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SUMMARY OF POLICY AND PROCEDURE:

The.quget request process (cycle) will consist of the following mdjor actions;
Administrative Services Division, Budget Bureau will receive Department of

Finance and Administration instructions and will prepare request schedules and
d1rgc§1ves. Bureau chiefs/district commanders will prepare unit level budgets.
Division directors will review unit budgets and prepare a division budget. The
Budggt Bureau shall review all budgets for compliance, and the Department of
Public Safety Secretary shall approve the agency budget request for submission
to the Department of Finance and Administration (DFA? and the Legislative
Finance Committee (LFC). The specific steps and requirements for compliance
with policies regarding development of the agency budget request are outlined in
the procedure below.

" BUDGET REQUEST PROCEDURE

PROCEDURE
Responsible Staff Procedure Steps:

Budget Bureau 1. Receive forms and instructions from Department of
Finance and Administration (DFA). (Specific forms
are not included in this procedure,)

2. Prepare forms, time schedules, instructions,
historical financial data and general policy
directives, and route packets to division directors
within one week after receipt from DFA. Expected
date of receipt from DFA is July 15 of each year.

Request instructions shall include any special
directives or priorities of the Secretary.

Financial Management Provide for inclusion in the packets detailed
Bureau historical financial information on each
organizational unit in the department.



‘ NUMBER
5 BET:0T:01 DEPARTMENT OF PUBLIC SAFETY
U EFFECTIVE DATE Procedure ~

"| SEPTEMBER 13, 1991 R<(D SUBJECT N
D BUDGET REQUESTS
NO. PAGES
REFERENCE

G 20F 6

E

T
This information shall include, but is not limited
to, original budget, adjusted budget, actual

S expenditures, outstanding valid encumbrances, and all

revenues received to date. This historical
information will be used to prepare budget requests.
This packet shall also include revised account
definitions,

Division Directors 3. Review and distribute information packets to all
bureau chiefs/district commanders responsible for
preparation of unit level budget requests.

Bureau Chief/ 4,

District Commander

Division Directors 8.

Prepare unit level budget request according to the (
instructions, time schedules and the departmental ~
budget request policies.

Prepare program information to support the budget

request.

Provide line item and revenue justification by
organizational unit and prepare to respond to
questions about program function and expenditure
patterns in the units.

Forward budget request, program information, line
item, and revenue justifications to division
director.

Review unit budget requests and either modify or
approve each budget request.

Prepare division budget request according to the
instructions, time schedules and the departmental
budget request policies.

Include in the budget request current historical

financial information, to ensure compliance with DFA

budget request instructions, and projections of all coY
probable revenue, as accurately as can be determined \\.,}
at the time. ,
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11.

12.

Budget Bureau 13.

ASD Director 14,

15.

Secretary 16.
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Compiie program information to support the budget
request.,

Prepare line item and revenue justification by

organizational unit and be prepared to respond to
questions about program function and expenditure
patterns in the units,

Forward division budget request and all attachments
to Budget Bureau.

Review division budget requests and required
attachments, and ensure compliance with departmental
budget reguest process and the following:

A. Historical financial data and mathematical
accuracy.

B. Appropriate identification of all funds.

If budget request is in compliance, a budget
analyst will input data into budget preparation
system.

Initiate action to resolve any conflicts in the
preparation of the budget request.

Forward all budget requests to the.Secretary.

Review all budget requests submitted by division
directors and either approve or mandate modifications
for final presentation to the DFA and the Legislative
Finance Committee.
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Division Directors 17. 1f mandated by the Secretary, modify budget requests
and resubmit them to the Budget Bureau,
Budget Bureay 18. After modifications, prepare final departmental
budget request and submit for final review by the
Secretary. _
Secretary 18. If approved, sign and submit departmentﬂ budget
request to the DFA and the Legislative Finance
Committee.
APPROVED e -3 v

SECRETARY, DEPARTMENT OF PUBLIC SAFETY




- 40 g

—

suoyisanb
303 saizedaad
pue UOFIRWIOJUY
go1 fdwo)

1030811p

03 ‘peiatduod
‘sWIOY

TIe spaesiod

J0LOoddIa

*1LSIG/und

sajoy1od
pue S3[npayos
EUOTIONIIBUT
1ad sw 3sonbaa
~ayp saiedaig

suof3isenb 1oy
saaedaad pue
3yun -"bio Aq
uoyjearyrIsn
s9pIa0Id

¥oLo3yuI1d

*isia/dang

sofoyrod pue
SUOTIONIISUT
o3 burpiocooe
swiog saiedaig

-1sia/4ndg

§30TI3SIP
/JEneainq
03 s3aoed
s93INQqIIISIA

aaoadde
Jo/pue Ajjpou
Aey -rs3isanboa

SMITARY

qoLO3¥Iq

BGOTIRWAOJUTF
weiboxd
saaedaag

TIsia/4q0d

SYOLOIYIA

5103931 1p
o3
syajoed sjjuqns
¥oom T UIYITM
"Y4q woij
SWIOJ $3aTII3Y

L3oangd

10N JONd

10:10: 194

FHIGRAON

RO TIHOR T

S1S3N03d4 149004

«
Joud

s3dNa3oC



24T pue

‘ATp UOTSTATP

SUCTIEeDT I Ipow pajoajje
¥dG 03} sjruqns sajepuew o3 Kdoo/m
pue ‘subys io soacadde *A¥Q sy wIojutg
‘ganoxddy pue sMajady F3DTIIUO0D JI
AUVITHOIS TOUIIUSIS L3oang
Axejaanas &ie3sasas paxinbaa
03 s3juqns o3 s3sanbazx se 20uefjduod
pue 3sanbax Spiesio} sansus
Teajuawlaedap pu®R S3IODFTFUOD o3 sisanbaa
Teuts saxedaxg Kue saayosay BM3TADY
L3oand HOLOJIYIA “dsv 13oand
3abpna
03 sparmiod
* 593 epuew neaang j3abpng
Liejzaanas o R 10309aFa asv 03 sjusuyoelle
3T s3jsonbai 03 s3sonbax yirm 3asanbaz
S3TJYPONW plesxoy spiemniodg
dol>33Ya 135dnd d0LO3dIa

9409 10:T0¢ 194

tON JFovd FHIAHAN

S1SINOI] 139004 |
:3dNa3dodd

HO1DHNK 3900 Jud




