beginning date.

General Appropriations Act (Conference Committee Report) is sent to
Governor.

Legislature transmits a list of General Revenue Fund appropriations thi
nonrecuring, and other supporting work papers, on or before the tiayth
before the end of the period allowed by law for veto consideration [sect
216.177(1), Florida Statutes].

Governor reviews General Appropriations Act and submits veto
message to the Legislature or Secretary of State within 7 or 15 days
(depending upon whether the act was received while the Legislature
in session) [Article IlI, section 8 of the Florida Constitution].

June 2016
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May/June Legislature prepares ameleases$-iscal Analysis in Brief.
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SECTION 2: GENERAL INFORMATION

The Legislative Budget Request (LBR) contains data for three fiscal years. The first year reflects

actual prior year expenditures which is taken from the Florida Accounting Information
Resouce Subsystem (FLAIR). The second year identifi@sent year estimated

expenditures which is created in LAS/PBS from adjusted actual appropriations. The third year

indicates thegency budget requestor the upcoming fiscal year.
Legislative Appropriations Process

The Florida Constitution states that HANO
pursuance of appropr i atsecton 1(cphtded-lorlwly Cohsatwigno
Upon the foundation of this single sentencepmplex planning and budgeting and legislative
appropriations process has been constructed. The key participants in this process are:

1 Executive, Judicial and Legislative branches

1 Governor's Office of Policy and Budget

1 House Appropriation€ommitteeand 7 standing budget subcommittees

1 SenateBudget Committee and 7 standing budget subcommittees

1 Conference Committee on Appropriations

1 Department of Management Services

1 Interest Groups
Article 111, section 19ftheF| or i da Con st i tBudgetiognPlanngngdand t | ed @A St
AppropriationsProcesses out |l i nes the required el ements of

requirements for:

Annual Budgeting

Appropriation Bills Format

Appropriations Process

SeventyTwo Hour Public Review Period

Final Budget Report

Trust Funds

Budget Stabilization Funand

Long Range&State Planning Document and Department and Agency Planning
Document Processes

= =4 =4 -8 _98_9_95_-4°

These budget instructions incorporate these processes where applicable.
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Estimated Expenditures

The budgeprocess is proactive in that it anticipates future needs in terms of estimating both
revenues and expenditures. With respect to revenue estimates, section 216.136, Florida Statutes,
requires Consensus Estimating Conferences to be held prior to the GevButyet

Recommendations and prior to adoption of the General Appropriations Act. The consensus
estimate of revenue collections is based on current tax laws and current administrative
procedures for the next fiscal year.

The Consensus Estimating Comieces are open public meetings. The principals (voting

members) of the conference are phefessional stafbf the Governor's Office, theordinatorof

the Office of Economic and Demographic Research in the Legislature and professional staff
representates from the House and Senatether participants, depending on the conference,

include representatives from the House and Senate committees, the Department of Education, the
Department of Children and Families, the Department of Business and ProfieReigulation,

the Department of Revenue, the Department of Management Services, Office of the Treasurer,
and any other state agency responsible for a revenue source under consideration by a revenue
estimating conference.

The conference principals agneégon a general economic scenario, both national and statewide.

The revenue estimates are then derived with the assistance of computerized state econometric or
other statistical models, designed specifically for the state's economy. Based on the revenue
projections, the conference may make additional adjustments as necessary for the conference to
adopt a Aconsensuso revenue forecast. Al l cCo
conference recommendations.

Pursuant to section 216.13dopridaStatutes t he A Consensus Estimating
the following:

Economic Estimating Conferernce

Demographic Estimating Conference

Revenue Estimating Conference

Education Estimating Conference

Criminal Justice Estimating Conference

Social Serices Estimating Conference

Workforce Estimating Conference

Early LearningProgram Estimating Conference
SeltInsurance Estimating Confereneand

Florida Retirement System Actuarial Assumption Conference

=4 =2 =4 _-8_49_9_9_°5_2°._-2-

Estimating conferences are held for the General Revenue Fund, Educational Enhancement Trust
Fund (Lottery), State Employees Health Insurance Trust RRisk,Managemennsurance

Trust Fund, and others. The forecasts adopted by all of the above estoafergnces

provide the participants in the planning and budgeting and appropriations processes the data
necessary to develop education, criminal justice, and social service formula budgets and an
agreement on the estimated revenue collections availale tstate under current law.
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Budget Preparation and Review / Compliance with Plans

Special attention should be given to section 216.011, Florida Statutes,prubwvathes

definitions; sections 216.023 and 216.0B®rida Statuteswhichrelate tothe famat for the

agency operatigrunit costand fixed capital outlay budget requests; and section 216.013, Florida
Statutes, as well as theng RangdProgram Plan (LRPP) Instructions, whighate toagency
program planning angerformance measurement.

Thebeginning point in the planning and budget process is the development of the agency's
LRPP. The program plan provides the framework for the Legislative Budget Request (LBR) and
provides the basis for budget decisions to be made within the context @étamgolicies as

identified in the planning process rather than only viewing budget requests as a means to meet
incremental needs. While many agency budget decisions are based on a period of time
exceeding one year, the planning process provides the roeaafiecting the agency's highest
priorities and the budget provides the mechanism to address those priorities.

The budget request is developed arourajams, services arnssues.A key factor in

integrating the state budget system with the statenghg system is for the agency to show in its
Legislative Budget Request through Exhib#3B issues and associated narrative, a linkage to

the LRPP and to other state planning initiatives, su¢heSapital Improvements Program Plan

and Information Temnology. B3A i ssues wi | | reqeektfoeesources he agenc)
necessary to deliver services at a desired leve3Assue narrative must include elements of

the justification and impact statement in the plan for providing the servissuarincluding the

reason for all adjustments to estimated expenditures.

The starting point of the agency's LRPP and the subsequent LBR is the current year estimated
expenditures. Agencies are to examine all service$usmationsfunded in current year

estimaed expenditures. As a part of the LRPP preparation, agencies review estimated
expenditures using zetmased budgeting principles. All services &milctionsmust be

examined to determine if they should be continued, modified, or funds reallocated lhased o
agency priorities. Because the agency LRPP and LBR are integrated, the two documents are
prepared simultaneously. Agency planners, budgeters, personnel responsible for information
technology and capital improvements, and a legislative liaison mustiagether to develop a

plan and budget that are fully integrated. Agencies should request the necessary resources
needed to carry out their mission so long as the requests are made in the appropriate format,
according to these instructions. The age$tegislative Budget Requestprepared at the
program andbudget enty (service)evels. When the final LBR is submitted theOffice of

Policy and BudgetOPB) on or beforeDctoberl4, a review is conducted to ensure that the
budget request has begrepared based on the priorities of the LRPP.

Audits
Agency budget staff should run the LAS/PBS audit reports to ensure there are no discrepancies

and then submit them with their Legislative Budget Rstgl Please refer to Sectiofof
detailed instrations on how to run these audit reports.
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Overview - Budget Approval Process

The Legislative Budget Request is developed arguagram servicesThe OPB, Senate and
Houseappropriationsccommittees, and the agcy jointly agree to services and functdor an
a g e nleegistave Budget RequefiBR).

Section 216.16Zlorida Statutesrequires transmittal of the Governor's Recommended Budget
at least30 days prior to the start of the legislative session. In accordance with section 216.164,
Florida Satutes, the Governor must transmit to the Legislature an appropriations bill and staff
analyses, work papers, economic impact statements, and implementing legislation that support
the Governor's Recommended Budget within 14 days of the release of thed@'sve
Recommended Budget.

The major budget work of each chamber of the legislature is conducted at the committee level,
and both the House of Representatives and the Senate develop their own version of the
appropriations bill. The responsible committeéthe legislature are the House and Senate
appropriatiors committees.

As stated earlier, each chamber in ltlegjislature develops its own appropriations bill. A
conference committee (made upnoémbers fronbothchamberkis used to resolve the

differences between the appropriations billfie conference committee issues a conference

report that must be approved by bottambersvithout any amendments. If the appropriations

bill is not approved by both houses, this process continues until approved. Upon passage of the
conference report, it then becomes the General Appropriations Act (GAA). The GAA detalils the
legislative apprpriations by specific line item and associated proviso language, and is presented
to the Governor for action.

The Governor may veto individual line items or specific amounts that are delineated in proviso
language in the General Appropriations Act.

Finaly, the legislative appropriations committees produce the Fiscal Analysis in Brief, which
provides an executive summary of the appropriations decisions. On a rotating basis, the House
and Senate each produce either the General Appropriations Act ostaéAmalysis in Brief.
Generally, the chamber that hosts the appropriations conference committee process will produce
the General Appropriations Act and the other chamber produces the fiscal analysis.

The final aspect of the budget approval proceds st devel opment and transn
Approved Financi al Pl ano .0and hteh a el Ararswea Ip | Ralna n
maximize the use of trust funds and may be amended during the course of the fiscal year,

pursuant to section 216.1@2, Florida Statutes
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Automated Budgeting System (LAS/PBS)

The Florida Financial Management Information System (FFMIS) was created to provide the
information necessary to carry out the legislative intent of section 215.93, Florida Statutes. The
system includes several subsystems of which three play a major part in the formulation of the
agencies' budgets. The three subsystems are:

1. Florida Accounting Informadn Resource Subsystem (FLAIR);
2. People Firstand
3. Leqislative AppropriatiorBystem/Planning and Budgeting Subsystem (LAS/PBS)

FLAIR provides the agencies' historical accounting information directly to LAS/PBS. The
People Firstnformation subsystem provides the agencies' employee base year salary and
position data.

The informaion from both of these subsystems is electronically transferred directly to LAS/PBS.
This expedites the collection of vast amounts of information needed for analysis and for
executive and legislative decisiomaking. Also, it eliminates the need for doate data entry,

which lessens the possibility of errors.

The LAS/PBS also provides information from existing files, i.e., the two fiscal years'
Appropriations and Position and Salary Rate Ledgers immediately preceding the request being
prepared. By la, FFMIS is designed and operated to share compatible data between the
subsystems to provide decision makers timely financial data. According to section 215.93(3),
Fl orida Statutes, FFMI'S A...shall inél ude f
accounts approved by the Chief Financi al Of
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SECTION 3: THE BUDGET STRUCTURE

Legislative Budget Request EBA Issue Presentation

The purpose of this section is to provide the readeramthnderstanding of the importance of
the budget presentation and the coding structure that is used to build a Legislative Budget
Request (LBR).

The D-3A issue is the most detailed level of the LBR and provides the justification and impacts
of the requestd funding. B3A issue narrative mude provided fopriority issues needed to

fund new servicesr functions and to increaser decrease funding for a current service or

function Therefore, eachBA issuesubmitted will be linked to the service data. Th8®

issue may address an entire service or a sfogleionor part of theunction Information

technology and capital improvement issues must clearly link to a service or a program, and must
provide gustification and impact statement taken from the plan that explains how the

technology or capital improvement, ifrfded, would improve a program or service.

Pursuant to section 216.023(1), akRleorciyddas St at u
independent judgment @& needs . 0 Section 216.011(1)(y)lorida Statutegprovides in part

i ndependent | ud g me ndctual needsimade.separatedyrand epar froon thé i o n
legislative budget request of any other agency or of the judhi@ach, or any assessments by

the Governao

D-3A Issue Codes

Each separate budgeting decision is developed as a sep&Atesgue, and each-BA issue is
assigned a code so that it may be identified and tracked through LAS/PBS .-3As$ue is a
sevencharacter code. A great deal of descriptive information is carried in the issue code title.
The issue code assigned enables the system user to make distinctions between two kinds of
issues (statewide and unique).

Statewide D3A Issues

Statewide isues are used when issues have a widespread impact and thus demand uniform
treatment among agencies. Statewide codes cross over all agency and budget entity (service)
boundaries. The following list summarizes the statewide issue groupings for prepariiiR
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Issue Code

D-3A Summary Issue Title

ACTXXXX Activities

1000000 Estimated ExpenditureOperations

1600000 Adjustments to Current Year Estimated Expenditures
1700000 Inter-Agencies Reorganizations

17C0000 Inter-Agency Reorganizatiorisinformation Technology
1800000 IntracAgency Reorganizations

2000000 Estimated ExpendituresRealignment

2100000 Nonrecurring Expenditures

2400000 Equipment Needs

2500000 Adjustments to Cost Recovery Funds

26A0000 Annualization of Administered Funds Apjpraations
2600000 Annualization of Issues Partially Funded in Prior Year
3000000 Workload

3200000 Federal Funding Reductions

3300000 State Funding Reductions

33G0000 Management Reductions

3310000 Privatization of State Programs, Services or Activities
33J0000 Outsourcing of State ProgranBervices or Activities
33Vv0000 Program Reductions

3400000 Fund Shift

34F0000 Trust Fund Realignment Pursuanssation 215.32, Florida Statutes
34G0000 Abolish State Trust Funds

34S0000 American Recovery and Reinvestnt Act of 2009
3600000 New Information Technology Infrastructure Project
3610000 State Enterprise Information Technology

3620000 AgencyWide Information Technology

3630000 Program or Serviceevel Information Technology
3800000 Human Resource Developmédhitaining and Education)
3D00000 FundingReprioritization

40S0000 American Recovery and Reinvestment Act of 2009
4A00000 Audit Findings and Recommendations

4B00000 Enhanced Accountability of State Resources
55C0000 Data CenteConsolidation

9A00000 Supplenental Appropriations

9B00000 Sections in the Back of the General Appropriations Act
9C00000 Failed Contingent Appropriations

9Vv00000 Vetoed Appropriations

9900000 Capital Improvement Plan

9990000 Fixed Capital Outlay
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The following list provides description of each statewide3A issue indicating the purpose
and use of each code:

Amounts for the issues designated with an asterisk (*) on the issue code listing will be
automatically generated from existing files and entered by OPB intpghr@priate column in
LAS/PBS. These amounts cannot be changed.

ACTXXXX

1001000*

160AXX0

160DXX0

160FXX0

160MXX0

Activities - This issue code series will be used to capture information on
agency activities. These issues can only be entered into columns identified
as Activity data columns in L8/PBS.

Estimated ExpenditureOperations This issue is the base issue or starting
point for the agency request. Appropriation categories used here will
correspond to those used in the approved budget and the amount will be equal
to the appreed budget as of July 1. LAS/PBS will programmatically

calculate and enter the dollar amount for this issue into the appropriate
column.

Interim Agency Position anflalaryRate Adjustments These issues should
be used for any necessary adjusttaea salaries and benefits asalaryrate
or for salaryrate only(e.qg, transfers okalaryrate between program
components).

Realignment of DeferreBayment Commodity ContractI hese issues

should be used to back out funding for defeqpagment commodity

contracts from the appropriation category currently used for payment and add
the funding back to special appropriation category 105280 entitled Deferred
Payment Commodity Contracts.

Example:
160D010i Back out of DeferredPayment Commot Contracts
160D020i Add back of DeferredPayment Commodity Contracts

Reapproval of Day Program Flexibilityand 5 percent or $250,000 Transfer
Authority - These issues should be used for atia$ program flexibility

budget amendmenénd forbudget amendments that transfer 5 percent or
$250,000, whichever is greateCreate a detail issue code using the last three
digits, e.g,1 1 6 0 F Drdn§fer Funds to Support OPS Staff in Monitoring
State Incentive Grant Contracts

Realignmenbf Lease or Lease Purchase Equipmélitese issues should be
used to back out existing funding for the lease or lpasehase of

equipment, fixtures (including those to be attached to real property) and other
tangible personal property from the apprapan category currently used

and add the funding back to special appropriation category 105281 entitled
Lease or LeasPurchase of Equipment. Special appropriation category
105281 should also be used for any new funding requests for any Lease or

June 2016
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160PXX0

160SXX0

1608XX0

160XXX0

170XXX0

LeasePuchase of Equipment. Examples of such equipment include, but are
not limited to, copiers, printers and other equipment. Leases of real property
are not included in this appropriation category. In addition, this

appropriation category shoutetincludeany existing budget authority or
requested budget authority included in special appropriation category 105280
entitled DeferredPayment Commodity Contracts.

Example:

160M0107 Back out of Lease or Leastwrchase of Equipment
160M02071 Add back ofLease or LeasPurchase of Equipment

Technical Corrections to Current Year Program Compondis$e this
coding series to correct program component data based on prior year
legislatively approved actions

Example:
160P010" Program Component Technical Correctiohdd
160P020" Program Component Technical CorrectioBeduct

Correct Funding Source Identifier (FSIJhese issues should be used to
correct FSI| 0OearBstimatediEgperditune issies (100XXXX).

Reapproval of Agency ReorganizatioriBhese issues should be used for any
EOG approved agency reorganizations. Create a detail issue code using the
last three digits, e.gfi 1 6 0 8 Rebr@anization of Network Services

Adjustments to Current Year Estimated ExpenditurBsis issue code series
is used to continue adjustments, to current year estimated expenditures,
which were approved pursuant to statuteryceduesfor approving interim
amendments to th@ppropriations, e.g., allocation of lump sum
appropriations or authorized transfers made pursuant to the budget
amendment process in gbter216, Horida Statutes Do not use this issue
code series to requestméudget issues that were not previously approved
interim budget adjustments to the current yapgaropriations. Requests for
new, not previously approved adjustments should be made by asing
180XXX0, 200XXXO0, orunique issue codeasappropriate

Trarsfers of appropriations in this issue code serast net to zero for

General Revenue. Transfers that impact trust funded appropriations should
net to zero with the exception of any incredsesause oflouble budget

needs; any such increases need taibhg justified in the issue narrative.

Inter-Agency Reorganizations This issue identifies transfers airrent
resourcesk{udgef positions and salary ratefetweeragencies, such dise
transfer of programs, services, activities, positiets,

Transfers of appropriations in this issue code semniest net to zero for
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180XXX0

200XXX0

General Revenue. Transfers that impact trust funded appropriations should
net to zero with the exception of any incredsesause oflouble budget
needs; any such increasesa¢o be fully justified in the issue narrative.

Example:
Department of Environmental Protection

1700100 Transfer Save the Manatee Program to Fish and Wildlife
Conservation Commission

Fish and Wildlife Conservation Commission
1700200 TransferSave the Manatee Program from the Department of
Environmenal Protection

Intrac.Agency ReorganizationsThis issue identifies proposed transfers of

budget, positions, and salary rate within an agency, necessary to reorganize
agency functions between programs, services, offices, or activities.issue

code series should be used for the movement ofdtadgresources necessary

to implement reorganizational changes that are requested, but not limited to,
pursuant to Chapter 20, Florida Statutes or changes to the Schedule X of the
Legislative Budget Request. This includes the reallocation of duties and
functions within a department and the establishment of additional divisions

and bureaus. It should also be used for any changes to the budgetary structure
as authorized in the General Appropriations Act such as transfers or
consolidation of programs or s&rgs.

Transfers of appropriations in this issue code seniest net to zero for

General Revenue. Transfers that impact trust funded appropriations should net
to zero with the exception of any increabesause ofiouble budget needs;

any such increaseneed to be fully justified in the issue narrative.

NOTE: This issue code series should not be usegrigposedudgetary
transfers that do not reflect reorganizations of agency functions. Agencies
should use issue coderies 200XXX{or proposedransfersof budget
resources that do not implement reorganizationave an impact can
organizational or budgetary structure

Example:

Department of Citrus

18001001 Transfer to Agriculture Marketing Services
18002001 Transfer from Citrudarketing Services

Estimated Expenditures Realignmeitthis issue identifies proposed transfers

of budget, positions, and salary rate within an agency, with the intent to more
accurately realign budget with anticipated expenditure needs. $hesésde

series should be used for any transfers that have not been previously approved
through the amendatory proceSgansfers that are substantive in nature, and
necessary to support policy or program changes, should not use 200XXX0
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issue codes (usenigue issue codes instead). Alsghbuld not be usedr
any transfers that are of a reorganizational ngtuse issue code 180XXX0
instead)

Transfers of appropriations in this issue code senigst net to zero for

General Revenue. Transfers that impact trust funded appropriations should net
to zero with the exception of any increabesause oflouble budget needs;

any such increases need to be fully justified in the issue narrative.

Example:

Department of State

2000100f Realignment of Administrative ExpenditureBeduct
20002001 Realignment of Administrative Expenditureddd

2103XX0* Deduct Other System Generated Nonrecurring ExpendUresse are
contra issues to the estimated expamdg issue for those appropriations
identified in the prior year nonrecurring issues column. LAS/PBS
programmatically generates these issues and enters the negative dollar
amounts into the appropriate column. It also adds the issue codes and titles to
the issue code table.

24010C0 Information Technology Infrastructure Replacemernihis issue is used to
indicate amounteequestedo replace existing information technolo@y)
infrastructureincludinghardwaresoftware networks and equipment for
information technology facilitie@.g, uninterruptible power supply, fire
suppressionpower distributiorequipmentpr special air conditioning).
However, requests for information technology infrastructure that expands the
capabilityof an agencydata center or computing facility must comply with
the provisions inection282.201%), Florida Statutes, and should indicate the
terms of the compliance in the issue narrative.

Provide adetailedexplanation of each type of equipmentposed to be
replaced and how the amounts needed for replacement were determined.
Include a brief statement in the issue narrative about the general policy
followed by the agency for replacing its IT equipment.

2401000 Replacement EquipmenPresent a brief statement in the issue narrative
about the general policy followed by the agency for replacing items of
equipment with a full explanation of each class of equipment and how the
amounts needed for replacement were determined. If theerequests that
are exceptions to the policy, they must be fully explained in this justification.

2401500 Replacement of Motor VehicleDepartment of Management Services has
devel oped criteria for the stastebds f Il
for replacement of cars and light trucks included in agency Legislative
Budget Requests should adhere to these criteria.

2402000 Additional Equipment Use this issue code to request budget for office
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2402200

2402400

2402800

240XXX0

250XXX0

26 AXXX0*

260XXX0

300XXX0

equipment such as office furniture and otbiice equipment (excluding

books and motor vehicles).

Additional Equipment Books

Additional Equipment Motor Vehcles

For all three previously listed issue codeslicate requirements for

additional needs. Itemize all items dngt$1,000 or more each, amtlicate:

1) for deficiencies in current program; 2) for workload growth where there is
no unique workload issue; 3) other needs where there is no corresponding
unique issue (define); or 4) to identify the purchase ofawnpuer printing

equipment.

Adjustments to Installment Purchaseshow requirements for anticipated

purchase contract needs.

Other Equipment Needs

Other Cost Recovery Adjustment$his code is used to identify payments to

budget entities
agencies.

that Acharge backbo

Annualization of Administered Funds AppropriatieriBhis issue code series

will be used for thennualizatiorof apprgriations made within

Administered Funds (e.g. pay package) and will be systematically generated

by LAS/PBS and entered into the appropriate columns.

Annualization of Issues Partially Funded in Prior Year (does not include the

pay package) Indicate the amounts required to fully fund each issue for the

current fiscal year. To the extent possible, use the same titles that appear in
the agency's budget work papers. Number each issue separately in multiples

starting with 2600100, 26002006@0300, etc.NOTE: DO NOT COMBINE
MULTIPLE ISSUES INTO ONE ANNUALIZATION ISSUESSIGN
SEPARATE ISSUE CODES FOR EACH SEPARATE ANNUALIZATION

ISSUE.

For operating issues requested in the agéegyslative Budget Request
(LBR) where the cost is not anramlized amount, use the unigue issue code
and not a 260XXX0 code to reflect the incremental amount in the

annualization column.

Workload- This issue applies when additional resources are required to meet

an increased demand for services butinaity level of the service remains
the same. Measurement data in the activity detail report will provide some
support for this request in terms of output, outcome and effectiveness. The
D-3A issuenarrative will provide more detailed justification lading

workload and staffing statistics.
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320XXX0

Specific workload issues are unique; that is, the issue or decision is generally
unique to a budget entity (service). Use a title that is descriptive of the issue.
Number each issue starting with 3000100, 30002000300, etc.

Federal Funding Reductior$Jse this coding series to explain and justify
federal funding reductions.

NOTE: 33XXXXO0 Issue Codes should not be used for restoring recurring cuts from a
prior year or for any issues that net to gpositive or zero amount. Issues that net to
zero or a positive amount should be in a unigue issue code.

33GXXX0

33IXXX0

33JIXXX0

33VXXX0

330XXX0

340XXX0

34FXXX0

Management ReductionsJse this coding series to explain and justify
management reductionglanagement reductions are those that redooe n
programmatic costs of administration, or implement departwete
efficiencies at the direction of agency leadership. The reductions are not
specific to a single program.

Privatization of State Programs, Services or Activitielse this codig

series to explain and justify programs, services or activities being
recommended for privatizatiorbee the section regarding the Schedule XII
series for a definition of privatization on pagetl4

Outsourcing of State Programs, Serviceddivities - Use this coding series

to explain and justify programs, services or activities being recommended for
outsourcing.See the section regarding the Schedule Xll series for a
definition of privatization on page 44

Program ReductionsUse this coding series to explain gastify reductions
that impact the operation of a program. Examples include reductions
necessary to meet actual program utilization or to implement an efficiency
specific to the program.

State Funding Redtions- Use this coding series to explain and justify state
funding reductionsThese reductions of state funds represent those reductions
that are not addressed in the poes issue codes. Theductions may be
departmentvide or statewide in nature, sch as the elimination of vacant
positions or excess state funds.

Fund Shift- Use this coding series to explain and justify requested changes in
funding sources for egoing programs.

Example:
3400100f Transfer he ABC Trust Fund to the XYZ Trust Funddd
3400200 Transfer the ABC Trust Fund to the XYZ Trust Furideduct

Trust Fund Realignment PursuantSection 215.32Florida Statutes These
issues should be used for moving appropriations between trust funds to
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34SXXX0

361XXCO

362XXCO0

363XXCO0

380XXX0

3DOXXX0

40SXXX0

properly align the appropriations in accordance with the trust fund usage
definitions specified in section 215.Fprida StatutesThis section of law
defines the following trst fundghatare used for dajo-day operations:
Operating, Operations and Maintenance, Administrative, Grants and

Donations, Federal Grants, Working Capital, and Clearing funds. In general,

these issues should be deviartoped
scheduledor review.

Example:
34F®107 Transfer the ABC Trust Fund to the XYZ Trust Fun&dd
34F®207 Transfer the ABC Trust Fund to the XYZ Trust FunBeduct

AmericanRecovery and Reinvestment Act of 200Bhis issue should be
used for any fund shifts that are requestec result othe receipt of federal
stimulus funding. Generally, this issue should reduce General Revenue
funding and increase trust fund authority.

Example:
Agency for Health Care Administration

when

34S0100° Transfer of Medicaid Expenditures from General Revenue to Trust

Funds- Deduct

34S0200° Transfer of Medicaid Expenditures from General Revenue to Trust

Funds- Add

State Enterprise Infaration Technology This issue is used to indicate
amounts required for information technology resources that are utilized as
statewide resources by all state agencies or by multiple state agencies.

AgencyWide Information Technology This issue is used to indicate
amounts required for information technology resources that are utilized as
agencywi de resources by all or near/|l

Program or Serviceevel Information TechnologyThis issue is useid
indicate amounts required for information technology resources that are
utilized by one or more programs within an agency, but not agsizy

Human Resource Developmentraining programs for the
enhancement of employee education aodking skills will use this
summary code.

FundingReprioritizatiors T Coding series used to explain and justify the
reprioritization of resources between programs, services, functions or
activities within the agency. €ate a unique code for hathededuct and
add components of each reprioritization issue.

American Recovery and Reinvestment Act of 200%is issue should be
used for any operating budget increases requestedesult ofhe receipt of
federal stimulus funding.
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4A0XXX0 Audit Findings and Recommendation&gencies should use this coding
series to identify issues created to address audit findings and/or
recommendations.

4BOXXX0 Enhanced Accountability of State Resoure@giencies should use this
coding series to identify issues that would enhance accountability of the
agency's resources. An example would be additional resources for the
internal auditing or inspector general activities.

51RXXX0 Salary Ratddjustments These issues should be used to request increases or
decreases i n the thygshoudynddle ussdifalsa y r at e
requesting an increase or decrease in the Salaries and Benefits appropriation
category). These issues must be entered udiegRADA/C transactions and
Class Code RA06, which will automatically update the BDD transaction as a
Record Type 6.

9901000* Estimated ExpendituregFixed Capital Outlay This issue is the base issue
or starting point for the agency request for debtiser Appropriation
categories used here will correspond to those used in the approved budget
and the amount will be equal to the approved budget as of July 1. The
appropriation categories include all 08XXXX and 14XXXX categories that
have an IOE of 'N(debt service). LAS/PBS will programmatically calculate
and enter the dollar amount for this issue into the appropriate column.

990N000* Deduct Nonrecurring Debt Servied his is a contra issue to the Estimated
Expenditures Fixed Capital Outlay issuer those appropriations identified
in the prior year nonrecurring issues column. LAS/PBS programmatically
generates these issues and enters the negative dollar amounts into the
appropriate column. It also adds the issue codes and titles to the idsue co
table.

990U000 American Recovery and Reinvestment Act of 208%ed Capital Outlay
This issue should be used for any fixed capital outlay increases regaested
result ofthe receipt of federal stimulus funding.

Consolidation of AgencyData Centers tothe StateData Center?!

The following codes are used to indicate amounts for agenciesiagljustiget categories whe
agencydata centersr computing facilitiesre consolidated intihe statecenter For FY 20T7-

18, no agencies are requirfulrsuant t@282.201(4). S.) to consolidateo the statalata center.

This does not, however, preclude an agency from electing to consolidate its agency data center
computing facilityinto the statedata center. If an agency elects such a conslidat FY

2017-18, the following codes are to be used for the purposes associated with these
consolidations

1 The State Data Center consists of the Southwood Shared Resource Center and the former Northwood Shared
Resource Center.
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17C01CO

17C02CO0

17C03CO0

33001CO0

Deduct Agency Data Center Services Fundifigyis issue code is to be used
for deductions iragencyFTE andapplicableappropriation cagories like

OCO, Expense, Contracted Services, and Salaries and Bemsditisto

operate, manage, maintain, and upgrade hardware and saissaated

with the equipment owned by the ageticgtis being consolidated intthe
statedata center. This amount corresponds to what is needed &iatbe

data center to perform the equivalent level of service and equals the current
agency cost to provide data center services when combined with the
reduction included in Issue Code 33001@$sue code 17C01CO should
include cost of information technology staff, resources providing direct
support to data center(s) or other computing facilities operated by the agency,
and a proration of the indirect costs associated with supporting allthhe da
center functions identified in s. 282.2@%(f)1., F.S. Thestatedata center

will become the custodian of this equipment once the data center
consolidation has occurred, and will provide those data center services
previously provided by the agency,less otherwise indicated in the General
Appropriations Act.This issuemustnet to zero for appropriatiotsy fund
typewhen combined with Issue Code 17C02C0.

Add Data CenteBervices Provided By Data Centéerhis issue code is used
to indicatetheamount needed in tragpropriate @taProcessingservices
appropriatiorcategory in the agency budget to paydata centeservices
provided athestatedata center. This issumrustnet to zero for
appropriationdy fund typewhen combined witlthe amount deducted in
Issue Code 17C01CO.

Consolidate Services in Data Centdihis issue code is used to incre&3&
andbudget authority ahe statelata center as a resultddta center

consolidation The appropriations increases at shatedata center will be

for the resources that tlséatedata center has determined will be needed to
operate, manage, maintain, and upgrade hardware and software associated
with the equipment that had been operated by the agency but will become the
responsibity of the statedata center. The increased amounts requested by
thestatedata center should reflect the level of supporisthgedata center

and the agency have determined to be necessary to provide an equivalent
level of service that had been provided by the agency.

Reductions fronTechnologyService ConsolidationsThis issue code is
usedby agencies to show net budgeductions fodata centeservices that
are attributable to data center consolidatlbomay include deductions in
FTE and spending authority in appropriations categories such as OCO,
Expense, Contracted Services, and Salaries and Benefits, usedate ope
manage, maintain, and upgrade hardware and software associated with
equipment owned by the agency that is being consolidatethm&tatelata
center. Thenet budget reduction the difference betweemhatthe agency
is currently spending to prale data center services and the amounsthie
data center will need to provide an equivalent level of services.
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55C01CO0 Additional Resources Required to Support Consolidatioreshnology
Services This issue codshouldbe used when additional resources, above
and beyond reductions attributable to data center consolidations, are
necessary to accomplish the consolidation; suaddgional funding to pay
for data centeservices at thetatedata centeor onetime movirg costs.

NOTE: To support these issue codes associated with data center consolidation, agencies
must complete and submit the Data Center Consolidation Cost Workbook with its
Legislative Budget Request. Copies of the workbook and guidelines are pubimstiex!
Florida Fiscal Portal at http://floridafiscalportal.state.fl.us. Primary submission of the
workbook is through the Florida Fiscal Portal. In addition, an electronic copy of the native
format of all Excel spreadsheets should be submitted to fie@f Policy and Budget and

the Legislature by the required deadline and seRt@LASPBS.STATE.FL.US.

Realignment of Agency Spending Authority for Data Center Services

The following codes are to be used to indicate adjustments in appropriation categ@es for
Processingservices performed bthe statelata centeor the Northwest Regional Data Center
Agencies are asked to deduct the funding from the traditiopabppation category (ies)
necessary t o approprpatd dedeDataPeaessigddes/icescategory with

the agencyb6s projected data center billings.

160E470 Realignment of Agency Spending Authority I0ata Center Billing Deduct
- Thisissue should be used to back out funding from the appropriation
category (ies) necessaryo a l i g n appropriatalgtaecentefpaias
ProcessingServicesc at egory with the agencyods pr

160E480 Realignment of Agency Spdimg Authority fa Data Center BillingAdd -
This issue should be usapgroptiatedlatadd f und
centerDataProcessingservicescategory necessary to aligms category
with the agencyds projected data cent

Data CenterWorkload Issues

The following codes are to be used to indicate workload related adjustmentstiatsiatelata
centeror the Northwest Regional Data CenBataProcessingServicescategoiesfor agencies
receiving services. The increase workloadessiuould only be used when an agency does not
have sufficient base budget to address the increase through a realignment issue code.

30010C0 Increased Workload for Data Center to Support an AgeFtug:issue should
be used to increase fundingtire appropriatedata centeDataProcessing
Servicesc at egory based on the agencyds pro
should only be used when an agency does not have sufficient base budget to
address the increase through a realigni(ts8@E470/160E480)

33011CO0 Reduced Workload for Data Center to Support an Agehiaig issue should
be used to reduce fundingtime appropriatéata centeDataProcessing
Servicescategory based on projected data center billings for an agency.
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Unique Issues
Unique issues are assigned a different sequence of code characters, from 4000000 to 9809990.

This sequence is for issues that do not fit within the standard statewide issue titles and are used at
the agencies' discretion. Agencies may use these codssueghatare not workload anthat
do not fit within any standard issues described above.

Fixed Capital Outlay (FCO)

All FCO issues are coded 990X000 as indicated below. TI8sedes are the only acceptable

issue codes for FCO and arepi-titled in LAS/PBS. The coding structure for FCO delineates
requests by type of project/expenditure for Capital Improvements Program Plan reporting
requirements. Reference the Capital Improvements Program Plan Instructions for further details
on codirg FCO issues.

Issue Code D-3A Summary Issue Title

990A000 Office Space

990C000 Code Corrections Service

990D000 Debt Service

990E000 Environmental Projects

990F000 Support Facilities

990G000 Grants and Aids

990L000 Land Acquisition

990M000 Maintenance and Repair

990P000 Increased Capacity

990R000 Education Capital Projects

990S000 Special Purpose

990T000 Transportation Work Program

990U000 American Recovery and Reinvestment Act of 2009
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Summary and Detalil Levels

The D-3A issue code structure also allows the user to differentiate issues according to level of
detail. There areummary issuesnddetail issues

When the first three characters of the issue code are used, and the last four are zeroes, the issue is
atthesummarylevel. When any of the last four characters are used, the issue igletaihe
level.

Example:
Summary Issue: 7100000 Substance Abuse Prevention
Detail Issue: 7101000 Safe From Abu&dhildren

New D-3A issue codes must batered into LAS/PBS at the department level. Exceptions to
this include the Department of Education (48),Bmasion of Administrative Hearings
(7297m®00), and the Program: Agency for State Technology (72980@0@&h can add issues at
thedepartment odivision level. Other exceptions will be addressed on a-tBsease basis.

D-3A Issues with Special Code Designations

Special Code for Salaries and Benefits Issues

Please keep in mind that certain characters of the stharacter issue code have special
significance. Thé e t t emust BeAiged in thdth position to indicate the issue is a special
salary and benefits issue (e.g. position reclassification, @alegdjustment, overtime/aall
pay, etc.).

1 Salary and benefits issues should be-setftained and not combined with other isssash
as those related tavorkload, to ensure the salary and benefit issues are readily identifiable
and clear.

Example:
4200A30
Support Staff Salary Adjustment

Special Code Designation for Information Technology (IT) Issues

Detailed IT resource requirements and the justification for those resources are to be included in
the agency's Legislative Budget RequéstR). Thel e t t emust Be@ged in thaxth

position of the severdigit D-3A issue codeo identify issues that request information
technology resourcednformation technology resources include the equipment, hardware,
software, firmware, programs, syste, networks, infrastructure, media, and related material
used to automatically, electronically, and wirelessly collect, receive, access, transmit, display,
store, record, retrieve, analyze, evaluate, process, classify, manipulate, manage, assimilate,
control, communicate, exchange, convert, converge, interface, switch, or disseminate
information of any kind or formisection282.004111), Florida Statutds As with all D-3A issue
codes, agencies must use a separe®d sue code for each funding requast not roll up
multiple funding requests into a single®A issue code.

Example:
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36201C0
Information Technology Project, Resource, or Activity

This coding designation will allow the LBR Schedule 1V to be an automated document. The

agency shoulgrimarily use the IT issue codes 24010C0, 361XXC0, 362XXC0 and 363XXCO0
(with theCidesh@gmadcti em iin the sixth position).
will display the majority of IT issues consecutively on the Exhibit A. The use ofgha a

character will facilitate the report ordering process for the Schedule 1V and the ability of the
technologystaffto identify issues for their review and recommendations.

Note: For issues where the only IT resources requested are those includedstandard
Expense and OCO packages,rdi code them as IT issues.
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Codes Used For the Development of the Schedule XI: Agency Level Unit Cost Summary

The purpose of this section is to provide an understanding of the importance of the coding
structurethatis used to build the Activity Detail Report for the Schedule XgencyLevel Unit
Cost Summary.

Statewide Administration and Support Activities

Staewide activity codes have been created for administration and support activities. These
statewide activity codes range from ACT0010 to ACT0499. This enables the user to make the
distinction between a statewide or unique activity.

For the se¢eiviec®OiiExeéecwown and Support Services,
executive direction and administrative functions, agencies must use the activities listed below, as
applicable. Agencies are not required to include unit cost measures andl datatéor approved
statewide administrative activities. However, agencies must provide the total cost for each

activity.

In instances where administrative activities are not separately accounted for within an agency,
e.g., a separate organization cagéhe Florida Accounting Information Resource Subsystem
(FLAIR), the agency may combine the activities and show one total cost for the combined
activities. Agencies are not required to break out how much is spent on each function if it would
require assiging arbitrary cost figures to the activities. However, the description/narrative of

the activity should clearly state what is included in that total cost. Agencies should only
combine activities where appropriate based on the way costs are allocatghingthat can be
brokenout should be broken out.

The staff of the Governordos Office of Policy
committees will use the following statewide activities and activity codes in their analysis of
administrativeand support costscluding fixed capital outlay, information technology and

Apass throughso across all agenci es:

Activity Code Statewide Administration and Support Activity Title

ACT0010 Executive Directiorr Positions and related costs associatgd planning,
organizing, directing, and coordinating the overall work of the agency or
service.

ACT0020 General Counsel/Legal

ACTO0030 Legislative Affairs

ACTO0040 External Affairs

ACTO0050 Cabinet Affairs

ACT0060 Inspector General

ACTO0070 Communications/Public Information

ACTO0080 Director of Administration

ACTO0090 Planning and Budgeting

ACTO0100 Finance and Accounting

ACTO0110 Personnel Services/Human Resources

ACT0120 Training

ACTO0130 Mail Room
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ACTO0140 Print Shop

ACTO0150 Records Management

ACT0160 Supply Room

ACTO0170 Property Management

ACT0180 Contract Administration

ACTO0190 Grants Management

ACT0200 Procurement

ACTO0210 Fixed Capital Outlay

ACTO0300 Information Technology Executive Direction
ACTO0310 Information Technology Administrative Services
ACT0320 Information Technology Application Development/Support
ACTO0330 Information Technology Computer Operations
ACT0340 Information Technology Network Operations
ACTO0350 Information Technology Desk Top Suport
ACTO0370 Information Technology Asset Acquisition
ACT0430 Payment of Pensions, Benefits and Claims

Statewide Information Technology Activities

Generally, information technology activities and dollars should be rolled into operational
activities. This is done when there is a clear linkage between an operational activity and the
information technology system and/or application that is used to support the operational activity.
The total cost and unit cost of the operational activity includes thetthst information

technology system and/or application that supports the operational activity.

For the service Information Technology and information technology activities that cannot be
rolled into operational activities, agencies must use the aesV&CT0300, ACT0310,

ACT0320, ACT0330, ACT034CACT0350,and ACT037(as applicable. Unit cost measures

and related data are not required for information technology. However, agencies must provide
the total cost for each activity.

The staff of the Govenor 6 s Of fi ce of Policy and Budget ar
committees will use the following approvsthtewideactivities and activity codes in their
analysis of information technology across all agencies.

Unique Activities

All other activities for each agency are unique to the agency and are assigned a different
sequence of codes from ACTO0500 to ACT9999. These activities are not statewide administrative
support or statewide information technology activities. They are eggtbrough the Executive
Office of the Governor and the Legislature. When requesting new activities, agencies must stay
within this sequence of codedll unique activities must be accompanied by a unit cost measure
and unit cost standard.

APass hTohrAocug vities

Pass throughs are identified as funds the state distributes directly to other entities, e.g., local
governments and community organizations, without being managed by the agency distributing

the funds. These f un dget; HoWeven the dgenoywcanhot divérteor a g e n
expend any of these funds and has no discretion regarding how the funds are spent, and the
activities (outputs) associated with the expenditure of these funds are not measured at the state
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level. Pass throughaivities do not have a demand or unit cost meas@igein prior years,
requested new and/ or changes to pass through
narrative

Note: This definition of fApass t hfruoitcgstho appl i es
development.

As part of determining unit cost, agencies are required to review and evaluate all approved
activities, including any approved ffhatses t hr o
unique (not directly associated wittmother activity pass through activities. Regardless of its

currently approved title, activities which are determined to consist only of distributing funds to
another entity without any agency contghol or
activity.

Note: For pass through activities, the demand or portion of the demand being met by the entity
thatreceives the pass through fundeigat t ri but ed to or fAcountedo a
accomplishment of the agency which distributes the thasagh funds.

APass Througho Activity Titles

Pass through activity titlggreviously approved or newly requestetlst describe the activity
by identifying where the funds originate.g., federal agency, General Revenue [uhé entity
receiving theunds, and on what the funds will be expen@ed.,Pass through from federal
Dept. of XXX to Street Lamp Aid for street lamp repair.

APass Throughso Activities Directly Associ ate
Ifthei pass t hr ou g kickctheasguiateddvithtandforeexpiersls funds which help to

achieve or fulfildl another activityoés demand,
and include it as part of the wunit cost of th
do ngo the associated activity. When deter min

associated activity it is helpful to askvhat is being measure@dndHow is it being measured?
If an activity is NOT directly linked to the unit cost measuramdther activity, it may be unique
and it may be appropriate to create a new unique pass through activity.

Any portion of the demand of the associated activity served by the pass through must be
added to and reported asmeaauret of that activit

Note: Transfers to data centers (Appropriation Category 21XXXX) must be included within
their associated activity.

Reevaluation of Previously Approved fiPass Thr
Pass through activities approved in past years must be retitled using a new ia¢kigifynction

of the activity includes more than the pass through funds from one entity to another. The title

should reflect what the activity is intended to accomplisbr example, an activity titled as:

Pass through federal Dept. of XXX funds to Needy Street Lamp agencies to distribute federal

street lamp components to the nesdguld be retitled asDistribute federal street lamp

components to the needgcausetiincludesagencysalaries and benefigsd relateegxpenses,

thatare not expended by or attributed to the entity receiving the funds. The associated pass
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through funds may be determined to be part of
appropiate to create anique new pass through activity to ensure such funds will not be
included in determining the unit cost for mee
federal street lamp components to the needy. If a pass through actiwtgnsiched to be

incorrectly identified as a pass through activity and a new activity is created, then a unit cost
measure must be provided for the new activity.

Note: To determine unique transfers to state agencies pass through activities and the amount,

the following criteria should be met: The activity expenditure (appropriation categories) should
have an assigned itemizaTrnams fodr £ xtpe ndti hamr eEnt
Pass Through of State & Fed~bANDItheExpenditwestre L o c a
NOT directly linked to the unit cost measure of another activity.

Note: To determine unique aid to local government pass through activities and the amount, the
following criteria should be met: The activity expenditures (eppation categories) should

have an assigned itemi zaAiditooLocalGoveremeqmanddi t ur e (
Nonprofit Organization Op er at i o il Aidto Lacal Ghvernment and Nonprofit

Organizationi F CO 0 ANDIthg expenditures are NOT daty linked to the unit cost

measure of another activity.

Payment of Pensions, Benefits and Claims Activity

The statewide activitACT0430 - Payment of Pensions, Benefits and Claintsas been
developed to assist agencies in eliminating these expenditanestfe determination of unit
cost. Agencies are directed to include this activity title and activity code for any such
expenditures. This statewide activity does not have a demand or unit cost measure.

Note: To determine the amount for payment of perss benefits and claimghe agency should

use the expendi t.udbame paymentofclaims maydd withih théilGQE of

AA0O and should also be evaluated to determine
activity ACT0430.

Fixed Capital Outlay (FCO) Activity

To the extent applicable, fixed capital outlay funds should be rolled into operational activities.
This is done when there is a clear linkage between an operational activity and the fixed capital
outlay used to support theenational activity. The total cost and unit cost of the operational
activity includes the cost of the fixed capital outlay. However, in many instances fixed capital
outlay projects support multiple activities within a service. In these instancesesatdwide
activity for fixed capital outlay projectsThe LAS/PBS activity code for fixed capital outlay is
ACT0210.
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Funding Source Identifiers (FSI)

The FSI coding structure is used to identify the funding sources for edéhigsue, including
estimated expenditures, in LAS/PBS. This coding structure contains a unique code for each of
thefour funding source categories and alddth code for the purpose of identifying the

historical data that has not been broken out by funding source.

ESI Title / Description

1 State Funds/Nonmatchdentifies issuefundedwith nonfederalrevenue
sourcesexcludinggeneral revenuer other state fundssed to match federal
dollars butincluding state funds used to provide state finarasalstance
and state funds received from another fund or agency.

2 State Funds/Matchidentifies general revenue and trust fund appropriations
thatare used to match federal fupdscluding match funds transferred from
another fund or agen@nd fund used as Maintenance of Effort (MOE).
NOTE: FSI of 2 should only be used to identify MOE when amounts can
be determined with certainty or if the type of expenditure has been used
consistently in previous years as MOE

3 Federal Fundsidentifies isues funded bgctual federal receipts. Federal
funds transferredly an operating transfétom another agenogr trust fund
thatactually received the grant or funding are not reflected as federal funds
(FSI 3) in the second recipient agency or trustifudse this code for all
issues funded by federal receipts, regardless of whether they are indirect
or direct costs. (Refer to the definition for FSI)9

9 Transfer- Recipient of Federal Fundsdentifies federal fundthatare
appropriated anttansferred from the original receiving agemeytrust fund
via an operatingransfer. If your agency receives federal funds as a cognizant
agency, and does not have tperatingappropriation, you do not have an FSI
issue since the secondary receivaigggency will be recording the FSI
information along with their EBA issue. In this instance, the receiving
agency would record an FSI of 3. As mentioned earlier, the FSI is used to
identify funding sources for each-BA issue. Use this code for all issug
funded by transfers of federal receipts, regardless of whether they are
indirect or direct costs.

0 No Available FSI Breakout (historical use only).

For the purpose of FSI's, federdilynded appropriation issues (FSMa)l only be indicated for

the budget entity (service) receiving furdigectly from a federal agency or via a nonoperating
transfer from another agency or trust furkederal funds transferred from another agesrcy

trust fund which actually receivechée grant or funding, should not be reflected as federal funds
(FSI 3)in the second recipient agenaytrust fund Funds should be codedther as a Transfer

T Recipient of Federal Funds (FSI 9) unless the originating agency has no appropriation but
merdy acts as a cognizant agency.
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It is important that agencies identify the funding sources for theirJA issues as accurately as
possible and update the information as changes occur. The FSl is used by Office of Policy
and Budget (OPB), House and Sendterun various reports when making funding decisions.

NOTE: Two revenue codes have been established to capture federal revenues related to
indirect costs. For revenues related to direct costs, usemaeeode 000700 for direct federal
receipts or 0015Q for transfers of federal receipts. For revenues related to indirect casts
code 000799 for direct federal receipts or 001599 for transfers of federal receljits.

revenue code 000750 has been established to capture Federal American Recovery and
Reanvestment Act (ARRA) Grants for direct receipts. Costs from transfers of Federal ARRA
Grants from other agencies will use revenue code 001510 for direct and 001599 for indirect.
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Itemization of Expenditure (IOE)

Article 111, section 19(b) of thé&lorida Constitutiorrequires the appropriations bill to be

separated by Itemization of Expenditures (IOE). The following guidelines are to be used to
determine the IOE that should be assigned to a new appropriation category at the time it is being
added tolie appropriation category file. The IOE should be selected based on the most
appropriate classification for the majority use of the appropriation category.

Code Title

Operations

A State Operations

1  Salaries and Benefits

1 Other Personal Services

1 Expenss

1  Operating Capital Outlay

1  Food Products

T Selected ASpeci al Categorieso and ALump
spent directly by an agency for a state program.

B Aid to Local Governments and Nonprofit Organizations- Operations

T Al AAI dcotve rlnaneallt so0 appropriations exce
state agencies for distribution to local governments (refer to IOE Code D).

T Selected ASpeci al Categorieso and ALump
spent by a private organization or localvgrnment for operations, not capital
improvement projects, pursuant to the terms of a contractual agreement with a
state agency (i.e., the state agency's role is limited to providing oversight and/or
providing funds as reimbursement to a local agency).

C Payment of Pensions, Benefits and Claims

T Selected ASpeci al Categorieso and ALump
pensions, benefit payments, claims or scholarships with a state or local agency
serving as fiscal agent for administration of the funds.

D Pass Through of State and Federal Funds to Local Governments

T Selected ASpecilblmfCategorard ANAAi d to Locd
appropriations that are to be provided to state agencies for distribution to local
governments as required by law.
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E Medicaid and WAGES

1T Selected fiSpecial Categorieso appropri a
providers, and temporary cash assistanc
Sufficiencyo (WAGES) progr ams.

H Transfers to Other Entities

T Selecteld G&otpegorai eso and AData Processio
for transfer to another state agency or budget entity (service).

Fixed Capital Outlay

I State Capital Outlay - Department of Management Servicedlanaged

T Selected AFi xe dXXXXapprapaation Etedotiea. yPjedtsO 8
that should be assigned to this IOE are those that will be implemented by the
Department of Manageme8ervicedDMS) on behalf of the requesting agency.
All project requests are to be assignethis IOE unlesghe request meets the
specific conditions for | OE J, K, L, M
MGDoO0 at the end of their short title in

J State Capital Outlay - Agency Managed
1 Selected fAFi xed Capital Outl.aThe (08 XXXX
projects that are to be assigned to this IOE are those that are managed by the

agency and are limited to:

1. Land acquisition projects for conservation, environmental, or recreational
purposes.

2. Beach restoration and erosion control projects.

3. Department of Transportation projects other than road and bridge projects.
4. Educational facility projects not entered ®H L or I.

5. Department of Corrections projects to be completed by force account.

6. Maintenance, repair and renovation projebts agencies have the capacity to
supervise.

7. Project requests that will be financed by the issuance of revenue bonds
pursuant to the Florida Building and Facilities Asdtions 255.501 through
255.525, Florida Statutes).
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K State Capital Outlay - DOT Work Program

T Selected AFi xed Capital Outlayo (08XXXX
Department of Transportation (DOT) Work Program.

L State Capital Outlay - PECO
T Selected AFi xed Capital Outlayo (08XXXX
Educationafacility project that will be financed pursuantAaticle Xll, sections
9(a) and 9(d) of th&lorida Constitution.

M Aid to Local Governments & Nonprofit Organizations - Capital Outlay

T Selected AFixed Capital Out | fncapital 14 XX XX
outlay grants to local governments or nonprofit organizations.

N Debt Service

1 Selected fAFi xed Capital Outlayo (08XXXX
service for fixed capital outlay projects.

Z Nonoperating Accounting Categories
1  This IOE is not appropriate for use in the General Appropriations Act.

Nonoperating accounting categories are established solely for use in the LAS/PBS
appropriations ledger.
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Sections of the Appropriations Bill

The appropriations bill format contaibseakouts by seven major sections (or program areas as
defined in the Florida Constitution). The following is a list of those sections:

Section 1: Education(Lottery)

Section 2: Education(Other Fundps

Section 3: Human Services

Section 4: Criminal Justie and Corrections

Section 5: Natural Resources, Environment, Growth Management, and Transportation
Section 6: General Government

Section 7: Judicial Branch

In addition, the bill includes an Itemization of Expenditures (IOE) coding structure developed to
accommodate the requirements of BheridaConstitution. The IOE coding structure identifies

the Altemization of Expenditureo f &rn each of
LAS/PBS. ThelOE on the BIF will default based on the appropriatioategory codes esl

These codes are used to generate summary totals in the Governor's proposed appropriations act
and the General Appropriations Act as required by the Florida Constitution.

The format contains:
1 Breakouts by the seven sections described above;
1 Section recap totals for federal, state matching and state nonmatching funding within
each of the Altemization of Expenditureso

Government Operations, Aid tordividuals, State Capital OutldyDepartment
Managemen$ervicesManaged, etc.);

1 Section and bill recap totals for each of the Itemization of Expenditures codes; and

1 Section and bill overall recap totals.
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Inter -System Codes

The codes described aboae used only in LAS/PBS. There are also several other codes

needed for making budget decisions. These codes are shared by the FFMIS subsystems that

include LAS/PBS, FLAIRandPeople First
Following is a description of each of the codes including@se, usage and coding structure.

Appropriation CategoriesA six-digit unique statewide code that defines the appropriations

made to a budget entity. Typically they identify an expenditure classification of the budget

entity, such afsi tis@alanmr iffdataaddpb@enessi ng

Budget Entity An eightdigit codethatmeans a unit or function at the lowest level to which

Example: 010000 Salaries and Benefits

ser vi

funds are specifically appropriated in the General Appropriations Act. Following are examples
of budget entities at various levels.

Level 1

Level 2

Level 4

|:| Indicates Lowest Budget Entity (LBE) level

Example #1

Agency for Health

Example #2

Care Administratior
68000000

Department of

State
45000000

Program: Health
Care Services

Program:
Administration
and Support

Historic

Preservation Boar
4570000

Program: Offic'e of
the Secretary and
Division of
Administrative Services
45010000

E—

Advocating
International
Business
Partnerships

4501000

Executive
Direction and
Support Service
4501020

685|(D000 63200000
Childr Executive Medicaid Program:
....... Special Health.| Direction and|| Services to Historic Pensacola..
Care Support Serviceg Individuals Preservation
6850000 685000 68501400 Board
45700D0
Historic
Properties
Management
45700101
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Fund A four-digit code describing an account established from which an appropriation is made
to be used by agencies in making authorized expenditures. The first digit identifies the fund

type.

The two fund types available are:
1000 = GenerdRevenue Fund
2xxx = TrustFund

Object of Expenditure A six-digit code that further identifies the type of goods and services for
which appropriations are expended.

Example: 152000 State Retirement

Program ComponentA tendigit code describing an aggregatimingenerally related objectives
that can be logically considered an entity for purposes of organization, management, accounting,
reporting and budgeting.

Example: 1203000000 Legal Representation
Revenue A six-digit code that identifies the sourcern which funds are received.
Example: 000302 Estate Tax

Coding tables can be obtained from LAS/PBS.

June 2016 41 Legislative Budget Request Instructions



LAS/PBS Coding Chart

The following chart contains the standaebislative Budget RequefitBR) codes and indicates
the specific LAS/PBS transactisthatare to be used to add, correct, inquire and request a listing
of these codes.

In addition, the codesnd listingscan be accessed via the LAS/PBS Web by sele@iodes &
Titles'from thetop NavigationalMenuand then seleictg the appropriate tableom the leftSide
Menu

LAS/PBS CODES LAS/PBS TRANSACTIONS

Request Web Report

Add Correct Inquire List or
CodetTitle Screen  Screen Screen Screen Excel
AppropriationCategory ACTA' ACTC ACTI ACTR Both
Codé
BudgetEntity Codé BETA?! BETC BETI BETR Both
Catalogof Federal CFTA® CFTC CFTI CFTR Excel
Domestic Assistanc8odé
FundCodé FCTA! FCTC FCTI FCTR Both
Issue Code ICTA ICTC ICTI ICTR Both
ObjectCodé OCTA  OCTC OCTI OCTR Both
ProgramComponent Code PCTA! PCTC PCTI PCTR Excel
RevenueCode RCTA RCTC RCTI RCTR Excel

! Thecorrespondingorm mustbe submittedandapprovedy the Office of Policy andBudget(OPB)
and Legislativestaffprior to useandinput by the BudgetManagemenPolicy Unit in OPB.

2 TableSearchAvailable

% Thecorrespondingorm mustbe submittedandapprovedy OPB prior to useandinput by the Budget
ManagemenPolicy Unitin OPB.

Pleaseaeferto the websitdor all of theabovereferencedorms.
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Guidelines for Input of Codes and Titles

The purpose of these guidelines is to assist in maintaining consistency among the various code

titles within LAS/PBS. The Codes Manager within User Support of Systems Design and

Development is responsibler ensuring that these guidelines are followed. Please adhere to the

following guidelines when entering any LAS/PBS code title.

General

1 Before adding any title to any table, run an alphabetical table listing or use the table search
feature to see if thtitle already exists. If so, use the existing title. Do not add duplicate
titles.

1 Avoid the use of abbreviations, acronyms and symbols in long titles. Spell out words as
much as possible.

1 When adding new codes, add them in increments of numbdteworaom for inserting
additional codes that may be needed for future budget periods.

Example: 5200100 and 5200200 will allow for future inserts of 5200110 through 5200190.
1 Check all titles for typographical errors before pressing either the ENTERIokey.
1 Avoid the use of dates in titles.

Program Component

1 Avoid the use of program component 9999999999 for Fixed Capital Outlay issues unless
the dollars cannot be associated with a specific program component.

D-3A Issues
1 Donotassignanisswei t h t he titde Aunique i ssue
1 Do not assign a summary and a detail issue the same title.

Example:

Incorrect- 7200000 Substance Abuse Prevention
7101000 Substance Abuse Preventid®afe From AbuseChildren

Correct- 7100000 Sustance Abuse Prevention
7101000 Safe From AbuseChildren

June 2016 43 Legislative Budget Request Instructions



Generally, issue codes are input at the department level. This facilitates the use of the same code
in more than one budget entity and allows LAS/PBS reports torbat both the department and
budget entity level.

1 Fund shifts or adjustments should be coded using a summary issue and then funding
adjustments defined by using detail issues.

Example:
3400000 Fund Shift
3400100 State Data CentgBeneral Revenue
3400200 State Data CentgBrants and Donations Trust Fund

3400100¢ Transfer the ABC Trust Fund to the XYZ Trust Funddd
3400200 Transfer the ABC Trust Fund to the XYZ Trust Furfldeduct

1 Summary issues are designated by the first three digits with the remaining four digits being
zeros (OYexample: 3000000, 5100000These issues will appear before their detail
issue(s). If there are no detail issues, then only the summary issuamill pr

Example: 6000000- summary issue code

1 Detail issues are designated by the last four digkample: 3001000, 52001P0These
i ssues appear after the summary i ssue. | f
titl e on t alyddenaepaortsih placebobthedsumsnpry issien the detail
issue will print. Should you receive this error message, it will be necessary for you to title
the summary issue code (or determine if the data should be added at the summary level

only).

Exanple: 60XXX0 - detail issue code

1 All detail issues must have an associated summary issue. If dollars are entered at the detalil
issue level, there should be no dollars at the summary issue ledellars are entered at
the summary issue level, thesleould be no dollars at the detail level.

Example:

Incorrect-
7100000 Substance Abuse Prevention $45;08tt summary levelnd
7101000 Safe From Abusehildren $20,000- $ at detail level
7102000 Research Services $12,0600 at detailevel

Correct-
7100000 Substance Abuse Prevention
7101000 Safe From AbuseChildren $45,000- $ at detail level
7102000 Research Services $32,000 at detail level
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SECTION 4: BUDGET PREPARATION PROCESS

Overview

The preliminary phase of the budget preparation process begins with historical data being loaded
into LAS/PBS fromFLAIR andPeople First The process of preparing the budget database for

the legislative budget requestise f er r ed ©o déenSopdt Owpng proced
process for transferring the data and creating continuation and deduct issues. Procedures are
provided separately for:

Continuation Startp
How to Develop a Budget Request for New Needs
How to Prepare the Unit Cost Summary

Continuation Startup Procedures

Transfer Data from FLAIR

FLAIR provides the agenciesd historical acc:
data is referred to as the prior year actual expenditaegaludesash disbursements,

carry forwardéertifications forward for accounts payable and encumbrances, and accounts
receivable information. These expenditures from FLAIR are reported by object code

(telephone expense, postage, travel, etc.).

Agency accountingnd budgeting staff must confer on when to release FLAIR data to
LAS/PBS. The FLAIR disbursement data will be taken at the ¢izmey
forwardcertifications forward is transferred. These transfers can occumagayrior to
August 1 If an agency hasot requested the transfer by AugusFLAIR will
automatically transfer them to LAS/PBS.

The data will be transferred only once and at the department level. Once the data is
transferred, the remainder of the continuation startup proceiauk@sS/PBS mg be

processed by a single budget entity, multiple budget entities or all budget entities within a
department. Positions assigned to salary and benefit expenditures in LAS/PBS will be
systemgenerated from thBeople Firstlata.

Review Transferred Data

Upon completion of the transfer, the FLAIR data will be available in LAS/PBS as Actual
Prior Year Expenditures includirgarry forwardéertifications brward. This data may be
adjusted by the agency but a copy of the data before any adjustments wviditedras a
permanent record of the transferred data. The data can be adjuitedllmnusing the
Historical Detail Data Add or Correct (HDDA or HDDC) transactions.

Audit Actual Prior Year Expenditures

After any adjustments are made to the agbuak year expenditures data, an ExhibilD

Report should be requested using the ED1R transamtioia the LAS/PBS WeReports

Menu This audit report compares object code amounts to fund amounts. All discrepancies
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should be corrected and the repgerun. Continue this process until an astiowingno
discrepancies is received. For more information regardingsawelfer to Audits in Section
6.

Current Year Estimated Expenditures Issue

The current year appropriations are adjusted for vetpesppriations in supplemental bills,
contingencies that failed, and legislatively approved reorganizations. This process is
completed jointly betweethe Office of Policy and Budge©OfB) and state agencies. OPB
usuallyprovides instructions via a memacdum each June regarding the process to be
followed. After adjustments are completed, OPB creates the column from the adjusted data,
which is referred to as Current Year Estimated Expenditures.

Create Continuation Issues
The Costto-Continue Request (CR) transaction will be run on a statewide basis by OPB
to create the following issues:

1001000 - Estimated ExpendituresOperations
9901000 - Estimated Expenditureg-ixed Capital Outlay

The adjusted Actual Appropriations prior to the distribution of Administered Funds for the
current fiscal year is the source used to create these issues. These continuation issues are
considered the starting point necessary to continue current opera&ielest FCO

appropriation categories for debt service (IOE = N) will be included in the creation of the
continuation issues (9901000).

These issues can be viewed in LAS/RB&sing the Budget Detail Data Inquiry (BDDI)
transaction or by requesting Brhibit D-3A from the Exhibit A, D and EBA List Request
(EADR) transaction.(They are also available via the LAS/PBS Web thraingtBudget
Developmentor Reports Menu)

TheFunding Source IdentifieFSI) identification of each appropriation categonddund

includes estimated expenditures as appropriated in the General Appropriations Act (GAA).
The Current Year Estimated Expenditures must be adjusted to reflect whether the
appropriations are for state funds/nonmatch, federal funds, state fundsnatahsferof

federal funds The OPB in conjunction with House and Senate staff will review the FSls

and make any necessary adjustments before creating the current year estimated expenditures
issues.

Changes to the current year estimated expendititee allowed only by using the

statewide issue code 160XXXO0 for operations and 990D000 for fixed capital outlay in the
request year columnrlo request changes to the FSI breakout, use the statewide issue code
160SXXO0 for operations and 990D000 fordikcapital outlay in the request year column.

Use the Budget Detail Data Add and Correct (BDDA and BD&)sactios and the

Position Adjustment Detail Add and Correct (PADA and PADC) transactions to input these
issues.(They are also available via th&S/PBS Web through the Budget Development
Menu.)
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In addition, several other statewide issues in the 100XXXX series may be created by OPB,
such as:pay package distribution, retirement, and casualty insurance. OPB will provide
instructions by memoranduregarding these issues and how they must be handled.

Create Deduct Nonrecurring Issues (2103XX0 and 990N000)
The nonrecurring issues are unique issues that will not continue in future years and are
deducted from the continuation base. OPB will useNbnrecurring Issue Request (NRIR)
transaction to create the following deduct nonrecurring issues:

2103XX0 - Deduct Other System Generated Nonrecurring Expenditures

990NO000 - Deduct Other System Generated Nonrecurring Debt Service
Expenditures

Thededuct issues are based on the nonrecurring column for the current year appropriation
developed by legislative and OPB staff.
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How to Develop a Budget Request for Needs

Following are stefy-step procedures of how to build a budget request in LAS/FI28.
Appendix E for Standards for Agency Legislative Budget Requests.

1.

Determine Needs

The agency should determine what resources it needs to address priorities established in the

agency'd.ong Rangd’rogram PlafiLRPP) Pursuant to section 216.0F0rida Statutes
thelLegislative Budget RequefiBR) istoreflech . . . t he agency' s
of its needs. 0 ,Fl&idacStaiutegrovides B padt ihdepemdert u )
judgment i s 0.actual needsamadesepardtely artd aparhfrom the

legislative budget request of any other agency or of the judicial branch, or any assessments
by the Governar @ he agency must then select the appropriate budget entity, program
component, issue, appropriationagary, fund and funding source identifier code for each
issue. See Schedule XI\dn how to describanyyv ar i ances bet ween an
LegislativeBudgetRequest and theongRangeFinancialOutlook, as required brticle

[ll, Section 19(a)(3) of th&lorida Constitution.

Code D3A Issues

The next step is to check to see if the issue code already exists and if not to add the issue
code and title to the table in LAS/PBS. This is done using the Issue Code Table Add and
Correct (ICTA and ICTCjransaction®r via LAS/PBS Web go tthe Codes & Titles

Menu Generally, all other codes, i.e., appropriation category and fund, are already
established in the tables. See Guidelines for Input of Codes and Titles in Section 3.

Fund D3A Issues

Use he Budget Detail Data Add and Correct (BDDA and BDDC) transactions to enter the
dollar amount of the EBA issues in the designated request column. If the issue contains
changes to currently authorized positions or new positions, the salaries and pentdits

of the issue must be entered using the Position Adjustment Data Add and Correct (PADA
and PADC) transactions rather than the BDDA. If the issue requested is for salary amounts
not associated with a specific position{call fees, overtime, etcuse the Other Salary
Amounts (OADA and OADC) transactions. All other appropriation categories within an
issue must be entered using the BDDA or BDDC transactibimese functions are also
available via the LAS/PBS Web throutite Budget DevelopmentMenu)

Justify the D3A Issue

Justification for D3A issues is entered usihdS/PBS Web Issue Narrative or the Issue
Narrative Upload Agencies should keep in mind that this narrative will be uploaded into

the InterneBudgetwebsitei the narrative must be complete, accurate and appropriate for
public reading. The E3A issue narrative must include information that provides the
justification and i mpact of the requested
information regarding narrative requirements, see IssuatiariJustification in Section 5

5. Review BD3A Data
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Upon completion of input to the-BA issues, the data can be reviewed in the Exhi#8AD
format using the Exhibits A, D and-BA Request (EADRtransactioror via LAS/PBS
WebReports Menu

6. Review Budget Entity (Service) Narrative
Budget entity narrative is the authority and the description for the budget entity or service.
For existing budget entities, this information can be reviewedrarttified online using the
Budget Entity Narrative Correct (BNDC) transaction. For new budget entities, use the
Budget Entity Narrative Add (BNDA) transaction to insert this informatidhe budget
entity narrative appears on the Exhibit A report.

7. Review Program Component Narrative
Program component narrative provides the objective of the program component and is
consistent with the agentyng Rangd’rogram Plan. Program component objectives are
specific, measurable, intermediate ends that areaabie and mark progress toward
achieving an associated goal. Program Component objectives are directly linked to the
delivery of a service. Agencies will use LAS/PBS to identify the objective of each program
component within a budget entity or servicelime using the Program Component
Narrative Correct (PNDC) transactiohe program component objective appears on the
Exhibit D report.

8. Audit Position Adjustment Data
Upon completion of input to Segment 3 New Positions, run the Base RateRiagiest
(BRAR) transactioror via LAS/PBS WeliReports Menu The audit will identify the
vacant positions with salary rate above or below the minimum of the pay grade. The
minimum is set annually by OPB.

9. Prepare Trust Funds Available Da&chedule bnd Schedule IB (if applicable)]
For each trust fund, a Schedule | must be prepared showing source of revenue (Section 1),
detail of nonoperating expenditures (Sectiondgjustments (Section 1ll), and summary
totals (Section IY. A Schedule IB Detainust be preparedor ALL trust funds having an
unreserved fund balance in columns A01, AO2andl03. Trust fund data can be entered
in LAS/PBS using the following transactions:

Section | - TFRA and TFRQr LAS/PBS Web template and Upload
Section Il - TFENA and TFNC

Section llI- TFAA and TFAC

Section IV- TFSA and TFSC

Schedule IB TFBA and TFBC

10. Review Schedulednd Schedule IBata
Upon completion of input to the Trust Funds Available @aa the Detail of Unreserved
Fund Balance da, the information can be reviewed by using the Schedule | Request
(SC1R) transactionr via LAS/PBS WelReports Menu

11. Audit Schedule bnd Schedule IBata
Upon completion of input to the Trust Funds Available data, run the SC1R audit report to
compare the Unreserved Fund Balance amounts. The amount on Line A in Column A0l
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must agreetothe hi e f F i n a raudited Unresefvdd ifundebalanse as defined in
the Schedule | preparation manual. The amounts should not be neJte/etal amourst
in each column of th&chedule IB must equal Line | of Scheduldflthe Schedule IB is
not completed for those trust funds having an ending unreserved fund balance in any
of the columns, then an audit exception wibe generated. Correct any discrepeies and
then rerun the audit. Continue this until an awdih no discrepancies is received.

12. Completion of Manual Forms
There are several manual forms that have been developed for the agency to use in
developing the_egislativeBudgetRequest ad justification.

13. Technical Review
The Legislative Budget Reque@tBR) will be reviewed for technical compliance with the
budget instructions. OPB will provide separate detailed instruatiotising the process
used to do a technical review. checklist will be included for the agencies to ensure that all
exhibits and schedules meet the technical requirements based on the budget instructions.
The checklist must be completed by the agency and included in the submittal of the LBR.

LAS/PBS Input Forms

This section describes the following forms used for input of LAS/PBS data:

1 Exhibit D-3A: provides for entry into LAS/PBS budget at the detailed issue level.
Information is also presented by appropriation category.

1 Schedule:l provides data ahe budget entity and/or department level on trust funds
available.

1 Schedule Il/lll provides changes to currently authorized positions and for entry of new
information about employee positions and salaries at the program component level.

The input formsare optional. Prior year computer printouts or other documents may be used as
an input worksheet. After the information is gathered on an input document, enter the data into
the LAS/PBS system.

Please refer to thBudget Instructionsn the Florida Fiscal Portalebsite for these forms.
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How to Prepare the Unit Cost Summary
Following are stepby step procedures for creating the Agency.evel Unit Cost Summary.

1. Actual Prior Year Expenditures BActivity i AgencyLevel Unit Cost Summary (Schedule
X1)
As a starting point, once the "Actual Prior Year Expenditures" (Column A01) has been
created, agencies may create the Activity Actual Prior Year Expenditures (Column A36) in
LAS/PBSusing the Activity @lumn Creation Request (ACCR) transactionagencies may
start from scratch to input expenditure data in Column Al3te following methodologys
usedto populate Column A36:

1 determine the percent of total funds allocated to each activitydohoal &tivity
expendituresn Fiscal Year2014-2015; and

T apply that percent to distribute the do
expendituregiscal Year2015-2016.

TheFull Time Equivalen{FTE) will be copied from Column A50 to Column A3fn
addition, the ®andards must be added or copiexin the prior year

Contact LAS/PBS User Supporthelpcreate Column A36ia ACCR
2. Review and Adjust Activity Actual Prior Year Expenditures

Manual adjustment® expenditures, FTE, and standamuisy be necessary to reflect new
activities, deleted activities, and other adjustments.

3. Audit Activity Actual Prior Year Expenditures
After any adjustments are made to the activity actual prior year expenditures data, request a
Generic Report RequeSGENR) audit to make sure the activity actual prior year
expenditures (Column A36) equals thegislative Budget Reque@iBR) actual prior year
expenditures (Column A01). Use the Statewide Menu (STAM) Tran ID = GENR, Save ID =
ACT1.

Note: When techmial changes have been made to the LBR actual prior year expenditures
(Column A01)then these same adjustments must be made to Column A36. In addition, for
unit cost reportingthere may be some adjustments in the activity column that will be an
acceptable audit exception.

4. Prepare Unit Cost Summary
Use the Budget Detail Data Add and Correct (BDDA and BDDC) transactions to allocate the
actual prior year expenditures to eattivity and enter the output standards (record type 5)
for each activity in Column A36.

5. Describe the Actual Prior Year Activities and Unit Cost Measures
Use the Activity Issue Narrative Add or Correct (AINA and AINC) transactions, Activity
NarrativeSet V1, to describe activities and the unitstoneasure for each activitfor each
activity included in the actual prior year, the following information must be provided:
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activity title,

the statutory authority for the activity,
unit cost measure,

agency contact name, and

telephone number.

= =4 =4 -8 A

In addition, the following description information must be provided for each activity:

purpose,
tasks/processes,
accomplishments,
customers/number served, and
counties served.

= =4 =4 -8 -

Note: You can verify input of activity data entered in the Budget Detail Data Entry (BDD)
transaction using the Activity Detail Report Request (ADRR), Exhibit A, D, é8#&l D

(EADR) and/or Generic Report Request (GENR). This data is used to generate théeSchedu
XI: AgencyLevel Unit Cost Summary.

6. Audit Agencylevel Unit Cost Summary
Run the Schedule XI: Agendyevel Unit Cost Summary report and review the audits. The
Activity Actual Prior Year expenditures column (A36) must reconcile with the LBR Actual
Prior Year expenditures column (AO1). In addition, there are three additional audits required
to verify the unit cost activity data. The necessary adjustments to the activity data must be
made in LAS/PBS to correct any audit exceptioRefer to the Adits in Section 6

7. Adjustments to Activities and Unit Cost Measures
Use the Activity Issue Narrative Add or Correct (AINA and AINC) transactions, Activity
Narrative Set V3to make adjustments to activity descriptions and/or change unit cost
measuresdr current year or request yed&equest new activities by first adding the activity
code and title inhelssue Code Table (ICTA) transactjahen provide the narrative
description and unit cost measure in AINA.
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SECTION 5: LEGISLATIVE BUDGET REQUEST EXHIBITS AND SCHEDULES

Overview

The Legislative Budget RequgsBR) comprise various exhibits and schedules. Generally,
exhibits offer different ways to view an agency's budget request (by issue, category, etc.), and
schedules are supporting documents for these exhibits. This section provides instructions for
preparing each exit and scheduleand is separated by those that are automated through
LAS/PBS and those that are manually prepared on forms.

Below is a summary chart listing each exhibit or schedule with a description of the purpose or
format of each and whether it is automated or manual report. The LAS/PBS Save ID and
Transaction ID from the Statewide Report RequestM&TAM) areprovided for the
preformatted LBR automated reports.

Note: The LAS/PBS Web is also available for all preformatted saved reportsthifitepgrts >
Saved ReportqStatewide).

Exhibits and Schedules Summary Chart

Exhibit/Schedule Title Description Manual/
Automated

Exhibit A: Issue Summary Summarizes the issues by budget entity. Provides{ SAVE = EXA
budget entity authority, service outcoued service TRAN = EADR
methodology.

Exhibit B: Appropriation Summarizes the request by appropriation category { SAVE = EXB

Category Summary each budget entity. Displays the number of position TRAN = EXBR
and fund sources.

Exhibit D: Program Summarizes the issues within a program componen SAVE = EXD

Component Issue Summary | (like Exhibit A). Provides the objective of each TRAN = EADR
program component.

Exhibit D-1: Detail of Presents the actual prior year expenditures (FLAIR | SAVE = EXD1
Expenses data) by appropriation category, object code, and fu TRAN = ED1R
sources for each program component.

Exhibit D-3A: Expenditures Presents, by program component, both the request | SAVE = ED3A
by Issue and Appropriation | supporting narrativgustification for each issue. TRAN = EADR

Category Within each specific issue, the appropriation catego
are displayed by funding source. Constitutes the mi
body of the LBR.
Schedule I: Trust Funds Summarizes revenues, nonoperatingezxjitures, SAVE = SC1
Available adjustments, and operating expenditures, divided inl TRAN = SC1R
four sections including a summary section to display
unreserved fund balanceBisplays prior year history,
current year's estimate, and the request year (inclug
nonrecurring revenues)rf@ach trust fund within the
budget entity.
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Technology Projects

projects and provides a framework to assess the co|

benefits, and risks of the project.

Schedule I: Trust Funds Schedule | Section: SAVE =SC1D
Availablei Department Level| Summarizes revenues, nonoperating expenditures,| TRAN = SC1R
(which includes Schedule IB: | adjustments, and operating expenditures, divided inf
Detail of Unreserved Fund four sections including a summary section to display
Balances) unreserved fund balanceBisplays prior year history,

current year's estimate, and the request year (inclug

nonrecurring revenues) for each trfigtd within the

department.

Schedule IB Section:

Identifies the funding sources and dollars associate

with the ending unreserved fund balances
Schedule IA: Detail of Fees | To be prepared for each agernyst fund established | Manual Form
and Related Program Costs | or currently being used as a depository for fee

collections or other specific sources of revenue that

were authorized to cover the full costs of conducting

specific program or serviaa to provide regulatory

services or oversight businesses or professiornso

account for the amount of fees collected, the full cos

expended in providing the program or service, and t

difference (either a remaining balance or a deficit).
Schedule IA" Part I: Provides additional information required bystion Manual Form
Examination of Rgulatory 216.0236Florida Statutegegarding the annual
Fees examination of fees charged for providing regulatory

services and oversight to businesses or professions
Schedule IA Part Il Provides additional information regarding regulatory | Manual Fom
Examination of Regulatory programs and the associated fees to assist the
Fees legislature in their review of the regulatory fee

structure for businesses and professions
Schedule IC: Reconciliation of Provides a reconciliation of the agency's Schedule I| Manual Form
Unreserved Fund Balance unreserved fund bal ance

accounting records for the most recently completed

fiscal year.
Schedule ID: Rquest for To recreate or abolish trust funds that are subject tqg Manual Form
Creation, Recreation legislative reviewafter the initial creation To request
Retention, Terminatigror new trust fundsre-create, retainmodify or termnate
Modification of a Trust Fund | existing trust funds.
Analysis of Trust Fund Communicates the fiscal, operational, legal and Manual Form
Creation technical impacts that creation@hew trust fund will

have. Any benefits or concerns related to the creati

of the new fund should be communicate®fice of

Policy and BudgetOPB) and the Legislature on this

form along with appropriate supporting documentati
Scheduldl: Summary of Summarizes position information for each class of | SAVE = SC2
Positions positions within the same program component and | TRAN = PSCR

issue code for each budget entity. Divided into thref

segments and displays pay grade/step, the number

positions, and the estingat rate of salary (doemt

include benefits).
Schedule lll: Summary of Summarizes the computation of salaries and benefij SAVE = SC3
Salaries/Benefits for each budget entity. Divided into three segments| TRAN = PSCR
Schedule 1V Information Summarizes Information Technology (IT) issues onl| SAVE = SC4
Technology TRAN = EADR
Schedule I¥B: Information Provides more detailed information on proposed IT | Manual Form
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Service

predeterminedme frame.

Schedule I¥C: Recurring This scheduleis no longer used. Manual Form
InformationTechnology

Budget Planning

Schedule VI: Detail of Debt | Indicates the debt service payments within a Manual Form

Schedule VII: Agency
Litigation Inventory

Provides information on significant litigation that maj
affect state agencies or state funding.

Manual Form

Schedule VIIIA: Priority
Listing of Agency Budget
Issues Requested
Expenditures Over Base
Operating Budget

Displays a summary priority listing of the budget
issues at the department level and provides a-cross
reference to the agentpng Rangeé’rogram Plan
(LRPP). Provides a priority of the issues requested {
are aboe the base operating budget and narrative,
which explains each priority issue, and its relationsh
to the LRPP.

SAVE = SC8A
TRAN = EADR

Schedule VIIIB1: Priority
Listing of Agency Budget
Issuesdn the Event of Revenu
Shortfallsfor Current Year

This schedulewill not be used for Fiscal Year2017-
18 Legislative Budget Request.

SAVE = S8B1
TRAN = EADR

Schedule VIIIB2: Priority
Listing of Agency Budget
Issuesn the Event of Revenug
Shortfallsfor Legislative
Budget Request Year

Identifiesrecurringbudget reductions that can be may
in Fiscal Year017-18 in the event that budget
reductions are necessary.

SAVE = S8B2
TRAN = EADR

Schedule VIIIC: Priority
Listing of Agency Budget
Issues for Possible
Reprioritization

Identifies programs, services, functions and activitie
that are currently being performed that may no long:
be the highest and best use of state resources and
provides an opportunity for an agency to recommen
how those resources could be redirected withe
agency to other programs, services, functions, and
activities to achieve measurable results.

SAVE ID =
S8C TRAN =
EADR

Structure

most recent fiscal year.

Schedule IX: Major Audit Informs decision makers of recent findings and Manual Form
Findings and recommendations found Auditor General and

Recommendations Internal Auditor reports.

Schedule X: Organizational | Displays the agency's organization structure for the| Manual Form

Schedule XI: Agency.evel
Unit Cost Summary

Summarizes the actugtior year expenditures for all
activities, measures and associated unit costs at the
Agency level. Expenditures for administrative and
information technology activities are allocated to all
other activities to be included in the calculation of th
unit cost. In addition, it reconciles the total
appropriations (adjusted) for the actual prior year wi
the total activity expenditures (including pass throug
and reversions) for the actual prior year. Fixed Cap
Outlay (FCO) expenditures are segregated not
included in the calculation of unit cost.

LAS/PBS Web
Main Menu:
SelectUploads
& Downloads
SAVE=SXI
SCHEDULE XI
***LBR
FORMAT***
from the
Statewide Menu

Schedule XIl, XIIA -1, XIIA-
2, XIIA-3, XIIB, XlIB-1, and
XIIB -2

Captures information to supp@tyencyoutsourcing
and privatizationnitiatives.

Manual Forms

Long Range Financial Outloo|

Legislative Budget Request and tbaegrange
financialoutlook.

Schedule Xl Consolidated | Informs decision makers of proposed consolidated | Manual Form
Financing of Deferred financing of deferreghaymentcommaodity contracts

Payment Commaodity

Contracts

Schedule XIV: Variance from Displaysanyv ar i ances bet we e n | Manual Form
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Schedule XV: Contract Captureshe information for each contract in which tH Manual Form
Reporting consideration to be paid to the agency is a percentd
of the vendor revenue and in excess of $10 million
under the contract period
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Automated Exhibits and Schedules

The LAS/PBS requires the otiene entry of basic agency data plus the periodic utilization of
information from other subsysterREAIR, People Firstand theFlorida Board ofGovernors
system to automatically produce a number of reports. For examplatéherdered for the
Exhibit D-3A is used to produce the Exhibit A, Exhibit B, Exhibit D, Exhibi8B, and

Schedule IV. These reports use the same data but are selected, displayed and formatted in
different ways.

The automated exhibits and schedulegaeeset and saved in theegislative Budget Request

(LBR) format to assist in the facilitation of producing these reports. When producing the LBRs,
each automated exhibit and schedule can be requested separately or all at once by using the
Legislative Budiet Request (LBRR) transactionvia LAS/PBS Web througtine Reports

Menu The LBRR transaction permits an agency to request a complete package of all LAS/PBS
automated reports and audits required for the LBR submission.
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Exhibit A: Issue Summary (Budget Entity Authority and Description)

Purpose

Exhibit A summarizes the issues the agemas entered into LAS/PBS. The Exhibit A indicates
the budget entity purpose by summarizing activities currently being performed by an agency
and/or planned for thieiture. In addition, it cites the statutory authority for the existence of the
budget entity or service.

Format

The Exhibit A issues are shown for an entire budget entity or service. Issues with the same code
have been aggregated, and their totdisplayed here. The statutory authority for the service
outcome measure and standard and brief methodology for delivering the service is presented. A
total of all issues by budget entity are provided with a breakotitddgeneral Revenue Fund
andtrustfunds. Total positionsand salary ratéor the entity are also displayed. On a standard
Legislative Budget RequefdiBR) Exhibit A the agency's request columns (A03, A04, and A05)

are displayed.

Budget Entity Description and Authority

The statutoryauthority for the existence of a budget entity or service and the service initiative
should be entered into LAS/PBS system. This information appears on the Exhibit A, Issue
Summary.

Procedure

1. The Exhibit A displays issues derived from the data edtieoen the Exhibit B3A input.
Refer to the Exhibit EBA instructions in this section.

2. Using the BNDC transaction in LAS/PBS, review and revise (if necessary) the statutory
authority for the existence of each budget entity and the description of theesditve
service description should include the following information:

1 What the service does;
1 Who is being served and whgnd
1 What is the agency trying to accomplish with the service.

For newly established budget entities, this information must beladdeAS/PBS using the
(BNDA) transaction.
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To Order an Exhibit A

The Exhibit A can be ordered through LAS/PBS using the Statewide Report Request Menu

(STAM) transaction and sel ect i ngitissaaBoakailabl® f EXA
via the LAS/PBS Web througReports > Saved ReportyStatewide) SEXHIBIT A *LBR
FORMAT***
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Exhibit B: Appropriation Category Summary

Purpose

Exhibit B summari zes the agencyods | egd sl ati ve
compares the request to actual prior year expenditures and current year estimated expenditures.

Format

Exhibit B format is similar to the appropriations format. The number of positions and fund
sources associated with each appropriation categdigptayed for a budget entity and is
broken out bythe General Revenue Fund or spectfastfund(s). A total for the budget entity
of all appropriation categories is displayedtbhg General Revenue Fund and spedificst
fund(s). Total positions fahe budget entity are also displayed. On a starndagilative
Budget RequegLBR) Exhibit B the following three columns are displayed:

T The first column displays the agencyds pre
Prior Year Expenditures' (A01).

T The second column displays the agencyds cu
items contingent upon legislation that fdil® pass, plus any other substantive
appropriations. The column is titled 'Current Year Estimated Expenditures' (A02).

T The third column displays the agencyods req
Procedure

1. Exhibit B uses data entered into LAS/PBS from FLAIR and Exhib®0input. For Actual
Prior Year Expenditures (AOnefer to Exhibit D1 instructions in this section. For Current
Year Estimated Expenditures (AQ2¢fer to Continuation of Startup Procedures in Section 4.
For agency request column (AQ83fer to Eibit D-3A instructions provided in this section.

To Order an Exhibit B

The Exhibit B can be ordered through LAS/PBS using the Statewide Report Request Menu
(STAM) transaction and sel ect i ngtis@lsoa&ilabldd f EXB
via the LAS/PBS Web througReports > Saved ReportgStatewide) SEXHIBIT B ***LBR

FORMAT* **,
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Exhibit D: Program Component Issue Summary

Purpose

Exhibit D summari zes the issues withsiam a prog
entered into LAS/PBS. In addition, the Exhibit D indicates the objective of each program
component and is only shown in this exhibit.

Format

Exhibit D issues are shown for each program component within an entire budget entity. The
objective for eah program component is presented. The total of issues within the program
component is broken out lye General Revenue Fund and spedifisstfund(s). The fund

totals are further broken out by Funding Source Identifier (FSI). Total posainwhsaley rate

for the program component are also displayed. For each budget entity the total dollars and
positions of all issues and program componentthégeneral Revenue Fund atrdstfund are
presented. On a standarelgislative Budget RequefitBR) Exhibit D the agency's request
columns (A03, A04, and AO5) are displayed.

Program Component Objective Description

The objective of each program component is described in the LAS/PBS system. Program
component objectives are specific, measuratsidjntermediate ends that are achievable and

mark progress toward achieving an associated goal. Program component objectives are directly
linked to the delivery of a service. This information appears on Exhibit D, Program Component
Issue Summary and should Gensistent with the agen@ysong Rangdrogram Plan.

Procedure

1. The Exhibit D displays issues derived from the data entered from the Exi8itimput.
Refer to the Exhibit EBA instructions in this section.

2. Use the PNDC transaction to identify the objective of each program component within a
budget entity or service.

To Order an Exhibit D

The Exhibit D can be ordered through LAS/PBS using the Statewide Report Request Menu

(STAM) transactionand selectiidjyAVE | D AEXDO and dTiRaksdNavdilddle i EADR
via the LAS/PBS Web througReports > Saved ReportqStatewide) SEXHIBIT D **LBR

FORMAT*** .
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Exhibit D-1: Detail of Expenses

Purpose

The ExhibitD1 pr esents t he age mdtyds by appcopriat@r catpgory.or vy e
The actual expenditure data is also used for Exhibit B analysis, Schedule | for Trust Fund
Expenditures, the Final Budget Report of Appropriatidiegjonal Association of State Budget
Officers(NASBO) surveys, and otleanalytical purposes.

Format

The ExhibitD1 presents the agency6s actual prior ye
the object code and fund sources for a program component within each budget entity. The

objects are sublassifications of appropriation categories. The object detail presents groupings

of expenditures by type or use. Obiject titles are specified b@Hted Financial Officer CFO)

and stored in FLAIR (Note: The prior year expenditures data for F¥1B4will have the new

statewide object codesIhe total funds within each appropriation category are display#ueby

General Revenue Fund and spedifistfund(s). The total funds for all appropriation categories

within each program component are displhypythe General Revenue Fund and spedificst

fund(s) . The amounts in this column (AO01) dis
expenditures.

Procedure

1. Transfer the historical accounting information (disbursements from Departmental FLAIR
andcarryforwardcertification forward request for operating accounts) from FLAIR to
LAS/PBS. Refer to Continuation Startup Procedures in Section 4. The approved budget for
fixed capital outlay appropriations (from LAS/PBS Ledger) is included in the historical
accounting information in LAS/PBS.

2. Analyze and verify the accuracy of the transferred disburseanelttarry forward/
certifications forwardlata in LAS/PBS. The disbursement data should agree with State
Accounts at the LAS/PBS account code level. TlaeSAccounts disbursement data is also
provided in LAS/PBS for comparison. Verify that the State Accounts data is correct.
Verify that all records were transferred from departmental FLAIR to LAS/PBS. An error
report will be provided if any records wargected by LAS/PBS. (For example, LAS/PBS
will not accept records that have an incompatible budget entity/program component.)
Verify with the accounting personnel that they have reconciled with State Accounts the
night of the transfer and that no adjushts were made in Departmental FLAIR. Verify
that no negative amounts exist in the disbursement data. Refer to Continuation Startup
Procedures in Section 4.

3. Make the necessary adjustments to historical data into LAS/PBS using the HDDC and
HDDA transations. If data is adjusted for an object record then the corresponding amount
must be adjusted for a fund record.

4. Audit the historical data to ensure that no variance exists between object category totals and
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fund totals. Refer to the Audits in Sectiob.
To Order an Exhibit D-1

The Exhibit D1 can be ordered through LAS/PBS using the Statewide Report Request Menu
(STAM) transaction and sel ectilRgidtS&asdE | D AEXD
available via the LAS/PBS Web throuBleports > SavedReports (Statewide) SEXHIBIT D-

1*LBR FORMAT* .
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Exhibit D-3A: Expenditures by Issue and Appropriation Category (with Narrative
Justification)

Purpose

The purpose of the Exhibit-BA is to allow the agency to present its request for operational
expendiures and to justify its request in narrativenfiorAll adjustments to curreryear

estimated expenditures, including increases and decreasstsbe completely explained and
justified. The explanations and justifications on the Exhib#4must conveyhe complete
agency request without reference to any other schedule or exfil@texplanations and
justificationsare necessary for a comprehensive analysis and ultimate policy and budgetary
determination.All information technology requests requirgesific justification as noted below.

The ExhibitB3 A t r ans | at leosg Ranigeerogeam €lanqLRBM into resources
necessary to carry out that plan. Activities, along with cost estimates, used to implement agency
priorities (including informatin technology requirements) identified in the agency's LRPP,

should be addressed as3B issues in the agendyegislative Budget RequediBR), if

additional resources are required or if agencies are requesting reduced resources.

The D-3A constitutes thenain body of the Legislative Budget Request and contains all
information entered into LAS/PBS. The data entered for the ExhiBA 3 used to produce the
Exhibit A, Exhibit B, Exhibit D, Exhibit B3A, and Schedule IV. These reports use the same
data bu are selected, displayed and formatted in different ways. In addition, the Schedule I,
Schedule II, and Schedule VIIIA use portions of the data entered for the Ex{88Bit D

Section 216.023(4)(a)16)orida Statutesrequires projects exceeding $1dlimn in total costs

to cite existing or pr op o kegislatveBudigstiReguest.i ve pol i
While the specific statutory language does not provide any limitations or qualifications regarding

the projects to which it applies, fpurposes of the LBR instructions, this provision will apply

only toinformationtechnology(IT) projects that have not previously requested and received

funds through the LBR process. IT budget requests for the continuance of existing hardware and
softwae maintenance agreements, renewal of existing software licensing agreements, or the
replacement of desktop units with new technology that is similar to the technology currently in

use are exempt from this requirement.

Format

The Exhibit D3A presents, bprogram component, both the fiscal details of the request and
supporting narrative justification for each issue. Within each specific issue, the appropriation
categories are displayed by fund soJ@eneral Revenue Fund and spedificstfund(s]. Ead
fund source is further broken down by funding source iden{siate, state matcfederal funds
and transfer ofederalfundg. The Exhibit D3A provides the full explanation and justification
for each issue. The position data displays salary amefibecalculations for requested changes
to existing positions or new positions for each issue. A total of all issues for posatary
rate,and dollarsaredisplayed within each program componenthyGeneraRevenue Fund
andtrustfund.
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On astandard LBR Exhibit EBA, the followingthree columns are displayed:

The agency's request (A03).

The agency's request for the portion of the issues intended for one yearloaseulp
titled '"Agency Request Nonrecurring' (A04).

1 The agency's request for the incremental portion of igbagare lapsed to reflect the
annualized costs, titled 'Agency Request Annualized' (A05).
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Issue Narrative Justification

Overview

The D-3A budgetissuenarrativeis the most detailed level of thegislative Budget Request

(LBR) and provides the justification and impacts of the requested fundif8A iBsue narrative
must be provided for priority issues needed to fund new servidaaaions, ad toincrease or
decrease funding for a current\gee or function. Therefore, eachIA submitted will be

linked to the service data. The3A issue may address an entire service or a single function or
part ofafunction. Information technology and capital improvement issues also must clearly link
to a service or a program, and must provide a justification and impact statement taken from the
plan that explains how the technology or capital improvement, if funded, would improve a
program or serviceAdditional documentation is required for issued tieguest information
technology resources to supplement the information contained in3Aerarrative(as

explainedater on in this sectign

D-3A budgetissuenarrative must disclose the total costs of the project, including any anticipated
information technology diixed capital outlay costs. Narrative must accounttstdetail by
appropriation category, fundndfiscal year,and musincludea summaryf the total costs by

year for the entire implementation period

Uploading Narrative to LAS/PBS

The narrative upload function from the LAS/PBS web provides the ability to upls#l IBsue
Narrative from a Microsoft Word document to LAS/PBS. The namaipload instructions are
located on th& AS/PBSWeb Documents page.

Guidelines
The following guidelines should be used for preparing and entering-8#iBsue narrative:

1 All narrative should be writtem straightforwardlanguage.Acronymsshould mly be used
after the acronym is spelled out and identified., Office of Policy and Budget (OPB)Do
not useother program, technical, or budget jargon

1 All narrative should be written in short, distinct paragraphs. Agencies must clearly articulate
the need for each budget issue presented clear, succinct description.

1 Staffing and expenseéasidards for issugevelopmenare provided in Appendix EAgencies
must explain in detathe calculations used and the justification for requesting amounts
different from tle standardprovided in Appendix E.

1 When requesting additional Other Personal Services (OPS) employees, agencies should
determine if the position will be eligible for H#ainsurance coverage pursuant to s. 110.123,
F.S. If so, the agency may request additional funds equal to the health insurance default
amount applicable to an equivalent FTE. Justification should be provided in the issue
narrative.

1 For proposed new pgrams or serviceggencies must clearly articulate, in a clear, succinct
description, why the new program or service is necessary and why the state should address
this need or concern. Also, identify what entity will perform the new serf@ag, exiging
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or new staffor a contract providgr A 0l aypersond reading the I
be able to clearly understand the problem or
this need

1 When requesting workload increasguantify the incremental increase above existing funds

1 Provide calculation methodologies for each budget request. For instance, if an agency
requests $1 million to fund a contract to pay for services, explain how the $1 million was
calculated.

1 Providedistribution methodologies used for budget requistawill be distributed to other
entities such as school districts, county health departments, community based care
organizations, etc.

1 Identify the count or counties to which the issue aigdl, if ajplicable.
1 Make sure the narrative request amount matthe amount entered in LAS/PBS.
1 Provide a detailed list and associated funding amounts for new equipment requests.

1 Provide the corresponding substantive law change that is required if furidilnigiet issue
will require a substantive law change. This submission should be completed in official bill
drafting format.

1 Information technology issuesustalso follow the specific requirements outlined in this
section.

References to Agency Plans
Agendes must include the following information that will tie the issue to agency plans:

1 Long RangéProgram Plan (LRPR)the D-3A issue narrative musiemonstrate a link to
agency priorities identified in th&gencyLRPP.

1 Capital Improvements Program (CIPlan- refer to the CIP Instructions for the process to be
followed for entering the narrative included in the CIP into LAS/PBS.

Issue narrativenust detailll requested resourcfsull Time Equivalerg (FTE9, expenses,
equipment, et¢. The agencghould fully explain why this need exists and what impact this
request will have on the total estimated need.

Example of Good EBA Issue Narrative The Department of Environmental

Protection requests $1,245,829 for a new educational assistance program targeted
toward reduci ng wa s tFdty-six percént af ali solid vaste | andf i | |
generated comes from individuals, businesses, and gogettacilities. Current data

indicates solid waste is reduced by as much as three pounds per capita per year when
instructional literature is used to educate the public.

Therefore, thedepartment requests to update and distribute solid waste reduction
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literature and conduct workshops throughout the state orienting on the three above
mentioned sectors The request includes $834,566 for the update, production and
distribution of literature, and $411,263 to conduct workshops in Santa Rosa, Palm
Beach, Dual, Hillsborough and Broward countieshedepartment's current staff in

the Solid Waste Unit will update the literature, and the productiordastdbution will

be contracted out to Print-Go in Tallahassee, Florida. The workshops will be
conducted byhe Director of the Solid Waste Unit and his staff. It is estimated that this
educational assistance will reduce the solid waste going to the landfills in those
counties by approximately 46,344 tons per landfill this year.

Information TechnologylT) Narrative Guidelines

For allIT requests, the issue narrative shatléhrly state the business problem to be solved, the
department 6s planned solution, the objectives
the request. If there are major assumptions or constraints (such as state or federal legislation) that
are associated withelequest, note these items as wélarrative length should be based on the

amount and complexity of the request.

| T CompoaenfiNGFobri eadldl: i ssue requests that <cont
the issue code or include the I T program comp
in the IT component field. If the agency does not, an edit will be automgptiaierated

requiring the agency to correct.

| f the issue code does n otdoes wohiiclade the l&prdg@m i n t
componen{1603000000and the issue requests funding to purchase, lease, or maintain IT

resources or servisas part of a larger request, thg ency shoul d al so enter
Componentield. For hardware or software requests associated with a newime!

Equivalent (FTE), théT Componenfield shouldbefi N. 0

Note: If the project/issue requesigures funding for an IT project that has a total estimated cost
(all years) of $1,000,000 or more, then the agency must submit the required ScheBule IV
Schedule VB is not requiredfor requests to:

1. Continue existing hardware and software maintenagoeements,

2. Renew existing software licensing agreemethigt are similar to the service level
agreements currently in use, or

3. Replace desktop units (Arefresho) with new
currently in use.

4. Contractonly for the @mpletion of a business case or feasibility study for the
replacement or remediation of an existing IT system or the development of a new IT
system.

Also, if the project request requires funding for an information technology project that has a total
esimated cost (all years) of $10,000,000 or more, see 216.023(4)(a)10, Florida Statutes, for
additional requirements.

To fully explain the request, the following information is required:
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1. A concise summary of the need, identifying the business problemaidpessed.
Identify the impact if the issue is not funded.

2. Brief descriptios of boththebusiness and technicsdlution alternativethat were
considered and the rationale BachrecommendationFor analyzing the technical
solution alternatives, if data center services are a required component, agencies must
compare and clearly document the fiscal and operational benefits of such services being
hosted ormpremise or externally through a third fpyaprovider as authorized in section
282.201.

3. Brief description of théangiblebenefits that would beeliably achieved if this request
was funded.Include metrics to reflect these benefilsxamplestangiblebenefits can
include cost savings, a rection in program (or department) costs, or an increase in
revenues.

4. Any assumptions or constraints associated with this reqiesimples include
successful project implementation depends eengineering core business processes,
federal government nstiapprove advanced planning documents for the project, external
entities are required to participate in requirements definition, testing, or other project
activities, legislation to implement changes in policy must be adopted.

5. Provide a higHevel summay of the planned implementation approach and how it will
address the business problem

6. High-level implementation timeline with major milestones (if applicable).

7. Total estimatedosts for replacement development and implementation (all years).
Detail is required break down the request by major components and specify estimated
units (e.g., devices, licenses, hounsgeliverabley State how costs were estimated.

For replacement of IT equipment, provide a detailed explanation of each type of

equipment proposed to be replaced (including its age) and how the amounts needed for
replacement were determinetis may include estimates or actual quotes from vendors

to include the Agency for State Technol ogy
Management Servicednclude a brief statement about the general policy followed by

the agency for replacing its IT equipment.

Requests for information technology infrastructure thast comply with any applicable
information technology architecturtaadards established by the Agency for State
Technology. Additionally, any requests tlieaxpand the capability oheaagencydata
center or computing facility must comply with the provisionsdati®n282.201§),
Florida Statutescompliance to this secih must be documented in the issue narrative.

8. The cost impact to overall operations and maintenance costs after implementation.
Indicate whether or not funding this issue will impact the rate structure or cost allocation
methodology for agency clients other agency providers.
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Note: If IndependenYerification andValidation(IV&YV) is requiredpursuant to Rule 74.009
F.A.C.? or otherwiseanticipatedo be necessarpr thelT project the narrative should reflect
this request, andost to acquiréV &V servicesshould be included in the funding requeAt.
suggested guideline for estimating&V costs ranges fromwo percento threepercentof the
project's total estimated costs in any given year.

Procedure

Exhibit D-3A data is the most detailéelvel of information in the budget request. All dollars
salary rateand FullTime Equivalents (FTEs) requested must be presented by budget entity,
program component, issue, appropriation category, fund, and funding source identifier.

1. Identify the ley elements for the issue, which includes titles and codes for the department
and budget entity, program component, and issue. Verify that the budget entity and
program component are compatible. A listing of all titles and codes can be obtained from
LAS/PBS via the various table transactions. The LAS/PBS table references above are for
existing codes and titles. Existing codes and titles should be used whenever possible.
However, if new codes and titles need to be established, refer to Guidelingzutoofin
Codes and Titles in Section 3.

2. ldentify the title and codes for the appropriation categories and funding requsegiiort
the issue.Verify that the appropriate funds are compatible for each department.

3. Identify the appropriate portiomsecessary for funding source identifiers (FSI). Each
appropriation must be identified with at least one funding source.

4. Add unique issue titles and codes into the Issue Code table via the Issue Code Table Add
(ICTA) transactioror via LAS/PBS Web througtine Codes & Titles Menu  Statewide
issues are already set up in LAS/PBS. If new codes and titles need to be established or
modified for budget entities, program components, appropriation categories, or funds, refer
to Guidelires for Input of Codes and Titles in Section 3. The forms and instructions are
available in Appendix D. Review LAS/PBS table transactions and use existing codes and
titles whenever possible.

5. Input the key elements for each issue into LAS/PBS vi8tluget Detail Data Entry
(BDD) transactions. Entry of salary rate and salary and benefit data (appropriation category
010000) is accomplished via the Position Adjustment Data Entry (PAD) transactions. These
functions are also available via the LAS/PB&MWthrough th&udget DevelopmentMenu.
PLEASE NOTE: Requests for salary rate only must be entered using issue code 51RXXX0
and Class Code RA06, which will automatically update the BDD transaction as a Record
Type 6. Requests for salary and benefibants that are not tied to positions are
accomplished via the Other Salary Amounts (OAD) transactions. The OAD transaction will

2 Pursuant to section 282.0051(4), Florida Statutes, the Agency for State Technology (AST) must perform project
oversight on all state agency information technology projects of $10 million or more and that are funded in the
General Appropriations Act. Punant to section 282.0051(15)(a), Florida Statutes, AST must perform project
oversight on any cabinet agency information technology project that has a total project cost of $25 million or more
and that impacts one or more other agencies.
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update the Salaries and Benefits appropriation category (010000) but not Salary Rate. For
entry of position data, refer to ti&chedule 1l and Schedule Il procedures in this section.

Input issues into the appropriate agency request columns (A03, A04, and A05).tHasues

are intended for one year or zero based should be reflectedfiNahescurring 6 column

(A04). In calclating costs of issues that are lapsed, include the incremental amount
required to refl ectAntublizatioadcoluma (ADSy dsduescthats t s i n
are lapsedsee Schedule Il procedures to calculate lapse pernehtjle those issues and/or
positions that will not be established at the beginning of the fiscal year and thesgfore

not require funding for a full year. Do not create one aggregate annualized or nonrecurring
issue. Create and input one individual issue for each nonrecarrarmualization issue.

6. Input the agency narrative for each issue into the LASIRBSia the Issue Narrative
New, Edit, View, or Upload functionsIndicate the appropriation category (08XXXX or
14XXXX) for Fixed Capital Outlay requests onlaee Upload Instructions located on the
LAS/PBS Web Documents page.

To Order an Exhibit D-3A

The Exhibit D3A can be ordered through LAS/PBS using the Statewide Report Request Menu
(STAM) transaction and selectingotBASE | D AED3
available via the LAS/PBS Web throuBleports > Saved ReportyStatewide) SEXHIBIT D-

3A **LBR FORMAT***
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Schedule I: Trust Funds Available

Purpose

The Schedule | summarizes the budgetary resources and obligations of the trustluditg
recurring andhonrecurring revenues, operating, fixed capital outlay (FCO) and nonoperating
expendituresadjustmentsand the Unreserved Fund Balance for each trust fund within a budget
entity. The information is presented for a thfisealyear period, including the actual prior

year, current year estimate, and agency request year.

General Information

Each agency is accountable for appropriations by fiscal year, and therefore should recognize the
revenues and expenditures in conformith the same basis of accounting as submitted to the

Chief Financial Officer (CFO) for the purpose of producing the Florida Comprehensive Annual
Financial Report (CAFR). It imtended for agencide reconcile the Schedule | information

submitted in Clumn AO1 (actual prior year expenditures) to the official CAFR information.

While financial statement reporting requirements and budgetary reporting requirements are not
the same, they are related. Since sCol umn AO01
accounting records, some adjustments may be necessary to determinethe t true un d 6 s
Unreserved Fund Balance for budgetary purpose
availableat http://floridafiscalportal.state.fl.usind provides detailed information on the

preparation of the Schedule | and related schedules.

Format

Revenues, nonoperating expenditures, operating and FCO expenditesijustmentor

each trust fund witin the budget entity are displayed for a thfisealyear period. On a
standard_egislative Budget Reque@iBR) Schedule 1, the actual prior year's historical data, the
current year's estimate, and the request year (including nonrecurring) columnaQ20A03,

and A04 are provided. Eac8chedule I is divided into fowwections:

1 Section I: Detail of RevenueDisplays the title and code of each type of revenue, the
service charge percentage rdbe statutoryeference, angtate matching (kkind or
cash), catalog of federal domestic assistance (CFDA) code if federal grants, and the
revenue amounts. This section is the appropriate location to record anticipated future
revenues (such aticipatedgrants revenues relatea grant encumbrances or
anticipated bond preeds).

Note: Agencies have the ability to upload this section in the LAS/PBS fxeim an
Excel spreadsheet template. There are two optionsfeating the upload
spreadsheetl) enter the data from scratclonto the templatepr 2) download the data
from LAS/PBS Schedule | Report (SC1R), then copy and paste the data onto the
template. Detailednstructions are located on the web under the Documents tab,
LAS/PBS Manuals, Trust Funds Availablé Section I: Detal of Revenues Upload
Instructions.
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1 Section Il:Nonoperating ExpenditureDisplays the title and code of the nonoperating
expenditures (major object code)¢luding all transfers to other funds or agencies
expended from nonoperating appropriatiadhse,budget entity code for transfers, the
CFDA number, and amounts. Nonoperating expenditures are not budgeted on any other
exhibit or schedule in the LBR; they are shawty on the Schedule I. Transfers in and
transfers out between budget entities witthie same fund should be shown in this
section as a negative amount for the transfer in and a positive amount for the transfer out
using the appropriate object code. Tiftea-fund transferamustnet to zero.

1 Section IlI: Adjustments Displays the title and code of the adjustment and amounts.
Adjustments are items other than revenues, nonoperating, operating and fixed capital
outlay appropriationthatare necessary in determining the Unreserved Fund Balance for
budgetary purposes. Amgecessary adjustments to Line A (Column AO1 only) for prior
period corrections should be shown in Section lll, as wellias year September
operatingeversionsFebruaryFCO reversionand June FCO reversiofa prior year
appropriations Current yar September 30 openagjreversionshould be showm
Column A02 Other adjustments may also be necessary to show the appropriate amount
of Unreserved Fund Balance for budgetary purposes.

Note: If current year September reversions cannot be inclubdgdhe agency on the
Schedule I because of logistical or timing problems with the LBR submission deadline,
the reversions will need to be addby the agencyluring the technical review process.

1 Section IV Summary

Line A: displays the Unreserved Fund Balance as of July 1. This information will be
entered based on the CFOO6s audited Summar i
audited Unreserved Fund Balansead July 1. (Refer to numberi®the Procedures
section formore detailed instructiorns.

Line B: displays thedtal of Section I Detail of Revenues.

Line C. displays thdotal funds available (Line A plus Line B).

Line D: displays otal operating expenditures (derived from data entered via HDD or
BDD).

Line E displays the total of SectionilDetail of Nonoperating Expenditures.

Line F displays otal fixed capital outlay expenditures (derived from data entered via
HDD or BDD).

Line G displays he Unresrved Fund Balandaefore AdjustmentgLine C minus Lines
D, E and F).

Line H: displays the total of Section lllAdjustments.

Line I: displays the Unreserved Fund Balance as of June 30 (Line G minus LifleeH).
amountin Column A01 (Actual Prior YealUST agree to Line K on the Schedule IC.

In addition, thefollowing information is required for each trust fund:
1 Schedule | Narrative5 Percenflrust Fund ReserveProvides required information that

addresses the 5 percent reserve requiremiefbrmation is provided manually on
separate sheets of paper.
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1 Schedule | NarrativeAdjustments Provides detailed information explaining each item
recorded in Section Il Adjustments (excluding adjustmentsefegrsions andounding)
T information is provided manually on separate sheets of paper.

1 Schedule Narrative: Revenue Estimating Methodologyrovides methodology used
for developing the revenue estimates in the current year estimate (A02) and the agency
request year (A03) information is provided manually on separate sheets of paper.

1 Schedut | Narative: FCO CalculationProvides detailed calculation used to determine
FCO adjustment(s) recorded in Section Il Adjustméntgormation is provided
manually on separate sheets of paper.

1 Computing Distribution of Cost for General ManagementAdihinistrative Services
Provides the method of distribution used and a summary of the calculations for each
budget entitythatshows the charge to each fundformation is provided manually on
separate sheets of paper.

1 Verification of Transfer AmountsAll transfer amounts reported on the Schedule I,
whether operating or nonoperating transfers, must be in balance across funds and across
agencies Interagency transfers from/to a specific fucategory totaling100,000 or
more must be confirmed withe corresponding sending/receiving agency

NOTE: For Schedule | purposes, anyponiesmoving between LAS/PBS funds, both
within an agency and between agencies (any funds transferred via a journal transfer),
are consi der e.ddhisa nddeperidént upan thé reversie code used for
deposit or the expenditure category from which it is paid. This definition differs from
the financial reporting concept of transfers.

1 The following transfers are excluded from the confirmation requirement:
~ Transfers to/from General Reven@R), however, be sure to in
AFrom GRO in the description field on Sch
Transfersvhere aragency receives a specific allocation on an annual basis, such as
transfers tdepartment of Financial Servicé8FS) for Casualty Insurance or to

Department oManagemen$ervices (DMS)Yor Human ResourcéHR) Outsourcing.
Transfers to DMS for services such as rent, state aircraft pool assessment, etc

Transfers tdepartment of BEenomic Opportunity (DEOHor unemployment

compensation

Transfers td-lorida Department of Law Enforcemd/DLE) for

fingerprinting/background check services.
Assessments on investments paid to DFS

Transfers related to the Statewide Cost Allocation FRANCAP)

Compl et e-Atgleen cfiyl Mtreamsf er s Reported on the Sche
include it with the other Schedulenanualforms and narratives.
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Procedures

The Schedule I data will be entered at either the budget entigpartment levebr each trust
fundk dependi ng on vy ounless thgagancyys daifiegpphy a joird leteemirone |
the Director of the Office of Policy and Budget and the appropriations staff directors of the
House and Senate that the Schedunust be entered at a specific level.

1. Identify the key elements for the trust fund, which includes titles and codes for department
and budget entity and each trust fund. Verify that the funds are compatible with the
department. A listing of budgentity and fund titles and codes can be obtained from
LAS/PBS.

2. ldentify the information for Section I: Detail of Revenue. List each revenue source
separately indicating the title of each source of funds.

91 Do not show conversion of investmentcash as revenue (e.gale of investments,
category 002000).

1 Show nonoperating fund transfensfrom other agencies as revenue.
1 Include interest earnings on investments as revenue.

1 Break ouffederalfunds by individual grant and identify the CFDA nuwenifdo not lump

together).

1 Break out estimated grant revenues related to grant encumbrances by individual grant and
identify the CFDA number (do not | ump toge
Aanticipated grant anweacodd.so in the title of

1 With the exception of certain estimated revenues (such as grant revenues related to
encumbrances, anticipated bond proceetds), ase revenue information directly from
FLAIR (Departmental).Submit a reconciliation and justification if the amaunts in
FLAIR (Departmental) differ from the amounts used in Section I.

3. Input the key elements for Section | in LAS/PBS via the Trust Funds Available Data Entry
Section I: Detail of Revenue (TFR) transactionsise the Trust Funds Availabil&Secton I:
Detail of Revenues Data Upload and/or template via the LAS/PBS Web. The Upload
|l nstructions can be found in the 6Document s
assistance.

Revenue Description and Codindicate the appropriate revenue codé # necessary,
identify more specific information for the revenue in the descriptidme number of spaces

in the description field is 45 spaces to allow for a better description of revenue sources.
Given the additional spaces in the description fiatlpnyms, abbreviations, etc., should not
be used in the descriptidield, except for acronyms used for agency names. However, if
acronyms, abbreviations, etc., have to be utilized, a cumulative list of the acronym and/or
abbreviation must be publish&althe Florida Fiscal Portal under the Manual Exhibits,
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Schedules and Supporting Document® | ink and

A listing of revenue codes (also known as the FLAIR Revenue Category codes) can be

obtained from LAS/PBS via the Revenuede Table List Request (RCTR) transaction.

Transfers in fromhe General Revenueundmu st i ncl ude AFrom GRO i n
revenue description. If the transfer in is from another fund within the agency, include the

fund name or LAS/PBS fund numbdf.the transfer in is from another agency, include the

agency name (acronym) along with the fund name or number.

NOTE: For federal grant revenugthe following revenue codes are to be used:

000700 Direct receipts related to direct costs;

000750 Directreceipts of Federal American Recovery and Reinvestment Act
(ARRA) funds;

1 000799 Direct receipts related to indirect costs;

1 001510 Transfers of federal receipts related to direct costad

1 001599 Transfers of federal reeipts related to indirect costs.

T
T

Effective July 1, 2011, the following revenue codes are to be usedpturenon-grant
federal revenues:

000504 Interest earned on federal funds;

000119 Fees collected by the state as an agent and are remitted to the Federal

government;

1 00120 Receiptsand revenues received as a result of Federal criminal,
administrative, or civil forfeiture proceedings and receipts from Federal
assetsharing programs, including fines, forfeitures, seizures, and
judgments retained by the State for law enforcement or ogherposes

1 001870 Refunds, reimbursements, and recoveries of federfligded expenditures,
including rebates received from pharmaceutical manufacturers,
subrogation, and other thireparty liability paymentsand

f 001970 Federal nonrgrant contract revenuand sales of services provided by state

agencies to the Federal government

1
1

Regardl ess of the revenue code used, agenci e€
detailed description for all norgrant federal receipts

Cap This field is automaticallygpulated based on the revenue code entered. This field
refers to the revenue limitation outlined in Article \A¢ction 1(e) of thélorida
Constitution.

Service Charge Percentagidicate theappropriate generaévenue service charge
percentage rat@ssessed against the revenue source pursu@hapter 215Florida Statutes
For example, if the revenue source is atheis assessed a general revenue service charge
at the rate ofi% or8%, enter4.0 or8.0in this field. If the revenue source is exempt from
the service chargassessmenenter Q0 in this field.
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Authority: Indicate thespecificFlorida Statute authorizing the revenierify that the
statute referenced is current and applicable toahenue source.

Matching Indicate if matching is required by showing the percentage of state and/or local
participation and if matching is-kind (services or materials) or cash. The federal portion of
the match should be the difference between thehmrag percentage displayed for state/local
and 100 percent.

CEDA Number Indicate avalid Catalog of Federal Domestic Assistance (CFDA) number
for all federalgrantrevenues. Federglantrevenues are identified by revenue code 000700,
000750,000799,001510, or 001599A listing of CFDA numbers can be obtained from the
LAS/PBS via the Catalog of Federal Domestic Assistance Table List Request (CFTR)
transaction

Revenue Amountsindicate the amount of revenue applicable to each type of revenue source
by fiscal year and for nonrecurring revenue for the fiscal year of the agency request.
Nonrecurringrevenues are anticipated for one year only and should be included in Column
A04.

4. Identify the key elements for Section II: Detail of Nonoperating Expenditures. Indicate the
description of each separately identifiable major appropriation category of nonoperating
expenditures.

1 Show assessments for management and administsativiees transferred to other trust
funds as transferdnclude fund code of trust fund receiving the transfer.

1 Include transferso other funds or other agencies to be made from nonoperating
appropriation categories. Include transfduge to other ageres or trust funds as of the
end of the fiscal yeanticipated to be paid from nonoperating categotesample:
fourth quarter service charge to General Revenue).

1 Do not show the conversion of cash to an investment as a nonoperating expenditure (e.g.
purchase of investments, category 190000).

1 Transfers between budget entities within the same fund should be reflected in this
section.

1 Transfers in should be shown as a negative amount and transfers out should be shown as
a positive amount. Thatra-fundtransfers should net to zero.

5. Input the key elements for Section Il into LAS/PBS via the Trust Funds Available Data Entry
- Section Il: Detail bNonoperating Expenditures (THansactions by fiscal year.
Description and Object codddentify each expenditure with the proper nonoperating
expenditure object code (8XXXXX) as defined in the LAS/PBS Object Code TAble.
listing of Object codes can be obtained from the LAS/PBS Object Table List Request
(OCTR) or the LAS/PBS WeGodes & TitlesMenu.

Example:
Distribution and Transfers 810100
Other Distributions 820000
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When the object code is a transfer (820), indicate the budget entity codes to which the

funds are transferremhd nclude the budget entity title in the descriptidransfers out to

theGeneral Revenueundmu st i nclude ATo GRO in addition
transfer out is to another fund within the agency, include the fund name or LAS/PBS fund
number. If the transfer out is to another agency, includageacy name (acronym) along

with the fund name or number.

To calculate the 5 percent reserve for Trust Funds, include all fund restraves in the

current year estimate column (AG2)cept those specifically excluded in the General Policy
Guidelinesshown orpage83. Apply the 5 percent calculation and enter the amount in
Section Il of the Schedule | for the request year (A03) using the object code 999000 (State
Trust Fund Reserve). Do not include revenue in this calculation identified as afesult o
budget entity realignments.

CFDA Number If federal funds are transferred, indicate the CFDA number and use the
same title on the CFDA table in LAS/PBS in the description field.

Nonoperating Amount Indicate the amount of actuahticipatedexpenditures by fiscal year
for each nonoperating expenditure entry.

6. Identify the key Eements for Section IlIAdjustments Indicate thelescription of each
separately identifiable adjustment necessary to reflect the true Unreservel8iafamck for
budgetary purposes. Examples of adjustments whaybe necessary are:

1 Adjustment to Line A (Column AO1) for approved certified/carry forward amounts for
encumbrances and FCO as of the end of the previous fiscal year;

9 Other Line A adjustmesnt(Column A0l only), such as operating accounts payable not

carried forward as of the end of the previous year;

Prior yearSeptembeoperatingeversiongColumn A01)

FebruaryFCOreversiongColumn A01)

June FCO reversiorisr prior year appropriation€olumn A01)

Current year September operating revers{@msumn A02)

Statewide Financial Statewide Adjustmeptsted by CFO after agency closing that

affects Unreserved Fund Balan¢€olumn AQ1)

1 Reserve for litigation or other reserves or obligatigpecifically required by statute
(include statutory reference in descriptiorsabmit aseparate narrative). Do not include
any ot her t.ydmeSchedule Bmeaysbe useddo convey any other
restrictions on fund balanges

9 Continuing Appropriations (Column A0l1and

1 Minor rounding amounts

= =4 =4 -8 -9

NOTE: Someagencies have been given a continuing appropriation, as defined under s. 216.011
(11)(i), F.S., as an appropriation that is automatically renewed without future legislative action,
period after period, until altered or revoked by the Legislature. Thpse tf appropriations are
appropriated utilizing a Special Catiprward Category number series 13XXXX. For Schedule

| purposs, appropriations under this category must be entered in Actual Prior Year column AO1,
Section Ill Adjustment, (as a negativegntecreasing the fund balance) and using object code

June 2016 79 Legislative Budget Request Instructions



991000 along with an appropriate descriptive title for the adjustment.

7. Input the key elementsr Section Il into LAS/PBS via the Trust Funds Available Data
Entry - Section Ill: Adjustments (TFAransactions by fiscal year.

Description and Object code: Identify each adjustment with the proper object code (991000)
as defined in the LAS/PBS Object Code Table.

Adjustment Amount: Indicate the amount of actual adjustments in actual priqAZdar
only.

8. ldentify the key elements for Section IV: Summary. Indicate the Unreserved Fund Balance
as of July 1.Expenditures will automatically be deducted from the total $awailable
amount leaving an Unreserved Fund Balance available for bhngge

9. Input the key EEments for Section IVhto LAS/PBS via the Trust Funds Available Data
Entryi Section IV Summary (TFS) transactions by fiscal year.

1 Line (A), Column A0l Unreserved Fund Balaficdquly 1 Input this amount based
on the audited Summari zed Bal ance Sheet r
governmental fund types, use tioéal audited amount shown ail general ledger
codebXXXX6s (total fund balance) ldgexs t he am
56 XXX (nonspendable fund balance) and general ledger 546XX (General Revenue
collections, general ledger code balance shoulde For proprietary and fiduciary
fund types, calculate the amount based on the audited balances in the following
geneal ledger codes: 11XXX, 12XXX, 14XXX, 15XXX, 16XXX, 193XX, 199XX,
31IXXX, 32XXX, 35XXX, 372XX, 38XXX, and 399XX. This amount will be edited
against an electronic data file received
differences, you will receive an atdiscrepancy and you will need to make the
appropriate correction to this amoumi/ITH THE EXCEPTION OF ROUNDING
ERRORS, DO NOT SUBMIT THE SCHEDULE | UNTIL THE AUDIT
DISCREPANCY IS CLEARED.

1 Lines (B) through (I These data fields are computer generatk therefore, the
agency cannot input this information Theamounts for Lines (B) through)(are
calculated as follows:

1 Line (B) is the total of SectionilDetail of Revenue.
1 Line (C), total fund available, is the total of Lines (A) and (B).

1 Line (D), operating expenditures, is retrieved from the data entered (historical,
estimated, and request) in the columns requested.

1 Line (E) is the total of Section ilNonoperating Expenditures.
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1 Line (F), fixed capital outlay, is retrieved from thiata entered (historical, estimated,
and request) in the columns requested. The entire approved budget is reflected in the
year appropriated.

1 Line (G), ULhreserved Fund BalanteBefore Adjustmentss the total fund available
(Line C) less operating expditures (Line D), nonoperating expenditures (Line E),
andfixed capital outlay (Line F).

1 Line (H), is the total of Section ITl Adjustments.

1 Line (1), Unreserved Fund Balantelune 30 is the unreserved fund balance before
adjustments (Line G) lessjadtments (Line H).This should not be a negative
number.

10. When all sections are complete and Section IV has been calculated, audit the Schedule | to
ensure the amount on Line (1) for Column AO1 equals the amount in Line (A) for Column
A02. The amount for Line (I) in Column A02 should equal the amount in(Ahe
Column A03. If you arenteing your Schedule | information at the budget entity level, you
will need to run the audit at this level and clear up any discrepancies.

11.Whenthe agencgompleteghe Schedule IB, the Schedule | amounts on Line (I) for
Columns A01, A02, and AO3 must equal the totals shown on the Schedule IB.

Please refer to tHBudget Instructioaon the Florida Fiscal Portalebsite foran example of a
completed Schedule | and a blank Schedule | data entry form
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Schedule IDepartment Level Packet

Procedure

Upon completion of all steps and audit requirements in preparing the Schedule | at the budget
entity level (if this is the level at which you aeteing datg, the following procedures are
required:

1. Run a Schedule | report at thepartment/fund level (TRAN ID "SC1R", SAVE ID "SC1D"
or from the Web througReports > Saved ReportyStatewide) > SCHEDULE |
DEPT**LBR FORMAT**). The Schedule IB will print at the bottom of the Schedule I.

2. Request a copgf theauditedSummarized Balance Sheet (AGNCYBS) provided by the
CFO6s Office for the previous fiscal year fr
agency. This report is produced each year followingth#ication of the Comprehensive
Annual Financial Report (CAFR)The Unreserved Fund Balance amount on line (A) for
governmental fund types should eqtahl audited amounts recorded in all general ledger
5XXXX6s (total fund balance) | ess the amount
(nonspendableuhd balance) and general ledger 546 XX (General Revenue collections,
general ledger code balance should®® For proprietary or fiduciary fund types, this
amount will be calculated as the total of GL 111XX, 112XX, 14XXX, 15XXX, 16 XXX,
193XX, 199XX, 31XXX, 32XXX, 35XXX, 372XX, 38XXX, and 399XX.

3. Work with your respective accounting office to obtain a copy of the opening trial balance
(BGTRBAL) report at the department and LAS/PBS fund level for the fiscal year just closed.

4. Comparehe Schedule | amounh Line lof Column AO1 to the opening trial balance
Unreserved Fund Balance amount identified in general ledger code 549XX (for
governmental fund types) or 539XX (for proprietary and fiduciary fund types). There may
be a difference in these amountsthire is, then a Reconciliation of Trial Balance to the
Schedule IC must be submitted as well. Should there be a difference in these amounts, the
Budget and Accounting Offices should work together to reconcile the differences at the
Schedule | budget any/fund level prior to submission of theegislative Budget Request
(LBR). If necessary, make corrections on the Schedule I.

If you complete your Schedule | at thepartmentevel, you will need to run your audits at this
level and clear up any digpancieswith the exception of rounding errorélso, include the
same information noted abgweith the exception of the Scheduldéé&fore submitting the LBR
to Office of Policy and BudgetQPB).

If you are completing the Schedule | at the budgetyelavel, in addition to submitting the
Schedule manual formsn the LBR, also provide a separate Schedule | reporting packet at the
department/fund level. If you are filing your Schedule | atdd@artmentevel, you only need

to submit the Department Level Packet. The followmgnualschedules and reports should be
included andsorted by trust fund:
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Schedule Narratives (Submit only atdepartmentevel)

Inter-agency Transfer Form

Schedule IA (if apptable)

Schedule IA- Part I: Examination of Regulatory Feésrm (if applicable)

Schedule IA Part Il: Examination of Regulatory Feésrm (if applicable)

A copy of the beginning trial balance (BGTRBAL) for each trust fund included in the
LBR at thedepartment (LAS/PBS fund code) leyElse State Standard Report format)
The Schedule IC for each trust fund at the department/fund level

The Reconciliation of the Trial Balance to the Schedule IC with a detailed explanation of
any differences for eadhust fund at the department/fund level (if applicable)
Schedule ID (if applicable)

Analysis of Trust Fund Creation form (if applicaptlieNovember 10, 2016

Pro Forma Schedule I (if applicable; ddevember 10, 2016

Draft Legislation (if applicable; daNovember 10, 2016

Any other documentation that will enable OPB to aravéhe correct amount of trust
funds available

= =4 = =4 =4 -8 8 -9

= =4 =4 -8 9

General Policy Guidelines for Reserving 5 Percent of State Trust Funds

State leaders have always recognized the need for re$arties General Revenue Fund by
creating and carrying forward balances in the
recognized this need by approving the creation of the Budget Stabilization Fund. There is also a
need to set aside reserves ingtade trust funds. For each Schedule | prepared, a 5 percent

reserve of the trust fund revenues for the request year must be entered in Section Il

Nonoperating Expenditures of the Schedule I, based on the guidelines provided below.

To calculate the 5grcent reserve for Trust Funds, include all fund revenue except those
specifically excluded in these General Policy Guidelines. Apply the 5 percent calculation and
enter the amount in Section Il of the Schedule | for the request year (A03) using theadgec
999000 (State Trust Fund Reserve).

The 5 percent reserve shoulddagculated on recurringurrent yearKiscal Year2016-17)
estimated revenue, not appropriations.

NOTE: The 5 percent trust fund reserve must be included for all trust funtseting the

criteria. The effect of the reserve must be taken into account when formulating your budget
request. The fund must not have a deficit balance; therefore, it may be necessary to reduce
the amountof appropriations requested inrder to allow fa the 5percentreserve

Interim budget amendments will not be approved using the reserves except in cases of
documented extraordinary emergencies. Criteria for the use of reserve funds will be consistent
with that applied to the use of the Bud§gabilization Fund.

Include the following revenues in your 5 percent reserve calculation:

State funds with revenue sources from recurring appropriations transferred from other state
agencies or other entities within a state agency. Exceptions toghdeatified below.
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The following revenues are exempt from the 5 percent reserve calculation:

T

Recurring appropriations authorizingeratinge.g, payments for casualty insurance or
human resourcéHR) services)r nonoperatingransfers to other state agencies or other
entities within a state agency are to be excluded from total revenues for purposes of
determining the reserve amount considered and reduceddoumingFiscal Year2016-17
estimated revenue prior to the 5 gartcalculation beingpplied toward recurrinBiscal
Year2016-17 estimated revenue (i,eevenueshatsimply pass through a fund are not
subject to the 5 percent resejvelowever, the fundhatultimately receives the revenue (as
a transfer in) must include this revenue in the 5 percent reserve calculaless otherwise
specifically exempted

Federal funds are excluded from the calculation.

General RevenuEundsdeposited into trust fundshen the general revenue funds provided
are a result of a "direct” transfer to the trust fund established for the management of the
federal program and interest earned thereon, are excluded from the calculation, such as
Drinking Water Revolving Loan and Wiwater/Stormwater Revolving Loan trust funds.

Bond proceeds are excluded from the calculation.

Revenue collected by the state on behalf of another entity, such as local governments and
distributed to local governments excluded from the calculation {@xgdistributions).

Funds where the excess balances over operating costs and a statutorily approved reserve go
to the General Revenue Fund or Educational Enhancement Trust Fund, or trust funds that are
statutorily required to maintain a minimum balaace exempt from the 5 percent reserve
requirement.

Pension funds are exempt from the 5 percent reserve requirement assuming they already have
other rules governing the funds.

Tobacco Settlement TruBuindsandthe Public Medical Assistance Trustindare excluded
from the reserve requirement.

Clearing Funds are excluded from the reserve requirement.

State funds with revenue sources from premiums or assessments from other state agencies or
other entities within an agency such as the Casualty InsuranseFund and State

Employees Health Insurance Trust Fund, and other funds identified as Internal Service are
exempt from the reserve requirement.

Administrative Trust Funds and trust funds established for the management of Information
Technology do not require a 5 percent trust fund reserve, but shall reduce their operating
budget if the trust fund providing the cash to those funds requires aioedasta result of
insufficient cash to support the 5 percent trust fund reserve requirement. Reductions in
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administrative and information technology operating budgets shall be no greater than the
percentage decrease of budgets necessary to a funeétth@® percent reserve
requirement.

1 Non-federal grant revenuedll be considered for exemption on a cdisecase basighere
the grant prohibits expenditure of funds on anything other than grant activigescies
requesting an exemptidrom the 5percent trust fund reserve requirememistprovidea
detailed explanation of the nature of the revenue source and why the reserve requirement
should not be applied.

Schedule | Narrative Requirements

Prepare andubmitseparate sheets to the Schedule | for the following:

5 Percent Trust Fund Reserve

1. Funds that have an operating deficit or are capped for some other reason must be addressed.
If the fund has been or is under consideration for being subsidizgehkwl revenudunds
or another trust fund, a thorough analysis should be included and consideration should be
given to abolishing the trust fund. If the fund is to be continued, a plan must be intlatied
shows how spending will be reduced to operate within receipts.

2. For each trust funthatis not exempt from the 5 percent reserve requirement, provide a
description of the impact of establishing the reserve (e.g. fee increases, reductions in
services, fud shifts, etc.).

3. If appropriate, provide recommendations why it may be appropriate to exclude the trust fund
from the reserve requirement. (An example might be the trusthiachcludes state
university system tuition and fees. A tuition increaseld/twe necessary to establish the
reserve. The only reason a shortfall in tuition could be expected wothé besult ofower
than anticipated enrollments. If this were to occur, the university would not be required to
hire as many staff and would tleéore not need the unrealized tuition revenues. The trust
fund budget authority could be reduced to reflect revised revenue expectations.)

4. For any trust fund with a ye@nd balance exceeding 50 percent of appropriatsurtsnit
justification for the balnce or the need to maintain the level of the revenue stream.

5. Show the detailed calculation of the 5 percent trust fund reserve.

Adjustments
Provide a detailed explanation, including applicable calculations, for each item entered in

Section lIt Adjustments, excluding minor adjustments for rounding.

Revenue Estimating Methodology
Provide a detailed explanation of the methodology used to determine the revenue estimates
provided in the current year estimate (A02) and the agency request (A03).
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FCO Calculation
Provide a detailed explanation of the calculation used to determine FCO adjustment(s) recorded
in Section Il Adjustments.

Computing Distribution of Cost for General Management and Administrative Services

Management and administrative seed@re defined as those general management,

administrative and servi@tivities such as personnel, purchasing, accounting, etc. These costs

are sometimes borne by the fund or futidg support the operations of the entire agency. If the
budget entities of a given agency are financed from that@eneral Revenuundand trust

funds, then these costs should be prorated on the basis of the service rendered and borne by these
several fuds on an equitable basis. Examples of these funds are Administrative Trust Fund and
Operating Trust Fund.

1. Provide the method of distribution used (the amount should be reflected on the Schedule I).

2. Furnish a summary of the calculations for each budgéyehatshows the charge to each
fund.

Verification of Transfer Amounts

All transfer amountseported on the Schedulewhether operating or nonoperating transfers,

must bein balanceacross funds and across agenciesr. interagency transfesom/to a

specific fund/categoryotaling$100,0000r more except those specifically excluded in these

instructions $§eepage75), must beconfirmedto ensure that transferring and receiving funds are

in agreement. Complete thel nAgency TransferReported on the Schedul e
trust fundfor all three fiscal yearand include it with the other Schedule | forargl narratives

An agency contact list will be providedvia separate correspondence assist agencies in the
transfer confirmation process. Please use this list when contacting receiving/sending
agencies to confirm transfer information for all three fiscal years shown on the Schedule I.

To Order a Schedule |

The Schedule | can be ordered through LAS/PBS using thev8tatReport Request Menu

(STAM) transaction and sel ecti.ndtis8sdsvBiladeD A SC1
via the LAS/PBS Web througReports > Saved ReportqStatewide) 5SSCHEDULE | LBE

**LBR FORMAT***

To Order a Schedule | (Department Level)

The Schedule | (Department Level) can be ordered through LAS/PBS using the Statewide Report
Request Menu (STAM) transS&Lthhi andamnBABNelt BciiB5EE€Y
is also available via the LAS/PBS Web throlRgports > Saved ReportqStatewde) >

SCHEDULE | DEPT **LBR FORMAT**

June 2016 86 Legislative Budget Request Instructions



Schedule IB: Detail of Unreserved Fund Balances

Purpose

The purpose of this schedule is to identify the funding sourceddlads associated with the
unreserved fund balance at the end of the fiscalfge&lL trust funds that haan unreserved
fund balance in columns A01, A02 dadA03.

The Schedule IB is BAS/PBS generatesichedule that will be displayed at the bottom of the
Schedule | report.

Procedure

The Schedule IB data will be entered in$/RBS for each trust fund at the same level as the
Schedule | (either the budget entity or department level).

1. Identify the key elements for the trust fund, which include titles and codes for department
and/or budget entity and each trust fund. Vaetifyt the funds are compatible with the
department.

2. ldentify the funding sourcendicating the title of each source of funds for the ending
Unreserved Fund Bal ance, and approp+iately i
state 0

3. ldentify eachfundingsourcea8 r est ri ct edo or Aunrestricted. O

4. Identify the amount of ending Unreserved Fund Balance for each sappl&able by fiscal
year(Actual Prior Year, Estimated Current Year, and Budget Request.Year)

5. Input the key elements forcBedule IB in LAS/PBS via the Schedule IB Data Entry (TFB)
transactions by fiscal year.

Fund Source Descriptionndicate the description of each separately identifiable funding
source to provide detailed information regarding the elements contained unreserved fund
balance of the trust fund.

Funding SourceAppropriately identify eacfundings our c e aast @t henonfst
st a(N)e o

1 StateSources (Share revenues received by the state in the form of taxes, licenses,
fees, fines, penalties, and charges for senao#isorizedoy the Legislature on
individuals, businesses governmental agenciesn addtion to these revenues, the
state may also receive miscellaneous receipts from sources such as earned interest on
investments, lottery proceeds and the sale of assets such as public lands.

1 Non-State Sources (N)is revenues receed by the state thaonot allow the state to
use these revenues at their discretion. These revenues are received from entities such
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as the federal government, municipal and county governments, private donatiens, not
for-profit organizations, corporations and small busseesand have agreements or
contracts specifying how the revenues may be utilized by the state.

Restricted FundsAppropri ately identify each funding
AUnrestrictedo (U).

1 Restricted Sources(R) arereceiptsthatinclude, but are not limited to, federal funds
for which the state does not have the discretion to decide how to spend the funds,
grants and donations from otherrdt at e sources that have re
of the funds, and bond proceetattmay only be expended for purposes allowed by

the bond covenants.

1 Unrestricted SourceslU)have no external ' i mitations o
use of these funds.

Note: All historical records will have a Restricted Sources (R) valueieReand make
appropriate adjustments to historical records.

Funding Source AmountsRecord by fiscal yearthe portion of the Adjusted Unreserved
Fund Balance which is associated with each fundmgce listed.

6. Total Adjusted Unreserveeund Balancé June 30:The total ending Unreserved Fund
Balancefor eachfiscal yeamwill be computer generated and the agency will not be able to
input or change this information

7. When the Schedule IB is complete and the total adjusted unre$emgeblalance has been
calculated, audit the Schedule IB to ensure the total amount in each column equals the
amounts on Line (I) of the ScheduleThe totalsnust agree

NOTE: If no data has been entered, there will be an audit discrepancy and *** NO
RECORDS FOUND*** will display on the Schedule IB report.
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Schedule II: Summary of Positions and Schedule lll:Summary of Salaries/Benefits

Purpose

There are two major schedules used to report
Schedule II, which summarizes the agency's position data for currently authorized positions,
requested changes to current positions and requested new positions. The positions are identified

by job classification. The second report is the Schedule lighnpresents the summarized
salaries and benefits associated with the age
changes to current positions and requested new positions. The Schedule Ill also includes any

other salary amounts requested that atdiad to aspecificposition, such as ecall payments.

Format
Schedules Il and Il are divided into three segments as follows:

Segment 1 ACurrently Authorized Positionso are
information transferred frorReople Firsor the Florida Board oBovernordo LAS/PBS.

Segment 2 AChanges to Currently Authorized Posi
entered into LAS/PBS by means of position adjustment(&a#®) entry. The positions and
associatedalaries and benefits amounts exhibited in this segment are those for which the

agency is requesting a change or.adjust ment
Segment 3 ANew Positionso are also generated f

means oposition adjustment daf@AD) entry. Positions itemized in this segment will be
new positions requested and will reflect the salary and benefit amounts for new positions
requested.

Schedule Il presents by segment, the number of positions for eacbfgl@sstions within the

same program component and issue code for the request year. The pay grade/step, the number of
Full Time Equivalent (FTE) positions, and the rate of salary are displayed in the Schedule II.
Benefits are not included. The total noen of FTE positions and salary rate is provided for each
segment. More detailed informatif@ollective Bargaining Uni{CBU), Organizational Codes,

etc] on each position is in LAS/PBS and can by requested through the Personnel Schedule
Request (PSCRjansaction.

Schedule Il summarizes the computation of salaries and benefits. This schedule is generated
and summarized for each budget entiBenefitsareonly availableon this Schedule. The layout

of the Schedule 11l displays salary and benefit ams by segmentss follows Salaries and
Wages; Retirement Matching; Social Security Matching; State Health Insurance Contributions;
State Life Insurance Contributions; State Disability Insurance Contributions; Other Salary
Amounts; Gross Salaries aneriefits; Lapse Factor Amount; and Net Salaries and Benefits. A
net total of salaries and benefits for each segment is provided.
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Procedure

During the startup process, personnel data is transferredfeopie First antheFlorida Board
of Governordo LAS/PBS. This data is referred to as Segment 1, currently authorized positions.

Position and employee data related to changes to currently authorized positions and new
positions requested (segments 2 and 3 only) must be entered into LAS/PBS aedugdtilio
calculate salary and benefit amounts requested on Exhid Bsues. Position data (multiple

FTEs in the same class code) in Segment 2 or 3 may be grouped together, provided that all data
elementdor the positions are the same. All calcudas will be automatically provided to the
appropriate issue on Exhibit-BA for thesalary rateand thesalaresand benefd appropriation
category.

Note: The LAS/PBS system will round figures to the nearest dollar using conventional rounding
rules.

1 Identify the key elements for each position(s), which include titles and codes for budget
entity, program component, and issue. Verify that the budget entity and program component
are compatible.

1 Add any unique issue titles and codes into the Issue Talile via the Issue Code Add
(ICTA) transactioror via the LAS/PBS Web throughe Codes & TitlesMenu A listing of
existing issue codes and titles can be obtained from LAS/PBS via the Issuéabtele
(ICTR) transaction.

Use an AA0 in the fifth position of the i ssu
issue relating to positiogalary increaseseclassification(s), pay grade adjustment(s), special
assignment/overtime/ecall pay, etc.Such issues should be setintained and not

combined with other issue§ee Issues with Special Code Designations in Section 3.

1 Input the key elements for each position into LAS/PBS via the Position Adjustment Data
Entry (PAD) transactioner via the LAS/PBS Web throughe Budget DevelopmentMenu

1 Segment Indicate the appropriate Segment number (2 or 3). Segment 2,
Changes to Currently Authorized Positions, contains position and cost
information for requested adjustments; such as feembetween program
components or budget entities, reclassifications, salary increases, pay grade
adjustments, add/deletes, and deletion of existing positions. Segment 3, New
Positions, contains position and cost information for requested new positions.

1 Position Number For changes to current positions (Segment 2), indicate the
positionnumber as used iReople First, or if an agency is requesting a change to
a group of positions, creatdiae-character code beginning with C.

Example: C1001, C1002ic.

For new positions (Segment 3), createdidit number beginning with.
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Example: N1001,N1002 etc.

1 Sequence Indicate a number (defaults to 001) for partial FTEs with the same
position number to allow a position number to be added moneathee This
occurs, for example, when more than one individual shares a position.

Example: .5 FTE- Sequence 001
.5 FTE- Sequence 002

The £quencenumbercan also be used for upgrading or downgrading positions by using
sequence 001 for backing out the existing position and using sequence 002 for adding the
proposed position.

1 Identify and input theequired information and funding for each position(s) into
LAS/PBS.

1 Class Code Indicate the class code number as designated by the administrator for
the applicable approved pay plan (i.e., Department of Management Services,
Justice Administrative Commissipatc.) Ifa newclass code is being proposed,
useclass code P101 (proposed class code) and define the actual class code title in
your Exhibit D-3A issue narrativaynless the specific class code title has yet to be
determined.

The following class codes should be used for salary rate adjustments:

RAOOT Rate and Salary Budget Adjustmentlo FTE or Benefits

RAO17 Rate and Salary Budget Adjustmentg/ith Benefits / No FTE

RAO27 Rate and Salary Budget Adjustmente#/ith FTE / No Benefits

RAO067T Rate Adjustmenit No FTE /No Salary No BenefitstNOTE: This class
code should be used for requesting increaerreasem salary rate only. Use of
this class code will NOT affect the budget request for Salaries and Bénefits.

= =4 =4 =4

1 Organization Codelndicate the appropriai@epartment of Managementi8ees
(DMS) Organization Code (defaults to the budget entity code with remaining zeros).

1 Full time Equivalent (FTE) Indicate the FTE for each position. If requespag:
time positions, indicate what the percentage of the FTE woulaf bdull-time
position. For example, if a position is to be employed-tsxalé, the FTE would be
entered as .50.

1 Base Rate Section 216.011{1a),Florida Statuted e f i nes Annual Sal ar
. . the monetary compensation authorized to be paid a positiam amnualized
basi s. 0 raifaraposisoadbea moyinclude additives such as competitive
area differentials or benefits such as health insurance or retirement.

The salary rate for each position coded as vacant will default to the minimum of the pay
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grade when entered intothe LAS/PBS system with a norgeneric class codeSalary rate
for new positions may be requestdabvethe minimumannual salary rate for ttaoplicable
pay grade with narrativjaistification for the additional salary.

If a fraction of a position is being requested, then the annual salary rate requested should be a
percentage of the futime equivalent annual salary rate.

Example:

Minimum AnnualSalary Rate for one futime equivalent (FTE) 18,000
Parttime position requested .50 FTE x_ .50
Annual Salary Rate Requested 9,000

1 Lapse PercentFor phasen of new positions§egment 3), the lapse factor should reflect
the total months (expssed in percentage) that the position(s) are expected to be vacant.
For example, if a new position is planned to be filled on October 1, then 25@r@mn}
should be shown in the lapse column. This indicates the position is expected to be vacant
three months.

The system will calculate the amount of salary appropriation required by applying the
lapse percentage to the annual salary rate and benefits.

1 Funding Code and Percenidicate the fund code(s) for the funding of the requested
position. Alisting of fund titles and codes can be obtained from LAS/PBS via the Fund
Code Table Request (FCTR) transactiothe LAS/PBS Web fromthe Codes & Ti t |
Menu In addition, a listing of funds that aneed for each departmesan be obtained
from LAS/PBS via the Department/Fu@bmpatibility Table Request (DFTR)
transaction.

If more than one fund is requested for the position, indicate the fund(s) and percentages
of the total cost on separate lines. Up to four different funding sources are allaved an
the percentages must total J@€rcent.

1 Funding Sourcddentifier (ESI) and Percentindicate the FSI code for each of the
funding source(s) of the requested position. If a fund has more than one FSI, indicate the
FSI and percentage of the total on separate lines.

1 Identify and input th@ptional agency unique information if approgte for specific
position(s) otherwise the LAS/PBS system will provide defaults for this information.

Pay Plan Indicate the applicable approved pay plan code as follows (defaults to '01"):
Code Description

01 Career Service Pay Plamncludes all pasons not specifically exempted from the
Career Service in accordance wsttion 110.205(2);lorida Statutes

04 Board of Trustees Pay Plaflorida School for the Deaf and Blindncludes all
positions in the Florida School for the Deaf and Blind determined by the Board of
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05

06

07

08

09

15

16

22

Trustees to be academic and academic administrative positions, including the president
of the School in accordaneeth section216.51(2)(a)2, Florida Statués Positions

with a contract period of less than twelve months must reflect the actual contract period
in the LAS/PBS position record.

Fixed Salary- Elected and Appointedincludes all positions for which there is a fixed
annual salaryhathas been set by either (1) the Legislature in accordancesaetilon
216251(1)(c), Florida Statuteghe Administratve Commissionn section43.16(4)(b),
Florida Statutesor for the Judicial Branch in accordance wadittion216.251(2)(&5,
Florida Satutes

Exempt from Career Servied-ixed Salary Includeamilitary personnel of the
Department of Military Affairs. Unless otherwise fixed by law, the salary and benefits
for such military personnel shall be set by the Department of Military i&ffai
accordance with the appropriate military pay schedule per sections 110.205(2)(p) and
250.10(3, Florida Statutes Thispay planis exclusively for members of the Florida
National Guard.

This does not include any positions that are within the $&famagement Service or
any position for which the Legislature has fixed a salary.

Exempt from Career Servic&Career Service Pay Plaincludes all positions that are
exempt from the Career Service in accordance seithion 110.205(%1)2, Florida
Statuteswhich requires the Department of Management Services to set the salary, and
which have the same benefits as employees in the Legislature except that leave shall be
comparable to the Career Service Pay Plan. This pay plan is exclusivetytfon

personnel in the Executive Office of the Governor.

Selected Exempt ServiedSES) Includes all positions assigned to the Selected
Exempt Service in accordance witction 110.205(2) lorida Statutes

Senior Management Service (SMSipcludes all positions assigned to the Senior
Management Service in accordance vgghtion 110.205(2) lorida Statutes

Fixed Salary SMS Benefits Includes all positionthatare exempt from the Career
Service in accordance witlection 110.208), Florida Statuteswhose salarieand
benefitsare either fixed by law or set by the Department of Management Services in
accordance with the rules of the Senior Management Service, and have elected to
receive Senior Management Service insurance ksrrft not the leave benefits.

Fixed Salary SMS/Leave BenefitsIncludes all positions which are exempt from the
Career Service in accordance wsdttion 110.205(2)lorida Statuteswhose salaries
and benefitare either fixed by law or set bygtbepartment of Management Services

in accordance with the rules of the Senior Management Service, and have elected to
receive Senior Management Service insurargeave benefits.

Florida Board ofGovernorsPay Plan
General Faculty
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25

31
33

05
81
82
83
84
85
86
87
88

Other

Department of the Lottery Pay Plan
Non-managerial
Managerial

Judicial Pay Plan

Judges

State Courts System

State Attorneys

Public Defenders

Justice Administrative Commissititegional Conflict Counsel
Capital Collateral Region&ounsel

State Courts System (Paid Insurance Bengfits)

State Attorneys (Paid Insurance Benefits)

Public Defenders (Paid Insurance Benefits)

Pay Grade The pay grade defaults based on the pay plan and class code indicated.

Pay Step The pay stepefaults to '00'.

Collective Bargaining Unit (CBU) Indicate the CBU for each position on record (defaults

accordingo the corresponding pay plan and class code):

01
02
03
04
05
06
07
08
09
10
11
12
18

31
32
34
39

40

Career Service Positions
Administrative, Clerical
Operational Services
HumanServices

Professional Health Care
Professional

Law Enforcement

Supervisory Unit

Security Services
Managerial/Confidential

Special Agents

Firefightersi FSFSA

Highway Safety and Motor VehiclésState Highway Patrol
Fruit andVegetable Inspection Unit

Department of the Lottery Positians
Lotteryi Administrative Clerical
Lotteryi Operational Services
Lotteryi Law Enforcement Unit
Lotteryi Managerial/Confidential

Board of Trustees of the Florida School floe Deaf and Blind (faculty and
administrative positions)
General Faculty
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41 Managerial/Confidential
42 Not Assigned
59 Not Assigned

Fixed Salary Elected and Appointed Positians
59 NotAssigned

Exempt From Career Servie€ixed Salary Positions
69 NotAssigned

Exempt From Career Servie€areer Service Pay Plan
79 NotAssigned

Judicial Positions
89 NotAssigned

Selected Exempt Service Positions
80 Physician Unit
81 Attorney Unit
86 Non-Prof Supervi FPD/PMSA
87 Supervisoryi No Representation
89 NotAssigned

Senior Management Service Positions
99 NotAssigned

Occupational Group Coderhe Occupational Group Code defaults based on the pay plan
and class code.

Status/Position TypeThe Status defaults to V' for Vacarithe other option is 'F' for Filled.
The Position Type defaults to ‘A’ for Authorized. Other position types are 'F' for fixed, 'E' for
established, and 'X' for excess.

Additives For each position, indicate the type of additive and the dollar amount of each
additive separately. Some positions that have more than one additive will require
explanation in the narrative. Additives include the following:

Lead Worker Pay

Competitive Area Differential (CAD)/County Number

Critical Market Pay

Shift Differential

Other Additives (trainer, hazardous dugmporary special dutgndother
legislatively authorized additives

= =4 -8 -4 -9

For theCompetitiveAreaDifferential (CAD), indicate the official number of the county in
which the position is located. A listing of countydes can be obtained from LAS/PBS via
the County Code Table List Request (CCTR) transaction. If the position(s) requested is to
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include a CAD, then the correct county/class code combination must be indicated. LAS/PBS
will compute the CAD for valid countglass code combinations. If no county code is
selectedthe system will default to Code 37 (Leon County).

For directions on submitting plans implementing temporary special dyeieeral pay
additives in accordance with s. 110.2035(7)(b), F.S., refeadge 15, Manual Exhibits and

Schedules.

Benefits Social Security and Medicare matching, health insurance (state plan/HMO), life
insurance, and state disability insurance will be automatically computed by LAS/PBS and
added to the total salary and benamount required for each-BA issue and for Schedule

.

For information only, LAS/PBS will use the following rates:
Health Insurance (Includes HMOYhe Health Type defaults to (PPO)and the Health

Code defaults to '7,Avhich representthe awerage of thggremium forfamily and single
coveragdexcept Lottery and Governor's Office).

Life Insurance Therateis set at $4.54 per month for $25,00[ife insurance coverage for
all employees electing such coverage

Social Security and Medicare

2016 Tax
Maximum Salary Percentages
Medicare Tax No cap 1.45%
Social Security $118,500 6.20%
Total 7.65%

Florida Retirement Systenindicate from the following list the appropriate retirement code
for each position (defaults to 'HASr Regular Class Employees 'HB' for Special Risk Law
Enforcement):

AA  SCOERS Div A

AD SCOERS Div B PR58

AE  SCOERS Div B 58/63

AF  SCOERS Div B P063

DE Extended DROP (FRS) for Elected Officials
DF Extended DROP (SCOERS A) for Elec@ticials
DG Extended DROP (SCOERS B) for Elected Officials
DH Extended DROP (TRS) for Elected Officials
DP DROP From FRS

DR DROP From SCOERS, Plan A

DS DROP From SCOERS, Plan B

DT DROP From TRS

HA  Florida Retirement Regular Employees

HB  Florida Retirement Special Risk Employees
HC  Judges
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HD F1/J1 Visas or Vow of PovertyRegular Member
HE  Florida Legislators
HF  F1/J1 Visas or Vow of Poverty, Special Risk
HG  Governor, Lt. Governor, Cabinet
HH  State Attorneys and Public Defenders
HJ  Administraive Class Special Risk
HK IFAS
HM  Senior Management Service (SMS)
HP  Active EOC Electing SMS Coverage
IE Teacher Retirement Plan E
MA  Social Security Only
NA  No Retirement / No Social Security
NF  US Civil Service Retirement
NK  US Civil Service Retire
OM  Optional Annuity for SMS
ON  Optional, Aliens
OP  Optional Retirement ProgranBUS
OR Renewed Membership in SMSOAP
(O1) Renewed Membership in SUSORP
PA  Regulari Investment Plan
PB  Special Risk Investment Plan
PC  Judged Investment Plan
PD  Regular Memberi F1/J1 VISAI Investment Plan
PG  Governor, Lt. Governor, Cabingtinvestment Plan
PH  State Attorneys and Public Defendermivestment Plan
PJ Special Risk Administrative Support Investment Plan
PM  Senior Management (SMSC)nvestment Plan
QA  Regulari Renewednvestment Plan
QC Judges Renewednvestment Plan
QG Governor, Lt. Governor, CabinetRenewednvestment Plan
QH  State Attorney$ Renewed Investmeiitlan
QM  Senior ManagemeiitRenewednvestment Plan
QP  Judges Renewednvestment Rin
RA  ReEmployed Retirees/Regular Members
RC ReEmployed Judges
RE ReEmployed Florida Legislators
RG ReEmployed Governor/LiGovernor/Cabinet
RH ReEmployed State Attorney/Public Defender
RM  Renewed Membership SMSC
RP  Renewed Membership in EOC Electi8lIS Coverage
UA Reemployed RetiredsRegular (July 1, 2010 & After)
UB Reemployed RetiregsSpecial Risk (July 1, 2010 & After)
UC Reemployed RetiredsJudges (July 1, 2010 & After)
UE Reemployed RetiredsLegislators (July 1, 2010 & After)
UB  Reenployed Retirees Gov., Lt. Gov. & Cabinet (July 1, 2010 & After)
UH Reemployed RetiregsState Attys. & Public Defenders (July 1, 2010 & After)
UM Reemployed RetiredsSenior Management (July 1, 2010 & After)
ZM  OPSNo Ret, Medicare Only
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ZX  OPSNo Ret, No Social Security, No Medicare

ZZ  OPSNo Ret, Full FICA
State Disability InsuranceFor senior management positions and certain selected exempt
positions, add amount for state disability insurance contributions. The contribution rate is the
annualsalary rate xQ004 (4.0 cents per $100 of salary). Defaults to 'N' for most pay plans.

If there are requests requiring additiosallary amountthatdo not require additional salary
rate ordo notpertain to specific positions, then these requestseitntereihto LAS/PBS
with the Other Adjustment Data (OAD) transactid®efer to the section titled Use of the
Position Adjustment Data (PAD) and Other Adjustment Data (OAD) Transattbos for
more detailed information and examples relating torathary amounts.

Identify the key elements for each other salary amount issue, which includes titles and codes
for budget entity, program component, issue, fund, funding source identifier, and segment.

Input the key elements for each other salangant into LAS/PBS via the Other Salary
Amount Data Entry (OAD) transactions. The other salary amounts will be reported on the
Schedule lll. Use of thisransaction should demited and fully explained in the narrative of
corresponding issue(s).

Review thecomputer generatesichedule 11l for accuracy. The total annual salary amount
for all current positions (Segment 1) shoatfualthe total annual salary rate in thgproved
budget

Use of the Position Adjustment Data (PAD) and OtheAdjustment Data (OAD)
Transactions

IMPORTANT NOTE: For issues requesting positions, Salaries and Benefits budget, and/or
salary rate, agencies must select the appropriate transaction for data entry. Below are
descriptions of the Position Adjustment DatRAD) and the Other Adjustment Data (OAD)
transactions. Agencieshouldexercise caution irusingthe OAD transaction, keejng in

mind that this transaction is to be used only for requests relatingh salaries andbenefits
budget, anddoesnot affectsalary rate. If the OAD transaction is used incorrecty
inappropriately, it could result in a shortfall of the agends salary rate

Position Adjustment Data (PAD) Transaction

The Position Adjustment Data (PAD) transaction is used for entering issues into the LAS/PBS
system that include positions, salary rate, ansllaries andbenefits budget.This transaction
generates entries that will appear in Segment 2 (Changes to@GuAethorized Positions) or

Segment 3 (New Positions) of the Schedule 1l (Summary of Positions) and Schedule 11l
(Summary of Salaries and Benefits).

Following are examples of when agencies should use the PAD transaction:
A Requesting new positiis or requesting to reduce the number of positions

A All salary rate adjustments
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A Reclassification of positions

A Transfer of positions and/or salary rate between departments, budget entities, or program
components

A Reduction of unfunded positions

OtherAdjustment Data (OAD) Transaction

The Other Adjustment Data (OAD) transaction is used to add, correct and view Salaries and
Benefits amountthatarenot associated with specific positions and/or salary rate. This
transaction generates eafy appearing in Segment 2 or 3 of the Schedule 1.

Following are examples of whénmay be appropriate tase the OAD transaction:

Overtime

On-call fees

Appropriation realignments between budget entities, program components, orrtdsst fu
Annualization of issue for prior year appropriations

Nonrecurringoonuses

ST ST S S S

Correction of Funding Source Identifiers (FSIs)
To Order a Schedule Il

The Schedule Il can be ordered through LAS/PBS using the Statewide Report Request Menu
(STAM)t ransaction and selecting SAtRllsdamilaBl& C20 arr
via the LAS/PBS Web througReports > Saved ReportqStatewide) SSCHEDULE I

**LBR FORMAT***

To Order a Schedule Il

The Schedule IIl can be ordered through LAS/RBRBg the Statewide Report Request Menu
(STAM) transaction and sel ecti.ndgis8lodvailabdleD i SC3
via the LAS/PBS Web througReports > Saved ReportqStatewide) 5SSCHEDULE |II

*** BR FORMAT***
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Schedule IV: Information Technology (IT)

Purpose
Schedule IV summarizes the agency's Information Technology (IT) issues only.
Format

The layout of the Schedule 1V is in the same format as an Exhibit A (Issue Summary).
Information Technology issues with the same code have &ggregated and their total is

displayed here. A total of all IT issues by budget entity is provided with a breakout by General
Revenue Fund and Trust Fund. Total IT related positions for the entity are also displayed. The
amounts in these columns d&pthe agency's request by IT issue. The request should address
both positions and funds required.

Procedure

Schedule IV displays issues derived from the data entered from the Exd3iRiiriput. The IT

issues must be coded in the proper manner as discussed in Section 3 entitled Issues with Special
Code DesignationA|l | i ssues ¢ od d"gositon and with pragrénd componett h e 6
6160300000006 will automatically be reported o

To Order a Schedule 1V

The Schedule IV can be ordered through LAS/PBS using the Statewide Report Request Menu
(STAM) transaction and TsRRAN cltD nigEsrSB3RdvVEiIlableD 7/ S C4
via the LAS/PBS Web througReports > Saved ReportqStatewide) SSCHED IV T IT

ISSUES ***LBR***,
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Schedule VIIIA: Priority Listing of Agency Budget Issues- Requested Expenditures Over
Base Operating Budget

Purpose

The Schedule VIIIA displays a summary priority listing of the budget issues d¢plagtment
leveland provides a croggference to the agentpng Rangd’rogram Plan. The purpose of
the schedule is to show a priority of the issuegluding fixed caital outlay issugsategories
being requested that are above the base budget. The following continuation issuesatbeuld
included on the priority list1X0XXX0, 2103XX0, 25010C0 and 26<XX0.

Format

The Schedule VIIIA displays each priority issuad the assigned priority number in priority
number ordeunless it is a fixed capital outlay issue which will be listed |3s$te total issue

amount and positions is provided by fund type (General Revenue and Trust Fund). The priority
narrative is dislayed following each issue. Only those issues that are prioritized through the
Web Priority Issue Narrative functiand have dollars will appear on the Schedule VIIIA.

Procedure

1. Identify the priority for each EBA issue and the key elements for is®ue, which includes
titles and codes for the department and igand FCO category)

2. Input the key elements for each priority issue into the LAS/RBBvia the Priority Issue
Narrativefunction Enter the department number, issue c&@&) categoy, in Set Pland
Budgetcolumn A03. The totajeneralrevenue antrustfundsby department for the issue
code(and FCO categoryyill be displayed.

Forall issues, ssign aunique priority numberup to 3 positionge.g., one priority @01, one
priority #002, one priority £03, etc.is the recommended format for sorting purpdses

3. Enter priority narrative to indicate how each budget priority issue relates to and

implements the priorities of the agency identified inltbag Rangeé’rogram Plan. Prade
any additional narrative as may be necessary to explain why you assigned the priority number
to each issue.

For fixed capital outlay issuea,separate priority narrative must be providad assigada
unique priority number foeachcategory.

Once all priority issues and narrative have been added, review the list usifgbhReriority
Issue Narrativ&show List function. Note: The priority narrative (and priority number) can
also be uploaded via the Narrative Upload function. Contact the IB&ESHeIp Desk for
assistance in converting FCO priority issue narrative to the category level.
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To order a Schedule VIIIA

The Schedule VIIIA can be ordered through LAS/PBS using the Statewide Report Request Menu
(STAM) transaction and selecting SAVEIDSC8 A0 and TRAMisdlsb AEADR
available via the LAS/PBS Web throuBeports > Saved ReportyStatewide) SSCHEDULE

VIIIA *LBR FORMAT** . Note: This report has been modified to report FCO Issues by
Category.
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Schedule VIIIB-1: Priority Listing of Agency Budget Issues for Possible Reductiom the
Event of Revenue Shortfalldor Current Year

The Schedule VIIHE will not be used for the Fiscal Ye2017-18 Legislative Budget Request.
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Schedule VIIIB-2: Priority Listing of Agency Budget Issues for Possible Reduction the
Event of Revenue Shortfalldor Legislative Budget Request Year

Purpose

The purpose of the Schedule VIHBIs to identify recurringpudgetreductionghat can be made
in Fiscal Yearr017-18 in the event that budget reductions are necesgeggncies are required
to submit a Schedule VIII2 that contains reduction issues for Fiscal Y2€i7-18, totaling at
least10 percentof their2016-17 recurringgeneralrevenudundsand at least O percentof their
2016-17 recurring state trust funds, for consideration in developin@®ié-18 budget.

Authority

Article 111, section 19 of the Florida Constitution, requires departments and agencies to provide a
A. .. prioriti z e dndituresforirenigy andfpossbleaeduct®min tkexeyent of
revenue sSection 216.221(%),#Brida Statutes provides guidelines for a plan of action

to prevenigeneralrevenue deficits.

Format

The Schedule VIR displayseach reduction issuédgencies must assign aiqrity numberfor
each reduction issumnd includehe priority numbem the issue narrative The formats similar
to the Exhibit D3A format andnustincludenarrativejustificationwhich should also ference

any nonrecurring and annualization amounts associated with each reduction issue.

Guidelines for Reduction Issues

The Office of Policy and Budg€©PB)will provide target reduction amounts to agencies for the
Schedule VIIIB2 by separate memoThe target amount for reductions will be calculated from
recurring appropriations includedtine Fiscal YeaR016-17 General Appropriations Act as

adjusted for vetoes, supplemental appropriations and failed contingeR&daction target

amounts willbe adjusted for appropriate exclusipsisch asfederally restricted fundg-unding

Source Identifiers (FSI) 3 and 9&curring debt service expendituresrtaindouble budgeted

items and certain passroughitems A target reduction amount for the@@&al Services Block

Grant Trust Fund and the Welfare Transition Trust Fund may be provided to the appropriate state
agenciesAgencies must followtte following guidelinesvhenpreparing the Schedule VIIig:

1. All reductions must be recurring.
2. Reductions must be program/issue specific and cannot simply be-tierdssard percentage
reductions to achieve the targét/PORTANT NOTE: Agencies that do not adhere to

this guideline will be asked to redo this schedule

3. Agencies should evaluatd pfograms and services. Agencies should seriously consider
reducing programs and servidbatdo not achieve a sufficient level of performance.

Trust fund reductions mugenerate revenue that coltdredirectedo the General Revenue
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Fundor usedor other purposes. Reductions of unfunded twrstl authoritycamot beused
to meet the reduction targets for thehedule VIIIB2 submission. (Thegeduction issues
shouldboe i ncl uded i n t3AEkegisiagve BudgettRequdast)hi bi t D

If a trust fund reductiomssue includes eliminatindpetrustf und s r evheswe sour c
cannotbe included in the Schedule VIHB submission(These reduction issues should be
i ncluded i n t heAIlzxgshaiveBudget Réguest)) bi t D

4. Issueghatwere excluded from the targedlculation[e.g.,federally restrictedFunding
Source Identifiers 3 and ®)nds, recurring debt service expendituestaindouble budget
items, and certain pasisroughitems] may not be submitted as reduction =sia the
Schedule VIIIB2 submission

5. Reductions to requested increases in fundingrigral Year2017-18 cannot be counted
toward the target totdi.e., an agency would have requeste® adrcent increase and
instead requests a 5 percent increaB&ductions must be from recurring Fiscal Y2at6-
17 appropriationshatOPBu s ed t o c al c targetameunts foreducdiane ncy 0 s

LAS/PBS Input Instructions for Schedule VIIIB-2

The Schedule VIIIB2 will be prepared from LAS/PBS using unig negative issues, pursuant to
instructions below.ColumnA93and Narrative Set Bwill be used for Schedule VIIIR
reduction issuebor Fiscal Yearr017-18. Agencies must:

1. Determine each recurring reduction issue and identify the key elements fassaeh
including titles and codes for the department, budget entity, program component, issue,
fund and FSI.

2. Create unique E3A issue codes under the appropriate summary ssaes as defined in
Section 3: The Budget Structure. Agencies are no longer permitted te35ésBue
code33BXXXX series Schedule VIIIB Reductions.

3. Input the key elements for each reduction issue into LAS/PBS via the Budget Detail Data
Entry (BDD), Position Adjustment Data Entry (PAD) or the Other Salary Amounts
(OAD) transactios. (The Budget Detail and Position Adjustment transactions are also
available in the LAS/PBS Web via Budget Development > Budget Detail or Position
Adjustment > New.)Forthe Schedule VIIIB2, enter negativeeduction issuamounts
in the followingLAS/PBS Colums:

A93 - SCH VIIIB-2 Total Possibld&reductionfor Fiscal Yea2017-2018

4. Input thenarrativekey elements for each reduction issue into the LAS/PBS Web via the
Issue Narrativéransactior(Budget Development > Issue Narrative) in Narrative Set A5

5. Assign auniquepriority number for each reduction issu@n the first line of each
narrativere or d enter OPRIORITY #XX06 where XX r ¢
assigned.Priority #1must be usetbr the highest priority reduction (i.e., the first
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reduction that should be taken in the event of a revenue shortfall) .

6. Insert twoblank rows and der narrativehat explaingach reduction issue. (Note: there
may be more than one issue narrative record for each priority reduction issue.)

Narrative Guidelines: All narrativemustbe complete, accurate, awditten in plain
language Acronymsmustbespelledout and identified [i.e., Office of Policy and
Budget (OPB)]. Do not use other program, technical, or budget jargon. All narrative
should be written in shortonciseparagraphslissue narrative must cleaudgscribe

~ How the reductions specifically projected tanpact clients, agency operations,
other program areas, etc.;

~ Why the agency assigned the priority number for each reduction issue

~ The methodology usetb develop theeduction issue (for example, if an
agencyincludes a$1 million reductionin Contracted Services in the Schedule
VIIIB -2 submissiopexplain how the $1 millioamountwas calculated);

~ Any specificstatutory changeeededto implement the reductiomcluding the
specific statute(s)ites

~ Any methodologyusedto distribute the reduction to other entities such as
school districts, county health departments, community based care
organizations, etcand theprojectedmpacts to those entities.

To Order a Schedule VIIIB-2

The Schedule VIIIB2 can be ordered through LAS/PBS using the Statewide Report Request
Menu (STAM) transaction and selecting SAVE
available via the LAS/PBS Web throuBeports > Saved ReportyStatewide) 5SSCHEDULE

VIIIB -2**LBR FORMAT** |
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Schedule VIIIC: Priority Listing of Agency Budget Issues for Possible Reprioritization
Purpose

The purpose of the Schedule \@lis toconduct a meaningful targeted review of the current
programs, services, functions, and activities performed by the agency and make
recommendations regarding how the agency could conduct business differently if not constrained
by the current appropriatiorf cecurring and nonrecurring resources and/or by state laws, rules,
requirements or policies.

The Schedule VIIIC identifieprograms, services, functions and activities that are currently
being performed that may no longer be the highest and best sts¢eofesourceand provides
an opportunity for an agency to recommend how those resources could be redittboteithe
agencyto otherprograms, services, functions, and activities to achieve measurable results.

Format

The Schedule VIIT displays reprioritizationissues which are each comprised of two unique
issues a deduct component and an dmlitk component. Reprioritization issues must net to
zero at the department levéhe formats similar to that used inie Exhibit D3A andmust
includea narrativedescription and identify any nonrecurring or annualization amounts
associated witkeachreprioritizationissue.

Guidelines for Reprioritization Issues

1 Each agency must include at least three and no more than 10 unique reprioritizatigimissues
priority order.

There is no Atargeto for the deduct componen
Reprioritization issues are not restricted by fund source, except that the reprioritization of

federal funds is prohibited unless the state can implerertttange without federal

approval or law change. Proposed reprioritizations must be an allowable use of existing

fundsort he agency must i1identify another all owab
budget that could be usebiny federal funds that wad be used for another allowable

purpose must be clearly identified.

The addback and deduct components of a reprioritization issue must net to zero.

Reprioritization issues may addressurring and nonrecurrirgppropriations included in the

Fiscal Year2016-17 General Appropriations Act as adjusted for vetoes, supplemental
appropriations and failed contingenci@gencies must clearly identify the redag and

nonrecurring impacts of each reprioritization issue.

1
il

= =

Whenpreparing the Schedule V@Inarrative, agencies must:

1 Describewhy theprogram/servicélnctionactivity being performed is no longer the highest
and best use of resources and the resources that are currently supporting that
program/service/function/activity (deduct component).

1 Specify the statestatutory or rule requirements that would need to be suspended for Fiscal
Year 207-18 (implementing bill) or permanently changed (conforming bill) in order to
implement the recommended reprioritization (deduct and/cbadk component).
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1 Describe the program/serviéahction/activity that the department would redirect those
resources to and the projected outcomes that may be achieved with the additional resources
(addback component).

1 Compare the results or benefits from the current usesolurces with the projected outcome
of redirecting those resources, describing the methodology used for the comparison (deduct
and/or adeback component).

LAS/PBS Input Instructions for Schedule VIII C:

The Schedule VIIC will be prepared from LAS/PBS using unique issuéslumns A3, A24,
and A25and Narrative Set &will be used for Schedule VIIIC reprioritization issues for Fiscal
Year 2077-18. Agencies must:

1. Determine each reprioritization issue and identifykég elements for the deduct and
addback components, including titles and codes for the department, budget entity,
program component, issue, fund and funding source identifier (FSI).

2. Create unique deductand doack D3 A I ssue co3De XXX @neasy t he
issue code as provided in Section 3: The Budget Structii@reprioritization issue
includes a fixed capital outlay component, the appropriate 99XXXXX issue code must be
used.

3. Input the key elements for each deduct andl@aitk component dhe reprioritization
issue into LAS/PBS$isingthe Budget Detail Data Entry (BDD), Position Adjustment
Data Entry (PAD) or the Other Salary Amounts (OAD) transactions. (The Budget Detail
and Position Adjustment transactions are also available in the LAS/PB%3vep
Budget Development > Budget Detail Position Adjustment > New.) For the Schedule
VIII C, enterdeduct and addack components of each reprioritizatisgue amounts in
the following LAS/PBSColumns:

A2371 SCH VIIIC Total Possible Reprioritizations for Fiscal Year 208
A2471 SCH VIIIC Nonrecurring FY 20Z-18
A2571 SCH VIIIC Annualization FY 207-18

4. Input the narrative key elements for each reduction issue into the LAS/PB8sikigb
the Issue Narrative transaction (Budget Development > Issue Narrative) in Narrative Set
AG.

5. Assign auniquepriority number for eacheprioritizationissue. On the first line of each
narrative record, enter OPRIORITY #XX0 whe
assigned. Priority #fnust be usetbr thea g e n lughastpriorityreprioritzation

6. Insert twoblank rows and enter narratitteat explaingach rerioritizationissue. (Note:
there may be more than one issue narrative record for each pregmitgritizationissue.)

Additional Narrative Guidelines: All narrativemust becomplete, accurate, amditten
in plain language Acronymsmust bespelled out and identified [i.e., Office of Policy
and Budget (OPB)]. Do not use other program, technical, or budget jargon. All narrative
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should be written in shortonciseparagraphs

To Order a Schedule VIIIC: Through the LAS/PBS Web viaeports > Saved Reports
(Statewide) > Report EXHIBIT A, D AND D-3A, Save ID = S8C, and Save Title =
SCHEDULE VIIIC *LBR FORMAT**
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Schedule XI: AgencyLevel Unit Cost Summary

Purpose

Unit cost data is used not only as a budgeting tool but also for policymaking and accountability.
Based on thdetailactivity dataentered in LAS/PBSeach agency is directed to submit the

automated summary of its activities and measures with associategstsit This summary will

be used by policy makers as an overall pictur
costs.

Pursuant toexction216.023(4)0), Florida Statuteseach agency is required to submit this
schedule ints legislative bdget requestOnce the data has been audited and all necessary
corrections finalized, generatee onepage summary spreadsheigt the LASPBS Web
Format

The onepage summary for each agency will include the following:

Section |- Budget
1 Total of al funds from theriscal Year2015-16 General Appropriations Act.

1 Adjustments to th&iscal Year2015-16 General Appropriations Act (supplementals,
vetoes, failed contingencies, reorganizations, budget amendments, unbudgeted reserve
back of the bilre-appropriationsetc.).

1 FinalFiscalYear2015-16 Budget for agency or judicial branch (from reconciled June 30
appropriations ledger).

Section II- Activities/Measures
1 Total spending for each activity/measure and total number of units, as weltapans
unit of output.

1 Expenditures for Executive Direction, Administrative Support and Information
Technology activities (ACT0010 thru ACT0490) will be allocated to all other activities
based on percentagefedll-Time EquivalentETE).

1 Fixed Capital Otlay (FCO) will be segregated and not included in the calculation of unit
cost.

Section IlI- Reconciliation to Budget
1 Pass Throughs: Pass througitems are identified as funds the state distributes directly
to other entities, e.g., local governmentghaut being managed by the agency
di stributing the funds. These funds fl ow
agency has no discretion regarding how the funds are spent, and the activities (outputs)
associated with the expenditure of these fumdsat measured at the state level. Each
pass through must be identified as a Transkate Agencies, Aid to Local
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Governments, Payment of Pensions, Benefits and Claims, or Qthes:. This
definition of fApass througho applies ONLY
costs.

1 Transfers-State Agencies:total amount for all unique transfers to state agencies pass
through activities.

1 Aid to Local Governments: total amount for alunique aid to local government pass
through activities

1 Payment of Pensions, Benefits and Claisn total amount included in this section will
be derived from statewide activity ACT0430

9 Other: total amount for any other unique activity where costs should not be captured in
activity unit cost and is not a transfer to state agency, aid to local governments, or
payment of pensions, benefits and claims.

 Reversions amounts included for th@ctdbersubmittal are June Reversions for FCO
and operating.

1 Total Budget for Agency: this amount should equal expenditures for all
activities/measures, pass througgms, transfersstate agencies, aid to local
governments, payment of pensions, benefits @daims, other and revsions as of June.

The more detailed budget entity level information required by this section of law will be found in
the Activity Detail Report as well as back up documentation maintained by the agency for all
contracting entis. Agencies are required to request and collect the same information, to the
extent applicable, for each entity with which the agency contracts for servides. a fipas s

througho expenditure is directly aachievearat ed w
fulfill another activityodos demand, it may be
include it as part of the wunit cost of the as

doi ngd t he asMporiioa of ehddemand of thei assgciated activity served
by the pass through must be added to and repo

Section 216.023(4)(b), Florida Statytpsovides for a penalty for agencies that fail to submit the
required informationi At t he regul ar session I mmediately
agency unit cost summary, the Legislature shall reduce in the General Appropriations Act for the
ensuing fiscal year, by an amount equal to at least 10 percent of the allocationikwatihgehr

preceding the current fiscal year, the funding of each state agency that fails to submit the report
required under this paragraph. o

Procedure

The Schedule XI data must be submitted atiqgartmentevel.
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1. Using theLAS/PBSWeb fttps://laspbsweb.laspbs.state.fl.us/login.asgadectSchedule
Xl Spreadsheetsrom theUploads & DownloadsMenuandthenchoose Schedule XI***
LBR Format*** from the Statewide tab

2. Sectionl: OPB will provide the appropriate LAS/PBS columns forTogal All Funds in
the General Appropriations Act (GAA) andFinal Budget for the appropriate fiscal year.
TheAdjustments to GAA will be automatically calculated (difference between Total All
Funds GAA and Final Budget).

3. Section Il This section retrieves the data entered in LAS/RB@ theactivity data for the
actual prior yearRiscal Year2015-16). Refer to Section 4: Bt Preparation Process
Instructions for details. The following data will be systematically generated in columns:

1 Section II: All Executive Direction, Administrative Support and Information
Technology statewide activities (ACT0010 thru ACT0490 exclu&i@gd 0430) are
rolled up into one activity listed first. This rolled up activity amount is then
allocated to all other activities based on their FTE percentage. The statewide activity
for Payment of Pensions, Benefits and Claims (ACT0430) will be ¢esglan
Section Il

1 Activities/Measures: Derived from the activity title on the Issue Code Table (ICT)
and the Unit Cost Measure entered in activity narrative (Set V1).

1 FTE: Derived from theFull-Time EquivalentsgTES (record type 2) entered in
LAS/PBS for each activityNote: This information is available for display but will
be hidden irthe Legislative Budget RequgsiBR) and final spreadsheet format.

1 Number of Units: Derived from the output standard (record type 5) entered in
LAS/PBS for each activity.

1 Unit Cost: Automatically calculated by dividing tiHexpenditures (Allocated) by
theNumber of Units for each activity.

1 Expenditures: Derived from the amount (reabtype 1) entered in LAS/PBS for
each activity (excluding FCO categories 08XXXX and 14XXXX)ote: This
information is available for displayut will be hidden in the LBEBnd final
spreadsheet format.

1 Expenditures (Allocated): Automatically calculated as follows:

a. Based on the total FTE for the department, the percent of FTE for each activity
will be calculated.

b. The total operating expenditures for teeecutive Direction Administrative
Support and Information Technologtatewde activities (ACT0010 tlmugh
ACTO0490) will be multiplied by the FTE percentage for all remaining activities.

c. The amount calculated in step b. will be added to the total expenditures for each
activity to get theexpenditures (Allocated)
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1 FCO Expenditures: Derived from the amount (record type 1) entered in LAS/PBS
for each activity with FCO categories (08XXXX and 14XXXX).

4. Section It This section uses data entered in LAS/PBS from the activity dateifque pass
through activitiesn the actual prioyear fFiscalY ear2015-16). In addition, OPB will
provide the appropriate LAS/PBS columns for Reversion data

The following data will be generated:

1 Pass Throughltems:

1 Transfer-State AgenciessEnt er t he appropriate -activit)
State Agencies Activity Issue Codeo field
total expenditures (record type 1) of the unique transfer to state agencies pass through
activities identified.

1 Aid to Local Governments:Ent er t he appropriate activit
Local Governments Activity |Issue Codeo fi
the total expenditures (record type 1) of the unique aid to local government pass
through activiies identified.

1 Payment of Pensions, Benefits and ClaimsDerived from the expenditures (record
type 1) entered in activity ACT0430.

Note: The amount identified for payment of pensions, benefits and claims should be

equal to the amount in the Actuaiiér Year Expenditures Column AO1 with an IOE

of &lGwever, some payment of <cl ai ms may f &
also be included.

91 Other: Derived from agency unique pass through activities (with no standard
record type 5) that have nio¢en identified as a TransfeBsate Agencies, Aid to
Local Governments, or Payment of Pensions, Benefits and Claims.

1 Reversions: The LAS/PBS column fathereversion data wilbe createdoy the
Governoros Office of Pol i ¢terthafinatlopdBaliryg et ( C
reversions occur in September. The data is generated using EOG reversion codes
FCO01 and FCO02 from parts 4 and 5 of the LAS/PBS ledger for the FiscaRHar
17. Back of the GAA reversions (EOG code 0005) will be included ttebatign
budget and activity data

Reminder: If you hae any FCO reversions fdétiscal Year 2015-16, you must adjust
(remove it from) the Actual Prior Year data (Column A01), which must be reconciled
with the activity data.

5. Run theUnit Cost Summary Request (UCSR)r run the Schedule Xl spreadsheet via the
weband review the audit report. Make any necessary adjustments in LAS/PBS to the
activity data until no auddiscrepanciesxist and the Final Budgédr Agency (Section 1) is
equal to tle Total Budget For Agency (Sections Il + 1lI).
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In addition, the Actual Prior Year Activity Expenditures column (A36) must reconcile with
the Actual Prior Year Budget Expenditures column (A01). The Schedule XI should not be
finalized until this reconciliton has been completed and no audit discrepancies exist.

6. Submit thel-pageSchedule Xkpreadsheet (via the weh)themanualLegislative Budget
Reques{LBR).

To Order a Schedule XlIi LBR 1-Page Spreadshedformat (via the LAS/PBS Web)

The Schedul&XI/Exhibit VI must be ordered via the LAS/PBS Web
(https://laspbsweb.laspbs.state.fl.us/login.agExaonepage spreadsheet in addition to the Audit

report. SelecBchedule Xt Agency-Level Unit Cost SummarySpreadsheefrom the

Uploads & DownloadsMenu and then choo&CHEDULE XI **LBR FORMAT***  from

the statewide tab Enter any Activities that are O6Tran
Gover nment s 6 S¢lactftheRumpbutton. Seldriresi¢w. Output from the Main

Menu and once the spreadsheet has compketéztt Schedule XI

Note: The Schedule ¥xhibit VIspreadsheet is located in the first TAB and the Audit report is
located in the second TAB.

Save the spreadsheet file in Excel in the desired location and desired file Ih#mee.
spreadsheet is more thane @ge then Set td-it to one @geand pint thespreadsheet fitab)
and submit in théegislative Budget Requeas indicated in Appendix ANOTE 71 If footnotes
explaining audit discrepancies are needed, please submit this page along with 8whedule
XI.

Please refer to thBudget Instructionsn the Florida Fiscal Portalebsite for a sample form.
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Manual Exhibits and Schedules

The Legislative Budget Request compsigarious exhibits and schedules. Generally, exhibits

offer different ways to view an agency's budget request (by issue, category, etc.), and schedules
are supporting documents for these exhibltkis section provides instructions for preparing

each manual exhibit and schedule.

The Department of Education and Board of Governors may upload documents necessary to
comply with the 5 year postsecondary enrollment planning provision of Section 2(Z) )
Florida Statutesas part of its manually prepared schedules and exhibits.

Temporary Special Duty-General Pay Additives Implementation Plan for Fiscal Year 201-
18 (section110.2035(7)(b), Forida Statute$:

1. Agencies are to upload the requirddn as part of their Manual Exhibits, Schedules
and Supporting Documents.

2. The Pl an should follow the Transmittal Let
I General Pay Additives Implementation Plan for Fiscal Yea7-20118.0

3. The planshould include, at a minimum, the following information:

a. A short description of each type of additive and the circumstances under which it
will be used,;

b. The justification for the use of each type of additive;

c. When each type of additive will be initiallg effect for the affected employees
(i.e., beginning first day of special duties or after 22nd day of special duties);

d. The period of time each type of additive will be in effect for the affected
employees(i.e., no longer than 90 days without the agenmwieng the
circumstances under which the additive is implemented);

e. The amount of each type of additive (i.e., 5%, 10%, $100 per pay period);

f. The classes and number of positions affected (if not known, report number of
such additives implemented in priosdal year);

g. Historical data (e.g. time of first implementation) for each type of additive and the
number of persons for which each type of additive was used in the prior fiscal
year;

h. The estimated annual cost of each type of additive; and

i. Any collective bagaining units impacted and the relevant language in the affected
bargaining agreements.

The manually prepared exhibits and schedules are produced using electronic forms. These
instructions provide stepy-step instructions for each field or section atle form.
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Schedule IA: Detail of Fees and Related Program Costs

Purpose
TheSchedule IA has two purposes:

The first purpose is to comply with the reporting requirementsaif@216.0236 Florida
Statutesregarding the examination of fees charged for providing regulatory services and
oversightof businesses or professions. The schedule demonstrates whether all costs of providing
a regulatory service or regulating a profession or business are bornebgdlebge who receive

the service or who are subject to regulatitithe Schedule IA is being prepared for a regulatory
program or servigghen the Examination of Regulatory Féesm Part | and Iiwill also need to

be completed (both forms are explalrfarther below).

Regulatory feessupportservices tar oversight ofprograms in which atate agency (the

regulator) confers upon an entity a privilege (license, permit, etc.) of providing a good or

regulatory service that, because of its nature, must be controlled to ensure the health, welfare,
and/or safety of the publicExamples of regutary activities or programs include inspection

programs, the nursing home regulation program, the accountancy regulation program, the
insurance agentoés regulatory program, and the

Regulatory feedlo notinclude the flowing types of charges:

Impact feesthatare a onetime charge against new development (Suwehtar or
sewer facilities, construction of road improvements, construction of school facilities
and park expansions).

Registration feesthatsupport programi which astate agency requires that an entity
register, or submit for the public record, specific information on its existence and
operating purpose, but for which titate agency is not responsible for regulation of the
entity (such as the corporategistration program and various taxpayer registration
programs).

User feeghatsupport programs in whichstate agency collects the fee from an entity
in exchange for a right, service, privilege, or usgtate resourcesUser fees are paid
by choicein that the entity paying the fee has the option ofusaigthe governmental
facilities or services and thereby avoiding the charges (such as tolls, parks and
recreation fees, court fees, and criminal background checks).

Taxesthatareaforced burderor charge imposed by sovereign right ¢ewislative
authority for the support of the government, administration of the law, and execution of
the various functions that the sovereign performs.
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SpecialAssessmentshatare ahome rule revenue source that may be used by a local
government to fund improvements or essential serviltesust be levied to show a
specific benefit to property and must be apportioned equitably.

The secongburpose ofschedulelA is to demonstrate ether a particulanon-regulatory

program or service iself-sustaining.This schedule is prepared for each agency trust fund
established or currently being used as a depository for fee collections or other specific sources of
revenuewhich are fedike in nature that were authorized to cover the full costs of conducting a
specific program or service. The schedule must account for the amount of fees collected, the full
costs expended in providing the program or service, and the difference (eithairamgm

balance or a deficit). Do not include such revenue sources as trdnsfess the transfer is fee

like in nature)or interest earned on investments. The revenues reported should include only fees
and other prograrmspecificsources of funds. Tnafersthatare feelike in natureshouldbe

included asevenudgexample: transfers tBepartment of Management ServicB8AS) internal

service fundor rent charges)Keep in mind thatHis schedulés a subset of the Schedule | and

in most cases willot exactly mirror the Schedule I.

Procedure

A separate Schedule IA should be prepared for each program within a trust fund into which fees
or other progranrspecific charges are deposited, as follows:

1. Enter the department title and code andhilgget entity title and code.

2. Enter the fiscal year dates and fund code and title.

3. State statutory authority for collecting the fee deposited in the trust fund.
4. Describe the purpose of the governmental service being provided.

Section Ii Fee Collection

5. Enter title of each fee or a short description of each revenue source.
6. Enter the total amounts collected for each applicable fiscal year for each fee or charge.
7. Enter totals for Section | on Line (A), Section Il

Section IIi Full Costs

Full Costs- include direct costs and the associated indirect or support costs.

Direct Costs consist of those expenditures that are directly associated with the program or
service.

Indirect or Support Costsnclude a proportionatehare of the expenditures actually

charged against the trust fund for administration and other support services. If the total cost
of an expensive piece of equipment is reported in the year of purchase resulting in a
distortion of the normal costs for aar, then this should be noted in the explanation block
under Section Il.

8. Enter basis used for allocating the indirect costs.
9. Enter the direct costs incurred for each applicable year.
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10. Enter the indirect costs incurred for each applicabée.ye
11. Total full costs for each column.
12. Enter totals for Section Il on Line (B), Section Ill.

Section Ill- Summary

13. Enter on Line (C) the difference between Line (A) and Line (B).

Explanation

14. Provide any clarification of the totals inne (C) in this narrative section. If Line (C) is a
negative balangea full explanation needs to be given:

1 How will the deficit be coveredl Cite the statutory authority allowing the use of
alternative funding sources to cover deficits.

What increaseare being proposed to cover the deficit?
What is the time frame for resolving the expected trust fund deficit?
Can the deficit be handled administratively or does it require legislation?

Has the agency included the required legislation in thegidlativeBudgetRequest
submission?

= =4 =4 -4

Please refer to thBudget Instructionsn the Florida Fiscal Portalebsite for the form.
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Schedule IA- Part I: Examination of Regulatory Fees

Purpose
This form is used to provide additional information requireddmntien216.0236 Florida

Statutesregarding the annual examination of fees charged for providing regulatory séovices
and oversighof businesses or professions.

Procedure

This form must accompany any Schedule IA that is completed for a RegulateigeSor
Oversight of Businesses or Professions Program.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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Schedule IA- Part Il: Examination of Regulatory Fees

Purpose

This form is used to provide additional information regardiegfee structure to assist in the
annual examination of fees charged for providing regulatory services to and oversight of
businesses or professions.

Procedure

Thisform must accompany anycBedule IA that is completed for a Regulatory Service or
Oversight of Businesses or Professions Program.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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Schedule IC: Reconciliation of UnreservedFund Balance

Purpose

The purpose of Schedule IC is to determine the available trust fund balance for budgetary
purposes based on the assets and liabilities of the fund. This schedule displays the available
shortterm assets and shdaerm obligations of the trustind as of June 30 for the Actual Prior
Year Column AQO1).

Procedure

The Schedule IC should be completed in conjunction with the completion of the Schedlule I.
Schedule IC must be prepargicthe LAS/PBSlepartment funéevel and submitted as part of

the Schedule | packet. In additiohyour Schedule | submission is at tedget entity or

division level, a separate Schedule IC must be submitted at the budget entity or division level as
part of the LBR submissiorThe following are instructions for completing this form:

1. Indicate the budget period:his should correspond to the budget request Ye@uhn A03)
on the Schedule 1.

2. Indicate the key elements for the trust fund, which includes department tetefuind title
and the LAS/PBS code for each of the following:

Department and Budget Entity Titles and CodAdisting of the department and budget
entity titles and codes can be obtained from LAS/PBS via the Budget Entity Table Request
(BETR) transactin or the LAS/PBS WelCodes & TitlesMenu

Trust Fund Title and CodeA listing of trust fund titles and codes can be obtained from
LAS/PBS via the Fund Code Table Request (FCTR) transamtitire LAS/PBS WelCodes
& Titles Menu In addition, a listingpf funds that are used for each department can be
obtained from LAS/PBS via the Department/Fund Compatibility Table Request (DFTR
transactioror the LAS/PBS Wel€odes & TitlesMenu.

3. Complete Lines A through K based on the following detailed inginsct

(A) The Chief Financial Officer6 €CFO) cash balancdas the amount shown in State
Accountsasof June30.t shoul d agree with the amount
trial balance after closing the accounting records for the fiscal year. This amount is
shown in general ledger code (GL) 121XX.

(B) Other Cashshould include other cash, such as Cash on Hand (GL 1108%h in
Bank (GL 112XX)and Cash in State Treasury Unverified (GL 124XKpash with
State Board of Administration (GL 113XX) or Cash with Fiscal Agent (GL 114XX)
should only be included if theash is available to meet the current obligations of the
fund. If any cash recorded in these accounts is not available to be used to cover the
appropriations related to the fund, wat include in Line B.
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(©)

(D)

(E)

(F)
(G)

(H)

(1

()

(K)

Investments, 6/30/XXXXs houl d r ef | snwestmentbatancasyar thecfigcal s
year ended 6/30/XXXX. This amount should also agree with the amount recorded on
the agencyo6s closing trial bal ance i n gene

Outstanding Accounts Receivable, 6/30/XXXXncludes all current recesbles. This

amount should be comprised of the followgpeneral ledgecodes from the beginning

trial balance: 151XX, 152XX, 153XX, 154XX, 155XX, 156XX57XX, 161XX,

162XX, 163XX, 164XX, 165XX, 167XX, and 169XXAny approved carry
forward/certifiedfowar d accounts receivable (type nC
the general ledger code amounts and does not need to be listed separately on the

Schedule IC.

Line E should be used to add such itemsascipatedgrant receivables related to
encumbranes, anticipated bond proceeds and other amounts not required for statewide
financial statement purposdsit which are needed for budgeting purposes.

Total of Lines A through E.

Uncollectible Accounts Receivablewill be reflected under Allowance for
Uncol l ectibles, GL 159XX on your agencyos
should reflect any accounts receivable on line D that you do not expect to collect or that
you are in the process of writing off.

Approved Carry Forward/ Certified Forwards will not be shown on the trial balance

in any specific general ledger code(3his amount can be determined by requesting a
LAS/PBS report focarry forward/certifications forward approved by OPB. The
approveccarryforwardc er t i fi ed forwards should be seg
AFCOType ACO items (accounts receivable) s
above).

Other Accounts Payableshould includeonly nonoperatingpayablesi(e., liabilities

that will bepaid usinga nonoperating appropriation category, such as service charges
due to general revenuand other liabilitiessuch as deferreor unearnedevenue
(Revenues Received in Advandgeatare not included in the approvedrry
forwardctertificationsforward amount recordesh Line H. Do NOT include
disallowedcertified amounts or operating payables not requested for certifications
forward.

Other Liabilities. Line J should be used to subtract any other liabilisash as a
statutorily required resenar a reserve for litigation.

Unreserved Fund Balance, 07/01/XXXX.Total lines F through J. This amounust
agree to Section IV, Linedf the Schedule | i€olumn A0l and Line A irColumn
A02.

If the Unreserved Fund Balance on Line K of Schedule IC does not agree to ttutal
amount recorded inall GL 5XXXX & for governmental fund types) or 539XX (for
proprietary and fiduciary fund types) on the
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(BGTRBAL),comp | et e the AReconciliation of Beginni
at the LAS/PBS fund level.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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Reconciliation of Beginning Trial Balance to theSchedulel and IC

Purpose

The purpose of thiormistor econci |l e any di fferences bet ween
balance as of July 1 and Line K of the ScheduleNGte: Line K of the Schedule IC and Line |

of the Schedule | (Column A01) must always agree.

Procedure

This reconciliation must be prepared separately for each trust fund at the LAS/PBS fund level.
The following are instructions for completing this form:

1. Indicate the budget period.

2. Indicate the key elements for the trust fund, whichudeb department title, trust fund title
and the LAS/PBS code for each of the following:

Department and Budget Entity Titles and CodAdisting of the department and budget
entity titles and codes can be obtained from LAS/PBS via the Budget EntityRedplest
(BETR) transactiomr the LAS/PBSCodes & TitlesMenu

Trust Fund Title and CodeA listing of trust fund titles and codes can be obtained from
LAS/PBS via the Fund Code Table Request (FCTR) transamtitire LAS/PBSCodes &

Titles Menu In adlition, a listing of funds that are used for each department can be obtained
from LAS/PBS via the Department/Fund Compatibility Table Request (DFTR) transaction.

3. Complete Lines A through F:

(A) LineAisthet ot al amount r ec or(fdreggovernmentahfund typed) 5 X X X
or GL 53900 (for proprietary and fiduciar
balanceas of July 1 ofthe Current Fiscalear.

(B) Line B is the subtraction of any Nonspendable Fund Balance recorded in GLC 56 XXX
(for governmental fund types). Nonspendable Fund Balance indudasts that will
not be spent because they are either not in spendable form (inventories, prepaid items,
advances, or receivables or other items that will not convert to cash soon enough to be
available in the current budget period) or legally or contractually required to be
maintained intact (permanent funds only).

(C) Line Cis the adding or subtracting Bfior YearStatewideFinancial Statement
Adjustment(s) if required. Your agency may not have any of these adjustments.

(D) Line D, Other Adjustments line should be usedatld or subtradiudgetaryitemsnot
reflected on t he ag(suohcaydpprovddiCarrg Roonvard | stater
amounts for encumbrances and FCO, anticipated receivables/revenue to cover certified
it ems) , or items reflected on the financi e
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budget (operating payables to be paid fromcher r e nt y eNote:dysunay dget ) .
have as many LinBs as necessary.

(E) Line Eis the sum of Lines A, BCandD.
(F) Line Fis the Unreserved Fund Balance as calculated on Line K of the Schedule IC.

(G) Line Gis the difference between Linedhd Line E. This must always equal zero if the
reconciliation has been prepared properly.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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Schedule ID: Request for Creation, Rereation, Retention, Termination or Modification
of a Trust Fund and Analysis of Trust Fund Creation

Purpose

A trust fund is defined inextion215.3206(4)Florida Statutesasb ei ng i dbpt afi ed 0
classification scheme set out in the legislative budget request instructionsnptwssation

216.023 Florida Statuteconsistent with the Departmentldf nanci al Servi ceso f
systems 0 This definition does not TheEamida t hat a t
Constitution requires t harilaofdter publicbosltmaybend of t
createdor recreatedoy law withouta threefifths (3/5) vote of the membership of each house of

the legislature in a separate bill for that purpose.ordy I f a trust fund was
law (i.e., in Florida States, in Laws of Florida, in th@eneral Appropriations AGGAA), by

the Administration Commission, or otherwise pursuant to a delegation of legislative authority), it
should be reviewed, argitherre-createdafter its initial creatioror terminated, t@revent its

automatic termination by tHeoridaConstitution. In subsequent reviews, the trust fund should

be recommended for retention if it is still necessary, or recommended for termination if it is no

longer needed.

Pursuant to Article llisection19(f) of theFlorida Constitutiorthe need for trust funds should be
reviewed and the creation of any trust fund requires an extraordinary vote of the Legis¢tature.
is important to note that unless the agency specifically asks for each trust fund schubed

for termination to be recreated and the Legislature recreates it, the trust fund will be
abolished four years after itsinitial creation, pursuant to requirements of theFlorida
Constitution and no further budget or expenditures can be legally authored.

Accordingly, the Legislature eliminated the ability of the Governor and Cabinet to establish new
trust funds, and required that new trust funds be created only in single purpose bills by a three
fifths vote of each house. These trust funds are sutgjdegislative review every four years. A
Schedule ID is required for each of the trust funds in an agency subject to the four year review
pursuant to Section 215.3208, Florigtatutes.A listing of agencies for each review year
remaining in the current review cycle is providedpagel30.

Additionally, the Schedule ID is required for each new fund requested, establishment of
authorization for an existing trust fund that is not currently in the Florida Statutes (including
clearing accountsgnd retention of an existing trust fuadmodification ofan existing trust

fund. A modification to an existing trust fund may include combining two or more trust funds
(typically, one is retained with a broader purpose and the others are terminated) or terminating an
existing trust fund regardless ohether it is specifically authorized in the Florida Statutes.

A Schedule ID is not required for terminatingrast fund when the trust furiths been
transferred to another agency or department by law. Once the trust fund is transferred to another
agencyor department, the trust fund is considered to not exist in the originating agency.

Trust Fund Definitions and Re-alignment

The 2004 Legislature amended languageettisn215.322)(b), Florida Statutego define the
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purposes and uses of various tifustds used in dajo-day operation§Chapter2004234, Laws

of Florida). In addition to other trust funds created by lamithe extent possible, each agency

must adjust its internal accountinguse existing trust funds consistent with the requirenants

this subparagraph. If an agency does not have trust funds listed in this subpaaadrapé is

required the agency must recommend the creation of the necessary trysj fanbe

Legislatue no | ater than the nextustfuods puctsuahtéod r evi ew
section215.32@, Florida Statutes

Section 215.32)(b), Florida Statutesdefines the following trudundsthatare used for dato-
day operations:

Operations opperatingtrustfundi for use as a depository for funds toused for program
operations funded by program revenues, with the exception of administrative activities when
the operations or operating trust fund is a proprietary fund.

Operations andhaintenancerustfundi for use as a depository for client servié@sded by
third-party payers.

Administrativetrustfundi for use as a depository for funds to be used for management
activities that are departmental in nature and funded by indirect cost earnings and
assessments against trust funds. Proprietary faredsxcluded from the requirement of
using an administrative trust fund.

Grants andlonationgtrustfundi for use as a depository for funds to be used for allowable
grant or donor agreement activities fundeddstnicted contractual revenue fingrivateand
public nonfederal sources.

Agencyworking capitaltrustfundi for use as a depository for funds to be used pursuant to
section216.272 Florida Statutes

Clearingfundstrustfundi for use as a depository for funds to account for collections
pendng distribution to lawful recipients.

Federalgranttrustfundi for use as a depository for funds to be used for allowable grant
activities funded by restricted program revenues from federal sources.

For all agencies that currently have the trust fudefged above:

1 To the extent possible, the trust funds are to be used consistent with the trusefund
definitions. This may mean shifting appropriations and funding between existing trust
funds i n tebistativa BudgetRgqdeitBR) to be casistent with these
definitions. The LBR submitted for theiscal Y ear2017-18 budget shall reflect any
applicable shifts between existing trust funalsingthe agency uniguissue code
34FXXXO0 for these realignment issues.

1 Any agencyunique trust funds that are established in law will continue to function in
accordance with their established purpose. For example, an agency that has a Social
Services Block Grant Trust Fund established wowltdneed to move those block gtan
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funds and appropriations to a federal grants trust fund.

1 If an agency has funds and appropriations that are inconsistent with the requirements of
this law and cannot recommend moving them to an existing trust fund in the LBR, then
the agency shall reqskthe creation of a new trust fund later than the next scheduled
review of all of the agencyods trust funds.
federal direct revenues and appropriations in an administrative trusbfutrdbes not
have a federajrants trust fund. The federal grants trust fund would be recommended for
creation no | ater than the next schedul ed

1 In general,tiis recommended that an agency not request the creation of any new trust
fund required i this section until the time the agency goes through its scheduled trust
fund review. This will allowthe Office of Policy and Budge®©fB) and the Legislature
to be able to evaluate all of tireist fund needs of the agency at one tilHewever,
shouldan agency have special circumstances relating to the need to establish a trust fund
prior to the scheduled review, the agency should contact their OPB analyst.

For agencies up for their scheduled trust fund review:

1 The LBR is to be submitted in the existing trust fund structure. Any new trust funds
created byhe Legislatureunder this section would have a delayed effective date. This
would all ow the agency to submit the follo

1 A request for the creation of a new trust fund (Scheduledlrsuant toection215.32,
Florida Statutesshall be submitted for any of the defined funds if the agency does not
currently have such a trust fund but does have financial activities desoyibiee trust
fundds definition. For exampl e, i f an age
recorded in their Grants and Donations Trust Fund, they should request to establish a
Federal Grants Trust Fund to be able to move the federal granpapgons. In
addition to the Schedule ID, agency must also submit the followidgcumentation by
November 10, 2016

o Pro Forma Schedule Ii Excelspreadsheets showing what the Schedule | of the
new trust fund(s) and any affected trust funds woubdt like if the new trust
fund were to be created. This would capture the anticipated revenues and
expenditures of the netsustfund, as well as the reduced revenues and
expenditures of the existing trust fun@ihe Pro Forma ScheduléReport Option
4) should be presented in the salayoutformat as éschedule | submitted for
LBR purposes.

To downloadPro FormaSchedule | information to Excel, run the Schedule |

Report Request (SC1R) from thAS/PBS Weband select the Report Option 4:
Schedule 1 Downad (Pro Forma) Next go to O6Preview Ou
export the spreadsheet to Excel. Please contact the LAS/PBS Help Desk (487

4210) if you need assistance.

0 Analysis of Trust Fund Creation form i This form communicates the fiscal,
operationallegal and technical impacts that creation of the new trust fund will
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have. Any benefits or concerns related to the creation of the newliont be
communicated to OPB and the Legislature on this form along with appropriate
supporting documentation.

1 If an agency has an agenragique fund that is established for essentially the same
purpose as one of the required funds, then an agency should request that the existing fund
name and number be changed to the required fund name and number at the &me of th
scheduled review. This request would be made on the Schedule ID as a recreate with
modification. An example of this is the Educational Aids Trust Fund at the Department
of Educationwhich wasestablished to account for the federal grants the depéartmen
receives. The agency would request that this fund be recreated with modification as a
Federal Grants Trust Fund.

General Considerations

1 If an agency receives federal indirect cost reiméments, the agencyeedto account
for thesein an Administraive Trust Fund. Assessments against other trust funds to fund
management activities which are departmental in nature should also be deposited in the
Administrative Trust Fund.

1 If an agency currently has one of the required funds and is using the fiadttifoonal
purposes in accordance with a law that conflicts with this section, the agency, if
permitted by that law and if another appropriate trust fund is available, should use the
trust fund consistent with the definition of this section.

The agencghould prepare proposed legislationthe purpose of creating a new trust fund or
recreating an existing trust fund in the form of a separate gngfse bill for each trust fund.
Draft legislation must also be submitted if requesting an existisgftrad to be modified or
terminated; however, numerous modification and termination trust fund actions may be
combined into one proposed bilfk the agency requests a statutory trust fund bereated or
retainedwith no modification, the Schedule IDust becompletedhowever, no draft gislation
needs to be prepared. Proposed legislation creating a trust fund should include the following
information, as required byestion215.3207 Florida Statutes

1. The name of the trust fund.

2. The name oftte agency or branch of government responsible for administering the trust
fund.

3. The requirements or purpodes which the trust fund is established to meet.

4. The sources of moneyisatshall be credited to the trust fund or specific sources of
receipts to be deposited into the trust fund.

Except for those trust funds exempt from automatic termination pursuant to the provisions of
Article Ill, section 19(f)(3) of thé-lorida Constitution trust funds administered by the following
entities will be terminated, rereated retainedpr recognized as exempt from automatic

termination, as appropriate by the Legislature, during the regular session of the Legislature in the
year indcated:
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2017 Session 2018 Session 2019 Session 2020 Session

Justice Administrative Executive Office of the Department of Lottery Legislative Branch
Commission Governor
Department of Educatio Department o
State Courts System Department of Agriculture ang Affairs
(Judicial Branch) Consumer Services State University System
Department of Children and
Department of Legal Affairs Department of State Department of Financia Families
Services
Department of Corrections Department of Economic Department of Health
Opportunity Department of
Department of Law Transportation Department of Elder Affairs
Enforcement Department of Citrus
Department of Military Agency for Persons with
Fish and Wildlife Public Service Commission Affairs Disabilities

ConservatiorCommission
Department of Business and| Department of Revenug Agency for Health Care
Parole Commission Professional Regulation Administration
Department of Highway
Department of Juvenile Agency for State Technology Safety and Motor

Justice Vehicles
Department of Managemen| State Board of
Services Administration
All other trust funds* Department of
Environmental
Protection

"All other trust funds not administered by the entities listed ghusereviewed during th2014,
2015 or 2016 legislative sessionsind not exempt from automatic termination pursuant to the
provisions of Article lll,section 19(f)(3) of thé=lorida Constitutiorwill be reviewed in th&017
legislative session.

Newly created trust funds and trust funds received by agencies or departments through
reorganizations or transfer of programs may not be on the same scheduled trust fund legislative
review cycle as shown above. Agencies and departments should run the DFTRidraimsac
LAS/PBS for the Department and Fund Compatibility Table. The Department and Fund
Compatibility Table will provide a date when a trust fund is scheduled for review.

Procedure

In addition toany requirediraftlegislation a ScheduléD andan Analysis of Trust Fund
Creationform (if applicable)must be completed for each separate trust airde
departmentundlevel.

Schedule ID

The ShedulelD is designed to serve multiple purposasdifferentdata is required for each
circumstance. Following the required daggtion, the form includesections to address specific
requests for new trust funds or modifications to existing trust funds. Complete the applicable
section(s) based on the type ajuest selected.

June 2016 130 Legislative Budget Request Instructions



Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the forms

June 2016 131 Legislative Budget Request Instructions



Analysis of Trust Fund Creation form

Submitthe Analysis of Trust Fun@reation fornfor any newtrust fund being requested.
Provide a detailednalysis of the fiscal, operational, regulatory, technical and other istphatt
creating the new aist fund will cause. Attach all relevasupporting documentation.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for thedrm.
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Schedule I\M-A: Data Center Reconciliation

The Schedule PA is no longer required.
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Schedule IV:B: Information Technology Projects

Purpose

The purpose of this schedule is to present supporting documentatiofofanationtechnology

(IT) project requests by providing more detailed information on IT projects than is included in
the D-3A issue narrative. The resulting document builds on analyses and information collected
by the agency during the initial definition and planning stages.

Procedure

The total cost, level of complexity, and impact of an IT project determines the extent of
documentation requiredA Schedule 1¥B must be completed for all projects with a total cost (all
years) of $1 million or morelf the original cost of an Iproject is under the $1 million threshold

but subsequently changes and exceeds the $1 million in total project costs, a Sch&lide IV
required.

Schedule VB is not requiredfor requests to:

1. Continue existing hardware and software maintenagoeements

2. Renew existing software licensing agreemémas are similar to the service level
agreements currently in yser

3. Replace desktop units (Arefresho) with new
currently in use.

4. Contract only fothe completion of a business case or feasibility study for the replacement
or remediation of an existing IT system or the development of a new IT system.

Information required for information technology projects requiri@chedule I¥B includes:

1 Cover Sleet and Agency Project Approval Form
Business CaseStrategic Needs Assessment
Success Criteria

Benefits Realization and CeBenefit Analysis
Major Project Risk Assessment

Technology Planning

Project Management Planning

=A =4 -4 -4 -4 -4

In addition to the Schedule 18, agencies submitting an IT issue for a project that exceeds $10
million in total costs must include with thdiegislativeBudgetRequest{LBR) the statutory
reference of the existing policy or the proposed substaptikeey, pursuant toection
216.023(4)(a)10Florida Statutes

For agencies required to i ncl utdestbe previdedjnect 6 s
bill form, drafted to the appropriate statutory chapter, and submitted as an attachment to th
Schedule I¥B. The following components of the ScheduleB\should be consistent with the

existing or proposed policy:
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1 Governance structurei This information should be consistent with the Project
Organization section of the Project Management Plan@mmponent.

1 Project scopei The scope of the project is articulated and described in the project scope
section of the Project Management Planning Component, the recommended business
solution in the Business Case Component, and in the proposed solutioptoesin the
Technology Planning Component.

1 Main business objective$ This information should be consistent with the Background
and Strategic Needs Assessment Section and may also be included in the project scope of
the Program Management Planning Comgnt.

1 Estimated completion timeframesi The Phasing Plan and Project Schedule in the
Project Management Planning Component include this information.

If an agency hasreLBR issue that requires the submission of a Schedule Xl and the issue
requires the vendor(s) to develop a new information technology system or enhance/modify an
existing system that meets the ScheduldlSubmission criteria, the agency only needs to
complée the following Schedule FB components and table:

Cover Sheet for Agency Project Approval
Project Cost Tablé CBA Form 2A

Major ProjectRisk Assessment
Technology Planning

Project Management Planning

= =4 =4 -8 A

Agencies with multiyear projects that will ndie completed in FY 2@t17 must submit updated
Schedule I¥B documentation with theBR if original project business objectives, business
benefits, cost estimates, funding model, project scope, implementation approach, or timeline
have significantly charegl from the information provided in the origindR. For example,
changes in benefits, costs, funding model, or timeline should trigger an update of the Cost
Benefit Analysis portion of the Schedule-B/documentation (which should reflect ALL years
of the project). The updated ScheduleBshould be provided in MS Word with Track Changes
displayed from the original Schedule-B/submission. All multiyear projects must complete

the Risk Assessment Component of the Schedul®@ &long with any other compents that

have been updated from the original Feasibility Study that may have previously been submitted.
The updated information should be resubmitted with_Big.

Please refer to th@uidelines for Preparing th8chedule IMB for Information Technology
Projectsto complete the Scheduled®. This document and the accompanying tools can be
downloaded from th&lorida Fiscal Portadt http://floridafiscalportal.state.fl.us/. Legislatiaed
Office of Policy and BudggtOPB) staff are available to review and provide feedback on draft
documentation submitted before and after the submission deadline.

Primary submission of the Schedule B/is through thé-lorida Fiscal Portal In addition, an
electronic copy of alhative famats (e.g. Word and Excead) due to OPB anthe Legislaturdy
the deadlines provided in th&R and should be sent td@LASPBS.STATE.FL.US
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Schedule \M-C: Recurring Information TechnologyBudget Planning

The Schedule IVCis no longer used.
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Schedule Vi This scheduleis no longerused.
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Schedule VI: Detail of Debt Service

Purpose

The purpose of this schedule is to indicate the debt service payments within a predetermined
time frame. The schedule is also used for determining the revenu&lwgschedule should
support the requested budget for Debt Service in the 08XXXX appliopridtegory.

Procedure

Schedule VI is prepared at the budget entity level by those agencies having debt service
obligations. Debt obligations include revenue bonds, revenue certificates, or other types of debt,
whether interest or noninterest bearing.

Section | This section should be completed at the summary level for currently outstanding
bonds. The detailed information for these bonds as of June 30 is provided by the State Board of
Administration. If additional bonds have been issued betwasn 3 and the submission of this
schedule, the Section | summary information should also incorporate any such subsequent bond
issues.Section Il is not needed for these bonds.

Section Il: This section should be completed for new proposed bonds atdiked level that

will then be identified in Section | at the summary level. The Total Debt Service in Section |

must agree to the Total Debt Service in Section Il. This is because Section Il can have more than
one Bond Series within a Bond.

In addition to completing Section I, a Truth-Bonding Statement should be completed for new
proposed bonds identified in Section II.

The following are instructions for completing Section | of this form:
1. Indicate the budget period.

2. Indicate the keglements for the trust fund, which includes titles and codes for each of the
following:

Department and Budget Entity Titles and CodAdisting of department and budget entity
titles and codes can be obtained from LAS/PBS via the Budget Entity TahlesR¢BETR)
transactioror the LAS/PBSCodes & TitlesMenu

3. Determine which Section(s) to be completed.

If you are required to complete Section I, follow the instructiondionber 4, only. If you
are required to complete Section I, follow thetinstions beginning with Number 5. In
essence, complete Section Il before completing Section |.
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9.

Identify associated amounts in Columns (2), (3) and (4) for the preprinted classification of
expenditures in Section | on the following line:

Line (A): Indicate the interest on the debt or obligation.

Line (B): Indicate the principal on the debt or obligation.
Line (C). Indicate the repayment of loans.

Line (D): Indicate the fiscal agent or other fees.

Line (E) Indicate other debt service.

Line (F): Indicate the total of Lines (A) through Line (E).

Explanation Describe any information pertinent to the debt or obligation. This may include
the components that make up the Total Debt Service amount, authority authorizing debt or
obligation, etc.

Indicate the name of the new bond issue in the space provided.

Columns (1) through (5) indicate the following information:

Column (1) Interest Rate.

Column (2) Maturity Date.
Column (3) Original amount ofssue.

Column (4) Balance ofssue for théestimatedY ear.
Column (5) Balance of issue for tHeequested/ ear.

Identify associated amounts in Columns (7), (8) and (9) for the information in Section I,
Column (6) on the following lines:

Line (G) Indicate the interest on the debt or obligation.
Line (H): Indicate the principal on the debt or obligation.
Line (1): Indicate the fiscal agent or other fees.

Line (J) Indicate other debt service.

Line (K): Indicate the total of Lines (G) throug).

Follow instructions to number 4 and summarize in Section | the detail amounts in Section Il
for all bond series.

Verify that the total of all Ling(K) in Section Il equals Line (F) in Section I.

Please refer to the Budget Instructiamsthe Florida Fiscal Portavebsite for the form.
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Schedule VII: Agency Litigation Inventory

Purpose

Pursuant toextion216.023(5) Florida Statutesthis schedule is to be used to report significant
litigation in which the agency is a party (plaintif defendant). Significant cases include:

1. Cases that may require additional appropriations in excess of $500,000

2. Cases that may require additional appropriations from a trust fund to the extent that
current year appropriations could not be met

3. Caseghat may reduce the revenues received or anticipated to be received by the state
by more than $500,000

4. Cases that may increase revenues received by the state by more than $500,000
5. Cases that may require amendments to the law under which the ageratg®pe

6. Cases under which a current state law would not be enforced (regardless of the fiscal
impact)

7. Any other cases the head of the state agency deems significant.

A case involving personnel actions by individual employees does not need to be reported unless
the court's decision would be likely to affect a class of employees.

No Schedule VII needs to be completed for any case for which a prior Schedundiséted
that the case was settled or that a final, unappealable order was entered, UNLESS payment of
mones pursuant to the settlement of order has not been completed.

In addition, the agency is required to submit an update of any additions or clatiges t
inventory no later than March 1.

Procedure
The following are instructions for completing the form:

1. Agency Indicate the name of the agency reporting the case (may be only one of several
agencies involved). If one agency has the lead regplitysand is handling the case for
mul tiple agencies and can provide the fAAmMoOuUnN
agency needs to report the caffehe Office of the Attorney Gener@DAG) is handling the
case on behalf of an agency or agescthen the "client" agency should report the case in its
inventory.
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2. Contact Persanindicate the name of the person who has knowledge of the courtlttdse
Office of the Attorney General is handling the case on behalf of an agency, pltiaatei
the name of the lead attorney (even if the attorney is with the OAG).

3. Phone Numberindicate the phone number of the contact person listed above.

4. Names otheCase Indicate the names of the cadéno case is knowrlist the partis
involved in the court casdf multiple state defendants are involved, list all those involved
(i.e., not just Department of Corrections, et al.).

5. Court with Jurisdiction Indicate the name of the appellate court if an issue is under appeal.

6. Case NumberIndicate the case number assigned by the cdinis allows cases involving
multiple agencies to be correctly identified.

7. Summary of the ComplaintProvide a brief summary of the complaint focusing on the facts.
Include the majotheories of law involved (e.gunconstitutional delegation, ADA, 1st
amendment, etc.)This summary should be understandable bylaaryers. It should be
concise, but should summarize the case, not just the last action.

8. Amount of the Claim Indicate the dollar amount of relief sought if specified by the
plaintiffs. If this is not specified, include any noonfidential agency estimate.

9. Specific Law(s) Challengedndicate any state laws and/or rules that would be modified or
overturned byan adverse court order.

10. Status of the Casd.ist the dates of significant hearings held or scheduled; list significant
pleadings filed or due; and summarize settlement negotiations held or schektuded.
minimum, include the last major action in thseand the next scheduled action.

11.Who is representing (of record) the state in this lawsuit? Check adighht (Agency
Counsel, Office of the Attorney General or Division of Risk Management, Outside Contract
Counsel) Check only those that are actygroviding legal representation, not offices that
are consulting unofficially on the case.

12.1f the lawsuit is a class action (whether the class is certified or not), provide the name of the
firm or firms representing the plaintiff(s)Limit responses tthose cases that are, or may
become, class actions. If you do not know the name of the firm(s), list the names of the
plaintiffds attorney(s).

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.

NOTE: THIS IS APUBLIC DOCUMENT. THE AGENCY IS NOT BEING ASKED FOR
LITIGATION STRATEGY PURPOSES OR FOR ANY PRIVILEGED INFORMATION.
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Schedule IX: Major Audit Findings and Recommendations

Purpose

Schedule IX is designed to inform decision makers on recent major finainth
recommendations found in Auditor General and Internal Auditor reports.

Procedure

Major findings and recommendations from audit reports issued by either the Auditor General or
the Chief Internal Auditor from the curreiidcal year andhe previows fiscal year should be
summarized in this schedule. The schedule should be completed by the Chief Internal Auditor in
the agency and submitted as part of the standard final Legislative Budget Request. If additional
resources are being requested in raspdo an audit finding, identify the relateeBB issue

code on Schedule IX.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.

June 2016 142 Legislative Budget Request Instructions



ScheduleX: Organizational Structure

Purpose

The purpose of this Schedule X isdigplay the agency's organization structure for the most
recent fiscal year. Section 20.04(Blorida Statutesrequires the Executive Office of the

Governor to maintain a current organizational chart of each agency of the executive branch that
must identify by position, all divisions, bureaus, unigd subunits of the agency.

Procedure
Provide a copy of the most recent organization chart for the agency but with an etfatgive

later than July 12016. These charts must identify by position,davisions, bureaus, unitand
subunits of the agency.
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ScheduleXIl Series Outsourcing or Privatization of State Serviceor Activity (Schedule
X, XA -1, XIIA -2, XIIA -3, XIIB, XIIB -1 and XIIB-2)

Purpose

The purpose of Schedules Xl aktlA is to support outsourcing and privatization requests in

the agencyods Legi s scheduleeproided basis for Rnelegstaedsngand T h e
agreement among the agency, the Executive Office of the Governor, and the Legislature

regarding resourceand commitments needed for the outsourcing or privatization proposal. The

schedul esd components provide more detailed in
privatization proposal than what is included in th8M®issue narrative submitted with an
aencyos | egislative budget request.

The purpose of Schedule X# is to capture information and to provide supporting
documentation on past major outsourcing or privatization initiativgally undertaken in the
last 5 years.

This section includesistructions for completing the following Schedules:

Schedule XlI: Outsaurcing or Privatization of a Service or Activity

ScheduleXllA -1: Cost/Benefit Analysis Projected Cost and Compensation

Schedule XIIA2: Cost/Benefit AnalysisBenefits and Addibnal Costs

Schedule XIIA3: Cost/Benefit Analysis Assumptions

Schedule XIIB: Major Outsourcing/Privatization Initiatives Exceeding $10 Million

Initially Undertaken in the Last Five Years

1 ScheduleXlIB-1: Major Outsourcing/Privatization Initiativesxceeding $10 Million
Initially Undertaken in the Lastive Years- Background Information

1 Schedule XIIB2: Major Outsourcing/Privatization Initiativesxceeding $10 Million

Initially Undertaken in the Lagtive Years- Cost and Deliverables Data

= =4 =4 -8 A

Authority

Section 216.023)(a)7, Florida Statutesrequires agencies to provide in theigislativebudget

re g u & supporiing information, including applicable cdstnefit analyses, business case
analyses, performance contracting procedures, saroroearison, and impacts on performance
standards for any request to outsource or privatize aganeices and activitiesThe cost

benefit and business case analyses must include an assessment of the impact of each affected
activity from those identifieth accordance with paragraph (b). Performance standards must
include standards for each affected activity and be expressed in terms of the associated unit of
act i \Beéctiog216.023)(a)8 Florida Statutes r e géuan evaustiorfiof any major
outsourcing and privatization initiatives undertaken during thefiastfiscal years having

aggregate expenditures exceeding $10 million during the term of the contract. The evaluation
shall include an assessment of contractor performance, a comparisticiphted service levels

to actual service levels, and a comparison of estimated savings to actual savings achieved.
Consolidated reports issued by the Department of Management Services may be used to satisfy
this requirement 0
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Procedure

For eaclservice or activityproposed to be outsourced or privatized, Schedules XIXdad

must be completediowevera copy of the business case study must be attached to the
Schedule XII only for those services or activities that are expected to exceed $1 0ol in
any given fiscal year. If multiple agencies are involved in the initiative, the lead agency is
responsible for collecting the information from all agencies involved and submitting one set
of documents.

In addition to Schedules Xl arlIA , ScheduldV-B must also be completed if the outsourcing

or privatization proposal requires the agency to develop a new information technology system or
enhance an existing system and it meets the criteria defined in the Sdie8ulegislative
BudgetRequest instructions. If the outsourcing or privatization proposal requires the vendor(s)
to develop a new information technology system or enhance an existing syskggertain

sections of Schedul¥ -B must be completed as identified in thegislative BudgetRequest
instructions.

Scheduls XIIB, XIIB-1, and XIIB-2 should be completed faervices or activitiethat have
beeninitially outsourced or privatized during the |&set fiscal years having aggregate
expenditures exceeding $10 million chgithe term of the contractf multiple agencies were
involved in the initiative, the lead agency is responsible for collecting the information from
all agencies involved and submitting one set of documents.

Definitions
For purposes of completing $e Schedules:

A Out s o umeans thegmcess of contracting with a vendor(s) to provddevice as defined

in section216.011(1)(f) Florida Statutesin whole or in part, or an activity as defined @cgon
216.011(1)(rr)Florida Statutesvhile theagency retains the responsibility and accountability for
theservice or activity and there is a transfer of management responsibility for the delivery of
resources and the performance of those resaurces

A Pr i v atnmeana the poooeds of transferring the responsibility éeraces as defined in
section216.011(1)(f) Florida Statutesn whole or in partpr an activity as defined irestion
216.011(1)(rr)Florida Stattes from the agency to the private sectoclsthat the private sector
is solely and fully responsible for the performance of the spesgfidce or activity
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Schedule XII: Outsourcing or Privatization of a Service or Activity

Agencies are required to complete the Cover Sheet and Agencytpproval to accompany
the Schedule XII.

Section I: Background Information

This section requires a narrative description that clearly articulates and documents the business
need(s) and case driving the agency to propose outsourcing or privatizaheservice or

activity as the best option for the agency, the state, and the clients served or affected by the
service or activity

1-4. Clearly and unambiguously describe s®gvice or activityhe agency proposes to outsource
or privatize and how thgervice oractivitys upport s t he agencyds mi
objectives as identified in the agencyos
it is i mportant that the agency provide t
performance of thegpticularservice or activity The legal citation could include Florida
Statute,Laws ofFlorida, other legislative mandatar, Executive Order.

5. Identify the resources and processes currently required by the agency to perfeenvitiee

oractivityyi ncl uding the agencyods information tech

resources.

6. ldentify the statutory authority for outsourcing or privatizinggkevice or activity If such
authority is currently not provided, describe what authority is reeadd the plan to obtain
such authority.

7. Describe the specific reasons for changing the delivery method séiiee or activity
from the agency to the vendor(g)lso, provide the current cost of service and revenue
source.

Section Il: Evaluation of Options

Typically there are several feasible options for providisgrice oractivity with each option

having its own set of advantages and disadvantages. Options could include different technical
approaches to service delivery and/or différeontractual arrangements including the use of
multiple vendors as opposed to only oi@mplete this section for the options that were
considered by the agencif.the agency considered only the option to outsource or privatize,
answer the guestionssathey relate to this option.

1. Describe the options in sufficient detail to convey an understanding of how the solution
would operate technically, organizationally, and financialpr example, explain what
responsibilities the vendor will havadwhat, if any, the agency will have in performing
theservice or activity Include the number of vendors the agency may contract with and the
general fee structure (suchme-clientor deliverablesased).
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2. For each option, state the number of potential vendors available to proveentioe or
actvityand each vendor s experience wervichor publ i c
activity.

3. Clearly identify the criteria used to evaluate the opend include a cost comparison as
appropriate Evaluation criteria should relate to the reasons for changirggyéhe vi ce 6s or
a ct i deliverymeshod as described in Section A, question 7.

4. Using the evaluation criteria stated in question 3,yaeatach option and list the
advantages and disadvantages of each.

5. For each option, explain what the anticipated impacts, both positive and negative, are on the
stakeholders identified in Section A, question 4.

6. Describe the potential changes ostand/or service delivery for each option and describe
how the agency anticipates realizing these changks®, describe how benefits will be
measured and what the annual cost will be.

7. Risks are uncertainties which, if realized, are likely to have a significant impact on the
performance of theervice or activity For each option, identify the potential risks and
describe how the agency could mitigate each risk.

8. If other entities hae implemented similar options, identify the entity, the service delivery
method implemented, and results of the implementation and/or challenges experienced.

Section Ill: Information on Recommended Option

The purpose of this sectionistoobtainmdret ai | ed i nf ormati on on the
option for outsourcing or privatization.

1. Verify that the proposed procurement method is in compliance eating287.057 Florida
Statutes

2. Provide the agency6s ttionmitHe outseurcingor privatizationf u | | |
proposal and provi e a copy of the agencyods

3-4. Clearly identify all forms of compensation which could include direct payments to the
vendor(s), transfer of state property to the vendor(s), Beafistate assets by the
vendor(s), and revenues to the vendor(s) that do not pass through state accounts.

5. Clearly document what responsibilities and costs will be retained by the agency once the
outsourcing or privatization has been implemented.

6. Either provide a description of the agencyos
of the agencyds current contract management
manage the contract.

7. Provide a copy of the agencybés contingency |
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8. List any associateldgislativebudgetreques{LBR) issues, submitted by your agency or
any other agency involved in this proposal, which are necessary for the successful
outsourcing or privatization of th&ervice or activity

9. Clearly explain whyother options, including the state retaining the provision o¢ineice
or activity, are not in the best interest of the state, the agency, or the clients served or
affected by theservice or activity Please provide the estimated expenditures byl fysza

over the expected life of the project.

10. Clearly identify the specific performance measures that are to be achieved or that will be
i mpacted by outsourci

11. Verify that the proposed e ndor ( s)

records law.

ng or privatizing the

understands and agrees

12. Provide verification that the recommended option is in compliance with applicable state and
federal law regarding accessibility by persons with disabilities. If informatidmodagy is
on should be given to the

i nvol ved, attent.i

282.601282.606 Florida Statutes

13.1 f applicabl e

t o

your

agencyb6s recommended

differences in current statgency policies or processes and, as appropriate, a plan to
standardize, consolidate, or review these differences that will subsequently reduce the need
for specific customization that would otherwise be required for implementation of the

recommended option

14. If the cost of the outsourcing is anticipated to exceed $10 million in any given fiscal year,
attach a copy of the business case study (and cost benefit analysis, if available) prepared by
the agency for the activity or service to be outsourced oajmad, pursuant taestion

287.0571, lorida Statutes.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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ScheduleXIlA: Cost/Benefit Analysis

The cost/benefit analysis schedule is to be completed for each option evaluated by the agency.
The cost/benefit analysis providefiae-year comparison of expenditures and revenues between
current operations and the proposed opdiod is comprised of tae schedulesThe Schedule

XIIA -1: Cost/Benefit AnalysisProjected Cost and Compensation worksheet provides a format
for the input of the estimated expenditures and revenues. The ScKHAu2 Cost/Benefit
Analysis- Benefits and Additional Costs wisheet provides a format for the input of Benefits

and Costs to the state not captured on the Projected Cost and Compensation worksheet. The
ScheduleXllA -3: Cost/Benefit Analysis Assumptions worksheet provides a format for listing

the assumptions made projecting future years.

ScheduleXIIA -1: Cost/Benefit Analysis- Projected Cost and Compensation
Budget

(a)Current- Input the estimateduf-Time Equivalent(FTE), GeneralRevenue, and
trustfund amounts for the nefive years assuming the agency continues
to perform theservice or activityn the @sme manner as in previous years.
The Total column and Fiscal Year Total lines will calculate automatically.

For the purpose of projecting future year Saksand Benefits,ite agency

may assume annual pay increases upreepercenteach year. The same
percentage increase must be used in calculating the future year amounts in
the Proposed Option column.

(b) Proposed OptionInput the estimated FTEeneralRevenue, anttustfundamounts
for the nexffive years assuming the agency adopts the proposed option for
performing theservice or activity The Total column and Fiscal Year
Total lines will calculate automatically.

Include any one time costs that will be incurbytthe agency during the

transition to the new delivery method of gexrvice or activity

Include any orgoing costs that will remain with the agency in its

performance of theervice or activitysuch as contract management,
oversight, lease spacepiod ed at agencyds expense,

For the purpose of projecting future year Saksand Benefits, the agency

may assume annual pay increases upreepercenteach year. The same
percentage increase must be used in calculating the future year amounts in
the Current column.

(c) Incremental Effect of OptionThese columns will be calculated automatically to
display the net increase/decrease between (b) Option and (a) Current.
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Revenues/Compensation

(d) Current- Input the estimated revenue and compensation amounts for thievaext
years assuming the agency continues to perforraghace or activityn
the same manner as in previous years. The Total column and Fiscal Year
Total lines will calculate automaticgll

(e) Proposed Option Input the estimated revenue and compensation amounts for the
nextfive years assuming the agency adopts the proposed option for
performing theservice or activity The Total column and Fiscal Year
Total lines will calculate autoatically.

Include estimates of all forms of compensation to the vendor(s) as a result
of transitioning the function to the vendor(s).

() Incremental Effect of OptionThis column will be calculated automatically to display
the net increase/decreasévieen (e) Option and (d) Current.

Net Impact
These columns will be calculated automatically.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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ScheduleXIIA -2: Cost/Benefit Analysis- Benefits and Additional Costs

Benefits

State any anticipated benefits to the agency and/or to the state as a resulginfychan
delivery method of theervice or activityhat arenotreflectedin theProjected Cost and
Compensation worksheet. Benefits may include reduced delivery time, improved
customer satisfaction, improved service requirements, etc.

Costs

State any additional costs that will be incurred by the agency and/or to the state as a result
of changing the delivery method of thervice or activitythat arenot reflected on the

Projected Cost and Compensation worksheet. These costs may incledsedcr

delivery time, reduced output, etc. If these costs are offset by a resulting benefit, identify
the relationship.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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ScheduleXIIA -3: Cost/Benefit Analysis- Assumptions

For Current and Proposed Option figures state the assumptions made in projecting future
amounts and benefits.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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ScheduleXIIB : Major Outsourcing/Privatization Initiatives Exceeding $10 Million
Initially Undertaken in the LastFive Years

For eachservice or activity initiallyoutsourced or privatizedithin the lastive years having
aggregate expenditures exceeding $10 millioring the term of the contracipmplete Schedule

XIIB by answering the questions and providing the requested documentation. If the agency has

outsourced or privatized more than @aevice or activitythe agency must complete a Schedule
XIIB for eachone The SchedulXIIB comprisestwo schedules, including the Schedule XI1B

1: Major Outsourcing and Privatization iaiivesInitially Undertaken in the Last Fivéearsi
Background Information and Schedule X4 Major Outsourcing and Privatization tiatives
Initially Undertaken in the Last Fivéearsi Cost and Deliverables Data.

For purposes of completing this Schedule:

AAggregate expenditures exceedi nogals&idcludesni | | i on
contracts in which the

Agencies are required to complete the Cover Sheet and Agency Project Approval to accompany

1 Contractshat do not involve payments to a vendor(s) of more than $10 million, but the
total value of compensation received by the vendor(s) under the cdotedst$10
million or more In these cases the vendor received an alternate form of compensation
under tle terms of the contract.

1 Contracts for which the sum of gross revenues or shared savings generated for the state

and vendor(s) over the term of the contract plus the sum of any payments to the
vendor(s) by the agency over the term of the contract, if any, total $10 million or more

the Schedule XIIB.

ScheduleXIIB -1: Major Outsourcing/Privatization Initiatives Exceeding $10 Million
Initially Undertaken in the LastFive Years- Background Information

1.

Provide a description of circumstances that led the department to consider and ultimately
decide to outsource or privatize thervice or activity Describe the various options
considered by the department to address thesshat existed at the time and the criteria
used to select outsourcing or privatizatidgkttach documentation created at the start of the
initiative describing the anticipated benefits of outsourcing or privatizingethece or

activity thatwasusedd j usti fy the agencyo6s original
budget request for #initiative.

Provide a comparison of the initiativeods
Provide a description of the procurement process used to select a Vefwldhg initiative.

Provide detailed information on all contract renewals for the initiative and provide

bu

pl

documentation of the contractords perfor man
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5. Provide a description of the vendor(s) ability or inability to meet performanceastis and
contractual obligations.

6-9.Provide a description of the agencyds exper
this service or activityparticularly unexpected results and the lessons learned that can be
used by the agency and by other agencies in the future.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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ScheduleXIIB -2: Major Outsourcing/Privatization Initiatives Exceeding $10 Million
Initially Undertaken in the LastFive Years- Cost and Deliverables Data

Section |: Cost Data

1.

2.

Planned Costslnput the estimated annual costs of the initiative as originally projected.

Actual/Revised Costsinput the actual annual costs for the years such data is available
and the revised annual costs if the estimates have changed from the original estimates.

Planned Savingslf cost savings were originally anticipated as a beméfine initiative,
input the estimated annual savings of the initiative.

Actual/Revised Savingsinput the actual annual savings for the years such data is
available and the revised annual savings if the estimates have changed from the original
estimates.

Cost Variance If the Planned Costs and Actual/Revised Costs differ by more than 10
percenin any fiscal year, provide an explanation of the differences.

Savings Variancelf the Planned Savings and Actual/Revised Savings differ by more
than 10percentin any fiscal year, provide an explanation of the differences.

Section Il: Deliverables and Milestones Schedule

1.

Deliverablesand Milestones List the planned deliverables and milestones to be
achieved.

Original Estimated Datelnput the planned date for each deliverable or milestone.

Actual Date/Revised Datenput the actual date each deliverable or milestone was
achieved or input the revised planned date for each deliverable and milestone.

Schedule Variancelf the Original Estimated Date and the Actual Date/Revised Date
differ by more tharthreemonths, provide an explanation of the differences.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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Schedule XIII: ProposedConsolidated Financing of Deferred Payment Commodity
Contracts

Purpose

Pursuant teection 216.023(4)(a), Florida Statutes, $ithedule Xlliwasdesigned to provide
decision makers with information on consolidated financing of defgragchent commodity
contracts including guaranteed energy performance savings contracts.

Procedure

A schedule mudbe completed for each proposed defempagmentcommodity contract.This

form must be completed and submitted when the proposed deferred payment commodity contract
exceeds the threshold for Category IV as defineg@ati@an287.017 Florida Statutes

Additionally, Department of Financial Servic3FS) forms Lease Checklist, DF&1-411 and

CEFP Checklist, DF&1-410 must also be submitted. The rules governing these contracts are

in Chapter 6983, Florida Administrative Codand may be accessed via the website
https://www.flrules.org/gateway/ChapterHome.asp?Chaptet3:6 diformation regarding the
consolidated equipment financing prograntluding guaranteed energy performance savings
contractsmay be accessed via the tlling website
http://www.myfloridacfo.com/aadir/statewide_financial_reporting/index.htm

Please refer to the Budget Instructiamsthe Florida Fisal Portalwebsite for the form.
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Schedule XIV: Variance from Long Range Financial Outlook

Purpose

Pursuant to Article IlISection 19(a)3-lorida ConstitutionSchedule XIV fulfills the
requirement that each ageickegislativeBudgetRequest be based upon aeflect thelong
rangefinancialoutlook adopted by the Joihegislative Budget Commission or explain any
variance from the outlook.

Note If the information that was submitted on this schedule is different than tfécial
adoptedong range financial outlook then this schedule will need to be resubmitted.

Procedure
The following are the instructions for preparing the spreadsheet:
9 Question 1:
Indicateif thelongrangefinancialoutlook adopted by the Joint Legislative Budget

Commission in Septembeontainsrevenue or expenditure estimates related to your agency.
If it does, questions two and three will need to be comglete

1 Questions 2 and 3:
A. List the estimates for revenuesléor budget drivers that reflect an estimatetfor
agencyfor the budget request yedine amount projected in thengrangefinancial
outlook and the amounts projected in the Schedule | or budget request

B. Explain any variance(s) if the revenue estisgfrom the Schedule I) or budget drivers
do not conform to the long range financial outlook.

Please refer to the Budget Instructiamsthe Florida Fiscal Portalebsite for the form.
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Schedule X/: Contract Reporting
Purpose
Pursuant teection 216.023(6Florida StatutesSchedule XV was designed to provide
information for each contract in which the consideration to be paid to the agency is a percentage
of the vendor revenue and in excess of $10 million under the contract fugrieise purchase
Procedure
A schedule must be completed for each contract as outlined above and include the following:
a) The name of the vendor.
b) A brief description of the services provided by the vendor.

c) The term of the contract and the years remainimghe contract.

d) The amount of revenue generated or expected to be generated by the vendor under the
contract for the prior fiscal year, the current fiscal year, and the next fiscal year.

e) The amount of revenue remitted or expected to be remitted ttatbeagency by the
vendor for the prior fiscal year, the current fiscal year, and the next fiscal year.

f) The value of capital improvements, if any, on state property which has been funded by
the vendor over the term of the contract.

g) The remaining amountf @apital improvements, if any, on staeperty which hasot
been fully amortized by June 30 of the prior fiscal year.

h) The amount, if any, of state appropriations made to the state agency to pay for services
provided by the vendor.

Please refer to thBudget Instructionsn the Florida Fiscal Portalebsite for the form.
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SECTION 6: AUDITS

Overview

Prior to finalizing your agency's Legislative Budget Request (LBR) and locking the columns in
LAS/PBS, it is critical that the information be thoroughly reviewed and verified before final
submittal to the Governor's Office and the Legislature. This seictadudes procedures that will
assist agencies to ensure the data entered into LAS/PBS and on various manual forms is correct.

Once the following audit reports have been reviewed and verified, the appropriate agency
columns in LAS/PBS must be lockekdGOMANA GE MENT GOOrNRANSRER

CONTROL, as appropriateDO NOT SUBMIT ANY AUDIT DISCREPANCIES unless an
explanation is provided and has been approved b@ffice of Policy and Budget OPB).

After the columns have been locked, all automated exhibits and schedules must be run, along
with the audits, for final submittal.

Note: The automated audits do not cover all possible data verifications. It will be the agencies
responsibility to reviewyerify, or make necessary corrections to ¢inéire LBR data submitted.

LAS/PBS Audit Reports

Agency audit reports available in LAS/PBS are ordered through the Statewide Menu (STAM) by
selecting ALBRAO ( SAVE ITBe)LASIPBE Wdb iaBdaRadablé T R AN
for all Legislative Budget Request audits throlrRgports > Saved ReportqStatewide) >

AUDITS 7 LEG BUDGET REQUEST. This allows all LAS/PBS audit reports to be run at one
time, rather than ordering them individually. The following istdf the audit reports included

in this transaction and a brief description of each:

Audit Report Description Save/Tran
Exhibit D-1 Audit This report displays any variances existing between object SAVE = XD1A
category totals and fund totaldthin each appropriation category TRAN = ED1R
Object category and fund totals should be the same within eag
appropriation category.

Note: In addition, a manual audit must be conducted to ensurg
that no object amounts are negative.

Expected Results ***No D ifferences~oundFor This Report***

Schedule | Audit This report indicates if Linedn the Schedule | (Unreserved Furl SAVE = SC1A
Balance- June 30) is a negative number. This audit report als¢ TRAN = SC1R
compares the June 30 Unreserved Fund Balance to the July 1
Unreserved Fund Balance of the following year, which should
the same In addition, this rep compares the totabn the
Schedule IB (if any) to Line | on the ScheduléeTotals MUST
agree.

Expected Results ***No Discrepancies Exist For This Report***
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Schedule | Audit
Department Level

Expected Results

This report indicates if Line A (Unreserved Fund Balanddy 1)
in Column AO1 is equal to the Unreserved Fund Balance as
recorded in the audited Summarized Balance Sheet (AGNCYE
report which is generated by tBepartment of Financial Service
(DF9 Statewide Financial Reporting Section and received
electronically from DFS to LAS/PBS. The amount on Line A
must agreewith the amount calculated per DFS.

This report indicates if Line (Unreserved Fund Balanedune
30) is a negative number. It alsongpares the June 30

Unreserved Fund Balance to thay 1 Unreserved Fund Balancg
of the following year, which should be the sanhe.addition, this
report compares the tosan the Schedule IB (if any) to Line | on
the Schedule [ Totals MUST agree.

If the Schedule IB is not completed for those trust funds havin
ending unreserved fund balance in any of the columns, then a
audit exception will be generatedl.Schedule 1B must be preparg
for ALL trust funds that have an unreserved fund balance in
columns AO1, A02 and/or AO3.

***No Discrepancies Exist For This Report***

SAVE = DEPT
TRAN = SC1R

Column Security
Verification Report

This report displays the 6di
Columns A01, A02 and AO3 used in the LBR. For itBR
submittal, these columns mustbe®oma nage ment ¢
"transfer control’ (transfer
Note: If running the audits for verification purposes only (prior
running final exhibits and schedules), colunshsuld NOT be
placedonrd managementéotaamtsrfelrd corn
corrections need to be made, the columns can be updated. O
all necessary corrections are made, and prior to runnirgLBR
reports and audits, place tlmlumns ord ma n @ageé mc on
60transfer controléd for both

SAVE = CSA
TRAN = CSDR

Negative Appropriation
Category

Expected Results

This report displays any occurrences of negative appropriation
categories at the budget entigyel, which isthe level that appear
in the General Appropriations Act. In addition this report will
display any nonrecurring amounts that are greater than the re
amount.

No Negative Appropriation Categories Found

SAVE = NAC
TRAN = NACR

Base Rate Audit

Expected Results

This report identifies vacant positions in Segment 2 (Changes
Currently Authorized Positions) and Segment 3 (New Position
with a salary rate that is above or below the pay grade minimu

***No Records Selected For This Request***

Give Explanation and narrative justification if vacant position is
above or below the pay grade minimum.

SAVE = BRAA
TRAN = BRAR

Exhibit B - FLAIR
Expenditure/Appropation
Ledger Comparison

Expected Results

This report compares FLAIR Actual Prior Ydaxpenditures
(Column A01) to the Approved Budget colurt®04). Negative
differenceqwith $5,000 allowanceipdicate that corrections nee
to be made ifColumn AO1.

No negative differences

SAVE = EXBB
TRAN = EXBR

Exhibit BT Actual Prior
Year/Sate Acconts &

This report compares FLAIR Actual Prior Year Expenditures

(Column A01) to State Accounts disbursements plus approveq

SAVE = EXBD
TRAN = EXBR
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ApprovedCarry
Forward/Certifications
Forward

Expected Results

carry forwardéertifications forwardColumnBO08). Negative
differences indicate that corrections need to be mad@elimmn
AO1.

Total department difference should not excée@00

budgetdata reconciles

Expected Results

budgetactual prior year expenditureSqlumn A01). Note: When
technical changes have been made td#BR actud prior year
expenditures (Blumn AO1) then these same adjustments must
madein Column A36.

No Records selected for Reporting

Exhibit B - Column Float | This report verifies that the Agen&equest column has been SAVE = EXBA

Verification copied (floated) to the Agency Request with Technical TRAN = EXBR
Adjustments column. There should be no differences.

Expected Results No Differences

Funding Source Identifier | This report identifies angecords in the agency request columng SAVE = FSIA

Audit that contain a Funding Sour d TRAN=EADR
(zero) . All records ,mucrtr &Y

Expected Results No Records Selected For Reporting

Audit to verifythat actual | This audit checks to seehfscal Y ear2015-16 activity actual SAVE = ACT1

prior year ativity and prior year expenditureblumn A36) equal§iscalYear2015-16 | TRAN = GENR

Automatic Audits:

When requesting thechedule XI: AgencyLevel Unit Cost Summargpreadsheet (via the
LAS/PBS Web)the following audits will automatically rusnd display on the"d Tak

Audit 1

Audit 2

Audit 3

Audit 4

Identifies any statewide activities (ACT0010 through ACT0490) that have output
standards (Recortype 5) and should not.

Identifies the FCO Activity (ACT0210) if it contains expenditures in an operating
category.

Identifies activities that do not have an output standard (Record type 5) and are
reported as 060t haxtivibes with an®etputtstarmlard should .
be reported in Section Il.)

Verifies that the Agency Final Budget (Section 1) is equal to Agency Total Budget
(Sections Il + III).

Contact theOffice of Policy and BudgetdPB) budget analyst respabte for your agency for
guestions regarding the above audits, or if additional information on how to correct any audit
findings is needed.
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APPENDICES

APPENDIX A: ACRONYMS

CBA Cost Benefit Analysis

CBU Collective Bargaining Unit

CFO Chief Financial Officer

CIP Capital Improvements Program Plan

DMS Department of Management Services

EOG Executive Office of the Governor

F.S. Florida Statutes

FY Fiscal Year

FCO Fixed Capital Outlay

FFMIS Florida Financial Management Information System
FLAIR Florida Accounting Information Resource Subsystem
FTE Full Time Equivalent

FSI Funding Source Identifier

GAA General Appropriations Act

GR General Revenue Fund

HVAC Heating, Ventilation, and Air Conditioning

IOE Itemization of Expenditure

IT Information Technology

V&V Independent Validation and Verification

LAN Local Area Network
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LAS/PBS

LBC

LBR

LRPP

MAN

NASBO

oCco

OPB

OPS

OPPAGA

TF

WAN

Legislative Appropriations System/Planning and Budgeting Subsystem

Legislative Budget Commission

Legislative Budget Request

Long RangdProgram Plan

Metropolitan Area Network

National Assoa@tion of State Budget Officers

Operating Capital Outlay

Office of Policy and Budget in the Executive Office of the Governor

Other Personal Services

Office of Program Policy Analysis and Government Accountability

Section

Trust Fund

Wide Area Network
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APPENDIX B: GLOSSARY

Activity: A set of transactions within a budgsettity that translatginputs into outputs using
resources in response to a business requirement. Sequences of activities in logical combinations
form services. Unit cost information is determined using the outputs of activities.

Actual Expenditures Includes prior year actual disbursements, payables and encumbrances.
The payables and encumbraneescarriedforwardat the end of the fiscal year. They may be
disbursed between July 1 aBdptembeBO0 of the subsequent fiscal yeaCarriedforward

amaunts are included in the year in which the funds are committed and not shown in the year the
funds are disbursed.

Agency or state agencyAny official, officer, commission, board, authority, council, committee,

or department of the executive branch atstgovernment. For purposes of Chapters 216 and
215,Florida Statutesstate agencgr agencyncludes, but is not limited to, state attorneys,

public defenders, the capital collateral regional counsels, the Justice Administrative Commission,
the FloridaHousing Finance Corporation, and the Florida Public Service Commission. For
purposes of implementing Article lisection 19(h) of thélorida Constitutionstate agency or

agency includes the judicial branch.

Aid to Local GovernmentsAppropriationsa local units of government having responsibility
for services to the public, for which the unit receives either a state warrant or commodities
purchased directly by the state.

Appropriation Category The lowest level lindgtem of funding in the Genera&lppropriations

Act, which represents a major expenditure classification of the budget entity. Within budget
entities, these categories may include: salaries and benefits, other personal services (OPS),
expenses, operating capital outlay (OCO), data psowgservices, fixed capital outlay (FCO),
etc. These categories are defined within this glossary under individual listings.

Budget Entity A unit or function at the lowest level to which funds are specifically appropriated
in the General Appropriatis Act. A budget entity can be a department, division, program, or
service and have one or more program components.

Baseline Data |l ndi cators of a state agencyds currenrn
established by the Executive Office oétGovernor, in consultation with legislative
appropriations and appropriate substantive committees.

Data Processing Service$he electronic data processing services provided by or to state
agencies or the judici@ranchthatinclude, but are not limited to, systems design, software
development, or time sharing by other governmental units or budget entities.

Demand The number of output uniteatare eligible to benefit from a service or activity.

June 2016 B.1 Legislative Budget Request Instructions



Disincentives A sanctioras described inestion216.1634), Florida Statutes

Estimated Expendituredncludes the amount estimated to be expended during the current fiscal
year. These amounts will be computer generated based on the current year appropriations
adjusted for vimes and special appropriations bills.

Exhibit AT Issue SummaryTo identify and present the statutory authority for the budget entity;
to identify services or activities being performed and/or planned; and to present in summary, by
issue, the legislate budget request for the budget entity.

Exhibit Bi Appropriation Category Summarylo summarize historical and requested
expenditures by appropriation category and source of funds at the budget entity level.

Exhibit DT Program Component Issue Summaifyo present a summary of the requested
expenditures by detail issues for the program component. This exhibit is like the Exhibit A
except at the program component level rather than the budget entity level.

Exhibit D-17 Detail of ExpensesTo displayactual prior year expenditures by appropriation
category, object code and source of funds at the program component level.

Exhibit D-37 Expenditures by Appropriation Category and Issilie display requested
expenditures by appropriation category andessithe program component level. This exhibit
differs from the others in that all issues are grouped by appropriation category rather than
appropriation categories being grouped by issues. For example, it gives a good overview of all
issues containingagaries and benefits or expenses, etc.

Exhibit D-3A i Expenditures by Issue and Appropriation Categdryg present a narrative
explanation and justification for each issue at the program component level for the requested
years. This is the lowest dethilvel that budget issues are requested.

Expense: The usual, ordinary, and incidental expenditures by an agency or the judicial branch,
including, but not limited to, such items as commodities and supplies of a consumable nature,
current obligations, ahfixed charges, and excluding expenditures classified as operating capital
outlay. Payments to other funds or local, state, or federal agencies are included in this budget
classification of expenditures.

Fixed Capital OutlayFCO) Real property (landyuildings including appurtenances, fixtures

and fixed equipment, structures, etc.), including additions, replacements, major repairs, and
renovations to real property which materially extend its useful life or materially improve or
change its functionalse, and including furniture and equipment necessary to furnish and operate
a new or improved facility.

FLAIR: Florida Accounting Information Resource Subsystem. The statewide accounting
system is owned and maintained by the Department of Finé&emaices.
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Funding Sourcédentifier (ESI) Identifies the funding source for each appropriation category as
state funds/nonmatch, state funds/match, federal fumtimnsfer/recipients of federal funds.

Grants and Aids Contributions to units ajovernments or nonprofit organizations to be used for
one or more specified purposes or facilities. Funds appropriated under this category may be
advanced.

Grants and Aids to Local Governments and Nonstate Entiie®ed Capital Outlay Grants to

locd units of governments and nonprofit organizations for the acquisition of real property (land,
buildings, including appurtenances, fixtures and fixed equipment, structures, etc.); additions,
replacements, major repairs, and renovations to real prapertyaterially extend its useful life

or materially improve or change its functional use; operating capitiEy necessary to furnish

and operate a new or improved facility; and grants to local units of government for their
respective infrastructure andogvth management needs related to local government
comprehensive plans.

Incentive A mechanism, as described gct§on216.1634), Florida Statutesfor recognizing
the achievement of performance standards or for motivating performance that exceeds
perfamance standards.

Indicator. A single quantitative or qualitative statement that reports information about the nature
of a condition, entity or activity. This term is used commonly as a synonym for the word
Ameasdsur e

ltemization of Expenditure (IOE)Every appropriation is further classified by IOE as required
by Article I, section 19(b) of thé-lorida Constitution The IOE identifies the type of state
government activity for which expenditures will be made (stgte operations, capital outlay,
aid to local governments, etc.).

Information TechnologylT) Resources Includes data processing hardware and software
services, communications, supplies, personnel, facility resources, maintenance, and training
[section119.011(9)Florida Statutds

Issues Separately identifiable decision packatifesare used as building blocks to explain
expenditures in program components.

Judicial Branch All officers, employees, and offices of the Supreme Court, district courts of
appeal, circuit courts, cotincourts, and the Judicial Qualifications Commission.

LAS/PBS Legislative Appropriation System/Planning and Budgeting Subsystem. The
statewide appropriations and budgeting system is owned and maintained by the Executive Office
of the Governor.
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Long RangeProgram PlaiLRPP) A plan developed on an annual basis by each state agency
that is policy based, priority driven, accountable, and developed through careful examination and
justification of all programs and their associated coBech plan is éveloped by examining the

needs of agency customers and clients and proposing programs and associated costs to address
those needs based on state priorities as established by law, the agency mission, and legislative
authorization. The plan provides therfrawork and context for preparing the legislative budget
request and includes performance indicators for evaluating the impact of programs and agency
performance.

Lump Sum Appropriation Funds appropriated to accomplish a specific service, activity or
prgectthatmust be transferred to one or more appropriation category for expenditure after
approval by the Office of Policy and Budget.

Narrative Justification for each issue of the agency's budget request is required on an Exhibit
D-3A at the programamponent detail level. Explanation, in many instances, will be required to
provide a full understanding of how the dollar requirements were computed.

Nonrecurring Expenditure or revenue that is not expected to be needed or available after the
currentfiscal year.

Object Codes Classification of goods and services for which appropriations are expended. It is
a subset of an appropriation category.

Operating Capital OutlaOCQO) Equipment, fixtures and other tangible personal property of a
nonconsurable and nonexpendable nature, the value or cost of which is $1,000 or more and the
normal expected life of which is one year or more; hardicaslered bound books that are
circulated to students or the general public, the value or cost of which is 8&Begrand
hardbackcovered bound books the value or cost of which is $250 or more.

Other Personal Servic€@PS) The compensation for services rendered by a person who is not

a regular or fultime employee filling an established position. This simallude, but not be

limited to, temporary employees, student or graduate assistants, fellowships, part time academic
employment, board members, consultants, and other services specifically budgeted by each
agency in this category.

Pass ThroughFunds thestate distributes directly to other entities, e.g., local governments,
without being managed by the agency distributing the funds. These funds flow through the
agency6s budget; however, the agency has no
the activities (outputs) associated with the expenditure of funds are not measured at the state
level.

Performancé\udit. An examination of a program of a governmental entity, conducted in
accordance with applicable government auditing standards omaualitd evaluation standards
of other appropriate authoritative bodies. The term includes an examination of issues related to:
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Economy, efficiency, or effectiveness of the program.

Structure or design of the program to accomplish its goals and objectives.

Adequacy of the program to meet the needs identified by the legislature or governing
body.

Alternative methods of providing program services or products.

Goals, objectives, and performance measures used by the agency to monitor and report
program accompthments.

1 The accuracy or adequacy of public documents, reports or requests prepared under the
program by state agencies.

Compliance of the program with appropriate policies, rules and laws.

Any other issues related to governmental entities as directédu pint Legislative

Auditing Committee.

= =4 =4

E

= =4

Performance audits are conducted by the Office of Program Policy Analysis and Government
Accountability (OPPAGA), an independent office within the Office of the Auditor General.

Performancé edger The official canpilation of information about state agency performance

based programs and measures, including approved programs, approved outputs and outcomes,
baseline data, approved standards for each performance measure and any approved adjustments
thereto, as well aactual agency performance for each measure.

PerformancéMeasure A quantitative or qualitative indicator used to assess state agency
performance.

1 Inputmeans the quantities of resources used to produce goods or services and the need
for those goods anskrvices.

1 Outcomanmeans an indicator of the actual impact or public benefit of a service.

1 Outputmeans the actual service or product delivered by a state agency.

Policy Area A grouping of related activities to meet the needs of customers or clients and

reflects major statewide priorities. Policy areas summarize data at a statewide level by using the

first two digits of the terdigit LAS/PBS program component code. Data collection will sum

across state agencies when using this statewide code.

Program A set of activities undertaken in accordance with a plan of action organized to realize
identifiable goals based on legislative authorization (a program can consist of single or multiple
budget entities). For purposes of budget development, programieatiéed in the General
Appropriations Act (GAA) by a .oti tllne stolmeet ibnesgia
program consists of sevew#rvicesand in other cases the program hasemwiceslelineated

within it; theserviceis the programn these cases. The LAS/PBS code is used for purposes of

both program identification argkrviceidentification.i Ser vi ceo0 i1 s a fAbudget
purposes of theong Range Program PIdbRPP).
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Program Purpose Statemem brief description ofanappoved programébés respon

policy goals. The purpose statement relates directly to the agency mission and reflects essential
services of the program needed to accompl i sh

Program ComponentAn aggregation of generally reldtebjectiveswhich because of their
special character, related workload and interrelated output, can logically be considered an entity
for purposes of organization, management, accounting, reporting, and budgeting.

Reliability: The extent to which the @asuring procedure yields the same results on repeated
trials and data are complete and sufficiently error free for the intended use.

Salary The cash compensation for services rendered to state employees for a specific period of
time.

Schedule I Trug Funds Available To summarize and display each trust fund available to the
budget entity. The schedule lists all revenue and expenditure for each trust fund used by the
agency.

Schedule IAI Detail of Fees and Related Program Cogis compare feesughorized to
conduct specific programs or services and related sudtslingproviding regulatory services
and oversight to businesses or professions

Schedule IAI Part I: Examination of Requlatory Fees forifo provide information required
by secton 216.0236, Florida Statutes, regarding the annual examination of fees charged for
providing regulatory services and oversight to businesses or professions.

Schedule IAl Part Il: Examination of Regulatory Fees farrifio provide additional information
regarding regulatory programs and the associated fees to assist the legislature in their review of
the regulatory fee structure for businesses and professions.

Schedule IB" Detail of Unreserved Fund Balancebo explain the individual sources of
revenue making up the unreserved fund balance reflected on the Schedule I,I8ection

Schedule I Reconciliation of Unreserved Fund Balande reconcile yeaend Schedule |
fund bal ances witehtal a&ctoentracgrésncy 6 s depar

Schedule ID' Request for Creation, Rgeation Retention, Terminatiqror Modification of a
Trust Fund Request necessary for agencies scheduled fdotingear cycle review of all trust
funds required by Article llisection19 of the Florida Constitution.

Schedule IF Summary of PositionsTo display detailed information by organizational unit,
class code, class title, collective bargaining unit, program compdadhfime Equivalent,
annual salary amount apthasein lapse percentage.
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Schedule Il Summary of Salaries and Benefit§o display the salaries and benefits for each
program component and summarize for the budget entity.

Schedule IV Information Technology To display, in summary format similar to theribit A,
those issues containing a request for information technology funding.

Schedule I¥B T Information Technology Projectslo identifyinformation technology projects
exceedingb1,000,000

Schedule Vi Detail of Debt Service To displayrequirements for debt service on outstanding
bond issues.

Schedule VI Agency Litigation Inventory To report significant litigation that may affect state
agencies or state funding.

Schedule VIIIAT Priority Listing of Agency Budget Issues for Expemdes A summary of
priority budget issues for expenditures by order of priority at the department level. Where
appropriate, a cross reference is made to the agency strategic plan.

Schedule VIIIB1 T Priority Listing of Agency Budget Issues for PossiBieductionin the Event
of Revenue Shortfalt®r Current Year Expendituresrom the current year estimated
expenditures for potential reductions in case of a revenue shortfall.

Schedule VIIIB271 Priority Listing of Agency Budget Issues for PossiBieductionin the Event
of Revenue Shortfaltor Legislative Budget Request Yeakg e n degifladive budget request
for potential reductions in case of a revenue shortfall.

Schedule VIIIC- Priority Listing of Agency Budget Issues for Possible Reprioritization
presents a narrative explanation and justification for issues that request the reprioritization of
resources within an agency.

Schedule IXi Major Audit Findings and Recommendatiomo repat major audit findings and
recommendations and actions taken by the agency in response to the audit.

Schedule X Organization StructureTo report organization structure of the agency.

Schedule XI AgencyLevel Unit Cost SummaryTo report unit costlata by major activity to
be used as a policymaking tool and an accountability tool.

Scheduls XlII, XIIA -1, XIIA-2,andXIIA -3: To report resources and commitments needed for
the outsourcing or privatization of a state function.

SchedulexlIB, XIIB -1 and XIIB-2: To capture information and provide supporting
documentation on past major outsourcing or privatization initiagxeseding $10 million
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undertaken in the la§ive years.

Schedule XIlf To report proposed consolidated financingleferredpayment commodity
contracts.

Schedule XIV To report any variance from the Long Range Financial Outlook
Schedule XV:Captures the information for each contract in which the consideration to be paid

to the agency is a percentage of the veneeenue and in excess of $10 million under the
contract period.

Special CategoryAmounts appropriated for a specific need or classification of expenditure.

Standard The level of performance of an outcome or output.

State Comprehensive PlaAs the highest level planning document for the State of Florida
(Chapter 187Florida Statute$, the state plan provides longnge guidance for the physical,
social, and economic growth of the State. LBagge Program Plans, Capital Improvements
Progam Plans, and regional and local plans must be consistent with the state comprehensive
plan.

Unit Cost The average total cost of producing a single unit of olitgoibds and services for a
specific agency activity.

Validity: The appropriateness ofetlmeasuring instrument in relation to the purpose for which it
is being used.
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APPENDIX C: TRANSACTION IDENTIFICATION

Each LAS/PBSnainframetransaction is identified by a@haracter code, consisting of the
following:

1 Transaction ID Function Code (3 characters)
This identifies the function of the transaction that could be related to data entry,
supporting tablesgports, etc. For example, ACT stands for Appropriation
Category Table.

1 Transaction ID Action Code (dharacter
Each transaction function has one or more action types. Valid action types are:

A - Add

C - Correct
| - Inquiry

R - Request
M - Menu

The function code together with the action code make up the transaction ID.
Examples:

TRAN-ID Purpose

ACTA - To add a new appropriation category code and title

ACTC - To correct or delete an existing appropriation category title
ACTI - Toinquire/viewan appropriation category code and title
ACTR - To request an appropriation category table listing

Note: The LAS/PBS Web is also available for many of these functions as indicated with an
asterisk (*).
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The following is a listing of LAS/PBS functions:

Master Data Entry
[*To access via theAS/PBSWeb go toBudget Development Budget Detail or
Position Adjustmerjt

BDD - Budget Detalt

CPD - Current Position

HDD - Historical Detail

OAD - Other Salary Amount
PAD - Position Adjustmerit
TFR - Trust Funds Section |
TFN - Trust Funds Section Il
TFA - Trust Funds Section I
TFS - Trust Funds Section IV
TFB - Trust Funds Schedule IB

Supporting Table Datalnput and Lists
[*To access via theAS/PBSWeb go toCodes & Title$

ACG - Appropriation Category Grodp

ACT - Appropriation Category

BBT - Broad Band*

BET - Budget Entity

BGD - Budget Entity Group*

BPT - Budget Entity/Program Component Compatibiiity
CBT - Collective Bargaining Untt

CCT - County Code

CFT - Catalog ofFederal Domestic Assistarfce
DFT - Department/Fund Compatibility

DOT - DMS Organizatioh

DPT - DMS Class Code

FCT - Fund Cod#&

FGS - Fund GroupSet

FST - Fundng Source Identifier

HCT - HealthPlanCodé

ICT - Issue Code
ICG - Issue Code Group*
IET - Itemization of Expenditure

OCT - Object Code&

OGT - Occupational Group*
PBT - PayBand*

PCT - Program Componeht
PGT - PayGrade
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PPT
RCT
RPT
SNT

Pay Plan*
Revenue Code*
Retirement Plan*
Section*

Narrative Data Entry

[*To access via theAS/PBSWeb goto Budget Development Issue Narrative or
Priority Issue Narrative]

AIN
BND
IND
PND
PIN

Activity Narrative (Activity Description/Justification)

Budget Entity (B.E. Authority/Description)

Issue Narrative (Exhibit E3A, and Schedule VIIIB & VIIIClustfication)*
Program Component (Objective Statement)

Priority Issue Narrative (Schedules VIIIA)*

Exhibits and Schedules

[*To access via theAS/PBSWeb go to Reports Report Requedts

EAD
EXB
ED1
SC1
PSC
LBR
UCs

Exhibits A, D and B3A, and Schedules IV, VIIIAVIIIB , and VIIIC*
Exhibit B*

Exhibit D-1*

Schedule I*

Schedules Il and III*

Legislative Budget Request*

Schedule XI* (Schedule must be submitted via the web)

Other Transactions

[*To access via theAS/PBS Web go to Reprts> Saved Reports and select
Statewide, Department, or Persotadd

DEPM - Department Report Request Menu*
STAM - Statewide Report Request Menu*
USEM - User Report Request Menu*
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APPENDIX D: LAS/PBS CODE FORMS

Please refer to thBudget Instructionsvebsite for he forms and instructions to request additions
or changes to various codes/titles in LAS/PBS

1 Adding New Appropriation Category Codes and Titles Form
1 Adding or Changing Budget Entity Codes and Titles Form

1 Catalog of Federal Domestic Assistance (CFDApency Request Form for
New/Temporary CFDA Code

1 Changing Appropriation Category Titles anditemization of Expenditure (IOE) Form
1 Adding or Changing Program Component Codes and Titles Form

1 Changing a Trust Fund Title Form
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APPENDIX E: STANDARDS FOR AGENCY LEGISLATIVE BUDGET REQUESTS

Standards have been established for use in developingesfamdget requests. The purpose of
the standards is to ensure comparability and consistency across agelnaetata tused for
budget requests. This is expected to promote more equitable decaorg by having budget
requests based on equivalent data in the following areas:

1. Workload measures and staffing ratios; a standard for calculating staff work hours
available.
2. Lease versus buying equipment formula.
3. Expenses and Human Resource Services Assessments standraltt Piene
Equivalent (FTEYor specific employee groups.
4. Repl acement Criteria for the Statebds FIl eet

Thesestandards are recommended guidelines. Their use will minimize the amount of
justification required. Variances from these standards require that a detailed explanation to
support the request be included in th&@M®issue narrative.

Standard #1: Standardfor Calculating Available Work Hours

This standard is to be used in determining the number of FTE's required (staffing ratio) to
perform a given workload.

Standard Calculation:

Hours
52 weeks x 40 hours/week 2,080
Less: State Holidays 10 x 8hours/day 80
Average Annual Leave Taken
11.4 days x 8 hours/day 91
Average Sick Leave Taken
6.67 days x 8 hours/day 53
Average Administrative Leave Taken 2
Total Hours 1,854
Example:
1. Workload: Number of applications to pess 37,542
2. Time to process one application 1.5 hours

3. Total hours required to accomplish workload:

37,542 applications x 1.5 hours = 56,313 hours
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4. Number of FTE's required:

56,313 hours/1,854 hours = 30.4 FTE

5. Number of FTE's required 30.4 FTE
Less: Current Staff Level 26.2 FTE
Additional Staff Required 4.2 FTE

Standard #2: Lease Versus Purchase Equipment Formula

The criteria stated below provide the standards for determinangridposed lease of equipment
constitutes a capital lease. If amyeof the four criteria is met, then the lease is a capital lease
and should be reflected in the Operating Capital Oy@ayO) portion of the Legislative Budget
Request.

The criteria aras follows:

1. At the end of the lease term, is ownership of the leased property transferred to the lessee?

2. Does the lease contain a bargain purchase option?

3. Is the lease term substantially (75 percent or more) equal to the estimated economic life
of the leased property?

4. Does the present value of the net minimum lease payments equal or exceed 90 percent of

the fair value (net purchase price) of the leased property?

Calculation Steps for Criterion (4)Does the lease contain a guaranteed purchase price of the
equi pment at the end of t heo | el@fs eihteanr md® e Isft efp

STEP A
(1) Net purchase price of equipment (adjusted for discounts,
tradeins, equity acruals, rental credits) $
(2) Term of lease (months)
(3) Lease payment (monthly) $

(4) Lesser of:

Interest rate available for instakmt purchases OR

Implicit rate of interest (generally, the stated interest rate of the lease) %
(5) Present value (PV) of net minimum lease payments

(using PV of annuity factor) $
(6) 90 percent of (1) $
(7) Is the value of (5) equal to or greater than the value of (6) Yes No
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STEP B

(1) Net purchase price of equipment (adjustedliscounts,

tradeins, equity accruals, rental credits) $
(2) Term of lease (months)
(3) Lease payment (monthly) $

(4) Purchase price of the equipment at the end of the lease term  $
(5) Lesser of:

Interest rate available for installment purchase OR

Implicit rate of interest (generally, the stated interest rate of the lease) %
(6) Present value (PV) of leasad price

(Using PV of single payment factor) $
(7) Cost ofequipment during the lease, {(b) $
(8) Present value (PV) of net minimum lease payments
(using PV of annuity factor) $
(9) 90 percent of (7) $
(10) Is the value of (8) equal to or greater than the value of (9) Yes No
Example:

A copier is leased for $300 per month or $3,600 annually for three years. The life of the copier

is six yeas. The lease agreement contains no provisions for transferring the property or purchase
option. The implicit rate of interest is equal to the market rate of interest available for

installment purchases. In this example, none of the first three ceterraet. Therefore, the

next step is to apply the 90 percent test. The calculation is as follows:

Steps for Applying Criterion (4):

(1) Net purchase price of equipment if bought rather than rented $ 10,000
(2) Term of lease 36 months
(3) Paymat (monthly) $300 mo.
(4) Interest rate available for installment purchase payments 8.72%
(5) Present Value* ($300/mo X 31.576) $ 9,473
(6) 90% of Step (1) $ 9,000
(7) Is the valuef Step (5) equal to or greater than Step (6)? X Yes No
Since the answer in Step (7) is AYESO6, then

Operating Capital OutlafOCO)budget request.

The present value can be obtained by using the Gtagf Financial Officed €CFO) table of
present values based on a series of equal payments (annuities). The present value factor is then
multiplied by the monthly payment.
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Standard #3: Expenseand Human Resource Services Assessmeiitackage

A standard expensend human resource services assessrpasisage, developed by OPB in
conjunction with DMS, may be used in requests for new positions. The expense package
addresses professional and secretal@lcal positions and requires travel expense to be

justified by an agency's experience. Any requests reflecting increases above these standards
require justification in the EBA issuenarrative. Use of these standards in the ExhiiD

requires onlythe total amount to be shown. The nonrecurring portion should be entered into the
nonrecurring request column.

Expensegq040000)
ltem Professional Support Staff
Total Nonrecurring Total Nonrecurring
Telephone, line/use $ 511 $ 80 $ 414 $ 80
Telephone, purchase* 125 125 200+ * 200
Postage 141 160
Printing & Reproduction 121 121
Repair & Maintenance 121
Office Supplig***** 385 385
File cabinet,
2drawey 36 0 wi de/ waAB0o c k 450 450 450
Book case, 4 shel f35548 0 BS59gh
Desk 625 625 614 614
Chair
Executive 620 620
Secretarial 620 620
Side Arm 304 304 304 304
Building Rental 3,866 3,007
Software andraining 851 423 851 423
DataCommunications 682 682
Computing Equipmerst** 1,064 1,064 815 815
TOTAL EXPENSES $10221 $4.046 $8,623 $3,506
*For agencies using Voice Over 1P, thB4nTel epl

(includes 830nonrecurring) for Professionals and Support Staff.

**For telephone purchase2@® (digital) is the price for a state contract phone with 2 or more
lines of service. Purchase price for one linelid3{analog)

** *Estimate of 9 for a cable and jackistallation is not included since most new positions are
housed in existing offices that are already wired for telephones.

****Eor agencies with Professional Staff using docking stationd,7$thay be added.
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**e*Eor agencies with Professional Staff thatilize calculators, $45 may be added.

ek Eor agencies requesting additional attorney positions, $700 for Law Library may be
added.

Modified Expense Package fospecificJustice Administration entities and the Trial Courts

Due to Revision 7, Article \f the State Constitution, the counties are required to pay for certain
expenses for State Attorneys, Public Defenders and the Courts. As such, these entities
requesting additional positions should utilize the modified standard expense pagkage.
requests reflecting increases above these standards require justification in the3a

narrative. Use of these standards in the Exhibi8® requires only the total amount to be

shown. The nomecurring portion should be entered into the-neturring requestolumn.

State Attorney andPublic Defender Offices Modified Expense Package:

Operating Attorney Non-Attorney

Expenditures Professional Professional Support Staff

Item Total | Nonrecurring | Total | Nonrecurring | Total | Nonrecurring
Postage 141 141 160

Printing & 121 121 121

Reproduction

Repair & 121 121

Maintenance

Office Supplies* 385 385 385

File Cabinet 450 450 450 450 450 450
2 dr/ 360

w/lock

Bookcase 355 355| 355 355

4 shel f/

Desk 625 625 625 625 614 614
Executive Chair 620 620 620 620

Secretarial Chair 620 620
Side Arm Chair 304 304 304 304 304 304
Software and 851 423| 851 423 851 423
Training

Law Library 700

TOTAL: 4,673 2,777| 3,973 2,777 3505 2411

*For offices with professional staff that utilizalculators, $45 may be added.
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Trial Courts Modified Expense Package

Operating Expenditures Trial Court Staff
ltem Total Nonrecurring
Postage 141
Printing & Reproduction 121
Office Supplies* 385
File Cabinet2 dr / 360 w 450 450
Bookcase4 shel f/ 480 355 355
Desk 625 625
Executive Chair 620 620
Side Arm Chair 304 304
Training 428 0
Data Communications** 682
TOTAL: 4111 2,34
Additional per judge for case relate 3,000
expenses
Total Judges expense 7,111 2,34
*For Trial Court Staff that utilize calculators, $45 may be added.
**Data Communications for State Network Lines liability
Human Resources Servicefl07040)
Professional Support Staff
Total Nonrecurring Total Nonrecurring
Item
FTE $339 $339
OPS 111 111
Justice Admin Comm 241 241
State Court System 208 208
County Health Dept. 241 241
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Standard#4: Repl acement Criteria for the Stateds FI

The Department of Management Services has degdlaplacement criteria forthet at eds f | e
of cars and light trucks. Thaiteria have been included in the updated official DMS

Replacement Criteria documenteaisted at
http://www.dms.myflorida.com/business_operations/fleet_manage and federal property a
ssistance/fleet_managem#ieet online_systemAll requests for replacement of cars and light

trucks included in agency Legislative Budget Requestsild adhere to these criteria.
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APPENDIX F: SUBMITTAL

This appendix addresses the electronic transmittal of the Agency Legislative Budget Request
(LBR). The column security must be changedhe Office of Policy and Budget and the

Legislature can have display capability. The transmittal letter, exhibits/schedules, and technical
checklist should be submitted to the Florida Fiscal Portal in the specified m&retailed
instructionsonct®t i ng PDF&6s and publishing t hlwme, & BR on
http://floridafiscalportal.state.fl.us/The following provides the information necessary to submit

the LBR in the appropriate manner.

1. Prepare LBR Transmittal

When the agncy is ready to transmit the Legislative Budget Request, the following must be
completed.

1) Run the audits from the Statewide Save Menu (STAM)vamidly that all data is
accurate. Run the Schedule XI audit via the LAS/PBS Web and verify that all data is
accurate. Refer to Audits in Section 6 for more details.

Use the Column Security transaction (CSE&fhange the column security status by placing
an 6X6 in the appr op fforthetfolosving: i el d and press E

2) Set Column A03 to TRANSFER CONTRQar DISPLAY and UPDATE statufor
Budget and Trust Fund Files

3) Set Columns A01, A04, AQR23, A24, A25,andA93 to TRANSFER CONTROL for
DISPLAY statusandMANAGEMENT CONTROL for UPDATE statufor Budget and
Trust Fund Files

4) Verify thatColumn A02 toTRANSFER CONTROL for DISPLAY status and
MANAGEMENT CONTROL for UPDATE status for the Trust Fund File.

5) Set Column A36 tdRANSFER CONTROL for DISPLAY stattsndMANAGEMENT
CONTROL for UPDATE statufor Budget and Trust Fund Files

6) Set Columns IA1D-3A issue narrative)A5 (Schedule VIIIB2 priority issue narrative)
and IA6 (Schedule VIIIC priority issue narratii®)1 and IV3 (activity narrative) to
TRANSFER CONTROL for DISPLAY stattsndMANAGEMENT CONTROL for
UPDATE statudor Budget Files

7) Set ColumnP1 (Schedule VIIIA)for priority issuenarratives tofRANSFER
CONTROL for DISPLAY statugsndMANAGEMENT CONTROL for UPDATE status
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for Budget Files

8) Set Column NV1 (budget entity/service narrativeJRANSFER CONTROL for
DISPLAY statusasndMANAGEMENT CONTROL for UPDATE statusor Budget
Files

9) Set Columns A06, A07, A08, and A09 (Agency Fixed Capital Outkigcal Years
2015-16, 2016-17, 2017-18, and 208-19) to TRANSFER CONTROL for DISPLAY
status onlyfor Budget and Trust Fund Files

10) Copy the data from Column A03 to Column A12 (Agency Request with technical
adjustment$ Fiscal Year2017-18) using the MultiFile Column Float Request
transaction (TRAND MCFR, SAVEID MCF) for Budget and Trust Fund Files

11)Set Column A12 t&\LL for DISPLAY statusandMANAGEMENT CONTROL for
UPDATE statudor Budget and Trust Fund Files

12)Uploadthecorrect PDF files outlined under 2. Florida Fiscal Portal Assemtiitige
exercise.A new audit check has been implemented to check that the LAS/PBS
column security has been set appropriately (according to the steps above) before
allowing a document to be uploaded to the exercise.

13)Publishthe PDF filedo the Florida Fiscal Portah{tp://floridafiscalmrtal.state.fl.ug/
DO NOT PUBLISH TO THE PORTAL UNTIL THE FINAL VERSION HAS
BEEN UPLOADED!

14)Once the correct PDF files have been published, select the Lock Exercise button.
DO NOT PUBLISH OR LOCK THE EXERCISE UNLESSYOU ARE CERTAIN
ALL P D SARE CORRECT!

2. Florida Fiscal Portal Assembling
The LBR submission will be assembled in the following order orfrkweda Fiscal Portat

Exhibit D-3A: Expenditures by Issue and Appropriation Category

Schedule I: Trust Funds Availakded Schedule IB (if applicableDEPARTMENT
LEVEL

Schedule I: Department LevieRelated Documents

Schedule VIIIB2: Priority Listing of Agency Budget Issues for Possible Reduatiche
Event of Revenue Shortfallsr Legislative Budget Request Year

Schedule VIIIC: Priority Listing of Agency Budget Issues for Possible Reprioritization

Manual Exhibits, Schedules and Supporting Documents
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Note: All other system generated Exhibits and Schedules do not need to be published or printed
and are considered suiited in LAS/PBS once step #11 above has been completed.

3. Schedule | Related Documents PackeElorida Fiscal Portal Submission

The Schedule I related documents packet must be prepared for each trust fund within an agency
at the departmental levelnclude the following documents in this packet:

Opening Trial Balance (BGTRBAL) as 6¥/01/16 at the LAS/PBS fund levéUse State
Standard Report format)

Narratives

Inter-Agency Transfers Reported on Schedule | form (if applicable)

Schedule IA: Detaibf Fees and Related Program Costs (if applicable)

Schedule IA Part I: Examination of Regulatory Fees (if applicable)

Schedule IA- Part Il: Examination of Regulatory Fees (if applicable)

Schedule IC: Reconciliation of Unreserved Fund Balance

Reconcilation of Beginning Trial Balance to Schedule IC

Schedule ID: Request for Creation,-Beation, Retention, Termination or Modification
of Trust Fund (if applicable)

Analysis of Trust Fund Creation form (if applicable)

Assemble all of the above docuntesorted by trust fund, and submit the comprehensive,
department level Schedule | Related Documents Packet electronicallyforide Fiscal
Portal. This packet isiot to besubmitted at the budget entity or program level.
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4. Format of Letter of Tra nsmittal
LEGISLATIVE BUDGET REQUEST

(Department Name)

(City)
(Date)

Cynthia Kelly, Director

Office of Policyand Budget
Executive Office of the Governor
1701 Capitol

Tallahassee, Florida 3239801

JoAnne LeznoffStaff Director
HouseAppropriationsCommittee
221 Capitol

Tallahassee, Florida 3239300

Cindy Kynoch Staff Director
Senate Committeen Appropriations
201 Capitol

Tallahassee, Florida 3239300

Dear Directors:

Pursuant to Chapter 21Blorida Statutesour LegislativeBudget Request for the (insert name of
department) is submitted in the format prescribed in the budget instruciibasnformation

provided electronically and contained herein is a true and accurate presentation of our proposed
needs for th@017-18 Fiscal Year. This submission has been approved by (insert name and title
of head of the department.)

(Include any other pertinent statements you desire to present with this submittal.)

(Signature of Responsible Officer)
(Title of Responsible Officer)
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5. Florida Fiscal Portal Document Outline
(Department Name)

Exhibit D -3A: Expenditures by Issue and Appropriation Cateqgory

Schedule |I: Trust Funds Available and Schedule IB(if applicable) T DEPARTMENT
LEVEL

Schedule | Department Leveli Related Documents
(Sort by Trust Fund)

Opening Trial Balance as OF/0L/16..........coiiieeiie e eeeeeeeeee e e
Schedule | Series (Sort by Trust Fund)

Schedule | NAITALIVES ...ttt ittt eerr ettt ettt e e e e e e e e e e e e s smmme e e e e e e e e e e e e s s s s annnnes
INtEr-AQENCY TranSTEr FOIM.......eiiiiiiiiiiiie e
Schedule 1A Detail of Fees and Related Program COStS..........cccceeeeiiiimennnnns

Schedule IAI Part I: Examination of Regulatory Fees...........ccccuviiiiiieemniiiiiiiiiiieeeee
Schedule IAT Part Il: Examination of Regulatory Fees...........cccvvvvvvviieemeeeieeeeeeeeiiiiinns

Schedule IC Reconciliation of Unreserved Fund Balance............cccccoeeevveeeens
Reconciliation of Beginning Trial Balance to Schedule.IC..........
Schedule ID Request for Creation, R&eation, Retention, Termination or

Modification of @ Trust FUN..........ciiiiiiiiiiiiecs
Analysis of Trust FuNd Creation fOIML............eiiiiiiiiii e

Schedule VIIIB-2: Priority Listing of Agency Budget Issues for Possible Reductiom the
Event of Revenue Shortfalldor Legislative Budget Request Year

Schedule VIIIC: Priority Listing of Agency Budget Issues for Possible Reprioritization

Manual Exhibits, Schedules and Supporting Documents
(Sort by Program and/or Budget Entity Level)

Letter of Transmittal (only submit one letter per agency)

Department Level Exhibits and Schedules
Opening Trial Balance as OF/0L/16 ..........cccoeiiiiieieeeiieeeeeee e eeee e

Schedule | NAITALIVES. ... i ettt eeee e e e et e e e e eeeeeennnnnne s
Schedule VI Agency Litigation INVeNtOry..........cooeeeeeeiiiiiiiiieeee e,
Schedule X Organization StIUCLULE............cevvuueiiiiimmeeeeeeeeiinnnn e e e e e e emeneennns

Schedule XI AgencyLevel Unit Cost Summary (Page spreadsheet)..............
Schedule XII SeriesOutsourcing or Privatization of State Service or Activity..............
Schedule Xl Proposed Consolidated Financing of DeferffRayment Commodity
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