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1. EXECUTIVE SUMMARY 
 
Overview of the Budget Process  
The State of North Carolina appropriates operating and capital funds on a biennial, or two-year cycle. An 
approved budget includes annual amounts for each of the two fiscal years that make up the biennium. 
The General Assembly, convening in January 2019, will consider the Governor’s recommended budget 
as well as other changes presented for legislative review before passing a two-year budget to be 
certified by the Office of State Budget and Management (OSBM) in summer 2019. In accordance with 
the State Budget Act, the Governor’s Recommended Budget for the 2019-21 biennium will be finalized 
and presented to the General Assembly early in the legislative session.  
 
The process for preparing the 2019-21 biennial budget recommendations is now underway. Agencies 
will work with OSBM staff to prepare Base Budgets and Change Budget requests for the upcoming 
biennium in a manner consistent with that prescribed in the State Budget Act. Agencies should plan to 
engage internally and with OSBM and Governor’s policy staff in a collaborative effort to complete the 
tasks laid out in the accompanying budget instructions.  
 
Assembling Your Budget Development Team 
For agencies, the process should include not only budget and financial staff but also program directors, 
CIOs, and other members of agency senior leadership. As part of the Common Sense Government 
initiative, OSBM has increased focus on evidence-based budgeting, data-driven decisions, and strategic 
management of the state’s resources and has realigned staff responsibilities to better assist agencies 
with these goals. Analysts will now be able to offer more technical assistance to agencies in developing 
the Base Budget and Change Budget requests, and more time has been provided for each component of 
the budget development process to ensure a recommended budget that accurately reflects agency 
operations and critical future needs. OSBM Budget Execution Analysts will work with agencies on Base 
Budget development, and OSBM Budget Development Analysts will work with agencies on Change 
Budget requests.  
 
Timeliness and deadlines are critical to budget development. Deadlines are established to ensure the 
Governor has adequate time to review information and finalize a recommended budget as required by 
the State Budget Act. Agencies need to focus on budget planning and policy decisions early to ensure all 
deadlines are met. Following are key dates and deliverables in the 2019-21 budget development 
process. A more detailed timeline can be found on the OSBM website.  
 

 
 
 
 

Date Action
September 10, 2018 FY 2019 - 21 Budget Instructions Issued 
September 20, 2018 Budget Instructions Training, 2pm, Albemarle Building, Rm #245, Raleigh, NC
October 24, 2018 All Base Budget entries with attachments and budget restructuring plans due to OSBM
November 1, 2018 Strategic Plan due to OSBM
November 30, 2018 All Change Budget requests with backup documentation due to OSBM
January, 2019 Agency meetings with Budget Director 
March, 2019 Governor's Recommended Budget released 

FY 2019 - 21 Budget Development Key Dates 

https://files.nc.gov/ncosbm/documents/files/memo20170817_CommonSenseGovernment.pdf
https://files.nc.gov/ncosbm/documents/files/memo20170817_CommonSenseGovernment.pdf
https://files.nc.gov/ncosbm/documents/files/memo20180531_OSBM_Reorganization.pdf
https://files.nc.gov/ncosbm/documents/files/memo20180531_OSBM_Reorganization.pdf
https://www.osbm.nc.gov/2019-21-budget-instructions-long-session
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Major Policies and Requirements for Development of the 2019-21 Budget 
The budget development process is an opportunity to  

1. realign Base Budgets to maximize efficiency and transparency, and to  
2. propose Change Budget requests to modify or eliminate ineffective programs, increase funding 

to better deliver existing services and meet operational needs, and to expand programs or 
services to address critical needs and functions of state government.  

 
The Base Budget provides the funding necessary to continue the existing, authorized level of services for 
the next biennium. The Base Budget development process gives agencies the opportunity to adjust 
budgets to better reflect operations, align budget authority with actual expenditures and revenue 
projections, and establish a realistic spending plan for the upcoming biennium. OSBM Budget Execution 
Analysts will work with agencies to prepare Base Budgets. 
 
The Change Budget consists of all proposals for expansion or reduction from the Base Budget. This 
includes requests for meeting critical needs, expanding or creating programs, repurposing funding for 
new priorities, and addressing issues that cannot be accommodated in the Base Budget realignment 
process. For the 2019-21 biennium, Change Budget proposals should focus on addressing the following 
priorities identified by Governor Cooper: 
 

1. Positioning North Carolina to create new jobs and grow middle class paychecks;  
2. Making North Carolina a top ten educated state;  
3. Promoting healthier and safer communities; and  
4. Ensuring an effective, accountable, well-run state government.  

 
Outlook for the 2019-21 Biennium 
Although OSBM anticipates continued economic growth in the current fiscal year and into the next 
biennium, further reductions in individual and corporate income taxes taking effect in 2019 will limit 
revenue growth. Due to this expected moderation in revenues coupled with fiscal pressures stemming 
from statutory requirements and enrollment growth in key programs, agencies should limit total 
General Fund expansion requests to no more than two percent (2%) of their FY 2018-19 BD 307 certified 
recurring appropriation. Agencies should:  

• Prioritize requests to focus on delivering critical services;  
• Identify opportunities for efficiencies and savings to enable reallocation of resources to high 

priority needs; and, 
• Ensure expansion requests have a clear link to the agency’s strategic plan.  

 
Although reduction options are not required, agencies are encouraged to look for opportunities to 
improve program delivery and agency operational efficiency. Expansion requests should include 
thorough and well-documented narrative explanations of the problem or opportunity addressed, the 
details of the proposed solution, the expected outcomes and impacts and should be clearly linked to 
agency strategic plans. OSBM Budget Development Analysts will work with agencies to assist and advise 
in the preparation of budget requests to present and make recommendations to the Governor.   
 
Increased Emphasis on Strategic Planning  
OSBM is continuing efforts to integrate and utilize strategic planning information in the budget 
development process. For the 2019-21 biennium, all agencies are required to submit select strategic 
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planning information in conjunction with their budget requests. This information will be used to review 
spending requests during the budget development process in conjunction with the Governor’s 
recommended budget. Budget expansion requests must clearly support goals included in the agency’s 
strategic plan to be considered in the Governor’s 2019-21 recommended budget. Please see Agency 
Strategic Planning Guidelines for additional information.  
 
Instructions  
The following instructions and related job aids and attachments provide detailed guidelines for 
preparing base, expansion, reduction, and capital improvement budget requests with accompanying 
deadlines for completing key steps. This instruction document is much shorter than it has been in the 
past, but within the following pages you will see hyperlinks that will take you to more detailed 
instructions (job aids) and relevant attachments and reference materials.  Also, there is a new Budget 
Instructions section on the OSBM website that organizes documents by Base Budget, Change Budget 
and Capital Budget and has buttons directly to job aids, attachments and reference materials; along with 
a calendar detailing the key dates that items are due to OSBM.     
 
Budget Kick-off on September 20th  
OSBM will host a budget kick-off for agency staff on Thursday, September 20th beginning at 2:00 in the 
Albemarle Building. The kick-off will include a review of the 2019-21 budget instructions, focused on key 
changes to the process and timeline, and an opportunity to address your questions. Key staff members 
who will be involved in the biennial budget development process for your agency are encouraged to 
attend. Additional details regarding this kick-off, including an RSVP, will be sent to agency CFOs shortly 
following the release of these instructions.  
 
 
 

  

https://www.osbm.nc.gov/documents/strategic-planning-guidelines-2019-21-biennium-memo
https://www.osbm.nc.gov/documents/strategic-planning-guidelines-2019-21-biennium-memo
https://www.osbm.nc.gov/2019-21-budget-instructions-long-session
https://www.osbm.nc.gov/2019-21-budget-instructions-long-session
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2. 2019-21 Base Budget Instructions  
 
The Base Budget provides the funding necessary to continue the existing, authorized level of services for 
the 2019-21 biennium. The Base Budget is an agency's opportunity to adjust budgets to better reflect 
actual expenditures and revenue collections and provide a more accurate spending plan for the 
biennium. This should promote effective decision making, increase transparency, and reduce the 
number of budget revisions needed throughout the fiscal year.   
 
Preparing the Base Budget is an interactive process as agencies work closely with OSBM to make 
appropriate adjustments to the Base Budget. The Base Budget process is required for governmental and 
proprietary budget codes as defined in G.S. 143C-1-3 that OSBM determines to be included in the 
Governor’s Recommended Budget.   Base Budget Development Job Aids and Reference Materials can be 
found on the OSBM website.   
 
Generating the Base Budget Document 
The process to develop the 2019-21 Base Budget begins by generating the Base Budget Document 
(Worksheet I) from the self-service budget development reports within IBIS.  An overview of useful Base 
Budget reports, including a description of the Base Budget Document, is located here.  The Base Budget 
Document uses the FY 2018-19 authorized budget as the starting point for the 2019-21 Base Budget and 
provides previous fiscal year actuals as well as the FY 2018-19 certified and authorized budgets. 
 
Once the Base Budget Document has been generated in IBIS, recurring budget revisions approved by 
OSBM will be pulled in manually to update the Base Budget Document. This ensures that an agency’s FY 
2018-19 authorized budget in the Base Budget Document is current.   
 
Any increases or decreases that are not allowed through budget revisions but are allowed through the 
Base Budget development process may be requested through a Base Budget entry in IBIS. Any changes 
approved by OSBM using a Base Budget entry in IBIS will reflect in the Increase/Decrease column on the 
Base Budget Document.  The FY 2018-19 authorized budget added together with the Increase/Decrease 
column becomes the 2019-21 Base Budget.  A useful reference document that describes each column in 
the Base Budget Document is located here.  
 
The 2019-21 Base Budget can be changed in four ways through the Base Budget development process. 
 
Adjustments Allowed in the Base Budget 

1. Adjustments to the FY 2018-19 Authorized Budget:    
Agencies should examine FY 2018-19 authorized budgets for opportunities to realign budgets 
from over-funded to under-funded line items and to budget receipts at accurate levels. Agencies 
should also reconcile budgeted salaries and benefits as well as Salary Control in IBIS as part of 
this review. OSBM will provide tools to assist in comparing budgeted salaries and BEACON salary 
information. Realignments within the same fund, adjusting receipts levels, salary, benefit, and 
Salary Control reconciliations can be accomplished through budget revisions that are pulled into 
the Base Budget Document.  
 
Job Aid on Allowable Changes to Authorized Budget provides more detailed instructions.   
 

https://www.osbm.nc.gov/2019-21-budget-instructions-base-budget
https://www.osbm.nc.gov/2019-21-budget-instructions-base-budget
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Base_Reports.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseReference_WorksheetI_ColumnsDescribed.pdf
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Base_Changes2Authorized.docx
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2. Allowable Base Budget Increases and Decreases: Base Budget increases and decreases do not 
change the authorized budget but are shown separately in the Base Budget Document and may 
increase or decrease total spending for a purpose or program as authorized by G.S. 143C-1-
1(d)(1c), including: 

a. Realignments to accurately reflect receipts, expenditures, and fund balances across 
purposes or programs;1  

b. Increases or decreases for programs and positions that were partially funded in the 
previous fiscal year; 

c. Adjustments for prior year nonrecurring increases or decreases;  
d. Changes for federal payroll tax changes and existing lease rate increases;  
e. Reconciliation of intra-governmental and inter-governmental transfers; and  
f. Adjustments for legislative and statutory requirements. 

 
In most cases, these adjustments should be made in the Base Budget. However, depending on 
the extent to which a proposed change affects the scope of a program, OSBM may require these 
adjustments to be submitted as Change Budget adjustments.  
 
Job Aid on Allowable Increases and Decreases to the Authorized Budget provides more details 
on budget adjustments allowed during the Base Budget process.  
 

3. Budget Restructuring: Through a Base Budget entry in IBIS, agencies also have the opportunity 
to restructure budgets, i.e. to make changes to the budget fund structure. For example, if a 
program is comprised of multiple funds, agencies can combine those into one fund through the 
Base Budget process.  Combining funds may increase operational flexibility and reduce the 
number of budget revisions needed throughout the year.  Budget structure changes should not 
necessarily be the result of, or require, a reorganization within an agency; restructuring the 
budget may simply be an opportunity to operate more efficiently.  However, if a budget 
restructuring involves a reorganization, a report must be made to the Joint Legislative 
Committee on Governmental Operations and Fiscal Research as required by GS 143B-10. 
 
Agencies interested in restructuring their budgets should complete the budget restructuring 
attachment. Restructuring plans should not be entered into IBIS until an agency has consulted 
its OSBM analyst and all other Base Budget entries have been approved. 
 
IBIS Worksheet I Training Guide includes step-by-step instructions on how to enter a Base 
Budget entry in IBIS for increase/decrease items and/or restructuring.    
 

4. Fund Review and Updates to Fund Purpose Statements: 
OSBM will send agencies a list of their funds to review and determine whether the fund needs 
to be printed in the Base Budget publication or not.  For those funds included in the publication, 
agencies then need to update the Fund purpose statements for the fund, because these will be 
printed in the Base Budget publication.  Fund purpose statements explain the programs, 
expenditures, and revenues that are managed within each specific fund. Fund purpose 
statements are a key component of the Base Budget document allowing decision makers and 
the public to understand how programs are funded.  Fund purpose statements should be 
updated in IBIS by September 24, 2018.  

                                                           
1 See G.S. 143C-3-5(b)(2)(c) 

https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Base_Increase-Decrease2Authorized.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseAttachment_RestructuringPlan.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseAttachment_RestructuringPlan.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_IBIS_WorksheetI_TrainingGuide.docx
https://www4.ncleg.net/enactedlegislation/statutes/html/byarticle/chapter_143c/article_3.html
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Job Aid on Updating Fund Purpose Statements  

 
In addition, to support OSBM’s review of the base budget, agencies may be asked to submit supplemental 
information on relevant service and activity data, such as data on populations served and at what cost for 
the funding level in the base budget.  
 
All Base Budget adjustments requests and associated documentation are due to OSBM by October 24, 
2018. Agencies are strongly encouraged to attach backup documents to the Base Budget Entries in IBIS. 
If necessary, agencies may submit backup attachments to your OSBM Budget Execution Analyst by 
email.  

https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Base_FundPurposeStatement.docx
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3. 2019-21 Change Budget Instructions  

 
The Change Budget consists of all proposals for expansion or reduction from the Base Budget. This 
includes requests for meeting critical needs, expanding or creating programs, and addressing issues that 
cannot be accommodated in the Base Budget realignment process. For the 2019-21 biennium, Change 
Budget proposals should focus on addressing the following priorities identified by Governor Cooper: 
 

1. Positioning North Carolina to create new jobs and grow middle class paychecks;  
2. Making North Carolina a top ten educated state;  
3. Promoting healthier and safer communities; and  
4. Ensuring an effective, accountable, well-run state government.  

 
Given current expectations for modest revenue growth in the 2019-21 biennium, agencies should limit 
total General Fund expansion requests to no more than two percent (2%) of their FY 2018-19 BD 307 
certified recurring appropriation (excluding changes in enrollment for certain programs identified 
below). Expansion requests should focus on delivering critical services, filling budget gaps and unmet 
needs, and addressing agency and administration strategic priorities. Although reduction options are not 
required, agencies are encouraged to look for opportunities to improve program delivery and agency 
operational efficiency. 
 
Change Budget requests may include the following: 

• Funding adjustments due to changes in enrollment or population served in public schools, 
community colleges, the University of North Carolina system, prisons, and North Carolina’s 
Medicaid and Health Choice programs, State and County Special Assistance program, and Foster 
Care and Adoption Assistance program (these adjustments are not subject to 2% limitation). 

• Additional funding for new programs, expanding or improving existing programs, and fulfilling 
mandated functions. 

• Departmental proposals to redirect funds from inefficient or ineffective programs. 
• One-time major equipment purchases.  
• Continued phase-in of new programs initiated in a previous biennium. 
• Adjustments to address inflation and related cost increases 
• Information technology projects. 
• Operating Building Reserves. 
• Funds to replace lost federal funds.  
• Changes to compensation and benefits to attract and retain talent. 
• Other increases and adjustments. 

 
Change Budget requests will be submitted via the Expansion Request and Reduction Proposal 
Worksheet II forms in IBIS. In addition to General Fund appropriation expansion requests, agencies 
should also submit Worksheet IIs for expansion requests supported from 100 percent non-General Fund 
sources (federal funds or other receipts) or if an expansion item is supported from cash balances in non-
reverting funds. These items do not count toward the 2% cap on General Fund expansion requests. 

OSBM will evaluate Change Budget requests based on the strength of the business case and supporting 
data and evidence provided by the agency. Agencies should focus their efforts on ensuring the narrative 
components of the Worksheet II clearly and succinctly articulate the problem being addressed, the 



   
 

10 
 

intended outcome, and the expected impact of the request. Requests for new or expanded programs or 
services must include evidence and research supporting the program’s effect on desired outcomes. For 
certain requests, such as addressing inflation and related increases in operational costs, less detail on 
these components is required. However, it is imperative that agencies complete all components of the 
form and provide supporting data to present a compelling justification for the request where 
appropriate. 
 
Information Technology projects must be included in the agency’s IT plan if required in order to be 
considered for inclusion in the Governor’s recommended budget. A copy of agency IT plans for the 
upcoming biennium must be submitted to OSBM upon completion. Additionally, IT requests should be 
submitted via a Worksheet II in IBIS and the Enterprise Project Management Office’s Touchdown 
System. IT requests must conform to the process and requirements found in the IT Job Aid.  
 
OSBM is continuing efforts to integrate and utilize strategic planning information in the budget 
development process. For the 2019-21 biennium, all agencies are required to submit select strategic 
planning information in conjunction with their budget requests. This information will be used to review 
spending requests during the budget development process in conjunction with the Governor’s 
recommended budget. Budget expansion requests must clearly support goals included in the agency’s 
strategic plan to be considered in the Governor’s 2019-21 recommended budget. Please see Agency 
Strategic Planning Guidelines for additional information.  
 
OSBM will be conducting executive meetings with all agencies beginning in October to facilitate biennial 
budget development. Agencies should be prepared to begin a discussion of top budget priorities, 
changes to investments in those priorities, and associated goals, success measures, estimated costs, and 
proposals to pay for the identified priorities. In addition, please be prepared to discuss top structural 
budget needs and identified efficiencies to improve your agency. OSBM analysts will also be available for 
consultation and assistance throughout the process of developing Change Budget proposals.  
 
All expansion and reduction proposals should be reflected in Worksheet IIs developed in IBIS and are 
due to OSBM on or before November 30, 2018. Additional information on change budget requests and 
instructions for completing Worksheet IIs can be found in the Job Aids for Change Budget Expansion 
Requests, Change Budget Reduction Proposals, and Information Technology. 
 
 
 
  

https://it.nc.gov/services/service-directory/project-management/project-approval-oversight-epmo
https://it.nc.gov/services/service-directory/project-management/project-approval-oversight-epmo
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_InformationTechnology.docx
https://www.osbm.nc.gov/documents/strategic-planning-guidelines-2019-21-biennium-memo
https://www.osbm.nc.gov/documents/strategic-planning-guidelines-2019-21-biennium-memo
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_ExpansionRequest.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_ExpansionRequest.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_ReductionProposals.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_InformationTechnology.docx
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4.  Capital Improvement Plan and Budget 
 
Capital projects, such as land acquisitions, new construction, rehabilitation of existing facilities, and 
repairs and renovations, are submitted as part of the six-year Capital Improvement Plan and Capital 
Improvement Budget.  The Capital Improvement Budget are items required for agencies to continue to 
operate and deliver current and new services in the next six years.   

The Capital Improvement Plan consists of two components.  The first is the statutorily required needs 
estimate of capital projects required by the State Agencies to operate and provide current and expected 
services over the next six years.  The second component takes the six-year needs estimate and programs 
those projects out over a six-year schedule that may reasonably be completed by each agency, assuming 
funds are available.   

Once both items are completed and analyzed, the State can assess the deficiency between the needs of 
the agencies, deliverable projects, and available funds.  The State can then take steps to address 
deficiencies by exploring other alternatives, such as leased space.  

Capital Budget Process 

The Worksheet III process is used to develop the 2019-25 Capital Improvement Plan, with the first two 
years of the plan guiding the 2019-25 Governor’s Recommended Capital Improvement Budget.  Both the 
Capital Improvement Plan and the Capital Improvement Budget are submitted to the General Assembly 
at the beginning of the 2019 session in January. One-time major equipment purchases must be 
requested in the operating expansion budget (for more information, reference the Expansion Request 
Job Aid). 

The Capital Improvement (Worksheet III) form in IBIS is designed to assist OSBM with preparing the six-
year Capital Improvement Plan in accordance with G.S. 143C-8-5. Refer to the New Capital Projects Job 
Aid, Repairs and Renovations Job Aid and the Worksheet III User Guides (Capital) and (R&R) for further 
assistance.  OSBM will conduct meetings with each agency to gain a better understanding of capital 
requests.   

Worksheet III forms and all required attachments must be submitted to your OSBM analyst on or 
before November 30, 2018.   

 

 

https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_ExpansionRequest.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_ExpansionRequest.docx
http://www.ncga.state.nc.us/EnactedLegislation/Statutes/HTML/BySection/Chapter_143C/GS_143C-8-5.html
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Capital_NewCapitalProjects.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Capital_NewCapitalProjects.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Capital_RepairsRenovations.docx
https://files.nc.gov/ncosbm/documents/files/IBIStraining_WorksheetIII_Capital_0.pdf
https://files.nc.gov/ncosbm/documents/files/IBIStraining_WorksheetIII_RepairRenovation_0.pdf


Base/Change Name of Document Type of Document Button to link
Other reference Agency timeline reference Budget Timeline
Other reference Strategic Planning guidelines reference Reference Documents
Base Base Budget Job Aid #1 - Base Budget Report job aid Base Budget & Job Aids
Base Base Budget Job Aid #2 - Authorized Budget Changes job aid Base Budget & Job Aids
Base Base Budget Job Aid #3 - Fund Purpose Statement job aid Base Budget & Job Aids
Base Base Budget Job Aid #4 - Increases and Decreases/WS1 job aid Base Budget & Job Aids
Base Base Budget Attachment #1 - Annualization Schedule attachment Base Budget & Job Aids
Base Base Budget Attachment #2 - Lease Increase attachment Base Budget & Job Aids
Base Base Budget Attachment #3 - Restructuring Plan attachment Base Budget & Job Aids
Base IBIS User Guide for WSI job aid Base Budget & Job Aids
Base Worksheet 1 Reference Columns of report described job aid Base Budget & Job Aids
Change Job Aid: Change Budget Expansion Request job aid Change Budget & Job Aids
Change Job Aid: Change Budget Reduction Proposal job aid Change Budget & Job Aids
Change Job Aid: Capital - New Capital Project Request job aid Change Budget & Job Aids
Change Job Aid: Capital - Repairs and Renovations job aid Change Budget & Job Aids
Change Job Aid: Change Budget - Information Technology job aid Change Budget & Job Aids

Other reference Common Sense Government Memo reference Reference Documents



For assistance contact an OSBM analyst.

ANNUALIZATION SCHEDULE Base Budget
Prepare a separate schedule for each program to be annualized  Attachment

Due 10/24/18

Department Program

Budget Code Authority for Program

Division or Institution Program Start Date

FY 2018-19 FY 2019-20 FY 2020-21 FY 2019-20 FY 2020-21
FUND ACCOUNT PRORATA COST ANNUAL COST ANNUAL COST VARIANCE VARIANCE

TOTAL VARIANCE $0 $0

Use salary & benefit  rates in effect July 1, 2018.



For assistance contact an OSBM analyst.

LEASE SCHEDULE Base Budget
Building/Office Leases Schedule Attachment 

Prepare a separate schedule for each Fund. Due 10/24/2018

Budget Code

Fund Code

Lease

ACCT. LESSOR LOCATION Lease Term Attached? Annual Rent Effective Rent* Annual Rent Effective Rent*
Incr/ Decr. vs. 

2018-19 Annual Rent Effective Rent*
Incr/ Decr. vs. 2018-

19
Example Example Raleigh, NC 1/1/2012 to 6/30/2022 Yes $12,000 $12,000 $16,000 $16,000 $4,000 $18,000 $18,000 $6,000 See attached lease schedule

Total Lease Cost $12,000 $16,000 $4,000 $18,000 $6,000
Building/Office Lease Amount to be Paid with Appropriation $8,000 $10,667 $2,667 $12,000 $4,000
Building/Office Lease Amount to be Paid with Receipts $4,000 $5,333 $1,333 $6,000 $2,000

* - Effective Annual Rent might include costs negotiated in the lease such as utilities, housekeeping, etc. if charged in addition to the cost per square foot.

Justification/ Comments

2018-19 2019-20 2020-21

Department

Division or Institution



  Base Budget 
  Attachment  
  Due 10/24/2018 

RESTRUCTURING PLAN 

 

DEPARTMENT:             

DIVISION OR INSTITUION:           

BUDGET CODE(S) AFFECTED:           

 

CURRENT BUDGET 
CODE 

CURRENT FUND CODE NEW BUDGET CODE NEW FUND CODE 

    
    
    
    
    

 

DESCRIPTION OF PROPOSED RESTRUCTURING: 

 
 
 
 
 
 
 
 
 

BENEFITS OF PROPOSED RESTRUCTURING: 

 
 
 
 
 
 
 
 
 
 



Recommended Base Budget (Worksheet I)
Summary By Account
Biennium : 2019-21
Status : Approved

031-Office of State Budget and Management
13005-State Budget and Management - General Fund

Requirements

PERSONAL SERVICES

Account
Code

Account Title Actual
2017-18

Certified
2018-19

Authorized
2018-19

Incr/Decr
2019-20

Total
2019-20

Incr/Decr
2020-21

Total
2020-21

531111 EPA-REG SALARIES-APPRO

531211 SPA-REG SALARIES-APPRO

531212 SPA-REG SALARIES-RECPT

531461 EPA&SPA-LONGVTY PAY-APPRO

531462 EPA&SPA-LONGVTY PAY-REC

531511 SOCIAL SEC CONTRIB-APPRO

531512 SOCIAL SEC CONTRIB-RECPTS

531521 REG RETIRE CONTRIB-APPRO

531522 REG RETIRE CONTRIB-RECPTS

531561 MED INS CONTRIB-APPRO

531562 MED INS CONTRIB-RECPTS

What is it?  
Reflects the line item account or 
object from the Uniform Chart of 
Accounts and the title from IBIS 
(updated from NCAS nightly).

What To Do with It?  
Ensure the fund, account 
numbers, and account titles are 
correct.  Contact OSBM if 
corrections are needed.

What is it? 
Reflects the 2018-19 
certified budget 
(BD307) issued by 
OSBM plus recurring 
Type 11 budget 
revisions.

What To Do with It? 
IBIS will automatically 
include all recurring 
Type 11 budget 
revisions in the 
certified and 
authorized columns 
of the base budget. 
- Use the RK314 
report to determine 
which Type 11 budget 
revisions should be 
removed from the 
base budget.

- Work with to your 
OSBM analyst to 
make necessary 
changes. 

What is it? 
Reflects actual 
2017-18 expenditures 
& revenues from NCAS

What To Do with It?  
Compare this to the 
actual FY 2017-18 
year-end expenditures  
in the certified BD701.  
It should be within a 
few dollars due to 
rounding of cents.

What is it?  
Reflects the 2018-19 
authorized budget, which is 
comprised of the certified 
budget (BD307) plus certain 
Type 11, 12, and 14 budget 
revisions.  This authorized 
budget is the 2019-21 
base budget for line items 
that do not have approved 
Incr/Decr column 
adjustments.

What To Do with It?
IBIS will automatically 
include all recurring Type 12 
budget revisions in the 
authorized column of the 
base budget.
- Use the RK314 report to 
determine which Type 12 
and 14 budget revisions 
should be included or 
removed from the base 
budget.

- Work you’re your OSBM 
analysts to change which 
budget revisions should be 
included in the base budget. 

What is it?
Displays the approved increases and 
decreases to the authorized budget 
for one or both years of biennium. 

What To Do with It? 
Use the Worksheet I form in IBIS to 
enter allowable increases/decreases 
in these columns.  See the Worksheet 
I user guide for assistance.

What is it? 
Displays the budget requested for 
each year of the 2019-21 biennium. 
Equals the Authorized Budget plus the 
relevant year Incr/Decr column. 

Note on the Authorized Budget and Budget Revisions:  must be

 the base budget.
 the NCAS

• After the initial addition of budget revisions into the base budget  (Early September 2018),
any budget revision to be included in the base budget must be approved by OSBM.
•  Budget revisions included in the base budget in error must be manually omitted.
• No carry-forward budget revisions may be included in the base budget.
• The authorized budget in the base budget will not match the FY 2018-19 authorized
budget in NCAS.  The base budget authorized budget includes only budget revisions flagged
with IS_IN_BASE_BUDGET while the NCAS authorized budget includes all budget revisions
approved in the fiscal period.
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Review of the authorized budget during Base Budget development allows agencies to permanently 
realign line item budgets within a fund. This process should be the first step agencies take to address 
overages and deficits that impact the ability to deliver existing programs and services outlined in the 
budget. 
  
Agencies should examine FY 2018-19 authorized budgets by fund code for opportunities to generate 
savings or redirect budgets within the fund code from over-funded to under-funded line items. 
 
Depending on the magnitude of such adjustments and the extent to which they impact the scope of a 
program, OSBM may not approve these adjustments during Base Budget development, but rather work 
with agencies to develop a change budget request in order to accomplish the agencies’ objectives. 
 
The items listed below are the changes allowed within the authorized budget during Base Budget 
development. These changes are accomplished through recurring budget revisions which are manually 
pulled into the Base Budget by OSBM. These budget revisions will be marked “include in base” on the 
budget revision in IBIS.    
 
* Agencies should contact their OSBM analyst regarding any already existing budget revisions they 
would like to be included in the 2019-21 Base Budget by September 24, 2018.     
 
1. Reconciliation of Budget Revisions –OSBM will generate the beginning 2019-21 Base Budget 

Document in IBIS effective September 7, 2018.  The 2018-19 Authorized Budget in the Base Budget 
Document is determined by using the 2018-19 BD 307 Certified Budget and adding all recurring 
revisions approved in the 2017-19 biennium through September 7, 2018. Recurring budget revisions 
approved after September 7, 2018 will be added to the Base Budget Document manually by OSBM.  
 
The first step in reviewing the Base Budget Document is to make sure that IBIS correctly included all 
recurring budget revisions approved prior to September 7, 2018. Use the RK 314 and Reconciliation 
Report generated by IBIS (found here: Reports>>Self-Service>>Budget Development>>Worksheet I) 
and see the Job Aid for accessing this and other Base Budget reports to review which existing budget 
revisions changed the total appropriation and make sure it is appropriate to be included in the Base 
Budget. The Reconciliation Report includes only revisions that are in the Base Budget; if you would 
like to see all budget revisions, use the RK 314 Report.  By September 12th, OSBM will provide 
agencies with an RK 314 report where agencies can mark which budget revisions should be included 
in the base.  Agencies should return this report to OSBM by September 24th.  
 
You can also use a feature under the Admin menu in IBIS to filter budget revisions by Included in the 
Base Budget or Excluded from the Base Budget. This feature also allows you to filter by Revision 
Type (11, 12, 14) and Recurrence (R, NR). To access this feature, click on the Admin Menu in the 
lower, left-hand corner of the menu column, and then select “Authorized/Certified.” 
 
A few reminders: 

a. Make sure all permanent allocations from statewide reserves are included in the Base 
Budget.  

b. If appropriation was transferred between budget codes, make sure both budget 
revisions are included or both excluded.  

https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Base_Reports.docx
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c. Carryforward revisions are non-recurring and should not be included in Base Budget.  
Budget Revisions that authorize a carryforward from 2017-18 into 2018-19 should not 
be included in the Base Budget 

d. Type 14 budget revisions that need to be recurring may be included in the Base Budget. 
 

The totals for the budget code in the Reconciliation Report will match the total certified/authorized 
columns in the Base Budget Document.  

 
Note: New FY 2018-19 budget revisions may be needed to adjust the Base Budget following the 
analyses outlined below.  Be sure to indicate in the justification section of any new revisions 
whether the revisions should be included in the Base Budget and/or notify your OSBM Budget 
Execution Analyst.               

 
2. Realignments - Agencies are encouraged to realign non-personnel expenditure account lines 532xxx 

– 535xxx within an operating fund to reflect more realistic levels of need for 2019-21.  Agencies may 
submit new budget revisions to realign expenditures and receipts and/ or request their OSBM 
Analyst to include nonrecurring type 12 and 14 revisions in the Base Budget.   

 
3. Receipts Adjustments - The State Budget Act, in G.S. 143C-3-5(b)(2)c, requires estimated receipts in 

the recommended budget to be adjusted to reflect actual collections from the prior fiscal year, 
unless the Director of the Budget recommends a change that will result in collections that differ 
from the prior year, or determines there is a more reasonable basis to accurately project receipts. 
By October 1, 2018, OSBM will provide agencies with an analysis comparing budgeted receipts with 
actual collections over the last three fiscal years and will work with each agency to determine the 
basis to accurately project receipts and to make associated increases or decreases to total 
requirements if necessary. In rare instances, it may be necessary to adjust receipts in the Base 
Budget to reflect receipts that are anticipated for the biennium but have not yet been received. This 
may be the case with certain grants. Agencies should contact their OSBM budget analyst if there is 
an instance that may meet this criteria. 
 

4. Salary Reserve and Personnel (531XXX) Expenditure Realignments - Agencies should reconcile 
annualized salary budgets within IBIS and BEACON to ensure adequate funding for payroll 
commitments (filled positions) as well as funding to maintain appropriate FTE values for vacant 
positions. Agencies should also reconcile employer contributions for social security, retirement, and 
health insurance premiums. To the extent the annualized budget for salaries and fringe benefits 
exceeds requirements; these funds may be redistributed to fund under-funded line items. 

 
By October 1, 2018, OSBM will provide agencies with a comparison of budgeted salaries and 
BEACON salary information by fund and account. Agencies should also use the B0149-Positions by 
Funding Source report to aid in the reconciliation of salaries and position counts.  Agencies are 
responsible for maintaining current and accurate salary and position count data. Salaries reflected in 
BEACON must not exceed the authorized budget. If total salaries in BEACON exceed the authorized 
budget, appropriate personnel actions must be taken to adjust BEACON.  
 
Agencies should carefully review this information and may submit budget revisions to OSBM to align 
salary reserve to accurately reflect the annual salary requirements in each operating fund, and to 
eliminate any negative amounts that exist. It may be necessary to reduce or abolish positions in 

https://www.ncleg.net/EnactedLegislation/Statutes/PDF/BySection/Chapter_143C/GS_143C-3-5.pdf
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some instances to eliminate negative salary reserve amounts.  Agencies can retain positive salary 
reserve amounts in the Base Budgets, but if excess salary reserve exists, agencies should carefully 
consider whether unfunded operating needs should be addressed and should realign accordingly.  
 
Once agencies have reconciled position counts and salaries, apply the rates listed below for each 
fund and then compare the calculated amount to what is in the authorized Base Budget for each 
appropriate line item (social security, health benefits, or retirement). 
 
The fringe benefits rates are as follows: 
 

Federal Insurance Contributions Act (FICA) Social Security & Medicare 7.65% 
Social Security (OASDI) up to maximum taxable amount of $128,400 6.20% 

Medicare Portion (HI) on ALL earnings 1.45% 
Teachers and State Employees Retirement Rate* 18.55% 
State Law Enforcement Officers Retirement Rate* 23.55% 
Optional Retirement Rate 13.25% 
Consolidated Judicial Retirement Rate* 39.53% 
Legislative Retirement System Rate* 28.01% 
Health Benefits – Medicare Eligible Employees and Retirees $4,743 
Health Benefits – Non-Medicare Eligible Employees and Retirees $6,104 

 
* Retirement rates do not include the nonrecurring portion of the FY 2018-19 increase.  These 
rates reflect only the recurring increase to the actuarially determined employer contribution for 
FY 2018-19. 
 
Retirement and health benefits for permanent state employees who work at least nine months 
per year and at least 30 hours per week must be included. 

 
Upon OSBM approval of allowable changes to authorized budgets, agencies should turn their attention 
to the Increases/Decreases to the authorized budget. 
 

 



Job Aid: Updating Fund Purpose Statements 
 

Fund purpose statements are published on the Worksheet I report that accompanies the Governor’s 
Recommended Budget document. Agencies can run the IBIS Fund Purpose Statements report, for a 
listing of all funds along with their titles and descriptions. Any necessary edits to these statements can 
be made by going to the Fund Purpose Maintenance (FPM) module in IBIS and pulling up the specific 
fund you wish to edit. 

Agencies should review and edit their fund purpose statements before September 24, 2018.  After 
September 24th, only OSBM will have access to edit the fund purpose statements used for publication, 
so work with your OSBM Analyst after that date.  Fund Purpose Statements should be written in clear 
language with limited (or spelled out) acronyms.   If your Worksheet I report includes funds that are no 
longer used, contain no activity and should not be published, please notify your Budget Execution 
analyst so they may be removed from the publication.  

 The Fund Purpose Maintenance form is available in IBIS. Click on “Admin” in the main left-hand 
navigation and select “Fund Purpose Maintenance”.  

The corresponding report can be found in IBIS under Self Service Reports / Budget Development 
Reports/Fund Purpose Statements.    

 

 



JOB AID: INCREASES/DECREASES TO AUTHORIZED BUDGET DURING BASE BUDGET DEVELOPMENT 
 
 

1 
 

Allowable increases and decreases do not change the FY 2018-19 authorized budget, but are shown in 
the increase/decrease columns of the Base Budget Document and may increase or decrease total 
spending for a purpose or program for the upcoming 2019-21 biennium as authorized by the State 
Budget Act. Base Budget Entries in IBIS should fall into one of the seven authorized adjustment 
categories (described below); agencies may submit more than one form per category.  OSBM requires 
a thorough explanation of the proposed adjustment using narrative in the Base Budget Entry form or 
one of the attachment forms provided.  In most cases, these adjustments should be made in the Base 
Budget. However, depending on the extent to which a proposed change affects the scope of a program, 
OSBM may require these adjustments to be submitted as Change Budget adjustments. 
 
Allowable increase/decrease categories are described below. In cases where a portion of the increase is 
supported by receipts, these receipts must be increased to ensure that the account bears the 
appropriate share of increased costs. 
 

1. Annualizations - Increases or decreases for positions, programs, and operating costs of new 
facilities that were partially funded in the previous fiscal year. Agencies should prepare a Base 
Budget entry to fully annualize positions, programs, or operating costs that had effective dates 
after July 1, 2018 and were, therefore, not funded for an entire fiscal year. These increases or 
decreases should be made in the base budget for the 2019-21 biennium. Reductions for 
positions or programs abolished after July 1, 2018 must also be annualized. Please complete the 
Annualization template and attach to your Base Budget entry in IBIS. 
 
Example: A new position is authorized by the General Assembly effective October 1, 2018 at an 
annual salary of $50,000. The budget for 2018-19 includes $37,500 for the position for nine 
months. The difference between the annual salary of $50,000 and the nine month (portion 
payable) salary of $37,500 is $12,500.  $12,500 is the allowable increase on the agency’s Base 
Budget entry. Note: The accompanying fringe benefits (Social Security, retirement, and health 
benefits) should also be annualized.  
 

2. Adjustments for prior year non-recurring increases or decreases - All nonrecurring or one-time 
items approved by the General Assembly must be removed from the authorized budget in the 
increase/decrease columns. IBIS will automatically generate Base Budget entries for 
nonrecurring items approved in the 2018-19 short session (SL 2018-5). Please review these 
entries for accuracy before submitting to OSBM.  IBIS will not automatically generate entries for 
nonrecurring items authorized in the long session budget for the 2018-19 fiscal year (SL 2017-
57). Agencies will need to create these Base Budget entries in IBIS and submit to OSBM. 
 

3. Changes for federal payroll tax changes and existing lease rate increases  
For known changes to federal payroll taxes set to occur in the 2019-21 biennium, as well as 
known lease rate increases set to go into effect during the 2019-21 biennium, agencies should 
prepare Base Budget entries to make appropriate adjustments. If agencies have existing leases 
with automatic rate increases, adjustments are allowed in accordance with the terms of real 
property the leases. Please complete Lease Increase Attachment and attach to Base Budget 
Form in IBIS. 
 

4. Realignments to accurately reflect receipts, expenditures, and fund balances across funds 
(purposes or programs) - Agencies should carefully review the expenditures, receipts, and fund 

https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseAttachment_AnnualizationCalculations.xlsx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseAttachment_AnnualizationCalculations.xlsx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseAttachment_LeaseIncrease.xlsx
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balances to ensure programs are correctly budgeted in the base budget. Agencies may propose 
realigning budgets across funds to more accurately reflect actuals.  
 
NOTE: This is the only opportunity in the two-year budget cycle in which realignments between 
funds are allowed on a recurring basis.   

 
In preparing a proposed realignment of the base budget, agencies may: 
• Finance structural gaps or unmet needs within the existing base budget, including realigning 

budget across programs (funds) within a budget code. 
• Agencies may request increases and/or decreases for budgeted levels of personal services 

line items (health benefits, Social Security, retirement, longevity, etc.) if realignments within 
a Budget Code cannot cover the shortfall. 

 
A realignment template that can be uploaded to IBIS is in development. Please contact your 
OSBM Budget Execution Analyst to discuss proposed realignments and personal services line 
item increases and decreases.   
 

5. Reconciliation of intra-governmental and inter-governmental transfers -- Agencies must 
balance inter- and intradepartmental transfers. If one fund or agency includes a transfer 
requirement, the receiving fund or agency must budget a matching transfer receipt. If transfers 
are out of balance, increases or decreases may be requested up to the level of 2017-18 actual 
expenditures. OSBM will provide a list of inter/intra-governmental transfers by October 1st to aid 
in this reconciliation.  Please contact your OSBM Budget Execution Analyst to discuss any 
proposed reconciliations; some reconciliations may be accomplished through budget revisions 
than a Worksheet I entry.  Requests for increases/decreases are due to OSBM by October 15th.    
 
NOTE: Agency actual expenditures associated with transfers to DIT for subscription fee charges 
may NOT be included. 
 

6.  Adjustments for legislative and statutory requirements -- In a limited number of 
circumstances, the General Assembly has directed, through statute or session law, that certain 
adjustments be included in the base budget development process. If an agency is required by 
statute or session law to include items in the base budget, the statute reference must be 
included in the justification field of the Base Budget entry.  
 

7. Restructure – An agency wishing to restructure its budget by reducing or increasing the number 
of funds within a Budget Code in order to increase operational efficiency should complete the 
Restructuring Plan attachment and submit it to OSBM for review by October 24, 2018. After all 
Base Budget entries have been approved, OSBM analysts will review Restructuring Plans and 
work with agencies to submit Restructuring Base Budget entries.  Restructuring will be shown as 
separate columns on the Base Budget Document. 
 
Budget structure changes should not necessarily be the result of, or require, a reorganization 
within your agency; restructuring your budget may simply be an opportunity to be more 
efficient in your operations.  However, if a budget restructuring involves a reorganization, a 
report must be made to the Joint Legislative Committee on Governmental Operations and Fiscal 
Research as required by GS 143B-10. 

https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseAttachment_RestructuringPlan.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_BaseAttachment_RestructuringPlan.docx


Job Aid: Base Budget Reports 
 

There are several useful reports available in the Integrated Budget Information System (IBIS) to assist in 
budget development.  This document provides a brief description of the reports most commonly used in 
Worksheet I development. 
 
Self-Service >> Budget Development >> Worksheet I Reports 
 
Worksheet I Report (aka. Base Budget Document) – Provides expenditures, revenue, and position counts 
by account by fund.  The report has four components: 
 

1. Summary Report – Summarizes total requirements, receipts, and FTE for a budget code. 
2. Summary by Purpose – Summarizes total requirements, receipts, and FTE for all funds in a 

budget code. 
3. Summary by Account – Summarizes total requirements, receipts, and FTE by account for all 

funds in a budget code. 
4. Fund Detail by Account – Provides total requirements, receipts, and FTE by account for all funds 

in a budget code. 
 

The Base Budget Document (Worksheet I report) has options which allow the report to be run to include 
base budget adjustments which have not been approved by OSBM, and which have not been submitted 
to OSBM.  The data is refreshed hourly so that new forms can be reviewed in the report during the day.   
 
The Base Budget Document can be viewed with or without fund purpose statements.  The Worksheet I 
Report (Fund Purpose) includes fund purpose statements while the Worksheet I Report does not. 

 
The Worksheet I Report (without fund purpose statements) is available by cost center and department.   

• Worksheet I by Cost Center – Provides all cost centers and subaccounts that are available in IBIS. 
This allows review of what distribution of dollars will ultimately be sent to NCAS. This report is 
available in PDF and Excel. 

• Worksheet I by Department Summary– Provides total requirements, receipts, appropriations, 
FTE, increases/decreases, and (if applicable) changes in fund balances at the budget code level. 

 
Reconciliation Report – Explains how the authorized budget in IBIS is derived, beginning with the BD307 
certified budget, and listing each revision coded to IBIS that is included in the base budget. For 
requirements, receipts, and appropriations the information is presented at the budget code level.  For 
information about budgeted position counts and budgeted salaries, information is presented at the fund 
and salary account level. 

 
BI 09 Detail Transactions for Worksheet I – Provides account code details of changes to requirements 
and receipts by fund code. 
 
RK 333B Reconciliation Transfer/ Receipts Report – Provides a statewide list of inter- and intra-
departmental transfers. OSBM analysts will provide a summary of this information by agency. Use the 
RK 333B to assist in completing the information requested in that file and to review transfers in/ out of 
receiving/ sending agencies to ensure the authorized budgets reconcile.  Contact OSBM if the line items 
do not match.  
 
Fund Purpose Statement Report – Provides only the fund purpose statement for all budgeted codes.  Use 
this report to edit your fund purpose statements.  



Job Aid: Base Budget Reports 
 

 
Self-Service Reports >> Budget Execution Reports 
 
RK 314 Budget Revisions List Report – Lists all budget revisions for a budget code and provides 
requirements, receipts, appropriation, positions, budget revision title, and whether the revision is 
recurring and marked as IS_IN_BASE_BUDGET. This report is helpful in determining which revisions 
should be in the certified and authorized budgets in Worksheet I. 



JOB AID: NEW CAPITAL PROJECT REQUEST 

Completing Your Capital Improvement Plan:  All Capital Projects, including General Fund requests and 
non-General Fund (receipts), must be requested in IBIS through the Worksheet III form.  Your agency will 
be required to submit information for the following: 

• Worksheet III-C Summary (IBIS) – Lists all Capital Budget Requests supported in whole or part 
from General Fund appropriations in priority order for the six year planning period (2019-25). DO 
NOT request all of the department’s projects in the first two years.  This process is intended to 
identify a department’s needs for the next six fiscal years.   

• Worksheet III-C Capital Budget Request (IBIS) – Provides project descriptions, justifications, six-
year funding schedules, and other CI related information for Capital Budget Requests.  This form 
must be completed for every request (General Fund and non-General Fund) for the 2019-2025 
biennium.  Priorities, Project Titles and funding must match data listed on the Worksheet III-C 
Summary and Worksheet III-NGF Summary.  

• Worksheet III-C NGF Non General Fund Summary (IBIS) – Lists all Capital Budget Requests 
supported from 100% non-General Fund appropriations in priority order for the six-year 
planning period (2019-25). Do not list any projects in the first two years for which you do not 
anticipate having the receipts.  

  

New Capital Project Requests: 

A new capital project includes the acquisition of land, building a new building, expansion of square 
footage of an existing building or complex (such as an annex), and full building renovations.  These 
projects must be set in priority order by the Department. 

Setting the Priority Order:  It is the Department’s responsibility to set their entire priority list for their 
entire department.   

Selecting the Year that the Project is to Begin:  Agencies should be realistic about their ability to begin 
and execute a project.  It is unlikely, for example, that some agencies can execute multiple large capital 
projects in one year.  When requesting funds, an agency should request funding for when they believe 
they could execute a project.  When requesting funds, an agency should request funding for projects 
that can at least begin planning in the budgeted year and construction in the following year.  For 
example, the entire capital improvement request for new capital should not be in for the first year of 
the new biennium.   

 Sixth Year of the Request:  For needs that are required, but the Agency does not expect that 
they can realistically execute the project, should other priorities be funded, the Sixth Year of the 
biennium should be used to demonstrate the need.   

Funding Amounts Needed:  The Governor may recommend debt to be used for new capital projects 
over a certain dollar threshold.   It is necessary to provide a cash flow estimate of when the projects 
would need funds to pay invoices, in order to issue debt.  Thus, as much as possible, please utilize the 
six-year capital plan to provide cash flows for new projects, over $2.5 million.  For example: 

 



JOB AID: NEW CAPITAL PROJECT REQUEST 

Table 1: Sample Capital Project Request 

 Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 
Renovate 
Headquarters 
Building 

$10,000,000 $20,000,000 $15,000,000 $5,000,000   

   

New capital project requests occurring later in the six year period may not have sufficient years to input 
the proper cash flow.  Please spread the facility out, as much as the available six year window allows to 
present the total project cost.  For example: 

Table 2: Sample Capital Project Requirement 

 Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 

Renovate 
Headquarters 
Building 

$10,000,000 $20,000,000 $15,000,000 $5,000,000   

New 
Laboratory 
Building 

    $5,000,000 $50,000,000 

 

Required Information – Project Feasibility:  The State Budget Act and OSBM requires that certain 
information be considered for a budget request to be made for a new capital project.  Agencies should 
provide all information, if applicable to evaluate project feasibility:   

• OC-25 Cost Estimate  OC-25 cost estimates are required for every new Capital Budget and R&R 
project request that is $100,000 or greater in cost.  Provide certified OC-25 cost estimates for all 
projects requested for the 2019-21 biennium; OC-25 cost estimates for 2021-25 may be agency 
generated (not certified by SCO).  Submissions are accepted with OC-25s that have been 
submitted to State Construction, but which are still in the process of being certified.  The OC-25 
must be certified before the deadline for capital submission.  OC-25s certified more than two 
years ago must be updated by the State Construction Office.    

• G.S. 143C-8-4 requires “each proposed repair and renovation expenditure shall be justified by 
reference to the Facility Condition Assessment Program (FCAP) operated by the Office of State 
Construction.”   Agencies should provide relevant FCAP information for buildings requesting a 
full building renovation.  

Required Information – Project Evaluation:  G.S. 143C-8-3 listed required evaluation criteria for capital 
projects.  Agencies are responsible for considering, and providing information, as applicable to address 
the following – statutorily – required components of a project request:   

• Preservation, adequacy and use of existing facilities 
• Health and safety considerations 
• Operational efficiencies 
• Projected demand for governmental services 

http://interscope2.doa.state.nc.us:8080/interscope/help/CostEstimates.pdf
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Required Information – Operating Impacts to the Budget: G.S. 143C-8-6(f)(1) requires that agencies 
submit operating cost impacts of any new capital improvement project requests.  Agencies must provide 
information about increases appropriations needed for the opening of a new building or the renovation 
of an existing building.  If there is no anticipated operating impact, agencies must still fill out the 
relevant portion of the Worksheet III stating that.  

 

Supplemental Information:  Agencies are encouraged to provide additional supplemental information 
for capital project evaluation.  The additional supplemental information is contained in the following 
fields.  These include: 

 

• Critical Timing: Explain how the request impacts the start or completion of another capital 
project. 

• Agency Mission & Goals: Explain how the project aligns with the agency’s strategic plan 
• Program Effectiveness: Degree to which the request improves program effectiveness or 

increases program capacity other than "simple" addition of space. 
• Cost Benefit Analysis:  Provide information about what other alternatives were considered (such 

as leased space) and why a new capital project is the most cost-effective solution. 
• Economic Development: Provide any relevant economic impact analysis, such as jobs created 

and direct and indirect benefits.  
• Environmental Hazards: Identify any environmental hazards that are reduced or removed and 

describe the severity of those hazards. 

 

Non-General Fund Capital Projects Requests: 

Procedure for Requesting Non-General Fund Capital Projects:  Agencies should follow the same 
procedure outlined above for a new General Fund supported project for projects that will be entirely 
supported by non-General Funds or receipts.   

 

When to Request Non-General Fund Capital Projects:  Agencies should make the request year for a 
non-General Fund project the expected year of: 

• Expected year that non-General Fund receipts are available and that the project will begin 
construction. 

• The year of grant submission to an external entity (for example the Federal Government), if 
funded by a grant. 
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Completing Your Repair and Renovation Plan:  All repair and renovation of existing buildings, including 
General Fund requests and non-General Fund (receipts), must be requested in IBIS through the 
Worksheet III form.  Your agency will be required to submit information for the following: 

• Worksheet III-R Summary (IBIS) – Lists all requested R&R projects and costs in priority order for 
the six-year planning period 2019-25.  DO NOT request all of the department’s R&R projects in 
the first two years.  This process is intended to identify a department’s needs for the next six 
fiscal years.   

• Worksheet III-R Repair & Renovations Request (IBIS) – Provides project descriptions, 
justifications, construction schedules, and other CI related information for R&R budget requests.  
This form must be completed for every request for the 2019-21 biennium.  Priorities, Project 
Titles and funding must match data listed on the Worksheet III-R Summary and Worksheet III-R 
NGF Summary.   

• Worksheet III-R NGF Non-General Fund Summary (IBIS) – Lists all requested non-General Fund 
R&R projects supported from 100% receipts in priority order for the six year planning period 
2019-25.   

 

Repairs and Renovations  

Repair and renovations requests are capital projects that include the repair, renovation, and demolition 
of buildings, and related systems.  Repairs and renovations do not include the expansion of square 
footage for programmatic purposes.  The State Budget Act treats repairs and renovations separately.  
Full building renovations should be requested as a New Capital Project Request. 

Selecting the Year that the Project is to Begin:  Agencies should be realistic about their ability to begin 
and execute repairs and renovations funds.  It is unlikely, for example, that some agencies can execute 
large amounts of repairs and renovations projects in one year.  When requesting funds, an agency 
should request funding for projects that can at least begin planning in the budgeted year and 
construction in the following year.  For example, the entire repairs and renovation request for should 
not be in for the first year of the new biennium.   

Required Information – Project Feasibility:  The State Budget Act and OSBM requires that certain 
information be considered for a budget request to be made for a repairs and renovation.  Agencies 
should provide all information, if applicable to evaluate project feasibility:   

• OC-25 Cost Estimate:  OC-25 cost estimates are required for every new Capital Budget and R&R 
project request that is $100,000 or greater in cost.  Provide certified OC-25 cost estimates for all 
projects requested for the 2019-21 biennium; Submissions are accepted with OC-25s that have 
been submitted to State Construction but which are still in the process of being certified.  The 
OC-25 must be certified before the deadline for capital submission.  OC-25s certified more than 
two years ago must be updated by the State Construction Office.    
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• G.S. 143C-8-4 requires “each proposed repair and renovation expenditure shall be justified by 
reference to the Facility Condition Assessment Program (FCAP) operated by the Office of State 
Construction.” 

Repairs and Renovation Projects for FY 2021-25:  Agencies may submit more general requests for years 
beyond the current biennial requests.  Requests may be submitted by broad repair and renovation 
category by division or department, as appropriate.  The broad categories, according to statute, are: 

• Roof repairs and replacements;  
• Structural repairs;  
• Repairs and renovations to meet federal and State standards;  
• Repairs to or installation of new electrical, plumbing, and heating, ventilating, and air-conditioning 

systems;  
• Improvements to meet the requirements of the Americans with Disabilities Act, 42 U.S.C. § 12101, 

et seq., as amended;  
• Improvements to meet fire safety needs;  
• Improvements to existing facilities for energy efficiency;  
• Improvements to remove asbestos, lead paint, and other contaminants, including the removal and 

replacement of underground storage tanks;  
• Improvements and renovations to improve use of existing space;  
• Historical restoration;  
• Improvements to roads, walks, drives, utilities infrastructure; and  
• Drainage and landscape improvements.  
• Building demolition  

 

Agencies may submit additional categories, for example elevator repair, if they feel that these better 
addresses their needs.  Requests submitted under these broad categories should have some analysis 
showing the annual expenditure need associated with each category.  

 

Non-General Fund Repair and Renovation Projects Requests: 

Procedure for Requesting Non-General Fund Repair and Renovation Projects:  Agencies should follow 
the same procedure outlined above for a new General Fund supported project for projects that will be 
entirely supported by non-General Funds or receipts.   

When to Request Non-General Fund Capital Projects:  Agencies should make the request year for a 
non-General Fund project the expected year of: 

• Expected year that non-General Fund receipts are available and that the project will begin 
construction. 

• The year of grant submission to an external entity (for example the Federal Government), if 
funded by a grant. 
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Funds for expansion items are requested in IBIS on the Worksheet II expansion form. A separate 
Worksheet II must be completed and submitted by the agency for each expansion item. Guidance on 
completing the Worksheet II for expansion requests follows. For more detailed instructions on 
navigating the form and entering information in IBIS, please refer to the Worksheet II User Guide 
available on the IBIS website.  

Expansion requests must be completed in IBIS and submitted to OSBM on or before November 30, 
2018. 

Agencies should limit total General Fund expansion requests to no more than two percent (2%) of 
their FY 2018-19 BD 307 certified recurring appropriation (excluding changes in enrollment for certain 
programs identified below).  
 
In addition to General Fund appropriation expansion requests, agencies should also submit Worksheet 
IIs for expansion requests supported from 100 percent non-General Fund sources (federal funds or other 
receipts), for expansion items supported from cash balances in non-reverting funds, and for items that 
are split-funded from multiple sources.  

 

Guidance on completion of the Change Budget Expansion Request Form in IBIS (Worksheet II) 
 
Selecting the Increase Request Type: 
 
To begin a Change Budget entry, log into IBIS and select Worksheet II from the Create New Request 
menu. For expansion requests, select “Increase” from the Worksheet Type menu. This will generate the 
following Request Types (select one Request Type per Worksheet II) 
 

• Program Expansion – For use when expanding existing programs, including continued phase-in 
of programs where applicable. This type should be selected when expanding the range and 
quality of services provided through a program, not for meeting cost increases necessary to 
maintain the current level of services.  
 

• New Program – For use when proposing new and pilot programs. 
 

• Inflation and Related Cost Increases – For use when requesting additional funding due to 
inflation and other cost increases necessary to continue to provide the same level of programs 
and services. This includes costs associated with owning and operating state facilities which may 
be impacted by inflation or other economic conditions: water and sewer, electric, natural gas, 
and fuel. This category also includes adjustments for costs related to the provision of direct 
services, care and custody of individuals, or classroom instruction: food, drugs and medical 
supplies, library books and periodicals, K-12 textbooks and instructional supplies, and gasoline. 
Adjustments may be requested to increase funding for specific accounts based on actual 
expenditures in recent years and anticipated rate changes over the 2019-21 biennium. 

 
• Enrollment/Populations Served (Not Subject to 2% Limitation) – For use with increases to 

reflect changes in the enrollment or population currently served in public schools, community 
colleges, the University of North Carolina System, prisons, and North Carolina’s Medicaid and 

http://ibis.nc.gov/ibisfiles/worksheet_II_userguide.pdf
https://www.osbm.nc.gov/budget/state-agency-resources/nc-ibis
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Health Choice programs, State and County Special Assistance, or the Foster Care and Adoption 
Assistance program.  Budgeting for enrollment growth in these programs will be considered 
outside of the 2 percent cap. With respect to the public school and community college 
enrollment, this request may include non-ADM and non-FTE mandatory State Aid requirements 
up to the actual level of expenditure to continue the existing level of service.  
 
For the 2019-21 biennium, agencies will submit two separate Worksheet IIs for enrollment 
growth.  The first Worksheet II will be based on enrollment data supporting the FY 2019-20 
enrollment adjustments. The FY 2020-21 adjusting entry will be entered for both years of the 
biennium. The second Worksheet II will estimate the FY 2020-21 enrollment growth above the 
FY 2019-20 level based on agency projections for the second year of the biennium. The 
Governor will use the FY 2020-21 projections for consideration of a statewide reserve to handle 
anticipated growth in the second year of the biennium.   
 
While agencies will have to do an early projection in crafting their expansion requests, most 
continue to update those projections in the following months after submission. In order to have 
the most current information before finalizing the budget, agencies will provide OSBM with 
their updated enrollment cost data by February 8, 2019.  
 

Special Note for the Department of Public Instruction  
The State Board of Education and the Department of Public Instruction shall issue planning 
allotments to LEAs after enrollment data has received final approval from OSBM. 

 
• Operating/Building Reserves – For use when requesting operating funds to make facilities 

operational and functional for authorized capital projects scheduled for completion during the 
2019-21 biennium. Any new programs, activities, or expansion of existing programs and 
activities associated with capital projects should be included on a separate Expansion Budget 
Request. The total estimated operating costs for each year must be requested in a reserve 
account (5371AA). A detailed account breakdown of each reserve must be attached to the 
corresponding Worksheet II IBIS form. The attachment should include the estimated completion 
date of the facility provided by the Office of State Construction, number of positions required, 
proposed classification of each position, and other operating costs. Positions requested through 
reserves follow the same rates that are listed below in the Positions Tab section.  

 
• Compensation and Benefits – For use when proposing increases to compensation and benefits 

for positions. These adjustments are typically requested for high-turnover, hard-to-fill positions 
or positions with salaries significantly below market rates.  Annualization of positions and 
reconciliation of salaries and benefits should be done in the Base Budget. 

  
• Equipment or Vehicle Replacement – For use when requesting replacement of equipment or 

vehicles. Note: new equipment or vehicle acquisition associated with program expansions or 
new programs should be requested through those respective request types and not under this 
type. Replacement of departmentally-owned licensed motor vehicles may be requested, 
including cars, vans, trucks, jeeps, ambulances, buses, etc. Purchase and trade-in amounts for 
replacement vehicles are determined by each department/agency based on the particular type 
of vehicle and accessories.  Refer to the Vehicle Term Contracts on the Division of Purchase and 

http://www.nc-sco.com/
http://www.doa.state.nc.us/pandc/StateWideContracts.htm
http://www.doa.state.nc.us/pandc/
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Contract web site as a basis for purchase amounts. The total purchase price of vehicles must be 
included in the appropriate line item. The estimated sales proceeds for the used vehicle must be 
budgeted as sale of surplus property receipts. The age, year purchased, mechanical condition, 
and annual repair/maintenance cost are prime factors in OSBM's consideration of these 
requests.  

 
• Replace Federal Funds – For use with requests that involve programs or activities that were 

previously supported with federal funds but for which other receipts or General Fund 
appropriation would now support.  
 

• Information Technology – For use with requests that have a significant IT component. New 
Information Technology projects should follow the instructions listed in the Information 
Technology Job Aid. 
 

• Other Increase – For use with any requests that do not fit clearly into one of the preceding 
types. Consult with your OSBM analyst if you are uncertain regarding the appropriate type for a 
particular request.  
 

 
On the Basic Information Tab: 
 

• Priority indicates the requests ranking among the agency’s expansion items. All requests should 
be rank-ordered, with “1” indicating highest priority. For requests with recurring and 
nonrecurring components, assign the request a priority number and then put an “A” after that 
number on the recurring portion of the request and “B” after that same number on the 
nonrecurring component. For example, “1A” for recurring and “1B” for nonrecurring in the 
priority field. 

• Recurrence indicates whether the item is Nonrecurring or Recurring. Nonrecurring should be 
selected for those items occurring only in the first year of the biennium. An item with both a 
recurring and nonrecurring component requires two WK II entries. Please follow the priority 
ranking convention explained above for such requests.  

• Worksheet Type indicates whether the request is an increase or a decrease. For expansion 
items, “Increase” should be selected as the option in the Create Request menu.  

• Request Type requires an agency to categorize the request as one of the options available in the 
drop-down menu. See above guidance on selecting the request type.  

• The Title of the Request for which the Worksheet II is prepared should include enough 
specificity to identify the request. 

• Capital Improvement Project. If there is a capital improvement project associated with the 
expansion request, you will be prompted for further information regarding the project. Contact 
the Capital Improvement Section of OSBM if you have questions about the code number (919-
807-4700). The Item Number should be the same as the Item Number on your Capital 
Improvement Project request. 

• Additional Space Requirements per G.S. 120-36.7(c): Answering “Yes” will require additional 
information regarding: 1) the type of space (office, storage, other) required for the request; 2) 
the Additional Square Footage Required for the request for fiscal years 2019-20 through 2024-
25; and 3) the additional annual Cost of the space requirements for those same years. 

http://www.doa.state.nc.us/pandc/
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_InformationTechnology.docx
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_InformationTechnology.docx
http://www.ncga.state.nc.us/EnactedLegislation/Statutes/HTML/BySection/Chapter_120/GS_120-36.7.html
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• IT Component Requirements: Indicate if this request has an IT component and if so, whether 
that project has been entered in the Department of Information Technology’ Enterprise Project 
Management Office’s Touchdown System. 
 

 
On the Narrative Tab:  

 
OSBM will evaluate change budget requests based on the strength of the business case and 
supporting data and evidence provided by the agency. Agencies should focus their efforts on 
ensuring the narrative components of the Worksheet II clearly and succinctly articulate the problem 
being addressed, the intended outcome, and the expected impact of the request. Requests for new 
or expanded programs or services should include evidence and research supporting the program’s 
effect on desired outcomes. Any type of expansion request should include enough information and 
supporting documentation to enable evaluation of its necessity, viability, and efficacy.  
 
The following prompts are provided in the Expansion Request Worksheet II to assist agencies with 
adequately describing and documenting the business case for expansion requests. Included with 
each prompt are the types of questions that should be addressed in that section as appropriate. The 
relevant questions and amount of detail required to adequately address them will vary based on the 
nature of each request. For certain requests, such as addressing inflation and related increases in 
operational costs, less detail on these components is required. However, it is imperative that 
agencies complete all components of the form and provide supporting data to present a compelling 
justification for the request. Supporting documentation or detail should be provided using the 
“Attachments” tab if necessary. Should a request not need elaboration for a particular prompt, 
please enter “not applicable” in the text field. You will not be able to submit a Worksheet II if each 
field has not been addressed.  
 
1. What problem or need is being addressed? 

• What needs or undesirable outcomes have been identified? 
• Why is this a problem? When and how did this become a problem?  
• How is the issue affecting workload or service delivery? 
• Why is this expansion request necessary? What could result if the problem is not addressed?   
• Note if the expansion is related to inflationary pressures or rising costs that inhibit maintaining 

the current level of service or operations.   
 

2. Summary of expansion request.  

• What specific activities and functions will the agency undertake? 
• If new positions are requested, describe what they will do. 
• If this is a request for a new program or service, describe your implementation plan including 

the timing of when expenditures will take place and the effective date of any new positions. If 
the request is for a pilot program, how will the pilot sites be determined? 

• If this is a request to expand an existing program or service, describe the current state of the 
program or service. Describe the purpose and intended use of the requested funding. Include 
information on current budget and staffing as appropriate.  

https://it.nc.gov/services/service-directory/project-management/project-approval-oversight-epmo
https://it.nc.gov/services/service-directory/project-management/project-approval-oversight-epmo
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• Does this request require statutory changes or special provisions? If yes, provide an explanation 
of what statutory changes or special provision components may be needed.  

• If this request is related to a capital improvement project, provide the title of the CI project, the 
budget code, and the State Construction-approved project completion date.  

• If new equipment is required, describe the equipment and the function it serves in the proposal. 
Do more cost-effective alternatives exist and if so, why are they inadequate? Describe the plan 
for maintaining the equipment in future years if necessary. 

• If new or replacement vehicles are required, describe the vehicles and the function they fulfill in 
the proposal. Have short- or long-term rentals through the state been considered as a more 
cost-effective solution? Attach any necessary information regarding vehicle replacement, new 
vehicles to be purchased, life-cycle management plans, etc.  

• If the request is for building operating reserves, a detailed account breakdown of each reserve 
must be attached to the corresponding Worksheet II IBIS form. The attachment should include 
the estimated completion date of the facility provided by the Office of State Construction, 
number of positions required, proposed classification of each position, and other operating 
costs.  

 
3. What alternatives have been considered or previously attempted to address the issue? 

• What solutions have been attempted with existing resources? Why were they successful or 
unsuccessful? 

• What alternative solutions were considered but not implemented, and why?  
• Are there existing programs within the department or in another state agency that could be 

redeployed or leveraged as partners to meet this need? 
 

4. How will the request improve outcomes for the public, improve the quality of government 
services, and/or improve government efficiency?  

• What are the anticipated outcomes? 
• Who will benefit from this request?  
• What is the size and scope of the expected benefits? How much will the request benefit each 

affected individual or entity, and what is the size of the affected population? 
• If the agency anticipates the request to generate cost savings to state government, including 

staff time savings, please estimate those savings and discuss how the resources will be 
reallocated.  

• If this request will impact other state agencies or local governments, explain how. Include an 
estimate of any fiscal impacts on other units and an explanation of how those will be addressed.  

• If this is an existing program, service, or activity, what have been the outcomes to date? How 
will this request improve upon those outcomes? 

 

5. Why are the expected outcomes projected to result from this activity? 

• Are the anticipated outcomes supported by any of the following?  Please describe, and attach or 
include references to relevant materials.  

o Evidence from rigorous research that identifies the change caused by the intervention,  

http://www.nc-sco.com/
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o Findings from a program evaluation or analysis of internal or external data,  
o Industry standards or best practices, or  
o Professional judgement 

• If this is a new program or activity, has this been done in other states? What were the outcomes 
in those states? Why does the agency expect the outcomes to be similar or different in North 
Carolina? 

 
6. How will the outcomes be measured and how will the agency know it is successful?  

• What data will be used for evaluating changes in outcomes? 
o What are the measures? 
o How will it be collected? 

• Are there existing baseline measures to track against future performance?  
 

7. How does this request align with your agency’s strategic plan? 

• Describe how this request advances agency goals and priorities. 
a. How does this align with the agency’s core mission?  
b. How is the request tied to the agency’s strategic plan? (cite specific areas from the 

strategic plan including relevant performance measures) 
 

On the Positions Tab: 
 

• The Positions tab indicates the detail of positions requested by Fund Code, Cost Center, 
Account Number, Salary Grade, State Personnel Classification, Effective Date, Retirement 
Program, Other Information, the FTE (rounded to third decimal) for fiscal years 2019-20 and 
2020-21, the Annual Salary of the position, and the Budgeted Salary for fiscal years 2019-20 and 
2020-21. The effective date shall be July 1 unless there are extenuating circumstances that 
would necessitate a later effective date (such as positions that would support a facility upon the 
completion of a construction project).  Agencies should seek prior approval from your OSBM 
budget analyst before using an effective date later than July 1. 
 

• Requested Salary Levels: 
o The requested salary level for each new position subject to the State Human Resources 

Act should use the midpoint for the appropriate classification, or the established market 
or reference rate for the requested level of the banded class (contributing, journey, or 
advanced) as authorized by the Office of State Human Resources unless otherwise 
justified in the narrative. 

o For positions exempt from the State Human Resources Act, the narrative should include 
a justification of the requested salary. 

o Justifications in the narrative should thoroughly addresses market conditions, 
geographic considerations and related factors that prohibit the agency from hiring at 
the midpoint.  (If a position is funded from multiple sources, indicate the source and the 
percentage of funding from each source in the classification column.)  

 
• The fringe benefits rates to be used when requesting new positions are as follows: 
 

http://www.oshr.nc.gov/
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Federal Insurance Contributions Act (FICA) Social Security & Medicare 7.65% 
Social Security (OASDI) up to maximum taxable amount of $128,400 6.20% 

Medicare Portion (HI) on ALL earnings 1.45% 
Teachers and State Employees Retirement Rate* 18.55% 
State Law Enforcement Officers Retirement Rate* 23.55% 
Optional Retirement Rate 13.25% 
Consolidated Judicial Retirement Rate* 39.53% 
Legislative Retirement System Rate* 28.01% 
Health Benefits – Medicare Eligible Employees and Retirees $4,743 
Health Benefits – Non-Medicare Eligible Employees and Retirees $6,104 

 
* Retirement rates do not include the nonrecurring portion of the FY 2018-19 increase.  These 
rates reflect only the recurring increase to the actuarially determined employer contribution for 
FY 2018-19. 
 
Retirement and health benefits for permanent state employees who work at least nine months 
per year and at least 30 hours per week must be included. 

 
 
On the Budget Detail Tab: 
 

• The Budget Detail tab indicates the total requirements, receipts, and appropriation for the 
expansion request. 
 

• The requirements menu indicates the detail of the Requirements for the expansion request. The 
Account Number and Title are the NCAS expenditure Account Number and Account Title at the 
six-digit level of detail. Budget data does not need to be entered at the full 6-digit account detail 
for operating accounts (532XXX - 535XXX), and may be summarized at the 4-digit level (e.g. 
5321XX). 
 
The amounts shown in the 2019-20 and 2018-19 columns reflect the incremental change in the 
funding required to implement the request. The projection of the requirements for future fiscal 
years should include the incremental change in funding required to continue funding for the 
request. The purpose of this projection is to show where there is increased cost to the state as a 
result of funding the expansion request.  (This would not include projecting future legislative 
salary increases.) 
 
Fringe benefits for new positions should be based on the rates shown in  
 
Equipment to support new positions should be requested in the year the position is established. 
Other equipment related to the expansion request should be requested in the appropriate year. 
 
The Actual 2017-18 and Authorized 2018-19 columns will be pre-populated with information 
from IBIS and should directly reflect activity related to the expansion request. Since the system 
will pull all activity related to the fund/accounts keyed into the form, there may be situations 
where the actuals and authorized numbers reflect an aggregate of multiple activities beyond the 
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specific expansion request. Consult with your OSBM analyst on any changes that may be 
required.   
  

• The receipts menu indicates the detail of the Receipts for the expansion request. The Account 
number and title are the NCAS receipt Account Number and Account Title. The amounts shown 
in the 2019-20 and 2020-21 columns reflect the incremental increase in the level of receipts 
anticipated for implementation of the expansion request. Whenever possible, agencies should 
also recommend dedicated receipt or revenue sources that are currently unbudgeted to support 
their expansion requests. If specific statutory authority is needed, attach recommended 
statutory or special provision language to the Worksheet II form, which can provide authority 
for dedicated receipt and revenue sources. Agencies should survey and review best practices in 
other states or government organizations that operate similar programs and analyze the 
feasibility of dedicated revenue sources, instead of general fund appropriations, to support their 
expansion requests.  
 
Note:  An agency can complete as many lines as necessary for requirements and receipts.  These 
lines will be compiled in the table of summary totals below.   

  
The Budget Overview tab provides a summary of all requirements, receipts and appropriations entered in 
the Budget Detail tab. 
 
 
Attachments/References 

 
Please attach any documents that support your expansion request to the IBIS Worksheet II form. For any 
data cited in your request, attach supporting documentation identifying data sources and 
methodologies for collecting and analyzing the data. 
 



JOB AID: CHANGE BUDGET - INFORMATION TECHNOLOGY REQUESTS 

1 
 

Instructions for Information Technology Requests: 
 
For information technology requests, there are submission requirements for both the State CIO and 
OSBM.  These include IT projects or projects where there is an IT component, regardless of funding 
source. In accordance with Section 3.9 of the North Carolina Budget Manual, all IT projects that exceed 
$500,000 in total requirements, and for which state funds have not been appropriated, must be 
submitted as an expansion request. This includes projects funded with federal grants or awards or other 
types of receipts. In order for the request to be considered, agencies should submit information in both 
the Enterprise Project Management Office’s Touchdown System and a Worksheet II expansion form in 
the Integrated Budget Information System (IBIS).  If the IT project is not entered in both systems, the 
request will not be considered by OSBM.  
 
Submissions of IT project information in the Touchdown system should be completed by November 30, 
2018, the same due date as the Worksheet II in IBIS.  A completed EPMO Form 0300-0310-015-C should 
be attached in the Documents section of the project’s Touchdown site along with the corresponding pdf 
copy of the final IBIS Worksheet II document(s).  
 
Unless an exception is granted by OSBM, the entire project cost for the initiative should be requested 
within the biennium along with any recurring operations and maintenance (O&M) costs. Agencies 
should identify the source(s) of funds for each phase of the project.  If the project is not or cannot be 
fully funded during the biennium, it should be scaled or phased so that each funded phase delivers its 
predetermined requirements and associated benefits. O&M costs and the source of funds should also 
be identified for each funded phase. The estimated cost of funding subsequent project phases, to 
include O&M, should be explained. Funds designated for project costs should be transferred to agency’s 
appropriate 2XXXX IT project budget code after certification in accordance with section 3.9 of The State 
of North Carolina Budget Manual. 
 
In addition, G.S. 143B-1340 requires that all agency information technology project requirements be 
documented in biennial information technology plans. A copy of the agency’s information technology 
plan for the upcoming biennium should be forwarded to your agency’s respective OSBM budget 
analyst by November 30, 2018. Indicate all projects that need an expansion request to initiate or 
continue in the accompanying email or attachment.  
 
If your agency has IT projects that are moving from development to the production and operational 
phase in FY 2019-21 and require additional funding, requests for system O&M should be submitted as 
part of the Change Budget Worksheet II expansion request (See the Expansion Request Job Aid for more 
information).   
 
 
Background: Information Technology Policy and Statutes: 
 
Information technology is defined as electronic data processing goods and services, 
telecommunications goods and services, security goods and services, microprocessors, software, 
information processing, office systems, any services related to the foregoing, and consulting or other 
services for design or redesign of information technology supporting business processes including 
personnel.  G.S. 143B-1320(a)(11). 
 

https://www.osbm.nc.gov/budman3-budget-execution#BE3_9
https://it.nc.gov/document/project-financial-assessment
https://www.osbm.nc.gov/budman3-budget-execution#BE3_9
https://www.osbm.nc.gov/budman3-budget-execution#BE3_9
http://www.ncleg.net/EnactedLegislation/Statutes/PDF/BySection/Chapter_143B/GS_143B-1340.pdf
https://files.nc.gov/ncosbm/documents/files/2019-21_Instructions_JobAid_Change_ExpansionRequest.docx
http://www.ncleg.net/EnactedLegislation/Statutes/PDF/BySection/Chapter_143B/GS_143B-1320.pdf
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G.S. 143C-3-3 sets forth requirements as follows: 
 
Information Technology Request. – In addition to any other information requested by the State Chief 
Information Officer (State CIO), any State agency requesting significant State resources, as defined by 
the State CIO, for the purpose of acquiring, operating, or maintaining information technology shall 
accompany that request with all of the following:  

 
1. A statement of its needs for information technology and related resources, including expected 

improvements to programmatic or business operations, together with a review and evaluation 
of that statement prepared by the State Chief Information Officer.  
 

2. A statement setting forth the requirements for State resources, together with an evaluation of 
those requirements by the State Chief Information Officer that takes into consideration the 
State's current technology, the opportunities for technology sharing, the requirements of Article 
15 of Chapter 143B of the General Statutes, and any other factors relevant to the analysis, and 
in cases of an acquisition, an explanation of the method by which the acquisition is to be 
financed.  
 

3. A statement by the State Chief Information Officer that sets forth viable alternatives, if any, for 
meeting the agency needs in an economical and efficient manner. A statement setting forth the 
requirements for State resources, together with an evaluation of those requirements, including 
expected improvements to programmatic or business operations by the Secretary that takes 
into consideration the State's current technology, the opportunities for technology sharing, the 
requirements of the General Statutes, and any other factors relevant to the analysis.  

4. In the case of an acquisition, an explanation of the method by which the acquisition is to be 
financed.  

 
This subsection shall not apply to requests submitted by the General Assembly or the Administrative 
Office of the Courts.  
 
Refer to section 3.9 of The State of North Carolina Budget Manual for additional details on Information 
Technology Budget Policies and Procedures. 
 
 

http://www.ncleg.net/EnactedLegislation/Statutes/PDF/BySection/Chapter_143C/GS_143C-3-3.pdf
https://www.osbm.nc.gov/budman3-budget-execution#BE3_9
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Change Budget requests to decrease funding due to enrollment changes, propose realignments outside 
the Base Budget process, eliminate inefficient or outdated activity, or propose reduction options when 
required are submitted in IBIS on the Worksheet II decrease form. A separate Worksheet II must be 
completed and submitted by the agency for each reduction item. Guidance on completing the 
Worksheet II for reduction proposals follows. For more detailed instructions on navigating the form and 
entering information in IBIS, please refer to the Worksheet II User Guide available on the IBIS website.  
 
In addition to General Fund appropriation reduction options, agencies should also submit Worksheet IIs 
for proposed reductions from non-General Fund sources (federal funds or other receipts) and items that 
are split-funded from multiple sources. Although reduction options are not required, agencies are 
encouraged to look for opportunities to improve program delivery and agency operational efficiency. 
 
Budget reduction proposals must be completed in IBIS and submitted to OSBM on or before 
November 30, 2018. 

  

Guidance on completion of the Change Budget Reduction Proposal Form in IBIS (Worksheet II) 
 
To begin a change budget entry, log into IBIS and select Worksheet II from the Create New Request 
menu. For reduction proposals, select “Decrease” from the Worksheet Type menu.  
 
On the Basic Information Tab: 
 

• Priority indicates the requests ranking among the agency’s reduction items. All requests should 
be rank-ordered, with “1” indicating most preferred/necessary. For requests with recurring and 
nonrecurring components, assign the request a priority number and then put an “A” after that 
number on the recurring portion of the request and “B” after that same number on the 
nonrecurring component. For example, “1A” for recurring and “1B” for nonrecurring in the 
priority field. 

• Recurrence indicates whether the item is Nonrecurring or Recurring. Nonrecurring should be 
selected for those items occurring only in the first year of the biennium. An item with both a 
recurring and nonrecurring component requires two WK II entries. Please follow the priority 
ranking convention explained above for such requests.  

• Worksheet Type indicates whether the request is an increase or a decrease. For reduction 
items, “Decrease” should be selected as the option in the Create Request menu.  

• Request Type requires an agency to categorize the request as one of the options available in the 
drop-down menu.  

• The Title of the Request for which the Worksheet II is prepared should include enough 
specificity to identify the request. 

• Capital Improvement Project. If there is a capital improvement project associated with the 
reduction request, you will be prompted for further information regarding the project. Contact 
the Capital Improvement Section of OSBM if you have questions about the code number (919-
807-4700). The Item Number should be the same as the Item Number on your Capital 
Improvement Project request. 

• Additional Space Requirements per G.S. 120-36.7(c): Answering “Yes” will require additional 
information regarding: 1) the type of space (office, storage, other) required for the request; 2) 

http://ibis.nc.gov/ibisfiles/worksheet_II_userguide.pdf
https://www.osbm.nc.gov/budget/state-agency-resources/nc-ibis
http://www.ncga.state.nc.us/EnactedLegislation/Statutes/HTML/BySection/Chapter_120/GS_120-36.7.html
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the Additional Square Footage Required for the request for fiscal years 2019-20 through 2024-
25; and 3) the additional annual Cost of the space requirements for those same years. 

• IT Component Requirements: Indicate if this request has an IT component and if so, whether 
that project has been entered in the Department of Information Technology’ Enterprise Project 
Management Office’s Touchdown System. 
 

 
On the Narrative Tab:  
 

OSBM will evaluate Change Budget reduction proposals based on the nature of the proposal and the 
accompanying narrative. Agencies should focus their efforts on ensuring the narrative components of 
the Worksheet II clearly and succinctly summarize the proposed reduction, how it was identified, and 
what the effects of the proposed reduction would be for the agency, the public, and other affected 
entities. Any type of reduction proposal should include enough information and supporting 
documentation to enable evaluation of its necessity, desirability, and impacts.  
 
The following prompts are provided in the Reduction Proposal Worksheet II to assist agencies with 
adequately describing and documenting the proposed reduction and associated impact. Included 
with each prompt are the types of questions that should be addressed in that section as appropriate. 
The relevant questions and amount of detail required to adequately address them will vary based on 
the nature of each request. Agencies should complete all components of the form and provide 
supporting data to present a full picture of the proposed reduction and its impacts. Supporting 
documentation or detail should be provided using the “Attachments” tab if necessary. Should a 
request not need elaboration for a particular prompt, please enter “not applicable” in the text field. 
You will not be able to submit a Worksheet II if each field has not been addressed.  
 
1. Summary of proposed reduction 

• What specific activities, functions, or programs will the agency reduce, eliminate, or shift to 
receipt-supported? 

• How were these activities identified for reduction, elimination, or a shift in funding source? Is 
this reduction in accordance with the priorities in your agency’s strategic plan?  

• Does this request require statutory changes or special provisions? If yes, provide an explanation 
of what statutory changes or special provision components may be needed. 

2. If the activity has been identified for reduction based on program outcomes or inefficiencies, 
describe any past efforts to increase the efficiency or effectiveness of the activities or program.  

• Have there been prior attempts to improve or eliminate the program? If so, please describe.  
• Are there existing programs within the department or in another state agency that could be 

redeployed or leveraged as partners to achieve these outcomes? 

3. How will the request affect outcomes for the public, the quality of government services, or 
government efficiency? 

• What are the anticipated outcomes of the proposed reduction? 
• Who will be affected by this reduction?  
• Does the reduction result in increased costs to individuals, other state agencies or units of local 

government?  

https://it.nc.gov/services/service-directory/project-management/project-approval-oversight-epmo
https://it.nc.gov/services/service-directory/project-management/project-approval-oversight-epmo
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On the Positions Tab: 
 

• The Positions tab indicates the detail of positions proposed for elimination by Fund Code, Cost 
Center, Account Number, Salary Grade, State Personnel Classification, Effective Date, 
Retirement Program, Other Information, the FTE (rounded to third decimal) for fiscal years 
2019-20 and 2020-21, the Annual Salary of the position, and the Budgeted Salary for fiscal years 
2019-20 and 2020-21. The effective date shall be July 1 unless there are extenuating 
circumstances that would necessitate a later effective date (such as positions that would 
support a facility upon the completion of a construction project).  Agencies should seek prior 
approval from your OSBM budget analyst before using an effective date later than July 1. 
 

• Annual Salary Levels: 
o The annual salary entered for each position proposed for elimination shall reflect the 

position’s current budgeted salary from state appropriation. Reducing the position by 
less than this amount requires prior approval by your OSBM budget analyst. 

o The FTE shall be rounded to the third decimal.  
 
On the Budget Detail Tab: 
 

• The Budget Detail tab indicates the total requirements, receipts, and appropriation for the 
reduction option. 
 

• The requirements menu indicates the detail of the Requirements for the reduction option. The 
Account Number and Title are the NCAS expenditure Account Number and Account Title at the 
six-digit level of detail. Accounts are also available at the four-digit level of detail and may be 
used for all operating accounts (532XXX-535XXX). 
 
The amounts shown in the FY 2019-20 and FY 2018-19 columns reflect the incremental change 
in the funding required to implement the reduction. The projection of the requirements for 
future fiscal years should include the annualized amount of the reduction. 
 
Fringe benefits for eliminated positions should be based on the rates as follows: 
  
Federal Insurance Contributions Act (FICA) Social Security & Medicare 7.65% 

Social Security (OASDI) up to maximum taxable amount of $128,400 6.20% 
Medicare Portion (HI) on ALL earnings 1.45% 

Teachers and State Employees Retirement Rate* 18.55% 
State Law Enforcement Officers Retirement Rate* 23.55% 
Optional Retirement Rate 13.25% 
Consolidated Judicial Retirement Rate* 39.53% 
Legislative Retirement System Rate* 28.01% 
Health Benefits – Medicare Eligible Employees and Retirees $4,743 
Health Benefits – Non-Medicare Eligible Employees and Retirees $6,104 
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* Retirement rates do not include the nonrecurring portion of the FY 2018-19 increase.  These 
rates reflect only the recurring increase to the actuarially determined employer contribution for 
FY 2018-19. 
 
Retirement and health benefits for permanent state employees who work at least nine months 
per year and at least 30 hours per week must be included. 
 
The Actual 2017-18 and Authorized 2018-19 columns will be pre-populated with information 
from IBIS and should directly reflect activity related to the reduction proposal. Since the system 
will pull all activity related to the fund/accounts keyed into the form, there may be situations 
where the actuals and authorized numbers reflect an aggregate of multiple activities beyond the 
specific reduction proposal. Consult with your OSBM analyst on any changes that may be 
required.   
  

• The receipts menu indicates the detail of the Receipts for the reduction proposal (if any). The 
Account number and title are the NCAS receipt Account Number and Account Title. The 
amounts shown in the FY 2019-20 and FY 2020-21 columns reflect the change in the level of 
receipts anticipated for implementation of the reduction proposal. If specific statutory authority 
is needed to request additional fees, attach recommended statutory or special provision 
language.  
 
Note:  An agency can complete as many lines as necessary for requirements and receipts.  These 
lines will be compiled in the table of summary totals below.   

  
The Budget Overview tab provides a summary of all requirements, receipts and appropriations entered in 
the Budget Detail tab. 
 
 
Attachments/References 

 
Please attach any documents that support or elaborate on your reduction proposal to the IBIS 
Worksheet II form. For any data cited in your request, attach supporting documentation identifying data 
sources and methodologies for collecting and analyzing the data. 
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PREFACE 
 
This training guide describes how to use IBIS to complete a Worksheet I Request form. Worksheet I (WSI) is the 
basic form used in preparing departments/agencies base budget requests. For policy guidance, please consult 
instructions for preparation of the Governor’s recommended budget that are published before each budget cycle 
on OSBM’s website.   
 
Once you have successfully logged into IBIS, you should see the Work Queue page similarto what is 
shown below. This could be a BRU, Agency or OSBM Work Queue page depending on your log-in 
credentials. 
 

 
 
Find the View indicator in the upper left-hand corner of the page. The field should contain only your BRU, Agency 
or OSBM. If you have access to multiple departments and/or agencies, these will appear in a drop-down list in this 
field. In the example below, the user is logged in as the North Carolina Community College System.  
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To create a new Worksheet I form, click on the Create New Request dropdown list. 
 

 
 
When you click on ‘Create New Request’, the drop-down will display the following options as shown below. 
Click on the “Worksheet I” option. 
 

 
 
Once you click the Worksheet I option, you will choose an Actual form or an Increase/Decrease form. We will walk 
through the Actual form creation first. 
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Create a New Worksheet I – Actuals 
Choose Actual, and a New Base Budget Adjustment Form ‘Actual’ – Basic Information window appears as shown 
in the following screenshot. 
 

 
 
You will need to complete the basic information. 
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Note the next two fields are labeled Department/Agency and BRU. In most cases, access is restricted to a single 
department/agency so it will default to your Department/Agency and BRU. If a user has access to multiple 
departments/agencies and BRUs, a dropdown option will appear for selection. 
 
Choose the appropriate Budget Code from the drop down list. Enter a descriptive title of the requested project.  If 
the request is for multiple facilities across the state, please include this in the title.  Please note there is a 255 
character limit for this field.  Where possible, please do not use acronyms.  
 

 
 

Clicking on the Cancel button  will close the window. Nothing will be saved and the Work Queue will 
reappear.   If all entries are satisfactory and there is no need to cancel the form, bypass this step. Click on the 
Proceed button to continue creating the form. 
 
Once Proceed is clicked, a Worksheet I - Actual form will open as shown on the following page. The form’s four 
tabs (Basic Information, Budget Detail, Budget Overview and Attachments) will appear in the upper left corner of 
the screen. To navigate to any of the tabs, simply click on the appropriate tab title and that tab’s data will appear. 
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Worksheet I - Actual Form: 
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Create a New Worksheet I – Increase/Decrease 
 
Creating a Worksheet I – Increase/Decrease form is essentially the same as creating the Worksheet I – Actuals 
form. Once you click the Worksheet I option, you need to choose Increase/Decrease form or an Actual form.   
Now, we will walk through the Increase/Decrease form creation. 
 
Choose Increase/Decrease, and a ‘New Base Budget Adjustment Form - Increase/Decrease’ – Basic Information 
window appears as shown in the following screenshot. 
 

 
 
 
Now that we have walked through the basics of creating each type of Worksheet I form, we will turn to 
how to complete the forms. 
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BASIC INFORMATION TAB  
 

 
 
The Basic Information screen comes to the forefront since it is the default tab when creating a new or opening an 
existing form.  
 
The information on the basic information tab is carried forward from the initialization screen and includes the 
following non-editable fields – Budget Cycle, Department/Agency, BRU, Budget Code, Request Type, and 
Reference Number.  
 
Verify the information displayed in the following fields – all but Title are non-editable: 
  

Budget Cycle:  The form will show Budget Cycle year 2019-21 (system generated) 
  

Department/Agency:  The Department/Agency that is associated with your IBIS ID. 
 

 BRU:  The BRU associated with your IBIS ID. 
  

Budget Code:  The Budget Code selected from the New Base Budget Adjustment Form “Actual” – Basic 
Information window when the Worksheet I form was created. 
 

 Request Type:  Actual or Increase/Decrease 
 
Reference Number:  A unique, four-digit system-generated number that can be used to track this 
Worksheet I form.   A Worksheet I Actual form begins with “BA.” 
 
Title:  Entered when you created the form.  It is editable here.   

  
Note the Screen ID and IBIS ID fields in the upper right corner of the form.  You will see a Screen ID with a dark 
background and an IBIS ID with a light background.  Neither field is editable. 
 
Click in the Justification field – Either click on the underscored link to the Rich Text Editor, where it says, “Click 
here for Rich Text Editor” or click directly in the box if you want to bypass the editor. The text editor has the 
advantage of allowing you to apply a spell checker plus other formatting options. 
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When creating an Increase/Decrease version of the Worksheet I, the Basic Information screen contains two 
additional fields:   

 
Adjustment Type: this field presents a dropdown list for you to choose an item 
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Choose the adjustment type that best fits the adjustment.  Please note, two new adjustment types, “Fund 
Restructuring” and “Realignments Across Funds”.  Details on these types of adjustments can be found in the 
OSBM Budget Instructions. 

 
 “Is this recurring?”:  this field should be answered either yes or no.   Make your selections accordingly. 
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BUDGET DETAIL TAB  
 

 
 
The Budget Detail tab is where you enter all the dollar and FTE information about your request. After clicking the 
Budget Detail tab, the Worksheet I form is displayed as shown below. The form layout for Worksheet I – Actuals is 
different from the layout of the Worksheet I – Increase/Decrease only in the number of years of information that 
are gathered in the form. 
 
The Worksheet I – Actuals form collects one year of dollar and FTE information, as shown below: 
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The Worksheet I – Increase/Decrease form collects two years of dollar and FTE information, as shown below: 

 
The procedure for completing the budget detail tab are the same for Actual and Increase/Decrease Worksheet I 
forms. 
 
Data is either system generated, selected from drop-downs, or manually input.  The field names are temporarily 
shown in the boxes (with white backgrounds) where you enter data, as well.  When you click on them to enter 
data, those temporary names are replaced with data entered. 
Requirements      
Four buttons appear at the top of the Requirements section:  Edit Row, Remove Row(s), Sort Rows and Cancel 
Edit.  These functions are only utilized when rows have been entered into the form. 

 
 
To add a row of data for a requirement on the form, focus on the data entry row directly below the buttons 
mentioned above. The fields in this row are editable, and when the end of the row is reached, the Add button will 
save this data so that another row can be entered. 
Entering data triggers system-generated data placement in fields shown with greyed out backgrounds.   
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The Fund field contains a dropdown list that displays fund codes available for the budget code associated with the 
Worksheet I that is being generated. Select the appropriate fund from the list.  The selected fund will populate the 
field and the dropdown list will disappear. The fund code can also be typed in manually. 
 

           
 
Cost Center is an optional field and the Cost Center dropdown list will only display values if the 
Department/Agency uses Cost Centers. This field can be bypassed if desired because the form defaults to a blank 
cost center as highlighted below. If necessary, select the desired Cost Center from the dropdown list.  It will 
populate the field and the dropdown list will disappear. The Cost Center can also be typed in manually.  
 

           
 
The Account field will present a list of accounts once the user has entered three digits into the field.  Accounts are 
numerous so the system allows you to narrow the list down by entering the first three digits, or the full account 
code can be entered manually (typed) in the field. Select the desired account from the list or type in the account 
number manually.  It will populate the field and the dropdown list will disappear.  By selecting/entering the 
account number, the associated account description will also populate the adjacent field. 
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When all data has been entered for a row, click on the Add button.      
 

      
 
The row will move down to the grid below, and most of the Add/Edit row will clear (Fund Code and Cost Center 
information will be retained). Once that occurs, the row may be edited using the Edit button, to revise data.   
 
Add as many rows of requirements as appropriate to complete the form.  Once the first row is added, the fund 
code and cost center codes will pre-populate with the choices made when entering that first row to help quicken 
the entry of subsequent rows.  If these values are not appropriate for subsequent row(s), they can be overwritten. 
 
To edit a row previously added, first select the row you want to edit. 

 

 Click on the Edit Row button  and the data in the selected row will populate the Edit/Add 
row line at the top of the grid as show below. When a row has been selected for edit, changes to any of the data 
previously entered are allowed.  Note: You can also double click the row and it will populate the Edit/Add row 
line.          
Once changes are complete, click on the Update button at the far right of the rectangular area to make the 
change.  Once Update has been clicked, the add/update row will clear (except for the Fund Code and Cost Center 
fields) and the updated data will show in the grid below. 
 
To delete a row that has been entered, click on a row to highlight it. 
Click on the Remove Row(s) button and a confirm deletion message box will appear. 
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When the Remove Row button is clicked, the following window will appear.  
 

 
To cancel the deletion, click the Cancel button. To complete the deletion, click the OK button. 
 
To sort the rows - If you have multiple rows and wish to sort them, click on the Sort Rows button. 
This will sort the rows in order by Fund Code, Cost Center, and Account Number.  Alternatively, you can sort by 
Fund Code or Cost Center by selecting from drop downs to the right of those field names. 
The rows will sort in Fund Code, Cost Center, Account Number order, ascending.  Click a second time and they will 
sort in descending order. 
 
Note: There is also a built-in sort for Fund Code, Cost Center, Account Number, Account Description, etc…. 
Receipts      
The Add/Edit Row(s) functionality for Receipts is identical to the Requirements functionality and therefore each 
step will not be replicated here. 
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Summary 
When Requirements and/or Receipts entries are entered into the Worksheet I form, the data populates the 
Summary table at the bottom of the Budget Detail tab.  The Summary table will add all Requirements and 
Receipts entered in this form and calculate the Appropriation amount.   
 
An example of the summary table for an Actuals Worksheet I Budget Detail form will look like this: 

 
 

 
An example of the summary table for an Increase/Decrease Worksheet I Budget Detail form will look like this: 
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BUDGET OVERVIEW TAB 
 

 
 
Move to the top of the Worksheet I form and click on the Budget Overview tab to bring that portion of the form 
to the forefront. The Budget Overview tab is a read only tab that reflects the data entered on the Budget Detail 
screen and it shows summaries by fund. None of the data on this tab is editable. 
 
Below is an example of a Worksheet I – Actuals Budget Overview screen: 
 

 
 
And here is an example of the Worksheet I – Increase/Decrease Budget Overview screen: 



 IBIS – Worksheet I Training Guide 

 

Page 19 

 
 

 
Again, not the only difference between these two screens is the number of years of information 
displayed. 
 
ATTACHMENTS TAB 

 
 
The final tab of the Worksheet I form is the Attachments tab. This functionality is addressed in a separte user 
guide: Attachments and References. 
 
Below is an example of a Worksheet I – Actuals Attachment screen: 
 
 

http://ibis.nc.gov/ibisfiles/attachments_references.pdf
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Form Buttons 

 
Additionally, at the bottom of the form there are form action buttons that are available while working on every 
tab in the form.  The buttons are:  Export PDF, Save Draft, Save & Close, Ready to Submit and Delete Request.  Use 
of these buttons is standard within the IBIS application and their functionality is covered in the  
“Form Workflow and PDF Overview User Guide.” 
 

http://ibis.nc.gov/ibisfiles/form_workflow_pdf_overview.pdf
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August 17, 2017 

 

MEMORANDUM 

 

TO:  Agency CFO’s and Budget Officers 

 

FROM: Charles Perusse     

 

SUBJECT: Common Sense Government, Phase I: Budget Administration Flexibility  

 

Earlier this year, the Office of State Budget and Management (OSBM) launched the Common 

Sense Government Initiative to evaluate processes and policies that help state government run 

more efficiently and effectively. As an example, in a typical biennium agencies process more 

than 44,000 budget revisions; 20,000 of those revisions require OSBM approval and many are 

done retroactively. OSBM seeks to take a more proactive approach to reduce the number of 

required revisions – providing agencies with more flexibility while also requiring a different kind 

of monitoring and review than what has been done in the past. 

 

The initiative will be rolled out to agencies in phases. As part of Phase I, OSBM will be 

implementing a set of budget administration enhancements effective for FY 2017-18.  These 

enhancements are described in more detail below. Online training tutorials will be made 

available on the OSBM website in the coming weeks. Additionally, the appropriate sections of 

the State Budget Manual will be updated and posted online. 

 

Over the next several months, OSBM will continue to collaborate with agency budget personnel 

to implement additional phases of the initiative. This will include a new quarterly review process 

to promote data-driven collaboration between OSBM analysts, agency leadership, and program 

staff. The purpose of this review will be to jointly analyze financial performance and trends, 

identify program issues, including any needed changes to budget, policies, or other activities 

requiring timely action, and showcase program successes. This review process should better 

inform OSBM analysts and agency staff as we work together to think more strategically about 

using the limited resources agencies have available.  

 

Through the quarterly review process, OSBM will also be working with agencies to utilize 

available data to inform development of quarterly allotment requests with the goal of 

implementing a formal allotment planning process in FY 2018-19. In the long term, allotment 

planning will provide the basis for a statewide cash flow plan, enabling OSBM and agencies to 

better plan and manage throughout the year. The development of an annual plan will also lead to 

greater automation of the allotment process in the future. 
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Phase I: BUDGET ADMINISTRATION ENHANCEMENTS 

 

Lapsed Salary Accounting and Budgeting 

Agencies will have expanded authority to move lapsed salary within a fund/purpose using a type 

14 budget revision. Currently, agencies may only utilize lapsed salary within the 531XXX 

through 5321XX accounts using a type 14 revision. Agencies are now authorized to re-align 

lapsed salary within the 531XXX through 535XXX account classes, in accordance with G.S. 

143C-6-9. 

   

Agencies will also be allowed to proactively budget up to 50% of their anticipated lapsed salary 

for the year instead of being required to wait until it has been generated. Each agency must 

calculate their anticipated lapsed salary using historical salary expenditure data. Further guidance 

on how to conduct this analysis will be provided through upcoming training tutorials. All 14 type 

budget revisions that utilize lapse salaries must contain the appropriate IBIS system check box 

designations for tracking, oversight and reporting purposes. OSBM analysts will still monitor 

type 14 budget revision activity to ensure the use of lapse salaries is utilized for non-recurring 

purposes only and the rate of lapse used does not exceed 50% of available lapse generated. 

 

Time-Savings from Repeat Revisions (Recurring Revisions not included in the 2017-19 base 

budget) 

Recurring revisions included in the 2017-19 base budget (Worksheet 1) will be reflected in the 

BD307 Original Certification. For those recurring revisions approved with an effective date of 

July 1, 2016 and not included in the 2017-19 base budget, the revisions will be loaded into IBIS 

automatically at the start of the 2017-19 biennium. This automation eliminates over 600 budget 

revisions statewide that previously had to be reviewed and approved by agencies and OSBM.  

   

Revisions approved with an effective date after July 1, 2016 will be copied into agencies’ IBIS 

work queue for 2017-19. Agencies should review all these revisions for annualized amounts and 

should submit them to their OSBM analyst for approval. In future budget cycles, we hope to fully 

implement annualizing all repeat revisions – reducing the number of revisions requiring multiple 

reviews by another 1,200. 

 

Simplifying the Process for Receipt-Supported Positions 

The “Request for New Receipt-Supported Position Form” will no longer be required to establish 

a new receipt-supported position. Any requests and authorizations for new receipt-supported 

positions not expressly authorized by legislative action will be processed through a Type 11 or 12 

budget revision. 
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Streamlining Capital Budgeting 

General Fund-supported capital projects will now be budgeted across a few broad categories of 

expenditures, with the intent of greatly reducing the number of revisions and allotments, while 

providing better oversight and an upfront project budget.   

 

Upon receiving a capital project, each agency and campus will be required to set up a budget into 

broad account categories of expected expenditures. Examples of broad categories include: 

planning/design, construction/building, equipment, and reserves/contingency. Agencies and 

campuses should only allot to these broad categories, in total, when they expect to expend from 

those accounts. Agencies and campuses will then expend at more detailed account levels under 

the broad account categories. Under this new method, revisions should only be needed when 

broad accounts are over expended, when projects close, or when projects require additional 

funds. Debt-supported projects will use the same budget set up procedures but will continue to 

allot only as funds are requisitioned. Overall, we expect to see a significant decrease in 

allotments and revisions because of this change. For example, OSBM has received 210 

allotments for one ongoing project, where at most four would be required under these changes. In 

another example, a simple repair and renovation project utilized ten allotments and eight internal 

revisions, where at most three allotments and potentially no internal revisions would be required 

going forward.    

 

We look forward to working together on the Common Sense Government Initiative and welcome 

your ideas and process improvement suggestions. Please contact your OSBM analyst at (919) 

807-4700 if you have any questions or need additional information.    
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This job aid is intended to assist with interpreting and implementing the budget administration enhancements 
described in OSBM’s memo dated August 17, 2017 and not to replace or supersede any statements expressed within. 
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Common Sense Government –
Budget Administration Flexibility

What is our Goal?
• To provide agencies with greater budget 

flexibility & accountability

• Process fewer routine transactions
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Lapsed Salary Revisions

What is Lapsed Salary?

Lapsed salary is the budgeted dollar amount 
not expended for salary and associated 
benefits during the period in which a 
position is vacant. 

September 28, 2017 4



Lapsed Salary Revisions -continued

Old Policy

– Agencies have delegated authority to transfer lapsed 
salary through 5321XX accounts within a fund on a  
Type 14 budget revision

– Can only budget once lapsed salary has been generated

New Policy

– May transfer lapsed salary through 535XXX accounts 
within a fund on a  Type 14 budget revision

– Can prospectively budget up to 50% of a fund’s 
anticipated lapsed salaries

– Additional lapsed salary in excess of the first 50% 
projected can be budgeted once it has been generated

September 28, 2017 5



• Agencies must check the “lapsed salary” box on the budget revision when 
lapsed salaries are being moved to support operating accounts 

• OSBM will add an additional “lapsed salary box” to separate lapsed salary 
generated from appropriation versus lapsed salary being generated by 
other (federal, grant, or fee) receipts

• All activity on a lapsed salary budget revision should match the box checked 
(do not mix lapsed salary generated from appropriation and receipts)

• Agencies should only add activity directly related to the use of lapsed salary 
(do not put other realignment activities on the same budget revision).  This 
will aid OSBM in reporting to the General Assembly as required by Section 
6.12 of S.L. 2017-57. 

• Agencies can run a RK 341 Lapsed Salary Report at any time to see which 
revisions utilized lapsed salary.  OSBM will also use a statewide variation of 
the report to report to the General Assembly.

Lapsed Salary Revisions -continued
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• Agencies will need to project anticipated annual 
lapsed salaries before budgeting.  Agencies can use  
historical data, adjusting the data based on current 
budget trends.  Before budgeting, agencies should 
share their projections with their OSBM Budget 
Analyst

• OSBM will monitor the General Fund lapsed salary 
budget and the actual lapsed generated by each 
agency.  Usage of lapsed salary will be an item for 
discussion during the quarterly review process

• For more information, please reference Section 3.6.7 
Lapsed Salary Revisions of the budget manual. 
https://www.osbm.nc.gov/budman3-budget-
execution#BE3_6

Lapsed Salary Revisions -continued
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2015 - Biennium
• 2,000 budget revisions required review and approval by 

OSBM, agencies and universities

2017 - Biennium 
• Revisions with effective date of 7/1/16 will be automatically 

loaded in IBIS ~ 630 revisions
• Revisions with effective date other than 7/1/16 will still 

require review and approval ~ 1,266 revisions

2019 - Biennium
• Annualized amount column to be added in IBIS
• Will allow all recurring revisions to automatically load at 

beginning of 2019-21 biennium

Repeat Budget Revision Changes
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• New Receipt-Supported Position form is no 
longer required

• New position requests will be made directly via 
budget revision.  Agencies should still provide 
adequate documentation in the justification 
field of the budget revision to explain the duties 
and business case for the position.

New Receipt Supported Positions

September 28, 2017 9



• Initiative to reduce capital allotments & budget 
revisions

• Budget and allot funds at higher levels to allow 
greater flexibility

Capital Allotments & Revisions
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Capital Allotments and Revisions

• Revisions will set up a project into broad 
expenditure accounts
– Examples include:

• Planning

• Construction

• Equipment/Furniture (if allowable)

• Reserves

• Allotments will be from these broad accounts, as 
the project requires (The allotment process for 
Debt Projects will remain the same.)

September 28, 2017 11



Capital Allotments and Revisions

• End Goals are as follows:
– Allows OSBM to control cash at key project milestones 

to ensure adequate funding

– Match allotments more with existing law

– Make sure projects are in balance

– Make interactions with OSBM fewer, but more 
meaningful

September 28, 2017 12
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ROY COOPER CHARLES PERUSSE 
GOVERNOR STATE BUDGET DIRECTOR 
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May 31, 2018 

MEMORANDUM 

TO:  Department Heads and Chief Fiscal Officers  

All State Departments, Institutions and Agencies 

FROM: Charles Perusse   

State Budget Director 

SUBJECT: Office of State Budget and Management Reorganization 

Last year, the Office of State Budget and Management (OSBM) launched the Common Sense 

Government Initiative to improve the effectiveness of state government. We have achieved 

important first steps including greater lapsed salary flexibility, a streamlined budget closeout 

process, and an updated budget manual that allows state agencies and universities to operate 

more efficiently. 

As part of the next phase of this initiative, the future direction of OSBM will be focused on 

evidence-based budgeting, data-driven decisions, and strategic management of the state’s 

resources. Routine transactions and overly-bureaucratic processes that provide little value in 

budget management and oversight will be reduced or eliminated.  OSBM will be reorganized 

effective June 1, 2018 to achieve this vision.   

The new organizational structure aligns OSBM’s sections by work processes rather than 

legislative subcommittees.  This new structure allows OSBM analysts to focus more time on 

strategic issues and removes bottlenecks in current work processes.  OSBM analysts currently 

work simultaneously on budget development and budget execution tasks. Budget execution 

slows to a near halt every spring as the responsibility for developing the Governor’s Budget 

becomes the top priority. In the summer and fall, the intense work involved with executing the 

newly enacted budget prevents analysts from providing strategic reviews of programs and 

budgets.  

Budget execution will now be organized under one manager bringing greater standardization and 

opportunities for improved communication to agencies and additional streamlining of OSBM’s 

processes. More resources will be focused on budget development, program evaluation, and 

budget analysis in the new organizational structure.  



 

 

 

OSBM Reorganization Memorandum 

May 31, 2018 

Page 2 

 

 

These changes will have important implications on the interaction between OSBM and agencies 

and universities. OSBM will continue to issue budget policies and guidance. However, agencies 

will be provided additional flexibility and delegation of authority as OSBM monitors for 

compliance. As OSBM increases focus on strategic analysis and performance evaluation, this 

will require greater collaboration between agency program staff and OSBM budget analysts. 

 

You will also have two or more analysts working with your agency or university. The budget 

execution analyst will serve as your primary liaison on issues such as the review of budget 

revisions, allotments, and base budget development. The budget development analyst will serve 

as your primary liaison on change budget requests, budget certification, strategic planning, and 

performance evaluation tasks.  Both analysts will work together as a team to assist your agency 

or university and conduct quarterly budget reviews. Attached are documents that provide more 

details on OSBM analyst assignments and the responsibilities for each analyst.  

 

I look forward to working with you through this transition. Ultimately, we believe these changes 

provide state agencies and universities with the additional flexibility and efficiency required to 

manage your business operations.  Additionally, it will allow OSBM to apply consistent 

resources for program evaluation, and enhance the use of data and evidence-based information to 

target how state resources should be invested in the future.    

 

 

 

 



Office of State Budget
and Management OSBM Future Vision & Direction

Budget Execution Section 

• Interprets statutes/session laws and 
develops policies to guide agencies

• Meets with agency leadership to resolve 
complex/high-profile budget execution 
issues

• Reviews and approves revisions to the 
budget

• Ensures a balanced budget by monitoring 
expenditures and approving allotments

• Conducts closeout and carryforward

• Leads budget execution improvement 
initiatives

• Conducts Base Budget Development 
Process

Budget Development and 
Performance Evaluation Sections 

• Develops Governor’s budget 
recommendations

• Conducts objective analysis and develops 
options to support Governor’s priorities

• Reviews and analyzes agency programs 
(e.g., performance/ effectiveness, 
alternatives analysis)

• Meets with agency leadership to review 
programs and priorities

• Conducts budget certification



Charles Perusse
State Budget Director

Kristin Walker
Deputy State Budget 

Director

Adam 
Brueggemann

Asst. State Budget 
Officer

Budget Execution

Providence 
Hakizimana

Business Officer

Fiscal Office

Barbara Baldwin
Asst. State Budget 

Officer

Internal Audit

Anca Grozav
Asst. State Budget 

Officer

Demographic and 
Economic Analysis

Thomas Cheek
Asst. State Budget 

Officer

Budget 
Development

Erin Matteson
Asst. State Budget 

Officer

Budget 
Development

Gary Thomas
Chief Information 

Officer

Information 
Technology

Melissa 
Sincebaugh
HR Business 

Partner

Nels Roseland
Deputy State Budget 

Director

Kela Lockamy
Executive Assistant to 
State Budget Director

Office of State Budget and Management 



Adam Brueggemann
Assistant State Budget Officer

Budget Execution

Education
Justice & Public Safety

General Government
Natural & Economic Resources 

Capital
Health & Human Services

Ann Anderson

DPS
AOC
DOJ

Indigent Defense
Disasters

Shannon 
Creech

Commerce
Agriculture

DEQ
Governor

OSBM
Lottery

Housing Finance

Sarah Grimsrud

Medicaid
Health Choice
Health Benefits

HSR
Mental Health

Chris Kapsch

Auditor
DNCR
DST
OSC
Labor

Occup. Bds.
OAH

Revenue
WRC

Tina 
Quillar-Morgan

DOA
DMVA

Elections/Ethics
Lt. Governor

Temporary 
Position

James 
Robinson

DPI (K-12)

Monica Scott

Capital 
(Statewide)

DOI
Gen. Assembly
Sec. of State

Vacant

Central Admin.
Voc. Rehab

DCDEE
Blind, Deaf, HH

Temporarily 
Assigned to 
Kevin Rich

Donald Crooke

Reporting

Vacant

DSS
Public Health

Aging

Temporarily 
Assigned to 
Jonathan 
Yeomans

Bryan Conrad

UNC System
NCCCS

Note: Budget Execution for the Department of Transportation and Department of 
Information Technology will be managed by the Budget Development Section.  



Rachel Stallings

Advance / Results 
First Coordinator

Agriculture
WRC

Boards & 
Commissions

Vacant

DIT
Office of Admin. 

Hearings
OSC

Insurance & Industrial 
Commission

DST
Auditor

Board & Commission

Angela Griffin

Common Sense 
Government Project 

Coordinator

Daniel Palmeter

DOT
Gen. Assembly

Governor's Office
OSBM

Housing & Finance
DMVA

Lt. Governor
Sec. of State

DOA
Revenue

Vacant

Capital Budgets:
State Agencies

Advance / Results 
First Coordinator

Lanier McRee

Salaries & Benefits 
(Statewide)

Labor
State-Aid

Coastal DEQ

Danielle Ward

Commerce
DEQ

DNCR

Mark Bondo

Capital Budgets: 
UNC System

NCCCS
DOA

Thomas Cheek
Assistant State Budget Officer

Budget Development

Salary & Benefits
Natural & Economic Resources

Capital
General Government

Capital
General Government

Salary & Benefits
Natural & Economic Resources

Common Sense Government 
Project Coordinator



Erin Matteson
Assistant State Budget Officer

Budget Development

Education
Justice & Public Safety

Health & Human Services

Jonathan Yeomans

Mental Health & 
Substance Abuse

Public Health 
Services & Facilities

Aging & Adult 
Services

Meagan Honnold

Adult & Juvenile 
Justice

Emergency 
Management / 

Disasters

Law Enforcement & 
Justice

Vacant

TBD

Erin Dickmeyer

Results First 
Project Lead

Evidence-based 
Policymaking 

Initiatives

Public Assistance

 

Jennifer Neisner

K-12 Education

 

Corey Petersohn

Advance 
Project Lead

Performance 
Management 

Strategic Initiatives

Kevin Rich

Early Childhood & 
Child Welfare 

DHHS Central 
Administration and IT 

Health Services 
Regulation

Brett Altman

Higher Education & 
Workforce 

Development 

Health Care Finance
(Medicaid)

 

Agency Assignments

Department of Public Safety: Meagan Honnold
Department of Justice: Meagan Honnold

Administrative Office of the Courts: Meagan Honnold
Indigent Defense Services: Meagan Honnold

Department of Public Instruction: Jennifer Neisner
UNC & NCCCS: Brett Altman

Department of Health & Human Services: Kevin Rich, Jonathan Yeomans, 
Brett Altman, & Erin Dickmeyer
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August 16, 2018 
 
MEMORANDUM 
 
TO: Department Heads, Chief Financial Officers  
 All State Departments, Institutions, and Agencies 

FROM: Charles Perusse     
 State Budget Director 
 
SUBJECT:      Agency Strategic Planning Guidelines for the 2019-21 Biennium 
 
The Office of State Budget and Management (OSBM) has updated the strategic planning 
guidance for the 2019-21 fiscal biennium and is requesting that you submit a 2019-21 strategic 
plan which reflects your agency’s current goals, programs, and operations. As part of Governor 
Cooper’s priority to ensure an effective, accountable, and well-run state, your updated strategic 
plans should: 
 

* Demonstrate how your agency meets the needs of North Carolinians and stakeholders. 
* Chart a long-term direction for your agency and the allocation of resources. 
* Align global agency goals, program goals and initiatives, and individual expectations 
   and results.   
* Establish a mechanism for evaluating your progress and continuous improvement. 

 
All agencies are required to submit strategic plans as part of the budget development process. 
Budget expansion requests must clearly support goals included in the agency’s strategic 
plan to be considered in the Governor’s 2019-21 recommended budget. This requirement 
will also be referenced in OSBM’s forthcoming budget instructions for the 2019-21 biennium. 
Additionally, the Department of Information Technology (DIT) will be issuing separate guidance 
for the required agency IT plan. Your IT plan should align with the mission, goals, and objectives 
of your strategic plan and identify any planned IT projects that will require an expansion request. 
 
Attached you will find the 2019-21 strategic planning guidelines as well as a template for 
strategic plan development. These documents can also be accessed on OSBM’s website. Plans 
must be submitted electronically to OSBM no later than November 1, 2018 and will be made 
publicly available on OSBM’s website.  
 
OSBM is hosting strategic planning trainings on Tuesday, August 28th from 2 pm to 4 pm and 
Friday, September 7th from 10 am to 12 noon in Room 245 in the Albemarle Building. Lydian 
Altman from the UNC School of Government will provide this training. This is the first of 



 
 

regular inter-departmental training and collaboration opportunities on planning and performance. 
We encourage you to send all staff members who will work on your strategic plan to this 
training; your strategic planning team might include not only your budget and financial staff but 
also program directors, CIOs, and other members of agency senior leadership. Please click here 
to RSVP to the training. We have a limited number of seats available and will close registration 
once full. 
 
If you have any questions concerning the guidelines, template, or about strategic planning in 
general, please contact Corey Petersohn, (919) 807-4770 or Corey.Petersohn@osbm.nc.gov. 
 
Thank you. 
 
 
 
 
 

https://www.surveymonkey.com/r/DZPFT3R
mailto:Corey.Petersohn@osbm.nc.gov

	2019-21_BudgetInstructions_Final
	1. EXECUTIVE SUMMARY
	2. 2019-21 Base Budget Instructions
	4.  Capital Improvement Plan and Budget

	Budget_timeline
	Website guide

	BaseAttachment_AnnualizationCalculations
	ATTB-1

	BaseAttachment_LeaseIncrease
	ATTB-2

	BaseAttachment_RestructuringPlan
	BaseReference_WorksheetI_ColumnsDescribed
	Untitled

	JobAid_Base_Changes2Authorized
	JobAid_Base_FundPurposeStatement
	JobAid_Base_Increase-Decrease2Authorized
	JobAid_Base_Reports
	JobAid_Capital_NewCapitalProjects
	JobAid_Capital_RepairsRenovations
	JobAid_Change_ExpansionRequest
	JobAid_Change_InformationTechnology
	JobAid_Change_ReductionProposals
	JobAid_IBIS_WorksheetI_TrainingGuide
	PREFACE
	Create a New Worksheet I – Increase/Decrease

	Now that we have walked through the basics of creating each type of Worksheet I form, we will turn to how to complete the forms.
	BASIC INFORMATION TAB
	BUDGET DETAIL TAB
	BUDGET OVERVIEW TAB
	And here is an example of the Worksheet I – Increase/Decrease Budget Overview screen:
	Again, not the only difference between these two screens is the number of years of information displayed.
	ATTACHMENTS TAB
	Form Buttons

	Memo20170817_CommonSenseGovernment
	CommonSenseGovt_Phase1_ppt
	Common Sense Government�Phase I
	Common Sense Government – Budget Administration Flexibility
	Common Sense Government – Budget Administration Flexibility
	Lapsed Salary Revisions
	Lapsed Salary Revisions -continued
	Lapsed Salary Revisions -continued
	Lapsed Salary Revisions -continued
	Repeat Budget Revision Changes
	New Receipt Supported Positions
	Capital Allotments & Revisions
	Capital Allotments and Revisions
	Capital Allotments and Revisions

	Memo20180531_OSBM_Reorganization
	OSBM Reorg Final - External (002).pdf
	OSBM Reorganization Memo 2018.pdf
	OSBM Reorganization Memo 2018.pdf

	Memo20180816_StrategicPlanning



