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City of Seattle

Request for Proposal #SPU-165

BUDGETING, PLANNING & FORECASTING

 SOFTWARE IMPLEMENTATION SERVICES

Closing Date & Time: 02/10/12 at 4:30 PM (Pacific)

	Schedule of Events
	Date

	RFP Issued
	12/19/2011

	Pre-Proposal Conference (Optional)
	01/04/12 at 10:00 AM

	Deadline for Questions
	01/13/12

	City Answers Posted
	01/20/12

	Sealed Proposals Due to the City
	02/10/12

	Announcement of Top Ranked Proposer(s)
	03/02/12

	Interviews
	03/19/12 – 03/23/12 

	Announcement of Apparent Successful Proposer, if any
	04/06/12

	Contract Award
	05/31/12


The City reserves the right to modify this schedule at the City’s discretion.  Notification of changes in the response due date would be posted on the City website or as otherwise stated herein.

All times are Pacific.

PROPOSALS MUST BE RECEIVED ON OR BEFORE THE DUE DATE AND TIME AT THIS LOCATION:

If delivered by the U.S. Postal Service, it must be addressed to:
 

Michael Mears
 

City Purchasing, City of Seattle
PO Box 94687


Seattle, WA  98124-4687

If delivered by a courier, overnight delivery or other service, address to
 

Michael Mears
 

City Purchasing, City of Seattle




Seattle Municipal Tower



700 5th Ave., #4112


Seattle, WA  98104-5042

1.  PURPOSE AND BACKGROUND

1.1 Purpose
The City of Seattle seeks proposals from qualified firms for services to develop and implement a comprehensive operating, capital, and revenue budgeting system using the IBM Cognos TM1application for Seattle Public Utilities (SPU), a department of the City of Seattle; however, these implementation services shall be available to any department of the City of Seattle.  The City desires all functionality to be implemented, in production and operational by March 2013 in time to support the second year of the 2013/2014 biennial budgeting process which begins in March 2013.   However, the “core” portion of the budgeting system is the minimum functionality required to support a March 2013 deadline.    

1.2 Background

SPU currently uses a variety of separate budget preparation databases and spreadsheets, monitors the adopted budget in separate financial and human resource/payroll systems and performs no data integration between the budget preparation databases and the other systems.  Separate budget development processes are used for operating and capital budgets, and for revenues.  There are also many ancillary systems used to develop and monitor budgets at the department.  As a result, budget information is not consistent across the department and cannot be easily accessed. 
SPU’s biennial budget is compiled in an internally developed software application called Budget Prep.  The Budget Prep (BudPrep) system was created in 2003 in response to the need for a custom, real-time budgeting system that would allow Finance staff and budget managers to create the detailed budget data needed to submit the annual Proposed O&M (Operating) and CIP (Capital) Budgets to Seattle City Council. The system is outdated, inflexible, and has numerous limitations such as:

· Used annually for Budget creation only, not used for current year or longer term forecasting updates to manage the current budget and costs.  The system is not dynamic and does not support any kind of “what-if” analysis easily.

· No direct linkage to other SPU/City systems 

· The tool allows labor balancing but this is done once a year with no updates as the year progresses, it is not a dynamic management tool.

· SPU currently does all planning and forecasting offline in Excel spreadsheets with an upload into separate systems for Capital and Operating budgets.  

· Citywide factors such as inflation, healthcare costs, and City central costs are entered manually into Budget Prep and are applied uniformly across the board.

· Inflation factors are limited to Labor and Non-Labor. There is no ability to adjust individual factors (e.g. construction contracts vs. office supplies).  

· There is limited ability to properly document assumptions and notes in Budget Prep.  

· Identification of one-time costs is manual and often not tracked.  

· No ability to perform trend analyses or to use advanced forecasting methods when planning future costs.   

The objective for the replacement of Budget Prep is to allow more flexible modeling of multi-year budgeting, planning, and forecasting of department costs and revenues.  In an era of tight City and Department budgets, more accurate cost projections are needed to establish reasonable and defendable rates.  In any given year SPU also needs to be able to adjust costs and spending in response to changes in revenue and costs. 

1.3 Services Provided by SPU

SPU is composed of three major direct-service providing utilities: the Water Utility, the Drainage & Wastewater Utility, and the Solid Waste Utility. The Water Utility provides more than 1.3 million customers in King County with a reliable water supply; the Drainage & Wastewater Utility collects and disposes of sewage and storm water; and the Solid Waste Utility collects and processes recycling and yard waste, and collects and disposes of residential and commercial garbage. All three utilities strive to operate in a cost-effective, innovative, and environmentally responsible manner.  
SPU statistics:

· $800 million annual budget

· 1,450 employees

· $7.5 billion in infrastructure assets

· Additional SPU information can be obtained in “Just the Facts”, Attachment C.  

1.4  Single Award  
With this solicitation, the City intends to award to the highest ranked Vendor that will assume financial and legal responsibility for the contract. Proposals that include multiple vendors must clearly identify one Vendor as the “prime contractor” and all others as subcontractors. 

2.  OBJECTIVES
2.1  General
The objectives of the new budget system are to:

· Standardize, streamline and integrate operating and capital expenditure and revenue budgeting by implementing a single standard operating and capital budget solution department wide.
· Implement those industry best practices imbedded in the software systems, reducing the need for costly system modifications.
· Eliminate use of ancillary systems as much as possible by providing tools and integration with SPU’s and/or the City’s financial, human resources and payroll systems.
2.2  Anticipated Areas of Improvement

SPU expects a new budget and performance management system will create significant improvements. 

· Distributed Input- Distributed authorship of the budget and performance management data and information throughout the organization would decrease double entry and the chance of input-related errors. 

· Decrease the amount of reconciliation – With distributed input, the reconciliation and consolidation of the data would be significantly reduced.  

· Integration of Systems – Increased integration of the budget system with other SPU or City systems would automate data transfer, reduce manual input and data reconciliation, and allow for more value added data analysis. 

· Improved reporting – A central data repository for all budget data would improve the depth, range, quality and timeliness of reports that can be produced.

· Common and Standardized Process – By incorporating the use of a single integrated budget system, the budget process could rely on consistent calculations of global values in the budgeting, planning, and forecasting of budget and financial management processes. 

· Structured Workflow – The implementation of workflow would provide users with the ability to submit data for approval throughout the reporting hierarchy of the organization.  Reviewers would immediately view the state of each input level within the applications.  

· Increased collaboration – With web based workflow functionality, users could easily see who has submitted data and contact them directly with questions and/or comments to discuss the budget. This could improve department coordination and collaboration on shared budget issues.

· Reduced Ancillary Systems – The implementation and reliance on a core department wide system to conduct budget activities within SPU should reduce the number of disparate side systems used to develop and track these activities.

· Reduced Time to Create Budgets – A new budget system is expected to significantly decrease both the amount of work time and calendar time required to create SPU’s annual budget.  
3. MINIMUM QUALIFICATIONS 
The following are minimum qualifications that the Vendor must meet in order for their proposal submittal to be eligible for evaluation. The City requests a document of sufficient length as part of your proposal response, to clearly show compliance to these minimum qualifications.  The RFP Coordinator may choose to determine minimum qualifications by reading that single document alone, so the submittal should be sufficiently detailed to clearly show how you meet the minimum qualifications without looking at any other material. Those that are not clearly responsive to these minimum qualifications shall be rejected by the City without further consideration.  

Vendor Minimum Qualifications:

3.1 The Vendor must have a minimum of five (5) years as a systems integrator that develops budgeting systems for governmental or private sector entities or both.
3.2 The Vendor must have successfully completed at least three (3) contracts using the IBM Cognos TM1 software application to implement and deliver budgeting solutions.  One of these contracts must be for an entity that has multiple lines of business with distinct funding sources or revenue streams.
Only the “prime contractor” can be used to fulfill the above minimum qualifications.  
4.  MANDATORY TECHNICAL REQUIREMENTS

The following are mandatory technical requirements that the Vendor must meet for the proposal to remain eligible for consideration. The Vendor must clearly show that their implementation meets these mandatory technical requirements, or the Vendor’s proposal will be rejected as non-responsive. The City requests a document of sufficient length as part of the Vendor’s proposal response, to clearly show compliance to these mandatory technical requirements. The RFP Coordinator may choose to determine mandatory technical requirements by reading that single document alone, so the submittal should be sufficiently detailed to clearly show how the Vendor meets the mandatory technical requirements without looking at any other material. Those that are not clearly responsive to these mandatory technical requirements shall be rejected by the City without further consideration:

4.1  Vendor must use SPU’s IBM Cognos TM1 application to implement the budgeting system.
4.2  Vendor must use SPU’s IBM Cognos Business Intelligence suite of applications for budget system reports and analyses not directly supported “out of the box” by item 4.1.

4.3  Vendor must use Oracle if development of adjunct databases are proposed for this contract.
5.  LICENSING AND BUSINESS TAX REQUIREMENTS

Any resultant contract requires licensing as listed below. The Vendor needs to meet all licensing requirements that apply to their business immediately after contract award or the City may reject the Vendor. 

Companies must license, report and pay revenue taxes for the Washington State business License (UBI#) and Seattle Business License, if they are required to hold such a license by the laws of those jurisdictions.  The Vendor should carefully consider those costs prior to submitting their offer, as the City will not separately pay or reimburse those costs to the Vendor.  

Seattle Business Licensing and associated taxes.

1. If you have a “physical nexus” in the city, you must obtain a Seattle Business license and pay all taxes due before the Contract can be signed.  

2. A “physical nexus” means that you have physical presence, such as: a building/facility located in Seattle, you make sales trips into Seattle, your own company drives into Seattle for product deliveries, and/or you conduct service work in Seattle (repair, installation, service, maintenance work, on-site consulting, etc). 

3. We provide a Vendor Questionnaire Form in our submittal package items later in this RFP, and it will ask you to specify if you have “physical nexus”.

4. All costs for any licenses, permits and Seattle Business License taxes owed shall be borne by the Vendor and not charged separately to the City.  

5. The apparent successful Vendor must immediately obtain the license and ensure all City taxes are current, unless exempted by City Code due to reasons such as no physical nexus. Failure to do so will result in rejection of the bid/proposal.  

6. Self-Filing You can pay your license and taxes on-line using a credit card  https://dea.seattle.gov/self/
7. For Questions and Assistance, call the Revenue and Consumer Affairs (RCA) office which issues business licenses and enforces licensing requirements.  The general e-mail is rca@seattle.gov.  The main phone is 206-684-8484, or call RCA staff for assistance ( Anna Pedroso at 206-615-1611, Wendy Valadez at 206-684-8509 or Brenda Strickland at 206 684-8404).

8. The licensing website is http://www.seattle.gov/rca/taxes/taxmain.htm.  

9. The City of Seattle website allows you to apply and pay on-line with a Credit Card if you choose.

10. If a business has extraordinary balances due on their account that would cause undue hardship to the business, the business can contact our office to request additional assistance. A cover-sheet providing further explanation, along with the application and instructions for a Seattle Business License is provided below for your convenience.  

11. Please note that those holding a City of Seattle Business license may be required to report and pay revenue taxes to the City.  Such costs should be carefully considered by the Vendor prior to submitting your offer.  When allowed by City ordinance, the City will have the right to retain amounts due at the conclusion of a contract by withholding from final invoice payments.
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Mandatory State Business Licensing and associated taxes.

Before the contract is signed, you must provide the State of Washington business license (a State “Unified Business Identifier” known as UBI #) and a Contractor License if required.  If the State of Washington has exempted your business from State licensing (for example, some foreign companies are exempt and in some cases, the State waives licensing because the company does not have a physical presence in the State), then submit proof of that exemption to the City.  All costs for any licenses, permits and associated tax payments due to the State as a result of licensing shall be borne by the Vendor and not charged separately to the City.  Instructions and applications are at http://www.dol.wa.gov/business/file.html.   

6.  STATEMENT OF WORK AND SPECIFICATIONS

6.1  General

SPU seeks a Vendor that can develop a new and flexible budget system providing the following capabilities:
· Efficient data entry and data integration

· Automated budget process and workflow management

· Budget analysis and reporting

· Financial forecasting and planning

· Integrated revenue, operating and capital expenditure budgeting
The budget system requirements to be considered in responding to this RFP are more fully described in Attachment #4 - Business Requirements Document (BRD). The Vendor will be responsible for the design, implementation, testing, training, deployment, and stabilization of a completed operational, integrated budget system according to the requirements and functionality prescribed within this RFP.  Any and all incidental components or parts not specifically called out in this document, but required for the function of the technology system, will be provided by the Vendor except for those items specifically defined in Section 6.12 SPU Provided Resources.  
6.2  Budget System Requirements
The budget system project is broken into six (6) distinct phases – logical design, physical design, implementation, testing, deployment and training, and stabilization.  These processes will help ensure that the project is comprehensively planned and designed prior to beginning the implementation of the system.  SPU expects that a proposed solution will include software capabilities that will meet best practice standards and the desired business needs and system features as described in this RFP and the business requirements document.

6.2.1 Business and Systems Requirements

The Business Requirements Document (Attachment #4) includes business and system requirements and describes the to-be system.  Business requirements were developed through comprehensive discussions and interviews with business stakeholder representatives throughout the SPU enterprise and are based on what these stakeholders require from the system to conduct financial planning, forecasting, budgeting, and budget management.  
6.2.2  Technical Requirements

The Vendor will be required to provide for the transfer of defined financial data to conduct budget planning and preparation in the budget system and also to provide budget management and reporting capabilities in other existing SPU systems.  To accomplish these business requirements the following integration capabilities must exist:

6.2.2.1  System of Record

The following are the Systems of Record for key budget system data.

· The City’s PeopleSoft v8.8 HCM financial system (Summit) will be the system of record for all adopted and revised budgets (revenues & expenditures).

· SPU’s budgeting system will be the system of record for the annual Proposed & Endorsed budgets (revenues & expenditures), annual O&M spending plan, quarterly O&M forecast spending updates, and any pending changes to the revised budget (operating and capital expenditures) including supplemental and carryforward requests.

· SPU’s Clarity application (EPMS) will be the source system for all Capital Improvement Program (CIP) expenditure budgets, annual CIP spending plan, and monthly CIP forecast spending updates. 

· The City of Seattle’s Peoplesoft ADP HRIS system will be the System of Record for all employee HR data.

6.2.2.2  Key Interfaces
These are the key system interfaces with which the budget system must interact.

· SPU’s budgeting system will interface with the SPUHR database which provides an extract of employee and position data from the City’s PeopleSoft ADP HRIS system, which is the system of record for all human resources data. Calculation tables shall be incorporated into the budgeting system to calculate salary and benefits based on attributes such as union codes, merit and COLA increases, and other employee or position attributes influencing staff related costs.

· SPU transmits the annual proposed budget (revenues and expenditures) in the form of an excel template that is uploaded by the City Budget Office (CBO) into their City-wide budgeting database (Revenues & Expense Management – REM), which is then used to create the annual City budget. The SPU budgeting system will need to be able to produce the REM template in the form of an excel spreadsheet to allow SPU to transmit the annual proposed budget to CBO.  Once the budget has been adopted by City Council, SPU’s budgeting system will need to produce a journal upload template in the form of an excel spreadsheet to allow SPU staff to load the Adopted Budget (revenues and expenditures) into Summit, the City’s financial system of record.

· SPU will use the budgeting system to propose revisions to the Adopted Budget (operating and capital expenditures). Once the revisions are approved, SPU’s budgeting system will need to produce a journal upload template in the form of an excel spreadsheet to allow SPU staff to load the approved budget revisions into Summit, the City’s financial system of record.

· Actual revenue and expenditures are transferred nightly to SPU’s financial data warehouse.  These data must be made available to the budget system to provide reference and analytical capabilities within the budget system tool.  The budget system may also publish data to the financial data warehouse for reporting and consumption by other applications.
· Budget data and necessary “meta data” in the budget system shall be made available through SPUs’ Cognos Business Intelligence application for reporting, analysis and performance management purposes in addition to those capabilities provided by the budget system tool.  In general, SPU expects to use its existing Cognos system to deliver reports and analyses where it makes sense.
· SPU uses the Computer Associates Clarity application to track issues, accrued and budgeted costs, high level schedule, and manage the overall portfolio of Capital projects.  SPU is considering improvements to this system that in which Capital Project Managers would request resource (labor) needs by month and hours needed and resource managers would approve/reject/modify those requests.  If implemented, there would be some level of interaction between Clarity and the new budgeting system. 
6.2.2.3  SPU Computing Environment and Standards

SPU IT maintains four (4) separate application environments for any single enterprise application.

· DEV – Development environment for IT development staff to develop new functionality or fixes to production problems.

· EVAL – System test environment used by IT testers to test their initial deployment of new functionality or fixes.  This environment is often used to demonstrate early prototypes to end users.

· TEST – The test environment is used to perform user acceptance testing and as a final test of deployment packages prior to migrating them to production.  This system should be similar in computing specifications to the production system.

· PROD – The production environment is where end users go to use the software applications.

The Vendor shall conform to the following existing SPU or City software applications, server and desktop configurations.  Vendor shall clearly state in their Technical Response whether or not they can conform to these standards and configurations.  Where exceptions are recommended or required, Vendor shall clearly state what those are along with a reason for the exception.  Vendor shall also identify areas where SPU may want to improve or upgrade to provide better integration with the proposed budget system.
1.  IBM Cognos v8.4.1 Software Licenses SPU Owns

· 420 Processor Value Unit (PVU) Advanced Business Author Server (Query, Analysis, Report, Event and Metric Studios) – Enterprise License covering all SPU employees

· 3 BI Administrator named user licenses

· 4 BI Professional Author named user licenses

· 2 BI Analysis for Microsoft Excel named user licenses

· Non Production licenses for all of the above in our DEV, EVAL, and TEST environments

· SPU plans to migrate to version 10 in 2012 and the Vendor design must account for this inevitable upgrade.
· Cognos Software Development Kit

2.  IBM Cognos TM1 Software Licenses SPU Owns

· 280 Processor Value Unit (PVU) TM1 Analytics Server (equivalent of four “cores”)
· 300 TM1 Contributor licenses

· 3 TM1 Modeler licenses

3.  Typical SPU Windows Production Server Configuration

· HP Blade 490 CTO Servers (Intel® Xeon® X5675, 6 core, 3.06 GHz, 12MB L3, 95W)
· VMWare VSphere v4.x

· Windows Server 2008 R2

· Must support Microsoft’s regular security patching updates.

4.  Standard SPU Desktop Configuration

· Windows XP, SP3 (SPU plans to migrate to Windows 7 in late 2012 which will virtualized using VDI.  Vendors should expect SPU’s desktop environment to be a mix of virtual Windows 7 and Installed Windows XP/SP3.)
· Intel dual core, 2.5+ GHz CPU, 3+ GB RAM

· Microsoft Internet Explorer 8.0 and later.

· Microsoft Office 2007 Professional  (SPU plans to migrate to Microsoft Office 2010 Professional in 2013)
5.  Database Standards

· Most budget system interfaces will be to Oracle databases.  SPU’s primary database of choice is Oracle v11g running on Sun Microsystems UNIX hardware.  

· SPU’s financial data warehouse, SPUHR, and Clarity systems are all Oracle based databases.

6.  Computer Associates Clarity System

· SPU currently uses v12.1
· 300 editor licenses

· Server license
6.3  Project Management


6.3.1  The Vendor will provide all necessary project management and supervisory personnel required to ensure the Project’s accurate, professional and timely completion of Vendor responsibilities as described in this document. Vendor will provide a secondary contact.  An SPU project manager will be responsible for overall coordination of Vendor and project team tasks.

6.3.2  The Vendor will maintain a detailed system implementation schedule based on SPU’s stated delivery requirements. The Schedule will identify all primary tasks associated with the Project and will indicate planned beginning and ending dates for each task.  The schedule must include these major milestones:  Contract Award, Design, Implementation, System Testing, Training, User Acceptance Testing, Deployment, Stabilization, SPU sign off and start of warranty.  This Schedule shall align with the overall Schedule maintained by the SPU Project Manager.  Changes in schedule must be approved by the SPU Project Manager.  The Vendor shall be obligated to comply with the agreed upon installation and completion dates and will be liable for all overrun costs incurred by the Vendor in meeting the schedule.
6.3.3  The delivery dates for all required documentation shall be included in the Schedule.

6.3.4  The Vendor’s Project Manager will participate in regularly scheduled coordination meetings at SPU to identify and resolve issues during the course of the Project.  Two hour meetings shall be scheduled bi-weekly at a minimum.
6.4  Documentation 

The following constitute the set of documents to be delivered under this contract.  Documentation is considered accepted when it has been reviewed and approved by the SPU Project Manager.
6.4.1  Project plan.  Plan that includes: 
· Project schedule depicting tasks, individual resources, milestones and deliverables as outlined in Section 6.3.2.

· A brief description of each task, work product, and proposed deliverable. 

· A staff loading plan by phase, and staff category, including a matrix identifying roles and responsibilities for SPU and the Vendor.  Include an estimate of the number of hours of SPU staff and Vendor staff time required by phase and staff category.  

6.4.2  Monthly Project Status Report/Presentation.  Monthly written status reports and presentations shall be provided detailing the work accomplished the month prior and the work scheduled for the next reporting period.  Reports shall include budget and schedule status, problems encountered and measures taken for their resolution, and identification and proposed resolution of possible future problems and other factors that may impact the critical path. 
6.4.3  Training plan.  See Section 6.9.5.
6.4.4  Training materials.  See Section 6.9.6.
6.4.5  Test Strategy.  See Section 6.9.1.


6.4.6.  System Test Plan.   See Section 6.9.2.
6.4.7  User Acceptance Test Plan.  See Section 6.9.3. 


6.4.8  Logical Design.  See Section 6.6.
6.4.9  Physical Design.  See Section 6.7


6.4.10  Infrastructure Capacity Plan.  The Infrastructure Capacity Plan provides an order-of-magnitude estimate for the total system usage of several critical technology resources:  overall disk space utilization, overall CPU processing utilization, and overall transmission of data through the corporate networks.  Any differences between production and other non-production environments shall be documented.
6.4.11  User Guide.  For end users and analysts documenting all procedures necessary to leverage the full system functionality delivered at the time of system acceptance by SPU.


6.4.12  System Administration Guide.  Guide detailing ongoing maintenance support guidelines, procedures, and instructions necessary to administer the full system functionality delivered at the time of system acceptance by SPU.  
6.4.13  Success Measures Memorandum.  This memorandum documents the success measures defined per Section 6.6.6 and measured in Section 6.10.2.

6.4.14  Post Implementation Support Plan.  See Section 6.10.4.

6.4.15  Electronic Copy.  An electronic copy of the final working software/hardware, including license, configurations, documentation for all devices, utilities and tools used in the operation and maintenance of the System, saved to an appropriate backup media, labeled, accompanied by a total and complete reload procedure that has been tested by the Vendor and SPU.
6.4.16  Migration Plan.  See Section 6.9.4.

6.5  Requirements Review
The Vendor shall conduct a thorough review of the Business Requirements Document (Attachment #4) for the budget system to ensure a thorough understanding of each requirement.  The SPU project team will assist during this process.  The Vendor shall identify issues between what SPU expects within the BRD and what the Vendor believes is possible within the technical constraints of the software tools being used and best practices.  Together the Vendor and SPU project team will resolve those issues including recommendations on best practices.  The results of this analysis and decisions made shall be documented in the Fit/Gap Results section of the Logical Design Document (see 6.6.1).
6.6  Logical Design
The Vendor shall develop a logical design that satisfies the business requirements and “to-be” business processes outlined in the Business Requirements Document.  The design shall be documented in the SPU Logical Design Template provided as Attachment #5.  The Vendor shall identify areas in which business requirements can be met through business process redesign.  The Vendor shall identify how each requirement will be met and address any issues between what the SPU expects within the BRD and what the Vendor believes is possible within the technical constraints of the software tools being used and best practices.  SPU desires some level of prototyping as part of the logical design to assess potential usability, design and performance issues.  Vendor shall propose a recommended approach, level of detail, and delivery medium for this prototyping.  The Vendor must address all relevant topics contained in the template, a subset of which includes the following. 
6.6.1  Fit/Gap Results. The Vendor shall document how the Business Requirements fit (e.g. are satisfied) within the proposed logical design and where there are gaps (e.g. requirements are not satisfied or satisfied using a different “to-be” business process than described in the Business Requirements Document).  The remainder of the logical design shall account for business process changes discussed and approved as part of the requirements review and fit/gap analysis.
6.6.2  Data Conversion. The Vendor will assist SPU stakeholders and staff to design a data conversion strategy.  The Vendor shall document this design in Section 3.2.6 of Attachment #5.  The conversion of data from the current source systems or other data sources to the new system will be the primary responsibility of the SPU project team staff.  Vendor will work with SPU project team to identify what data can or cannot be converted in the Data Conversion Plan.  Any data that cannot be converted must be documented and approved by the SPU Project Manager.  


6.6.3  Requirements Traceability. The Vendor shall document, in Section 7 of the Logical Design Template, how their design achieves the BRD business requirements.  
6.6.4  Business Process. The Vendor shall develop a strategy for adapting business processes to delivered software functionality, tracking business process redesign activities and identifying the impacts to other business processes.  The Vendor shall propose any business process changes or augmentations that it recommends based on its experience with other clients.  The “to-be” business processes defined in Attachment #4 shall serve as the baseline.  The Vendor shall identify its strategy for gathering additional requirements and resolving gaps in functionality, as necessary.  The Vendor shall document their strategy in Attachment #5.
6.6.5  Technical Strategy.  The Vendor shall develop a technical strategy that minimally covers the four topics described in this Section. The Vendor shall document their strategy in Section 2 of the Logical Design template (Attachment #5).  This strategy must consider the scope of the requirements and data interfaces between the various SPU IT systems.  In general, the budget system must integrate with the SPUHR and FRM SPU databases (Financial data warehouse, Oracle), the IBM Cognos Business Intelligence/Reporting and Computer Associates Clarity SPU systems, and the City’s REM, and Peoplesoft 8.8 Financials and ADP Human Resources systems.  

6.6.5.1  System Architecture.  The Vendor shall work with SPU project staff to develop the hardware and software architecture for the production and pre-production environments including servers, storage devices, databases, desktop PCs, and application servers.  Identify and document any changes to SPU's existing infrastructure required to support the budget system and assist in specifying additional hardware and software as required.  Vendor shall describe and document backup and recovery strategies for the system.  SPU shall generally be responsible for procurement of additional hardware or software within the constraints of that outlined in Section 6.2.2.3 herein.
6.6.5.2  Data Integration Strategy.  The Vendor shall work with SPU resources to develop a data integration strategy that will result in efficient and effective interfaces to transfer, upload and/or download budget data between SPU and City systems as outlined in Section 6.2.2.2 herein.  The data integration solution shall evaluate opportunities for expanding or enhancing the system architecture to effectively interface with other SPU or City systems based on potential financial or efficiency benefits.
6.6.5.3  Data Models.  Describe the data models (e.g., star schemas, snowflake schemas, OLAP, cubes/dimensions, RDBMS, etc.) being used and how these will improve or enhance the data integration and meet the performance requirements of the system as defined in Section 2 of Attachment #4 (Business Requirements Document).  
6.6.5.4  Reporting Architecture.  The Vendor shall design and document the reporting system architecture detailing how reports will be generated, managed and scheduled.  The Vendor shall design and document how existing SPU IT systems will be used and augmented to perform reporting and integration into SPU’s existing Cognos Connection application
6.6.5.5  Security Strategy.   The vendor shall design and document a security structure capable of allowing authorized users access to functionality and restricting access for those not authorized.
6.6.6  Project success criteria

Success measures are defined in the Business Requirements Document.  The Vendor shall develop a strategy that it will use to measure the success of the project using those measures or measures the Vendor recommends or a combination thereof.  The strategy will need to include at a minimum a list of clearly defined and measureable success metrics and a methodology for gathering data that supports the measurement of those metrics.  These refined success criteria shall be documented in the Success Measures Memorandum (Section 6.4.13).  
6.7  Physical Design
The Vendor shall develop a physical design based on the SPU approved logical design and document this in the SPU provided Physical Design Template (Attachment #6).  The Vendor must address all relevant topics contained in the template.  The purpose of this document is to describe the processes, packages and units of work involved in the physical implementation of the Logical Design.  This document must provide sufficient detail to enable construction of the objects described in this document.  The IT members of the project team make up the primary audience of the document.
6.8  Implementation
The Logical and Physical Design documents must be reviewed and approved by the SPU Project Manager prior to beginning implementation.  Delivery of the work described in this Specification will include, but not be limited to, the following implementation services:
6.8.1  Configuration and Customization of Budget System. The Vendor shall be responsible for all required budget software development, setup, configuration, scripting, testing to meet the requirements set forth in the Technical Response worksheet and those in the Business Requirements Document in Attachment #4.  


6.8.2  Interfaces Between the Budget System and Other Systems.  The Vendor shall implement all interfaces between the budget system and SPU developed staging systems.  Most staging systems are Oracle based databases.  The Vendor shall design, implement, and test Extract Transform and Load processes from these staging systems into the new budgeting system.  SPU shall be responsible for supplying all required data to these staging systems from their source systems (e.g. System of Record). Vendor shall supply expert assistance in helping define how any new data needed in the staging systems should be implemented or structured to facilitate data flow to and from the new budgeting system.  Most of these staging systems have been implemented already but may require minor changes to accommodate new data or meta data required by the new budget system.  


6.8.4  Budget System Reports.  The Vendor shall implement the reports defined in the Business Requirements Document (Attachment #4).  Navigation to the reports shall be provided from the new budgeting tool as well as in the Cognos Connection application.  


6.8.5  Budget System Workflow.  The Vendor shall configure and implement the workflow for specific user groups to follow during the development of SPU’s annual and biennial budgets, quarterly budget updates and other financial processes listed in the Business Requirements Document.  The budget system must support all workflows necessary to enable Finance staff to monitor and control the tasks each user group is expected to perform and complete.   
6.8.6  Security Configuration.  The vendor shall configure and implement the security structure to include all groups, roles, permissions, and rights.  
6.8.7  System Performance.   Users must be able to perform critical business functions within a reasonable amount of time.  The application and reports shall meet the performance requirements as defined in Section 2.3 of the Business Requirements Document (Attachment #4).  
6.8.8  Usability.  Users can learn how to perform the most used business functions within a reasonable amount of time and with a minimum amount of training.  Screen navigation and usage are straightforward and easy to learn, requiring minimal time for end users to understand.  Standard and consistent navigation is included in both the budgeting system and the Cognos Connection application.
6.8.9  System Builds.  Vendor shall create all necessary scripts, processes, installation procedures, data, and meta data required to successfully install and make operational the budget and reporting system.  This process shall be used by the Vendor in migrating from the development environment to the Evaluation environment and SPU staff in migrating the new system from the Evaluation environment to both the Test and Production environments.  Instructions in the form of a detailed Migration Plan shall be developed by the Vendor to coordinate all activities required to successfully migrate the new system from one environment to the next.
6.9  Testing and Training

6.9.1  Test Strategy. The Vendor shall develop a test strategy to include their overall testing approach, high level plan and schedule. The testing strategy shall describe the resources (both SPU and Vendor) needed to develop and execute tests, the various testing strategies and methods proposed, the phases and timing of the testing, the testing environment plan, proposed test data and how it will be obtained/created, and required tools and technology.  Vendor shall utilize SPU provided web based software defect tracking system to track system and user acceptance testing software defects and issues.  The Vendor shall document their test strategy as a new section in Attachment #7.  The test strategy shall reviewed and approved by the SPU Project Manager.  
6.9.2  System Testing and System Test Plan.  The Vendor will work with the SPU project team to identify test cases and to develop a system test plan.  The Vendor shall document the system test plan using the template provided as Attachment #7.  System testing will be performed in the SPU Evaluation environment.  Vendor shall create or import all other “meta data” required for the system to operate.  System testing must include stress testing of the budget system, reporting system, and security testing to ensure the system will operate and perform well under expected user loads and to ensure the security is configured to restrict and allow access to appropriate users based on their roles.  Adequate SPU budget data shall be made available by the Vendor in the Evaluation environment to assess design and performance issues.  The Vendor shall plan, coordinate, and conduct all system testing activities.  SPU will provide resource(s) to both assist in conducting testing and defining system tests.  The Vendor shall log all software defects and issues encountered during system testing into SPUs defect tracking software system.  The Vendor shall participate in scheduled defect triage meetings to discuss, categorize and disposition defects and issues with the SPU project team.  SPU will determine criteria defining what constitutes a “priority” fix.  Vendor shall develop software that corrects the defects deemed “priority” through the triage process.  All “priority” fixes shall be completed and re-tested successfully before system testing can be concluded.  The system test plan and system testing results shall be documented, reviewed and approved by the SPU Project Manager prior to migrating from the Evaluation Environment to the Test Environment.  

6.9.3  User Acceptance Testing and Plan.  The Vendor will work with the SPU project team to create the User Acceptance Testing plan including test cases and scripts.  Vendor shall be responsible for documenting the User Acceptance Test Plan and submit to SPU Project Manager for approval.  Vendor shall work with the SPU project team to setup the User Acceptance Testing environment, and assist with testing, resolution of issues, and fixing bugs and performance issues. The Vendor shall log all software defects and issues encountered during system testing into SPUs defect tracking software system.  The Vendor shall participate in scheduled defect triage meetings to discuss, categorize and disposition defects and issues with the SPU project team.  Vendor shall develop software that corrects the defects deemed “priority” through the triage process.  All “priority” fixes shall be completed and re-tested successfully before user acceptance testing can be concluded.  Successful completion of User Acceptance Testing results will be signed off by the SPU Project Manager prior to migration to production.  


6.9.4  Environments.  The Vendor shall adhere to SPU’s software development methodology, which requires migrating through a series of preproduction environments (Development to Evaluation to Test to Production) and targeted testing prior to the final installation in the production environment.  A detailed migration plan, prepared by the Vendor with input from SPU project team members, must be documented and approved by the SPU Project Manager prior to the migration from one environment to another.  The Vendor will install and configure the development and evaluation environments and will document those installation procedures.  The Vendor shall assist SPU staff as they install the test and production environments.  
6.9.4.1  Development environment.  The development environment provides full access to the software, hardware and data to the development team and Vendor.  All software development and configuration will initially take place in this environment. The Vendor and the SPU project team members will demonstrate successful completion of unit testing in this environment.  Defects must be fixed and rolled into the software “build” prior to migration to Evaluation. 
6.9.4.2  Evaluation Environment.  The Vendor and the SPU project team members will demonstrate successful completion of system testing in this environment.  The actual deployment will be performed by Vendor staff with SPU staff observing.  Any custom user interfaces, data objects, scripts and ETLs must be documented, reviewed and approved by the SPU Project Manager prior to moving to Test Environment.  The System Test will comprise successful completion of all test cases, documentation and review of test results with the SPU project team, resolution of all priority issues, and all priority defects fixed before migration to Test.
6.9.4.3  Test environment.  All system components and data will be migrated through a controlled and fully documented process to the final preproduction environment for final user acceptance (environment mirrors the production environment as closely as possible).  The actual deployment to Production will be performed by SPU technical staff.   The User Acceptance Test will comprise successful completion of all test cases, documentation and review of test results with the SPU project team, resolution of all priority issues, and all priority defects fixed before migration to Production.


6.9.5  Training Plan.  The Vendor will develop a training plan based on its experience with other clients.  Include course descriptions, course materials, the type of SPU staff for whom the course is intended and course length.  Include roles and responsibilities of the Vendor and SPU in the design and implementation of the training plan.  SPU expects at least five categories of users and the training plan must address training needs for all five user group categories:  system and application administration, application developers, analysts and power users, budget data entry, and reports only users.  The training plan shall include features that intentionally encourage and support the transfer of knowledge from the Vendor to SPU staff instructing them on system functionality, general use, system operation, maintenance, troubleshooting and other basic system support functions.  Vendor should assume a small set of key business power users and IT support/administration staff will attend available IBM Cognos TM1 training prior to the Vendor provided training.  
6.9.6  Develop Training Materials.  Vendor shall develop all training materials including user manual(s) and system administration manual(s).  Vendor must provide training content integrated into the Oracle User Productivity Kit (UPK) toolset as part of the training materials provided.   
6.9.7  Conduct Training. The Vendor will conduct training for SPU employees consistent with City requirements outlined in this RFP.  Training will occur at the Seattle Municipal Tower (SMT), 700 5th Avenue, Seattle, WA 98124.  SPU will identify different or additional locations as needed by SPU during the course of the contract.  Include an estimate of the number of hours of SPU and Vendor time required.  Vendor should assume that four (4) system and application administration users, three (3) budget system application developers, twenty (20) finance and business analyst/power users, 250 budget data entry users, and 250 reports only users (generally the same group as the budget data entry users) will require training.  
6.10  Deployment to Production and Stabilization

6.10.1  Deployment to Production/Stabilization.  The Vendor shall support the final software setup, configuration, data conversion and interfaces with other systems in accordance with the standards and requirements detailed in this RFP.  The Vendor will supply a detailed implementation plan and full system documentation.  The actual deployment will be performed by SPU technical staff.  Vendor will be on-site throughout the deployment to production and will assist in resolving issues and defects in a post-implementation period until customer satisfaction is reached.  


6.10.2  Success Measures.  The Vendor shall collect data and calculate the success measures developed in Section 6.6.5 both prior to implementation (to establish a baseline) and after implementation to provide a measure of the success of the new system.
6.10.3  Warranty.  The Vendor will warrant the System in accordance with the terms of this RFP and accompanying contractual documents.

6.10.4  Post Implementation Support Plan 

The Vendor shall develop a plan that outlines the resources and activities SPU will need to support the new system.  The plan must cover:  functional and technical roles;  training and staffing levels; high level annual support activities; ongoing enhancement and additional modules implementation plan extending out five years after the end of the implementation project; software and hardware upgrade schedule extending out five years after the end of the implementation schedule; a support model for how to provide support to casual users (including help desk staffing, knowledge base and end client ad-hoc report assistance); a list of the tools and technologies needed by the support staff; and integration standards to be used for future development.  The Vendor shall work with SPU IT to determine an appropriate process to support long term maintenance of the new system.

6.11  Post Installation Long Term Maintenance and Support

Vendor shall propose a long term maintenance and support plan for which the Vendor provides services to cover TM1, Cognos BI, and source system integration for the following activities:
6.11.1  Production Support/Troubleshooting
· Troubleshooting budget system production issues including performance tuning
· Developing fixes for production issues and assisting in their deployment
· System administration (user administration, configuring security)

· Troubleshooting Cognos reports

· Installing and upgrading base application software to new versions

6.11.2  Implementing Enhancements

· Implementing requested Cognos report enhancements or new Cognos reports, cubes, metrics, forms, or dashboards

· Implementing requested application enhancements

6.11.3  Training and Knowledge Transfer

· Training new users on the system
· Assist in knowledge transfer to SPU technical staff

Vendor shall provide pricing to provide the above sets of services along with a proposed Vendor staffing model to provide this level of support for a period of up to five (5) years from delivery of the budget system.  The Vendor should consider structuring a proposal that allows some flexibility in the level of service for which SPU can contract from the Vendor.  The Vendor shall consider the following in their proposal:
· Scheduled maintenance and upgrades will be performed at a time mutually agreeable to SPU and Vendor. 

· Emergency maintenance to resolve operational issues and problems will be triaged by the Vendor and SPU staff as appropriate.  
· The Vendor should assume SPU staff serves as the first line of support and that the Vendor will be directed to perform needed work by appropriate SPU IT staff only after an initial triage/vetting process has been completed.  
· Vendor shall propose service level agreements for turnaround times for the various activities.
· Vendor shall describe the process with which they propose to manage approval and implementation of new features, reports, etc.
· The Vendor will estimate the cost of providing any new functionality for the budget system requested by SPU and will proceed with such enhancement upon written approval from SPU. 
City reserves the right to accept or decline some or all of these services.  

6.12  SPU Provided Resources
6.12.1  Labor Resources  

SPU plans to provide the following labor resources to the project:

· Project Manager: 1/2 FTE

· Business Lead: 1/2 FTE

· Systems/Business Analyst:  1/2 FTE

· Technical Lead: 1/2 FTE

· Subject Matter Experts:  1/10th each of 6 FTE

· DBA:  as needed
· Quality Assurance Vendor:  1/6 FTE 

· Support as needed from SPU Finance Director 

The Vendor shall provide a project staffing proposal as described in their Management Response. The Vendor can propose the use of additional SPU technical and/or functional resources.  A complete description of SPU resources including additions to the team listed above should be included in the Management Response.
6.12.2  SPU Provided Hardware
SPU shall procure, install and configure the computing hardware and necessary operating systems to support the Vendors development of the new budget system within the constraints outlined in Section 6.2.2.  The Vendor must clearly state in their proposal any reasons they can’t implement their proposed system within the constraints imposed by SPU’s IT computing environment.  Each exception must describe the standard at issue, the reasons for the exception and proposed alternatives.
6.12.3  SPU Provided Software
In addition to the software outlined in Section 6.2.2.3, SPU shall provide Vendor with access to DevTrack to track software defects during system and user acceptance testing and Oracle UPK to provide on-line help/training functions.
6.12.4  SPU Provided Key Interfaces
SPU shall be responsible for the interfaces between the legacy, systems of record to the staging systems.  The Vendor shall assist SPU staff in defining and designing these interfaces to ensure operability with the budget system.

7.  INSTRUCTIONS TO PROPOSERS

7.1  Proposal Procedures and Process.

This chapter details City procedures for directing the RFP process.  The City reserves the right in its sole discretion to reject the proposal of any Proposer that fails to comply with any procedure in this chapter.

Communications with the City.

All Vendor communications concerning this acquisition shall be directed to the RFP Coordinator.  The RFP Coordinator is:

Michael Mears

206-684-4570

michael.mears@seattle.gov

If delivered by the U.S. Postal Service, it must be addressed to:
 

Michael Mears
 

City of Seattle, City Purchasing

PO Box 94687


Seattle, WA  98124-4687

If delivered by a courier, overnight delivery or other service, address to
 

Michael Mears
 

City of Seattle, City Purchasing



Seattle Municipal Tower



700 5th Ave., #4112


Seattle, WA  98104-5042

Unless authorized by the RFP Coordinator, no other City official or City employee is empowered to speak for the City with respect to this acquisition.  Any Proposer seeking to obtain information, clarification, or interpretations from any other City official or City employee other than the RFP Coordinator is advised that such material is used at the Proposer’s own risk.  The City will not be bound by any such information, clarification, or interpretation.  

Following the Proposal submittal deadline, Proposers shall not contact the City RFP Coordinator or any other City employee except to respond to a request by the City RFP Coordinator.

Contact by a vendor regarding this acquisition with a City employee other than the RFP Coordinator or an individual specifically approved by the RFP Coordinator in writing, may be grounds for rejection of the vendor’s proposal.

7.2  Pre-Proposal Conference. 

The City shall conduct an optional pre-proposal conference on the time and date provided in page 1 at the Seattle Municipal Tower, 700 5th Ave, 48th Floor, Room 4897 in Seattle, Washington.  Though the City will attempt to answer all questions raised during the pre-proposal conference, the City encourages Vendors to submit questions Vendors would like addressed at the pre-proposal conference to the RFP Coordinator, preferably no later than three (3) days in advance of the pre-proposal conference.  This will allow the City to research and prepare helpful answers, and better enable the City to have appropriate City representatives in attendance.

Those unable to attend in person may participate via telephone.  The RFP Coordinator will set up a conference bridge for Vendors interested in participating via conference call.  Contact the RFP Coordinator at least two days in advance of the conference, to request access by phone.  

Proposers are not required to attend in order to be eligible to submit a proposal.  The purpose of the meeting is to answer questions potential Proposers may have regarding the solicitation document and to discuss and clarify any issues.  This is an opportunity for Proposers to raise concerns regarding specifications, terms, conditions, and any requirements of this solicitation.  Failure to raise concerns over any issues at this opportunity will be a consideration in any protest filed regarding such items that were known as of this pre-proposal conference.

7.3  Questions.

Questions are to be submitted to the RFP Coordinator no later than the date and time on page 1, in order to allow sufficient time for the City RFP Coordinator to consider the question before the bids or proposals are due.  The City prefers such questions to be through e-mail directed to the City RFP Coordinator e-mail address. Failure to request clarification of any inadequacy, omission, or conflict will not relieve the vendor of any responsibilities under this solicitation or any subsequent contract.  It is the responsibility of the interested Vendor to assure that they received responses to Questions if any are issued.

7.4  Changes to the RFP/Addenda.

A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by formal written addendum issued by the City’s RFP Coordinator Addenda issued by the City shall become part of this RFP and included as part of the Contract. It is the responsibility of the interested Vendor to assure that they have received Addenda if any are issued.

7.5  Bid Blog

The City Purchasing website offers a place to register for a Blog related to the solicitation.  The Blog will provide you automatic announcements and updates when new materials, addenda, or information is posted regarding the solicitation you are interested in.  http://www.seattle.gov/purchasing/default.htm
7.6  Receiving Addenda and/or Question and Answers 

The City will make efforts to provide courtesy notices, reminders, addendums and similar announcements directly to interested vendors. The City makes this available on the City website and offers an associated bid blog:  http://www.seattle.gov/purchasing
Notwithstanding efforts by the City to provide such notice to known vendors, it remains the obligation and responsibility of the Vendor to learn of any addendums, responses, or notices issued by the City.  Such efforts by the City to provide notice or to make it available on the website do not relieve the Vendor from the sole obligation for learning of such material.  

Note that some third-party services decide to independently post City of Seattle bids on their websites as well.  The City does not, however, guarantee that such services have accurately provided bidders with all the information published by the City, particularly Addendums or changes to bid date/time.

All Bids sent to the City shall be considered compliant to all Addendums, with or without specific confirmation from the Bidder that the Addendum was received and incorporated.  However, the RFP Coordinator can reject the Bid if it does not reasonably appear to have incorporated the Addendum.  The RFP Coordinator could decide that the Bidder did incorporate the Addendum information, or could determine that the Bidder failed to incorporate the Addendum changes and that the changes were material so that the RFP Coordinator must reject the Offer, or the RFP Coordinator may determine that the Bidder failed to incorporate the Addendum changes but that the changes were not material and therefore the Bid may continue to be accepted by the RFP Coordinator.

7.7  Proposal Response Date and Location.

a) Proposals must be received into the City Purchasing Offices no later than the date and time given on page 1 or as revised by Addenda.

b) Responses should be in a sealed box or envelope clearly marked and addressed with the RFP Coordinator, RFP title and number.  If RFP’s are not clearly marked, the Vendor has all risks of the RFP being misplaced and not properly delivered.  The RFP Coordinator is not responsible for identifying responses submitted that are not properly marked. 

c) The City requires one (1) hard-copy original, seven (7) hard-copies and one (1) CD containing the Vendor’s entire response delivered to the City.

d) Fax, e-mail and CD copies will not be accepted as an alternative to the hard copy requirement. If a CD, fax or e-mail version is delivered to the City, the hard copy will take priority and be the official document for purposes of proposal review.

e) The RFP response may be hand-delivered or must otherwise be received by the RFP Coordinator at the address provided, by the submittal deadline.  Please note that delivery errors will result without careful attention to the proper address.  

If delivered by the U.S. Postal Service, it must be addressed to:

 

Michael Mears
 

City of Seattle, City Purchasing 

PO Box 94687


Seattle, WA  98124-4687

If delivered by a courier, overnight delivery or other service, address to

 

Michael Mears
 

City of Seattle, City Purchasing 




Seattle Municipal Tower



700 5th Ave., #4112


Seattle, WA  98104-5042

f) All pricing is to be in United States dollars.

g) The submitter has full responsibility to ensure the proposal arrives to the City Purchasing Office within the deadline.  The City assumes no responsibility for delays caused by the US Post Office or any other delivery service.  Postmarking by the due date will not substitute for actual receipt of response by the date due.   Proposals will be opened after the due date and time.  Responses arriving after the deadline may be returned, unopened, to the Proposer, or may simply be declared non-responsive and not subject to evaluation, or may be found to have been received in accordance to the solicitation requirements, at the sole determination of Purchasing.   

h) RFP responses shall be signed by an official authorized to legally bind the Proposer.  

i) The City will consider supplemental brochures and materials. Proposers are invited to attach any brochures or materials that will assist the City in evaluation.

7.8  Proposal Format

The City requests a particular submittal format, to reduce paper, encourage our recycled product expectations, and reduce the size of packages that arrive in our offices as a result of large and heavy binders.  In addition, vinyl plastic products and combed edges are unwanted. The City seeks an approach to packaging your RFP that supports the green expectations and initiatives of the City. To this end:

· Please do not use any plastic or vinyl binders or folders.  Do not use combed edges.  The City prefers simple, stapled paper copies on standard letter (8 ½ x 11”) paper.  If a binder or folder is essential due to the size of your submission, they are to be fully 100% recycled stock.  Such binders are available from Keeney’s Office Supplies at 425-285-0541, and are manufactured by Rebinder. They will provide you City contract pricing for your purchase. 

· Tabs should be used to clearly organize your submittals and separate each major section.  Tabs should be recycled content.

· Folders are permissible and are also available on Rebinder stock, but should be kept to a minimum.

· Manuals, reference material and promotional materials should be provided only if requested.

· City requests your submittal use 100% PCF, also available from Keeney’s Office Supplies at 425-285-0541 at City contract pricing.

· Double-side your submittal.

7.9  No Reading of Prices.
The City of Seattle does not conduct a bid opening for RFP responses. The City requests that companies refrain from requesting proposal information concerning other respondents until an intention to award is announced, as a measure to best protect the solicitation process, particularly in the event of a cancellation or re-solicitation.  With this preference stated, the City shall continue to properly fulfill all public disclosure requests for such information, as required by State Law.
7.10  Offer and Proposal Form.

Proposer shall provide the response in the format required herein and on any forms provided by the City herein.  Provide unit prices if appropriate and requested by the City, and attach pages if needed.  In the case of difference between the unit pricing and the extended price, the City shall use the unit pricing.  The City may correct the extended price accordingly.  Proposer shall quote prices with freight prepaid and allowed.  Proposer shall quote prices FOB Destination.   All prices shall be in US Dollars.  

7.11  No Best and Final Offer.

The City reserves the right to make an award without further discussion of the responses submitted; i.e. there will be no best and final offer procedure associated with selecting the Apparently Successful Vendor.  Therefore, Vendor’s Response should be submitted on the most favorable terms that Vendor can offer.

7.12  Contract Terms and Conditions.  
The contract terms and conditions adopted by City Purchasing are included on the last page of the RFP as an embedded document.   Collectively, these are referred to as “Contract” in this Section, and the City will also incorporate the Vendor’s proposal into the Contract as adopted by the City. 

Vendor agrees, as a condition of submitting an RFP response, to enter into the Contract as provided in this RFP.  

If Vendor is awarded a contract and refuses to sign the Contract as provided in this RFP, the City may reject and/or disqualify Vendor from future solicitations for this work. Vendors are to price and submit proposals to reflect the Contract provided in this RFP.  Under no circumstances shall Vendor submit its own boilerplate of terms and conditions. 

If a Vendor seeks to modify any Contract provision, the Vendor must submit a request with their proposal, as an “Exception” for City consideration.  The Vendor must provide a revised version that clearly shows their alternative contract language. The City is not obligated to accept the Exceptions. The City may accept some or all exceptions or may refuse. Exceptions that materially change the character of the contract may result in rejection of the proposal as non-responsive.

The City will not modify provisions mandated by Federal, State or City law, including but not limited to Equal Benefits, Audit (Review of Vendor Records), Affirmative Action, Confidentiality, Contract Bond form, and Debarment. Any exceptions to those items will be rejected. The City does not expect to change Indemnification and may reject all exceptions to Indemnification. 

The City shall accept or reject exceptions, and will present a final contract for Vendor signature. The Bidder should be prepared to receive the contract for signature without discussion or negotiation. 

Nothing herein prohibits the City from opening discussions with the highest ranked apparent successful Proposer, to negotiate modifications to either the proposal or the contract terms and conditions, in order to align the proposal or the contract to best meet City needs within the scope sought by the RFP. 

The City will not sign a licensing or maintenance agreement supplied by the Vendor. If the vendor requires the City to consider otherwise, the Vendor is also to supply this as a requested exception to the Contract and it will be considered in the same manner as other exceptions.

7.13  Prohibition on Advance Payments.

No request for early payment, down payment or partial payment will be honored except for products or services already received.  Maintenance subscriptions may be paid in advance provided that should the City terminate early, the amount paid shall be reimbursed to the City on a prorated basis; all other expenses are payable net 30 days after receipt and acceptance of satisfactory compliance.

7.14  Seattle Business Tax Revenue Consideration.

SMC 20.60.106 (H) authorizes that in determining the lowest and best bid, the City shall consider the tax revenues derived by the City from its business and occupation, utility, sales and use taxes from the proposed purchase.   The City of Seattle’s Business and Occupation Tax rate varies according to business classification.  Typically, the rate for services such as consulting and professional services is .00415% and for retail or wholesale sales and associated services, the rate is .00215%.  Only vendors that have a City of Seattle Business License and have an annual gross taxable Seattle income of $100,000 or greater are required to pay Business and Occupation Tax.  The City will apply SMC 20.60.106(H) and calculate as necessary to determine the lowest bid price proposal.

7.15  Taxes.


The City is exempt from Federal Excise Tax (Certificate of Registry #9173 0099K exempts 
the City). Washington state and local sales tax will be an added line item although not 
considered in cost evaluations.

7.16  Interlocal Purchasing Agreements.

This is for information and consent only, and shall not be used for evaluation.  The City has entered into Inter-local Purchasing Agreements with other governmental agencies, pursuant to RCW 39.34.  The seller agrees to sell additional items at the offer prices, terms and conditions, to other eligible governmental agencies that have such agreements with the City.  The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies.  Should the Proposer require additional pricing for such purchases, the Proposer is to name such additional pricing upon Offer to the City.
7.17  Equal Benefits.

a) Vendors must submit an Equal Benefits Declaration with their RFP response.  If your company does not comply with Equal Benefits and does not intend to do so, you must still submit the Form with your bid. If you do not submit the EB Declaration, your bid may be rejected unless the RFP Coordinator can reasonably determine the bidder intent from other bid documents.  

b) Fill out the form properly.  It is essential to your standing in the evaluation process, so it is important to understand and complete the Form properly. 

c) The RFP Coordinator can answer many of your questions.  However, the office that handles special Equal Benefit issues for the City is the Contracting Services Division.  The general phone number is 206-684-0430.  If you have any questions, you may call either the RFP Coordinator or the Contracting Services Division to ensure you correctly complete the form properly before you submit your bid.  If you are not receiving a response in the time frame you require to submit your bid on time, e-mail the RFP Coordinator for direction. 

d) There are 6 options on the Form to pick among.  They range from full compliance (Options A, B, C), to several alternatives that require authorization by the City (Option D, E), to Non Compliance.  Select the option that is true of your company intention if you win award. You will not be allowed to change your answer after you submit the Form, except through the process of clarification initiated by the RFP Coordinator.  

e) IMPORTANT:  Fill out the form out to reflect the commitment you are making if you are to win an award.  If you intend to be Equal Benefit compliant should you win an award, answer the form accordingly.

f) Definition of Domestic Partner:  The Seattle Municipal Code defines domestic partner for purposes of compliance as follows (see SMC 20.45.010 Definitions):

“Domestic Partner” means any person who is registered with his/her employer as (having) a domestic partner, or, in the absence of such employer-provided registry, is registered as a domestic partner with a governmental body pursuant to state or local law authorizing such registration.  Any internal employer registry of domestic partnership must comply with criteria for domestic partnerships specified by rule by the Department.

Whether through employer registration or through a public agency registration, the definition of domestic Partner, by City Rule, cannot be more restrictive than that provided below:

· Share the same regular and permanent residence; and 

· Have a close, personal relationship; and 

· Are jointly responsible for "basic living expenses" as defined below; and 

· Are not married to anyone; and 

· Are each eighteen (18) years of age or older; and 

· Are not related by blood closer than would bar marriage in the (State in which the individual resides); and 

· Were mentally competent to consent to contract when the domestic partnership began; and 

· Are each other’s sole domestic partner and are responsible for each other’s common welfare. 

"Basic living expenses" means the cost of basic food, shelter, and any other expenses of a Domestic Partner which are paid at least in part by a program or benefit for which the partner qualified because of the Domestic Partnership. The individuals need not contribute equally or jointly to the cost of these expenses as long as they agree that both are responsible for the cost. 

If the employer does not have a registration system and does not intend to implement as part of the Equal Benefits compliance, the City of Seattle has a registration system as an option.  Information is available at: http://www.seattle.gov/leg/clerk/dpr.htm
g) If you have multiple offices, you can be compliant by offering Equal Benefits to only office locations where they are working on the City contract.  Fill out the form with consideration of the locations that will be providing services in the contract:  
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h) Option D (Substantial Compliance) and Option E (Reasonable Measures) may be checked at time of bid submittal, but require authorization from the Contracting Services Division (206-684-0444).  Go on-line http://www.seattle.gov/contracting/equalbenefits.htm and submit a request for authorization before you submit your bid.  If available, attach the authorization with your EB Declaration. If Contracting Services Division staff are not available or not responding in the time frame you require, call the RFP Coordinator for assistance. 
i) The Form provides the RFP Coordinator your declared EB status.  However, the City issues the final determination of your EB status for purposes of bid evaluation.  

j) If information on your form is conflicting or not clearly supported by the documentation that the City receives, the RFP Coordinator may reject your bid or may seek clarification to ensure the City properly classifies your compliance.  

Equal Benefits makes a significant difference in your standing as a Proposer.  Here are the evaluation steps:

k) If one or more vendors comply (having properly selected any options from A through E) then:

·  Only EB compliant vendors continue towards evaluation.  

· Any non-compliant vendor would be rejected and not evaluated.  These include vendors that select the option of “Non Compliance” (they do not comply and do not intend to comply) or those that the City finds Non Compliant upon review (such as those that select Option D or E and do not have a waiver from the City to select that option, or where the form is blank, or where the Proposer worksheet proves non-compliance even if they checked a compliance option). 

l) The City occasionally receives responses where every Vendor is non-compliant to EB.  If every vendor is non-compliant then:

· All bids or responses that are otherwise responsive and responsible bids will continue forward for scoring and evaluation.

· This is used when every vendor either selects Non Compliance (that they do not comply and do not intend to comply) or is found by the City as Non Compliant upon review.  

m) The Equal Benefit requirements are established under Seattle Municipal Code 20.45.  Compliance to the Equal Benefits statements made by the Vendor is required through the duration of the Contract.  If the Vendor indicates that the Vendor provides Equal Benefits, and then discontinues during the term of the contract, this can cause contract termination and/or Vendor debarment from future City contracts. Equal Benefits may be audited at any time prior to contract award or during the contract.  See the City website for further information:  http://www.cityofseattle.net/contract/equalbenefits/default.htm
7.18  Women and Minority Subcontracting
The City intends to provide the maximum practicable opportunity for successful participation of minority and women owned firms, given that such businesses are underrepresented.  The City requires all Proposers agree to SMC Chapter 20.42, and will require bids with meaningful subcontracting opportunities to also supply a plan for including minority and women owned firms.  
The City believes there is a meaningful subcontracting opportunity and the solicitation will require you to submit an Inclusion Plan, which will be a material part of the bid and contract.  The Plan must be responsible in the opinion of the City, which means a meaningful and successful search and commitments to include Women and Minority Owned Business Enterprises (WMBE) firms for subcontracting work when applicable.  The City reserves the right to improve the Plan with the winning Proposer before contract execution.  Performance will be a material contract provision. 
Proposers should use whatever selection methods and strategies the Proposer finds effective for successful WMBE participation.  The City may reject bids that do not provide a substantial responsive Plan with an intentional and responsible commitment.  The City may use availability based on City analysis, or may use comparative participation from other incoming proposals to establish a baseline of responsible efforts.
At the request of the City, Proposer/Vendors must furnish evidence of the Proposer’s/Vendor's compliance, including documentation such as copies of agreements with WMBE subcontractor either before contract execution or during contract performance.  
The winning Proposer must request written approval for changes to the Inclusion Plan once it is agreed upon before contract execution.  
7.19  Insurance Requirements.

Insurance requirements presented in the Contract shall prevail.  If formal proof of insurance is required to be submitted to the City before execution of the Contract, the City will remind the apparent successful proposer in the Intent to Award letter.  The apparent successful proposer must promptly provide such proof of insurance to the City in reply to the Intent to Award Letter.  Contracts will not be executed until all required proof of insurance has been received and approved by the City.

Vendors are encouraged to immediately contact their Broker to begin preparation of the required insurance documents, in the event that the Vendor is selected as a finalist.  Proposers may elect to provide the requested insurance documents within their Proposal.

7.20  Effective Dates of Offer.

Proposer submittal must remain valid until City completes award.  Should any Proposer object to this condition, the Proposer must provide objection through a question and/or complaint to the RFP Coordinator prior to the proposal due date.

7.21  Proprietary Proposal Material.

The State of Washington’s Public Records Act (Release/Disclosure of Public Records)
Under Washington State Law (reference RCW Chapter 42.56, the Public Records Act) all materials received or created by the City of Seattle are considered public records.  These records include but are not limited to bid or proposal submittals, agreement documents, contract work product, or other bid material.  

The State of Washington’s Public Records Act requires that public records must be promptly disclosed by the City upon request unless that RCW or another Washington State statute specifically exempts records from disclosure.  Exemptions are narrow and explicit and are listed in Washington State Law (Reference RCW 42.56 and RCW 19.108).  

Bidders/proposers must be familiar with the Washington State Public Records Act and the limits of record disclosure exemptions.  For more information, visit the Washington State Legislature’s website at http://www1.leg.wa.gov/LawsAndAgencyRules). 

If you have any questions about disclosure of the records you submit with bids or proposals please contact City Purchasing at (206) 684-0444. 

Marking Your Records Exempt from Disclosure (Protected, Confidential, or Proprietary)

As mentioned above, all City of Seattle offices (“the City”) are required to promptly make public records available upon request.  However, under Washington State Law some records or portions of records are considered legally exempt from disclosure and can be withheld.  A list and description of records identified as exempt by the Public Records Act can be found in RCW 42.56 and RCW 19.108.

If you believe any of the records you are submitting to the City as part of your bid/proposal are exempt from disclosure, you can request that they not be released before you receive notification.  To do so, you must complete the City Non-Disclosure Request Form (“the Form”) in the Vendor Questionnaire embedded in Section 9.  You should very clearly and specifically identify each record and the exemption(s) that may apply.  (If you are awarded a City contract, the same exemption designation will carry forward to the contract records.)

The City will not withhold materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  Do not identify an entire page as exempt unless each sentence is within the exemption scope; instead, identify paragraphs or sentences that meet the specific exemption criteria you cite on the Form.  Only the specific records or portions of records properly listed on the Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 

If the City receives a public disclosure request for any records you have properly and specifically listed on the Form, the City will notify you in writing of the request and will postpone disclosure.  While it is not a legal obligation, the City, as a courtesy, will allow you up to ten business days to file a court injunction to prevent the City from releasing the records (reference RCW 42.56.540).  If you fail to obtain a Court order within the ten days, the City may release the documents. 

The City will not assert an exemption from disclosure on your behalf.  If you believe a record(s) is exempt from disclosure you are obligated to clearly identify it as such on the Form and submit it with your solicitation.  Should a public record request be submitted to City Purchasing for that (those) record(s) you can then seek an injunction under RCW 42.56 to prevent release.  By submitting a bid document, the bidder acknowledges this obligation; the proposer also acknowledges that the City will have no obligation or liability to the proposer if the records are disclosed.

Requesting Disclosure of Public Records

The City asks bidders/proposers and their companies to refrain from requesting public disclosure of proposal records until an intention to award is announced.  This measure is intended to shelter the solicitation process, particularly during the evaluation and selection process or in the event of a cancellation or resolicitation.  With this preference stated, the City will continue to be responsive to all requests for disclosure of public records as required by State Law.

7.22  Cost of Preparing Proposals.

The City will not be liable for any costs incurred by the Proposer in the preparation and presentation of proposals submitted in response to this RFP including, but not limited to, costs incurred in connection with the Proposer’s participation in demonstrations and the pre-proposal conference.

7.23  Readability.

Proposers are advised that the City’s ability to evaluate proposals is dependent in part on the Proposer’s ability and willingness to submit proposals which are well ordered, detailed, comprehensive, and readable.  Clarity of language and adequate, accessible documentation is essential.

7.24  Proposer Responsibility.

 It is the Proposer responsibility to examine all specifications and conditions thoroughly, and comply fully with specifications and all attached terms and conditions.  Proposers must comply with all Federal, State, and City laws, ordinances and rules, and meet any and all registration requirements where required for Vendors as set forth in the Washington Revised Statutes.  

7.25  Changes in Proposals.

Prior to the Proposal submittal closing date and time established for this RFP, a Proposer may make changes to its Proposal provided the change is initialed and dated by the Proposer.  No change to a Proposal shall be made after the Proposal closing date and time. 

7.26  Proposer Responsibility to Provide Full Response.

It is the Proposer’s responsibility to provide a full and complete written response, which does not require interpretation or clarification by the RFP Coordinator.  The Proposer is to provide all requested materials, forms and information. The Proposer is responsible to ensure the materials submitted will properly and accurately reflects the Proposer specifications and offering.  During scoring and evaluation (prior to interviews if any), the City will rely upon the submitted materials and shall not accept materials from the Proposer after the RFP deadline; however this does not limit the right of the City to consider additional information (such as references that are not provided by the Proposer but are known to the City, or past experience by the City in assessing responsibility), or to seek clarifications as needed by the City. 

7.27  Errors in Proposals.

Proposers are responsible for errors and omissions in their proposals.  No such error or omission shall diminish the Proposer’s obligations to the City.

7.28  Withdrawal of Proposal.

A submittal may be withdrawn by written request of the submitter, prior to the quotation closing date and time.  After the closing date and time, the submittal may be withdrawn only with permission by the City.

7.29  Rejection of Proposals, Right to Cancel.

The City reserves the right to reject any or all proposals at any time with no penalty.  The City also has the right to waive immaterial defects and minor irregularities in any submitted proposal.
7.30  Incorporation of RFP and Proposal in Contract.

This RFP and the Proposer’s response, including all promises, warranties, commitments, and representations made in the successful proposal, shall be binding and incorporated by reference in the City’s contract with the Proposer.

7.31  Non-Endorsement and Publicity.

In selecting a Vendor to supply to the City, the City is not endorsing the Vendors products and services or suggesting that they are the best or only solution to the City’s needs.  Vendor agrees to make no references to the City or the Department making the purchase, in any literature, promotional materials, brochures, news releases, sales presentation or the like, regardless of method of distribution, without prior review and express written consent of the City RFP Coordinator.

The City may use Vendor’s name and logo in promotion of the Contract and other publicity matters relating to the Contract, without royalty.  Any such use of Vendor’s logo shall inure to the benefit of Vendor. 

7.32  Proposal Disposition.

All material submitted in response to this RFP shall become the property of the City upon delivery to the RFP Coordinator.

7.33  Ethics Code

The Seattle Ethics Code was recently revised.  New requirements become effective June 22, 2009 for City employees and elected officials. Beginning October 22, 2009, the Code covers certain vendors, contractors and consultants. Please familiarize yourself with the new code:  http://www.seattle.gov/ethics/etpub/et_home.htm.  Attached is a pamphlet for Vendors, Customers and Clients.  Specific question should be addressed to the staff of the Seattle Ethics and Elections Commission at 206-684-8500 or via email: (Executive Director, Wayne Barnett, 206-684-8577, wayne.barnett@seattle.gov or staff members Kate Flack, kate.flack@seattle.gov and Mardie Holden, mardie.holden@seattle.gov).
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No Gifts and Gratuities.  Vendors shall not directly or indirectly offer anything of value (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work, or meals) to any City employee, volunteer or official, if it is intended or may appear to a reasonable person to be intended to obtain or give special consideration to the Vendor.  An example is giving a City employee sporting event tickets to a City employee that was on the evaluation team of a bid you plan to submit. The definition of what a “benefit” would be is very broad and could include not only awarding a contract but also the administration of the contract or the evaluation of contract performance.  The rule works both ways, as it also prohibits City employees from soliciting items of value from vendors.  Promotional items worth less than $25 may be distributed by the vendor to City employees if the Vendor uses the items as routine and standard promotions for the business.

Involvement of Current and Former City Employees

If a Vendor has any current or former City employees, official or volunteer, working or assisting on solicitation of City business or on completion of an awarded contract, you must provide written notice to City Purchasing of the current or former City official, employee or volunteer’s name.  The Vendor Questionnaire within your bid documents prompts you to answer that question.  You must continue to update that information to City Purchasing during the full course of the contract.  The Vendor is to be aware and familiar with the Ethics Code, and educate vendor workers accordingly.

Contract Workers with more than 1,000 Hours

The Ethics Code has been amended to apply to vendor company workers that perform more than 1,000 cumulative hours on any City contract during any 12-month period.  Any such vendor company employee covered by the Ethics Code must abide by the City Ethics Code. The Vendor is to be aware and familiar with the Ethics Code, and educate vendor workers accordingly.

No Conflict of Interest.  

Vendor (including officer, director, trustee, partner or employee) must not have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluating Vendor performance. The City shall make sole determination as to compliance.  

7.34  Independent Contractor and City Space Requirements.
The Vendor is working as an independent contractor.  Although the City provides responsible contract and project management, such as managing deliverables, schedules, tasks and contract compliance, this is distinguished from a traditional employer-employee function.  This contract prohibits vendor workers from supervising City employees, and prohibits vendor workers from supervision by a City employee.  Prohibited supervision tasks include conducting a City of Seattle Employee Performance Evaluation, preparing and/or approving a City of Seattle timesheet, administering employee discipline, and similar supervisory actions.

Contract workers shall not be given City office space unless expressly provided for below, and in no case shall such space be made available for more than 36 months without specific authorization from the City Project Manager.  

The City expects that at least some portion of the project will require the Vendor workers to be on-site at City offices.  This benefits the City to assure access, communications, efficiency, and coordination.  Any vendor worker who is on-site remains, however, a vendor worker and not a City employee.  The vendor shall ensure no vendor worker is on-site at a City office for more than 36 months, without specific written authorization from the City Project Manager.  The vendor shall notify the City Project Manager if any worker is within 90 days of a 36 month on-site placement in a City office.  

The City will not charge rent.  The Vendor is not asked to itemize this cost. Instead, the vendor should absorb and incorporate the expectation of such office space within the vendor plan for the work and costs as appropriate.  City workspace is exclusively for the project and not for any other vendor purpose.  The City Project Manager will decide if a City computer, software and/or telephone is needed, and the worker can use basic office equipment such as copy machines.  If the vendor worker does not occupy City workspace as expected, this does not change the contract costs.
8.  PROPOSAL FORMAT AND ORGANIZATION 

Note:  Before submitting your proposal, please register your company in the City Registration System. Women and minority owned firms are asked to self-identify.  Call 206-684-0444 for assistance.  Register at:  http://www2.seattle.gov/VendorRegistration/
Legal Name.  Many companies use a “Doing Business As” name, or a nickname in their daily business.  However, the City requires the legal name of your company, as it is legally registered.  When preparing all forms below, be sure to use the proper company legal name. Your company’s legal name can be verified through the State Corporation Commission in the state in which you were established, which is often located within the Secretary of State’s Office for each state.  Go to:  www.coordinatedlegal.com/SecretaryOfState.html
Submit your proposal in the following format and attachments as follows:

1. Cover Letter and Executive Summary (4 pages maximum).

Provide a concise narrative summarizing the proposal in simple, non-technical terms.  Include an explanation of how the proposal meets the objectives and anticipated benefits of the SPU Budget project as outlined in Section 2 and achieves the budget system capabilities as described in Section 6.3.

2. Legal Name Verification:  Enclose a certificate, copy of the web page, or other proof of the legal name of your company.

3. Vendor Questionnaire:  Submit the following Vendor Questionnaire immediately behind the Cover Letter, with all attachments, if applicable.  This form will also identify any items that you intend to mark as confidential.  The form is mandatory.  
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4. Minimum Qualifications Statement:   Provide a document of sufficient length to indicate Vendor compliance to the Minimum Qualifications.  Describe exactly how you achieve each minimum qualification.  The determination that you have achieved all the minimum qualifications may be made from this page alone; the RFP Coordinator is not obligated to check references or search other materials to make this decision.  

5. Mandatory Technical Requirements Statement:  Provide a document of sufficient length to indicate Vendor compliance to the Mandatory Technical Requirements.  Describe exactly how you comply with each mandatory requirement.  The determination that you have achieved all the mandatory technical requirements may be made from this page alone; the RFP Coordinator is not obligated to check other materials to make this decision.  

6. Management Response:  This response is mandatory.
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7. Technical and Functional Response:  This response is mandatory.
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8. Pricing Proposal:  This response is mandatory.
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9. Acceptance & Exceptions to City Contract:  Provide a one-page statement that confirms acceptance of the City Contract  Terms & Conditions, and represents complete review as needed by the Vendor.  If the Vendor has a legal office that must review contract prior to signature, the Vendor must clearly confirm that such review is complete.

If Vendor desires exceptions to the City Contract, attach the City Contract that shows the alternative contract language (print out a version with your suggested new language clearly displayed in a track changes mode). You must provide the alternative language, and not simply list an exception you wish to discuss. You may attach a narrative of why each change is to the benefit of the City and any financial impact.  Also attach any licensing or maintenance agreement supplements. 

As stated earlier in the RFP instructions, the City will not allow a Best and Final Offer. The City will review the proposed language, and will thereupon either accept or reject the language.  The City will then issue a contract for signature reflecting City decisions.  Any exceptions or licensing and maintenance agreements that are unacceptable to the City may be grounds for rejection of the proposal. 

10. Inclusion Plan:  This response is mandatory.
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Submittal Checklist:  Each complete proposal submittal to the City must contain the following:

	Cover Letter
	
	

	Legal Name
	
	

	Vendor Questionnaire
	Mandatory
	

	Inclusion Plan
	Mandatory
	

	Minimum Qualification Statement
	Mandatory
	

	Mandatory Technical Requirements Statement
	Mandatory
	

	Reseller Certification, if applicable
	
	

	Management Response
	Mandatory
	Attachments:  These attachments are to be provided in the Management Response. Company Experience Statement

Company Organization Chart 

Dun & Bradstreet Report 

Current Commitments

Previous Experience

List of Terminations (if any)

Description of Subcontracting Supervision 

Description of Prime – No Subs (if applicable)

	Technical Response
	Mandatory
	

	Pricing Proposal
	Mandatory
	

	City Contract Acceptance & Exceptions
	
	


9.  EVALUATION PROCESS 

The evaluation shall be conducted in a multi-tiered approach.  Proposals must pass through each step to proceed forward to the next step.  Those found to be outside the competitive range in the opinion of the evaluation team will not continue forward to the next evaluation tier.  
Round 1 - Minimum Qualifications and Responsiveness.  City Purchasing shall first review submittals for initial decisions on responsiveness and responsibility.  Those found responsive and responsible based on this initial review shall proceed to Round 2.  Equal Benefits, Inclusion Plan and Minimum Qualifications for those specifications upon which the Proposer is submitting, and other elements of responsiveness will be screened in this Step.
Round 2 – Mandatory Technical Requirements –The City will then review submittals for initial decisions on responsiveness to the mandatory technical requirements. Those found responsive based on this initial review shall proceed to Round 3.
Round 3 – Management, Technical ,Pricing and Inclusion Plan Scoring.   The City will evaluate proposals that successfully pass through the previous Rounds.   The City will evaluate proposals using the criteria below.  Responses will be evaluated and ranked.  Those proposals that cluster within a competitive range in the opinion of the evaluation team shall continue.  

	
	Total possible points

	Management Response
	700

	Technical Response 
	700

	Pricing Proposal
	600

	Inclusion Plan
	200

	Grand Total
	2,200 


Round 4 - Top Ranked Proposer References.  The City will contact references submitted in the Proposer’s Management Response.  A pass/fail score will be given considering all references in the aggregate.  The references will be asked questions regarding their experiences working with the Proposer and the Proposer’s experience planning, developing, implementing, testing and deploying the system built for the reference.  Each Proposer receiving a failed score on references may be disqualified from further consideration.  
Round 5 – Top Ranked Proposer Interviews.  The City requires that all top ranked Proposers who remain active and competitive to go through an interview conducted in Seattle, WA.   Should only a single Proposer remain active and eligible for interview, the City will retain the option to proceed with an interview or may waive this Round in full. Proposers shall be scored up to 200 extra points for their interview.  The scope of the interview may include:
· Obtaining more in depth information regarding material in Vendor’s written proposal;

· Obtaining information on project-related topics not included in Vendor proposals;

· Assessing Vendor’s communication skills and team interactions.
Proposer Final Rankings and Selection 
The City will make a final selection based on the results of the above process and will select the Proposer with the most total points scored through Round 5.
Repeat of Evaluation Steps: If no Proposer is selected at the conclusion of all the steps, the City may return to any step in the process to repeat the evaluation with those proposals that were active at that step in the process.  In such event, the City shall then sequentially step through all remaining steps as if conducting a new evaluation process. The City reserves the right to terminate the process if it decides no proposals meet its requirements.

Points of Clarification:  Throughout the evaluation process, the City reserves the right to seek clarifications from any Proposer.  

10.  AWARD AND CONTRACT EXECUTION INSTRUCTIONS
The City RFP Coordinator intends to provide written notice of the intention to award in a timely manner and to all Vendors responding to the Solicitation.  Please note, however, that there are time limits on protests to bid results, and Vendors have final responsibility to learn of results in sufficient time for such protests to be filed in a timely manner.   

Protests and Complaints.

The City has rules to govern the rights and obligations of interested parties that desire to submit a complaint or protest to this RFP process.  Please see the City website at http://www.seattle.gov/purchasing/pan.htm  for these rules.  Interested parties have the obligation to be aware of and understand these rules, and to seek clarification as necessary from the City.

No Debriefs to Proposers.

The City issues results and award decisions to all proposers, and does not otherwise provide debriefs of the evaluation of their respective proposals.

Instructions to the Apparently Successful Vendor(s).

The Apparently Successful Vendor(s) will receive an Intention to Award Letter from the RFP Coordinator.  The Letter will include instructions for final submittals that are due prior to execution of the contract.  
If the Vendor requested  contract exceptions per the instructions (Section 8.9), the City will review and select those the City is willing to accept.  

After the City reviews any exceptions, the City will initiate contract negotiations with the Apparent Successful Vendor.  The Apparent Successful Vendor will work with the City’s project staff to develop a Statement of Work (SOW)/ Work Order that outlines the project plan to the level of detail that will reduce uncertainty to a minimal level.  The SOW/Work Order will become part of the contractual performance obligation by the Vendor. The Contract will be executed upon the vendor’s satisfactory completion of negotiations.  If negotiations cannot be completed to mutual satisfaction within 15 calendar days or in an otherwise reasonable time frame in the opinion of the City, then the City retains the sole option to terminate negotiation.  In such an event, the City reserves the right to name another Apparent Successful Vendor and restart with the new vendor or to terminate the RFP process.
Once the City has finalized and issued the contract for the Vendor’s signature, the Vendor must execute the contract and provide all requested documents within ten (10) business days.  This includes attaining a Seattle Business License, payment of associated taxes due, and providing proof of insurance.  If the Vendor fails to execute the contract with all documents within the ten (10) day time frame, the City may cancel the award and proceed to the next ranked Vendor, or cancel or reissue this solicitation.  

Cancellation of an award for failure to execute the Contract may result in Vendor’s disqualification for future solicitations for this same or similar product/service.

Checklist of Final Submittals Prior to Award.

The Vendor(s) should anticipate that the Letter will require at least the following.  Vendors are encouraged to prepare these documents as soon as possible, to eliminate risks of late compliance.

· Ensure Seattle Business License is current and all taxes due have been paid.

· Ensure the company has a current State of Washington Business License.

· Supply Evidence of Insurance 
· Proof of certified reseller status (if applicable)

· Supply a Taxpayer Identification Number and W-9 Form 

Taxpayer Identification Number and W-9.

Unless the apparently successful Vendor has already submitted a fully executed Taxpayer Identification Number and Certification Request Form (W-9) to the City, the apparently successful Vendor must execute and submit this form prior to the contract execution date.  
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Attachments

The following documents have been embedded within this document.  To open, double click on icon.  

Attachment #1  Insurance Requirements
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Attachment #2:  Contract & Terms and Conditions 
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Attachment #3:  Just the Facts (for SPU) 


[image: image15.emf]SPU_Facts.pdf


Attachment #4:  Budgeting, Planning and Forecasting Business Requirements Document
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Attachment #5:  SPU Logical Design Template
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Attachment #6:  SPU Physical Design Template
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Attachment #7:  SPU System Test Plan Template
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Attachment #8:  SPU Preliminary Infrastructure Capacity Template
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Attachment #9:  SPU Final Infrastructure Capacity Template
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Attachment #9:  BPF Conceptual Data Model v0.0.docx

[image: image22.emf]BPF Conceptual Data  Model v0.0.doc


PAGE  
1

_1385795107.xls
Technical Essay Questions

		ID		Technical Essay Questions - Please provide a written response to each of the technical essay questions outlined below.   Completely and thoroughly respond to each of the questions.  The Technical Essay Question response must be 20 pages or less. (10 double sides pages or 20 single sided pages).

		T1		System Installation		Provide descriptions of all hardware required for the initial installation, operation, and maintenance of the software solution.  List the recommended server(s) for the proposed solution including details such as hard drive size, RAM and processor requirements. Please identify differences (if any) based on environment (Development, Test, UAT and Production).

		T2		Computing Environment and Standards		Clearly state whether you can conform to the standards and configurations outlined in Section 6.2.2.3 of the RFP.

		T3		Technical Architecture		List and describe all software modules, and what function they serve.  Describe the scalability of the software solution and your recommended technical architecture.  Provide description of workflow tools/capabilities used by the system, including their flexibility and configurability.   Identify all technologies used in various layers in your system.

		T4		Implementation		Describe your experience implementing a public sector budget solution for an organization with multiple lines of business (Funds) that shares tools and resources.  Identify challenges you confronted, lessons learned, and how your approach addresses these challenges and lessons.

		T5		Solution Software		Seattle Public Utilities is licensed to install and operate TM1 and Cognos v8.4.1/v10.  Identify any additional vendor or 3rd party software products that are required as part of your proposal.  For each additional product, describe its function and relevance and include the purchase of the recommended products in your pricing proposal.

		T6		Requirement GAP and/or Best Practices Resolution		Describe your approach for resolving requirement gaps or implementation of best practices that may differ from business process solutions outlined in the Business Requirements document.

		T7		System Upgrades		Describe your approach to meeting requirements that are not fulfilled out of the box by TM1 or included in the configuration tools.  Describe how any customizations would be supported by Seattle Public Utilities following the end of the implementation project, including portability to new releases of TM1.

		T8		System Persistence		Describe any challenges with loss of data if a failure occurs and your recommended approach from lessons learned.

		T9		Data Integration (Inputs)		Describe your experience developing and maintaining interfaces from external systems that provide data input to the budgeting system such as:
      Financial System 
      Human Resource System
      Project & Portfolio Mgmt System
Include any considerations or lessons learned related to challenges & frequency of data integration and how your proposed approach addresses these challenges.

		T10		Data Integration (Outputs)		Describe your experience developing and maintaining interfaces to external systems that are consumers of the approved Budget plans mastered by the system such as:
      Financial System
      Financial Data Mart
Include any considerations or lessons learned related to challenges and frequency of data integration/synchronization and how your proposed approach addresses these challenges.

		T11		Cognos BI Tool		Seattle Public Utilities has implemented Cognos v8.4.1 as its business intelligence and reporting tool.  Please describe your previous experience with an implementation using Cognos and any recommendations on meta data configuration, versioning and lessons learned related to the integration of Cognos with TM1.

		T12		Security		Describe the security features of TM1 and the recommended approach for system security.

		T13		Training		Describe your proposed approach to training and satisfying RFP requirements 6.9.5, 6.9.6, and 6.9.7.

		T14		Performance Testing/Tuning		Describe your proposed approach to ensure adequate system capacity and performance.  Describe how you approach performance tuning and testing, troubleshooting and resolution of performance and capacity issues.



&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P

&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P

&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P

&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P

&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P



Core Req Instructions

		Core Functional Requirement Instructions:

		The worksheet content includes 42 summary requirements that require a specific response.  Below each summary requirement is a cross reference to the detail requirements included in the Business Requirements Document (BRD).    BRD requirements are highlighted with a purple background while summary requirements have a Requirement ID in Column A and have a plain white background.  For each summary requirement, please fill out columns G, H, I, and J.

Detail requirements have a highlighted (purple) background and are included for information purposes only.  No entry should be made for these rows unless the proposer feels providing additional detail in these columns provides a clearer response.

		Proposers Please edit columns G,H, I and J

		Column G: Functional Response (enter one of SF, CF, MO, NS):

		SF =  Standard Feature Fully Provided "Out-of-the-Box"

		CF = Configurable Feature (no changes to underlying source code)

		MO = Modification Required of Underlying Code or Expansion of Product

		NS = Not Supported

		Column H: Primary/Third Party Response (enter one of AP, TP, NA):

		AP = Additional software package required from primary software provider

		TP = Functionality available through a third-party software package included in the proposal

		NA = Not Available

		If  AP or TP is used, please notate the required software package in the Comments column (column K).

		If NA is used in Primary/Third Party response (column H), then an explanation should also be provided in column I.

		Column I: Describe the Approach to Meet the Requirement

		Describe how you would configure/program the system meet this requirement. List TM1 modules or architecture component used to address this requirement. Describe any custom modifications or use of additional software in order to meet this requirement. If a specific requirement will be available in a future version, specify the version.

		Column J: Estimated Development Hours

		Please provide an estimate of the number of staff hours required to develop/implement this feature. This estimate is for informational purposes and is non-binding.



&LRFP #SPU-165&C&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P

&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P

&A

&L&BSeattle Public Utilities Confidential&B&C&D&RPage &P



Core Requirements

		Req ID		Subject Area		Requirement		Requirement - Notes		Requirement Option		BRD NBR		Functionality Response		Primary / 3rd Party		Describe the Approach to Meet the Requirement		Estimated Development Hours		Que

		C1		Security Administration		Ability to configure user security groups with variable security privileges.				Core

				7.1 User Security Group Administration		Budget Planning & Forecasting shall provide the capability to create and maintain User Security Groups as needed to administer the budget processes.		The preliminary set of user groups includes:
System Administrator - all capabilities
Budget Analyst - All budgeting capabilities
Budget Manager - Budget capabilities for stewarded portion(s) of the budget with restrictions by Budget Type and Budget Status Type.		Core		BR0111

				7.1 User Security Group Administration		Budget Planning & Forecasting shall enable inactivating a User Security Group.		Note – Budget Planning & Forecasting must validate that there are no active users assigned to a User Group before inactivation of the group is allowed.		Core		BR0116

				7.1 User Security Group Administration		Budget Planning & Forecasting shall enable configuration of those User Security Group(s) that possess the system administration capability.		At least one user security group must contain the system administration capability that allows the authorized users to add new Labor Positions, or Activities that aren’t provided from a source system.		Core		BR0113

				7.1 User Security Group Administration		Budget Planning & Forecasting shall enable configuration of those User Security Group(s) that possess the security administration capability.		User Security Group(s) with security administrator rights will be able to define new user security groups, define new users, assign users to user groups, define the privileges of each user group, etc.		Core		BR0112

				7.1 User Security Group Administration		Budget Planning & Forecasting  shall maintain User Security Group definitions including configuration of restrictions by:

   Budget Type 
   Budget Status Type 
   General Ledger Account
   Annotation Type
   Field				Core		BR0114

		C2		Security Administration		Ability to specify and maintain authorized users including a user security group assignment.				Core

				7.2 Authorized Users		Budget Planning & Forecasting shall provide capability to establish and assign security administrators via the relevant user group assignment.				Core		BR0210

				7.2 Authorized Users		Budget Planning & Forecasting Security Administrators shall have the capability to establish authorized users and assign each user to a user security group via effective and expiration dates.				Core		BR0215

				7.2 Authorized Users		Budget Planning & Forecasting shall enable inactivating a user by setting the expiration date on the User’s group assignment.				Core		BR0230

		C3		Security Administration		Ability to apply user's assigned security privilege.				Core

				7.2 Authorized Users		Budget Planning & Forecasting shall grant privileges to users based on user group assignment as long as that assignment is active (i.e. the current date between user security assignment effect and expiration dates).				Core		BR0220

				7.2 Authorized Users		Budget Planning & Forecasting shall restrict user budget entries based on Activity and/or Organization stewardship for the ‘Budget Manager’ User Group.		When entering budget amounts, pull-downs or entry fields should only display Activities or Organizations where the user matches the stewarding user specified on the Activity or Org record.   If the user is a system admin, no Activity or Org restriction will apply.		Core		BR0225

				7.2 Authorized Users		Budget Planning & Forecasting shall reflect user authorization changes based on effective & expiration date(s).				Core		BR0235

		C4		Budget Types		Ability to define multiple budget types including configuration of any budget type process factor(s) used to control budget features.				Core

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall enable creation of user defined Budget Types by System Administrator users.		Current budget types include:
Adopted Budget
Endorsed Budget
Carry Forward Encumbrance Budget
Carry Forward Special Budget
Supplemental Budget
Inter/Intra Budget Control Level Transfer Budget
Spending Plan
Projected Cost Plan
6-Year Forecast		Core		BR0400

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall enable definition of valid budget status values that vary by Budget Type.				Core		BR0405

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall enable inactivation of a Budget Type.				Core		BR0410

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall enable configuration of the budgeting time period (monthly or annual) based on budget type.		Some Budget Types require monthly values while other only have annual amounts.		Core		BR0415

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall enable configuration by Budget Type and General Ledger Account when Budget Item Details are required for a Budget Item.		For example, when creating the Adopted Budget, Budget Item Details may be required for the Travel & Training General Ledger Account.  Conversely, Budget Detail Required entries would not be configured for the 6 Yr Budget as the Travel & Training dollars are estimates and the specific travel/training would not be known.		Core		BR0425

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall require entry of Budget Item Detail(s) for the appropriate Budget Items based on Budget Type and General Ledger Account configuration.				Core		BR0430

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall enable configuration by Budget Type to identify which budgets require detail labor budgeting.		Detail labor budgeting includes entry of Labor Allocations (labor requests) and Labor Assignments.		Core		BR0440

		C5		Financial Hierarchy References		Ability to integrate with multiple source system(s) to maintain financial references (chart fields) as well as incorporating manual entries required to support the budget process.				Core

				7.6 Department of Finance Project Assignment		Budget Planning & Forecasting shall master the valid set of Department of Finance Projects				Core		BR0600

				7.6 Department of Finance Project Assignment		Budget Planning & Forecasting shall integrate with the appropriate source system to add new Operations & Maintenance Department of Finance Projects.		If source system has an Operations & Maintenance Activity that does not exist in the Budget Planning & Forecasting Department of Finance Project table, the entry will be added.		Core		BR0605

				7.6 Department of Finance Project Assignment		Budget Planning & Forecasting shall integrate with the appropriate source system to add new Capital Improvement Program Department of Finance Projects.		If the source system has a Department of Finance Project ID that does not exist in the Budget Planning & Forecasting, the entry will be added.		Core		BR0605

				7.6 Department of Finance Project Assignment		Budget Planning & Forecasting will provide capability to manually create and update Department of Finance Projects that don't exist in the source system(s).				Core		BR0615

				7.6 Department of Finance Project Assignment		Budget Planning & Forecasting will assign the Department of Finance Project for any Operations & Maintenance activity (N, NN, NS) to itself.				Core		BR0625

				7.6 Department of Finance Project Assignment		Budget Planning & Forecasting will maintain Department of Finance Project assignments consistent for a year.		If the Department of Finance Project ID assignment changes during the year, Budget Planning & Forecasting will make the assignment effective as of Jan 1 of the current year to prevent multiple assignments in a single year.		Core		BR0630

				7.7 Financial Data Integration		Budget Planning & Forecasting shall integrate with the appropriate source system(s) to incorporate additions and changes to the following data entities:
Organization
Activity
General Ledger Account
General Ledger Program
Department of Finance Project
Project Group
Project-to-Budget Program Cross-Reference
Project-to-Budget Control Level Cross-Reference
Budget & Sub Budget Program
Budget & Sub Budget Control Level
Activity Fund Allocation
Fund
Activity Sub Fund Allocation		Budget Planning & Forecasting will integrate with the appropriate source system to identify new instances that should be added to Budget Planning & Forecasting as well as changes to existing instances that must be updated.		Core		BR0700

				7.7 Financial Data Integration		Budget Planning & Forecasting shall enable authorized System Administrators to create manual instances for any financial data entities needed to support the budget process.		For example, a new Operations & Maintenance Activity or Budget Control Level or Organization may be needed to support a future budget year that does not yet exist in the financial source systems.		Core		BR0705

				7.7 Financial Data Integration		Budget Planning & Forecasting shall include both source system and manual data entries for each financial data entity.		Note - Source system entries will be updated automatically.  Manual entries may be manually updated and deleted (if not referenced).  Once a financial data entry exists in the source system even though it may have been originally created in Budget Planning & Forecasting manually, it must now be included in the automated update process.		Core		BR0710

				7.7 Financial Data Integration		Budget Planning & Forecasting shall enable authorized System Administrator(s) to delete manually created data instances if they have not been referenced by a budget.		For example, if a System Administrator creates a General Ledger Account and then determines it isn’t needed, the General Ledger Account can be deleted if it has not been used in a budget.		Core		BR0715

		C6		Budget Factors		Ability to create & maintain multiple Budget Factor Types and historical values based on ore or more criteria.				Core

				7.9 Budget Factors		Budget Planning & Forecasting shall support user defined Budget Factor Types that are applied based on one or more of the following criteria:

Revenue & Expense Management Account
General Ledger Account
Fund
Organization
Union Affiliation
General Ledger Program
Project Type				Core		BR0900

				7.9 Budget Factors		Budget Planning & Forecasting shall maintain historical Budget Factor values for a Budget Factor Type based on a fiscal year period.		For example, the Labor Cost of Living Adjustment may include these values over time:
2010 – 2%
2011 – 4%
2012 – 1%		Core		BR0905

		C7		Budget Factors		Ability to apply universal budget factor changes upon request for any budget that has not been finalized.				Core

				7.9 Budget Factors		Budget Planning & Forecasting shall provide the capability to automatically recalculate a budget upon request if the budget is not finalized (based on budget status) and a budget factor value is changed.		For example, suppose the Labor Cost of Living Adjustment (COLA)  is initially specified as 2% by the City Budget Office.  Due to economic conditions, labor agrees to reduce its COLA from 2% to 1%.  If a Budget is in-progress and not been finalized, Budget Planning & Forecasting shall provide the option to have the related budget dollars recalculated to reflect a universal budget factor change.		Core		BR0920

		C8		Budget Formulas		Ability to create and maintain budget formulas that incorporate multiple budget factors which are applicable to various General Ledger Accounts by budget yype.				Core

				7.9 Budget Factors		Budget Planning & Forecasting shall enable user defined Budget Formulas that contain one or more Budget Factor Types including the sequence and operand.		Budget Planning & Forecasting shall provide budget formula creation similar to Excel.		Core		BR0910

				7.9 Budget Factors		Budget Planning & Forecasting shall allow read access to Budget Factors & Formulas by all User Groups but update will be limited to the System Administrator and Budget Analyst User Groups.		Budget Managers will have read only access to Budget Factors.  Budget Analysts and System Administrators will have CRUD capabilities.		Core		BR0912

		C9		Budget		Ability to create and maintain multiple concurrent budget versions.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall maintain all instances of a budget (past, current and future) as well as unlimited budget versions and What-If scenarios.		Seattle Public Utilities will have multiple concurrent budgets of different budget types and versions.		Core		BR1100

				7.11 Budget Creation		Budget Planning & Forecasting shall create a new Budget upon request.				Core		BR1103

		C10		Budget		Ability for all budgets to include Revenues, Capital Improvement Program Expenditures and Operations & Maintenance Expenditures.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall include both Revenues and Expenditures in a budget.				Core		BR1101

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall include both Revenue and Expenditure amounts in Budget Item calculations.				Core		BR1205

		C11		Budget		Ability to support multi-tiered budgets comprised of: budget, budget items and budget item details.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall support detailed budgeting by maintaining a 3-tier budget structure of Budget, Budget Item and Budget Item Detail.		Note – A Budget Item Detail is optional unless the Budget Detail Required configuration mandates entry.		Core		BR1102

		C12		Budget Item		Ability to define & enable creation of budget items based on grain elements.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall enforce that all Budget Items contain the following:

Budget
Fund
General Ledger Account 
Activity
Organization/Division/Branch or                  Division/Branch
Time Period		Note the Time Period is defined by the Budget Allocation Method if any for the Budget Type related to the parent Budget.  If no Budget Allocation Method exists, the dollars will be annual amounts.		Core		BR1115

		C13		Budget Item		Ability to utilize a starting point in the creation of a new budget.  The starting point may be predefined based on the budget type or user specified and may vary between revenue and expenditures.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall automatically create Budget Items for each Budget based on the Budget Type.		Some Budget Types will utilize a prior budget as a starting point while other Budget Types don’t include a starting point and all Budget Items are manually input.  For example, the Adopted Budget may be based on the Endorsed Budget such that all the Budget Items from the Endorsed Budget are copied to the Adopted Budget excluding inactive entries.  Conversely, for the Supplemental Budget, all entries are manually input.		Core		BR1104

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall incorporate multiple starting points that can vary by Activity Type (Capital Improvement Program vs. Operations & Maintenance) as well as Account Type (Revenue vs. Expenditure).				Core		BR1210

				7.11 Budget Creation		Budget Planning & Forecasting shall support varying starting points for the Revenue & Expense Management, Baseline & Request Amounts within a Budget based on the Budget Type.				Core		BR1105

				7.11 Budget Creation		Budget Planning & Forecasting shall validate and reject any budget creation request where the budget starting point has a fiscal year greater than the target fiscal year.		For example, cannot use a budget for 2014 as the basis to create a 2013 budget.  Budget Planning & Forecasting will not provide functionality to un-inflate a budget.		Core		BR1125

				7.11 Budget Creation		Budget Planning & Forecasting shall support up to 3 different starting points for creating the Budget Items within a Budget based on the following:

Revenue

Capital Improvement Program Expenditures

Operations & Maintenance Expenditures				Core		BR1108

		C14		Budget Item		Ability to bypass budget items from a budget starting point if the entry is flagged as a one-time entry or any of the financial chart references are no longer valid.				Core

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall bypass starting point amounts related to inactive General Ledger Accounts, Activities or Organizations when creating a new budget.				Core		BR1250

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall exclude starting point amounts if the One-Time Flag is set to ‘Y’ and the starting point budget year is prior to the new budget year when creating a new budget.				Core		BR1255

		C15		Budget Item		Ability to apply variable formulas and factors in the calculation of multiple  amounts per Budget Item.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall support user specified starting points for the Request Amount based on Budget Type – some Budget Types have fixed starting point and others support user defined starting points.		For example, the user may designate a starting point for the Adopted Budget request items versus the Carry Forward Encumbrance Budget where the starting point is fixed.		Core		BR1106

		C16		Budget Item		Ability to create & enable real-time calculation of non-labor Budget Item amounts utilizing Budget Formulas.				Core

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall enable real-time calculation of Budget Item amounts (Revenue & Expense Management, Baseline, Request) when a new Budget is created and a starting point is specified.				Core		BR1200

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall apply variable General Ledger Account related formulas in calculating the Revenue & Expense Management, Baseline  & Request amounts for a Budget Item.				Core		BR1215

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall calculate the Request Amount by summarizing the Start Point dollars excluding the original fund & month designations, inflate that value and then apply the current activity fund allocations as well as monthly allocation methods if applicable.				Core		BR1225

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall allocate the request amounts to monthly amounts if needed based on the Budget type and Budget Allocation Method.				Core		BR1245

		C17		Budget Item		Ability to automatically calculate dependent budget items such as labor fringe or overheads.		Note - Seattle Public Utilities currently applies a set percentage for Labor Fringe but in the future may adopt a traditional budget approach for benefits (i.e. break out taxes, healthcare costs, etc. and apply to each labor position).		Core

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall automatically create and calculated dependent Budget Items.  For example, Labor Fringe cannot be calculated until Regular Salary & Wages are calculated.				Core		BR1220

		C18		Budget Item		Ability to calculate and maintain both debit and credit budget item amounts as well as rounding amounts to the nearest whole dollar.				Core

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall calculate and maintain budget amounts by rounding up to the nearest whole dollar.		For example, the calculation result of $440.23 would be maintained as $441 in Budget Planning & Forecasting.		Core		BR1235

		C19		Budget Item		Ability to automatically allocate budget amounts by various factors such as fund, month, etc.				Core

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall automatically allocate any manual budget item entries to the appropriate fund and months based on the activity designation and budget allocation method for the specified General Ledger Account & Budget Type.				Core		BR1230

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall allocate budget items to General Ledger Accounts if the Budget Type requires General Ledger Account assignments using the General Ledger Accounts from the prior year actual expenditures.  If the Activity is new and no prior actual exist, a default the General Ledger Account  (744590) will be assigned.				Core		BR1240

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall automatically allocate Budget Items without a fund designation by applying the current fund percentage based on the activity assignment.				Core		BR1364

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall automatically allocate Budget Items without a month designation when needed by applying the Budget Allocation Method based on Budget Type and General Ledger Account.				Core		BR1366

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall allocate Budget Items without a Budget Allocation Method into 12 equal monthly amounts.				Core		BR1368

		C20		Budget Item		Ability to enable manual entry of Budget Items enforcing required entries and permitting optional entries.				Core

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall support user entered budget items (new budget items) upon request.				Core		BR1314

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall support entry of budget revisions via web interface as well as excel file interface.				Core		BR1312

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall maintain a list of Operations & Maintenance Activities & Organizations that are authorized to create budget items that are outside their assigned Division by effective and expiration budget year.		Maintaining entries in this exception table shall be restricted to the System Administrator and Budget Analyst user groups.		Core		BR1320

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall restrict the display of allowable Operations & Maintenance Activities for a new Budget Item based on the Activities stewarded by their Division (Sub Program) or defined as an allowable exception in the Operations & Maintenance Inter Organization Activity.		Budget Planning & Forecasting must  derive which Operations & Maintenance activities are stewarded by a Sub Program (Division) such that Low Org Operations & Maintenance Budgets can be limited to those Activities that are  ‘active’ for current Project Group and the assigned Budget Sub Program matches the user’s Org budget Sub Program or an Inter Org Operations & Maintenance Activity exception has been defined.		Core		BR1330

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall restrict the display of the General Ledger Accounts and Org when creating a new Budget Item by a Budget Manager.  The General Ledger Account restriction will be based on the Budget Manager User Group General Ledger Accounts and the Org restrictions will be based on the User’s stewarded organizations.				Core		BR1310

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall restrict update of the Budget Item Revenue & Expense Management  and  Baseline amounts to a System Administrator or Budget Analyst user.		Budget Managers can revise the request amount but not the Revenue & Expense Management or Baseline amounts.		Core		BR1315

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall support entry of manual Budget Items that include these optional and required elements:

Required Elements:
Activity
Amount
Request Type

Optional Elements:
Fund (allocated by system)
Month (allocated by system)
Account (based on Budget Type)
General Ledger Program (for Revenue Accounts only)
Organization (required for Operations & Maintenance)				Core		BR1362

		C21		Budget Item		Ability to highlight manually entered budget amounts if entry exceeds variance threshold.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall enable definition of a variance threshold to enable variable highlighting of variances.		For example, if a Budget Target of $50M is established and a budget threshold of $1K may be defined.  If a variance exists up to $1K, this might be highlighted in yellow versus a larger variance that is highlighted in red.		Core		BR1160

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall highlight a Budget Item Request Amount if the value exceeds the Budget Item Baseline Amount.				Core		BR1340

		C22		Budget Item		Ability to enable automatic assignment of financial references for a budget item.				Core

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall automatically assign these financial hierarchy references to each Budget Item:

Department of Finance Project
Budget Control Level
Revenue & Expense Management Budget Control Level
Revenue & Expense Management Account 
Cost Group
Budget Program
General Ledger Program				Core		BR1370

		C23		Budget Display		Ability to display or hide a budget or budget fields based on the user's security privileges.				Core

				7.11 Budget Creation		Budget Planning & Forecasting shall restrict user access to a Budget based on the assigned Budget Status and the user’s assigned User Group Budget Privilege.				Core		BR1135

				7.11 Budget Creation		Budget Planning & Forecasting shall display budgets as read only based on the User Group Privilege read/update flag.				Core		BR1164

				7.11 Budget Creation		Budget Planning & Forecasting shall display budgets as read only based on the Budget Type and/or Budget Type status specified in the User Group Budget Privilege.		User Group Budget Privilege specifies whether a user has update or read only privileges for a particular budget type and/or budget type status.		Core		BR1166

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall limit display of Budgets based on user’s assigned User Security Group and allowable Budget Types.				Core		BR1380

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall display a Budget as ‘Read Only’  based on user’s assigned User Group and allowed Budget Type Status privileges.				Core		BR1381

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall hide any Budget Item Annotation that is not defined based on the User’s allowed User Group Annotation Type.				Core		BR1360

				7.11 Budget Creation		Budget Planning & Forecasting shall permit user flagging of private annotations intended as a user reference.  Budget Planning & Forecasting shall only display private annotations for the user author.				Core		BR1190

		C24		Budget Display		Ability to narrow the display of budget data to stewarded section of budget when applicable.				Core

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall limit display of budget items to those items that are part of a Budget Request that the user stewards excluding the System Administrator and Budget Analyst user groups that have no stewardship exclusions.				Core		BR1306

		C25		Budget Display		Ability to display system calculated budget items such as overheads or fringe as read-only while allowing updates to user entered budget items.				Core

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall display Budget Items as read only if the user’s User Group is restricted to specific allowable General Ledger Accounts and the Budget Item is related to a General Ledger Account not included in the allowable account list.		For example, a user may be able to enter Salary & Wages but not Labor Fringe.  If Labor Fringe is not included in the user’s allowed accounts, it should be displayed as read only.  Display is needed as it is part of their budget even though they can’t manually alter the budget dollars.		Core		BR1308

		C26		Budget Display		Ability to display the budget formula that was applied to calculate a budget item amount.				Core

				7.12 Calculate Budget Item Amounts		Budget Planning & Forecasting shall enable display of the budget formula used to calculate a Budget Item amount (Revenue & Expense Management, Baseline or Request amount).				Core		BR1217

		C27		Locking Budget Items		Ability to lock budget items by an authorized users.				Core

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall enable Budget Group users to lock a Budget Item upon request to prevent changes by a Budget Manager.				Core		BR1375

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall lock the Budget Item once the stewarding Budget Manager has approved the budget item.		This will prevent the Budget Manager from making changes after they have submitted their approved budget.  The Budget Manager will contact the Budget Group to make any additional changes or unlock the Budget Item.		Core		BR1385

		C28		Labor Budgeting		Ability to integrate with Human Resource system to create & maintain labor related data required for detailed labor budgeting.				Core

				7.8 Human Resource Data Integration		Budget Planning & Forecasting shall integrate with the Human Resource system on a daily basis to maintain current labor position data including both filled and vacant positions.  Data elements include but not limited to:

Employee Name 
Full or Part Time Designation
Organization Assignment
Supervisor Assignment
Position Number
Compensation (current & all steps) 
Job Class 
Union Affiliation		Seattle Public Utilities performs detailed labor budgeting by Labor Position (filled or vacant).

Data elements include but not limited to:
Employee Name (if any - position may be vacant)
Fulltime/Part Time
Org Assignment
Supervisor Assignment
Position Number
Pay Steps 
Job Class 
Union Code		Core		BR0800

				7.8 Human Resource Data Integration		Budget Planning & Forecasting shall integrate with Human Resource system to maintain the valid set of union affiliations.				Core		BR0802

				7.8 Human Resource Data Integration		Budget Planning & Forecasting shall integrate with the Human Resource system to include Labor Pay Steps for each Labor Position (filled or vacant).				Core		BR0805

		C29		Labor Budgeting		Ability to incorporate manual labor data entries required for detail labor budgeting.				Core

				7.8 Human Resource Data Integration		Budget Planning & Forecasting shall enable authorized System Administrators to manually input new labor positions that may not exist in the Human Resource source system.		New employee position may be approved for next year so needs to be included in budget but that position may not yet be defined in the Human Resource source system.		Core		BR0810

				7.8 Human Resource Data Integration		Budget Planning & Forecasting shall enable authorized users to record an override to the budgeted labor days for a specific fiscal year.		For example, employee may be off the first 4 months of the year due to a sabbatical and therefore the labor days allocation should only be 147 days (220 x 8/12).  Budget Planning & Forecasting will support entry of a labor day override of 147 days for a fiscal year.		Core		BR0815

		C30		Labor Budgeting		Ability to detect labor data changes with budgeting impacts and provide email notifications of the changes.				Core

				7.8 Human Resource Data Integration		Budget Planning & Forecasting shall provide email workflow notifications to the Budget Analyst User Group  if any of the following conditions is detected:

New Labor Position added 

Labor Position Organization Change – Position is transferred from Organization A to Organization B

Labor Position Changes From/To Funded or Non-Funded

Labor Position Changes from/to Full Time or Part Time

Management pay change not related to pay step changes

Vacant Position filled such that actual labor pay steps are known

Employee Position Change

Employee Job Title Change

And the budget is related to a Budget Type with the Detail Labor Flag = ‘Y’ and the current budget status is related to a Budget Status Type where the Labor Change Notification Flag  = ‘Y’.		The email should detail the labor position that was add/changed as well as the specific budgets that may require revision.		Core		BR0825

		C31		Labor Budgeting		Ability to create starting point labor assignments for all labor positions.				Core

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall create initial labor assignment upon request based on Operations & Maintenance or Capital Improvement Program priority configuration by Branch (Budget Program).		Budget Planning & Forecasting shall assign labor days for each active funded pocket by activity based on prior year’s assignment (assuming activity is still active) and Operations & Maintenance and Capital Improvement Program priority designated by the Organization's Branch (Budget Program).   This may result in an under assignment due to closed activities.  Budget Manager will revise as appropriate.		Core		BR1620

		C32		Labor Budgeting		Ability to create and maintain detail labor assignments including identification of any labor position that has an over or under labor assignment.				Core

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall maintain detailed labor assignments by position, activity, organization, month and labor days required to determine Capital Improvement Program and Operations & Maintenance labor dollars for budgeting.				Core		BR1626

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall budget labor position resources by ensuring that each funded labor position is fully assigned to one or more Activities up to the maximum allowed labor days based on the position’s Full or Part Time status unless an override labor day value exists.		A full time Labor Position is fully budgeted at 220 days and a part time position is fully budgeted if the labor assignments equal 110 days.  Override labor day values may exist for labor positions in which an employee is on sabbatical or has extended family leave.		Core		BR1600

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall require entry of Labor Allocations & Labor Assignments for any budget related to a Budget Type that is configured to include detail labor budgeting.				Core		BR1601

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall provide a grid facility for the Resource Manager to enter all labor assignments including display of over or under labor assignments.				Core		BR1621

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall limit labor assignment entries to those labor positions related to organizations stewarded by that user.  The System Administrator & Budget Analyst user groups will not be limited by organization.		User will be limited to those Labor Positions they actively steward.		Core		BR1622

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall restrict the available Capital Improvement Program activities to those where a Labor Allocation requests exists for an Organization the user stewards.		User will be limited to those Capital Improvement Program Activities where a labor allocation request exists for their stewarded organization.		Core		BR1624

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall restrict the available Operations & Maintenance activities for Labor Assignments to those that are stewarded their Division as well as those exception Activities designated as an Inter Division Activity Exception. The System Administrator & Budget Analyst user groups will not be restricted by activity.				Core		BR1623

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall maintain a Minimum Operations & Maintenance Labor Day threshold to enable a comparison of the actual Operations & Maintenance Assigned Labor Days to the Minimum Assigned Labor Days.		This will be done by defining a specific Budget Threshold Type and maintaining the min labor day quantity as a Budget Threshold.		Core		BR1627

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall provide facility to identify over and under assigned resources as well as detail any Operations & Maintenance Labor Day Variance.		For example, an employee may be assigned to multiple activities which results in more than 220 days for fulltime employee or 210 for part-time employees		Core		BR1640

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall provide a facility for each resource Budget Manager  to specify that the labor assignments are complete.   Budget Planning & Forecasting will validate that there are no over or under labor assignments. If an over or under labor assignment exists, the approval request will be denied and the stewarding Budget Manager will make the appropriate correcting entries.				Core		BR1645

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall provide a comparison of the budget Operations & Maintenance labor days to the Minimum Operations & Maintenance Labor day threshold.  If the budgeted days are less than the minimum days, an Operations & Maintenance labor day variance will exist.		For example, if the minimum Operations & Maintenance Labor Day threshold is set to 5 days and a labor position has no Operations & Maintenance labor assignments, the variance will be minus 5.		Core		BR1628

		C33		Labor Budgeting		Ability to calculate budget labor dollars using the applicable pays steps and union cost of living adjustment for each labor position and then allocating the labor position dollars by activity, fund and month based on the number of pay periods.				Core

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall calculate Activity Labor Assignment dollars by calculating labor dollars by position and then apportioning the overall labor position dollars to activities based on the activity labor days assignment(s).  The resulting dollars are then further allocated by Fund and Month based on the number of pay periods.				Core		BR1700

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall calculate the Labor Position dollars for filled positions by applying a Union specific cost of living adjustment (COLA)  to each pay step and summing the results for all pay steps and dividing the result by one plus the applicable Organization Vacancy Rate percentage.		Pay Step Amount = (Pay Step Rate x Union COLA Percentage x 8 hrs x Pay Step Days) / (1+Organization Vacancy Rate Percentage)		Core		BR1705

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall allocate Activity Labor Assignment dollar by fund for both vacant and filled positions.				Core		BR1710

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall calculate the Labor Position dollars for vacant non-hourly positions by applying a cost of living adjustment to the  3rd pay step and dividing the result by one plus the applicable Organization Vacancy Rate percentage.				Core		BR1715

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall calculate the Labor Position dollars for vacant management positions by applying a cost of living adjustment 95% of the top pay step and dividing the result by one plus the applicable Organization Vacancy Rate percentage.				Core		BR1720

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall calculate labor assignment dollars for all non-management positions based on the employees actual pay steps during the budget year.				Core		BR1725

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall apply Organization Vacancy Rate percentage based on the organization designation of the position.				Core		BR1730

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall apply a cost of living adjustment (COLA) based on union designation of the position.				Core		BR1735

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall allocate Activity Labor Assignment dollars by fund based on the current Activity Fund Split and record the result as a Budget Item Detail.				Core		BR1737

				7.17 Calculate Labor Budget Request		Budget Planning & Forecasting shall allocate Fund & Activity Labor dollars based on the number of pay periods in a month as dictated by the Budget Allocation Method defined for the related Budget Type and General Ledger Account.				Core		BR1738

		C34		Adopted Budget		Ability to create & maintain an Adopted Budget from request through budget adoption.				Core

				7.18 Adopted Budget		Budget Planning & Forecasting shall automatically create an instance of the Adopted Budget upon request.		User will specify an ‘As Of Year’ as the Adopted Budget is physically created in the year prior to the budget year.		Core		BR1800

				7.18 Adopted Budget		Budget Planning & Forecasting shall include both Revenues and Expenditures in the Adopted Budget.				Core		BR1805

				7.18 Adopted Budget		Budget Planning & Forecasting shall enable user selected starting point for the Request Amount as follows:

1. Revenue
2. Capital Improvement Program Expenditures
3. Operations & Maintenance Expenditures				Core		BR1810

				7.18 Adopted Budget		Budget Planning & Forecasting shall apply the appropriate inflation factors by compounding the values in years sequence depending on the fiscal year of the budget basis.		For example, if the 2008 Adopted Budget was used as the basis for the 2011 Adopted Budget, then the dollar amount must be inflated first applying the 2009 inflation rates and then the 2010.		Core		BR1815

				7.18 Adopted Budget		Budget Planning & Forecasting shall calculate the Revenue & Expense Management amount based on the either the prior year Endorsed Budget (if any) for Adopted Budget.				Core		BR1820

				7.18 Adopted Budget		Budget Planning & Forecasting shall calculate the Baseline Amount using the Endorsed Budget if available or the Prior Year Revised Budget.				Core		BR1825

				7.18 Adopted Budget		Budget Planning & Forecasting shall support detail labor budgeting as part of developing the Adopted Budget.				Core		BR1828

				7.18 Adopted Budget		Budget Planning & Forecasting shall generate Budget Requests for Capital Improvement Program Activities by Activity and by Organization for all Operations & Maintenance Activities.				Core		BR1830

				7.18 Adopted Budget		Budget Planning & Forecasting shall automatically create Budget Approval Requests for each Budget Request within the Adopted Budget as follows:

1. Budget Manager
2. Budget Analyst				Core		BR1835

				7.18 Adopted Budget		Budget Planning & Forecasting shall a portion Adopted Budget dollars into monthly values when creating the Budget Item based on the configuration for the Adopted Budget type.				Core		BR1840

				7.18 Adopted Budget		Budget Planning & Forecasting shall generate a journal entry to record the approved Adopted Budget upon request.				Core		BR1845

		C35		Actual Expenditures		Ability to incorporate actual expenditures data for use in the budget process as well as reporting.				Core

				7.22 Capital Improvement Program Abandonment & Spending Report		Budget Planning & Forecasting shall integrate with the appropriate source system to retrieve actual expenditure data.				Core		BR2215

		C36		Endorsed Budget		Ability to create & maintain an Endorsed Budget from request through budget adoption.				Core

				7.23 Endorsed Budget		Budget Planning & Forecasting shall create an instance of the Endorsed Budget upon request.				Core		BR2300

				7.23 Endorsed Budget		Budget Planning & Forecasting shall include both Revenues and Expenditures in the Endorsed Budget				Core		BR2305

				7.23 Endorsed Budget		Budget Planning & Forecasting shall use the current year Adopted Budget as the starting point and applying compound inflation factors for the next 2 years.		For example, in 2010 when the Endorsed Budget for 2012 is created, the 2010 Adopted Budget will be the starting point and the budget item amount will be calculated by applying a 2011 and 2012 inflation factor for non labor accounts.		Core		BR2310

				7.23 Endorsed Budget		Budget Planning & Forecasting shall include detail labor budgeting to calculate the labor dollars for the Endorsed Budget.		This includes Labor Allocations and Labor Assignments by Activity and Labor Position.		Core		BR2315

				7.23 Endorsed Budget		Budget Planning & Forecasting shall generate Budget Requests for the Endorsed Budget as follows:

Capital Improvement Program -  by Activity
Operations & Maintenance – by Organization				Core		BR2320

				7.23 Endorsed Budget		Budget Planning & Forecasting shall automatically created Budget Approval requests for each Budget Request in the Endorsed Budget as follows:

1. Budget Manager
2. Budget Analyst		Additional manually defined Budget Approval requests can be input for a Division Director, Branch Manager, etc.		Core		BR2325

				7.23 Endorsed Budget		Budget Planning & Forecasting shall apportion the Endorsed Budget Item amounts into monthly values using the budget allocation method configured for the General Ledger Account.				Core		BR2330

				7.23 Endorsed Budget		Budget Planning & Forecasting shall maintain a budget related effective and expiration fiscal year for each to identify those activities that should be excluded from the Endorsed Budget calculation.				Core		BR2340

				7.23 Endorsed Budget		Budget Planning & Forecasting will publish approved Endorsed Budget data for consuming applications.				Core		BR2345

		C37		Revised Budget		Ability to create variable displays of the Revised Budget consolidating budget amounts across multiple budget types.				Core

				7.27 Revised Budget		Budget Planning & Forecasting shall display the Revised Budget upon request based on entry of a fiscal year and one of the following presentation options:

By Year
By Fund 
By Budget Program
By Budget Control Level				Core		BR2700

				7.27 Revised Budget		Budget Planning & Forecasting shall display both Revenues and Expenditures for the Revised Budget.				Core		BR2701

				7.27 Revised Budget		Budget Planning & Forecasting shall include Year-To-Date Actuals in the Revised Budget display & extract.		Note – it will be determined during the design phase if Actuals must be on-boarded within Budget Planning & Forecasting or can be incorporated from the source system.		Core		BR2702

		C38		6-Year Budget Forecast		Ability to configure and create multi-year budget forecasts on an annual basis that incorporates revenues and expenditures.				Core

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall create Budget Forecast upon request based on Budget Type configured number of Years.		Note – at present Seattle Public Utilities produces a 6-Year Budget Forecast.		Core		BR3000

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall create a 6-Year Forecast upon request using the user specified starting points for Operations & Maintenance Expenditures and the Revenue Plan.				Core		BR3005

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall integrate with the appropriate source system to retrieve Projected Costs for the Capital Improvement Program.				Core		BR3010

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall create Budget Requests for each activity in the 6-Year Forecast but no budget Approval Requests.		Budget Group will manually create Budget Approval Requests if needed.		Core		BR3015

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall maintain Projection inflation factors including one or more of the following options:

Revenue & Expense Management Account
General Ledger Account
Fund
Program
Union		These factors are used to calculate Operations & Maintenance Out Year Projected Costs.		Core		BR3060

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall evaluate the Activity End Date if any for determination of inclusion in creating forecast dollars for a forecast year.		For example, if an Operations & Maintenance Activity will be completed in 2014, activity dollars should not be included in forecasts for 2015 and 2016.		Core		BR3065

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall forecast up to 5 outer years based on a user defined starting point for both Operations & Maintenance and Capital Improvement Program.				Core		BR3070

				7.30 6-Year Budget Forecast		Budget Planning & Forecasting shall enable revision of Outer Year Projected Costs by a Budget Analyst or by a Budget Manager if the budget has not been finalized.				Core		BR3095

		C39		What-If Budget Versions		Ability to create multiple concurrent What-If budget scenarios that include variable budget formulas and factor values upon request.				Core

				7.25 What-If Budget		Budget Planning & Forecasting shall support creation of unlimited What-If Budgets based on an existing budget.		All relevant budget items, budget item details, budget requests annotations, labor allocations/assignments, etc will be copied from the designated base budget to the What-If version.  Budget Approval Requests will not be copied as part of the What-If Budget.		Core		BR2500

				7.25 What-If Budget		Budget Planning & Forecasting shall automatically assign a unique version number to each What-If budget and flag that the budget is a What-If Budget.				Core		BR2502

				7.25 What-If Budget		Budget Planning & Forecasting shall require that the requestor specify these elements when creating  a What-If Budget:

1.  Existing Budget to be used as the base

2. Name of What-If Version

3. Factor or Formula changes that should be applied in calculating the What-If Budget

4. Private Budget designation (Y/N)

5. Approval requests for Budget Managers should be created (Y/N)				Core		BR2505

				7.25 What-If Budget		Budget Planning & Forecasting shall apply budget factor changes and/or formula changes to the appropriate budget items as part of creating the What-If Budget.				Core		BR2510

				7.25 What-If Budget		Budget Planning & Forecasting shall restrict ability to create a What-If budget to the System Administrator and Budget Analyst User Groups.				Core		BR2515

				7.25 What-If Budget		Budget Planning & Forecasting shall enable entry of one or more changes to budget factors or formulas to support the following scenarios: 

Budget Reduction % by Fund 
Budget Reduction % by Line of Buiness Program 
Budget Reduction % by Amount Class 
Budget Reduction % by General Ledger Account 
Specific labor positions eliminated
Change to Cost of Living Adjustment
Change to Non Labor Inflation %
Reorganization				Core		BR2535

				7.25 What-If Budget		Budget Planning & Forecasting shall provide the capability to identify specific Labor Positions that should be excluded from the labor calculations for a Budget What-If Version.		Ability to exclude Labor Positions should be accomplished without marking the position as abrogated to support What-If scenarios.		Core		BR2536

				7.25 What-If Budget		Budget Planning & Forecasting shall revise the labor budget dollars for any excluded labor position including salary & wages and any dependent labor account such as Labor Fringe.				Core		BR2537

				7.25 What-If Budget		Budget Planning & Forecasting must provide the capability to see the budget impacts based on a possible reorganization that might be represented in a What-If budget version without permanently changing the Branch/Division/Organization structure until a reorganization plan is approved.		There may be multiple current reorganization What-If budgets required to support the decision making process.		Core		BR2835

				7.25 What-If Budget		Budget Planning & Forecasting shall support promotion of a What-If budget to the ‘budget of record’ upon request.		This is limited to authorized users in the Budget Analyst and System Administrator User Groups that are defined as authorized user for a private budget.		Core		BR2545

				7.25 What-If Budget		Budget Planning & Forecasting shall create Budget Approval Requests as specified when a What-If Budget is promoted.				Core		BR2550

		C40		Private Budget Versions		Ability to designate that a budget version is 'private' with nomination of specific the users that are granted access to the budget.  Private budgets will be hidden from non-authorized users.				Core

				7.25 What-If Budget		Budget Planning & Forecasting shall hide any What-If budget flagged as ‘private’ unless the requesting user is authorized to access the budget.				Core		BR2520

				7.25 What-If Budget		Budget Planning & Forecasting shall maintain the authorized private budget users for each private What-If Budget.  The user that created the What-If Budget will be automatically added as an authorized user.				Core		BR2525

				7.25 What-If Budget		Budget Planning & Forecasting shall support adding or removing authorized private budget users by a current authorized private budget year.				Core		BR2530

				7.25 What-If Budget		Budget Planning & Forecasting shall enable private budget user to turn off Private Budget designation.		If budget is not private, budget users by view the formerly private budget data.		Core		BR2565

		C41		System Navigation		Ability to facilitate efficient and flexible navigation within the system.				Core

				8.1 Client Requirements		Budget Planning & Forecasting shall provide menu or chrome navigation as appropriate.				Core		BR4016

		C42		Audit		Ability to maintain a full audit trail of all user entries including date &time of entry, user who made the entry and content of the entry.  Access to the audit data shall be part of the application.				Core

				8.3 Audit Requirements		Budget Planning & Forecasting shall provide full audit trail of all user entered changes (create, update & delete).  Audit trail should identify date & time of transaction, user and content of change plus an explanation of change.				Core		BR4020

				8.3 Audit Requirements		Budget Planning & Forecasting shall provide access to audit records as part of application.				Core		BR4030
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Optional Req Instructions

		Optional Functional Requirement Instructions:

		The worksheet content includes 32 summary requirements that require a specific response.  Below each summary requirement is a cross reference to the detail requirements included in the Business Requirements Document (BRD).  BRD requirements are highlighted with a purple background while summary requirements have a Requirement ID in Column A and have a plain white background.  For each summary requirement, please fill out columns H,I, J, K and L.

Detail requirements have a highlighted (purple) background and are included for information purposes only.  No entry should be made for these rows unless the proposer feels providing additional detail in these columns provides a clearer response.

		Proposers Please edit columns H, I, J, K and L

		Column H: Functionality Response (enter one of SF, CF, MO, NS):

		SF =  Standard Feature Fully Provided "Out-of-the-Box"

		CF = Configurable Feature (no changes to underlying source code)

		MO = Modification Required of Underlying Code or Expansion of Product

		NS = Not Supported

		Column I: Primary/Third Party Response (enter one of AP, TP, NA):

		AP = Additional  software package required from primary software provider

		TP = Functionality available through a third-party software package  included in the proposal

		NA = Not Available

		If  AP or TP is used, please notate the required software package in the Comments column (column K).

		If NA is used in Primary/Third Party response (column J), then an explanation should also be provided in column K

		Column J:  Describe the Approach to Meet the Requirement

		Describe how you would configure/program the system meet this requirement. List TM1 modules or architecture component used to address this requirement. Describe any customization or use of additional software in order to meet this requirement. If a specific requirement will be available in a future version, specify the version.

		Column K: Estimated Development Hours

		Please provide an estimate of the number of staff hours required to develop/implement this feature. This estimate is for informational purposes and is non-binding.
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Optional Requirements

		Req ID		Subject Area		Requirement		Requirement - Notes		Requirement Option		Feature #		BRD NBR		Functionality Response		Primary / 3rd Party		Describe the Approach to Meet the Requirement		Estimated Development Hours

		O1		Budget Type		Ability to configure variable allocation methods and budget formulas by Budget Type and General Ledger Account.				Option 1		F1

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall maintain monthly allocation factors that can vary based on Budget Type, General Ledger Account and effective period.		For example, Spending Plan will be allocated monthly and for General Ledger account 'A' there may be a lag such that no dollars are expected for the first 2 months of the year and the dollars are caught up at the end of the year versus  General Ledger account 'B' where the expenditures are expected to occur evenly throughout the year.		Option 1		F1		BR0420

				7.4 Budget Type Definition & Configuration		Budget Planning & Forecasting shall support configuration and application of Budget Type Formulas based on General Ledger Account.		Defines if a Budget Formula will be applied during the creation of an instance of a Budget for a Budget Type.  For example, for the Adopted Budget Type, a labor inflation formula might be applied to Regular Salary & Wages.  That same formula may not be applied to a Carry Forward Encumbrance Budget (Budget Type) even though there may be budget dollars for Regular Salary & Wages.		Option 1		F1		BR0445

		O2		Organization Labor Vacancy Rate		Ability to calculate an Organization level Labor Vacancy percentage on an annual basis.				Option 1		F2

				7.10 Organization Vacancy Rates		Budget Planning & Forecasting shall calculate Organization Vacancy Rate Percentage at the start of each year and record the result as a Budget Factor.				Option 1		F2		BR1010

				7.10 Organization Vacancy Rates		Budget Planning & Forecasting shall calculate a Department Organization Vacancy Rate Percentage that will be used as a default value for any new organization.				Option 1		F2		BR1015

				7.10 Organization Vacancy Rates		Budget Planning & Forecasting shall calculate the Organization Vacancy Rate Percentage by calculating an annual vacancy rate Percentage for each of the last 3 years and then determining an averaging value.				Option 1		F2		BR1020

		O3		Budget Item Details		Ability to enable manual entry of Budget Item Details enforcing required entries and permitting optional entries.				Option 1		F3

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall support entry of Budget Item Details upon request.		A Budget Item Detail provides a detail of the content that comprises a budget item.  For example, if the budget item represented training dollars, the budget item detail could detail the specific training classes and related costs.  The sum of the Budget Item Details should equal the Budget Item.		Option 1		F3		BR1332

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall require entry of Budget Item Details based on the Budget Type and General Ledger Account.				Option 1		F3		BR1334

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall validate that the Budget Items Details sum to the Budget Item amount.				Option 1		F3		BR1338

		O4		Security Administration		Ability to configure and maintain Budget Analyst liaison jurisdiction by defined factors.				Option 1		F4

				7.2 Authorized Users		Budget Planning & Forecasting shall maintain the Capital Improvement Program budget liaison assignments within the Budget Analyst user group by Line of Business.		Work assignments should be to individual users within the Budget Analyst group.		Option 1		F4		BR0245

				7.2 Authorized Users		BP&F shall maintain the Operations & Maintenance budget liaison assignments within the Budget Analyst user group by Budget Program (Branch & Division).		Work assignments to individual users in the Budget Analyst group for Operations & Maintenance related activities will be based on the user’s Budget Program jurisdiction.		Option 1		F4		BR0250

		O5		Security Administration		Ability to integrate with source systems to detect security administration changes to either apply the change or provide an email notification to the security administrator(s).				Option 1		F5

				7.3 Security Administration Changes		Budget Planning & Forecasting should integrate with Enterprise Portfolio Management System to automatically reflect the current stewarding user for Capital Improvement Program.		If the Capital Improvement Program Project Manager changes from Mary Smith to John Jones, the Activity Budget Steward entry for Mary should be end-dated and a new entry added for John Jones.		Option 1		F5		BR0300

				7.3 Security Administration Changes		Budget Planning & Forecasting shall send an email notification to the Security Administrator for any Capital Improvement Program Project Manager that does not have a User entry and active User Security Group Assignment.				Option 1		F5		BR0305

				7.3 Security Administration Changes		Budget Planning & Forecasting shall integrate with the Org Hierarchy Dimension to identify Org Mgr changes and initiate an email notification to the Security Administrator.		The Security Administrator will manually determine if a revision to user privileges or adding a new user is required.  Budgeting may be performed by a budget administrator within the Branch so security changes are not required.		Option 1		F5		BR0310

				7.3 Security Administration Changes		Budget Planning & Forecasting shall integrate with Active Directory as a source system to determine inactive users and set the User Group Assignment Expiration Date to the current date.				Option 1		F5		BR0315

		O6		City Budget References		Ability to automatically assign the City Budget Office account reference to each budget item.				Option 1		F6

				7.5 Revenue & Expense Management Budget References		Budget Planning & Forecasting shall maintain the valid set of City Budget Office Revenue & Expense Management (REM) Accounts.		Budget Planning & Forecasting will provide standard Create, Read, Update & Delete functions related to Revenue & Expense Management Accounts.		Option 1		F6		BR0500

				7.5 Revenue & Expense Management Budget References		Budget Planning & Forecasting shall maintain a lookup table that provides a translation  from General Ledger account(s) to Revenue & Expense Management Account based on starting and ending fiscal years.		The Revenue & Expense Management Account assignment for a General Ledger Account will be constant for a fiscal year but could change on an annual basis.		Option 1		F6		BR0505

		O7		City Budget References		Ability to automatically assign the City Budget Office program designation to each budget item.				Option 1		F7

				7.5 Revenue & Expense Management Budget References		Budget Planning & Forecasting shall maintain the valid set of Revenue & Expense Management Programs.		Budget Planning & Forecasting will provide standard Create, Read, Update & Delete functions related to Revenue & Expense Management Programs.		Option 1		F7		BR0512

				7.5 Revenue & Expense Management Budget References		Budget Planning & Forecasting shall maintain a cross reference of Revenue & Expense Management Program-to-Budget Control Level to enable translation to Revenue & Expense Management Program for reporting purposes.		Revenue & Expense Management Program translations vary by Fund.

The Revenue & Expense Management Program designation will be constant for a fiscal year but could change on an annual basis.		Option 1		F7		BR0515

		O8		Budget Target		Ability to create and maintain unlimited budget targets per budget that include one or more defined factors.				Option 1		F8

				7.11 Budget Creation		Budget Planning & Forecasting shall maintain user defined  Budget Targets for a Budget.				Option 1		F8		BR1150

				7.11 Budget Creation		Budget Planning & Forecasting shall enable a Budget Target to include one or more of the following factors:

Budget  (required)
Fund  (optional)
General Ledger Account  (optional)
Revenue & Expense Management Program  (optional)
Budget Control Level (optional)
General Ledger Program  (optional)
Budget Program(optional)
Revenue & Expense Management Account (optional)
Organization (optional)				Option 1		F8		BR1155

		O9		Budget Annotations		Ability to define variable annotation types and enforce required entries and permitting optional entries.				Option 1		F9

				7.11 Budget Creation		Budget Planning & Forecasting shall allow user defined Annotation Types.				Option 1		F9		BR1180

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall require entry of a Budget Item Annotation for all manually input Budget Items.				Option 1		F9		BR1358

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall require entry of Budget Item Annotation based on the Budget Annotation Type and threshold percentage or amount.		If the difference between the budget item baseline and request amounts exceeds the annotation type threshold percentage or amount, an annotation is required.		Option 1		F9		BR1356

				7.11 Budget Creation		Budget Planning & Forecasting shall enable recording of annotations for any Budget Item based on the valid Annotation Types.				Option 1		F9		BR1185

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall support entry of a Budget Item Annotation upon request based on the User’s allowed User Group Annotation Type.				Option 1		F9		BR1352

		O10		Budget Issue Papers		Ability to create & maintain Budget Issue Papers (BIP) that reference the budget and budget items included in the BIP.				Option 1		F10

				7.33 Budget Issue Papers		Budget Planning & Forecasting shall allow authorized users to record unlimited Budget Issue Papers for a Budget.				Option 1		F10		BR3315

				7.33 Budget Issue Papers		Budget Planning & Forecasting shall require entry of the Funding Source for each Budget Issue Paper(BIP).  The sum of the BIP Funding Source entries must match the overall BIP Request Amount.				Option 1		F10		BR3316

				7.33 Budget Issue Papers		Budget Planning & Forecasting shall record the Budgets covered by a Budget Issue Paper (BIP).		A Budget Issue Paper may encompass more than one budget year.		Option 1		F10		BR3317

				7.33 Budget Issue Papers		Budget Planning & Forecasting  shall maintain a Budget Issue Paper (BIP) Status via a BIP Status Type.				Option 1		F10		BR3318

				7.33 Budget Issue Papers		Budget Planning & Forecasting  shall maintain the valid set of Budget Issue Paper Labor Transaction Types.				Option 1		F10		BR3318

				7.33 Budget Issue Papers		Budget Planning & Forecasting shall reference the appropriate Budget Issue Paper (BIP) Labor Transaction Type for any labor related items.				Option 1		F10		BR3319

				7.33 Budget Issue Papers		Budget Planning & Forecasting shall maintain unlimited Budget Issue Paper (BIP) Items for each BIP.    A BIP Item will contain one or more BIP Item Details to reference the Budget Items included in the BIP.				Option 1		F10		BR3320

				7.31 Rates vs. Budget Report		Budget Planning & Forecasting shall enable recording of Budget Rate Assumptions related to a Budget Issue Paper.		A Budget Rate Assumption is optional for a Budget Issue Paper.		Option 1		F10		BR3100

		O11		Budget Issue Papers		Ability to automatically transfer Budget Issue Papers from one Budget to another for the same fiscal year.				Option 1		F11

				7.11 Budget Creation		Budget Planning & Forecasting shall automatically transfer any Budget Issue Papers related to the Endorsed Budget to the Adopted Budget for that same fiscal year.				Option 1		F11		BR1114

		O12		Financial Hierarchy References		Ability to provide an email alert to system administrator(s) if a financial hierarchy reference cannot be determined for a budget item.				Option 1		F12

				7.7 Financial Data Integration		Budget Planning & Forecasting shall default the Budget Control Level and Budget Program values to ‘unknown’ if not available from the source system(s).				Option 1		F12		BR0720

				7.7 Financial Data Integration		Budget Planning & Forecasting shall send an email notification to the Budget Planning & Forecasting System Administrator if an ‘Unknown’ Budget Control Level or Budget Program is assigned.				Option 1		F12		BR0725

				7.7 Financial Data Integration		Budget Planning & Forecasting shall send an email notification to the Budget Analyst user group  if an ‘Unknown’ Budget Program is assigned to a new Organization.				Option 1		F12		BR0730

		O13		Labor Budgeting		Ability to create & maintain Labor Allocation Requests for capital projects by fiscal year, labor resource type and organization.				Option 1		F13

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall enable entry of  Capital Improvement Program Labor Allocations to request assignment of labor position resources to an Activity for a budget year.  The labor allocation will include the following designations:

Budget 
Activity
Organization
Organization Job Function
Total Request Days
Request Explanation
Request Days by Month		Capital Improvement Program Project Manager will access Budget Planning & Forecasting to record Activity Labor Allocation including the following information:

Budget for Request (required)
Activity (required)
Organization (required)
Organiation Job Function (optional)
Total Request Days (Required)
Request Explanation (optional)
Request Days by Month (optional)		Option 1		F13		BR1605

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall maintain Organization specific Job Function definitions to support labor allocation requests.		Human Resource System does not provide a functional job role such as ‘Mechanical Engineer’ or ‘IT Developer’.  This will enable definition of functional job roles by organization to facilitate communication between the Resource Manager and Project Manager.		Option 1		F13		BR1612

				7.21 Spending Plan		Budget Planning & Forecasting will recalculate the Spending Plan Budget Item Detail if a Labor Position has changed from vacant to filled or filled to vacant in the interim between the Adopted Budget and Spending Plan.  Additionally, for Operations & Maintenance only, Budget Planning & Forecasting will update the related Budget Item for a revised Budget Item Detail.				Option 1		F13		BR2130

		O14		Labor Budgeting		Ability to initiate email notifications to Capital Improvement Program Project Managers if assigned labor resources do not fulfill labor allocation requests for a fiscal year.				Option 1		F14

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall integrate with Outlook to send email notification if labor allocations not input based on user defined deadline(s) recorded as Budget Status Milestones.		The Budget Analyst User Group will establish labor allocation entry deadlines to facilitate work flow process and email notification for late or missing entries.  This assumes there is a status value for ‘Labor Allocation Closed’.		Option 1		F14		BR1602

				7.16 Labor Allocations & Assignments		Budget Planning & Forecasting shall integrate with Outlook to send email notifications to Capital Improvement Program Project Managers if labor request is not fully staffed.		Resource Manager may not be able to fulfill all Capital Improvement Program labor requests.  If a labor request is not staffed or only partially staffed, the Capital Improvement Program Project Manager should receive a notification to enable them to either escalate the project with management, hire external resources to fill the staffing need or defer the project.		Option 1		F14		BR1650

		O15		Budget Control Level Transfer Budget		Ability to validate & create Operations & Maintenance and Capital Improvement Program budget transfers (net zero reallocations).				Option 2		F15

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall create a Budget Control Level Transfer Budget upon request.				Option 2		F15		BR2600

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall create the Budget Control Level Transfer Budget by inserting a Budget entry with no related Budget Items (All Budget Items are manually input).				Option 2		F15		BR2605

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall create Budget Requests without Budget Approval Request(s) for a Budget Control Level Transfer Budget.  Any Budget Approval Requests will be manually input.				Option 2		F15		BR2610

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall set the Revenue & Expense Management and Baseline amounts to zero on all Budget Items in a Budget Control Level Transfer Budget.				Option 2		F15		BR2615

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall maintain a Budget Transfer threshold that can be modified over time.		Budget Transfer threshold will be using to determine if Budget Transfer is required.		Option 2		F15		BR2625

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall require Budget Transfer Budget Items for both the source and target activity  (i.e. – the transfer must net to zero).				Option 2		F15		BR2630

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall require an entry of an annotation for any Budget Transfer Budget Item.				Option 2		F15		BR2640

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall validate Budget Transfer requests to provide a warning if the transfer from the source activity will create an overage and the source activity has an outstanding commitment. Integration with the appropriate source system is needed to determine any commitment balance.		For example, suppose the source activity had these dollar balances:

Revised Budget          $1,000
Actual Expenditures  $   500
Sub Total                     $   500
Commitments             $  450
Available Budget        $     50

If a Budget transfer of $200 was requested, this could create a budget overage if the full commitment balance will become an actual expenditure.  Conversely, if only $150 of the commitment balance is expected to be spent, then the $200 transfer will not create an overage.		Option 2		F15		BR2650

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall validate Budget Transfer requests to prevent a transfer if the request from the source activity will create an overage.		For example, suppose the source activity had these dollar balances:

Revised Budget          $1,000
Actual Expenditures  $   500
Sub Total                   $   500
Commitments             $      0
Available Budget        $  500

If a Budget Transfer of $600 was requested, this would create a budget overage and only a $500 transfer is allowed.		Option 2		F15		BR2660

		O16		Projected Cost Plan		Ability to create and maintain multiple Projected Cost Plans during a fiscal year to reflect revisions in the forecast of revenue, Capital Improvement Program expenditures and Operations & Maintenance expenditures.				Option 2		F16

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall support creation of a Projected Cost Plan that includes a Revenue Plan, Capital Improvement Program Expenditures and Operations & Maintenance Expenditures upon request.				Option 2		F16		BR2900

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall support creation of a Projected Cost Plan based on a user defined frequency (quarterly, monthly, etc).		At present, the Projected Cost Plan is created quarterly at the end of Quarter 1, Quarter 2 and Quarter 3 however in the future, the frequency may be monthly.		Option 2		F16		BR2905

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall create initial dollar amounts for the Revenue & Expense Management (Revenue & Expense Management) Amount, Baseline Amount and Request Amount for the new Projected Cost Plan.  The basis for each these amounts will be as follows:

Revenue & Expense Management Amount – Adopted Budget 
Baseline Amount – Prior Projected Cost Plan or Spending Plan if Q1.
Capital Improvement Program Request Amount  - Projections from source system
Operations & Maintenance and Revenue Request Amounts – Prior Projections less Actual Expenditure variance excluding labor				Option 2		F16		BR2908

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall integrate with Enterprise Portfolio Management System to retrieve the current Capital Improvement Program projections to create corresponding projections within the Projected Cost Plan.		For each Enterprise Portfolio Management System projection amount, a budget item will be established within the Projected Cost Plan.		Option 2		F16		BR2910

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall integrate with the appropriate source system to retrieve Year-To-Date actual expenditures for use in determining projection variances.				Option 2		F16		BR2915

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall create Budget Approval Requests for Operations & Maintenance Expenditures and Revenue projections only.  A Budget Approval Request will not be created for Capital Improvement Program Expenditure projections.				Option 2		F16		BR2920

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall create 3 sequenced Budget Approval Requests for all Revenue and Operations & Maintenance Projections:

1. Budget Analyst
2. Budget Manager
3. Budget Analyst				Option 2		F16		BR2925

		O17		Carry Forward Encumbrance Budget		Ability to create & maintain Carry Forward Encumbrance budget upon request with integration to source system to determine outstanding encumbrance balance.				Option 2		F17

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall support creation of a Carry Forward Encumbrance (CFE) Budget upon request.				Option 2		F17		BR1900

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall create a Carry Forward Encumbrance Budget Item for each Purchase Order Commitment with an outstanding balance via
integration with the appropriate source system.				Option 2		F17		BR1905

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall set the Carry Forward Encumbrance Budget Item Baseline and Request amounts equal to the purchase order commitment balance.				Option 2		F17		BR1910

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall restrict updates to the Carry Forward Encumbrance Budget based on the budget status and user's security role.				Option 2		F17		BR1915

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall create Budget Requests by Activity for the Carry Forward Encumbrance Budget.		All Budget Items with the same Activity ID will be associated to a single Budget Request.		Option 2		F17		BR1920

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall create a Budget Approval Request for the appropriate Budget Analyst user based on the Capital Improvement Program Line of Business or Operations & Maintenance Budget Program.		Creates a workflow approval task.		Option 2		F17		BR1930

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall monitor the Purchase Order Commitment Balances included in the Carry Forward Encumbrance Budget until budget status is approved to apply appropriate amount revisions for commitment changes or liquidations.		If a Purchase Order Commitment is liquidated (i.e. balance is zero), Budget Planning & Forecasting will set the Budget Item Request Amount equal to zero, delete any pending approval requests and lock the budget item.

If a Purchase Order Commitment is reduced (i.e. balance is zero), Budget Planning & Forecasting will set the Budget Item Request Amount equal to the new Purchase Order balance and, delete any pending non-Budget Group approval requests.		Option 2		F17		BR1950

		O18		Carry Forward Special Budget		Ability to create & maintain Carry Forward Special budget upon request with integration to the appropriate source system to calculate the unused prior year's revised budget balance.				Option 2		F18

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall support creation of Carry Forward Special (CFS) Budget upon request.				Option 2		F18		BR2000

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall create a Carry Forward Special Budget Item for any remaining Revised Budget Balance.		The preliminary Carry Forward Budget is calculated by subtracting the Actual Expenditures + any Purchase Order Commitments from the Revised Budget for the prior year if the difference is greater than zero and a user defined threshold, a Carry Forward Budget candidate exists.  For example, if the Revised Budget was $100 and the Actual Expenditures were $80, a Carry Forward Budget amount if $20 would be calculated.  Conversely, if the Revised Budget was $100 and the Actual Expenditures were $130, no Carry Forward Budget amount is available.		Option 2		F18		BR2002

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall default the Carry Forward Special Budget Item Baseline Amount to the remaining Revised Budget Balance.				Option 2		F18		BR2004

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall default the Carry Forward Special Budget Item Revenue & Expense Management & Request Amounts to zero.				Option 2		F18		BR2005

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall automatically create a Budget Request for the Carry Forward Special Budget by Activity.				Option 2		F18		BR2015

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall automatically assign each Carry Forward Special Budget Request to the appropriate Budget Analyst.		Budget Group reviews all candidate Carry Forward Special Budget Requests and will manually assign to Budget Managers if appropriate.		Option 2		F18		BR2020

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall restrict updates to the Carry Forward Budget based on the budget status and user security role.				Option 2		F18		BR2035

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall monitor the remaining Revised Budget Balance for the Carry Forward Special Budget and apply changes if the balance has changed.		If Unused Budget Balance is now zero, request amount will be set to zero and Budget Item locked.  Any outstanding approval requests will be deleted.

If Unused Budget Balance is reduced, the Baseline amount will be updated and the request amount set to zero.  A new approval request will be created for the Budget Group if original approval is not pending.		Option 2		F18		BR2065

		O19		Carry Forward Special Budget		Ability to automatically create budget target by various budget factors to ensure that Carry Forward Special budget does not exceed the prior budget factor allocations.				Option 2		F19

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall automatically create Budget Targets for each Carry Forward Budget based on Activity & Fund.				Option 2		F19		BR2010

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall automatically create Budget Targets for each Carry Forward Budget based on Budget Control Level & Fund.				Option 2		F19		BR2012

		O20		Spending Plan		Ability to create and maintain a Spending Plan from request through final approval.				Option 2		F20

				7.21 Spending Plan		Budget Planning & Forecasting will create an instance of a Spending Plan budget upon request.				Option 2		F20		BR2100

				7.21 Spending Plan		Budget Planning & Forecasting will copy all Budget Items from the Adopted Budget (of the same fiscal year) to seed the Spending Plan Budget Items.				Option 2		F20		BR2105

				7.21 Spending Plan		Budget Planning & Forecasting will set the Spending Plan Revenue & Expense Management and Baseline amounts from the Adopted Budget.				Option 2		F20		BR2110

				7.21 Spending Plan		Budget Planning & Forecasting will integrate with the Enterprise Portfolio Management System  to retrieve Capital Improvement Program Spending Plan data.				Option 2		F20		BR2115

				7.21 Spending Plan		Budget Planning & Forecasting will set the Spending Plan Budget Item Request Amount as follows:

Capital Improvement Program – use Enterprise Portfolio Management System Spending Plan Amount

Operations & Maintenance – Use the Adopted Budget Request Amount				Option 2		F20		BR2120

				7.21 Spending Plan		Budget Planning & Forecasting will copy Labor Allocations and Labor Assignments from the Adopted Budget to the Spending Plan as part of the Spending Plan creation for any position that has not been transferred to another organization.		This will provide a starting point for revising labor assignments.		Option 2		F20		BR2125

				7.21 Spending Plan		Budget Planning & Forecasting will not update the Capital Improvement Program Budget Item Request Amount based on any related Budget Item details.		The sum of the Budget Item Details for Capital Improvement Program activities in the Spending Plan do not have to sum to the related Budget Item.		Option 2		F20		BR2135

				7.21 Spending Plan		Budget Planning & Forecasting will lock all Capital Improvement Program Budget Items to restrict update to Budget Analyst users.		Budget Analyst will manually apply or coordinate any updates to the Enterprise Portfolio Management System.  Budget Analyst can unlock a Capital Improvement Program Budget Item and create a Budget Approval Request if revisions from a Capital Improvement Program Project Manager are needed.		Option 2		F20		BR2140

				7.21 Spending Plan		Budget Planning & Forecasting shall automatically created Budget Requests for the Spending Plan as follows:

Capital Improvement Program - By Activity

Operations & Maintenance  - By Organization				Option 2		F20		BR2145

				7.21 Spending Plan		Budget Planning & Forecasting shall only create Budget Approval Requests for Operations & Maintenance Budget Requests.  The system generated approvals will be sequenced as follows:
1. Budget Manager
2. Budget Analyst Rep				Option 2		F20		BR2150

		O21		Supplemental Budget		Ability to create multiple Supplemental Budgets during a fiscal year to request budget authority changes when deviations occur from the Adopted Budget.				Option 2		F21

				7.24 Supplemental Budget		Budget Planning & Forecasting shall create an instance of Supplemental Budget upon request.		Approved Supplemental Budget Requests receive a Budget Amendment ID.		Option 2		F21		BR2405

				7.24 Supplemental Budget		Budget Planning & Forecasting shall create the Supplemental Budget by inserting a Budget entry with no related Budget Items (All Budget Items are manually input).				Option 2		F21		BR2410

				7.24 Supplemental Budget		Budget Planning & Forecasting shall create Budget Requests without  Budget Approval Requests - any Budget Approval Requests will be manually input.				Option 2		F21		BR2415

				7.24 Supplemental Budget		Budget Planning & Forecasting shall automatically assign the Budget Item Analysis Type based on the Budget Type value.		Note – the Supplement Budget will be configured with an Analysis Type of 'Revision' (RVN).		Option 2		F21		BR2420

		O22		Budget Approval		Ability to create & maintain budget status milestone dates used to provide workflow notifications of pending deadlines.				Option 3		F22

				7.11 Budget Creation		Budget Planning & Forecasting shall maintain user defined Budget Status Milestones by Budget.		Budget Planning & Forecasting shall support standard Create, Read, Update & Delete functions related to Budget Status Milestones.		Option 3		F22		BR1140

				7.11 Budget Creation		Budget Planning & Forecasting shall send email notification to any Budget Manager with an outstanding task based on the Budget Status Milestone and grace day quantity.		Budget Managers who have completed their budget tasks will not receive an email notification.		Option 3		F22		BR1145

		O23		Budget Approval		Ability for authorized user(s) to set an 'approved' budget status with automatic cancellation of any outstanding approval requests.				Option 3		F23

				7.11 Budget Creation		Budget Planning & Forecasting shall allow authorized users to update the Budget Status for a Budget.		Authorization Is defined via the User Group Budget Privilege configuration (see Section 7.1).		Option 3		F23		BR1130

		O24		Budget Approval		Ability to automatically create variable budget approval request(s) for each stewarded section of a budget.				Option 3		F24

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall automatically create one or more Approval Requests for each Budget Request based on Budget Type.  All Approval Requests will include a unique sequence number. 

(Note – some budget types will not require any system created approval requests – approval requests can be manually input.)				Option 3		F24		BR1382

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall bypass creating approval requests under these conditions:

a.  Budget is a What-If version
b. Budget Item was created by either a System Administrator or  Budget Analyst user
c. Budget Type does not require approval requests				Option 3		F24		BR1383

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall  enable ‘reviewers’ to record  Review Status for each assigned Budget Request.		Review status may be 'hold', 'pending approval', ‘approved’ or ‘denied, etc.		Option 3		F24		BR1384

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall unlock Budget Items if a budget approval request is rejected.		When a Budget Approval Request is denied, the approver should be given the option to unlock the related budget items so that the stewarding Budget Manager can make revisions.  If the budget request is not unlocked, the approver must make the revisions.		Option 3		F24		BR1388

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall automatically create Budget Requests for the Budget Items in a Budget to support the approval process.		A Budget Request represents a collection/set of budget items that should be reviewed/approved together.  For Capital Improvement Program Expenditures, Budget Requests will be created by Activity.  For Operations & Maintenance Expenditures, Budget Requests will be created by Organization.  The Budget Manager that stewards the Budget Request will be specified and derived from the Organization Budget Steward and Activity Budget Steward as appropriate.		Option 3		F24		BR1300

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall automatically assign any new Budget Item to the appropriate Budget Request or create a new Budget Request if appropriate.				Option 3		F24		BR1331

		O25		Budget Approval		Ability to automatically assign a new budget item to the appropriate budget approval request(s).				Option 3		F25

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall automatically assign any new Budget Item to the appropriate Budget Request or create a new Budget Request if appropriate.				Option 3		F25		BR1331

		O26		Budget Approval		Ability to display a list of outstanding budget approval requests that are filtered by budget approver.				Option 3		F26

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall provide an approval task list for each user.  The task list will identify any ‘active’ budget approval requests assigned to the user.  Note – Budget Analyst users shall have the ability to see all outstanding tasks for a budget.				Option 3		F26		BR1390

		O27		Budget Approval		Ability to generate email notifications to current budget approver once the predecessor approval has been received.				Option 3		F27

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall notify Budget Manager users via email when their approval request has been released.		i.e. there is only one outstanding approval request at any point in time.  Multiple requests may exist but only one is ‘active’.		Option 3		F27		BR1386

				7.13 Approving a Budget Request		Budget Planning & Forecasting shall bypass email notifications for Budget Analyst users for any Budget Approval Request.		Budget Analyst users will use system continually and use task list to retrieve outstanding approval requests.		Option 3		F27		BR1387

		O28		Budget Documents		Ability to create & maintain the URL designations of  any supporting budget documents for access a document upon request.				Option 3		F28

				7.11 Budget Creation		Budget Planning & Forecasting shall maintain the URL of various Budget reference documents and enable the corresponding display a budget reference document upon request.				Option 3		F28		BR1195

		O29		Budget Journal Entry		Ability to integrate with the financial system by generating a Journal Entry upon request to record the approved budget.				Option 3		F29

				7.14 Budget Journal Entries		Budget Planning & Forecasting shall generate Budget Journal Entry upon authorized user request for any budget where the financial system Analysis Type has been defined on the related Budget Type.				Option 3		F29		BR1400

				7.14 Budget Journal Entries		Budget Planning & Forecasting shall interface with the financial system via Journal Entry (JE) input as available – either API or Excel File.		Interface method will be determined in design phase.		Option 3		F29		BR1420

				7.14 Budget Journal Entries		Budget Planning & Forecasting shall restrict requesting a Budget Journal Entry to the Budget Analyst and System Administrator users.				Option 3		F29		BR1425

				7.24 Supplemental Budget		Budget Planning & Forecasting shall format the Budget Revision Journal Entry for input to the financial system.				Option 3		F29		BR2425

				7.14 Budget Journal Entries		Budget Planning & Forecasting shall create Budget Journal Entry formatted per financial system standards.				Option 3		F29		BR1430

				7.14 Budget Journal Entries		Budget Planning & Forecasting shall set the Budget Journal Entry Generated Flag  to prevent duplicate Journal Entry from being submitted.				Option 3		F29		BR1435

				7.26  Budget Control Level Transfer Budget		Budget Planning & Forecasting shall generate a Budget Transfer Journal Entry formatted as required for input to the financial system upon request.				Option 3		F29		BR2665

				7.19 Carry Forward Encumbrance Budget		Budget Planning & Forecasting shall generate Carry Forward Encumbrance Budget Journal Entries upon request.				Option 3		F29		BR1960

				7.20 Carry Forward Special Budget		Budget Planning & Forecasting shall generate Carry Forward Special Budget Journal Entries for input to the financial system upon request.				Option 3		F29		BR2060

		O30		Budget Journal Entry		Ability to validate that all financial chart fields exist in the financial system and provide email notification of missing entries when a journal entry is requested.				Option 3		F30

				7.14 Budget Journal Entries		Budget Planning & Forecasting shall validate that all financial instances in the Budget Journal Entry (JE) exist within the financial system.  Any missing entries will prevent creation of the Budget Journal Entry.   These financial instances will be validated:
• Project ID
• Activity ID
• General Ledger Account ID
• Organization ID
• Fund Code
• General Ledger Program Code				Option 3		F30		BR1405

				7.14 Budget Journal Entries		Budget Planning & Forecasting shall generate email notification to the Budget Analyst user group for any missing Financial instances within a Budget.		Email will detail each missing instance.		Option 3		F30		BR1415

		O31		Publishing Budget Data		Ability to publish approved budgets to enable on-boarding of budget data by other internal applications.				Option 3		F31

				7.21 Spending Plan		Budget Planning & Forecasting will publish approved Spending Plan data for consuming applications.				Option 3		F31		BR2165

				7.29 Projected Cost Plan		Budget Planning & Forecasting shall publish approved Projected Cost Plans for consuming applications.		I		Option 3		F31		BR2930

		O32		Hard & Soft Cost Assignments		Ability to assign a Hard & Soft Cost classification to each budget item.				Option 3		F32

				7.32 Hard & Soft Cost Group Assignments		Budget Planning & Forecasting shall maintain General Ledger Account to Hard & Soft Cost and Sub Cost Group cross reference.				Option 3		F32		BR3270

				7.32 Hard & Soft Cost Group Assignments		Budget Planning & Forecasting shall assign the appropriate hard and soft cost designation to each Budget item based on General Ledger Account and Branch.				Option 3		F32		BR3275

				7.32 Hard & Soft Cost Group Assignments		Budget Planning & Forecasting shall apply a Cost Group override as defined in an exception table by Organization as listed below:

1) Personnel Services are Soft except when the Organization is part of the the Field Operations Branch in which case it will be categorized as a "Hard" Costs.				Option 3		F32		BR3276
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Report Instructions

		Report Requirement Instructions:

		All reports should be assumed to be developed using Seattle Public Utilities' Cognos Business Intelligence Tool.  Sample report formats and layouts are generally provided in the Business Requirements Document (BRD) in the section identified in the BRD NBR column.  For each report, a complexity rating has been assigned by SPU staff to assist Vendors in assessing the level of effort that might be needed to implement each report.  The complexity ratings are:

Complex
Difficult
Moderate
Easy

Response can use a development metric by complexity.  For example, all 'Easy' complexity reports are estimated at N hours per report.

Please fill out columns I, J & K for each of the 64 reports.

		Proposers Please edit columns I, J & K

		Column I: Primary/Third Party Response (enter one of AP, TP, NA):

		P = Report available through primary software package being proposed & Cognos

		TP = Report available through a third-party software package included in the proposal

		NA = Not Available

		If TP is used, please notate the required software package in the Comments column (column K).

		If NA is used in Primary/Third Party response (column J), then an explanation should also be provided in column K

		Column J: Special Report Considerations

		If there are any special considerations in providing the report such as use of 3rd party software or an override on the report complexity, please note.

		Column K: Estimated Development Hours

		In Column K , please provide an estimate of the number of staff hours required to develop the report.   A complexity rating has been assigned to each report. A development metric by report complexity is acceptable.  This estimate is for informational purposes and is non-binding.
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Report Requirements

		Req ID		Report Title		Requirement		Requirement - Notes		Requirement Option		Feature #		BRD NBR		Complexity		Primary / 3rd Party		Special Report Considerations		Estimated Development Hours

		R01		Active Users Report		Provide a report of ‘active’ users including their current user group designation, and activity & organization stewardships upon request.		Report would be used to periodically verify all active users.		Core		Core		BR0240		Easy

		R02		Budget Factor Report		Provide a data extract of budget factors upon request.		This includes Organization Vacancy Rates.  Request should include ability to filter by year and/or factor type.		Core		Core		BR0915		Moderate

		R04		Department Budget Report		Provide a Department Budget Report upon request for the specified Budget.		Report will detail the budget dollars for the selected budget by Budget Control Level & Fund.

Department Budget Report shall have drill-down capability to the Branch Budget Report.		Core		Core		BR1500
BR1505		Moderate

		R05		Branch Budget Report		Provide Branch Budget Report upon request for the specified Budget.		The Branch Budget Report will detail the budget dollars for the selected Branch and Budget by Budget Sub Program (Division).

The Branch Budget report shall be requested directly without drilling down from the Department Budget Report.		Core		Core		BR1506
BR1510		Moderate

		R06		Division Budget Report		Provide Division Budget Report upon request for the specified Budget.		The Division Budget Report will detail the budget dollars for the selected Division and Budget by Organization.		Core		Core		BR1507
BR1510		Moderate																												366.6666666667

		R07		Division Activity Budget Report		Provide a Division Budget by Activity report upon request.  Requesting user shall specify the desired Budget and Division.		Report output will detail the budget dollars by Activity, General Ledger Account and Fund for the requested Budget and Division.


Provide a link from the Division Budget by Activity report to a Budget Detail drill-down report for any dollar amount that contains Budget Item Detail (the dollar amount will have an underscore providing a link).		Core		Core		BR1520
BR1525		Moderate

		R08		Line of Business Budget Report		Provide a Line of Business Budget Report upon request.		The requesting user will enter the following selection criteria:

Budget – required
Line of Business – one or all
Business Area – one or all

The report will detail the budget for the selected criteria by; Line of Business, Business Area, Line of Business Program, Activity, General Ledger Account and Fund.		Core		Core		BR1535		Moderate

		R09		Budget-to-Budget Comparison by Budget Program Report		Provide a Budget-to-Budget Comparison report  by Budget Program upon request.		Report will enable requestor to select up to 3 budgets to include in the comparison as well as specify all funds or a selected fund.

The report content will detail the Budget dollars for the primary budget and 2 alternates and include difference columns.		Core		Core		BR1540
BR1550		Difficult

		R10		Budget-to-Budget Comparison by Budget Control Level Report		Provide a Budget-to-Budget Comparison report by Budget & Sub Budget Control Levels upon request.		The requestor can select up to 3 different budgets to include in the comparison; a primary and 2 alternates as well as specify a specific fund or all funds.

The report content will detail the Budget dollars for the primary budget and 2 alternates and include difference columns.		Core		Core		BR1540
BR1552		Difficult

		R11		Budget-to-Budget Comparison by General Ledger Account Report		Provide a Budget-to-Budget Comparison report  by General Ledger Account & Account Type upon request.		The requestor can select up to 3 different budgets to include in the comparison; a primary and 2 alternates as well as specify a specific fund or all funds.

The report content will detail the Budget dollars for the primary budget and 2 alternates and include difference columns.		Core		Core		BR1540
BR1554		Difficult

		R12		Budget-to-Budget Comparison by Project Type Report		Provide a Budget-to-Budget Comparison report  by Project Type (Capital Improvement Program vs. Operations & Maintenance) and Activity upon request.		The requestor can select up to 3 different budgets to include in the comparison; a primary and 2 alternates as well as specify a specific fund or all funds.

The report content will detail the Budget dollars for the primary budget and 2 alternates and include difference columns.		Core		Core		BR1540
BR1556		Difficult

		R13		Proposed Budget Submittal Workbook		Provide a Proposed Budget Submittal workbook upon request for any Adopted Budget.		Work book includes 3 tabs:
• Seattle Public Utilities  YYYY-YYYY Proposed Budget
• Seattle Public Utilities REM Summary
• Seattle Public Utilities YYYY-YYYY Submittal		Core		Core		BR1565
BR1570
BR1575
BR1580		Complex

		R14		Organization Labor Position Report		Provide an extract of the Organization Labor Positions upon request.		As this includes pay data, access should be restricted.		Core		Core		BR0820		Moderate

		R15		Labor Assignment Detail Report		Provide an on-request Detail Labor Assignment Status report those details the budgeted labor days by resource for an Activity.		Provides the Organization Stewarding Budget Manager or Capital Improvement Program Project Manager the detailed labor assignments.   Request criteria should include the following:
Budget – Required
Fiscal Year – Required
*Activity – Optional
*Organization  – Optional
*Project Manager – Optional

*one of these 3 mutually exclusive criteria must be entered.

The report content lists each request including the following:
Activity,
Resource
Activity Request Days
Resource Budgeted Days
Activity Unfilled Request Days		Core		Core		BR1630		Difficult

		R16		Labor Assignment Summary Report		Provide a Labor Day Assignment Summary report dentifying all labor assignments by employee position and group the results by employee, supervisor, organization, division and branch.		Labor Assignment Summary request should include the following filter options:
Fiscal Year
Budget
Branch
Division
Organization
Supervisor

Output should detail the labor assignments for each labor position (pocket) matching the filter criteria including:
Organization
Position Nbr
Current Employee
Position Labor Days
Override Labor Days
Maximum Allocation Days (220/110)
Operations & Maintenance Labor Days
Minimum Operations & Maintenance Labor Days
Operations & Maintenance Labor Day Variance
Capital Improvement Program Labor Days
Total Assigned Labor Days
Over/Under Assigned Labor Days

Report subtotals by Supervisor and Org should be included.		Core		Core		BR1660		Difficult

		R17		Capital Improvement Program vs. Operations & Maintenance Labor Comparison Trend Report		Provide a Capital Improvement Program vs. Operations & Maintenance Labor Comparisons report upon request.		This report will detail the Capital Improvement Program and Operations & Maintenance labor expenditures for the past 3 years versus the Capital Improvement Program and Operations & Maintenance labor assignment Percentage split for the specified budget, branch and/or division.		Core		Core		BR1665		Complex

		R18		Organization Labor Assignment Summary Report		Provide an Labor Assignment Summary – a report of the total Operations & Maintenance and Capital Improvement Program labor days and dollars by organization for the requested budget.				Core		Core		BR1740		Difficult

		R19		Budget Labor Assignment Summary Report		Provide a Labor Assignment Position Summary report of the total Operations & Maintenance and Capital Improvement Program labor days and dollars by labor position for the requested budget.				Core		Core		BR1745		Difficult

		R20		Budget Labor Assignment Detail Report		Provide a Labor Assignment Activity Detail report of the Activity labor days and dollars by organization, supervisor & labor position for the requested budget.				Core		Core		BR1750		Moderate

		R21		Project Manager Labor Assignment Summary Report		Provide a Project Manager Labor Assignment Summary - a report of the total labor dollars, non-labor dollars and total budget dollars for the requested Budget and Project Manager.		The report will list each active activity stewarded for the request project manager.

Note - The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (General Ledger Account 710110, 891200 & 991100).		Core		Core		BR1760		Moderate

		R22		Project Manager Labor Assignment Detail Report		Provide a Project Manager Labor Assignment Detail that shows the total labor dollars for the requested Budget, Project Manager & Activity(s).		The report will list each active activity stewarded for the request project manager.

Note - The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (General Ledger Account 710110, 891200 & 991100).		Core		Core		BR1765		Moderate

		R23		Department Labor Budget-to-Actuals Comparison Report		Provide a Department Labor Assignment Budget-to-Actuals comparison upon request.		The report shall provide a comparison of the planned Operations & Maintenance and Capital Improvement Program labor dollars to the actual expenditures and detail any variance. 

The Labor Assignment Budget-to-Actuals comparison shall include these filter options:

Budget (required)
Fund (required)
Through Fiscal Month (required)		Core		Core		BR2860
BR2865		Complex

		R24		Branch Labor Budget-to-Actuals Comparison Report		Provide a Branch Labor Assignment Budget-to-Actuals comparison upon request.		The report shall provide a comparison of the planned Operations & Maintenance and Capital Improvement Program labor dollars to the actual and detail any variance. 

The Labor Assignment Budget-to-Actuals comparison shall include these filter options:

Budget (required)
Fund (required)
Through Fiscal Month (required)
Branch (required)		Core		Core		BR2860
BR2865		Complex

		R25		Organization Labor Budget-to-Actuals Comparison Report		Provide a Labor Assignment Budget-to-Actuals comparison upon request.		The report shall provide a comparison of the planned Operations & Maintenance and Capital Improvement Program labor dollars to the actual and detail any variance.		Core		Core		BR2876		Complex

		R26		Employee Labor Budget-to-Actuals Comparison Report		Provide a Branch Labor Assignment Budget-to-Actuals comparison upon request.		The report shall provide a comparison of the planned Operations & Maintenance and Capital Improvement Program labor dollars to the actual and detail any variance.		Core		Core		BR2877		Complex

		R27		Budget Labor Assignment Comparison Report		Provide a Budgeted Labor Assignment Comparison upon request.		This report provides a comparison of the Capital Improvement Program and Operations & Maintenance labor days by Branch, Division and Organization for 2 user specified budgets.		Core		Core		BR2155		Difficult

		R28		Budget Labor Assignment Comparison by Organization Report		Provide a Budgeted Labor Assignment Comparison by Organization upon request.		This report provides a comparison of the Capital Improvement Program and Operations & Maintenance labor days for each Organization Labor position for the user requested organization and specified budgets.

Note – this report will also be available as a drill-down from the Budgeted Labor Assignment Comparison.		Core		Core		BR2160		Difficult

		R29		Active NN Activity Report		Provide an Active NN Activity Report upon request.		List of active Operations & Maintenance Activities in which the Activity ID begins with 'NN'. This report will be used by Finance to determine if any of these Activities can be closed.		Core		Core		BR2335		Easy

		R3		Budget Exclusions Report		Provide a Budget Item Exclusions Report upon request that lists the budget items from the starting point that were excluded as the Account, Activity or Organization is inactive or the one-time flag was set to ‘Y’.				Core		Core		BR1265		Difficult

		R30		Revised Budget Report		Provide an extract of the Revised Budget upon request.				Core		Core		BR2705		Difficult

		R31		6-Year Budget Summary Report		Provide a 6-Year Budget Summary Report by Budget Control Level upon request.		The summary will show total forecasted amounts by Fund, BCL and Year with ability to drill-down to the 6-Year Budget Detail Report.

The filter option will be:
Fiscal Year (Forecast Creation Year)
Capital Improvement Program Only Flag		Core		Core		BR3080		Difficult

		R32		6-Year Budget Detail Report		Provide a 6-Year Budget Detail Report by Department of Finance Project upon request.		The 6-Year Budget Detail Report will list the forecast amounts by Department of Finance Project & Year for the selected Fund & Budget Control Level.

The filter option will be:
Fiscal Year (Forecast Creation Year)
Capital Improvement Program Only Flag		Core		Core		BR3080		Difficult

		R33		6-Year Income Statement		Provide a 6-Year Fund Income Statement report upon request.		This report will list the forecasted Revenue & Expenditures for the selected Fund.		Core		Core		BR3085		Complex

		R34		Prior Year Budget Reduction Summary		Provide a Prior Year Budget Reduction Summary upon request.		Prior year budget reduction summary will include any budget ‘RVN’ (revision) transactions that are less than zero.		Core		Core		BR2540		Moderate

		R35		Budget-to-Labor Position Wage Comparison Report		Provide a Budget-to-Labor Position Wage Comparison report upon request.		Intended to identify organization(s) where the budgeted regular salary and wage dollars don’t cover the total labor costs but on employees current positions.		Core		Core		BR2570		Complex

		R36		Audit Report		Provide an extract of Audit records based on user specified filter criteria.				Core		Core		BR4035		Difficult

		R37		Labor Vacancy Report		Provide a Labor Vacancy Report upon request that provides a comparison of the Operations & Maintenance Labor Vacancy dollars for the specified budget.		To request this report, the request will designate a budget for a budget type that includes detailed labor dollars.		Option 1		F2		BR1025		Difficult

		R38		Labor Vacancy Trend Report		Provide a Labor Vacancy Trend Report upon request that provides a comparison of the Operations & Maintenance Actual Labor Vacancy dollars versus the Adopted Budget and Spending Plan for the current year.				Option 1		F2		BR1030		Complex

		R39		Budget Target Report		Provide a data extract of all Budget Targets for a Budget upon request.		Request should be filtered by Budget.		Option 1		F8		BR1170		Moderate

		R40		Budget Item Detail Report		Provide a Budget Item Detail Drill-down report upon request.				Option 1		F3		BR1530		Moderate

		R41		Capital Improvement Program Allocation Summary Report		Provide a Capital Improvement Program Allocation Summary upon request.		This report lists all Capital Improvement Program Labor Allocations that match the request criteria:
Budget – Required  
Fiscal Year – Required
Organization or Project Manager or Activity Required

The report content lists each request including the following:
Activity,
Activity Project Manager
Job Function
Request Comment
Request Days
Budgeted Days
Unfilled Requests		Option 1		F13		BR1615		Difficult

		R42		Budget Issue Paper Summary Report		Provide a Budget Issue Paper Summary Report upon request.				Option 1		F10		BR3300		Difficult

		R43		Budget Issue Paper Variance Report		Provide a Budget Issue Paper Variance Report upon request.				Option 1		F10		BR3305		Difficult

		R44		Budget vs. Rate Report		Provide the Budget vs. Rate Report upon request.		Requestor will specify the desired budget (must be an Endorsed or Adopted Budget).		Option 1		F10		BR3105		Complex

		R45		Capital Improvement Program Purchase Order Commitment Report		Provide create a Capital Improvement Program Purchase Order Commitment Report upon request based on user selected criteria.		Criteria include:
o Budget  (Required)
o Line of Business(Optional – one or more)
o Project Manager (Optional)		Option 2		F17		BR1935		Moderate

		R46		Operations & Maintenance Purchase Order Commitment Report		Provide create an Operations & Maintenance Purchase Commitment Report upon request based on user selected criteria.		Criteria include:
o Budget  (Required)
o Budget Program (Branch) (Optional)
o Budget Sub Program (Division) (Optional)
o Project Manager (Optional		Option 2		F17		BR1940		Moderate

		R47		Carry Forward Budget Report		Provide produce City Budget Office Carry Forward Budget Report upon request.		This report will consolidate the CFE and CFS Budget data on the same report.		Option 2		F18		BR1945		Difficult

		R48		Carry Forward Budget Candidates Report		Provide produce a Carry Forward Budget Candidate Report upon request.		This report will be used by the Budget Group to assist in making the determination of which candidate Carry Forward Budget Requests should be forwarded to the stewarding budget manager to update the Carry Forward request amount via the creation of a Budget Approval Request.		Option 2		F18		BR2040		Difficult

		R49		Capital Improvement Program Abandonment & Spending Plan Workbook		Provide the Capital Improvement Program Abandonment & Spending Plan Report via an Excel Workbook.		Budget Planning & Forecasting will produce a workbook included 3 tabs for each of the reports:

    YYYY Abandonment Summary – Provides the total dollars by Fund and Budget Control Level for  the following

  YYYY Abandonment Detail – Provides the data included in the Abandonment Summary by Activity

  YYYY Capital Improvement Program Spending Plan Summary - Provides a summary of the Spending Plan dollar by Fund, Budget Control Level and Quarter.		Option 2		F20		BR2205
BR2220
BR2210		Complex

		R50		Operations & Maintenance Supplemental Ordinance Report		Provide an Operations & Maintenance Supplemental Ordinance Report upon request.		This report provides a comparison of the Revised Budget, Year End Projections, Year-To-Date Actuals, by Fund, Budget Control Level and Branch.		Option 2		F21		BR2430		Difficult

		R51		Capital Improvement Program Supplemental Ordinance Report		Provide a Capital Improvement Program Supplemental Ordinance Report upon request.		This report provides a comparison of the Revised Budget, Year End Projections, Year-To-Date Actuals, by Fund and Budget Control Level.		Option 2		F21		BR2435		Difficult

		R52		Budget Transfer Candidate Report		Provide an Operations & Maintenance Budget Transfer Candidate Report upon request to identify any Budget Control Level where the projected budget variance is equal to or exceeds the Budget Transfer Threshold.		Report shall detail all Activities by Fund & BCL and include the Revised Budget, Year-To-Date Actuals, Projected Year End Actuals and Projected Budget Variance		Option 2		F15		BR2620		Difficult

		R53		Operations & Maintenance Cost Projections by Amount Class Report		Provide an Operations & Maintenance Projection by Amount Class report upon request.				Option 2		F16		BR2935		Difficult

		R54		Operations & Maintenance Cost Projections by General Ledger Account Report		Provide an Operations & Maintenance Projection by General Ledger Account report upon request.				Option 2		F16		BR2940		Difficult

		R55		Operations & Maintenance Cost Projections by Activity Report		Provide an Operations & Maintenance Projection by Activity report upon request.				Option 2		F16		BR2945		Difficult

		R56		Operations & Maintenance Projection Trend Report by Fund & Budget Control Level		Provide an Operations & Maintenance Projection Trend Report by Fund & Budget Control Level report upon request.				Option 2		F16		BR2950		Difficult

		R57		Operations & Maintenance Projection Trend Report by Fund, Budget Control Level & Branch		Provide an Operations & Maintenance Projection Trend Report by Fund, Budget Control Level & Branch report upon request.				Option 2		F16		BR2955		Difficult

		R58		Operations & Maintenance Projection Trend Report by Division		Provide an Operations & Maintenance Projection Trend Report by Division upon request.				Option 2		F16		BR2960		Difficult

		R59		Operations & Maintenance Projection Trend Report by Amount Class		Provide an Operations & Maintenance Projection Trend Report by Amount Class upon request.				Option 2		F16		BR2965		Difficult

		R60		Operations & Maintenance Projection Trend Report by Activity		Provide an Operations & Maintenance Projection Trend Report by Activity upon request.				Option 2		F16		BR2970		Difficult

		R61		Operations & Maintenance Projection Trend Report by Branch		Provide an Operations & Maintenance Projected Costs by Branch report upon request.				Option 2		F16		BR2975		Difficult

		R62		Budget Control Report		Provide a Budget Control Report upon request.				Option 2		F16		BR2980		Complex

		R63		Missing Chart Entry Report		Provide an exception report to identify any Financial Entity instance that does not exist in the financial system to enable the Budget Group to facilitate update of the Source System(s).		For example, if a new Activity was added to Budget Planning & Forecasting that does not exist in the financial system, that Activity must be manually added to prior to recording the budget journal entry.		Option 3		F30		BR0740		Difficult

		R64		Hard/Soft Cost Budget Report		Provide an on-request report of Activity Hard & Soft Costs by General Ledger Account.		The following request criteria will be available:

Capital Improvement Program Project Manager (Optional)
Activity  (Optional)
Budget (Required) (Ex:  2012 Adopted Budget or 2013 Endorsed Budget)

The report output will summarize budgeted expenditures for the requested Budget by Activity, Cost Group, Cost Sub Group and General Ledger Account.		Option 3		F32		BR3280		Moderate
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2011 INSURANCE REQUIREMENTS AND TRANSMITTAL SHEET 

PURCHASING SERVICES
REF:    RFP #SPU-165   

City of Seattle


Attachment No. 1

VENDOR: SEND THIS FORM TO YOUR INSURANCE PROFESSIONAL

INSURANCE AGENT/BROKER: 

( PLEASE COMPLETE THESE FIELDS SO THAT WE MAY CONTACT YOU IF NECESSARY.                 *REQUIRED FIELDS


*NAME:      


TITLE:      


*NAME OF COMPANY         


*EMAIL:      

*TELEPHONE:      

FAX:        

( SEND ORIGINAL CERTIFICATION WITH COPY OF CGL ADDITIONAL INSURED ENDORSEMENT OR BLANKET ADDITIONAL   INSURED POLICY WORDING TO:
THE CITY OF SEATTLE PURCHASING SERVICES DIVISION

                                      

ATTN: Michael Mears

 





PO Box 94687

                                       

SEATTLE, WA 98124-4678

( SEND COPY OF CERTIFICATION (INCLUDING COPY OF ADDITIONAL INSURED PROVISION) BY FAX TO (206) 470-1279 OR AS AN EMAIL ATTACHMENT IN ADOBE PDF FORMAT TO RISKMANAGEMENT@SEATTLE.GOV .


1. In the “Certificate Holder” field of the certificate of insurance, write “Attention:Michael Mears FORMTEXT 
.” 

2. Upon award of the contract, Vendor shall, at its sole expense and for the entire term of the contract, provide insurance to the City of Seattle (“City”) as checked below in    days or the city may withdraw its intent to award:

· ( COMMERCIAL GENERAL LIABILITY (CGL) INSURANCE OR EQUIVALENT INCLUDING: 


( PREMISES 


( PRODUCTS-COMPLETED OPERATIONS 



( CONTRACTUAL LIABILITY  



( STOP GAP/EMPLOYER’S LIABILITY (UNLESS NO OBLIGATION TO INSURE WA STATE WC)

  FORMCHECKBOX 
  XCU AND SUBSIDENCE PERILS NOT EXCLUDED

  FORMCHECKBOX 
 PRODUCTS/COMPLETED OPNS. ADD’L INSURED FOR THREE (3) YEARS FOLLOWING END OF CONTRACT

· MINIMUM LIMITS OF LIABILITY SHALL BE:   


		    $1,000,000

		EACH OCCURRENCE COMBINED SINGLE LIMIT BODILY INJURY AND PROPERTY DAMAGE (CSL)



		    $2,000,000   

		PRODUCTS/COMPLETED OPERATIONS AGGREGATE



		    $2,000,000   

		GENERAL AGGREGATE



		    $1,000,000   

		EACH ACCIDENT/ DISEASE—POLICY LIMIT/ DISEASE—EACH EMPLOYEE STOP GAP/EMPLOYER’S LIABILITY 





(  AUTOMOBILE LIABILITY INSURANCE FOR OWNED, NON-OWNED AND HIRED VEHICLES AS APPROPRIATE   INCLUDING: 


 FORMCHECKBOX 
 IN-TRANSIT POLLUTION LIABILITY CA 99 48/MCS-90 (N/A IF COVERED UNDER AN IN-TRANSIT EXTENSION OF A CONTRACTOR’S POLLUTION LIABILITY INSURANCE POLICY)


· MINIMUM LIMITS OF LIABILITY SHALL BE $1,000,000 CSL.

·  FORMCHECKBOX 
  MARINE GENERAL LIABILITY (MGL) INSURANCE INCLUDING: PREMISES/COMPLETED OPERATIONS, PRODUCTS LIABILITY, WORK IN PROGRESS, CONTRACTUAL LIABILITY AND STOP GAP/EMPLOYER’S LIABILITY.  MINIMUM LIMITS OF LIABILITY SHALL BE:  

		   1,000,000

		CSL



		   2,000,000

		PRODUCTS/COMPLETED OPERATIONS AGGREGATE



		   2,000,000

		GENERAL AGGREGATE



		   1,000,000

		EACH ACCIDENT/ DISEASE—POLICY LIMIT/ DISEASE—EACH EMPLOYEE STOP GAP/EMPLOYER’S 

LIABILITY 





 FORMCHECKBOX 
  UMBRELLA/EXCESS/BUMBERSHOOT LIABILITY INSURANCE OVER CGL/MGL/AUTOMOBILE LIABILITY  

MINIMUM LIMIT OF LIABILITY SHALL BE $      EACH CLAIM EXCESS OF PRIMARY LIMITS ($      MINIMUM TOTAL LIMITS REQUIREMENT)


 FORMCHECKBOX 
  PROFESSIONAL LIABILITY INSURANCE

MINIMUM LIMIT OF LIABILITY SHALL BE $      EACH CLAIM

 FORMCHECKBOX 
   CONTRACTOR’S POLLUTION LIABILITY INSURANCE 

MINIMUM LIMITS OF LIABILITY SHALL BE $      EACH CLAIM WITH A MINIMUM AGGREGATE LIMIT OF 200% OF THE EACH CLAIM LIMIT.  THERE SHALL BE NO REQUIREMENT FOR A DEDICATED PROJECT AGGREGATE LIMIT PROVIDED THAT THE CONTRACTOR SHALL (1) SUBMIT TO THE CITY WITH ITS INSURANCE CERTIFICATION A WRITTEN STATEMENT FROM ITS AUTHORIZED INSURANCE REPRESENTATIVE THAT THE FULL MINIMUM AGGREGATE LIMIT IS AVAILABLE AND HAS NOT BEEN IMPAIRED BY ANY CLAIMS RESERVED ON ANOTHER PROJECT, AND (2) THEREAFTER, UNTIL THE COMPLETION OF THE WORK, THE CONTRACTOR SHALL PROVIDE NOTICE IN WRITING TO THE CITY WITHIN TEN (10) DAYS OF CONTRACTOR’S CONSTRUCTIVE KNOWLEDGE OF ANY PENDING OR ACTUAL IMPAIRMENT OF THE AGGREGATE LIMIT.


 FORMCHECKBOX 
   SHIP REPAIRER’S OR MARINA OPERATOR’S LEGAL LIABILITY INSURANCE COVERING THE VENDOR’S LIABILITY FOR LOSS OR DAMAGE, INCLUDING LOSS OF USE, TO OWNERS OF WATERCRAFT WHILE IN THE VENDOR’S CARE, CUSTODY AND CONTROL FOR THE PURPOSE OF BEING REPAIRED OR SERVICED.  


MINIMUM LIMITS OF LIABILITY SHALL BE $      EACH VESSEL

 FORMCHECKBOX 
   WATERCRAFT LIABILITY OR JONES ACT LIABILITY INSURANCE 


MINIMUM LIMITS OF LIABILITY SHALL BE $     

 FORMCHECKBOX 
   U.S.L. & H. ACT WORKER’S COMPENSATION LIABILITY INSURANCE

MINIMUM LIMITS OF LIABILITY SHALL BE $     

 FORMCHECKBOX 
  BUILDER’S RISK PROPERTY INSURANCE

 MINIMUM LIMITS OF LIABILITY SHALL BE $     

 FORMCHECKBOX 
  MISCELLANEOUS:  Technical Errors & Ommisions


 MINIMUM LIMIT:  $2,000,000.  

TERMS AND CONDITIONS:

1. City of Seattle as Additional Insured: The CGL/MGL insurance shall include “the City of Seattle” as an additional insured for primary and non-contributory limits of liability.


2. No Limitation of Liability: Insurance coverage and limits of liability as specified herein are minimum coverage and limit of liability requirements only.  They shall not be construed to limit the liability of Vendor or any insurer for any claim that is required to be covered hereunder to less than the applicable limits of liability stated in the declarations.  Moreover, the City shall be an additional insured, where additional insured status is required, for the full available limits of liability maintained by vendor, whether those limits are primary, excess, contingent or otherwise.  Vendor expressly understands and agrees that this provision shall override any limitation of liability or similar provision in any agreement or statement of work between the City and Vendor.


3. Claims Made Form:  If any policy is written on a claims made form, the retroactive date shall be prior to or coincident with the effective date of this contract.  Claims made coverage shall be maintained by the Vendor for a minimum of three (3) years following the expiration or earlier termination of this contract, and the Vendor shall provide the City with evidence of insurance for each annual renewal.  If renewal of the claims made form of coverage becomes unavailable or economically prohibitive, the Vendor shall purchase an extended reporting period (“tail”) or execute another form of guarantee acceptable to the City to assure financial responsibility for liability assumed under the contract.


4. Deductibles and Self-Insured Retentions:  Any self-insurance retention or deductible in excess of $ 25,000 that is not “fronted” by an insurer and for which claims the vendor or its third-party administrator is directly responsible for defending and indemnifying must be disclosed on the certificate of liability insurance.  Vendor agrees to defend and indemnify the City under its self-insured or deductible layer and upon City’s request advise the full delivery address of the individual or department to whom a tender of a claim should be directed.   


5. Notice of Cancellation:   Under RCW 48.18.290 (1) (a) and (b) (“Cancellation by insurer”) applicable to insurers licensed to do business in the State of Washington, the City, as a certificate holder for the insurance requirements specified herein and an additional insured, has an interest in any loss which may occur; written notice of cancellation must therefore be actually delivered or mailed to the City not less than 45 days prior to cancellation (10 days as respects non-payment of premium).  As respects surplus lines placements, written notice of cancellation shall be delivered not less than 30 days prior to cancellation (10 days as respects non-payment of premium).


6. Qualification of Insurers:  Insurers shall maintain A.M. Best’s ratings of A- VII unless procured as a surplus lines placement under RCW chapter 48.15, or as may otherwise be approved by the City.


7. Changes in Insurance Requirements: The City shall have the right to periodically review the adequacy of coverages and/or limits of liability in view of inflation and/or a change in loss exposures and shall have the right to require an increase in such coverages and/or limits upon ninety (90) days prior written notice to the Vendor.  Should Vendor, despite its best efforts, be unable to maintain any required insurance coverage or limit of liability due to deteriorating insurance market conditions, it may upon thirty (30) days prior written notice request a waiver of any insurance requirement, which request shall not be unreasonably denied.


8. Evidence of Insurance:  


a. A certificate of liability insurance evidencing coverages, limits of liability and other terms and conditions as specified herein;


b. An attached designated additional insured endorsement or blanket additional insured wording to the CGL/MGL and (if required) Contractor’s Pollution Liability insurance policy.


At any time upon the City’s request, Vendor shall also cause to be timely furnished a copy of declarations pages and schedules of forms and endorsements.  In the event that the City tenders a claim or lawsuit for defense and indemnity invoking additional insured status, and the insurer either denies the tender or issues a reservation of rights letter, Vendor shall in addition cause a complete and certified copy of the requested policy to be timely furnished.

Send evidence of insurance to the City at the addresses at the top of this form. If any questions or issues, contact the City of Seattle Risk Management Division at direct telephone extension (206) 386-0071 or by email at riskmanagement@seattle.gov .

NOTE: CERTIFICATES WITHOUT ATTACHED ADDITIONAL INSURED ENDORSEMENT OR BLANKET ADDITIONAL INSURED WORDING WILL NOT BE APPROVED![image: image1][image: image2][image: image3][image: image4][image: image5][image: image6]
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[To use this template, follow the instructions contained between brackets [ ], and remove the instructions as you go, beginning with this instruction.] 


[The purpose of this document is to determine and describe proposed the solution application in enough detail, and to a level of completeness that a software developer can develop the Physical Design for the system.   This is a logical design document, and will interpret business requirements into implementation details.]

[The members of the project team make up the primary audience of the document.]

[For audit purposes, track changes should be used for any version of this document excluding the initial version for a release.  Once a version has been published, any material non-grammatical changes should be included in a new version.  Additionally, the Document Change Log should be updated in Appendix A to summarize the changes.  This will enable the Development & Test Teams to easily determine the changes and make the appropriate updates.]

[Development of the initial Version of a release does not require Track Changes or update of the Document Change Log.]


[If any section in this document isn’t applicable to this particular solution, the [bracketed text] should be removed and replaced with a statement that the section isn’t applicable to prevent confusion on whether the document is incomplete.]


1. Introduction

[Provide a brief overview of the project objectives and proposed solution.]


[Briefly describe what the application is supposed to do.  Describe the modeling or process that was used to create the Logical Design.  Make reference to the Business Requirements Document and any other source documents that provided input into the Logical Design.]


1.1 Assumptions


		ID

		Assumption

		Discussion



		A1

		[Assumption Name]

		[Assumption Discussion]



		

		

		



		

		

		





1.2 Risks


		ID

		Risk

		Mitigation



		R1

		[Risk Name]

		[Risk Mitigation Plan]



		

		

		





1.3 Dependencies


		ID

		Dependency

		Discussion



		D1

		[Dependency Name]

		[Dependency Description]



		

		

		



		

		

		





1.4 Glossary

		Term, Acronym, Abbreviation

		Definition



		[Term]

		[Term Definition]



		

		



		

		



		

		





2. Conceptual/Logical Design 


[Describe in more detail what the system is supposed to do, and how the proposed solution accomplishes these functions.  This section should make heavy use of diagrams and illustrations.] 


[The Conceptual Design may take many forms, depending on what tools or modeling techniques were used to derive the design in the first place.  Acceptable approaches include process flow modeling, state diagramming, or even UML if you are versed in that language.]

[Be mindful of your audience, and choose communication techniques appropriately.]


2.1 System Context Diagram


[Provide an architectural-level Sub-System Diagram (SSD), and discuss it.  Identify the major sub-systems of the application, and characterize them with the following attributes:


· Existing or to-be-built


· Platform and language


· Major interfaces


· Key properties


· Key functions]


Describe the interfaces with external systems.  If the architecture is dependent upon or dictated by requirements of external systems, identify and briefly describe these dependencies.


Cite the specific Requirements from the Requirements Specification that are satisfied by this architecture.]


2.2 Data Flow Diagram


[If the application is very data centric, i.e. is primarily a data manipulation, conversion, warehousing, or transformation application, and involves data flowing between and among more than one system, then describe the logical flow of this data.]


2.3 Application Navigation

[If the application provides a user interface, describe how the application will be accessed.  For example, if the application is a data warehouse, navigation would describe how reports are accessed as well as any dashboards.  If the application is web based, then this identifies the URL, links from other sites to this site and how the user will navigate within the site.]


3. System Features

[Provide a summary description of all new system features or enhanced system features included in this release.  If the application includes new database components, include an ER diagram and discuss the major features of the data model.]


3.1 <System Feature 1>

[Provide a detailed description of the system feature.]


3.1.1 User Roles

		User Role

		Expected Activities



		[Role Name]

		[Activity 1, Activity 2, Activity 3]



		

		



		

		





3.1.2 Transaction Volumes & Performance


[In this section, should identify the number of transactions both average and peak by relevant time period such as per hour or per day or per week. Identify the total number of users as well as the projected number of concurrent users.  Specify performance requirements such as time to render a page/screen for an online application or throughput for a batch calculation such as 10,000 calculations in an hour.]


3.1.3 Business Rules


[Detail all feature related business rules including rules regarding security and privacy if applicable.]


		ID

		Business Rule

		Description



		

		

		



		

		

		



		

		

		





3.1.4 To-Be Solution


[Provide a detailed description of the system feature. Begin with a “Cross-Functional Flowchart” Template.  Use rectangles to represent atomic tasks or functions.  Use open arrows to represent process entry points, use line arrows to indicate flow of both process and data.  Use diamonds to indicate decision points and flow branches.  Small, numbered circles can be used as “inter-diagram” connectors.  Accompany the diagram with a discussion that clarifies important areas of the diagram.]


[ Process Shape Key:
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		Nbr

		Process Steps

		Action/Business Rule



		1.0

		

		



		2.0

		

		





3.1.5 User Interface


[Provide an overview of the User Interface listing all screens/pages with a brief description of the function of each screen/page.  Note Section 3.1.6.1 – 3.1.6.4 would be repeated for each screen/page (excluding any intermediate dialogs).]


[Sections 3.1.6.1 – 3.1.6.4 can be removed if a User Interface isn’t applicable for this feature.]


3.1.5.1 <Screen Name> Mockup & Description


[Provide a screen mock-up and description of the function(s) provided by the screen/page.]

3.1.5.2 <Screen Name> Field Definitions


[Complete the matrix below for each field included on the screen/page]


		Field Name

		Control Type

		Len

		Format

		Validation

		Description/Response



		[Customer] [Name]

		[Text Box]

		[30]

		[n/a]

		[Required – must contain at least one alpha character]




		 



		[State]

		[Drop-Down]

		[20]

		[n/a]

		[Optional]

		[Display States in alphabetical order]



		[Effective Date]

		[Calendar]

		

		[MM/DD/YYYY]

		[Required]

		[Default to current date.]





3.1.5.3 <Screen Name> Specific Business Rules


[Detail any screen specific business rules or access limits by user role

		ID

		Business Rule

		Description



		

		

		



		

		

		



		

		

		





3.1.5.4 <Screen Name> Specific Use Cases


[For each Screen related Use Case, provide a process flow.]
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		Nbr

		Process Steps

		Action/Business Rule



		1.0

		

		



		2.0

		

		





3.1.6 Data Conversion


[If data must be converted and/or transformed from a legacy application, describe the required data manipulation/conversion – provide a mapping of the legacy data elements to the current system.]


3.1.7 Business Data Configuration


[If Data Configuration is needed to populate look-up or dimension tables that is not provided via a conversion process, detail the configuration data that will input to support this feature.  For example, if a Look-Up table is required, the configuration data would specify the valid values for the code, short name and full name fields.]


3.1.8 Reporting


[Provide a summary for each report that will be provided with this feature.]


		Report Title

		Report Description

		Distribution Method/Frequency



		[Customer Complaint Dashboard]

		[Provides a month-to-date pie chart of complaints based on complaint subject]

		[Scheduled – Daily]



		[Unresolved Complaint Report]

		[Provides a detail of any Complaints that have not been resolved]

		[Upon Request]



		

		

		





3.1.8.1 <Report Name>


[Detail how each report cell will be derived. Specifiy input parameters, frequency, and distribution method such as on-request or Scheduled]


3.2 <System Feature 2>

[For each System Feature, complete this section, creating as many sections as needed.]

3.2.1 User Roles

		User Role

		Expected Activities



		

		



		

		





3.2.2 Transaction Volumes & Performance

3.2.3 Business Rules

		ID

		Business Rule

		Description



		

		

		



		

		

		



		

		

		



		

		

		





3.2.4 To-Be Solution
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3.2.5 User Interface


3.2.5.1 <Screen Name> Mockup & Description


3.2.5.2 <Screen Name> Definitions

		Field Name

		Field Type

		Len

		Format

		Validation

		Description/Response



		

		

		

		

		

		





3.2.5.3 <Screen Name> Specific Business Rules

		ID

		Business Rule

		Description



		

		

		



		

		

		



		

		

		



		

		

		





3.2.5.4 <Screen Name> Specific Use Cases
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		Process Steps
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3.2.6 Data Conversion

3.2.7 Business Data Configuration

3.2.8 Reporting

		Report Title

		Report Description

		Distribution Method/Frequency



		

		

		





4. Security

[Describe how security will apply to the solution.  If an existing security system is used, described how the configuration will be modified to support the new features. Detail any security groups including group privileges that will be added or updated.]

5. Audit


[Describe how system changes will be audited and how the users will access the audit data]

6. Business Continuity Approach


[Describe the recommended Business Continuity strategy in the event of a disaster including both short term and long-term strategies]


7. Requirements Control


[Complete the matrix below that cross references the Business Requirements from the BRD to the Features in this document.  Provide as specific feature reference as possible.  This will assist in verifying the completeness of the solution as well as provide easy reference to trace a Business Requirement to its corresponding Feature.] 


		BR


ID#

		Sub-Category

		Requirement

		Requirement Met? (Y/N)

		FSD Feature  Reference & Discussion



		[BRNNN – 


 BRNNN]

		[Refund Calc]

		[Residential Refund Rate]




		[Yes]

		[Section X.X.X  - discussion]



		[BRNNN]

		[Refund Calc]

		[Commercial Refund Rate]




		[Yes]

		[Section X.X.X  - discussion]



		

		

		

		

		





8. Feature Test Case Inventory


[Provide an inventory of feature test scenarios that will appropriately validate the functionality of the system.   Each Test Case should reference the appropriate Feature Section.  This will assist in verifying the completeness of the Test Cases.  For complex systems, Test Cases may be grouped by components.  For example, if the system provided a calculation as well as a user interface and reports, the test cases pertaining to the verification of the calculation may be grouped by using a pneumonic in the Test Case Id such as ‘CALC001’, CALC002’, etc. ]


		Test Case ID

		Test Case Name

		Test Case Description & Expected Result

		FSD Feature Reference



		[CALC001]

		[Residential Refund Calculation]




		[Verify that a refund for a residential customer is calculated based on the residential rate which is applied based on Service Class of ‘RES’]

		[Section X.X]



		

		

		

		



		

		

		

		





9. Appendix A – Document Change History

[For each new version of the document, list the Section and provide a summary of the Change(s) including references such as a Change Request if applicable.  New Versions should be issued for material changes excluding the creation of the initial version for a Release.  Issuing a new version is not required for correction of spelling or grammar.]


		Version No.

		Date

		Name

		Description of Change



		[1.0]

		[MM/DD/YYYY]

		[name]

		Initial Document



		

		

		

		



		

		

		

		





10. Appendix B - Review and Signoff


[Identify the approvers of the document including their name, project role (DBA, Operations Group Lead, Lead Developer, Project Manager, etc) and provide a link to their email approval once the document has been approved.  Note – the reviewer’s project role will often be different than the reviewer’s current job title]


		Name

		Reviewer Role

		Date

		Signature (Link)



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





11. Appendix C – Related Documents


[Provide links to any documents named above such as the Business Requirements Definition and Logical Data Model]


12. Appendix D – Business Process/System Feature Matrix


[Optionally, provide a cross-reference of the elementary Business Processes defined in Section 7 of the Business Requirements Document to the System Features defined in Section 3 of this document.  The goal is to ensure that all Business Processes contained in the BRD are incorporated in a System Feature.]

		Business Process

		System Feature

		Automation Method



		[ x.x Business Process Name]

[Example:]


[7.1 Request Rebate]




		[x.x System Feature Name]


[3.1 Request Rebate]


[3.2 Calculate Rebate]

		[Online, Batch, Interface]


[Online]


[Batch]
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[To use this template, follow the instructions contained between brackets [ ], and remove the instructions as you go, beginning with this instruction.] 


[The purpose of this document is to create the System Test Plan in sufficient detail and to a level of completeness that the plan can be understood by the project team and it ensures that the system will be tested as required by the documented requirements.]

[For audit purposes, track changes should be used for any version of this document excluding the initial version for a release.  Once a version has been published, any material non-grammatical changes should be included in a new version.  Additionally, the Document Change Log should be updated in Appendix A to summarize the changes.]


[Development of the initial Version of a release does not require Track Changes or update of the Document Change Log.]


[If any section in this document isn’t applicable to this particular solution, the [bracketed text] should be removed and replaced with a statement that the section isn’t applicable to prevent confusion on whether the document is incomplete.]


1. Overview


[Provide an overview of the application]

1.1 Testing Objectives

[List the testing objectives.]

1.2 Glossary

		Term, Acronym, Abbreviation

		Definition



		

		



		

		



		

		





2. Test Strategy 


 [Describe the testing strategy that will be used.  Identify the functional area(s) of that application that will be tested.  Detail any test constraints such as budget, resources and/or time.  Detail any areas that will not be tested.]

2.1  Test Scope

2.2  Entrance Criteria


2.3  Exit Criteria

3. Test Plan

[Detail the test types that will be performed.]

3.1 Build Verification Test (BVT) & Build Release

[Each build should be tested and officially accepted by the Test Team to ensure that the build is sufficiently stable to be system tested.]

3.2  Functional Testing

[Detail the functional test cases that will be performed.  This includes reports, forms, screens, web interfaces, web reports, online glossary and user reference documents.]


3.3  Security Testing

3.4  Ad-Hoc Testing


[Detail any ad-hoc testing that will be performed including the identity of the testers and the timing of when the ad-hoc testing will occur.]

3.5  Integration Testing

[Identify all test cases needed to test interfaces to other internal or external applications.]

3.6  Performance Testing

[Detail all test cases that will be executed to test performance, including load volumes, stress testing, etc.]

3.7  Volume Testing

3.8  Stress Testing


3.9  Regression Testing


3.10 Conversion/Migration Testing


3.11 Recovery Testing


4.  Test Set-Up

[Specify the environment where the testing will occur and how that environment will be controlled.  Also, detail how test data will be created.]

5.  Defect Tracking & Resolution

[Detail how defect/issues will be tracked and resolved.  Detail how defects will be reviewed and a priority assigned.  Specify what priority require correction to enable release to production.]

6.  Appendix A – Document Change History


[For each new version of the document, list the Section and summarize the changes including references such as a Change Request if applicable.  New Version should be issued for changes applied after the document has been reviewed and approved.  Issuing a new version is not required for correction of spelling or grammar.]


		Version No.

		Date

		Name

		Description of Change



		[1.0]

		[MM/DD/YYYY]

		[name]

		Initial Document



		

		

		

		



		

		

		

		





7. Appendix B - Review and Signoff


[Identify the approvers of the document including their name, project role (project manager, lead business analysis, lead designer, technical architect, etc) and provide a link to their email approval once the document has been approved.  Note – the reviewer’s project role will often be different than the reviewer’s current job title]


		Name

		Reviewer Role

		Date

		Email Signature (Link)
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[To use this template, follow the instructions contained between brackets [ ], and remove the instructions as you go, beginning with this instruction.] 


[The purpose of this document is to provide an order-of-magnitude estimate for the total system usage of several critical technology resources:

·  Overall disk space utilization


·  Overall CPU processing utilization


·  Overall transmission of data through the corporate networks


]

[For audit purposes, track changes should be used for any version of this document excluding the initial version for a release.  Once a version has been published, any material non-grammatical changes should be included in a new version.  Additionally, the Document Change Log should be updated in Appendix A to summarize the changes.]

[Development of the initial Version of a release does not require Track Changes or update of the Document Change Log.]


1. Overview

[Summarize the problem statement (or opportunity) that this project is trying to address. Provide a brief description of the design solution]

2.  Current Systems Configuration 


[Describe the current system or systems (if any), with emphasis on the areas that need attention.  Identify the particular elements of the current system(s) that do not currently satisfy the needs of this project.]


3. Proposed Changes

[Describe in detail, the proposed changes and discuss how these changes will bring about the desired improvements.  State the goals of these proposed changes, and identify success criteria – how improvement can be verified.  Categorize the proposed changes into the categorical sub-headings]


3.1 Network/Infrastructure Changes

[Described Network traffic projections and projected infrastructure needed to support network traffic. Detail system transaction volumes and transaction rate per unit of time – normal and peak]


3.2 Server/Platform Changes


[Identify Server/Platform Changes including changes to OS, Enterprise Services software and security settings.  Provide estimate of overall CPU processing estimates & memory sizing estimates.  ]


3.3 Database Changes


[Identify database changes including new schemas, changes to existing schemas, data scrubbing, etc.  Provide estimate of database size both initial and projected annual growth.  Detail requirements for backup, disaster recovery and production availability expectations]


4. Appendix A – Document Change History


[For each new version of the document, list the Section and provide a summary of the Change(s) including references such as a Change Request if applicable.  New Versions should be issued for material changes excluding the creation of the initial version for a Release.  Issuing a new version is not required for correction of spelling or grammar.]


		Version No.

		Date

		Name

		Description of Change



		[1.0]

		[MM/DD/YYYY]

		[name]

		Initial Document



		

		

		

		



		

		

		

		





5. Appendix B - Review and Signoff


[Identify the approvers of the document including their name, project role (DBA, Operations Group Lead, Lead Developer, Project Manager, etc) and provide a link to their email approval once the document has been approved.  Note – the reviewer’s project role will often be different than the reviewer’s current job title]


		Name

		Reviewer Role

		Date

		Signature (Link)
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1.   Overview

The Conceptual Data Model described in this document is intended to represent the data requirements needed to support the functional requirement outlined in the BP&F Business Requirements Document.

The Conceptual Data Model presents only a logical representation of the data.  The physical data definition and data storage (Business Intelligence Tool Cubes or Oracle database tables) medium(s) will be determined in the design phase to follow.


The objective of this document is to represent the data requirements to facilitate development of a  comprehensive physical design.


2.  Business Model Subject Areas

BP&F business model consists of these 12 subject areas:
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3.1 User Groups

The User Group subject area includes all entities related to defining User Groups and the related security privileges for those groups.

		Security Administration - User Groups
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		Entity

		Entity Definition



		BUDGET_ANNOTATION_TYPE

		Budget Annotation Type is used to define the valid SPU internal annotations related to budget items.  For example, there could be different annotation types established for the Budget Group, CBO, Budget Managers, etc.



		BUDGET_TYPE

		Budget Type maintains that valid types of budgets maintained within BP&F such as but not limited to:

     Adopted Budget
     Spending Plan

     Endorsed Budget
     Projected Cost Plan
     Carry Forward Encumbrance Budget
     Carry Forward Special Budget
     Supplemental Budget
     6 Year Budget Plan

The Budget Type will also include a number of user configurable fields that controls how the budget is developed.  For example, not all budget types require detail labor budgeting.  The Budget Type will maintain an attribute to identify if detailed labor budgeting in a component of this type of budget.



		BUDGET_TYPE_STATUS

		Budget Type Status maintains the valid status value for a budget type and the sequence in which the budget type status should occur.



		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.



		USER_GROUP_ACCOUNT_RESTRICTION

		If a User Security Group should be limited to budget entries based on one or more G/L Account, the allowable G/L Accounts will be maintained in this entity.  For example, the Budget Manager User Group may only be allowed budget entry for 20 G/L Accounts versus the Budget Group User Group that would not have User Group Account Restrictions defined.



		USER_GRP_ANNOTATION_TYPE

		Defines those User Groups that are required to enter an annotation if the budget request amount varies from the baseline amount by either a threshold PCT or Amount.



		USER_GRP_BUDGET_PRIVILEGE

		Defines the user group security privilege (read or updated) by Budget Type and/or a specific Budget Status Type. For example, if the Adopted Budget has a status of 'Pending CBO Approval', non-finance user groups may be restricted to read only access.  For a certain Budget Type, business user group(s) may not have any access regardless of status.  For example, Finance may opt to limit the Supplemental Budget to only Finance and therefore that Budget Type would not be included as a valid entry in the User Group Budget Privilege for the Non-Finance security group.



		USER_GRP_FIELD_RESTRICTION

		Defines the field level security restrictions for a User Group.  If a User Group should be restricted from viewing certain fields, the restricted fields will be maintained in this entity.   The field restriction may permit viewing the field but restricted the User Group from making updates (read only) or the restriction may specify that the field should be hidden.



		USER_SECURITY_GROUP

		User Security Group contains all user security group definitions. The user group will define if the group had system administration capabilities as well as security administration privileges.  System administration includes adding a new Activity or BCL or Budget Program.





3.2 Users

Maintains the set of authorized BP&F users with their corresponding security privileges and budget stewardship definition.

		Security Administration - Users
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		Entity

		Entity Definition



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		ACTIVITY_BUDGET_STEWARD

		Specifies the activities the user is designated as the stewarding 'Budget Manager'.  The Budget Manager is responsible for creating the budget dollars associated with the activity.  Budget Mangers such as a CIP Project/Program Managers will often steward more than one activity.



		BUDGET_PROGRAM

		A Budget Program is a layer in the hierarchy of how SPU organizes is projects and activities.  For O&M, a Budget Program represents a Branch and a Budget Sub Program is a Division.  For CIP, a Budget Program represents the entire capital program and the Budget Sub Program is the Sub BCL.  For example, O&M Project N2405 Web Support is administered by the Finance & Administration Branch (Budget Program = N200) & Information Technology division (Budget Sub Program =  N24)



		CIP_BUDGET_GROUP_REP

		Within the Budget Group User Group, this specifies which User is assigned as the representative or liaison for CIP activities by Line of Business. For example, if the Budget Group User Group consists of 8 members, this would define which specific user was the liaison for Water activities versus Technology activities. This will enable workflow assignments at the individual user level within the Budget Group for CIP.



		LINE_OF_BUSINESS

		Maintains the valid Lines of Business:

    W - Water
    DWW - Drainage & Wastewater
    CORP - Corporate
    SW - Solid Waste
    TECH - Technology



		OM_BUDGET_GROUP_REP

		Within the Budget Group User Group, this specifies which User is assigned as the representative or liaison for OM activities by Division (Budget Sub Program). For example, if the Budget Group User Group consists of 8 members, this would define the specific user that was the acting liaison for the IT Division versus Field Operations Planning Division.  This will enable workflow assignments at the individual user level within the Budget Group for O&M.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.



		ORG_BUDGET_STEWARD

		Specifies the organizations the user is the stewarding budget manager for O&M purposes.  Primarily used for Org Managers, BUDs and BAMS that steward one-to-many organizations.  It is also used to restrict labor assignments to labor positions that exist for the org(s) the user stewards.



		USER

		Maintains a record of each BP&F authorized user including their Active Directory user id.



		USER_SECURITY_GROUP

		User Security Group contains all user security group definitions. The user group will define if the group had system administration capabilities as well as security administration privileges.  System administration includes adding a new Activity or BCL or Budget Program.





3.3 Budget Type

The entities in this subject area support the user definition & configuration of the valid Budget Types.

		Budget Type
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		Entity

		Entity Definition



		ANALYSIS_TYPE

		A term used by the Summit Financial System to categorize each financial transaction.  Sample  Analysis Types include:

ACT - Actual Expenditure
BUD - Adopted budget
TRF – Budget Transfer
RVN – Budget Revision



		BUDGET_ALLOCATION_METHOD

		Budget Allocation Method establishes how an annual budget amount will be allocated on a monthly basis for the specified Budget Type, G/L Account and effective period.  For example, when creating the Spending Plan, the total dollars for a particular G/L Account may be spread evenly over the year versus another account that has a peak summer month's allocation.  A common allocation method for labor dollars will be by pay periods in a month.



		BUDGET_DETAIL_ACCOUNT

		Specified for a unique combination of Budget Type and G/L Account that supporting detailed budget item(s) will be required for any budget item related to a budget of that budget type and G/L Account.  For example, the Budget Group may specify that for the Budget Type of 'Adopted Budget’ and G/L Account of 'Professional Services' the budget item dollars will require detailed budget items.   The supporting detail might include the name of the consulting firm(s), dollar amount of contract(s) and brief description of services that will be provided.



		BUDGET_FORMULA_ACCOUNT

		Specifies the set of G/L Accounts that a Budget Formula Type is applied to when calculating a Budget Item.  For example, a special formula may be defined for calculating Regular Salary & Wages.  This entity would maintain the Budget Formula Type to be applied as well as the G/L Account it would be applied to.



		BUDGET_FORMULA_TYPE

		Defines a unique instance of a Budget Formula or calculation.  For example, a Budget Formula Type would be defined for calculating Labor Fringe.



		BUDGET_TYPE

		Budget Type maintains that valid types of budgets maintained within BP&F such as:

Adopted Budget
Spending Plan
Projected Cost
Carry Forward Encumbrance Budget

Carry Forward Special Budget
Supplemental Budget
6 Year Budget Plan

The Budget Type will also include a number of user configurable fields that controls how the budget is developed.  For example, not all budget types require detail labor budgeting.  The Budget Type will maintain an attribute to identify if detailed labor budgeting in a component of this type of budget.



		BUDGET_TYPE_FORMULA

		Specifies if a Budget Formula will be applied during the creation of an instance of a Budget for a Budget Type.  For example, for the Adopted Budget Type, a labor inflation formula might be applied to Regular Salary & Wages.  That same formula may not be applied to a Carry Forward Encumbrance Budget (Budget Type) even though there may be budget dollars for Regular Salary & Wages.



		BUDGET_TYPE_STATUS

		Budget Type Status maintains the valid status value for a budget type and the sequence in which the budget type status should occur.



		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.





3.4 Budget Factor

Maintains the factor values and thresholds used in calculating and validating budget line item amounts based on an effective fiscal year.

		Budget Factors
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		Entity

		Entity Definition



		BUDGET_FACTOR

		The Budget Factor maintains the factor percentages based on an effective and expiration period for a Budget Factor Type.  For example, the labor COLA may be 1.5% for 2011 and then change to 3% in 2012.   
Application of a Budget Factor shall be specific to one or more of these 7 criteria: 

G/L Account - The Budget Factor may be applied based on a G/L Account designation.  For example, Labor Fringe 891200 may be 54%.

REM Account - The Budget Factor may be applied based on a REM Account.  As SPU budgeting is maintained by G/L Account, the REM_ACCOUNT_LU will be used to retrieve the applicable REM account. 


Organization - The Budget Factor may be specific to a particular organization such as the Organization Vacancy Rate (PCT).


Union - The Budget Factor may be specific to a particular Union.  For example, Union A may be getting a 3% COLA while Union B is receiving a 2.5% COLA.  


G/L Program - The Budget Factor may vary by Program.  For example, the budget factor for Commercial Water Service vs. Residential Water Service may be different.  Commercial versus Residential is distinguished via a Program.

Fund - The Budget Factor may vary by Fund or be specific to one Fund.  For example, the Water Fund may include an inflation rate not applicable to other funds.

Project Type - Specifies the Project Type designation (if any) for a Budget Factor.  For example, a Budget Factor may only be applicable to capital projects in which case the Project Type would be set to 'CIP.



		BUDGET_FACTOR_TYPE

		Budget Factor Type defines the valid factors that can be used in a budget calculation.  Budget Factor Types may be shared or used in multiple budget formulas.



		BUDGET_THRESHOLD

		Maintains the threshold value(s) for a Budget Threshold Type over time.  For example, the Minimum Nbr of O&M Labor Days might be 10 in 2011 and decreased to 8 in 2012.   A threshold value should be constant for a fiscal year but may change over time.



		BUDGET_THRESHOLD_TYPE

		Defined a threshold or measurement that will be used in the budgeting process.  For example, the Minimum Nbr of O&M Labor Days would be a threshold type.



		FUND

		A Fund is an accounting entity with a set of self-balancing revenue and expenditure accounts used to record the financial affairs of a governmental organization.  SPU currently has three specific revenue sources to fund its projects. These Financial Funds along with their Summit Fund Codes are:


Water Fund (WF) - 43000
Drainage and Wastewater (DWF) Fund - 44010
Solid Waste Fund (SWF) - 45010



		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.



		G/L PROGRAM

		A collection of one or more G/L Accounts that are summarized to present the Income Statement and Balance Sheet for the department.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.



		REM_ACCOUNT

		The City Budget Office defines 'Revenue and Expense Management Accounts' that are used for budgeting purposes.  A REM Account will consist of one or more G/L Accounts.



		UNION

		Maintains the valid set of labor Unions that may be assigned to one or more labor positions.  All current and past Union values will be maintained.



		BUDGET_FACTOR

		The Budget Factor maintains the factor percentages based on an effective and expiration period for a Budget Factor Type.  For example, the labor COLA may be 1.5% for 2011 and then change to 3% in 2012.   
Application of a Budget Factor shall be specific to one or more of these 6 criteria: 

G/L Account - The Budget Factor may be applied based on a G/L Account designation.  For example, Labor Fringe 891200 may be 54%.

REM Account - The Budget Factor may be applied based on a REM Account.  As SPU budgeting is maintained by G/L Account, the REM_GL_ACCOUNT_XREF will be used to retrieve the applicable REM account. 

Organization - The Budget Factor may be specific to a particular organization such as the Organization Vacancy Rate (PCT).

Union - The Budget Factor may be specific to a particular Union.  For example, Union A may be getting a 3% COLA while Union B is receiving a 2.5% COLA.  

G/L Program - The Budget Factor may vary by Program.  For example, the budget factor for Commercial Water Service vs. Residential Water Service may be different.  Commercial versus Residential is distinguished via a Program.

Fund - The Budget Factor may vary by Fund or be specific to one Fund.  For example, the Water Fund may include an inflation rate not applicable to other funds.



		BUDGET_FACTOR_TYPE

		Budget Factor Type defines the valid factors that can be used in a budget calculation.  Budget Factor Types may be shared or used in multiple budget formulas.





3.5 Budget Target

Defines a dollar target or limit for the related Budget based on one or more of these 9 elements; Fund, Project Type, G/L Account, REM Account, REM BCL, G/L Program, Org,  BCL and/or Budget Program.

		Budget Target
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		Entity

		Entity Definition



		BCL

		Budget Control Level: The level at which expenditures are controlled to meet State and City budget law.  BCL is intended to fulfill a City fiscal requirement, and should be considered independent of Business Area, despite coincident naming similarities (such as the "Distribution" BCL and the "Distribution" Business Area).  

For the Capital Improvement Program, the City Council appropriates budget at the BCL level, and then allocates that Budget down to the detail item level.  This detail item can be either at the Program level, which is a Project Group or "C4" project (C1128), or at an individual "C6" Project (activity) level (C106006).  If the line item is at the program level, then that one budget line item constitutes the entire allocation for all the projects contained in the program, none of which are listed separately as line items.

A BCL will be composed of one or more Sub BCLs.  Examples of BCL's include:

Administration
Combined Sewer Overflows
Control Structures
Customer Service
Distribution
Flooding, Sewer Backup & Lndsl
General Expense
Habitat Conservation Program
New Facilities
Other Operating Budget
Protection of Beneficial Uses
Rehabilitation
Rehabilitation & Heavy Eqpt
Sediments
Shared Cost Projects
Storm Water & Flood Control
Technology
Transmission
Wastewater Conveyance
Water Quality & Treatment
Water Resources
Watershed Stewardship



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year for a specified Budget Type.



		BUDGET_PROGRAM

		A Budget Program is a layer in the hierarchy of how SPU organizes is projects and activities.  For O&M, a Budget Program represents a Branch and a Budget Sub Program is a Division.  For CIP, a Budget Program represents the entire capital program and the Budget Sub Program is the Sub BCL.  For example, O&M Project N2405 Web Support is administered by the Finance & Administration Branch (Budget Program = N200) & Information Technology division (Budget Sub Program =  N24)



		BUDGET_TARGET

		A Budget Target represents a desired financial result for a Budget for a fiscal year as well as the limit to which a specific financial fund can afford in a fiscal year.  Budget Targets can be defined within SPU as well as externally defined by City Budget Office (CBO).  A Budget Target can be defined at high level such as Fund, Fiscal Year, Program Category (Operating Expenditures or Operating Revenues) as well as at a very detailed level such as Fund, Fiscal Year, G/L Program and G/L Account.  Generally, SPU Finance will define the Fund level targets and the BUD's and Branches will define more granular targets.  Budget Target will include both a target amount and an allowable variance amount used to highlight variances in the system.   

Budget Target defines a threshold dollar amount that the related Budget will be compared to.  A Budget Target can be defined at a summary budget level or at a more granular level including one or more of these factors:

Budget  (required)
Fund  (optional)
G/L Account  (optional)
REM BCL/REM Program  (optional)
BCL /SUB BCL (optional)
G/L Program  (optional)
Budget Program/Budget Sub Program  (optional)
REM Account (optional)
Organization (optional)



		FUND

		A Fund is an accounting entity with a set of self-balancing revenue and expenditure accounts used to record the financial affairs of a governmental organization.  SPU currently has three specific revenue sources to fund its projects. These Financial Funds along with their Summit Fund Codes are:

Water Fund (WF) - 43000
Drainage and Wastewater (DWF) Fund - 44010
Solid Waste Fund (SWF) - 45010



		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.



		G/L PROGRAM

		A collection of one or more G/L Accounts that are summarized to present the Income Statement and Balance Sheet for the department.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.



		PROJECT_TYPE

		A type code that classifies a Project Group as either 'O&M' or 'CIP'.





3.6 Budget Hierarchy Assignments

Maintains the budget hierarchy assignments based on start & ending fiscal year.  For example, to determine the BCL designation for a Budget Item the BCL LU will be used based on the assigned Project ID and budget year.

		Budget Hierarchy Look-Ups
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		Entity

		Entity Definition



		ACTIVITY_FUND_ALCTN_LU

		Maintains the Water, Drainage & Waste Water and Solid Waste Fund percentages for an Activity by Fiscal Year Period.  The sum of the fund percentages must equal 100%.



		ACTIVITY_GL_PROGRAM_LU

		Maintains the GL Program-to-Activity assignments for an Activity by fiscal year period.



		ACTIVITY_SUBFUND_ALCTN_LU

		Maintains the Drainage and Waste Water Sub Fund percentages for an Activity by Fiscal Year Period.  The sum of the DRN and WW sub fund percentages must equal 0 or 100%.



		BCL

		Budget Control Level: The level at which expenditures are controlled to meet State and City budget law.  BCL is intended to fulfill a City fiscal requirement, and should be considered independent of Business Area, despite coincident naming similarities (such as the "Distribution" BCL and the "Distribution" Business Area).  

For the Capital Improvement Program, the City Council appropriates budget at the BCL level, and then allocates that Budget down to the detail item level.  This detail item can be either at the Program level, which is a Project Group or "C4" project (C1128), or at an individual "C6" Project (activity) level (C106006).  If the line item is at the program level, then that one budget line item constitutes the entire allocation for all the projects contained in the program, none of which are listed separately as line items.

A BCL will be composed of one or more Sub BCLs.  Examples of BCL's include:


Administration
Combined Sewer Overflows
Control Structures
Customer Service
Distribution
Flooding, Sewer Backup & Lndsl
General Expense
Habitat Conservation Program
New Facilities
Other Operating Budget
Protection of Beneficial Uses
Rehabilitation
Rehabilitation & Heavy Eqpt
Sediments
Shared Cost Projects
Storm Water & Flood Control
Technology
Transmission
Wastewater Conveyance
Water Quality & Treatment
Water Resources
Watershed Stewardship



		BCL_LU

		Provides the assigned BCL/SUB BCL for a Project Group for the specified time period.  For example, Project Group C1234 may be assigned to the Watershed in 2011 and then transferred to Water Quality & Treatment in 2012.  Over time, a Project Group can have many BCL assignments.  A Project Group can only have one BCL in effect for a fiscal year.



		BUDGET_PROGRAM

		A Budget Program is a layer in the hierarchy of how SPU organizes is projects and activities.  For O&M, a Budget Program represents a Branch and a Budget Sub Program is a Division.  For CIP, a Budget Program represents the entire capital program and the Budget Sub Program is the Sub BCL.  For example, O&M Project N2405 Web Support is administered by the Finance & Administration Branch (Budget Program = N200) & Information Technology division (Budget Sub Program =  N24)



		BUDGET_PROGRAM_LU

		Provides the assigned Budget Program/Sub Program (Division/Branch) to a Project Group over time.  For example, Project Group C1234 may be assigned to Field Operations in 2011 and then transferred to Customer Service in 2012.  Over time, a Project Group can have many Budget Program assignments.  A Project Group can only have one Budget Program in effect for a fiscal year.



		COST_GROUP

		Project Delivery has developed cost estimating models based on Hard & Soft Cost classifications for infrastructure projects.  The assignment of a Hard or Soft Cost classification is based on the G/L Account, Fiscal Year period.  The table below details the valid Hard & Soft cost sub groupings: 



Hard Cost:
  Construction Contracts
  Equipment & Materials
  Permits
  Property Acquisition
  Personnel Services

Soft Costs
  Consultants
  Fleet
  Miscellaneous
  Personnel Services



		COST_GROUP_LU

		Provides the historical Cost/Sub Cost Group assignments for a G/L Account based on an effective fiscal year period.  For example, from 2007 through 2010, G/L Account 710110 might have been classified as a Soft Personnel Cost which was changed to Hard/Personnel Cost beginning in 2011.  This is used to assign the Cost Group &s Sub Group to a Budget Item with BP&F.



		COST_GROUP_ORG_EXCEPTION_LU

		Provides the any exception or override Cost Group designations based on G/L Account, Org, and Resource Type for an effective year period.  For example, 710110 - Salary & Wages is normally classified as a 'Soft' cost except when the Org is the Materials Lab (WS234), the Cost Group designation will be changed to 'Hard'.



		DOF PROJECT

		The DOF Project may be defined by a Summit Project (Group) or a Summit Activity.  A DOF Project is a group of one or more activities that is included as an entry in the Budget Book that the CBO submits to the City Council.



		DOF_PROJECT_LU

		Provides the historical DOF Project assignments for an Activity based on an effective fiscal year period.  For example, from 2007 through 2010, Activity C123456 might have been part of DOF Project C1200 and then beginning in 2011, the DOF Project assignment was changed to C1240.



		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.



		G/L PROGRAM

		A collection of one or more G/L Accounts that are summarized to present the Income Statement and Balance Sheet for the department.



		OM_INTER_DIVISION_ACTIVITY_LU

		Maintains the O&M Activity & Org exceptions to support budgeting across Divisions or Division & Branch.  Normally, a Low Org will be limited to those O&M activities stewarded by their Division.  This will maintain any additional activities that have been approved for budgeting outside the stewarding Division by identifying the exception Activity, Org and effective budget period.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.



		ORG_BUDGET_PROGRAM_LU

		Maintains the Budget Program/ Sub Program (Branch/Division) assignments for an Organization via effective & expiration dates.  For example, an Org may be moved from Division 'A' to Division 'B' effective 7/1/XX.



		REM_ACCOUNT

		The City Budget Office defines 'Revenue and Expense Management Accounts' that are used for budgeting purposes.  A REM Account will consist of one or more G/L Accounts.



		REM_ACCOUNT_LU

		REM GL ACCT XREF provides a cross reference of G/L Account to REM Account by effective & expiration years.  REM Accounts may change over time.  The REM assignment for a G/L account should the constant for a budget year.  For example G/L Account 123456 might be assigned to REM account A and then reassigned to REM B in a different budget year.  Budget dollars would not be prorated mid-year between the 2 REM assignments; the most recent value would be used.



		REM_BCL

		The City Budget Office requires that each department submit their budget based on CBO defined Revenue and Expense Management (REM) BCLs, REM Programs and REM Accounts.  SPU budgets at the more detailed G/L account level.  Finance must manually translate budget data based on SPU G/L Accounts to CBO REM Account and BCL/Sub BCL to REM BCL & REM Program.  Budgeting and Forecasting shall maintain a cross-reference between REM and SPU G/L Accounts as well as the SPU BCL/



		REM_BCL_LU

		Maintains the translations from SPU defined BCL & SUB BCL to REM BCL and SUB BCL that vary by fund.   For example SPU BCL N300B will translate to REM BCL 'N300B-SW', 'N300B-DW' or 'N300B-WU' depending on the fund designation.





3.7 Labor Positions

Detailed labor budgeting is based on funded labor positions (filled or vacant).  This subject area includes the Labor Positions and all Labor Allocation requests as part of developing the detailed labor budget.

		Labor Positions
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		Entity

		Entity Definition



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		LABOR POSITION PAY STEP

		Maintains the pay step rates for a Labor Potion.  For each step compensated labor position that is filled, this entity will maintain the Pay Step Date and Pay step rate.  For vacant Labor Positions, the Labor Position Pay Step will be set to the 3rd pay step.

For non pay step compensated Labor Positions, the Labor Position Pay Step will be set to the employee current pay rate assuming the position is filled.  For vacant APEX/SAM positions, the Labor Position Pay Step will be set to 95% of the maximum pay rate.



		LABOR_ALLOCATION

		A request for a labor resource for an activity based on a job function/skill for a defined number of days in a fiscal year & budget.  For example, Activity C123456 might require 200 days of a Structural Engineer for fiscal year 2012 as part of the Adopted Budget.



		LABOR_POSITON

		Defines a labor resource within an Organization.  A Labor Position is the lowest level within an organizational unit that serves a particular work function.   A Labor Position exists regardless of whether it is filled or vacant.  Labor Position can be a full or part-time position.  An SPU synonym for Labor Position is 'Pocket'.  The City Council controls/approves the labor positions associated with a department.  Labor budgeting is performed by fully assigning each Labor Position (filled or vacant) to activities for a fiscal year based on the full-time or part-time designation.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.



		ORG_JOB_FUNCTION_TYPE

		To support the labor budgeting process, BP&F will enable each Organization to custom define the job functions from a budgeting perspective.  The Job Class assigned to each labor position by HR, is for HR administration purposes only.  For example, the functional role of  'IT Developer' may translate into these HR Job Classes:


    Info Technology Professional A
    Info Technology Professional B
    Info Technology Professional C




		OVERRIDE_LABOR_DAYS

		BP&F will enable authorized System Admin users to override the default Full/Part Time Position labor days by entering an override days values to account for employee sabbaticals and other special situations.  A full-time position is budgeted at 220 days but due to a sabbatical, the labor position may only be budgeted for 150 days for a particular fiscal year.



		UNION

		Maintains the valid set of labor Unions that may be assigned to one or more labor positions.  All current and past Union values will be maintained.





3.8 Labor Assignments

Maintains the actual Activity labor assignments for each Labor Position included in a Budget.

		Labor Assignments
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		Entity

		Entity Definition



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year for a specified Budget Type.



		LABOR_ALLOCATION

		A request for a labor resource for an activity based on a job function/skill for a defined number of days in a fiscal year & budget.  For example, Activity C123456 might require 200 days of a Structural Engineer for fiscal year 2012 as part of the Adopted Budget.



		LABOR_ASSIGNMENT

		An assignment of a labor position (pocket) to an activity for N days in a Budget for the purpose of ensuring that all SPU labor positions are fully budgeted.  A labor position may be vacant or filled.  Each labor position will have one or more labor assignments such that their available labor days are fully budgeted.  For full-time positions, the total labor assignments will be 220 days and for part-time positions the total labor assignments should be 110 days.  If an Override Labor Days value exists, the Labor Position may be budgeted for less than the full or part time labor days such as an employee on a sabbatical.



		LABOR_POSITON

		Defines a labor resource within an Organization.  A Labor Position is the lowest level within an organizational unit that serves a particular work function.   A Labor Position exists regardless of whether it is filled or vacant.  Labor Position can be a full or part-time position.  An SPU synonym for Labor Position is 'Pocket'.  The City Council controls/approves the labor positions associated with a department.  Labor budgeting is performed by fully assigning each Labor Position (filled or vacant) to activities for a fiscal year based on the full-time or part-time designation.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.





3.9 Budget

Maintains the 4-tier budget structure of Budget Type, Budget, Budget Item and Budget Detail Item.  Maintains a specific instance of a Budget.

		Budget
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		Entity

		Entity Definition



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year for a specified Budget Type.



		BUDGET_ANNOTATION_TYPE

		Budget Annotation Type is used to define the valid SPU internal annotations related to budget items.  For example, there could be different annotation types established for the Budget Group, CBO, Budget Managers, etc.



		BUDGET_DOCUMENT

		Maintains the URL reference for any supporting/related budget documents.  Optionally, the Budget Document may be related to an individual Budget Item such as a worksheet with supporting detail on a manual calculation.  This can also be used to maintain the references to various CBO issue documents such CBO Instructions or the final Budget Book.



		BUDGET_ITEM

		A Budget Item is a line amount included in the parent Budget.  A Budget is comprised of one-to-many Budget Items.  A Budget Item is uniquely defined by these elements within a Budget: 


Fund
Activity
G/L Account
Organization
Timeframe (Month/Year or Year) 

For example, a Budget Item would be created to maintain the annual Office Supplies Expenditure for the 2014 Adopted Budget for the IT Admin Organization and Water Fund allocation.



		BUDGET_ITEM_ANNOTATION

		Budget Item Annotation - A textual explanation for the Budget Item.  The Budget It Annotation may be designated as a private note intended to be available only to the authoring user.   A Budget Item Annotation will be required if the Budget Item and Budget Item Baseline Amounts vary by more than the Threshold PCT or Threshold Amt defined for that Annotation Type.



		BUDGET_ITEM_DETAIL

		Budget Item Detail - Is used to describe the content of a Budget Item.  The sum of the Budget Item Details will equal a Budget Item.  For example, if the Budget Item is the travel budget for an Org, the Budget Item Detail provides the specific trip(s) and amounts that comprise the travel budget.  Budget Item Details will also be created for the detail Activity Labor Allocation calculations such as the Labor Fringe calculation for labor position #123 and Activity C123456.  The Budget Detail Required entity specifies the G/L Account that require detail budgeting.



		BUDGET_STATUS

		Provides the status history for each Budget by specifying the Budget Type Status value and budget status period.  The budget status is often used to lock entry to System Administrators or initiate workflow emails for pending deadlines.    If the Budget is a 'what-if version', then no automated assignment of a budget status is required.



		BUDGET_STATUS_MILESTONE

		Budget Status Milestone identifies the calendar date when B&F should monitor for completion of a particular status value for a Budget.  If the status does not exist or has not been completed, those budget users that have failed to meet the status deadline should receive an email notification to prompt completion of any outstanding budget tasks.



		BUDGET_TYPE

		Budget Type maintains that valid types of budgets maintained within BP&F such as but not limited to:

     Adopted Budget
     Spending Plan


     Endorsed Budget
     Projected Cost Plan
     Carry Forward Encumbrance Budget
     Carry Forward Special Budget
     Supplemental Budget
     6 Year Budget Plan

The Budget Type will also include a number of user configurable fields that controls how the budget is developed.  For example, not all budget types require detail labor budgeting.  The Budget Type will maintain an attribute to identify if detailed labor budgeting in a component of this type of budget.



		BUDGET_TYPE_STATUS

		Budget Type Status maintains the valid status value for a budget type and the sequence in which the budget type status should occur.





3.10 Budget Line Item

Provides all the line item amounts included in a Budget.

		Budget Item
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		Entity

		Entity Definition



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		ANALYSIS_TYPE

		A term used by the Summit Financial System to categorize each financial transaction.  Sample  Analysis Types include:

ACT - Actual Expenditure
BUD - Adopted budget
TRF – Budget Transfer
RVN – Budget Revision



		BCL

		Budget Control Level: The level at which expenditures are controlled to meet State and City budget law.  BCL is intended to fulfill a City fiscal requirement, and should be considered independent of Business Area, despite coincident naming similarities (such as the "Distribution" BCL and the "Distribution" Business Area).  

For the Capital Improvement Program, the City Council appropriates budget at the BCL level, and then allocates that Budget down to the detail item level.  This detail item can be either at the Program level, which is a Project Group or "C4" project (C1128), or at an individual "C6" Project (activity) level (C106006).  If the line item is at the program level, then that one budget line item constitutes the entire allocation for all the projects contained in the program, none of which are listed separately as line items.

A BCL will be composed of one or more Sub BCLs.  Examples of BCL's include:

Administration
Combined Sewer Overflows
Control Structures
Customer Service
Distribution
Flooding, Sewer Backup & Lndsl
General Expense
Habitat Conservation Program
New Facilities
Other Operating Budget
Protection of Beneficial Uses
Rehabilitation
Rehabilitation & Heavy Eqpt
Sediments
Shared Cost Projects
Storm Water & Flood Control
Technology
Transmission
Wastewater Conveyance
Water Quality & Treatment
Water Resources
Watershed Stewardship



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year for a specified Budget Type.



		BUDGET_FORMULA_ACCOUNT

		Specifies the set of G/L Accounts that a Budget Formula Type is applied to when calculating a Budget Item.  For example, a special formula may be defined for calculating Regular Salary & Wages.  This entity would maintain the Budget Formula Type to be applied as well as the G/L Account it would be applied to.



		BUDGET_ITEM

		A Budget Item is a line amount included in the parent Budget.  A Budget is comprised of one-to-many Budget Items.  A Budget Item is uniquely defined by these elements within a Budget: 

    Fund
    Activity
    G/L Account
    Organization
    Timeframe (Month/Year or Year) 

For example, a Budget Item would be created to maintain the annual Office Supplies Expenditure for the 2014 Adopted Budget for the IT Admin Organization and Water Fund allocation.



		BUDGET_PROGRAM

		A Budget Program is a layer in the hierarchy of how SPU organizes is projects and activities.  For O&M, a Budget Program represents a Branch and a Budget Sub Program is a Division.  For CIP, a Budget Program represents the entire capital program and the Budget Sub Program is the Sub BCL.  For example, O&M Project N2405 Web Support is administered by the Finance & Administration Branch (Budget Program = N200) & Information Technology division (Budget Sub Program =  N24)



		COST_GROUP

		Project Delivery has developed cost estimating models based on Hard & Soft Cost classifications for infrastructure projects.  The assignment of a Hard or Soft Cost classification is based on the G/L Account, Fiscal Year period.  The table below details the valid Hard & Soft cost sub groupings: 

Hard Cost:
  Construction Contracts
  Equipment & Materials
  Permits
  Property Acquisition
  Personnel Services

Soft Costs:
  Consultants
  Fleet
  Miscellaneous
  Personnel Services



		DOF PROJECT

		The DOF Project may be defined by a Summit Project (Group) or a Summit Activity.  A DOF Project is a group of one or more activities that is included as an entry in the Budget Book that the CBO submits to the City Council.



		FUND

		A Fund is an accounting entity with a set of self-balancing revenue and expenditure accounts used to record the financial affairs of a governmental organization.  SPU currently has three specific revenue sources to fund its projects. These Financial Funds along with their Summit Fund Codes are:

Water Fund (WF) - 43000
Drainage and Wastewater (DWF) Fund - 44010
Solid Waste Fund (SWF) - 45010



		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.



		G/L PROGRAM

		A collection of one or more G/L Accounts that are summarized to present the Income Statement and Balance Sheet for the department.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.



		PROJECT_GROUP

		A group of related activities managed in a coordinated way to obtain benefits and control not available from managing them individually.  At SPU, a project is represented by a 5 character code in Summit such as 'C1234'.  The first character of the Project ID identifies if the Project is Capital versus Operating.  For capital projects, budget approval from the City Council can be at this level.  For operating projects, this level represents a group of activities defined by SPU with no City Council approval.  On the Operating Budget, Project is sometimes synonymous with Project Group.



		REM_ACCOUNT

		The City Budget Office defines 'Revenue and Expense Management Accounts' that are used for budgeting purposes.  A REM Account will consist of one or more G/L Accounts.



		REM_BCL

		The City Budget Office requires that each department submit their budget based on CBO defined Revenue and Expense Management (REM) BCLs, REM Programs and REM Accounts.  SPU budgets at the more detailed G/L account level.  Finance must manually translate budget data based on SPU G/L Accounts to CBO REM Account and BCL/Sub BCL to REM BCL & REM Program.  Budgeting and Forecasting shall maintain a cross-reference between REM and SPU G/L Accounts as well as the SPU BCL/





3.11 Budget Approval

Specifies approval stewardship for the budget by defining the set of Budget Item included in a Budget Request with the identification of the needed budget approvals by approver and sequence.

		Budget Approval
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		Entity

		Entity Definition



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year for a specified Budget Type.



		BUDGET_APPROVAL_REQUEST

		In general, each Budget Request requires the approval of the Budget Manager and the assigned Budget Group representative.  The number of approvals will vary by Budget Type and dollar magnitude of Budget Request.  For example, due to a large increase in a Budget Request, additional approvals from the related Division Director and Branch Manager may be created.  

Multiple Budget Approval Request(s) can be created for a Budget Request.  Each Budget Approval Request must include a sequence to facilitate work flow notification once the previous sequence approval is received.

Rejecting a Budget Approval Request will cause any successor approval requests to be cancelled and a new set of approvals to be created to restart the process with the Budget Manager. 

A budge approval may not be needed for certain Budget Items such as a Cost Projection on-boarded from EPMS.  It is assumed that the Budget Manager has approved the amount in EPMS and re-approval is not required.



		BUDGET_APPROVAL_STATUS_TYPE

		Defines the valid status values for a Budget Approval Request such as:

      Released
      On Hold
      Approved
      Rejected
     Cancelled



		BUDGET_ITEM

		A Budget Item is a line amount included in the parent Budget.  A Budget is comprised of one-to-many Budget Items.  A Budget Item is uniquely defined by these elements within a Budget: 

    Fund
    Activity
    G/L Account
    Organization
    Timeframe (Month/Year or Year) 

For example, a Budget Item would be created to maintain the annual Office Supplies Expenditure for the 2014 Adopted Budget for the IT Admin Organization and Water Fund allocation.



		BUDGET_ITEM_REQUEST_TYPE

		Defines the valid classifications used to describe a change to a Budget Item Request Amount or the addition of a Budget Item by a Budget Manager.  For example, if a new Budget Item is created, the Budget Manager must specify is this is a 'budget add' or 'reallocation of existing budget dollars.  The valid Request Types are: 

Budget Add - an overall increase in the budget.

Net Zero Reallocation within Stewarded Activity(s) - budget dollars are being redistributed by G/L           account within the same activity or to an activity the Budget Manager steward.

Transfer to Other Budget Manager - budget dollars are being transferred to a different Organization or   Activity not stewarded by the budget manager entering the change.

Budget Reduction - budget dollars are being reduced.



		BUDGET_REQUEST

		A set of Budget Items that is stewarded by a Budget Manager and referenced as a 'Budget Request' to facilitate the budget approval process. For example, a CIP PM may have 3 separate activities.  Separate Budget Request would be created for each activity as the approval process could vary by activity versus assigning all the budget items for those 3 activities into a single Budget Request.  For CIP, the Budget Requests will be defined by Activity.  For O&M, the Budget Requests will be defined by Organization.



		ORG

		An Organization is the lowest level (leaf level) of SPU's organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a 'Low Org'.



		USER

		Maintains a record of each BP&F authorized user including their Active Directory user id.





3.12 Budget Issue Paper

Maintains the City Budget Office required Budget Issue Paper documentation that is included as part of a budget submission.


		Budget Issue Paper
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		Entity

		Entity Definition



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		BCL

		Budget Control Level: The level at which expenditures are controlled to meet State and City budget law.  BCL is intended to fulfill a City fiscal requirement, and should be considered independent of Business Area, despite coincident naming similarities (such as the "Distribution" BCL and the "Distribution" Business Area).  

For the Capital Improvement Program, the City Council appropriates budget at the BCL level, and then allocates that Budget down to the detail item level.  This detail item can be either at the Program level, which is a Project Group or "C4" project (C1128), or at an individual "C6" Project (activity) level (C106006).  If the line item is at the program level, then that one budget line item constitutes the entire allocation for all the projects contained in the program, none of which are listed separately as line items.

A BCL will be composed of one or more Sub BCLs.  Examples of BCL's include:

Administration
Combined Sewer Overflows
Control Structures
Customer Service
Distribution
Flooding, Sewer Backup & Lndsl
General Expense
Habitat Conservation Program
New Facilities
Other Operating Budget
Protection of Beneficial Uses
Rehabilitation
Rehabilitation & Heavy Eqpt
Sediments
Shared Cost Projects
Storm Water & Flood Control
Technology
Transmission
Wastewater Conveyance
Water Quality & Treatment
Water Resources
Watershed Stewardship



		BIP LABOR TRANSACTION TYPE

		Defines the allowable CBO classifications used to describe a labor transaction within a budget:

Abrogate
Add
Change
Reclassification
Inter Dept Transfer In
Inter Dept Transfer Out
Intra Dept Transfer



		BIP_BUDGET

		Identifies the Budget's that are included in a Budget Issue Paper.  For example, a single Budget Issue Paper may have financial implications for both the 2012 Adopted Budget and the 2013 Endorsed Budget.



		BIP_FUNDING_SOURCE_TYPE

		Maintains the valid funding sources as defined by the CBO for a Budget Issue Paper (BIP) item.  The valid values are:

GF  - General Fund
OTH - Other



		BIP_ITEM

		Each Budget Issue Paper will be comprised of one or more line items referred to as a BIP Item.  Each BIP Item is related to by a parent BIP, BIP Funding Source and optionally a BIP Labor Transaction Type and Labor Position if labor related.



		BIP_ITEM_DETAIL

		A BIP Item Detail is used to cross reference the Budget Items included in a BIP Item.  For example, if a new Project was being added via a BIP, this entity would maintain all the individual dollars amounts for that activity.



		BIP_STATUS_TYPE

		Maintains the valid status designations for a Budget Issue Paper such as:

Pending CBO Approval
Approved by CBO
Rejected by CBO
Cancelled



		BIP_TRANSACTION_TYPE

		Defines the allowable CBO classification to describe a budget item included in a Budget Issue Paper:

Change
Intra Dept Transfer
Inter Dept Transfer In
Inter Dept Transfer Out



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year for a specified Budget Type.



		BUDGET_ITEM

		A Budget Item is a line amount included in the parent Budget.  A Budget is comprised of one-to-many Budget Items.  A Budget Item is uniquely defined by these elements within a Budget:

    Fund
    Activity
    G/L Account
    Organization
    Timeframe (Month/Year or Year)

For example, a Budget Item would be created to maintain the annual Office Supplies Expenditure for the 2014 Adopted Budget for the IT Admin Organization and Water Fund allocation.



		BUDGET_PROGRAM

		A Budget Program is a layer in the hierarchy of how SPU organizes is projects and activities.  For O&M, a Budget Program represents a Branch and a Budget Sub Program is a Division.  For CIP, a Budget Program represents the entire capital program and the Budget Sub Program is the Sub BCL.


For example, O&M Project N2405 Web Support is administered by the Finance & Administration Branch (Budget Program = N200) & Information Technology division (Budget Sub Program =  N24)



		BUDGET_RATE_ASSUMPTION

		Used to document the Rate Modeling assumption amounts related to a specific Budget and Budget Issue Paper.  For example, the Rate Model could have assumed an increase in Health Care Costs of 5% versus newly published health care costs of that represent a 7% increase.  A BIP would be recorded to reflect the 2% difference.



		FUND

		A Fund is an accounting entity with a set of self-balancing revenue and expenditure accounts used to record the financial affairs of a governmental organization.  SPU currently has three specific revenue sources to fund its projects. These Financial Funds along with their Summit Fund Codes are:

Water Fund (WF) - 43000
Drainage and Wastewater (DWF) Fund - 44010
Solid Waste Fund (SWF) - 45010



		LABOR_POSITON

		Defines a labor resource within an Organization.  A Labor Position is the lowest level within an organizational unit that serves a particular work function.   A Labor Position exists regardless of whether it is filled or vacant.  Labor Position can be a full or part-time position.  An SPU synonym for Labor Position is 'Pocket'.  The City Council controls/approves the labor positions associated with a department.  Labor budgeting is performed by fully assigning each Labor Position (filled or vacant) to activities for a fiscal year based on the full-time or part-time designation.



		PROJECT_TYPE

		A type code that classifies a Project Group as either 'O&M' or 'CIP'.



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.





Appendix A - Attribute Definitions


		Attribute Name

		Attribute Definition



		ABS_ACTIVITY_KEY

		Specifies the Activity that the Activity Budget Steward has budget authority over.



		ABS_EFFCTV_DATE

		Maintains the first calendar date in with the User is the assigned budget steward for the Activity.



		ABS_EXPRTN_DATE

		Maintains the last calendar date in with the User is the assigned budget steward for the Activity.



		ABS_KEY

		A system assigned number that uniquely identifies an instance of a Activity Budget Steward.



		ABS_USER_KEY

		Identifies the User that is the budget steward for the Activity for the specified effective period.  Activity Budget Stewards are only established for CIP (Cor E) related Activities.



		ACTIVITY_BUDGET_TEXT

		A text explanation for the Activity from a budgeting perspective.  For example, it could describe that the Activity will begin in August of 2012.



		ACTIVITY_BUS_AREA_CODE

		Identifies the Business Area  that the Activity is include in via the assignment of a Business Area Code.  For example, the Activity may be part of the Technology Line of Business and the Infrastructure Business Area that is uniquely identified with the Business Area Code of 'TECH_03'.



		ACTIVITY_BUS_AREA_NAME

		Provide the Business Area Name that the Activity is a part of via the Business Area code assignment.  For example, if the Activity is assigned to the 'TECH_02' business area, the name might be 'Information Management'.



		ACTIVITY_BUS_AREA_PM_NAME

		The name of the person that is assigned to coordinate the projects & activities within a Business Area.  For example, 'Jones, Dave' may be the designated Business Area Manager (BAM) for the activity.



		ACTIVITY_CREATED_USER_KEY

		If an Activity is manually created by a BP&F user, this identifies the user that created the Activity.



		ACTIVITY_END_FISCAL_YR_NUM

		Identifies the last fiscal year that the Activity values were in effect from a budgeting perspective.  For example, over time the DOF Project assignment may change for an Activity however for budgeting purposes, the DOF Project assignment must be constant during a budget year.  Activity C123456 may have been initially assigned to DOF Project C1234 and then moved to C4321.  The Effective and Expiration Years specify the budget period in which the Activity was assigned to a particular year.



		ACTIVITY_ID

		An alphanumeric value that uniquely identifies an  Activity such as 'N244190' or 'C1NW401'.



		ACTIVITY_KEY

		A system assigned number that uniquely identifies an instance of an Activity.



		ACTIVITY_LAST_STATUS_CODE

		A code that identifies the current status of the Activity.  The values are:

O - Open
C - Closed
H - Hold.



		ACTIVITY_LAST_STATUS_DATE

		The calendar date of associated with the current activity status value.



		ACTIVITY_LOB_CODE

		A business code that specifies the valid Line of Business the Activity is assigned to.  The valid Line of Business codes are:

WTR - Water
DWW - Drainage & Waste Water
SW - Solid Waste
CORP - Corporate
TECH - Technology



		ACTIVITY_LOB_NAME

		Provides the business name associated with the LOB Code.  For example, a LOB Code of 'Tech', may have the business name 'Technology'.



		ACTIVITY_LOB_PROGRAM_CODE

		A code identifies Line of Business Program that the Activity is assigned to.  For example, the Activity may be assigned to the Web Services LOB Program with a LOB Program Code of 'WEB'.



		ACTIVITY_LOB_PROGRAM_NAME

		The business name associated with the LOB Program code assignment.  For example, the LOB Program Code of 'WEB' may have a LOB Program Name of 'Web Services'.



		ACTIVITY_NAME

		The business name corresponding to the Activity ID.  For example, Activity ID N530703 represents Graffiti Removal.



		ACTIVITY_PROJECT_ID

		Identifies the Project the Activity is a part of.  For example, Activity N6510005 Security is part of Project N6510 Misc Water Operations.



		ACTIVITY_PROJECT_MGR_NAME

		Specifies the name of the current Project Manager assigned to manage the Project Activity.



		ACTIVITY_REGIONAL_DESC

		If the Activity is designated as Regional, this describes the regional program(s) it is included in.



		ACTIVITY_REGIONAL_FLAG

		If turned on (= 'Y'), specifies that the Activity is part of a regional program.



		ACTIVITY_START_FISCAL_YR_NUM

		Identifies the beginning fiscal year that the Activity values were in effect from a budgeting perspective.  For example, over time the DOF Project assignment may change for an Activity however for budgeting purposes, the DOF Project assignment must be constant during a budget year.  Activity C123456 may have been initially assigned to DOF Project C1234 and then moved to C4321.  The Effective and Expiration Years specify the budget period in which the Activity was assigned to a particular year.



		AFALU_ACTIVITY_ID

		Identifies the Activity (such as N123456) that is referenced in the Activity Fund Allocation for the specified effective year period.



		AFALU_DWW_PCT

		Identifies the percentage allocated to the Drainage & Waste Water Fund for this activity for a budget start and end year.  The fund allocation must be constant within a budget year.  The DWW Fund PCT must be between 0% and 100% and the sum of the Water Fund PCT, DWW Fund PCt and SW PCT must equal 100%.



		AFALU_EFFCTV_DATE

		Identifies the calendar date when the Activity Fund Allocation went into effect.



		AFALU_END_FISCAL_YEAR_NUM

		Identifies the last year the Activity Fund Allocation was effective.



		AFALU_EXPRTN_DATE

		Identifies the calendar date when the Activity Fund Allocation expired.



		AFALU_KEY

		A system assigned number that uniquely identifies an instance of an Activity Fund Allocation entry.



		AFALU_START_FISCAL_YEAR_NUM

		Identifies the first year the Activity Fund Allocation was effective.



		AFALU_SW_PCT

		Identifies the percentage allocated to the Solid Waster Fund for this activity for a budget start and end year.  The fund allocation must be constant within a budget year.  The SW Fund PCT must be between 0% and 100% and the sum of the Water Fund PCT, DWW Fund PCT and SW PCT must equal 100%.



		AFALU_WTR_PCT

		Identifies the percentage allocated to the Water Fund for this activity for a budget start and end year.  The fund allocation must be constant within a budget year.  The Water Fund PCT must be between 0% and 100% and the sum of the Water Fund PCT, DWW Fund PCT and SW PCT must equal 100%.



		AGLPLU_ACTIVITY_ID

		Identifies the Activity (such as N123456) that is referenced in the Activity GL Program entry for the specified effective year period.



		AGLPLU_EFFCTV_DATE

		Identifies the calendar date when the Activity GL Program assignment went into effect.



		AGLPLU_END_FISCAL_YEAR_NUM

		Identifies the last year the Activity GL Program assignment was effective.



		AGLPLU_EXPRTN_DATE

		Identifies the calendar date when the Activity GL Program assignment expired.



		AGLPLU_GL_PROGAM_ID

		Identifies the GL Program that was assigned to the Activity based on the fiscal year period.



		AGLPLU_KEY

		A system assigned number that uniquely identifies an instance of an Activity GL Program LU entry.



		AGLPLU_START_FISCAL_YEAR_NUM

		Identifies the first year the Activity GL Program assignment was effective.



		ANALYSIS_TYPE_CODE

		An abbreviated alpha numeric identifier defined by the business that uniquely defines a financial transaction type which is called 'Analysis Type' in the Peoplesoft Financial System.  Examples of Analysis Types include Actual Expenditures, Adopted Budget, Budget Revision, Carry Forward Encumbrance Budget, etc.  For example, the Analysis Type Code for a Carry Foward Encumbrance Budget transaction is 'CFE'.



		ANALYSIS_TYPE_KEY

		A system assigned number that uniquely identifies an instance of an Analysis Type.



		ANALYSIS_TYPE_NAME

		The business name related to the Analysis Type Code such as 'Actual Expenditures', Adopted Budget', etc.



		ASALU_ACTIVITY_ID

		Identifies the Activity (such as N123456) that is referenced in the Activity Sub Fund Allocation for the specified effective year period.



		ASALU_DRN_PCT

		Identifies the percentage allocated to the Drainage Sub Fund for this activity for a budget start and end year.  The sub fund allocation must be constant within a budget year.  The DRN PCT must be between 0% and 100%.  The sum of the DRN & WW PCT must equal 0 or 100%.



		ASALU_EFFCTV_DATE

		Identifies the calendar date when the Activity Sub Fund Allocation went into effect.



		ASALU_END_FISCAL_YEAR_NUM

		Identifies the last year the Activity Sub Fund Allocation was effective.



		ASALU_EXPRTN_DATE

		Identifies the calendar date when the Activity Sub Fund Allocation expired.



		ASALU_KEY

		A system assigned number that uniquely identifies an instance of an Activity Sub Fund Allocation entry.



		ASALU_START_FISCAL_YEAR_NUM

		Identifies the first year the Activity Sub Fund Allocation was effective.



		ASALU_WW_PCT

		Identifies the percentage allocated to the Waste Water Sub Fund for this activity for a budget start and end year.  The sub fund allocation must be constant within a budget year.  The WW PCT must be between 0% and 100%.  The sum of the DRN & WW PCT must equal 0 or 100%.



		BAM_APRIL_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of April based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_AUGUST_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of August based on the Budget Type, G/L Account and effective fiscal year period.  The monthly percentage may be between 0 and 100%.



		BAM_BPTYPE_KEY

		Specifies the Budget Type that the Budget Allocation Method pertains to along with a G/L Account and effective period.  The Budget Allocation will be variable for a given G/L Account and Budget Type.



		BAM_DECEMBER_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of December based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_EFFCTV_DATE

		Specifies the effective date for the fiscal year period the defines a Budget Allocation Method by Budget Type, G/L Account and monthly percentage values or pay periods.



		BAM_END_FISCAL_YEAR_NUM

		Specifies the last Fiscal Year that requires the  budget dollars to be allocated based on the Budget Type and G/L Account with the specified percentages or by pay period.



		BAM_EXPRTN_DATE

		Specifies the expiration date for the fiscal year period the defines a Budget Allocation Method by Budget Type, G/L Account and monthly percentage values or pay periods.



		BAM_FEBRUARY_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of February based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_GL_ACCT_KEY

		Specifies the G/L Account that the Budget Allocation Method pertains to along with a Budget Type and effective period.  The Budget Allocation will be variable for a given G/L Account and Budget Type.



		BAM_JANUARY_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of January based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_JULY_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of July based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_JUNE_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of June based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_KEY

		A system assigned number that uniquely identifies an instance of a Budget Allocation Method.



		BAM_MARCH_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of March based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_MAY_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of May based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_NOVEMBER_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of November based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_OCTOBER_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of October based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_PAY_PERIOD_FLAG

		If turned on, specifies that the budget dollars should be allocated by number of pay periods in a month based on the Budget Type, G/L Account and effective fiscal year period.



		BAM_SEPTEMBER_PCT

		Specifies the percentage of the budget dollars that should be allocated to the month of September based on the Budget Type, G/L Account and effective fiscal year period. The monthly percentage may be between 0 and 100%.



		BAM_START_FISCAL_YEAR_NUM

		Specifies the first Fiscal Year that requires the budget dollars to be allocated based on the Budget Type and G/L Account with the specified percentages or by pay period.



		BAR_ASGN_TO_USER_KEY

		Identifies the User that the Budget Approval Request is assigned to.



		BAR_BAST_KEY

		Identifies the current status assigned to the Budget Approval Request.



		BAR_BDGT_ITEM_RQST_KEY

		Identifies the Budget Request that is the subject of the Budget Approval Request.



		BAR_CREATE_DTM

		The calendar date and timestamp when the Budget Approval Request was created.



		BAR_CREATED_BY_USER_KEY

		Identifies the User that manually created the Budget Approval Request.  If the Budget Approval Request is system generated, this field will be blank.



		BAR_EMAIL_SENT_FLAG

		If turned on (value = Y) identifies an email notification was sent to the approver once the Budget Approval Request was approved by the preceding 'approver'. Email notifications will not be sent to Budget Group users.



		BAR_EXPLANATION_TEXT

		A free-form explanation of why the assigned budget approver either rejected or approved the Budget Approval Request.



		BAR_KEY

		A system assigned number that uniquely identifies an instance of a Budget Approval Request.



		BAR_SEQUENCE_NBR

		Identifies the sequence for the Budget Approval Requests when multiple approvals are needed.



		BAR_STATUS_DTM

		Provides the calendar date and time of day when the status was determined for the Budget Approval Request.



		BAST_KEY

		A system assigned number that uniquely identifies an instance of a Budget Approval Status Type.



		BAST_TYPE_CODE

		A business defined code to identify an instance of a Budget Approval Status Type.  For example, the Budget Approval Status Type Code of 'CAN' may represent 'cancelled'.



		BAST_TYPE_NAME

		The business name associated with the Budget Approval Status Type Code such as 'RJTD - Rejected'.



		BAT_KEY

		A system assigned number that uniquely identifies an instance of a Budget Annotation Type.



		BAT_REQUIRED_THRESHOLD_AMT

		Specifies the allowable difference as a dollar amount between the Budget Item Request Amount and Budget Item Baseline Amounts.  If the difference exceeds this threshold percentage, the Budget Item will require entry of a Budget Item Annotation by the Budget Manager. For example, if the Budget Item Request Amount exceeds the Budget Item Baseline Amount by $100 and the threshold is set to $10, an annotation will be required.



		BAT_REQUIRED_THRESHOLD_PCT

		Specifies the allowable difference as a percentage between the Budget Item Request Amount and Budget Item Baseline Amounts.  If the difference exceeds this threshold percentage, the Budget Item will require entry of a Budget Item Annotation by the Budget Manager.  For example, if the Budget Item Request Amount exceeds the Budget Item Baseline Amount by 10% and the threshold is set to 5%, an annotation will be required.



		BAT_TYPE_CODE

		A business assigned identifier that uniquely defines an annotation type.  For example, annotation type could be defined by budget roles as follows:

BM - Budget Manager Annotation
BG - Budget Group Annotation
FN - Finance Director Annotation
DV - Division Director Annotation
BC - Branch Manager Annotation



		BAT_TYPE_NAME

		The business name associated with a Budget Annotation Type Code such as:

BM - Budget Manager Annotation
BG - Budget Group Annotation
FN - Finance Director Annotation
DV - Division Director Annotation
BC - Branch Manager Annotation



		BCL_ID

		The unique identifier assigned to a Budget & Control Level defined by SPU.  Also defines the parent BCL for the Sub BCL ID.



		BCL_KEY

		A system assigned number that uniquely identifies an instance of a BCL/Sub BCL.



		BCL_NAME

		The business name associated with a BCL ID such as C110B - Distribution.



		BCL_SUB_BCL_ID

		The unique identifier assigned to a Sub Budget & Control Level defined by SPU.



		BCL_SUB_BCL_NAME

		The business name associated with a SUB BCL ID such as C110 - Distribution.



		BCLLU_BCL_ID

		Identifies the BCL (Budget Control Level) that was assigned to the referenced Project for the specified effective year period.



		BCLLU_EFFCTV_DATE

		Identifies the calendar date when the BCL LU entry went into effect.



		BCLLU_END_FISCAL_YEAR_NUM

		Identifies the first year the BCL/Sub BCL assignment was effective for the specified Project.



		BCLLU_EXPRTN_DATE

		Identifies the calendar date when the BCL LU entry went into effect.



		BCLLU_KEY

		A system assigned number that uniquely identifies an instance of a BCL LU entry.



		BCLLU_PROJECT_ID

		Identifies the Project Group (such as C1601 - Watershed Road Improvements) that is being assigned a BCL/Sub BCL for the specified effective year period.



		BCLLU_START_FISCAL_YEAR_NUM

		Identifies the first year the BCL/Sub BCL assignment was effective for the specified Project.



		BCLLU_SUB_BCL_ID

		Identifies the Sub BCL (Budget Control Level) that was assigned to the referenced Project for the specified effective year period.



		BDA_BUDGET_TYPE_KEY

		Specifies the Budget Type that requires entry of Budget Item Details for Budget Items related G/L Account.



		BDA_EFFECTV_DATE

		Specifies the effective date for the period that required entry of Budget Item Details for Budget Items related the corresponding Budget Type and G/L Account.



		BDA_END_FISCAL_YEAR_NUM

		Specifies the last Fiscal Year that requires entry of Budget Item Details for Budget Items related the corresponding Budget Type and G/L Account.



		BDA_EXPRTN_DATE

		Specifies the expiration date for the period that required entry of Budget Item Details for Budget Items related the corresponding Budget Type and G/L Account.



		BDA_GL_ACCT_KEY

		Specifies the G/L Account that requires entry of Budget Item Details for Budget Items related Budget Type.



		BDA_KEY

		A system assigned number that uniquely identifies a Budget Detail Account.



		BDA_START_FISCAL_YEAR_NUM

		Specifies the first Fiscal Year that requires entry of Budget Item Details for Budget Items related the corresponding Budget Type and G/L Account.



		BDGT_ITEM_RQST_ACTIVITY_KEY

		Identifies the Activity associated with a Budget Request.  For CIP, Budget Requests will be define by Activity.



		BDGT_ITEM_RQST_KEY

		A system assigned number to uniquely identify an instance of a Budget Item Request.



		BDGT_ITEM_RQST_ORG_KEY

		Identifies the Org associated with a Budget Request.  For O&M, Budget Requests will be defined by Organization.



		BDGT_ITEM_RQST_USER_KEY

		Specifies the Budget Manager that stewards the Budget Request.  For CIP, this would represent the CIP PM.  For O&M this would defined in the Org Budget Steward.



		BFA_BUDGET_FORMULA_TYPE_KEY

		Identifies the Budget Formula Type that is applied to the specified G/L Account based on the effective fiscal year period.



		BFA_DEFAULT_ACTIVITY_ID

		If populated, specifies the Activity ID that will be set on the Budget Item that used this Budget Formula.



		BFA_DEFAULT_ORG_ID

		If populated, specifies the Org ID that will be set on the Budget Item that used this Budget Formula. The calculation of some Budget Items is dependent upon another Budget Item and is not directly input by a user.  For example, Labor Fringe is based on Salary & Wages entered.



		BFA_EFFCTV_DATE

		Specifies the effective date for the fiscal year period that will use the specified Budget Formula to calculate budget item dollars based on Budget Type and G/L Account.



		BFA_END_FISCAL_YEAR_NUM

		Specifies the last Fiscal Year that will use the specified Budget Formula to calculate budget item dollars based on Budget Type and G/L Account.



		BFA_EXPRTN_DATE

		Specifies the expiration date for the fiscal year period that will use the specified Budget Formula to calculate budget item dollars based on Budget Type and G/L Account.



		BFA_FORMULA_TEXT

		Maintains the budget formula syntax for the specified Budget Formula Type, G/L Account and effective fiscal year period.



		BFA_GL_ACCT_KEY

		Identifies the G/L Account that the Budget Formula Type is applied to based on the specified effective fiscal year period.



		BFA_KEY

		A system assigned number that uniquely identifies an instance of a Budget Formula Account.



		BFA_START_FISCAL_YEAR_NUM

		Specifies the first Fiscal Year that will use the specified Budget Formula to calculate budget item dollars based on Budget Type and G/L Account.



		BFT_CODE

		A business assigned alpha-numeric code that uniquely identifies a Budget Factor Type such as 'LCOLA' for Labor Cola.



		BFT_KEY

		A system assigned number that uniquely identifies an instance of a Budget Factor Type.



		BFT_NAME

		The business name associated with a Budget Factor Type such as 'Medical Premium Cola'.



		BIA_BAT_KEY

		Identifies the parent Budget Item Annotation Type for the Budget Item Annotation.  For example, the Budget Item Annotation may be a Budget Analyst comment.



		BIA_BUDITEM_KEY

		Identifies the parent Budget Item that the Budget Item Annotation is referencing.



		BIA_CREATED_BY_USER_KEY

		Identifies the user that entered the Budget Item Annotation.



		BIA_KEY

		A system assigned number that uniquely identifies an instance of a Budget Item Annotation.



		BIA_PRIVATE_FLAG

		If turned on, (value = 'Y'), identifies that the Budget Item Annotation is private and just provides reference info for the creator.  The ability to record private annotations will be restricted to System Admin and Budget Group users.



		BIA_TEXT

		Provides the actual annotation text.



		BID_AMT

		Provides the dollar amount of the Budget Item Detail.



		BID_BUDITEM_KEY

		Identifies the parent Budget Item for the Budget Item Detail.



		BID_ENDING_FISCAL_YEAR_NUM

		This specifies the Fiscal Year when the Budget Item Detail is no longer applicable from a budgeting perspective.  For example, a consultant contract might run for 3 years and this identifies the final year.



		BID_FUND_KEY

		Provides the Fund assignment for the Budget Item Detail.



		BID_GL_ACCT_KEY

		Provides the G/L account assignment for the Budget Item Detail.



		BID_KEY

		A system assigned number that uniquely identifies an instance of a Budget Item Detail.



		BID_LA_KEY

		Identifies the Labor Assignment (if any) that the Budget Item Detail is related to.  The Budget Item Detail represents the dollar calculation for a Labor Assignment by Month, Fund, G/L Account & Org.



		BID_NAME

		Provides the title or name of the Budget Item Detail.  For example, if the Budget Item Detail was documenting travel expenses, this could identify the Name & Location of a Conference:  '2012 Engineering Summit - Dallas TX'



		BID_ORG_KEY

		Specifies the Low Org (if any) that the Budget Item Detail was calculated for.  For example, for CIP salary and wages, multiple budget item details will exist for different orgs.



		BID_TEXT

		This provides free-form text to further document the need or content of the Budget Item Detail.  If the Budget Item Detail represented travel to a particular conference, this might detail who the specific attendees would be.



		BIP_BIP_STATUS_TYPE_KEY

		Specifies the current status value assigned to a Budget Issue Paper.



		BIP_BIP_TRNSCTN_TYPE_KEY

		Provides the Transaction Type assigned to the Budget Issue Paper.



		BIP_BUDGET_BIP_KEY

		Identifies the Budget Issue Paper that is related to the Budget.



		BIP_BUDGET_BUDGET_KEY

		Identifies a Budget that a Budget Issue Paper is referencing.  For example, if health care premiums are increasing by 2%, this may impact both the 2011 Adopted Budget and the 2012 Endorsed Budgets.



		BIP_BUDGET_KEY

		A system assigned number that uniquely identifies an instance of a Budget Issue Paper (BIP) Budget entry.



		BIP_CBO_APPROVED_AMT

		Maintains the total dollar amount approved by the City Budget Office for submission to the City Council for the Budget Issue Paper.



		BIP_COUNCIL_APPROVED_AMT

		Maintains the total dollar amount approved by the the City Council for the Budget Issue Paper.



		BIP_EXPLANATION_TEXT

		Provides a free-form explanation/justification for the Budget Issue Paper (BIP)



		BIP_FUNDING_SOURCE_CODE

		An alpha numeric code assigned by the City Budget Office (CBO) to classify source of the funding to pay for a Budget Issue Paper (BIP) Item request.  For example, the funding source may be the General Fund which as a Funding Source Code of 'GF'.



		BIP_FUNDING_SOURCE_KEY

		A system assigned number that uniquely identifies an instance of a Budget Issue Paper (BIP) Funding Source.



		BIP_FUNDING_SOURCE_NAME

		The business name assigned by the City Budget Office (CBO) for a Funding Source Code.



		BIP_GREEN_SHEET_ID

		Provides the unique Budget Issue Paper (BIP) Greensheet ID assigned by the City Budget Office.



		BIP_GREENSHEET_URL

		Provides the URL location of the Budget Issue Paper (BIP) Greensheet issued by the City Budget Office.



		BIP_ID

		The unique identifier assigned to the Budget Issue Paper by the City Budget Office.



		BIP_ITEM_BIP_FUNDING_SOURCE_KEY

		Specifies the funding source for the Budget Issue Paper (BIP) Item.



		BIP_ITEM_BIP_KEY

		Identities the parent Budget Issue Paper that the BIP Item is a part of.



		BIP_ITEM_BIP_LBR_TRNACTN_KEY

		If a Budget Issue Paper (BIP) Item represents labor budget dollars, the BIP Item will reference the City Budget Office defined Labor Transaction Type.



		BIP_ITEM_CURRENT_REQUEST_AMT

		Specifies the dollar amount currently submitted on a BIP Item within a BIP.



		BIP_ITEM_DTL_BIP_ITEM_KEY

		Identifies the Budget Issue Paper (BIP) Item that is covering a Budget Item.



		BIP_ITEM_DTL_BUDITEM_KEY

		Identifies the Budget Item that is included in the Budget Issue Paper (BIP) Item.



		BIP_ITEM_DTL_KEY

		A system assigned number that uniquely identifies an instance of a Budget Issue Paper (BIP) Item Detail.



		BIP_ITEM_FTE_QTY

		Maintains the total number of Full-Time Employees (FTE) represented by a Budget Issue Paper Item request.  The BIP Labor Transaction Type defines whether the FTE quantity are new positions, abrogation’s, reclassifications, etc.



		BIP_ITEM_KEY

		A system assigned number that uniquely identifies an instance of a Budget Issue Paper (BIP) Item.



		BIP_ITEM_LABOR_TRNSFR_DEPT_ID

		Identifies the Department that a Labor Position is being transferred to or from such as 'SCL' or 'DPD', etc.



		BIP_ITEM_LP_KEY

		Identifies the specific Labor Position represented by a Budget Issue Paper (BIP) Item.  For example, if the BIP Item represented the addition of a new position, this would reference the exact position being added.



		BIP_ITEM_ORIGINAL_REQUEST_AMT

		Specifies the dollar amount originally submitted on a BIP Item within a BIP.



		BIP_KEY

		A system assigned number that uniquely identifies an instance of a Budget Issue Paper (BIP).



		BIP_LABOR_TRNACTN_TYPE_CODE

		An alpha numeric code assigned by the City Budget Office (CBO) to classify the type of  labor transaction represented by a BIP Item within a Budget Issue Paper.   For example, the BIP Labor Transaction Type Code for a new position might be 'ADD'.



		BIP_LABOR_TRNACTN_TYPE_KEY

		A system assigned number that uniquely identifies an instance of a BIP Labor Transaction Type.



		BIP_LABOR_TRNACTN_TYPE_NAME

		The business name assigned by the City Budget Office (CBO) related to a BIP Labor Transaction Type such as 'Reclassification'.



		BIP_PLACEHOLDER_FLAG

		If turned on (value = Y), specifies that the Budget Issue Paper is currently designated as a placeholder to record rate assumptions that will eventually be updated and submitted as a formal BIP.



		BIP_STATUS_TYPE_CODE

		A business assigned code that uniquely identifies an instance of a BIP Status Type.  For example the BIP Status Type Code for the 'Approved by CBO' status might be 'APRVCBO'.



		BIP_STATUS_TYPE_KEY

		A system assigned number that uniquely identifies an instance of a BIP Status Type.



		BIP_STATUS_TYPE_NAME

		The business name corresponding to the BIP Status Type Code.



		BIP_TITLE_NAME

		The business assigned name or title for a Budget Issue Paper (BIP).



		BIP_TRANSFER_DEPT_ID

		Provides the identity of the Department in which a Budget Issue Paper is maintain to record the transfer of budget dollars to or from another Department.



		BIP_TRNSCTN_TYPE_CODE

		An alpha numeric code assigned by the City Budget Office (CBO) to classify the type of transaction represented by the  Budget Issue Paper.   For example, the BIP Transaction Type Code for a Inter Dept Transfer might be 'IDT'.



		BIP_TRNSCTN_TYPE_KEY

		A system assigned number that uniquely identifies an instance of a Budget Issue Paper (BIP) Transaction Type.



		BIP_TRNSCTN_TYPE_NAME

		The business name assigned by the City Budget Office (CBO) related to a Budget Issue Paper (BIP) Transaction Type such as 'Inter Dept Transfer In'.



		BIRT_KEY

		A system assigned number that uniquely identifies a Budget Item Request Type.



		BIRT_REQUEST_TYPE_CODE

		A business assigned code to uniquely identify a budget Item Request Type such as 'ADD' may represent a 'Budget Add'.



		BIRT_REQUEST_TYPE_NAME

		The business name associated with a Budget Item Request Type Code.



		BPLU_BUDGET_PRG_ID

		Identifies the Budget Program that was assigned to the referenced Project for the specified effective year period.



		BPLU_BUDGET_SUB_PRG_ID

		Identifies the Budget Sub Program that was assigned to the referenced Project for the specified effective year period.



		BPLU_EFFCTV_DATE

		Identifies the calendar date when the Budget Program LU entry went into effect.



		BPLU_END_FISCAL_YEAR_NUM

		Identifies the last year the Budget Program assignment was effective for the specified Project..



		BPLU_EXPRTN_DATE

		Identifies the calendar date when the Budget Program LU entry expired.



		BPLU_KEY

		A system assigned number that uniquely identifies an instance of a Budget Program LU entry.



		BPLU_PROJECT_ID

		Identifies the Project Group (such as C1601 - Watershed Road Improvements) that is being assigned a Budget Program/Sub Program for the specified effective year period.



		BPLU_START_FISCAL_YEAR_NUM

		Identifies the first year the Budget Program assignment was effective for the specified Project.



		BSMILESTONE_BTSTATUS_KEY

		Identifies the parent Budget Type Status for the Budget Status milestone



		BSMILESTONE_BUDGET_KEY

		Identifies the parent Budget for the Budget Status Milestone.



		BSMILESTONE_DATE

		Specifies the calendar date when the Budget Status expiration date should occur.  For example for the 2011 Spending Plan, the 'pending Budget Manager approval' status may have a deadline of Jan 6th 2011.



		BSMILESTONE_EMAIL_BODY_TEXT

		Provides the email body content for the an email (if any) that will be generated if outstanding tasks exists as of the Budget Milestone Date less the grace day quantity.



		BSMILESTONE_EMAIL_SBJCT_TEXT

		Provides the subject line content for the an email (if any) that will be generated if outstanding tasks exists as of the Budget Milestone Date less the grace day quantity.



		BSMILESTONE_GRACE_DAY_QTY

		Specifies the number of grace days prior to the Budget Milestone Date in which email notifications (if any) should be sent to Budget Managers with outstanding budget tasks for this budget.



		BSMILESTONE_KEY

		A system assigned number that uniquely identifies an instance of a Budget Status Milestone.



		BT_BUDGET_THRESHOLD_TYPE_KEY

		Specifies the parent Budget Threshold Type that describes the Budget Threshold value.



		BT_EFFCTV_DATE

		Defines the first calendar date for the effective period that the threshold value (amount or quantity) is applicable for the specified Budget Threshold Type.



		BT_EXPRTN_DATE

		Defines the last calendar date for the effective period that the threshold value (amount or quantity) is applicable for the specified Budget Threshold Type.



		BT_KEY

		A system assigned number that uniquely identifies an instance of a Budget Threshold.



		BT_THRESHOLD_AMT

		Maintains the threshold amount (if any) for the Budget Threshold Type and effective period.  For example, the Budget Threshold Type may represents the minimum budget line item amount  which is currently set to $1 (i.e. don't want to budget for amounts less than one dollar).



		BT_THRESHOLD_QTY

		Maintains the threshold quantity value for the Budget Threshold Type and effective period.  For example, if the Budget Threshold Type represents the minimum O&M Labor Days quantity, this will identify that the days value was 10 for one effective period and then changed to 15 for the current effective period.



		BTF_APPLIES_TO_BASELINE_AMT_FLAG

		If turned on (value = Y) identifies that the Budget Formula is applied when calculating the Budget Item Baseline Amount for a Budget of the matching Budget Type and effective fiscal period.



		BTF_APPLIES_TO_REM_AMT_FLAG

		If turned on (value = Y) identifies that the Budget Formula is applied when calculating the Budget Item REM Amount for a Budget of the matching Budget Type and effective fiscal period.



		BTF_APPLIES_TO_REQUEST_AMT_FLAG

		If turned on (value = Y) identifies that the Budget Formula is applied when calculating the Budget Item Request Amount for a Budget of the matching Budget Type and effective fiscal period.



		BTF_BUDGET_FORMULA_TYPE_KEY

		Identifies the Budget Formula Type that is applied to the specified Budget Type based on the effective fiscal year period.



		BTF_BUDGET_TYPE_KEY

		Identifies the Budget Type that the Budget Formula Type is applied to based on the specified effective fiscal year period.



		BTF_EFFCTV_DATE

		Specifies the effective date for the fiscal year period that will use the specified Budget Formula to calculate budget item dollars based on Budget Type and G/L Account.



		BTF_END_FISCAL_YEAR_NUM

		Specifies the last Fiscal Year that will use the specified Budget Formula to calculate budget item dollars based on a matching Budget Type and G/L Account.



		BTF_EXPRTN_DATE

		Specifies the expiration date for the fiscal year period that will use the specified Budget Formula to calculate budget item dollars based on Budget Type and G/L Account.



		BTF_KEY

		A system assigned number that uniquely identifies an instance of a Budget Type Formula.



		BTF_START_FISCAL_YEAR_NUM

		Specifies the first Fiscal Year that will use the specified Budget Formula to calculate budget item dollars based on a matching Budget Type and G/L Account.



		BTSTATUS_BUDGET_TYPE_KEY

		Identifies the parent Budget Type that the Budget Type Status belongs to.



		BTSTATUS_CODE

		A business assigned alpha numeric code that uniquely identified a Budget Type Status within a Budget Type.  For example, the Adopted Budget might have these status values:

PBM - Pending Budget Mgr Approval
PBG - Pending Budget Group Approval
CAN - Cancelled
APR - Approved.



		BTSTATUS_INACTIVE_FLAG

		If turned on (value = 'Y') this specifies that the Budget Type Status value is not longer in use and cannot be actively assigned to new Budgets.



		BTSTATUS_KEY

		A system assigned number that uniquely identifies an instance of a Budget Type Status.



		BTSTATUS_LABOR_CHG_NOTIFY_FLAG

		If turned on (value = 'Y'), specifies that an email notification should be sent related to a Budget with this status value if a labor change is detected.  Labor changes include the following:

a)  New Labor Position added in HRIS

b)  Labor Position Org Assignment Changes - Position is transferred from Org A to Org B

c)  Labor Position Changes From/To Funded or Non-Funded

d)  Labor Position Changes from from/to Full Time or Part Time

e)  Management pay change not related to pay step changes

f)  Vacant Position filled such that actual labor pay steps are known

g)  Employee moves from one labor position to another (employee id changes for a labor position)

h)  Employee Job Title Change occurs



		BTSTATUS_NAME

		The business name associated with the Budget Type Status code.  For example, a Budget Type Status code of 'APR' may have a Budget Status Name of 'Approved'.



		BTSTATUS_SEQ_NUM

		The Budget Type Status sequence number identifies the sequence of budget status values.



		BUDDOC_BUDGET_KEY

		Identifies the Budget that the Budget Document is related to.  For example, the Budget Document may be the CBO Pension Memo for 2012 and is related to the 2012 Adopted Budget.



		BUDDOC_BUDITEM_KEY

		Identifies the Budget Item (if any) that the Budget Document is related to.  A Budget Item may have a support document such as a memo or manually prepare worksheet.



		BUDDOC_DOCUMENT_NAME

		The name of the budget document such as


Budget Book, City Cost Manual, CIP Instruction Manual, etc.



		BUDDOC_DOCUMENT_URL

		Provides the URL location of the Budget Document - this could be an external internet site or most likely an SPU or City intranet location



		BUDDOC_KEY

		A system assigned number that uniquely identifies an instance of a Budget Document.



		BUDGET_AS_OF_FISCAL_QTR_NUM

		Provides a ‘As Of' quarter reference for those Budget Types that have multiple quarterly versions in a year.  For example, the Projected Cost Plan will have 3 quarterly versions and this specifies the 'As Of' quarter.



		BUDGET_BUDGET_TYPE_KEY

		Identifies the parent Budget Type for the Budget.  For example, this identifies if the Budget instance is a Spending Plan, 6 Yr Forecast, Adopted Budget, etc.



		BUDGET_CREATED_BY_USER_KEY

		Specifies the user that requested the creation of the Budget.



		BUDGET_CREATION_DTM

		The creation date & timestamp for the Budget.



		BUDGET_END_FISCAL_YEAR_NUM

		Identifies the ending fiscal year number for the Budget.  Most Budgets are for a single year such that the Start and Ending Fiscal Years will have the same value but some budgets are multi-year forecasts and this identifies the final year boundary for the budget year range.



		BUDGET_FACTOR_BFT_KEY

		Identifies the parent Budget Factor Type for a Budget Factor..



		BUDGET_FACTOR_EFFCTV_DATE

		Specifies the effective date that the Budget Factor value was input.



		BUDGET_FACTOR_END_YR_NUM

		Specifies the last budget year that this Budget Factor value is applicable.  For example, the Labor Cola for the Boiler Makers Union may be 2% for the next two years ending in 2013.



		BUDGET_FACTOR_EXPRTN_DATE

		Specifies the expiration date that the Budget Factor value was applicable.



		BUDGET_FACTOR_FUND_KEY

		Specifies the Fund designation (if any) for a Budget Factor.  A Budget Factor may be applied based on G/L Program, Fund, REM Account, G/L Account, Union and Org or any combination of the above.



		BUDGET_FACTOR_GL_ACCT_KEY

		Specifies the G/L Account designation (if any) for a Budget Factor.  A Budget Factor may be applied based on G/L Program, Fund, REM Account, G/L Account, Union and Org or any combination of the above.



		BUDGET_FACTOR_GL_PRG_KEY

		Specifies the G/L Program designation (if any) for a Budget Factor.  A Budget Factor may be applied based on G/L Program, Fund, REM Account, G/L Account, Union and Org or any combination of the above.



		BUDGET_FACTOR_KEY

		A system assigned number that uniquely identifies an instance of a Budget Factor.



		BUDGET_FACTOR_ORG_KEY

		Specifies the Low Org designation (if any) for a Budget Factor.  A Budget Factor may be applied based on G/L Program, Fund, REM Account, G/L Account, Union and Org or any combination of the above.



		BUDGET_FACTOR_PCT

		Maintains the Budget Factor Percentage value that will be applied based on G/L Program, Fund, REM Account, G/L Account, Union and Org or any combination of the above for a specific effective period.



		BUDGET_FACTOR_PROJECT_TYPE_KEY

		Specifies the Project Type designation (if any) for a Budget Factor.  For example, a Budget Factor may only be applicable to capital projects in which case the Project Type would be set to 'CIP.



		BUDGET_FACTOR_REM_ACCT_KEY

		Specifies the REM Account designation (if any) for a Budget Factor.  A Budget Factor may be applied based on G/L Program, Fund, REM Account, G/L Account, Union and Org or any combination of the above.



		BUDGET_FACTOR_START_YR_NUM

		Specifies the first budget year that this Budget Factor value is applicable.  For example, the Labor Cola for the Boiler Makers Union may be 2% for the next two years beginning in 2012.



		BUDGET_FACTOR_UNION_KEY

		Specifies the Union designation (if any) for a Budget Factor.  A Budget Factor may be applied based on G/L Program, Fund, REM Account, G/L Account, Union and Org or any combination of the above.



		BUDGET_FORMULA_TYPE_CODE

		A business assigned alpha-numeric code that identifies a Budget Formula Type.



		BUDGET_FORMULA_TYPE_DFLT_FLAG

		If turned on (value = Y), specifies that this is the default formula that should be applied if a G/L Account is not referenced in a Budget Account Formula entry.  The vast majority of G/L accounts will be inflated using a standard formula of applying an inflation rate.  Less than 20 G/L Accounts have custom formulas.



		BUDGET_FORMULA_TYPE_KEY

		A system assigned number that uniquely identifies an instance of a Budget Formula Type.



		BUDGET_FORMULA_TYPE_NAME

		The business name associated with the Budget Formula Type Code.  For example, the Budget Formula Type Code of 'LBR' may have a name of 'Labor Salary & Wages',



		BUDGET_ITEM_FISCAL_YEAR_NUM

		Specifies the Fiscal Year for the Budget Item.  Most Budget only encompass a single fiscal year but the 6 Year Budget has Budget Items for each of the 6 years and this specifies the exact year.



		BUDGET_JE_ACCOUNTING_DATE

		Identifies the Accounting Date that should be used when creating the Budget Journal Entry.  For example, the 2013 Adopted Budget would have an Accounting Date of 1/1/2013.



		BUDGET_JE_GENERATED_FLAG

		If turned on (value = Y), identifies that BP&F has generated the Journal Entry for input to Summit.



		BUDGET_KEY

		A system assigned number that uniquely identifies an instance of a Budget.



		BUDGET_PRG_ID

		A business assigned identifier that uniquely identifies an instance of a Budget Program (Branch).  For CIP, there is a single Budget Program.  For O&M, the Budget Program represents a Branch.  The valid Budget Programs are listed below:

C100-SPU CIP
N000-SPU General Expenses
N100-Director's Ofc/Corp Strat&Comm
N200-F&A/HR & Service Equity
N300-Customer Service
N400-Project Delivery
N500-Pre-Capital Plng & Devlpmnt
N600-Field Operations
N700-Utility Systems Mgmt
N800-Debt Service
N900-G&A Credit



		BUDGET_PRG_KEY

		A system assigned number that uniquely identifies an instance of a Budget Program.



		BUDGET_PRG_NAME

		The business name associated with the Budget Program ID.  For example:

C100-SPU CIP
N000-SPU General Expenses
N100-Director's Ofc/Corp Strat&Comm
N200-F&A/HR & Service Equity
N300-Customer Service
N400-Project Delivery
N500-Pre-Capital Plng & Devlpmnt
N600-Field Operations
N700-Utility Systems Mgmt
N800-Debt Service
N900-G&A Credit



		BUDGET_PRG_OM_PRIORITY_FLAG

		If turned on, specifies that O&M activities will be budgeted first when making starting labor assignments.  If turned off, specifies that CIP labor allocations will receive 1st priority and any remaining (unassigned) days will be allocated to O&M.  For example, the Field Operations Branch, may request that labor assignments for O&M be prioritized first versus all other Branches that will allocate to CIP first.



		BUDGET_PRG_SUB_PRG_ID

		A business assigned identifier that uniquely identifies an instance of a Budget Sub Program . For CIP, the Budget Sub Program is a Sub BCL.  For O&M, the Budget Sub Program represents a Division.  The valid Budget Sub Programs are listed below:

C110-Distribution
C120-Transmission
C130-Watershed Stewardship
C140-Water Quality & Treatment
C150-Water Resources
C160-Habitat Conservation Program
C170-Bonneville Power Agreement
C210-HHW Projects
C220-Landfill Projects
C230-New Facilities
C240-Rehabilitation & Heavy Eqpt
C310-Control Structures
C320-Wastewater Conveyance
C330-Drainage Improvement
C332-Stormwater & Flood Control
C333-Protection of Beneficial Uses
C334-Low Impact Development
C335-Landslides & Special Programs
C340-Sewer Rehabilitation
C350-Sediments
C360-Combined Sewer Overflows
C370-Rehabilitation
C380-Flooding, Sewer Backup & Lndsl
C410-Shared Cost Projects
C510-Technology
N010-General Expense
N050-Major Contract Svc - Contracts
N060-Major Contract Svc - Metro
N070-Taxes
N101-Director's Office Admin
N110-Corporate Strategies & Com Adm
N120-Communications
N130-Corporate Policy & Performance
N140-Environmt Justice & Svc Equity
N150-Asset Mgmt & Economic Services
N201-HR & Service Equity Admin
N202-Human Resources
N203-HR Operations and Data Mgmt
N204-Environmt Justice & Svc Equity
N205-Safety
N210-F&A Branch Administration
N220-Finance
N230-Human Resources
N240-Information Technology
N250-Technology Program Office
N260-Facilities & Real Prprty Srvcs
N270-Fleet & Warehousing
N280-Risk & Quality Assurance
N310-Branch Administration
N320-Business Support Srvcs
N330-Customer Billing Srvcs
N340-Customer Response
N350-Metering
N360-Utility SVC Teams
N380-Environmt Justice & Svc Equity
N390-Customer Progs & Contract Mgmt
N410-Branch Administration
N420-Construction Management
N430-Project Support
N440-Non-SPU projects
N450-Drinage/Wastewater & SW
N460-Transportation Design
N470-Water Engineering
N480-Project Mgmt & Engineering
N501-Expensed Capital
N510-SSW Branch Admin
N520-Resource Development
N530-Community Services
N540-Cedar & Tolt Watershed Srvcs
N550-Water Quality & Supply
N560-Resource Planning
N570-Scientific & Technical Srvcs
N580-Urban Sustainability
N590-Laboratory Services
N610-Branch Administration
N620-Drainage & Wastewater
N630-Utility Operations Center
N640-Solid Waste Operations
N650-Water Operation
N660-Water Quality & Supply
N670-Strategic Operations
N680-Crew Schedule & Proj Delivery
N690-Asset Data Systems
N710-Utility System Mgmt Branch Adm
N720-DWW LOB
N730-DWW Quality Division
N740-Solid Waste LOB
N750-Drinking Water LOB
N760-Strategic Asset Management
N770-Tech Syst
N780-Watershed Management



		BUDGET_PRG_SUB_PRG_NAME

		The business name associated with the Budget Sub Program ID such as 'Safety' for Budget Sub Program ID N205.



		BUDGET_PRIVATE_VERSION_FLAG

		If turned on (value = Y) specifies that the What If Budget is a private version.  The budget will be hidden and not accessible except for those users authorized as Private Budget Users for this Budget.



		BUDGET_START_FISCAL_YEAR_NUM

		Identifies the beginning fiscal year number for the Budget.  Most Budgets are for a single year such that the Start and Ending Fiscal Years will have the same value but some budgets are multi-year forecasts and this identifies the first or initial year for the budget year range.



		BUDGET_STARTING_PT_BUDGET_KEY

		Specifies the existing budget (if any) that was used as a starting point in creating the current budget.  For example, the 2012 Endorsed Budget may be used as the starting point/basis for the 2012 Adopted Budget.



		BUDGET_STATUS_BTSTATUS_KEY

		Identifies the Budget Type Status that was in effect for the specified Budget and effective period.  For example, might identify that the 2012 Spending Plan was pending Finance Approval from 12/18/2011 through 01/10/2012,



		BUDGET_STATUS_BUDGET_KEY

		Identifies the parent Budget the Budget Status is related to.



		BUDGET_STATUS_EFFCTV_DATE

		Identifies the initial calendar date that the Budget Status was in effect for the Budget.



		BUDGET_STATUS_EXPRTN_DATE

		Identifies the final calendar date that the Budget Status was in effect for the Budget.



		BUDGET_STATUS_KEY

		A system assigned number that uniquely identifies an instance of a Budget Status.



		BUDGET_THRESHOLD_TYPE_CODE

		A business assigned alpha-numeric code that uniquely identifies an instance of a Budget Threshold.  The minimum number of O&M Labor Days might have a threshold code of 'MINOML'.



		BUDGET_THRESHOLD_TYPE_KEY

		A system assigned number that uniquely identifies an instance of a Budget Threshold.



		BUDGET_THRESHOLD_TYPE_NAME

		A business name associated with the threshold code that uniquely identifies an instance of a Budget Threshold.  The minimum number of O&M Labor Days might have a threshold code and name of 'MINOML - Min O&M Labor Days'.



		BUDGET_TYPE_ALT_BDGT_BASIS_KEY

		Identifies the Budget Type that is used as the alternate starting point or basis when creating a budget instance for this Budget Type.  For example, when creating a new Adopted Budget, the Endorsed Budget for the same budget year (if available) would be the primary basis and the prior year's Adopted Budget would be the alternate basis.



		BUDGET_TYPE_BUDGET_BASIS_KEY

		Identifies the Budget Type that is used as the starting point or basis when creating a budget instance for this Budget Type.  For example, when creating a new Spending Plan, the Adopted Budget for the same budget year should be configured as the basis for creating the Spending Plan.



		BUDGET_TYPE_CIP_ACCT_LVL_FLAG

		If turned on (value = 'Y'), this identifies that CIP related Budget Items in a Budget for this Budget Type will be allocated by G/L Account. 

Not all Budget Types are detailed to the GL Account level.  For example, CIP Projections or the 6 Yr Budget do not include GL Accounts.



		BUDGET_TYPE_CODE

		A business assigned identifier that uniquely defines a Budget Type.  For example, the Adopted Budget might have a Budget Type Code value of 'AB.



		BUDGET_TYPE_DTL_LABOR_FLAG

		If turned on (value = 'Y'), specifies that the Budget Type requires detailed labor budget.  For example, the ‘Adopted Budget’ Budget Type will include detail labor budgeting versus the 6 Yr Budget Forecast that would not.  Additionally,  this flag allows BP&F to know whether labor budget dollars can be input directly versus entry of labor assignments to derive the budget dollars.



		BUDGET_TYPE_FRM_ANAL_TYP_KEY

		Specifies the FinMart Analysis Type that should be detailed on each Budget Items (if any) related to a Budget of this type.  In general, the Summit and FinMart analysis type designation will be the same.  However, there are situations in which FinMart on-boards data not included in Summit such as the Spending Plan, Projected Costs or Endorsed Budget so a FinMart Analysis Type must be specified.



		BUDGET_TYPE_INACTIVE_FLAG

		If turned on (value = 'Y'), identifies that the Budget Type is inactive and new Budgets cannot be created for this Budget Type.



		BUDGET_TYPE_KEY

		A system assigned number that uniquely identifies an instance of a Budget Type.



		BUDGET_TYPE_MONTHLY_VALUES_FLAG

		If turned on (value = Y), identifies that budget dollars for a budget of this Budget Type will be detailed by month.  If turned off, the budget dollars will be annual amounts.



		BUDGET_TYPE_NAME

		The business name that corresponds to the Budget Type Code such as 'Endorsed Budget' for the Budget Type Code of 'EB'.



		BUDGET_TYPE_OM_ACCT_LVL_FLAG

		If turned on (value = 'Y'), this identifies that O&M related Budget Items in a Budget for this Budget Type will be allocated by G/L Account. 

Not all Budget Types are detailed to the G/L Account level.  For example, O&M dollars for the 6 Yr Budget may not be detailed by G/L Account.



		BUDGET_TYPE_SMT_ANAL_TYP_kEY

		Specifies the Summit Analysis Type that should be assigned to each Budget Item included in a Budget for this Budget Type. The Summit Analysis Type is used to create Budget Journal Entry when applicable.



		BUDGET_TYPE_YEARS_QTY

		Specifies the number of years a budget of this type will include.  Many budgets are only a single year however some forecasts will span multiple years such as a 6 Year Forecast in which the Years Quantity would be set to '6'.



		BUDGET_VERSION_BUDGET_KEY

		Identifies the Budget that was used to create this Budget Version.



		BUDGET_VERSION_DESC

		Provides a text description of the content of this Budget Version.



		BUDGET_VERSION_NAME

		Provides the business name of the Budget Version such as '4% Cola for all Unions" or '5% Across the Board Reduction.



		BUDGET_VERSION_SEQ_NUM

		A sequential number that is assigned to each combination of a Budget Type and Start/End Fiscal Year that identifies the sequence in which the Budget was created.  For example, there could be 3 different versions of the 2012 Endorsed Budget, the actual version and 2 what if versions.  The 'actual' budget may be sequence 1 followed by the what if budgets that have sequence numbers 2 & 3.



		BUDGET_WHATIF_VERSION_FLAG

		If turned on (value = Y), specifies that the Budget is a what if version and will be excluded from the normal budget approval process.



		BUDITEM_ACTIVITY_KEY

		Identifies the Activity for the Budget Item.



		BUDITEM_BASELINE_AMT

		Provides the SPU baseline dollar target for the Budget Item.  The Budget Item Baseline Amount is calculated by using the appropriate starting point and applying the baseline inflation factor.  The Baseline starting point will vary by Budget Type.



		BUDITEM_BASELINE_AMT_BAK_KEY

		Identifies the Budget Account Formula that was used to calculate the Budget Item Baseline Amount.



		BUDITEM_BCL_KEY

		Identifies SPU's BCL & Sub BCL assignment for the Budget Item.



		BUDITEM_BIRT_KEY

		If a Budget Item was manually added or changes, this classifies the Budget Item Request amount with one of 4 categories:

Budget Add - an overall increase in the budget.

Net Zero Reallocation within Stewarded Activity(s) - budget dollars are being redistributed by G/L account within the same activity or to an activity the Budget Manager steward.

Transfer to Other Budget Manager - budget dollars are being transferred to a different Organization or Activity not stewarded by the budget manager entering the change.

Budget Reduction - budget dollars are being reduced.



		BUDITEM_BUDGET_ITEM_RQST_KEY

		Identifies the parent Budget Request that the Budget Item is part of to facilitate the approval process.



		BUDITEM_BUDGET_KEY

		Identifies the parent Budget for the Budget Item.



		BUDITEM_BUDGET_PRG_KEY

		Identifies the Branch/Division (Budget Program/Sub Program) assignment for the Budget Item.



		BUDITEM_COST_GROUP_KEY

		Identifies the Hard & Soft Cost and Sub Cost Group assignments for the Budget Item.



		BUDITEM_CREATED_BY_USER_KEY

		If Budget Item was manually created, this specifies the user that created it.



		BUDITEM_DESC

		A free-form text description of the budget item.



		BUDITEM_DOF_PROJECT_KEY

		Identifies the Dept of Finance Project assignment for the Budget Item.



		BUDITEM_ENCUMBRANCE_PO_ID

		Specifies the PO ID that the Carry Forward Budget Item Encumbrance is related to.



		BUDITEM_FISCAL_MONTH_NUM

		Specifies the Fiscal Month (if any) for the Budget Item.  Some Budgets have annual amounts and some are budgeted by month.  If the Budget is monthly, this identifies the specific month (Jan, Feb, Mar, etc).



		BUDITEM_FRM_ANALYSIS_TYPE_KEY

		Identifies the Analysis Type (if any) that would be used to record the budget dollar in the Financial Resource Management (FRM) system.



		BUDITEM_FUND_KEY

		Specifies the Fund designation for the Budget Item.



		BUDITEM_GL_ACCT_KEY

		Specifies the G/L Account classification for the Budget Item (salary & wages, office expense, equipment rentals, etc).



		BUDITEM_GL_PRG_KEY

		Identifies SPU's GL Program assignment for the Budget Item.



		BUDITEM_KEY

		A system assigned number that uniquely identifies an instance of a Budget Item.



		BUDITEM_LOCKED_FLAG

		If turned on (value = Y), this identifies that the Budget Item should be protected from revision with the exception of System Admins or users in the Budget Group.



		BUDITEM_ONETIME_FLAG

		When a Budget Item is created by a user, they may identify that this is a one-time occurrence such that if the budget was used as a starting point for another budget, it would be excluded.



		BUDITEM_ORG_KEY

		Specifies the Low Org assignment (if any) for the Budget Item.



		BUDITEM_PROJECT_KEY

		Identifies the Project assignment for the Budget Item.



		BUDITEM_REM_ACCT_KEY

		Identifies the REM Account assignment for the Budget Item.



		BUDITEM_REM_AMT

		Provides the CBO REM dollar target for this Budget Item.  The Budget Item REM Amount is calculated by using the appropriate REM starting point and applying the REM inflation factor.  The REM starting point will vary by Budget Type.



		BUDITEM_REM_AMT_BAF_KEY

		Identifies the Budget Account Formula that was used to calculate the Budget Item REM Amount.



		BUDITEM_REM_BCL_KEY

		Identifies the CBO Revenue & Expense (REM) BCL & Program assignment for the Budget Item.



		BUDITEM_REQUEST_AMT

		Provides the requested budget dollars for the Budget Item.  If the Budget related to the Budget Item is approved, the Request Amount then represents the actual budget amount.



		BUDITEM_RQST_AMT_BAF_KEY

		Specifies the Budget Formula (if any) that was used to calculate the Budget Item Request Amount.



		BUDITEM_SMT_ANALYSIS_TYPE_KEY

		Identifies the Analysis Type (if any) that would be used to create a Journal Entry to record the budget dollar in the Summit Financial System.



		BUDITEM_STRTNG_PT_BUDITEM_KEY

		Specifies the specific starting Budget Item that was used as the basis for this Budget Item.



		BUDITEM_USER_FORMULA_TEXT

		Provides the user formula used to calculate the Budget Item Request amount.



		BUDTARGET_AMT

		The dollar value of the Budget Target for the specified Budget, Budget Program Org, G/L Program, BCL, REM BCL, Project Type, REM Account, Fund, G/L Account and Fiscal Year.



		BUDTARGET_BCL_KEY

		Identifies the SPU BCL/Sub BCL (if any) the Budget Target is related to.



		BUDTARGET_BUDGET_KEY

		Identifies the Budget that the Budget Target will be applied to.



		BUDTARGET_BUDGET_PRG_KEY

		Identifies the Budget Program/Sub Program (Branch & Division) (if any) the Budget Target is related to.



		BUDTARGET_DESC

		A text description of the Budget Target.



		BUDTARGET_FISCAL_YEAR_NUM

		Identifies the Fiscal Year within the Budget that the Budget Target will be applied to.  Most Budgets are a single year, however the 6 Year Forecast spans 6 years so this permits definition of targets by year for all 6 years.



		BUDTARGET_FUND_KEY

		Identifies the Fund (if any) the Budget Target is related to.



		BUDTARGET_GL_ACCT_KEY

		Identifies the G/L Account (if any) the Budget Target is related to.



		BUDTARGET_GL_PRG_KEY

		Identifies the G/L Program (if any) the Budget Target is related to.



		BUDTARGET_KEY

		A system assigned number that uniquely identifies an instance of a Budget Target.



		BUDTARGET_NAME

		The business assigned name or title of the Budget Target.



		BUDTARGET_ORG_KEY

		Identifies the Low Org (if any) the Budget Target is related to.



		BUDTARGET_PROJECT_TYPE_KEY

		Identifies the Project Type (CIP vs O&M) the Budget Target is related to.



		BUDTARGET_REM_ACCT_KEY

		Identifies the REM Account (if any) the Budget Target is related to.



		BUDTARGET_REM_BCL_KEY

		Identifies the REM BCL & Program (if any) the Budget Target is related to.



		BUDTARGET_VARIANCE_THRSHLD_AMT

		The allowable difference between the Budget Target Amount and the actual Budget Items.  For example, if the target is $5M, then the allowable variance might be $5k.



		CGLU_COST_GROUP_CODE

		Identifies the Cost Group designation for the G/L Account based on the effective year period.



		CGLU_COST_GROUP_SUB_CODE

		Identifies the Sub Cost Group designation for the G/L Account based on the effective year period.



		CGLU_EFFCTV_DATE

		Identifies the calendar date when the Cost Group LU entry went into effect.



		CGLU_END_FISCAL_YEAR_NUM

		Identifies the last year the Cost/Sub Cost Group assignment for a G/L Account was effective from a budgeting perspective.



		CGLU_EXPRTN_DATE

		Specifies the calendar date when the Cost Group LU entry expired.



		CGLU_GL_ACCT_ID

		Identifies the G/L Account being translated into a Cost/Sub Cost Group.  For example, G/L Account 710110 - Salary & Wages may have the following Cost/Sub Cost Group assignment;  Soft/Personnel Services.



		CGLU_KEY

		A system assigned number that uniquely identifies an instance of a Cost Group LU entry.



		CGLU_START_FISCAL_YEAR_NUM

		Identifies the first year the Cost/Sub Cost Group assignment for a G/L Account was effective from a budgeting perspective.



		CGOELU_COST_GROUP_CODE

		Identifies the override Cost Group designation for the Org, G/L Account and Resource type (if any) based on the effective year period.



		CGOELU_EFFCTV_DATE

		Identifies the calendar date when the Cost Group Org Exception went into effect.



		CGOELU_END_FISCAL_YEAR_NUM

		Identifies the last year the Cost Group Exception was effective.



		CGOELU_EXPRTN_DATE

		Identifies the calendar date when the Cost Group Org Exception expired.



		CGOELU_GL_ACCT_ID

		Identifies the G/L Account related to the Org and Resource Type (if any) that has an override Cost Group assignment for the effective year period.



		CGOELU_KEY

		A system assigned number that uniquely identifies an instance of a Cost Group Org Exception LU entry,



		CGOELU_ORG_ID

		Identifies the Org that has an override Cost Group assignment based on the specified G/L Account and Resource Type (if any) for the effective year period.



		CGOELU_RESOURCE_TYPE_CODE

		Identifies the Resource Type (if any) that is included in the Cost Group override determination for the related G/L Account and Org for the specified effective year period.



		CGOELU_START_FISCAL_YEAR_NUM

		Identifies the first year the Cost Group Exception was effective.



		CIPBGR_EFFCTV_DATE

		Maintains the first calendar date in with the User is the assigned to act as the Budget Group representative for a Line of Business for CIP budgeting purposes.



		CIPBGR_EXPTRN_DATE

		Maintains the last calendar date in with the User is the assigned to act as the Budget Group representative for a Line of Business for CIP budgeting purposes.



		CIPBGR_KEY

		A system assigned number that uniquely identifies an instance of a CIP Budget Group Representative.



		CIPBGR_LOB_KEY

		Maintains the Line of Business that the assigned Budget Group User is assigned to act as the liaison for Capital budgeting purposes for the specified time period.



		CIPBGR_USER_KEY

		Identifies the User from the Budget User Group that is acting as the Budget Group liaison for the specified Line of Business and effective period.



		COST_GROUP_CODE

		A business assigned code that uniquely identifies a Cost Group.  The valid values are:

HARD - Hard Cost Group
SOFT - Soft Cost Group

OTH – Other Cost Group


This also provides the parent Cost Group for a Sub Cost Group.



		COST_GROUP_KEY

		A system assigned number that uniquely identifies an instance of a Cost Group.



		COST_GROUP_NAME

		The business name associated with a Cost Group Code such as 'Hard Cost Group'.



		COST_GROUP_SUB_GRP_CODE

		A business assigned code that uniquely identifies a Sub Cost Group.  For example within the Soft Cost Group, a valid Sub Cost Group might be PERS - Personnel.



		COST_GROUP_SUB_GRP_NAME

		The business name associated with a Sub Cost Group Code such as PERS - Personnel.



		DOF_PROJECT_ID

		Maintains the DOF Project ID which will either be a Project Group ID or Activity ID depending on whether the Activity is O&M or CIP.



		DOF_PROJECT_KEY

		A system assigned number that uniquely identifies an instance of a DOF Project.



		DOF_PROJECT_NAME

		The business name of the DOF Project.



		DOF_PROJECT_TYPE_CODE

		Specifies if the DOF Project is categorized as CIP or OM.



		DPLU_ACTIVITY_ID

		Identifies the Activity (such as N123456) that is referenced in the DOF Project assignment for the specified effective year period.



		DPLU_DOF_PROJECT_ID

		Identifies the DOF Project that was assigned to the Acitivty for the specified effective year period.



		DPLU_EFFCTV_DATE

		Identifies the calendar date when the DOF Project LU entry went into effect.



		DPLU_END_FISCAL_YEAR_NUM

		Identifies the last year the DOF Project assignment  was effective for the specified Activity.



		DPLU_EXPRTN_DATE

		Identifies the calendar date when the DOF Project LU entry expired.



		DPLU_KEY

		A system assigned number that uniquely identifies an instance of a DOF Project LU entry.



		DPLU_START_FISCAL_YEAR_NUM

		Identifies the first year the DOF Project assignment  was effective for the specified Activity.



		FUND_CBO_SHORT_NAME

		The City Budget Office abbreviated name for a fund.  The valid values are:

WF - Water Fund
DF - Drainage & Waste Water Fund
SF - Solid Waste Fund
EF - Engineering Fund
CF - Clearing Fund



		FUND_CODE

		A business assigned alpha-numeric identifier that uniquely defines a Fund.  The valid Fund Codes are:

43000 - Water Fund
43100 - Clearing Fund
44010 - DWW Fund
45010 - Solid Waster Fund
53100 - Engineering Fund



		FUND_INACTIVE_FLAG

		If turned on (value = Y), identifies that the Fund is inactive and is not available for referencing new Budget Items.



		FUND_KEY

		A system assigned number that uniquely identifies an instance of a Fund.



		FUND_NAME

		The full business name associated to a Fund Code such as 'Drainage & Waste Water Fund' for Fund Code '44010'.



		FUND_SHORT_NAME

		A 4-character abbreviate name for a fund.  The valid short name values are listed below:

WTR - Water Fund
SW - Solid Waste Fund
DWW - Drainage & Wastewater Fund
CLR - Clearing Fund
ENGR - Engineering Fund



		GL_ACCT_AMT_CLASS_CODE

		An Amount Class is a subcategory of a Grand Object.  For example, within the CO - Capital Taxes & Debt Service Grand Object, three Amount classes exist:

The valid Amount Class type codes are detailed below:

CO1 - Capital Outlay
CO2 - Taxes & Licenses
CO3 - Deb Service
OS1 - Fleet & Inventory
OS2 - Rentals & Utilities
OS3 - Supplies/Purchases
OS4 - Maintenance
OS5 - Services
OS6 - Training, Travel & Conventions  Exc. Labor Cost
PS1 - Regular Wages and Benefits
PS2 - Overtime & Special Pay
PS3 - TES/WS/Intern



		GL_ACCT_AMT_CLASS_NAME

		The full business name related to an Amount Class Code.  For example, the Amount Class Code of OS1 may have a business name of Fleet & Inventory.



		GL_ACCT_GRAND_OBJECT_CODE

		The Grand Object designation groups Accounts into one of three categories as detailed below:

CO - Capital, Taxes & Debt Service

OS - Other Service Charge

PS - Personnel Services



		GL_ACCT_GRAND_OBJECT_NAME

		The full business name of Grand Object such as 'Capital, Taxes & Debt Service' or 'Personnel Services' that describes a shared classification of money among Amount Classes.



		GL_ACCT_ID

		A numeric or alphanumeric value that uniquely identifies an financial record for an Asset, Liability, Revenue or Expense such as '710110' or '844730'.



		GL_ACCT_INACTIVE_FLAG

		If turned on (value = 'Y') identifies that the G/L Account is inactive and shouldn't be referenced in new budgets.



		GL_ACCT_KEY

		A system assigned number that uniquely identifies an instance of a G/L Account.



		GL_ACCT_NAME

		The full business name for the Account such as 'SALARIES AND WAGES' or 'EQUIPMENT FUEL'.



		GL_ACCT_SHORT_NAME

		A 10-character short name for the Account such as 'SALARIES'



		GL_ACCT_TYPE_CODE

		A type code that classifies the Account as an 'A' - asset, 'L', Liability, 'E' - expense, etc.  The valid values are:

A - Asset
E - Expenditure
L - Liability
O - Other
Q - Fund Equity
R - Revenue
S - Statistics



		GL_ACCT_TYPE_NAME

		The business name of the Account Type corresponding to the Account Type code - such as Revenue, Liability, Expenditure, etc.  The valid values are:

A - Asset
E - Expenditure
L - Liability
O - Other
Q - Fund Equity
R - Revenue
S - Statistics



		GL_PRG_CATEGORY_NAME

		Each GL Program will be classified by a Program Category and Sub Category to enable the related dollars to be summarized for the Income Statement and Trial Balance.  For example, a Program category might be Operating Expenses or Rental Income.



		GL_PRG_CODE

		A business assigned alpha numeric code that uniquely identifies an instance of a G/L Program such as '18602' for Drainage Pipes Maintenance.



		GL_PRG_KEY

		A system assigned number that uniquely identifies an instance of a G/L Program.



		GL_PRG_NAME

		The business name associated with a Program Code such as 'STUDY-LINDEN AVENUE SWALE'.



		GL_PRG_SUB_CTGRY_NAME

		Each GL Program will be classified by a Program Category and Sub Category to enable the related dollars to be summarized for the Income Statement and Trial Balance.  For example, a Program category might be Operating Expenses that has a Sub Category of 'Improvements'.



		LA_ACTIVITY_KEY

		Identifies the Activity that the Labor Position is being assigned to for the specified Budget and number of labor days.



		LA_BUDGET_KEY

		Specifies the Budget the Labor Assignment was created for.



		LA_DAY_QTY

		Identifies the number of days the Labor Position resource is being assigned to the specified Budget and Activity.



		LA_KEY

		A system assigned number that uniquely identifies a Labor Assignment.



		LA_LABOR_ALCTN_KEY

		References the Labor Allocation request that is being fulfilled by this Labor Assignment.  The Labor Assignment may only partially fulfill the Labor Allocation request as determined by the budgeting resource manager.



		LA_LP_KEY

		Identifies the Labor Position resource that  is being assigned to the specified Budget, Activity and number of labor days.



		LA_ORG_KEY

		Identifies the Low Org that will provide the resource for the Labor Assignment.



		LA_USER_KEY

		Identifies the User that created the Labor Assignment.



		LABOR_ALCTN_ACTIVITY_KEY

		Identifies the Activity for the labor allocation request.  For example, a CIP PM may steward 3 separate Activities and this specifies that the labor allocation request is for Activity C123456.



		LABOR_ALCTN_APR_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in April



		LABOR_ALCTN_AUG_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in August.



		LABOR_ALCTN_BUDGET_KEY

		Specifies the Budget that the Labor Allocation is requested for.



		LABOR_ALCTN_DAY_QTY

		Defines the total number of days that is being requested for the specified Activity, Budget, Org and optionally, the Org Job Function Type.  For example, a labor request of 220 days may be input for the 2012 Adopted Budget for C123456 for a Project Mgr in Org WS756.



		LABOR_ALCTN_DEC_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in December.



		LABOR_ALCTN_FEB_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in February.



		LABOR_ALCTN_JAN_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in January.



		LABOR_ALCTN_JUL_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in July



		LABOR_ALCTN_JUN_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in June.



		LABOR_ALCTN_KEY

		A system assigned number that uniquely identifies an instance of a Labor Allocation.



		LABOR_ALCTN_MAR_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in March.



		LABOR_ALCTN_MAY_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in May.



		LABOR_ALCTN_NOV_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in November.



		LABOR_ALCTN_OCT_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in October.



		LABOR_ALCTN_OJFT_KEY

		Identifies the specific Org Job Function that is being requested from the Organization.  For example the Project Delivery organization may have Structural Engineers, Mechanical Engineers, Electrical Engineers and this would identify that a Structure Engineer has been requested.



		LABOR_ALCTN_ORG_KEY

		Identifies the Low Org from which labor resources are being requested.  For example, a CIP PM may request 60 days of a Business Analyst from WS244 - Application Services.



		LABOR_ALCTN_REQUEST_TEXT

		Provides any free-form comments from the requesting CIP PM to describe the labor request, possibly request a specific named resource or identify the time frame when the resource is needed or if multiple resources can be used, etc.



		LABOR_ALCTN_SEP_DAY_QTY

		Optionally, the CIP PM can allocate the total number of days in the request by month.  For example, if the Labor Allocation request is for 100 days, the CIP PM can enter when during the year the 100 days is required:  This field maintains the number of days that are needed from the resource in September.



		LOB_CODE

		A business assigned unique identifier for a Line of Business.  The valid LOB Codes are:

W -        Water
DWW - Drainage & Wastewater
CORP - Corporate
SW -     Solid Waste
TECH - Technology



		LOB_KEY

		A system assigned number that uniquely identifies an instance of a Line of Business



		LOB_NAME

		The full business name for a  Line of Business.  The valid LOB Code & Names are:

W -        Water
DWW - Drainage & Wastewater
CORP - Corporate
SW -     Solid Waste
TECH - Technology



		LP_ABROGATION_DATE

		Identifies the specific date that the Labor Position was officially de-activated by the City Council.  If a Labor Position is abrogated, it cannot be budgeted beyond that date.



		LP_APPROVAL_STATUS_CODE

		For manually created Labor Positions, this maintains the approval status such as :

P - Pending City Council Approval
A - Approved by City Council
R - Rejected by City Council
W - Withdrawn by SPU.



		LP_CREATED_BY_USER_KEY

		Identifies the user that manually created the Labor Position.  Most labor positions are created via on-boarding of HR data so no user would be specified.  When creating a budget, a new labor position may be defined as part of the budget request.  The labor position would not be added to the HR system until the budget was approved.



		LP_EFFECTIVE_DATE

		Specifies the first calendar date for the effective period when the Labor Position values were in effect.



		LP_EMPL_ANNIVERSARY_DATE

		Identifies the employee's anniversary date for salary administration and is used to calculate future pay step dates.



		LP_EMPL_ID

		Maintains the Employee ID of the employee that is filling the Labor Position for the specified effective period.  This field may be blank if the position is vacant.



		LP_EMPL_JOB_TITLE_NAME

		Maintains the employee's job title that is filling the Labor Position for the specified effective period if the position is not vacant.



		LP_EMPL_NAME

		Maintains the name of the employee that is filling the Labor Position for the specified effective period.  This field may be blank if the position is vacant.



		LP_EXPIRATION_DATE

		Specifies the last calendar date for the effective period when the Labor Position values were in effect.



		LP_FULL_PART_TIME_FLAG

		This flag specifies if the Labor Position is approved as a Full-time or Part-time position:

F - Full Time
P - Part Time



		LP_FUNDED_POSITION_FLAG

		If turned on (value = 'Y'), specifies that the Labor Position has been approved by the City Council and is funded.  Detail labor budgeting is generally not performed on non-funded positions with the exception of new positions that are being requested and have not received approval.



		LP_JOB_CODE

		Identifies the HR designated Job Code assigned to this Labor Position.  The Job Code is a business assigned alpha numeric code that uniquely identifies a type of job such as job code '12345' may represent a Credit Representative.



		LP_JOB_TITLE_NAME

		Identifies the HR designated Job Title assigned to this Labor Position.  The Job Title is an HR title and may not represent a functional business title.  For example, a .Net Developer may have an HR Job Title of 'IT Professional'.



		LP_KEY

		A system assigned number that uniquely identifies an instance of a Labor Position.



		LP_MAX_LABOR_DAYS_QTY

		Defines the maximum budgeted labor days based on the Labor Position's full or part-time designation.  If the Labor Position is Full Time, the Maximum Labor Days will be set to 220.  If the Labor Position is Part Time, the Maximum Labor Days will be set to 110.



		LP_MAX_PAY_RATE_AMT

		Specifies that top pay rate the Labor Position can be paid.



		LP_ORG_KEY

		Specifies the Organization assignment for the Labor Position and effective period.



		LP_POSITION_NBR

		Maintains the Position Number assignment from the HR system.  New Labor Positions created in BP&F may not have a Position Number.



		LP_PSTN_DESC_QSTNRE_URL

		Provides the URL location to the Position Description Questionnaire that was submitted when attempting to get a new Labor Position approved.



		LP_SUPERVISOR_KEY

		Identifies the Labor Position that is the assigned supervisor for the current Labor Position based on effective period.  The 'Supervisor' Labor Position may or may not be filled.



		LP_UNION_KEY

		Specifies the Union assignment for the Labor Position based on an effective period.



		LPSTEP_EFFCTV_DATE

		Specifies the calendar date when the labor rate went into effect for the labor position.  For example, as of 1/15/20YY, the labor position may be paid $40 per hour which increase to $45 per hour as of 7/15/20YY.



		LPSTEP_HOURLY_RATE_AMT

		Specifies the hourly pay rate for the specified labor position and effective date.



		LPSTEP_KEY

		A system assigned number that uniquely identifies an instance of a Labor Position Pay Step.



		LPSTEP_LP_KEY

		Identifies the parent Labor Position for the Labor Position Pay Step.



		LPSTEP_PAY_STEP_NUM

		Identifies the Pay Step Number (such as 1,2,4) corresponding to the hourly Pay Step Amount,



		OBPLU_BUDGET_PRG_ID

		Identifies the Budget Program that stewards the Organization for budgeting purposes based on the effective year period.



		OBPLU_BUDGET_SUB_PRG_ID

		Identifies the Sub Budget Program that stewards the Organization for budgeting purposes based on the effective year period.



		OBPLU_EFFCTV_DATE

		Identifies the calendar date when the Org Budget Program entry went into effect.



		OBPLU_END_FISCAL_YEAR_NUM

		Identifies the last year the Budget Program/Sub Program assignment was effective for the referenced Organization.



		OBPLU_EXPRTN_DATE

		Identifies the calendar date when the Org Budget Program entry expired.



		OBPLU_KEY

		A system assigned number that uniquely identifies an instance of a Org Budget Program LU entry.



		OBPLU_ORG_ID

		Identifies the Organization that is stewarded by the Budget Program/Sub Program for the specified effective year period.



		OBPLU_START_FISCAL_YEAR_NUM

		Identifies the first year the Budget Program/Sub Program assignment was effective for the referenced Organization.



		OBS_EFFCTV_DATE

		Maintains the first calendar date in with the User is the assigned budget steward for the Organization.



		OBS_EXPRTN_DATE

		Maintains the last calendar date in with the User is the assigned budget steward for the Organization.



		OBS_KEY

		A system assigned number that uniquely identifies an instance of a Org Budget Steward.



		OBS_ORG_KEY

		Specifies a Low Org that the User has budget authority for the specified effective period.



		OBS_USER_KEY

		Identifies the User that is the budget steward for the organization for the specified effective period.



		OIODA_ACTIVITY_ID

		Identifies the Activity for the Organization that will be allowed for Inter Division Activity budgeting.



		OIODA_EFFCTV_DATE

		Specifies the effective date when budgeting for the defined Organization and Activity began.



		OIODA_END_FISCAL_YEAR_NUM

		Specifies the expiration budget year when budgeting for the defined Organization and Activity ended.



		OIODA_EXPTRN_DATE

		Specifies the expiration date when budgeting for the defined Organization and Activity ended.



		OIODA_KEY

		A system assigned number that uniquely identifies an instance of a O&M Inter Division Activity.



		OIODA_ORG_ID

		Identifies the Org associated with the Activity that will be allowed for Inter Division Activity Budgeting.



		OIODA_START_FISCAL_YEAR_NUM

		Specifies the effective budget year when budgeting for the defined Organization and Activity began.



		OJFT_JOB_FUNCTION_TYPE_CODE

		A business assigned alpha-numeric code that uniquely identifies an Org Junction Function such as within Application Services, the Job Function code of 'WEB' may represent a Web Developer.



		OJFT_JOB_FUNCTION_TYPE_NAME

		The business name related to the Org Job Function Type Code such as 'Structural Engineer' or Web Developer or Customer Service Rep.



		OJFT_KEY

		A system assigned number that uniquely identifies an instance of a Org Job Function Type.



		OJFT_ORG_KEY

		Maintains the parent Organization that the Job Type is related to.



		OLD_DAYS_QTY

		Maintains the Override Labor Days value for the specified Labor Position and Fiscal Year. For example, if the Labor Position is full time and the employee assigned to the Labor Position is on sabbatical for part of 2011 & 2012, this would define the Override Labor Days for 2011 versus 2012.  In 2011, the override days may indicate that the employee is only available 180 out of the normal 220 days.



		OLD_EXPLANATION_TEXT

		Provides a free-form explanation of how the override labor days were derived.



		OLD_FISCAL_YR_NUM

		Maintains the Fiscal Year in which the Override Labor Days value applies.  For example, if the Labor Position is full time and the employee assigned to the Labor Position is on sabbatical for part of 2011 & 2012, this would define the Override Labor Days for 2011 versus 2012.



		OLD_KEY

		A system assigned number that uniquely identifies an instance of an Override Labor Days entry.



		OLD_LP_KEY

		Specifies the Labor Position that the Override Labor Days is defined for.



		OMBGR_BUDGET_PRG_KEY

		Maintains the Budget Program/Sub Program (Branch & Division) that the assigned Budget Group User is assigned to act as the liaison for O&M budgeting purposes for the specified time period.



		OMBGR_EFFCTV_DATE

		Maintains the first calendar date in with the User is the assigned to act as the Budget Group representative for a Budget Program/Sub Program (Branch & Division) for O&M budgeting purposes.



		OMBGR_EXPRTN_DATE

		Maintains the last calendar date in with the User is the assigned to act as the Budget Group representative for a Line of Business for CIP budgeting purposes.



		OMBGR_KEY

		A system assigned number that uniquely identifies an instance of a O&M Budget Group Representative.



		OMBGR_USER_KEY

		Identifies the User from the Budget User Group that is acting as the Budget Group liaison for O&M budgeting purposes for the specified Budget Program/Sub Program (Branch & Division) and effective period.



		ORG_ID

		A business assigned alpha numeric identifier that uniquely identifies a Low Org within SPU.  For example, the Org Id for Application Services within the IT Division is 'WS244'.



		ORG_KEY

		A system assigned number that uniquely identifies an instance of an Organization.



		ORG_NAME

		The business name associated with the Low Org such as WS736 - 'Environment Science & Tech'



		PBU_BUDGET_KEY

		Identifies the Private Budget the user has access to.



		PBU_KEY

		A system assigned number that uniquely identifies an instance of a Private Budget User.



		PBU_USER_KEY

		Identifies a User that will have access to the specified Private Budget.



		PROJECT_ID

		A business assigned identifier that groups related activities managed in a coordinated way to obtain benefits and control not available from managing them individually.  The Project ID is represented by a 5 character code such as 'C1234'.  The first character of the Project ID identifies if the Project is Capital versus O&M.



		PROJECT_KEY

		A system assigned number that uniquely identifies an instance of a Project Group.



		PROJECT_NAME

		The business name assigned to the Project such as 'Habitat Restoration Project'.



		PROJECT_TYPE_CODE

		A business assigned alpha code for a project type:


CIP - Capital
OM - Operating & Maintenance



		TBD PROJECT_TYPE_CODE

		Specifies if the Project is categorized as CIP or OM.



		PROJECT_TYPE_KEY

		A system assigned number that uniquely identifies an instance of a Project Type.



		PROJECT_TYPE_NAME

		The business name associated with the Project Type Code values such as "Operating & Maintenance Expense' for the Project Type Code of 'OM'.



		RALU_EFFCTV_DATE

		Identifies the calendar date when the REM ACCOUNT LU entry went into effect.



		RALU_END_FISCAL_YEAR_NUM

		Identifies the last year the REM Account assignment was effective for the G/L Account.



		RALU_EXPRTN_DATE

		Identifies the calendar date when the REM ACCOUNT LU entry expired.



		RALU_GL_ACCT_ID

		Identifies the G/L Account (such as 710110 - Salary & Wages) that is being assigned to the City Budget Office REM Account for the specified effective year period.



		RALU_KEY

		A system assigned number that uniquely identifies an instance of a REM Account LU entry



		RALU_REM_ACCT_ID

		Identifies the City Budget Office REM Account that was assigned to the referenced G/L Account for the specified effective year period.



		RALU_START_FISCAL_YEAR_NUM

		Identifies the first year the REM Account assignment was effective for the G/L Account.



		RATE_ASMPTN_AMT

		Provides the total dollar amount for the Rate Assumption.



		RATE_ASMPTN_BCL_KEY

		Identifies the BCL/Sub BCL that the Rate Assumption pertains to.



		RATE_ASMPTN_BIP_BUDGET_KEY

		Identifies the specific Budget the Rate Assumption pertains to.



		RATE_ASMPTN_BUDGET_PRG_KEY

		Specifies the Budget Program/Sub Program that the Rate Assumption pertains to.  For O&M this will represent a Branch/Division.



		RATE_ASMPTN_DESC

		Provides a description/explanation of the Rate Assumption.



		RATE_ASMPTN_FUND_KEY

		Identifies the Fund that the Rate Assumption pertains to.



		RATE_ASMPTN_KEY

		A system assigned number that uniquely identifies an instance of a Rate Assumption that is part of a Budget Issue Paper (BIP).



		RATE_ASMPTN_PROJECT_TYPE_KEY

		Identifies whether the Rate Assumption pertains to O&M or CIP.



		RATE_ASMPTN_TITLE_NAME

		The business assigned title/name for the Rate Assumption such as 'Water Utility Late Fees'.



		RBLU_BCL_ID

		Identifies the SPU BCL ID that will be translated to the specified REM BCL/Program for the effective year period.



		RBLU_EFFCTV_DATE

		Identifies the calendar date when the REM BCL LU entry went into effect.



		RBLU_END_FISCAL_YEAR_NUM

		Identifies the last year the REM BCL assignment was effective for the referenced SPU BCL, Sub BCL and Fund.



		RBLU_EXPRTN_DATE

		Identifies the calendar date when the REM BCL LU entry expired.



		RBLU_FUND_CODE

		Identifies the SPU Fund is included in the translation from the SPU BCL/Sub BCL to the City Budget Office REM BCL/Program.



		RBLU_KEY

		A system assigned number that uniquely identifies an instance of a REM BCL LU entry.



		RBLU_REM_BCL_ID

		Identifies the City Budget Office REM BCL that was assigned to the referenced SPU BCL, Sub BCL & Fund for the specified effective year period.



		RBLU_REM_PROGRAM_ID

		Identifies the City Budget Office REM Program that was assigned to the referenced SPU BCL, Sub BCL & Fund for the specified effective year period.



		RBLU_START_FISCAL_YEAR_NUM

		Identifies the first year the REM BCL assignment was effective for the referenced SPU BCL, Sub BCL and Fund.



		RBLU_SUB_BCL_ID

		Identifies the SPU SUB BCL ID that will be translated to the specified REM BCL/Program for the effective year period.



		REM_ACCT_ID

		The unique identifier assigned to Revenue & Expense Management Account by the CBO.



		REM_ACCT_KEY

		A system assigned number that uniquely identifies an instance of a CBO Revenue & Expense Management (REM) Account.



		REM_ACCT_NAME

		The business name assigned to Revenue & Expense Management Account by the CBO.



		REM_BCL_ID

		The unique identifier assigned to Revenue & Expense Management (REM) BCL by the CBO.  Also defines the parent REM BCL for the REM Program.



		REM_BCL_KEY

		A system assigned number that uniquely identifies an instance of a REM BCL/ Program.



		REM_BCL_NAME

		The business name assigned to Revenue & Expense Management (REM) BCL by the CBO.



		REM_PROGRAM_ID

		The unique identifier assigned to Revenue & Expense Management (REM) Program by the CBO.



		REM_PROGRAM_NAME

		The business name assigned to Revenue & Expense Management (REM) Program by the CBO.



		UGACCT_EFFCTV_DATE

		Maintains the first calendar date in which the User is restricted to the specified G/L Account and effective period.



		UGACCT_EXPRTN_DATE

		Maintains the last calendar date in which the User is restricted to the specified G/L Account and effective period.



		UGACCT_GL_ACCT_KEY

		Specifies a G/L Account that the User Group is restricted to for entry of Budget Item amounts based on effective period.



		UGACCT_KEY

		A system assigned number that uniquely identifies an instance of a User Group Account Restriction.



		UGACCT_USGROUP_KEY

		Specifies the User Group that is part of the User Group Account Restriction.



		UGAT_BAT_KEY

		Specifies the Budget Annotation Type that the User Group is allowed to record annotations based on effective period.



		UGAT_EFFCTV_DATE

		Maintains the first calendar date in which the User can input annotations for the specified Budget Annotation Type and effective period.



		UGAT_EXPRTN_DATE

		Maintains the last calendar date in which the User can input annotations for the specified Budget Annotation Type and effective period.



		UGAT_KEY

		A system assigned number that uniquely identifies an instance of a User Group Annotation Type.



		UGAT_USGROUP_KEY

		Specifies the User Group that  is allowed to record annotations for the specified Annotation Type and effective period.



		UGBP_BPSTATUS_TYPE_KEY

		Specifies the Budget Type Status the User Group will have privileges for based on the Read/Update Flag.  For example, the Budget Manager User Group may be limited to Read Only privileges for the Adopted Budget once the status is 'approved'.



		UGBP_BUDGET_TYPE_KEY

		Specifies the Budget Type the User Group will have privlieges for based on Budget Type Status and the Read/Update Flag.



		UGBP_KEY

		A system assigned number that uniquely identifies an instance of a User Group Budget Privilege.



		UGBP_READ_UPD_FLAG

		Specifies if the User Group will have Read Only or Update privileges for the defined Budget Type & Budget Type Status.  For example, the Budget Manager User group will only have Read Only privileges once the Adopted Budget is 'approved'.



		UGBP_USGROUP_KEY

		Specifies the User Group that the Budget privilege is established for.



		UGFIELD_FIELD_NAME

		Specifies the specific Field that the User Group restriction applies to.



		UGFIELD_HIDE_FLAG

		If turned on (value = Y), specifies that the referenced Field should be hidden from display for the specified user group.



		UGFIELD_KEY

		A system assigned number that uniquely identifies a User Group Field Restriction.



		UGFIELD_READ_ONLY_FLAG

		If turned on (value = Y) specifies the referenced Field will be presented as read only for users in the referenced User Group.



		UGFIELD_USGROUP_KEY

		Specifies the User Group that the field restriction applies to.



		UNION_CODE

		A business assigned alpha-numeric identifier to uniquely identify a Union such as 'BLMU' for the Boiler Maker's Union Local 104.



		UNION_KEY

		A system assigned number that uniquely identifies an instance of a Union.



		UNION_NAME

		The business name for the union such as 'Sheet Metal Workers Local 66'.



		USER_BACKUP_USER_KEY

		Specifies the User that is designated as a backup for budgeting workflow in case of temporary absence such as vacation or sick leave.  BP&F will allow the designated back-up to access the user's work flow tasks and perform any needed budgeting tasks.



		USER_EMPLOYEE_ID

		Provides the unique HR identifier assigned to the user if the user is an SPU Employee



		USER_ID

		An alphanumeric identifier assigned to grant a user access to the SPU intranet.  This identifier is often comprised of the employees last name, first initial and middle initial:

John L. Smith  might have a user id of smithjl.

As this must be a unique identifier, alternate compositions are employed if there are two John L Smiths.



		USER_KEY

		A system assigned number that uniquely identifies an instance of a User.



		USER_NAME

		The name of the user such as Smith, John L.  The user name consists of the Last Name, First Name and Middle Name or Initial.



		USGA_EFFCTV_DATE

		Maintains the first calendar date in with the User is the assigned to the specified User Group.



		USGA_EXPTRN_DATE

		Maintains the last calendar date in with the User is the assigned to the specified User Group.



		USGA_KEY

		A system assigned number that uniquely identifies an instance of a User Security Group Assignment.



		USGA_USER_KEY

		Identifies the User for the User Group Assignment.



		USGA_USGROUP_KEY

		Identifies the User Group the User is assigned to for the specified effective period.



		USGROUP_EMAIL_DSTRBTN_GRP_ID

		Specifies the Distribution Group name used to send email notifications to all members of a User Group.



		USGROUP_INACTIVE_FLAG

		If turn on (set to 'Y') specifies that the User Group is obsolete.



		USGROUP_KEY

		A system assigned number that uniquely identifies an instance of a User Group.



		USGROUP_NAME

		The business name assigned to the User Group for security administration purposed.  The users within Finance that administers the budget process might be included in the 'Budget Group' User Group.



		USGROUP_SECURITY_ADMIN_FLAG

		If turned on (set to 'Y') specifies that the User Group should have Security Administration privileges to add, create or delete User Groups or Users.



		USGROUP_SYSTEM_ADMIN_FLAG

		If turned on (set to 'Y') specifies that the User Group represents the Security Administrator role and that all capabilities will be available to the user's assigned to this User Group.



		USGROUP_WHATIF_FEATURE_FLAG

		If turned on (set to 'Y') specifies that the User Group should have the ability to create What If Budgets.





Appendix B – Glossary of Business Terms 

The following glossary defines the terms, acronyms, and abbreviations that apply within the context of this application development project.  Terminology can be very specific to a particular discipline or business process; the definitions below apply to this particular project and the business solution that it addresses.


		Term, Acronym, Abbreviation

		Definition



		ACCOUNT

		A synonym for G/L Account.



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		ADOPTED BUDGET

		The Council approved plan for SPU Revenue and Expenditures for a fiscal year.



		AMOUNT CLASS

		An Amount Class is a grouping of G/L expenditure Accounts. For example, the Amount Class of ‘Taxes and Licenses’ may be comprised of multiple G/L accounts representing different State, County and Federal taxes.  


The Amount Class values are listed below:


CAPITAL OUTLAY

TAXES AND LICENSES

DEBT SERVICE

FLEET & INVENTORY

RENTALS & UTILITIES

SUPPLIES/PURCHASES

MAINTENANCE

SERVICES

TRAINING,TRVEL CONENTION

REGULAR WAGES AND BENEFITS

OVERTIME & SPECIAL PAY

TES/WS/INTERN

GRANT REVENUE

SERVICE REVENUE

FINE REVENUE

MISC REVENUE

TAX REVENUE





		Business Area

		Each Line of Business defines a body of work and describes it as a Business Area.  A Business Area is a group of capital projects and/or O&M activities.  This hierarchy (LOB/Business Area/LOB Program) is maintained in EPMS for capital projects/activities and within FinMart for O&M activities.


Examples of Business Areas include:


COMBINED SEWER OVERFLOW PROGRAM


FACILITIES OPERATIONS


HABITAT AND URBAN WATERSHEDS


HISTORIC LANDFILLS


INFORMATION MANAGEMENT


MAJOR WATERSHEDS






		BAM

		Business Area Manager – The person responsible for managing a category of line of business (LOB) projects.  



		BCL

		Budget Control Level: The level at which expenditures are controlled to meet State and City budget law.  BCL is intended to fulfill a City fiscal requirement, and should be considered independent of Business Area, despite coincident naming similarities (such as the "Distribution" BCL and the "Distribution" Business Area).  


For the Capital Improvement Program, the City Council appropriates budget at the BCL level, and then allocates that Budget down to the detail item level.  This detail item can be either at the Program level, which is a Project Group or “C4” project (C1128), or at an individual “C6” Project level (C106006).  If the line item is at the program level, then that one budget line item constitutes the entire allocation for all the projects contained in the program, none of which are listed separately as line items.


A BCL will be composed of one or more Sub BCLs.  Examples of BCL’s include:


Administration


Combined Sewer Overflows


Control Structures


Customer Service


Distribution


Flooding, Sewer Backup & Lndsl


General Expense


Habitat Conservation Program


New Facilities


Other Operating Budget


Protection of Beneficial Uses


Rehabilitation


Rehabilitation & Heavy Eqpt


Sediments


Shared Cost Projects


Storm Water & Flood Control


Technology


Transmission


Wastewater Conveyance


Water Quality & Treatment


Water Resources


Watershed Stewardship 





		BIP

		Budget Issue Paper – The medium by which SPU submits Budget changes to City Council. A BIP provides justification and supporting document for the budget change.



		BDM

		Budget Decision Maker – a generalized reference to identify the non-Finance positions within SPU that supplies & reviews budget data including Business Area Managers, Budget Managers, Org Managers, project manager, Division Directors, and Branch Executives. [budget manager]



		BP&F

		Budgeting & Forecasting is the system that will replace the Budget Prep System used to support SPU’s budget process.  BP&F may consist of multiple technical components such as COGNOS, data repository, etc.



		BUD

		Business Unit Director – this is the director responsible for managing each line of business at SPU.  For example, Dave Hilmoe is the BUD for the Drinking Water LOB.



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year.



		BUDGET MANAGER

		A generalized reference to identify the non-Finance positions within SPU that proposes, reviews, and in some cases approves budget data including: Business Area Managers, Org Managers, CIP Project Managers (PMs), Branch Budget Contacts (like Kathy Peterson), Executive Assistants (EAs), Division Directors, and Branch Executives.






		BUDGET PROGRAM & SUB PROGRAM

		A Budget Program is a layer in the hierarchy of how SPU organizes is projects and activities.  For O&M, a Budget Program represents a Branch and a Budget Sub Program is a Division.  For CIP, a Budget Program represents the entire capital program and the Budget Sub Program is the Sub BCL.


For example, O&M Project N2405 Web Support is administered by the Finance & Administration Branch (Budget Program = N200) & Information Technology division (Budget Sub Program =  N24)  






		BUDGET TARGET

		A Budget Target represents a desired financial result for a Budget for a fiscal year as well as the limit to which a specific financial fund can afford in a fiscal year.  Budget Targets can be defined within SPU as well as externally defined by City Budget Office (CBO).  A Budget Target can be defined at high level such as Fund, Fiscal Year, Program Category (Operating Expenditures or Operating Revenues) as well as at a very detailed level such as Fund, Fiscal Year, G/L Program and G/L Account.  Generally, SPU Finance will define the Fund level targets and the BUD’s and Branches will define more granular targets.  Budget Target will include both a target amount and an allowable variance amount used to highlight variances in the system.   



		BUDGET YEAR

		A Budget Year is the same as a calendar year.  SPU submits biennially a 2 year O&M Budget and annually a 6 year Capital Budget to the City Council.



		CBO

		City Budget Office responsible for overseeing the Mayor’s budget.



		CBO PROJECT

		A CBO Project is a group of one or more CIP activities that is included as an entry in the CIP Budget Book that the CBO puts together for the City Council.  The CBO Project may be a Summit Project Group ID or a Summit Activity ID.  The CIP Budget Book is the official budget for which the City Council holds Departments responsible.



		CIP 

		Capital Improvement Program – A short-range plan (six years for the City) which identifies capital projects with high level planning schedules and funding sources.  



		COST PROJECTION

		A synonym for a Projected Cost.



		DOF PROJECT 

		The DOF Project may be defined by a Summit Project (Group) or a Summit Activity.  A DOF Project is a group of one or more activities that is included as an entry in the Budget Book that the CBO submits to the City Council.  



		ENDORSED BUDGET

		The Endorsed Budget contains the 2nd year of budgeted revenues and expenditures for the biennium budget process.  For example, in 2010 two fiscal year budgets are created; 2011 Adopted Budget and the 2012 Endorsed Budget.  The next Endorsed Budget would be the 2014 Endorsed Budget that would be created in 2012 (i.e. there is no Endorsed Budget created for the odd years).



		EPMS

		Enterprise Project Management System is the application that manages and prioritizes the CIP program portfolio including programs and projects.  EPMS is implemented with the Clarity Project & Portfolio Management solution.



		FINMART

		An SPU data repository consisting of financial transactions and related data from multiple source systems as listed below:


Summit - financial data from the City’s PeopleSoft financial software system (Summit). 


EPMS CIP Data – CIP Spending Plan & Projected Cost data not included in Summit as well as new CIP related Activities and Projects.


Works Credit Card Transactions – in-progress credit card transactions that have not been authorized for payment but reflect a commitment by SPU.  


Other Finance Data – FinMart masters some financial data as a separate source system does not exist.  This includes O&M Projected Costs, O&M Spending Plans, Expenditure Amount Class & Grand Object designations, LOB/Business Area/LOB Program assignments for O&M Activities and DRN/WW sub fund allocations.



		FUND

		A Fund is an accounting entity with a set of self-balancing revenue and expenditure accounts used to record the financial affairs of a governmental organization.


SPU has three specific revenue sources to fund its projects. These Financial Funds along with their Summit Fund Codes are:


· Water Fund (WF) - 43000


· Drainage and Wastewater (DWF) Fund – 44010


· Solid Waste Fund (SWF) – 45010






		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.



		GL PROGRAM

		A collection of one or more G/L Accounts that are summarized to present the Income Statement and Balance Sheet for the department.



		GRAND OBJECT

		A Grand Object is roll-up of  Amount Classes designations to group revenue and expenditures into one of 4 Grand Object designations:


· CAPITAL, TAXES & DEBT SERVICE

· OTHER SERVICES & CHARGES

· PERSONNEL SERVICES

· REVENUE

Amount Class-to-Grand Object Rollup


Amount Class

Grand Object

CAPITAL OUTLAY

CAPITAL, TAXES & DEBT SERVICE

DEBT SERVICE

CAPITAL, TAXES & DEBT SERVICE

TAXES AND LICENSES

CAPITAL, TAXES & DEBT SERVICE

FLEET & INVENTORY

OTHER SERVICES & CHARGES

MAINTENANCE

OTHER SERVICES & CHARGES

RENTALS & UTILITIES

OTHER SERVICES & CHARGES

SERVICES

OTHER SERVICES & CHARGES

SUPPLIES/PURCHASES

OTHER SERVICES & CHARGES

TRAINING,TRVEL CONENTION

OTHER SERVICES & CHARGES

OVERTIME & SPECIAL PAY

PERSONNEL SERVICES

REGULAR WAGES AND BENEFITS

PERSONNEL SERVICES

TES/WS/INTERN

PERSONNEL SERVICES

FINE REVENUE

REVENUE

GRANT REVENUE

REVENUE

MISC REVENUE

REVENUE

SERVICE REVENUE

REVENUE

TAX REVENUE

REVENUE





		HRIS

		PeopleSoft Human Resource Management System, a.k.a. – EV5 (Oracle DBMS).  The payroll system is ADP and not part of the HR system.



		JE

		Journal Entry - A journal entry is a formal accounting entry used to record a business transaction in the financial system. The entry itemizes dollar amount by the G/L Accounts that are debited and credited.



		JOB TITLE

		A Job Title identifies the work responsibilities and functions of a Pocket.



		LABOR ALLOCATION

		A request for a labor resource for an activity based on a job function/skill for a defined number of days in a fiscal year.  For example, Activity C123456 might require 200 days of a Structural Engineer for fiscal year 2012.



		LABOR ASSIGNMENT

		An assignment of a labor position (pocket) to an activity for X days in a fiscal year for the purpose of ensuring that all SPU labor positions are fully budgeted.  A labor position may be vacant or filled.  Each labor position will have one or more labor assignments such that their available labor days are fully budgeted.  For full-time positions, the total labor assignments will be 220 days and for part-time positions the total labor assignments should be 110 days.



		LABOR BUDGET

		The dollar amount that represents regular labor costs which are captured at the level of the unique combination of Budget Year, Activity, Account, and Pocket.



		LABOR POSITION

		Defines a labor resource within an Organization.  A Labor Position is the lowest level within an organizational unit that serves a particular work function.   A Labor Position exists regardless of whether it is filled or vacant.  Labor Position can be a full or part-time position.  An SPU synonym for Labor Position is ‘Pocket’.  The City Council controls/approves the labor positions associated with a department.



		LOB/LOS

		Line of Business/Line of Service – Within SPU a LOB represents the business equivalents to the financial funds.  The current LOB values include Water, Drainage, Wastewater, Solid Waste and Technology. SPU utilizes a line of business and line of service (LOB/LOS) structure to organize its work for purposes of investment, delivery, and performance management, with specific responsibilities assigned to specific SPU organizational units.  This designation should not change over the program or project life cycle.



		LOW ORG

		Low Org is a SPU synonym for Organization (ORG). 



		MOA

		Memorandum of Agreement - An MOA serves as a written and signed understanding of the agreement between SPU and another party related to a specific project to meet an agreed objective. MOAs can be between SPU and another City department, another governmental agency, or a private business.



		ORG

		An Organization is the lowest level (leaf level) of SPU’s organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a ‘Low Org’.



		POCKET

		A Pocket is a SPU synonym for Labor Position.



		PORTFOLIO ALLOCATION

		The amount that is currently authorized by the portfolio manager to spend on a specific project in the current year and in the outer years. This amount can be different from the AMC/Governance approved amount and is intended to demonstrate how the Portfolio Manager is planning on achieving the highest priority work within the limitations of the Financial Fund. Different from the Spending Plan amount, this Portfolio Allocation amount may change throughout the year based on the changing financial needs or shifting priorities for the Portfolio. A variance between the Portfolio Allocation amount and the AMC/Governance amount signals a need for some sort of formal change management process to occur, and also may help to ensure that communication between the ‘specifiers’ and the PMs is ongoing and fluid.



		PROGRAM

		For the Operating Budget, a Program represents the organizational hierarchy from a budgeting perspective including branch and division.   For O&M Projects, the stewardship is designated by a Sub Program (Division).  For CIP Projects, the stewardship is defined by a Sub Program which synonymous with a Sub BCL.  The stewardship for a project may be transferred from one sub program to another over time.   


O&M                                                                         CIP


Program (Branch)


      Sub Program (Division)


                 Project

Program (CIP)


      Sub Program (Sub BCL)


                 Project





		PROJECT

		A synonym for Project Group.



		PROJECT GROUP

		A group of related activities managed in a coordinated way to obtain benefits and control not available from managing them individually.  At SPU, a project is represented by a 5 character code in Summit such as ‘C1234’.  The first character of the Project ID identifies if the Project is Capital versus Operating.  For capital projects, budget approval from the City Council can be at this level.  For operating projects, this level represents a group of activities defined by SPU with no City Council approval.  On the Operating Budget, Project is sometimes synonymous with Project Group.



		PROJECTED COST

		A quarterly O&M revision and monthly CIP revision to the SPU spending estimates for the remainder of the year based on the detail line Items in the Adopted Budget.  It is the reference point for subsequent cost variance reporting in monthly and quarterly financial reports for SPU.  



		PROPOSED BUDGET

		The SPU budget plan submitted to CBO & Council for approval.  As the City budgets on a biennium basis, the Proposed Budget includes both the Adopted and Endorsed budgets. In the even number years, the Proposed Budget will consist of the Adopted & Endorsed Budget but in the odd numbered years, the Proposed Budget will only consist of the Adopted Budget.  


Created in Year 2010


Created in Year 2011


Created in Year 2012


2011 Adopted Budget


2012 Adopted Budget


2013 Adopted Budget


2012 Endorsed Budget


2014 Endorsed Budget






		REVISED BUDGET

		The Council approved modified plan for SPU Revenue and Expenditures for a fiscal year.  Includes transfers, revisions and carry forwards.



		SPENDING PLAN

		An official update from SPU to the City at the start (late Feb, early March) of each year, as to what SPU estimates the spending will actually be for that one year based on the detail line Items in the Adopted Budget.  It is the reference point for subsequent cost variance reporting in monthly and quarterly financial reports from SPU to CBO and City Council.  The Spending Plan is created once each year and represents the line of business priority work for the current year that fits within the financial limitations of each Fund. There are no updates to the Spending Plan.  Revisions to spending throughout the year are reflected in PM Projected Costs and LOB portfolio allocations.



		SPUHR

		A reporting instance of HR data extracted from the City’s HRIS system that is SPU specific. BP&F is planning to use SPUHR as its data source for labor position data.



		SUB BCL

		A Sub BCL is the 2nd tier of the BCL Hierarchy:


BCL


  SUB BCL


      PROJECT


For O&M Projects, the SUB BCL primarily represents a Branch.  For CIP Projects, the Sub BCL represents the BCL.






		SUMMIT

		PeopleSoft financial software that serves as the City of Seattle’s official financial system.  
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[To use this template, follow the instructions contained between brackets [ ], and remove the instructions as you go, beginning with this instruction.] 


[The objective is to provide an estimate the capacity of the current hardware enterprise architecture to be able to run the new system to the required performance level.  The purpose is to provide an order-of-magnitude estimate for the total system usage of several critical technology resources such as:

· Overall disk space utilization


· Overall CPU processing utilization


· Overall central memory utilization


· Overall transmission of data through the corporate networks]

[For audit purposes, track changes should be used for any version of this document excluding the initial version for a release.  Once a version has been published, any material non-grammatical changes should be included in a new version.  Additionally, the Document Change Log should be updated in Appendix A to summarize the changes.]


[Development of the initial Version of a release does not require Track Changes or update of the Document Change Log.]


[If any section in this document isn’t applicable to this particular solution, the [bracketed text] should be removed and replaced with a statement that the section isn’t applicable to prevent confusion on whether the document is incomplete.]


1. Overview


[Provide a description of the problem/opportunity from a business perspective.  Use description provided in BCE and expand as necessary.]

1.1 Glossary

		Term, Acronym, Abbreviation

		Definition



		[Term]

		[Term Definition]



		

		



		

		



		

		





2. Existing Infrastructure 


 [Describe the existing infrastructure and explain how it does not address current needs.  Provide diagrams as necessary.]


3. Proposed Infrastructure

[Describe the proposed infrastructure in terms of changes to be made to the existing environment.  Provide diagrams with explanations as appropriate.]

4.  Appendix A – Document Change History


[For each new version of the document, list the Section and summarize the changes including references such as a Change Request if applicable.  New Version should be issued for changes applied after the document has been reviewed and approved.  Issuing a new version is not required for correction of spelling or grammar.]


		Version No.

		Date

		Name

		Description of Change



		[1.0]

		[MM/DD/YYYY]

		[name]

		Initial Document



		

		

		

		



		

		

		

		





5. Appendix B - Review and Signoff


[Identify the approvers of the document including their name, project role (project sponsor, project manager, technical architect, etc) and provide a link to their email approval once the document has been approved.]


		Name

		Reviewer Role

		Date

		Signature (Link)
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[To use this template, follow the instructions contained between brackets [ ], and remove the instructions as you go, beginning with this instruction.] 


[The purpose of this document is to describe the processes, packages and units of work involved in the physical implementation of the Logical Design.  This document must provide sufficient detail to enable construction of the objects described in this document.  The IT members of the project team make up the primary audience of the document.]


[For audit purposes, track changes should be used for any version of this document excluding the initial version for a release.  Once a version has been published, any material non-grammatical changes should be included in a new version.  Additionally, the Document Change Log should be updated in Appendix A to summarize the changes.  This will enable the Development & Test Teams to easily determine the changes and make the appropriate updates.]


[Development of the initial Version of a release does not require Track Changes or update of the Document Change Log.]


[If any section in this document isn’t applicable to this particular solution, the [bracketed text] should be removed and replaced with a statement that the section isn’t applicable to prevent confusion on whether the document is incomplete.]


1. Overview


[Provide an overview of the physical design solution for the application]

1.1 Design Assumptions / Notes:


		ID

		Assumption



		DA1

		[Design Assumption Name]


[Example:  All Calculations for amounts will be rounded to two decimal places]



		

		



		

		





2. High Level Summary 


This section provides a list of the objects and processes to be addressed in this development.  The subsequent sections provide the detail design for developing each of these components.


2.1 Summary – Schemas Referenced


[List the database schemas referenced]


		Schema

		Description



		[CIDS]

		[SPU data warehouse for Customer Information Decision Support]



		

		





2.2 Summary – Source Data Tables 


[If the solution is a Data Warehouse or receives data from other source systems, list the Source Tables.]


		Table Name

		Name/Comment

		Schema

		Data Access Method/Notes



		[ACTION]

		[Action History]

		[EWQSMGR_01]

		[Stage using Change Data Capture]



		

		

		

		





2.3 Summary of Processes

[List the major tasks/processes.]


[Example:


· Calculation of Refund with Interest through settlement date


· Data Transfer process for Refund Calculations to CCSS for purpose of applying credit to customer account]


3. Build Objects


The following are the steps necessary to build the database objects required for the implementation of [Project Acronym].

[For each Build Object it is helpful to reference which Department and Role will be responsible for creating the Object as part of the outline title such as ‘SPU DBA’, ‘SCL DBA’ or ‘DEA Developer’ etc.  This will provide an easy visual reference in the Table of Contents to identify the development responsibilities.  This should not be interpreted as a Project Management function.  The intent is purely a communication aid to highlight responsibilities.]


3.1 Build – Schemas/ Roles / Users (<Assigned To >) 


[Describe who (job position such as SPU DBA) will be responsible for building the schemas, tablespaces, roles, etc.]


[See example below]


		Schema

		Objects to be Created

		Database

		Notes



		[CCM


(The Customer Contact Data Warehouse)]




		[Example


· Schema; 


· Tablespaces


· CCM_DATA_128k


· CCM_DATA_4m


· CCM_INDEX_128k


· CCM_INDEX_4m


· Roles 


·  CCM_RO


· Users 


· CCM with password available to IT in DEV/EVAL


· CCM_READER for TEST/Prod 


· DBLINKs 


· MAXIMO_CCM_DATA_PULLER]

		[SPUCIDS* ]

		[Partially complete in SPUCIDSD]



		[CCM_STAGE


(Hold area for all data from IContact, CCSS, Maximo, etc. for processing in the nightly ETL to CCM)]




		[Example:


· Schema; 


· Tablespaces


· CCM_STAGE_DATA_128k


· CCM_STAGE_INDEX_128k


· Roles 


·  CCM_STAGE_RO


· Users 


· CCM_STAGE with password available to IT in DEV/EVAL


· DBLINKs 


· MAXIMO_CCM_STAGE_DATA_PULLER]

		[SPUCIDS* ]

		[Complete in SPUCIDSD]



		

		

		

		



		

		

		

		





3.2 Build – Database (<Assigned To >)


3.2.1 Build Tables, Columns, Indexes, Constraints, Comments


[Modify the logicial data model to include the physical components necessary to build all of the tables, columns, comments, indexes, and constraints.   Generate the DDL from the ERWIN or Visio Physical model for the all of the tables, views and indexes.]


The physical data model is located at [link].

3.2.2 Build Sequences


		Table Name

		Key Attribute

		Sequence



		[CONTACT_FACT]

		[CNTCT_CONTACT_KEY]

		[CNTCT_SEQ]



		

		

		





3.2.3 Build Views


		View Name

		Description



		[CONTACT_LOCATION_VW]

		[For each contact location, format the address for display.  When there is a Location ID, the values should be populated from the CIDS.Premises table; otherwise the values are from the CCM.Contact_Location_DIM]



		

		





3.2.4 Build Materialized Views


		View Name

		Description



		[CONTACT_PARTY_MV]

		[For each contact party, format the name for display.  When there is a Customer ID, the values should be populated from the CIDS.Customer table; otherwise the values are from the CCM.Contact_Party_DIM]



		

		





3.2.5 Grants

		Schema

		Table Name

		Priv



		[CIDS]

		[Customer]

		[SELECT]



		[CIDS]

		[Premises]

		[SELECT]



		

		

		





		Schema

		DBLINK to Schema

		 User



		[SPURS]

		[UIMSMGR_02]

		[SPU_CCSS_DATA_PUSHER]



		

		

		





3.3 Build – <Object Name> (<Assigned To >)


[Detail each build object.  Identify the resource group responsible for creating the build object if multiple resource groups will be used to develop the system.]


[Repeat this section as necessary for each build object]


		#

		<Object Name>

		Description



		

		

		



		

		

		





3.4  Build – <Object Name> (<Assigned To >)

4. Purge / Clean-up Processes


[Describe any purge/clean-up processes including parameters and frequency.  For example, if the solution is a Data Warehouse, describe how staging environment will be purged.]


5. DBA Wrapper Scripts


		#

		Wrapper Script

		Description



		[NN]

		[Launch the CCM_STAGE process for staging MAXIMO data]

		[set timing on


set serveroutput on size UNLIMITED


EXEC   CCM_STAGE.PKG_STAGE_LOAD.SP_LOAD_DRIVER]



		

		

		





6. Data Configuration 


[Detail the data configuration for any tables that must be pre-configured to support processing such as look-up tables or dimensions.]


6.1 Configure - <Table Name>


		Column

		Value



		[CTL_KEY]

		[CTL_SEQ.nextval]



		[CTL_PARM_NAME]

		[SETTLEMENT_DATE]



		

		



		

		





6.2 Configure - <Table Name>


7. Detailed Design – One time Conversion


[Provide a detailed description of the initial one-time conversion (if any) required for the implementation of this release of the application]


8.  Cut-Over Strategy

[Provide a high level summary of the strategy that will be used to migrate the system to production.]

9. Appendix A – Document Change History


[For each new version of the document, list the Section and summarize the changes including references such as a Change Request if applicable.  New Version should be issued for changes applied after the document has been reviewed and approved.  Issuing a new version is not required for correction of spelling or grammar.]


		Version No.

		Date

		Name

		Description of Change



		[1.0]

		[MM/DD/YYYY]

		[name]

		Initial Document



		

		

		

		



		

		

		

		





10. Appendix B - Review and Signoff


[Identify the approvers of the document including their name, project role (project sponsor, project manager, technical architect, etc) and provide a link to their email approval once the document has been approved.  Note – the participant’s project role will often be different than the reviewer’s current job title]


		Name

		Reviewer Role

		Date

		Signature (Link)



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





11. Appendix C – Table Definitions


[Generated from ERWIN or Visio Physical Model]

		Table Owner

		Table Name

		Table Comment



		[ACRONYM]

		[CONTACT_MEDIA_DIM]

		



		

		

		





12. Appendix D – Table / Column Definitions


[Generated from ERWIN or Visio Physical Model]


		Table Name

		Column Name

		Datatype

		Null Option

		Comment



		[CONTACT_MEDIA_DIM]

		[CMED_MEDIA_TYPE]

		[VARCHAR2(10)]

		[NOT NULL]

		[An abbreviation representing the delivery method for a contact such as 'Phone', 'Email', 'Letter', etc.  Source:  Manually loaded during initial configuration.]



		

		

		

		

		









SPU IT







[Project Name]











Physical Design Document























Version:  [Original]



Last Updated:  [Date]  



































�


























_1385795113.pdf
Seattle Public Utilities: JUST THE FACTS

Approximately $800 million annual budget - 1,450 employees
$7.5 billion in infrastructure assets (replacement cost based on a 2003 inventory, including adjustment for inflation)
Four major business lines

DRINKING WATER

Facts and Figures

1.3 million people live in areas receiving SPU water
118 million gallons used per day on average (2010)
54 mgd (46%) sold to retail customers (2010)

56 mgd (47%) sold to wholesale customers (2010)
8 mgd (7%) non-revenue water (2010)

1,900 miles of pipeline

104,000 acres in 2 watersheds, 3 wells

Business Structure

Water sold to about 184,000 retail accounts in Seattle
and adjacent areas north and south of city.

Water sold to Cascade Water Alliance and 20 other
wholesale customers

Revenue
Total 2010 revenue: $195.2 mil
Direct service revenue: $136.4 mil
Wholesale revenue: $40.0 mil
Other revenue: $13.7 mil

Water In Seattle

From:

Cedar River (62% of water supplied in 2010)

South Fork Tolt River (38% of water supplied in 2010)
Seattle wells (available for emergencies and peak use)

To:

Retail to Seattle city households and businesses
Wholesale to suburban cities and water districts

Major Capital Projects

Water CIP: $65 mil (2010 expenditure)

Reservoir Covering Program (multi-year program)
New Sockeye Hatchery (2011)

$340 million in Capital Projects planned (2012-16)

Major Regulators

Washington State Department of Health (WDOH)
Washington State Department of Ecology
State and Federal Fish and Wildlife Agencies

History

1889 Seattle Water Department formed
1901 Seattle began supplying water from Cedar River

1964 Seattle began supplying water from South Fork
Tolt River

SOLID WASTE

Facts and Figures
142,180 commercial garbage tons disposed (2010)
114,135 residential garbage tons disposed (2010)
79,292 self haul garbage tons disposed (2010)
53.7% citywide recycling rate (2010)
5,352 residential dumpster accounts (2010)
153,920 residential variable can accounts (2010)
8,259 commercial accounts (2010)

Business Structure
Contracts with two private haulers for residential
garbage, recycling and organics collection

Contracts with two private haulers for commercial
garbage collection began April 1, 2001
Revenue

Total 2010 revenue: $150.9 mil

Solid Waste In Seattle

From:

To:

Households and Businesses via (2) City and (2)
Private Transfer Stations

Landfill in Arlington, Oregon via rail 300 miles away

Various local and international recycling markets

Cedar Grove for composting yard and food waste
Major Capital Projects

Solid Waste CIP: $23.6 mil (2010 expenditure)

Construction of new South Transfer Station
underway, site cleanup completed.

Community outreach and design concept review for
North Transfer Station rebuild
Major Regulators

Washington State Department of Ecology
Oregon State Department of Environmental Quality
Public Health Seattle and King County
History
Solid Waste Fund established in 1961
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1.   Overview

The objective of Budgeting & Forecasting is to provide a facility to enhance the process of developing the detailed Operating Budget, Capital Budget and Revenue Plan on an annual and biennium basis as well as support creation of any Supplemental Budgets and various forecasts including the Spending Plan and Projected Costs.  


The Operating Budget, Capital Budget and Revenue Plan are distinct components that require a combination of individual workflows as well as interlinking processes to create a comprehensive budget.

The budget process is time consuming and yet critical to ensure funding is available to support the appropriate delivery of services to the residents of the City of Seattle.

Going forward, the current Budget Prep system is not sufficiently robust to meet SPU’s budget and forecasting needs.  The major functional enhancements that will be addressed by Budgeting & Forecasting include:


· Applicable for all budget types including mid-year updates, forecasts as well as long-term budget projections.  

· Revenue Planning

· What-If analysis 


· Automated interfaces to HR and Financial data to eliminate manual data entry which is time consuming and subject to entry errors


· Expansion of budget adjustment factors with the ability to set individual adjustment factors by G/L Account


· Additional capability for Finance & Budget Managers to document assumptions and explanations.


· Ability to identify one-time costs that should be excluded in future forecasts.


· Trend analysis used to forecast/plan future costs.


The requirements contained in this document are solution neutral and intended to purely define the business need.  Report layouts or user interface examples are intended to illustrate the requirement and not intended to represent the actual design.

2. Scope & Performance Metrics


2.1. Scope Summary


		Category

		In-Scope

		Out-of-Scope



		Capabilities

		· Single tool to support multi-year annual budgeting, current year mid-year forecasting, and long-term planning in one system.

· Inclusion of both CIP and O&M cost and revenue centers.


· User defined Financial Plans & Budgets (Proposed/Adopted/Spending Plan/Governance, etc).


· Use of historical financial data in creation of budget and forecasts

· System that is integrated with major data sources including EPMS, HRIS and Summit/FRM, etc) to reflect current information.


· Application of variable inflation factors based on user defined formulas that may be applicable to one or more GL Accounts (Supplies vs. Labor vs. Construction contracts, etc.). 

· System that has sophisticated features to allow “what-if” scenarios, detailed budgeting and advanced forecasting, for example:


· Hold one account constant and adjust all other accounts


· Required assumptions fields (for professional services, one-time costs, etc)


· Budget calculations and what-if scenarios are reflected real-time


· Dynamic labor balancing & identification of over/under labor allocations.

· Comparison of Actual Revenue & Expenditures to Budget and Forecasts via use of FRM financial data.

· Ability to interface with system using web application or Excel.


· Track assumptions or use previous trends to inform future costs (seasonal, etc).  


· Allow budget input from authorized business customers to be directly entered and edited in the new budget application.


· Calculation of user specified amounts using historical trends for future costs (apply spend rate per month or by account from previous five years to current and upcoming years, etc) 


· Allows establishment of new O&M or CIP projects for inclusion in budget forecasts.  

· REM Budget References (Account & BCL)

· Unlimited Budget Amount Annotations


· Budget Issue Paper Tracking


· Summarized reporting by a variety of hierarchies including:


· BCL/Sub BCL


· Budget Program/Sub Budget Program


· Employee/Org/Division/Branch


· Activity/Project


· Activity/LOB Program


· Activity/Business Area


· Hard/Soft Costs


· Creation of 6 Yr Revenue & Expenditure Forecast including  O&M and CIP

		· Work Force Management Tool

· Out Year Labor Forecasts by Job Class/Function


· Rate Modelling

· Grant Portfolio Mgmt Tool






		Applications

		BP&F will have interfaces to the following systems:


· FRM (Summit financial data)

· EPMS (CIP Spending & Projected Costs)


· SPU HRIS (Pocket & Salary data)




		· Interface to CBO application(s) will not be included. 



		People

		This project directly involves workflow changes for:


· Finance Division Staff


· Budget Managers 

· CIP Project Managers

· Org Budget Stewards


· Key Personnel with Delegated Budget Duties

		



		Data

		Major data components include

· Security roles & assignments

· Budget Types & Status Values

· Unlimited Budget Versions


· Budget Status Assignments


· Revenue & Expenditure Budgeting


· Budget Formulas & Factor Values


· REM-to-GL Account & BCL Xref


· Budget Amount Annotations


· Budget Issue Paper Tracking


· Labor Resource Request & Labor Allocations


· Reporting Hierarchies including


· BCL/Sub BCL


· Budget Program/Sub Budget Program


· Employee/Org/Division/Branch


· Activity/Project

· Hard/Soft Cost Groups

· Activity/Business Area



		Out-of-scope data components:







2.2. Project Success Metrics


		ID

		Success Metric

		How This Will Be Accomplished



		PS1

		Reduce system administration effort by 75% (3 weeks).  

		Currently, one FTE spends approximately 4 weeks at the start of the budget cycle to maintain and update the base budget data.  The base budget data includes current employee positions, current labor rates, new activities, org hierarchy assignments etc.  BP&F shall integrate with HRIS, and FRM to automatically maintain with data without manual entry.



		PS2

		Reduce budget creation period by 50% (2 weeks).




		Reduce time spent by Finance inputting, requesting and distributing data by the following: 


1. Self-serve reports should reduce turn around lag time in Finance


2. Eliminate finance generated emails for deadlines and follow-up of missed deadlines


3. Specific online error messages to identify issue and avoid manual research.



		PS3

		Reduce time period to gather and revise quarterly O&M Projected Costs by 50% (2 weeks) 

		Using BP&F will eliminate much of the manual data collection and entry by Finance. 



		PS4

		Reduce Budget Approval time period by 25% (2 weeks)



		Improved work flow with delegation of approvals for budget-adds, new labor positions, etc to the appropriate decision maker.



		PS5

		Reduce preparation period for Baseline & Current Budget Comparison including Variance Amount & Explanation by 50% (2 weeks)

		Currently, Finance must manually assemble a comparison of the baseline and current budgets.  



		PS6

		Reduce time period to determine budget revisions due to early detection of expenditure-to-revenue target issues by 1 weeks 

		Revenue targets are not visible and must be manually applied. Including Revenue as part of BP&F will provide needed visibility for use in defining expenditure targets.







2.3. Product Performance Indicators


		ID

		Product Performance Indicator

		Current Baseline

		Target



		PP1

		Creation of a new budget version should be performed real-time 

		N/A

		< 30 sec



		PP2

		Change of Inflation Factor (calculation) shall be applied to the Baseline Budget in  real-time

		

		< 30 sec



		PP3

		Calculation of What-if  scenario modifying any of the following:

1. Applying a Set PCT Budget  Reduction (across-the-board)

2. Eliminating LOB Program(s)

3. Applying reduction PCT by Amount Class


4. Applying reduction PCT by G/L Account


5. Elimination of specific labor positions


6. Applying a set reduction PCT by Fund


7. Universal application of a budget factor change



		

		< 30 sec



		PP4

		Change to a Budget cell and any related rollups or consolidations shall be performed real-time

		

		< 2 sec



		PP5

		Creation & calculation of a budget forecast  shall be performed real-time

		

		 < 30 sec



		PP6

		Report generation by requested output format (excel or PDF) shall be available upon request.

		

		High Complexity < 30 Sec


Medium Complexity < 10 Sec


Low Complexity < 5 Sec



		PP7

		Data import and exports using Excel to and from BP&F shall be available upon request.

Examples: upload of labor requests, Org Budget download, 

		

		 < 30 sec



		PP8

		Source System Data Refreshes to BP&F of 1 million records or less

		

		 < 30 min





3. Assumptions, Risks & Dependencies


3.1. Assumptions & Constraints

The following assumptions are guidelines upon which the document has been based:


		ID

		Assumption

		Discussion



		A1

		O&M Activities (N, NN & NS activities) will be Mastered and Maintained in BP&F System

		New O&M (‘N’, ‘NN’ and ‘NS’) activities will mastered by BP&F and will not be included in EPMS.  


O&M ‘E’ activities are included in EPMS.  



		A2

		BP&F will not provide Grants Portfolio Management.

		BP&F will not provide a Grant Portfolio Management System for tracking all grant aspects from inception to closure.  FRM Release 3 scope has not been finalized but it may include Grant Portfolio Management.  BP&F will include detailed budgeting related to Grants.



		A3

		User security profile for BP&F will be manually assigned without conversion from Budget Prep

		Budget Prep does contain authorized user and privilege information.  A data extract can be provided as an aid to establish the appropriate security profile for any current user of Budget Prep.  Conversion of historical security authorizations from Budget Prep will not be supported. 



		A4

		EPMS Projected Costs will remain at the Activity (Project) level

		EPMS Release 2 has a candidate enhancement to allocate labor requests by job function and organization.  While that might be helpful for labor estimating, allocating the Projected Cost by G/L Account will still be required in BP&F.  



		A5

		CIP Contingency dollars will not be detailed in EPMS

		EPMS masters CIP and ‘E’ activity Projected Costs.  At present, any contingency amount included in the Projected Cost is not detailed.  A Resource Type could be used to identify contingency dollars in EPMS.



		A6

		CIP Labor Requirements by Job Class or Function will not be available from EPMS

		Portfolio Management Team has identified that one of the primary reasons that projects don’t start as planned is due to resource constraints.  EPMS could be enhanced to identify labor requirements by job class that might be useful developing the detailed labor budget. While this has been identified as a possible EPMS enhancement candidate, it is assumed that this feature will not be implemented.



		A7

		Fleet Costs will be budgeted by fund using a single G/L Account



		Historically, Fleet equipment usage was budgeted using G/L acct 942595 for the water fund and then reallocated to 842595 for DWW and SW.  Going forward, 842595 will be budgeted by fund and the use of a clearing account will not be necessary.



		A8

		Labor Fringe calculation does not have to exclude dollars related to TES employees that don’t receive benefits

		There are 2 types of TES employees; with and without benefits.  All TES are charged to 710310 however those TES that don’t have benefits, their dollars could be excluded from the Labor Fringe calculation.  As the number of TES employees is low and applies only to their first 1,000 hrs (after 1000 hrs they receive benefits), the dollar amount is not material and therefore the Labor Fringe calculation does not have to exclude these dollars.



		A9

		CIP Projected Costs include inflation

		BP&F will not inflate CIP Projected Costs as the dollars should already be inflated.



		A10

		Portfolio Management

		BP&F system does not perform portfolio management in terms of prioritizing and scheduling projects.  The primary role of BP&F is monitoring how actual labor expenditures align with budgeted dollar in O&M and CIP and within CIP by BCL.  Budgeted & actual expenditures are an input to the portfolio management process.



		A11

		Hard & Soft Cost Assignments

		Project Delivery has defined standard cost estimating profiles by Hard & Soft Cost designation.  Comparing Actual Expenditures vs. Budgeted Cost using Hard/Soft Cost Groups should be incorporated into FRM Release 3 and BP&F.



		A12

		Work Force Management  (Enterprise Resource Planning)

		BP&F is not a work force management or work force optimization application.  It is not designed nor intended to forecast detailed workloads for individuals.  The BP&F system must, however, support allocating and accounting for employee labor at the financial activity level in monthly time increments to support assumptions A2 and A3 and other requirements. 



		A13

		Budget Data will be Accumulated by Month

		A month is the smallest time “increment” the BP&F system will support.  All financial activity budget amounts must be entered by fiscal month in the biennial budget.  Budget amounts can and will be rolled up to equivalent quarterly and annual amounts.  Amounts beyond the biennial budget will be allocated on a yearly basis.  Although financial activity “actuals” are collected at the daily level, they must be rolled up to the monthly budget time “increments” for comparison to budget values.



		A14

		Info Model Org Hierarchy Dimension will be developed and implemented as part of the BP&F project

		The BP&F project will develop and deploy the Enterprise Information Model Organizational Reporting Hierarchy which provides the formal reporting relationships of all SPU employees (full/part time, TES and TLE) including the Org designations at those levels.   This will be needed by the BP&F system to support data entry at the lowest managerial level in SPU.



		A15

		Budgeting & Forecasting will on-board revenue budget forecast and projection data sourced from the SPU Rate Model but BPF will not replace the Rate Model.

		BP&F will include revenue data developed by the Rate Model for the Adopted Budget, Endorsed budget, Spending Plan and Projected Costs.



		A16

		Calculation of Regular Salary & Wages for all Budgets will be based on employees actual step rates during the budget year.

		Historically, Regular Salary & Wages was budgeted based on each employee’s top pay step.  Going forward, the budget calculation will utilize the employee’s actual pay step(s) that occur during the budget year.



		A17

		FRM Actual Revenue & Expenditure Data can be used by BP&F without replication in BP&F.

		For a number of BP&F reports and processes, Actual Revenue and Expenditures are required.  FRM is the optimal source system for this data due to the data cleansing and transformations that have been performed.  It is assumed that BP&F can access this data and no special processes are required to replicate this data in BP&F.



		A18

		EPMS will not be enhanced by BP&F to on-board BP&F data such as the Adopted Budget, Proposed Budget, Spending Plan or Projected Costs

		EPMS maintains its own version of Spending and Projected Costs created by the CIP PM.  BP&F will maintain the official Finance version.  EPMS will not on-board the BP&F version of the data.



		A19

		CIP and O&M Spending Plans will vary by the level of detail; CIP will be by Activity versus O&M that will be by Activity & G/L Account.

		BP&F will not allocate CIP Spending Plan provided by Activity to G/L Account(s).



		A20

		Detail Labor Budgeting will only be performed in the creation of these budget types:


Adopted Budget


Endorsed Budget


Spending Plan

		BP&F shall support configuration by Budget Type to define which includes Detail Labor Budgeting.  While there could be changes in the future, the planned business process for detail labor budgeting will be restricted to the Adopted Budget, Endorsed Budget and Spending Plan.





3.2. Dependencies


The following statements are dependencies to the Project, without which all requirements stated within this document may not be met


		ID

		Dependency

		Discussion



		D1

		Current PM Designation for CIP Activities 

		EPMS provides a Materialized View that details the current Project Manager for CIP activities.  BP&F will utilize this information to establish user security privileges.  To create the privilege and facilitate email notifications, either the Novell User ID or Employee ID of the Project Manager must be made available on the EPMS Materialized View.



		D2

		Info Model Org Hierarchy Dimension will be developed and available for BP&F.

		The Info Model Org Hierarchy dimension provides the identity of the Org Managers which is needed by BP&F for the budgeting of O&M.





3.3. Risks


The following statements are risks to the Project, which if not mitigated may impact the business requirements being met.

		ID

		Risk

		Discussion

		Mitigation



		R1

		BP&F Scope may overlap with EPMS Release 2 functionality related to labor allocation detail.

		

		At the appropriate point, scope for BP&F should be re-aligned once EPMS Release 2 scope is complete to prevent overlapping development efforts.  



		R2

		BP&F business processes included in this document may require modification if a packaged software solution/tool is utilized. 

		Some business processes may require adjustment to match the capability of the tool or take advantage of advanced features.

		A business configuration process would address these adjustments.





4. Glossary

The following glossary defines the terms, acronyms, and abbreviations that apply within the context of this application development project.  Terminology can be very specific to a particular discipline or business process; the definitions below apply to this particular project and the business solution that it addresses.


		Term, Acronym, Abbreviation

		Definition



		ACCOUNT

		A synonym for G/L Account.



		ACTIVITY

		An Activity is a financial cost center defined by a Summit Chart field.  An activity can be classified as Capital or O&M.  An Activity represents a body of work in SPU and can represent a capital improvement project.



		ADOPTED BUDGET

		The Council approved plan for SPU Revenue and Expenditures for a fiscal year.



		AMOUNT CLASS

		An Amount Class is a grouping of G/L expenditure Accounts. For example, the Amount Class of ‘Taxes and Licenses’ may be comprised of multiple G/L accounts representing different State, County and Federal taxes.  


The Amount Class values are listed below:


CAPITAL OUTLAY

TAXES AND LICENSES

DEBT SERVICE

FLEET & INVENTORY

RENTALS & UTILITIES

SUPPLIES/PURCHASES

MAINTENANCE

SERVICES

TRAINING,TRVEL CONENTION

REGULAR WAGES AND BENEFITS

OVERTIME & SPECIAL PAY

TES/WS/INTERN

GRANT REVENUE

SERVICE REVENUE

FINE REVENUE

MISC REVENUE

TAX REVENUE





		Business Area

		Each Line of Business defines a body of work and describes it as a Business Area.  A Business Area is a group of capital projects and/or O&M activities.  This hierarchy (LOB/Business Area/LOB Program) is maintained in EPMS for capital projects/activities and within FRM for O&M activities.

Examples of Business Areas include:

COMBINED SEWER OVERFLOW PROGRAM

FACILITIES OPERATIONS

HABITAT AND URBAN WATERSHEDS

HISTORIC LANDFILLS

INFORMATION MANAGEMENT

MAJOR WATERSHEDS





		BAM

		Business Area Manager – The person responsible for managing a category of line of business (LOB) projects.  



		BCL

		Budget Control Level: The level at which expenditures are controlled to meet State and City budget law.  BCL is intended to fulfill a City fiscal requirement, and should be considered independent of Business Area, despite coincident naming similarities (such as the "Distribution" BCL and the "Distribution" Business Area).  


For the Capital Improvement Program, the City Council appropriates budget at the BCL level, and then allocates that Budget down to the detail item level.  This detail item can be either at the Program level, which is a Project Group or “C4” project (C1128), or at an individual “C6” Project level (C106006).  If the line item is at the program level, then that one budget line item constitutes the entire allocation for all the projects contained in the program, none of which are listed separately as line items. For CIP, the BCL and Sub BCL have the same values.

A BCL will be composed of one or more Sub BCLs.  Examples of BCL’s include:


Administration

Combined Sewer Overflows

Control Structures

Customer Service

Distribution

Flooding, Sewer Backup & Lndsl

General Expense

Habitat Conservation Program

New Facilities

Other Operating Budget

Protection of Beneficial Uses

Rehabilitation

Rehabilitation & Heavy Eqpt

Sediments

Shared Cost Projects

Storm Water & Flood Control

Technology

Transmission

Wastewater Conveyance

Water Quality & Treatment

Water Resources

Watershed Stewardship 





		BIP

		Budget Issue Paper – The medium by which SPU submits Budget changes to City Council. A BIP provides justification and supporting document for the budget change.



		BDM

		Budget Decision Maker – a generalized reference to identify the non-Finance positions within SPU that supplies & reviews budget data including Business Area Managers, Budget Managers, Org Managers, project manager, Division Directors, and Branch Executives. [budget manager]



		BP&F

		Budgeting & Forecasting is the system that will replace the Budget Prep System used to support SPU’s budget process.  BP&F may consist of multiple technical components such as COGNOS, data repository, etc.



		BUD

		Business Unit Director – this is the director responsible for managing each line of business at SPU.  For example, Dave Hilmoe is the BUD for the Drinking Water LOB.



		BUDGET

		A plan that defines the operating & capital expenditures and the revenues for a fiscal year.



		BUDGET MANAGER

		A generalized reference to identify the non-Finance positions within SPU that proposes, reviews, and in some cases approves budget data including: Business Area Managers, Org Managers, CIP Project Managers (PMs), Branch Budget Contacts (like Kathy Peterson), Executive Assistants (EAs), Division Directors, and Branch Executives.





		BUDGET PROGRAM & SUB PROGRAM

		A Budget Program is a layer in the hierarchy of how SPU organizes is projects and activities.  For O&M, a Budget Program represents a Branch and a Budget Sub Program is a Division.  For CIP, a Budget Program represents the entire capital program and the Budget Sub Program is the Sub BCL.

For example, O&M Project N2405 Web Support is administered by the Finance & Administration Branch (Budget Program = N200) & Information Technology division (Budget Sub Program =  N240)  






		BUDGET TARGET

		A Budget Target represents a desired financial result for a Budget for a fiscal year as well as the limit to which a specific financial fund can afford in a fiscal year.  Budget Targets can be defined within SPU as well as externally defined by City Budget Office (CBO).  A Budget Target can be defined at high level such as Fund, Fiscal Year, Program Category (Operating Expenditures or Operating Revenues) as well as at a very detailed level such as Fund, Fiscal Year, G/L Program and G/L Account.  Generally, SPU Finance will define the Fund level targets and the BUD’s and Branches will define more granular targets.  Budget Target will include both a target amount and an allowable variance amount used to highlight variances in the system.   



		BUDGET YEAR

		A Budget Year represents a calendar year but transactions may span a 13 month period.  SPU submits biennially a 2 year O&M Budget and annually a 6-Year Capital Budget to the City Council.



		CBO

		City Budget Office responsible for overseeing the Mayor’s budget.



		CBO PROJECT

		A CBO Project is a group of one or more CIP activities that is included as an entry in the CIP Budget Book that the CBO puts together for the City Council.  The CBO Project may be a Summit Project Group ID or a Summit Activity ID.  The CIP Budget Book is the official budget for which the City Council holds Departments responsible.



		CIP 

		Capital Improvement Program – A short-range plan (six years for the City) which identifies capital projects with high level planning schedules and funding sources.  



		COST PROJECTION

		A synonym for a Projected Cost.



		DOF PROJECT 

		The Department Of Finance Project may be defined by a Summit Project (Group) or a Summit Activity.  A DOF Project is a group of one or more activities that is included as an entry in the Budget Book that the CBO submits to the City Council.  The DOF Project is the same as CBO Project.



		ENDORSED BUDGET

		The Endorsed Budget contains the 2nd year of budgeted revenues and expenditures for the biennium budget process.  For example, in 2010 two fiscal year budgets are created; 2011 Adopted Budget and the 2012 Endorsed Budget.  The next Endorsed Budget would be the 2014 Endorsed Budget that would be created in 2012 (i.e. there is no Endorsed Budget created for the odd years).



		EPMS

		Enterprise Project Management System is the application that manages and prioritizes the CIP program portfolio including programs and projects.  EPMS is implemented with the Clarity Project & Portfolio Management solution.



		FINMART

		A synonym for the Financial Resource Management (FRM) system which is SPU’s financial reporting tool.



		FRM

		Financial Resource Management (FRM) is a SPU data repository consisting of financial transactions and related data from multiple source systems as listed below:


Summit - financial data from the City’s PeopleSoft financial software system (Summit). 


EPMS CIP Data – CIP Spending Plan & Projected Cost data not included in Summit as well as new CIP related Activities and Projects.


Works Credit Card Transactions – in-progress credit card transactions that have not been authorized for payment but reflect a commitment by SPU.  


Other Finance Data – FRM masters some financial data as a separate source system does not exist.  This includes O&M Projected Costs, O&M Spending Plans, Expenditure Amount Class & Grand Object designations, LOB/Business Area/LOB Program assignments for O&M Activities and DRN/WW sub fund allocations.



		FUND

		A Fund is an accounting entity with a set of self-balancing revenue and expenditure accounts used to record the financial affairs of a governmental organization.


SPU has three specific revenue sources to fund its projects. These Financial Funds along with their Summit Fund Codes are:


· Water Fund (WF) - 43000


· Drainage and Wastewater (DWF) Fund – 44010


· Solid Waste Fund (SWF) – 45010






		G/L ACCOUNT

		A G/L Account identifies objects of Revenue, Expense, Asset, Liability and Equity.



		GL PROGRAM

		A collection of one or more G/L Accounts that are summarized to present the Income Statement and Balance Sheet for the department.



		GRAND OBJECT

		A Grand Object is roll-up of  Amount Classes designations to group revenue and expenditures into one of 4 Grand Object designations:


· CAPITAL, TAXES & DEBT SERVICE

· OTHER SERVICES & CHARGES

· PERSONNEL SERVICES

· REVENUE

Amount Class-to-Grand Object Rollup


Amount Class

Grand Object

CAPITAL OUTLAY

CAPITAL, TAXES & DEBT SERVICE

DEBT SERVICE

CAPITAL, TAXES & DEBT SERVICE

TAXES AND LICENSES

CAPITAL, TAXES & DEBT SERVICE

FLEET & INVENTORY

OTHER SERVICES & CHARGES

MAINTENANCE

OTHER SERVICES & CHARGES

RENTALS & UTILITIES

OTHER SERVICES & CHARGES

SERVICES

OTHER SERVICES & CHARGES

SUPPLIES/PURCHASES

OTHER SERVICES & CHARGES

TRAINING,TRVEL CONENTION

OTHER SERVICES & CHARGES

OVERTIME & SPECIAL PAY

PERSONNEL SERVICES

REGULAR WAGES AND BENEFITS

PERSONNEL SERVICES

TES/WS/INTERN

PERSONNEL SERVICES

FINE REVENUE

REVENUE

GRANT REVENUE

REVENUE

MISC REVENUE

REVENUE

SERVICE REVENUE

REVENUE

TAX REVENUE

REVENUE





		HRIS

		PeopleSoft Human Resource Information System, a.k.a. – EV5 (Oracle DBMS).  The payroll system is ADP and not part of the HR system.



		JE

		Journal Entry - A journal entry is a formal accounting entry used to record a business transaction in the financial system. The entry itemizes dollar amount by the G/L Accounts that are debited and credited.



		JOB TITLE

		A Job Title identifies the work responsibilities and functions of a Pocket.



		LABOR ALLOCATION

		A request for a labor resource for an activity based on a job function/skill for a defined number of days in a fiscal year.  For example, Activity C123456 might require 200 days of a Structural Engineer for fiscal year 2012.



		LABOR ASSIGNMENT

		An assignment of a labor position (pocket) to an activity for X days in a fiscal year for the purpose of ensuring that all SPU labor positions are fully budgeted.  A labor position may be vacant or filled.  Each labor position will have one or more labor assignments such that their available labor days are fully budgeted.  For full-time positions, the total labor assignments will be 220 days and for part-time positions the total labor assignments should be 110 days.



		LABOR BUDGET

		The dollar amount that represents regular labor costs which are captured at the level of the unique combination of Budget Year, Activity, Account, and Pocket.



		LABOR POSITION

		Defines a labor resource within an Organization.  A Labor Position is the lowest level within an organizational unit that serves a particular work function.   A Labor Position exists regardless of whether it is filled or vacant.  Labor Position can be a full or part-time position.  An SPU synonym for Labor Position is ‘Pocket’.  The City Council controls/approves the labor positions associated with a department.



		LOB/LOS

		Line of Business/Line of Service – Within SPU a LOB represents the business equivalents to the financial funds.  The current LOB values include Water, Drainage, Wastewater, Solid Waste and Technology. SPU utilizes a line of business and line of service (LOB/LOS) structure to organize its work for purposes of investment, delivery, and performance management, with specific responsibilities assigned to specific SPU organizational units.  This designation should not change over the program or project life cycle.



		LOW ORG

		Low Org is a SPU synonym for Organization (ORG). 



		MOA

		Memorandum of Agreement - An MOA serves as a written and signed understanding of the agreement between SPU and another party related to a specific project to meet an agreed objective. MOAs can be between SPU and another City department, another governmental agency, or a private business.



		O&M

		Operations & Maintenance



		ORG

		An Organization is the lowest level (leaf level) of SPU’s organizational hierarchy which consists of 3 tiers; Branch, Division and Org.   An Organization will sometimes be referred to as a ‘Low Org’.



		POCKET

		A Pocket is a SPU synonym for Labor Position.



		PORTFOLIO ALLOCATION

		The amount that is currently authorized by the portfolio manager to spend on a specific project in the current year and in the outer years. This amount can be different from the AMC/Governance approved amount and is intended to demonstrate how the Portfolio Manager is planning on achieving the highest priority work within the limitations of the Financial Fund. Different from the Spending Plan amount, this Portfolio Allocation amount may change throughout the year based on the changing financial needs or shifting priorities for the Portfolio. A variance between the Portfolio Allocation amount and the AMC/Governance amount signals a need for some sort of formal change management process to occur, and also may help to ensure that communication between the specifiers and the PMs is ongoing and fluid.



		PROGRAM

		For the Operating Budget, a Program represents the organizational hierarchy from a budgeting perspective including branch and division.   For O&M Projects, the stewardship is designated by a Sub Program (Division).  For CIP Projects, the stewardship is defined by a Sub Program which synonymous with a Sub BCL.  The stewardship for a project may be transferred from one sub program to another over time.   


O&M                                                                         CIP


Program (Branch)


      Sub Program (Division)


                 Project

Program (CIP)


      Sub Program (Sub BCL)


                 Project





		PROJECT

		A synonym for Project Group in Summit Financial System and also a synonym for a Capital Improvement Project.



		PROJECT GROUP

		A group of related activities managed in a coordinated way to obtain benefits and control not available from managing them individually.  At SPU, a project is represented by a 5 character code in Summit such as ‘C1234’.  The first character of the Project ID identifies if the Project is Capital versus Operating.  For capital projects, budget approval from the City Council can be at this level.  For operating projects, this level represents a group of activities defined by SPU with no City Council approval.  On the Operating Budget, Project is sometimes synonymous with Project Group.



		PROJECTED COST

		A quarterly O&M revision and monthly CIP revision to the SPU spending estimates for the remainder of the year based on the detail line Items in the Adopted Budget.  It is the reference point for subsequent cost variance reporting in monthly and quarterly financial reports for SPU.  



		PROPOSED BUDGET

		The SPU budget plan submitted to CBO & Council for approval.  As the City budgets on a biennium basis, the Proposed Budget includes both the Adopted and Endorsed budgets. In the even number years, the Proposed Budget will consist of the Adopted & Endorsed Budget but in the odd numbered years, the Proposed Budget will only consist of the Adopted Budget.  

Created in Year 2010


Created in Year 2011

Created in Year 2012

2011 Adopted Budget


2012 Adopted Budget


2013 Adopted Budget


2012 Endorsed Budget


2014 Endorsed Budget






		REVISED BUDGET

		The Council approved modified plan for SPU Revenue and Expenditures for a fiscal year.  Includes transfers, revisions and carry forwards.



		SECURITY ADMIN

		Security Admin represents a BP&F user that is able to perform security administration such as adding new users, changing user privileges, removing users, etc.



		SPENDING PLAN

		An official update from SPU to the City at the start (late Feb, early March) of each year, as to what SPU estimates the spending will actually be for that one year based on the detail line Items in the Adopted Budget.  It is the reference point for subsequent cost variance reporting in monthly and quarterly financial reports from SPU to CBO and City Council.  The Spending Plan is created once each year and represents the line of business priority work for the current year that fits within the financial limitations of each Fund. There are no updates to the Spending Plan.  Revisions to spending throughout the year are reflected in PM Projected Costs and LOB portfolio allocations.



		SPUHR

		A reporting instance of Human Resource data extracted from the City’s HRIS system that is SPU specific. BP&F is planning to use SPUHR as its data source for labor position data.



		SUB BCL

		A Sub BCL is the 2nd tier of the BCL Hierarchy:


BCL

  SUB BCL

      PROJECT

For O&M Projects, the SUB BCL primarily represents a Branch.  For CIP Projects, the Sub BCL represents the BCL.



		SUMMIT

		PeopleSoft financial software that serves as the City of Seattle’s official financial system.  



		SYSTEM ADMIN

		A System Admin represents a role with BP&F that specifies that the user possesses all security privileges.





5.  Conceptual Data Model


The BP&F Conceptual Data Model consists of 12 subject areas.  The subject area with highlighted data features are listed below:

		Subject Area

		Description

		Data Features



		User Security Groups

		Includes all entities related to defining User Groups and the related security privileges for each group. Privileges may be limited by Budget Type, Budget Type Status, G/L Account and Annotation Type.  Restrictions may be imposed at the field level including the ability to hide fields.



		· User Group


· Privileges by


· Budget Type


· Budget Type Status


· Field


· Annotation Type


· G/L Account



		Users

		Maintains the set of authorized BP&F users with their corresponding User Group assignments.  Users will inherit security privileges based on their User Group assignment.  Also maintains the budget stewardship designations by Organization for O&M and by Activity for CIP.  Additionally, within the Budget Group enables designation of specific representative to serve as the liaison by Line of Business for CIP and by Budget Program (Branch/Division) for O&M.

		· Users


· User Group Assignment


· Org Budget Steward Assignment


· Activity Budget Steward Assignment


· CIP Budget Group Liaison by Line of Business


· O&M Budget Group Liaison by Budget Program



		Budget Types

		This subject area supports user definition and configuration of the Budget Types and Budget Type Status values needed to support the overall budget function.  Additionally, the combination of a Budget Type and G/L Account will be used to define Budget Formulas, the requirement for detail budget line items (e.g. breakout for travel or contracts) as well as definition of the allocation method to be used when detailing budget dollars by month.

		· Budget Type


· Budget Type Status


· Budget Type/GL Acct Budget Formulas


· Budget Type/GL Account Allocation Method






		Budget Factors

		Maintains the factor values and thresholds used in calculating and validating budget item amounts based on an effective fiscal year.  For example, maintains the Labor COLA for a particular Union by start & end year.



		· Budget Factor Types


· Budget Factor Values by


· Fund


· G/L Account


· Union


· Org


· G/L Program


· REM Account



		Budget Targets

		Enables entry of multiple Budget Targets for a Budget.  A Budget Target defines a dollar target or limit for the related Budget based on one or more of these 9 elements; Fund, Project Type, G/L Account, REM Account, REM BCL, G/L Program, Org,  BCL and/or Budget Program.




		· Budget Target by Budget


· Budget Targets by


· Fund


· BCL


· Org


· Budget Program


· G/L Program


· REM BCL


· Project Type


· REM Account


· G/L Account



		Budget Hierarchy Assignments

		Maintains the budget hierarchy assignments based on start & ending fiscal year.  The hierarchy assignments may reflect future years to support the budget process.  Look-up tables are mastered that maintain the budget hierarchy assignments such as the BCL assignment based on Project & Fiscal Year.  

		· Budget Hierarchy Lookups:


· BCL/Sub BCL by Project


· REM BCL/Program by BCL/Sub BCL & Fund


· Budget Program/Sub Program by Project


· Budget/Program/Sub Program by Org (provide Branch Division assignment)


· DOF Project by Activity


· REM Account by G/L Account


· Cost Group/Sub Cost Group by G/L Account with exceptions by Resource Type and Org


· G/L Program by Activity



		Labor Positions

		Detailed labor budgeting is based on funded labor positions (filled or vacant).  This subject area includes the Labor Positions and all CIP Labor Allocation requests used to make labor assignments.

		· Labor Positions


· Labor Position Pay Steps


· Union


· Override Labor Days


· Org Job Function Type



		Labor Assignments

		Maintains the actual labor assignments (CIP and O&M) for each Labor Position included in a Budget.

		· Labor Allocations


· Labor Assignments



		 Budget

		Maintains each unique instance of a Budget Type by Fiscal Year or set of Fiscal Years (such as a 6-Year Forecast.  The Budget may include configuration of milestone dates when a budget status completion is due.  This provides the basis for email notifications for pending budget entries.  Also provides identification of multiple budget versions for a budget.



		· Budget


· Budget Status


· Budget Milestones



		Budget Line Items

		Includes all line items and detail line items that comprise the Budget.  A Budget Item provides the budget dollars by Activity, Fund, Time Period (month or month/year), Org and G/L Account. Budget Item Details provide supporting detail for a line item such as the specific travel or training events that comprise a Budget Item.



		· Budget Items


· Budget Item Annotations


· Budget Item Details



		Budget Approvals

		Defines the approval process for a Budget by defining Budget Requests (sets of Budget Items that will be approved as a group) and the sequence and number of Budget Approvals (if any) for each Budget Request.  




		· Budget Requests


· Budget Approval Requests



		Budget Issue Papers

		Maintains any Budget Issue Paper documentation that is included as part of a Budget submission as required by the City Budget Office.



		· Budget Issue Paper


· BIP Items


· BIP Rate Assumptions





A complete description of the BP&F Conceptual Data Model including entities and attributes is provides in a separate document - BP&F Conceptual Data Model Overview.

6. User Profiles

		User Profile

		Est. Nbr of Users

		Functional Area

		Key Activities Related to this Project



		System Administrator

		< 5

		SPU Budget Group



		Act as business system administrator for Budgeting & Forecasting 

Maintain Budget Types & Status

Maintain Budget Factors


Security Administration.

Maintain Budget/Budget Item/Detail

Request Budget Reports


Maintain Budget Targets 


Maintain Labor Positions

Maintain Labor Allocations & Assignments

Record Budget Requests


Perform What-if Analysis



		Budget Analyst Group

		15

		SPU Budget  & Rates Group  

		Maintain Budget/Budget Item/Detail


Maintain Budget Milestones


Maintain Budget Factors


Maintain Budget Status


Maintain Budget Targets


Maintain Budget BIPS

Request Budget Reports


Maintain Labor Allocations & Assignments

Record Budget Requests


Perform What-if Analysis






		Budget Manager Group

		250-300

		Org Manager in all Branches

CIP Project Managers

Leadership Team 


Executive Assistants


Branch Budget Contact




		Develop O&M Budget Requests for any stewarded Orgs & Activities

Develop CIP budget requests for any stewarded Projects & Activities.  

Request Budget Reports


Maintain Labor Allocations & Assignments


Approve Budget Requests








7. Business Requirements


Section 7 contains the functional and reporting requirements for Budgeting & Forecasting.


This section is organized as follows:


· Security Administration 

· Section 7.1 Establish User Security Groups

· Section 7.2 Maintain Authorized Users


· Section 7.3 Identify User Administration Changes


· Budget Configuration 

· Section 7.4  Define Budget Type


· Section 7.5  Maintain REM Budgeting References


· Section 7.6  DOF Project Assignments


· Source Data Integration 


· Section 7.7 Financial Data Integration


· Section 7.8 HRIS Data Integration

· Budget Factors


· Section 7.9  Maintain Budget Factor Values

· Section 7.10 Calculate Org Vacancy Rate

· Universal Budget Features

· Section 7.11 Create a Budget

· Section 7.12 Calculate Budget Item Amounts

· Section 7.13 Approving a Budget Request

· Section 7.14 Budget Journal Entries


· Section 7.15 Standard Budget Reports


· Labor Budgeting

· Section 7.16 Labor Assignments

· Section 7.17 Calculate Labor Budget Requests

· Revenue & Expenditure Budgeting 

· Section 7.18 Adopted Budget

· Section 7.19 Carry Forward Encumbrance Budget


· Section 7.20 Carry Forward Special Budget



· Section 7.21 Spending Plan


· Section 7.22 CIP Abandonment & Spending Report


· Section 7.23 Endorsed Budget


· Section 7.24 Supplemental Budget


· Section 7.25 What-If Budget Versions

· Section 7.26 Intra/Inter BCL Budget Transfer Requests


· Section 7.27 Revised Budget


· Section 7.28 Labor Planned-to-Actual Comparison

· Section 7.29 Projected Cost Plan

· Section 7.30 6 Yr Budget

· Section 7.31 Rate vs. Budget Report


· Section 7.32 Hard & Soft Cost Group Reporting

· Section 7.33 BIP Reporting & Validation

7.1. User Security Group Administration

7.1.1 Problem Statement & Desired Change


BP&F must provide functionality to grant user permissions via the definition and assignment of a User Security Groups.  A User Security Group can be assigned to one-to-many users.   Each User Security Group can restrict or limit permissions based on these factor(s):

		· Budget Type

		· Annotation Type



		· Budget Status Type

		· Field



		· G/L Account

		· Read Only or Create/Read/Update/Delete





The following business model depicts how the above permissions could be supported:
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		User Security Group contains all user security group definitions. The user group will define if the group had system administration capabilities as well as security administration privileges.  System administration includes adding a new Activity or BCL or Budget Program. 

User Grp Budget Privilege specifies whether the user group will have read-only or update privileges based on the either the Budget Type or a specific Budget Status Type. For example, if the Adopted Budget has a status of ‘Pending CBO Approval’, non-finance user groups may be restricted to read only access.  For a certain Budget Type, business user group(s) may not have any access regardless of status.  For example, Finance may opt to limit the Supplemental Budget to only Finance and therefore that Budget Type would not be included as a valid entry in the User Security Budget Privilege for the Non-Finance security group.


User Group Account Restriction specifies that the User Security Group should be limited to entry based on one or more G/L Account; the allowable G/L Accounts will be maintained in this entity.  For example, a business user may only be allowed entry to 20 G/L Accounts that would be included in this entity.


User Group Field Restriction specifies that the User Security Group should be restricted from viewing certain fields; the restricted fields will be maintained in this entity.   The field restriction may permit viewing the field but restricted the User Group from making entries (read only) or the restriction may specify that the field should be hidden.


User Group Annotation Type defines which User Groups that are required to enter an annotation if the budget request amount varies from the baseline amount by either a threshold PCT or Amount.







7.1.2 To-Be Process 
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Finance Defines User Security Group

		Finance

		Finance will determine the necessary User Security Group(s) required for the budgeting process. A preliminary set of user groups could include:

· System Administrator

· Budget Analyst

· Budget Steward

· Budget Reviewer



		2.0

		User Group CRUD Entered in BP&F

		Finance

		Finance accesses BP&F to maintain desired User Group by adding a new group, updating an existing group or inactivating a group.  Additionally, additions, revisions or deletions to User Group Account Restrictions or User group Budget Privileges may be entered.



		3.0

		User Group Inactivation Request

		BP&F

		Removing or deactivating the security for a User Group can be done by inactivating any users.



		3.1

		Yes

		

		Go to Step 4



		3.2

		No

		

		Go to Step 10



		4.0

		Active Users?

		BP&F

		BP&F will determine if there are any users actively assigned to the User Group that is being ended.



		4.1

		Yes

		

		Go to Step 5



		4.2

		No

		

		Go to Step 7



		5.0

		inactivation Request Rejected

		BP&F

		User will receive message that User Group cannot be ended until users reassigned to another group.



		6.0

		Users Reassigned from Inactive Group

		Finance

		Finance will reassign all users that have an assignment to the group being deactivated to a new group or simply end-date the User Group Assignment.



		7.0

		User Group Inactivated

		BP&F

		BP&F sets the Inactive Status



		10.0

		New User Group?

		BP&F

		BP&F will determine is request is for a new user group.



		10.1

		Yes

		

		Go to Step 11.0



		10.2

		No

		

		Go to Step 13.0



		11.0

		New User Group Created

		BP&F

		BP&F will add a new User Security Group and any applicable User Group Budget Privileges and/or User Group Account Restrictions as appropriate.



		13.0

		User Security Group Updated

		BP&F

		BP&F will update the User Security Group and then determine if there are additional changes to User Group  Account Restrictions and/or User Group Budget Privileges



		14.0

		User Account Restriction Revision?

		BP&F

		BP&F will determine if a request was entered to modify the User Group Account restrictions.



		14.1

		Yes

		

		Go to Step 15



		14.2

		No

		

		Go to Step 16



		15.0

		User Group Account Restrictions Maintained

		BP&F

		BP&F will insert new entries if the G/L account does not exist in the User Group Account Restrictions for the User Group.  If the G/L Account does exist, then BP&F will determine if an inactivation request has been received and set the expiration date.



		16.0

		User Group Privilege Revision

		BP&F

		BP&F will determine if a request was entered to modify the User Group Budget Privileges.



		16.1

		Yes

		

		Go to Step 17



		16.2

		No

		

		Go to Step 13 – It is assumed that the UI will support add/update to for multiple entries such that steps 13 – 17 would be repeated for each add or update.



		17.0

		User Group Budget Privileges Maintained

		

		BP&F will insert new entries if the Budget Type or Budget Status Type does not exist in the User Group Budget Privileges for the User Group.  If the Budget Type or Budget Status Type does exist, then BP&F will determine if an inactivation request has been received and set the expiration date.





7.1.3 Business Requirements


		Red ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0111

		BP&F shall provide the capability to create and maintain User Security Groups as needed to administer the budget processes..

		The preliminary set of user groups includes:


System Administrator - all capabilities


Budget Analyst - All budgeting capabilities


Budget Manager - Budget capabilities for stewarded portion(s) of the budget with restrictions by Budget Type and Budget Status Type.

		Core



		BR0112

		BP&F shall enable configuration of those User Security Group(s) that possess the security administration capability. 

		User Security Group(s) with security admin rights will be able to define new user security groups, define new users, assign users to user groups, define the privileges of each user group, etc.

		Core



		BR0113

		BP&F shall enable configuration of those User Security Group(s) that possess the system administration capability.

		At least one user security group must contain the system administration capability that allows the authorized users to add new Labor Positions, or Activities that aren’t provided from a source system.

		Core



		BR0114

		BP&F  shall maintain User Security Group definitions including configuration of restrictions by 

· Budget Type & Status (Read Only vs. CRUD)

· G/L Account

· Annotation Type

· Field



		

		Core



		BR0116

		BP&F shall enable inactivating a User Security Group.

		Note – BP&F must validate that there are no active users assigned to a User Group before inactivation of the group is allowed.

		Core





7.2. Maintain Authorized Users

BP&F shall provide a means of defining the authorized users and assigning privileges via the assignment of a User Security Group.  

7.2.1 Problem Statement & Desired Change


An entry will be maintained in BP&F for each authorized user.  A User will be assigned to a User Security Group and as such shall inherit the capabilities defined for that group.  Additionally, BP&F will support designation of restrictions at the user level.  Non-Finance users will be limited to entries related to specific Activities or Organizations.    

CIP Project Managers will be restricted to updates based on the Activities they steward.  EPMS masters the current CIP Project Manager designation including a Novell User ID.   BP&F should integrate with EPMS to source the CIP user activity designations – this is included in Section 7.3.

Resource Managers will be restricted to updates based on the Organization they manage.  In some Divisions or Branches, a budget administrator role may exist such that a user may steward more than one organization from a budget administration perspective. 


BP&F will provide a facility to inactivate users as well as change security role and budgeting stewardship as appropriate.

Budget Group Representatives

BP&F will define a User Group for the SPU Budget Group.  Within the SPU Budget Group, the employees are assigned to act as the Budget Group representative/liaison by Line of Business for CIP related Activities and by Division/Branch for O&M Activities.


BP&F shall enable workflow assignments at the individual user level within the Budget Group for CIP and O&M.  For example, if the IT Division submits their budget, the relevant Budget Group member should receive notification for review and not all members of the Budget Group.


The following business model depicts how user authorization & privileges will be supported:
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		· User maintains a record of each authorized user including their (Novell) user id.  User ID is needed rather than Employee ID as some users may not be employees.


· User Security Grp Asgnmnt maintains the user’s user security group assignments over time via effective and expiration dates.  If the user does not have an ‘active’ user group assignment (expiration date is null or greater than the current date), then the user will not have access to BP&F.   The user inherits the privileges defined by their assigned user security group.


· CIP Budget Group Rep specifies which User is assigned as the representative or liaison for CIP activities by Line of Business. For example, if the Budget Analyst group consists of 8 members, this would define which specific user was the liaison for Water activities versus Technology activities.  This will enable workflow assignments at the individual user level within the Budget Group for CIP.

· OM Budget Group Rep specifies which User is assigned as the representative or liaison for OM activities by Division (Budget Sub Program). For example, if the Budget Analyst group consists of 8 members, this would define which specific user was the liaison for the IT Division versus Field Operations Planning Division.  This will enable workflow assignments at the individual user level within the Budget Group for O&M.

· Activity Budget Steward specifies the activities the user is authorized to make budget requests.  Primarily used for Project/Program Managers that steward one-to-many project activities.  


· Org Budget Steward specifies the organizations the user is the stewarding budget manager for O&M purposes.  Primarily used for Org Managers, BUDs and BAMS that steward one-to-many organizations.  It is also used to restrict labor assignments to labor positions that exist for the org(s) the user stewards.





7.2.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Email Sent to Request BP&F Access or Security Chg

		Business

		An SPU employee will submit an email requesting user authorization for BP&F to Security Administration.



		2.0

		User Authorization

Level Determined




		Security Admin

		Security Admin will evaluate and validate request to ensure there is valid need based on job function and appropriate approval(s) exist.



		4.0

		Send Email Reply to Access Request 

		Security Admin

		Security Admin will send a notification to the status of their request (approved, denied, need clarification etc).



		6.0

		Request Approved?

		

		



		6.1

		Yes

		

		Go to Step 8



		6.2

		No

		

		Go to End



		8.0

		

		Security Admin

		Security Admin will determine the appropriate entries to make and access BP&F accordingly.



		10.0

		Existing User?

		BP&F

		Security Admin will access BP&F to determine is authorization request is related to person that already has a User record regardless if they are active or inactive



		10.1

		Yes

		

		Go to Step 12



		10.2

		No

		

		Go to Step 28



		12.0

		Inactivation Request?

		BP&F

		Request may be to remove user authorization.



		12.1

		Yes

		

		Go to Step 14



		12.2

		No

		

		Go to Step 16



		14.0

		End User Group Assignment

		BP&F

		Security Admin will access BP&F to remove permissions by setting the expiration date on the user’s user group assignment to the current date minus 1-day.



		16.0

		New User Group Assignment?

		BP&F

		Security Admin will change a user’s permissions by assigning a different User Security Group.  The change could reflect either an expansion or contraction of user privileges.



		16.1

		Yes

		

		Go to Step 18.0



		16.0

		No

		

		Go to Step 30.0



		18.0

		End Existing User Group Assignment

		BP&F

		The first step to changing User’s Security Group assignment is to end date the existing group and then assign a new group.  The End date should be set to the effective date of the new group assignment minus 1-day.



		20.0

		Activity User Steward Change?

		BP&F

		



		20.1

		Yes

		

		Go to Step 22



		20.2

		No

		

		Go to Step 24



		22.0

		Update Activity User Steward

		BP&F

		Security Admin will access BP&F to revise the stewarding user designation on the Activity.



		24.0

		Org Stewardship Change?

		BP&F

		



		24.1

		Yes

		

		Go to Step 26.0



		24.2

		No

		

		Go to End



		26.0

		Update Org User Steward

		BP&F

		Security Admin will access BP&F to revise the stewarding user designation on the Organization.



		28.0

		Record New User

		BP&F

		Security Admin will access BP&F to add a new Use.



		30.0

		Record User Sec Group Assignment

		BP&F

		Security Admin will access BP&F to assign a User Security Group to the User.





7.2.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0210

		BP&F shall provide capability to establish and assign security administrators via the relevant user group assignment. 

		

		Core



		BR0215

		BP&F Security Administrators shall have the capability to establish authorized users and assign each user to a user security group via effective and expiration dates.

		

		Core



		BR0220

		BP&F shall grant privileges to user based on user group assignment as long as that assignment is active (i.e. the current date between user security assignment effect and expiration dates).

		

		Core



		BR0225

		BP&F shall restrict user budget entries based on Activity and/or Organization stewardship for the ‘Budget Manager’ User Group.

		When entering budget amounts, pull-downs or entry fields should only display Activities or Organizations where the user matches the stewarding user specified on the Activity or Org record.   If the user is a system admin, no Activity or Org restriction will apply.

		Core



		BR0230

		BP&F shall enable inactivating a user by setting the expiration date on the User’s group assignment.

		

		Core



		BR0235

		BP&F shall reflect user authorization changes based on effective & expiration date(s).

		

		Core



		BR0240

		BP&F shall provide a report of ‘active’ users including their current user group designation, and activity & org stewardships upon request.

		Report would be used to periodically verify all active users.  Output should be available in HTML or excel as specified by requestor.

		Core



		BR0245

		BP&F shall maintain the CIP budget liaison assignments within the Budget Analyst user group by Line of Business.  

		Work assignments should be to individual users within the Budget Analyst group.

		Option 1



		BR0250

		BP&F shall maintain the O&M budget liaison assignments within the Budget Analyst user group by Budget Program (Branch & Division).

		Work assignments to individual users in the Budget Analyst group for O&M related activities will be based on the user’s Budget Program jurisdiction.

		Option 1





7.3. Identify User Security Administration Changes


Employee changes such as a new Org manager or a change to the Project Manager for a CIP activity must be maintained within BP&F to keep privileges current with organizational changes.  Additionally, security privileges for any employee who has left the employ of SPU should be removed.

7.3.1 Problem Statement & Desired Change


BP&F should integrate with the appropriate systems to retrieve information on employee position changes.    In some instances security privileges should be automatically reflected in BP&F while others require evaluation and manual revision by a Security Administrator.  

User Activity Stewardship - For User Activity assignments, BP&F should integrate with EPMS to automatically reflect the current stewarding user for a CIP or E Activity based on the CIP Project Manager Assignment.  EPMS maintains the employee/Novell User ID for the CIP Project Manager so the Project Manager and User can be matched in BP&F and EPMS to verify that the CIP Project Manager is defined as a BP&F User. In the example below, John Smith was the original PM for Activity C123456.  The PM assignment changed from John Smith to Mary Jones in EPMS.  In BP&F, John Smith is defined as a User stewards Activity C123456.  BP&F can update the new PM Name but Mary Jones is not set-up as a User.

		







		





If the Activity reflects a different stewarding user than the PM and the new PM has a User record, the Activity will be automatically updated. 

If a BP&F User record does not exist for the CIP Project Manager, then an email notification will be sent to the Security Administrator to create the user entry and update the Activity with the new PM User steward.

User Organization Stewardship


Frequently, the budget administration function for an Org is performed by the Org Manager but not always.  BP&F shall use the Org Hierarchy Dimension as a source system to identify Org Manager changes.  The first time the employee position change is detected by BP&F an email should be sent to notify the security administrator(s) that an organizational change has occurred.  In turn, the Security Administrator will define a new user or add user privileges for the new manager and remove the applicable privileges for former manager.

Inactivating Users


BP&F should integrate with HRIS to identify to inactive employees (retired, terminated, resigned, etc).  If an inactive employee has an active User Group Assignment, BP&F will set the end date to the current date.   

7.3.2 To-Be Process


[image: image5.png]Identify Security Administration Change

Security Admin

20 denty SPU
Inactive Users.

6.0 1geniy Project
Mor Changes

300 identity Org

Mor Changes
220Emailto

Estab New User

40 Securiy CR)
Needed for New Org)
Nigr?

100 Activy
Updated with New
PM

0 New PM Hads
an Active User
Group?

140 Emailto
Assign User (o
User Sec Group.

160 User
Assiged o User
Group

16.0 Org Updated
Wit New User
Steward

User Stoward







		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		Identify SPU Inactive User

		BP&F

		BP&F will evaluate the active system users to determine if a user is no longer employed SPU by interrogating SPU HRIS.  (Note – the inactive determination may be able to be determined from the Org Hierarchy Info Model).  This includes any employee that has left SPU even if they are still employed at another department within the City. 



		2.0

		End User Security Group Assignment

		BP&F

		If a User has left SPU, BP&F will set the expiration date on the user group assignment to the current date.  This will be determined by integrating with Active Directory.



		6.0

		Identify Activity Project Mgr Change

		BP&F

		BP&F will evaluate the current Activity Project Manager in EPMS to determine if a PM change has occurred.  (Note – EMPS provides a MV of the current data for each activity.  At present this MV contains the PM name but not the Novell ID or Employee ID.  A change would be required to the MV which could be done as the data is available within EPMS). 



		8.0

		New PM a User?

		BP&F

		The BP&F Activity data entity maintains the stewarding PM Name and User ID.  If the EPMS Project Mgr has changed, the PM Name can be updated but the Activity Stewarded By User may not be able to be revised if a User record does not exist for the new PM.  BP&F will use the Novell Id to determine if a User record exists.



		8.1

		Yes

		

		Go to Step 10



		8.2

		No

		

		Go to Step 22



		10.0

		Activity Updated with New PM

		BP&F

		BP&F will update the Activity record with the new PM name.



		12.0

		 PM User have an active User Sec Grp Assignment

		BP&F

		If the new Project Manager has a User record, the next step is to verify if they have an active User Security Group Assignment (active – User Security Group Expiration date is null).



		12,1 

		Yes

		

		Go to End



		12.2

		No

		 

		Go to Step 14.0



		14.0

		Email to Assign User to User Sec Group

		BP&F

		If User does not have an active User Security Group assignment, BP&F will initiate an email to the Security Admin to create an assignment.



		16.0

		User Assigned to User Group

		Security Admin

		Security Administrator will use BP&F to assign the appropriate User Security Group



		18.0

		BP&F Emails Security Admin Re Mgr Change

		BP&F

		An email notification shall be sent to the active Security Administrator(s) to identify both the former manager and new manager as well as either the CIP Activity or Org ID  



		20.0

		Activity Updated with New Stewarding User

		Security Admin

		Security Administrator will use BP&F to update the Activity with new stewarding User.



		22.0

		Email to Establish New User

		BP&F

		If new Project Mgr is not established as a BP&F user, the first step is to define a User record.



		24.0

		New User Record Defined

		Security Admin

		Security Administrator will use BP&F to create a User record, User Security Group Assignment and update the Activity or Organization with the new user steward.



		30.0

		Identify Org Mgr Changes

		BP&F

		BP&F will use the Org Hierarchy Dimension to identify a change in the Org manager.



		32.0

		Email to Review Security

		BP&F

		BP&F will send the Security Administrator an email to review security to determine if the new Org mgr should be established as a user.  



		34.0

		Security Change Needed?

		Security Admin

		In some Divisions, a budget admin exists so the individual Org managers would not directly use BP&F so establishing a user record would not be required.



		34.1

		Yes

		

		Go to Step 24



		34.2

		No

		

		Go to End





7.3.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0300

		BP&F should integrate with EPMS to automatically reflect the current stewarding user for CIP related (C or E) Activities  in the Activity Budget Steward table based on the current EPMS Project Manager Assignment.

		If the CIP PM changes from Mary Smith to John Jones, the Activity Budget Steward entry for Mary should be end-dated and a new entry added for John Jones.

		Option 1



		BR0305

		BP&F shall send an email notification to the Security Administrator for any CIP Project Manager that does not have a User entry and active User Security Group Assignment.

		

		Option 1



		BR0310

		BP&F shall integrate with the Org Hierarchy Dimension to identify Org Mgr changes and initiate an email notification to the Security Administrator.

		The Security Administrator will manually determine if a revision to user privileges or adding a new user is required.  Budgeting may be performed by a budget admin within the Branch so security changes are not required.



		Option 1



		BR0315

		BP&F shall integrate with Active Directory as a source system to determine inactive users and set the User Group Assignment Expiration Date to the current date.

		Note – DBA’s may have a table of active user refreshed from Active Directory.  In the design phase, a determination will be made whether to use the Active Directory web service or DBA table.

		Option 1





7.4 Budget Type Definition & Configuration

7.4.1 Problem Statement & Desired Change


Each budget is described by a Budget Type; Adopted Budget, Endorsed Budget, Spending Plan, Supplemental Budget etc.  BP&F shall support user defined and configured Budget Types.  A set of status values that are specific to each Budget Type shall be maintained.  These status values are required to support workflow differences that exist by Budget Type.  For example, Projected Costs may not require a ‘Pending CBO Approval’ status required for the Adopted Budget.  In addition to the Budget Type specific status values, a Budget Type also varies by the need to allocate the budget amounts by month.  For example, the Adopted Budget may not require allocating the overall budget by month versus a Spending Plan where monthly allocations are required.   Additionally, the allocation method is dependent upon G/L Account.  For example, expenditures for Office Supplies may occur evenly throughout the year versus Training & Travel which is significantly higher in the summer months.  


The following business model depicts how defining a budget type will be supported
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		· Budget Type maintains that valid types of budgets maintained within BP&F such as:


· Adopted Budget

· Spending Plan

· Projected Cost

· Carry Forward Encumbrance Budget

· Carry Forward Special Budget

· Supplemental Budget

· 6-Year Budget Plan

· etc

The Budget Type will also include a number of user configurable fields that controls how the budget is developed.  For example, not all budget types require detail labor budgeting.  The Budget Type will maintain an attribute to identify if detailed labor budgeting in a component of this type of budget.

· Budget Type Status maintains the valid status value for a budget type and the sequence in which the budget type status should occur.

· Budget Detail Required specifies whether a supporting detailed budget item will be required based on the G/L Account.  For example, Professional Services might require supporting detail.


· Budget Allocation Method establishes how an annual amount will be allocated on a monthly basis for the specified Budget Type, G/L Account and effective period.  For example, when creating the Spending Plan, the total dollars for a particular G/L Account may be spread evenly over the year versus another account that has a peak summer month’s allocation.  

· Budget Formula Type defines a specific Budget Formula or calculation.  For example, a Budget Formula Type would be defined for calculating Labor Fringe.

· Budget Formula Account specifies the set of G/L Accounts that a Budget Formula Type is applied to when calculating a Budget Item.  For example, a special formula may be defined for calculating Regular Salary & Wages.  This entity would maintain the Formula Type to be applied as well as the G/L Account it would be applied to.

· Budget Type Formula Assignment specifies if a Budget Formula will be applied during the creation of an instance of a Budget for a Budget Type.  For example, for the Adopted Budget Type, a labor inflation formula might be applied to Regular Salary & Wages.  That same formula may not be applied to a Carry Forward Encumbrance Budget (Budget Type) even though there may be budget dollars for Regular Salary & Wages.







7.4.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		Defines Budget Type

		System Admin

		System Admin will define the valid Budget Types.  It is expected that this will be a fairly static activity with minimal changes. 



		4.0

		Maintain Budget Type

		BP&F

		System Admin will access BP&F and record/update the Budget Types.  Delete requests are supported if no restrictions apply.



		6.0

		Delete Budget Type Request

		BP&F

		If a delete request is received, BP&F must validate that no Budgets exist for that Budget type.



		6.1

		Yes

		

		Go to Step 8



		6.2

		No

		

		Go to Step 14.0



		8.0

		Budget Exists for Budget Type>

		BP&F

		BP&F will determine if that are any existing Budgets for the Budget Type delete request.



		8.1

		Yes

		

		Go to Step 10.0



		8.2

		No

		

		Go to Step 12.0



		10.0

		Delete Request Denied

		BP&F

		BP&F will prevent delete request. Optimally, Budget Type should be protected from delete request.  However display of error msg is also accepted.



		12.0

		Delete Budget Type

		BP&F

		BP&F will delete the Budget Type and any child Budget Type Status entries or Budget Allocation Methods.



		14.0

		New Budget Type?

		BP&F

		



		14.1

		Yes

		

		Go to Step 16



		14.2

		No

		

		Go to Step 17



		16.0

		Create New Budget Type

		BP&F

		BP&F will record the requested Budget Type



		17.0

		Budget Type Updated

		BP&F

		BP&F will revise data field(s) on the requested Budget Type.



		18.0

		Define Budget Type Status

		System Admin

		System Admin will determine the appropriate status values for each Budget Type.  



		20.0

		Maintain Budget Type Status

		BP&F

		BP&F will determine if the request is an add, change or delete.  An add is valid if the Status value is new for the Budget Type; else the entry is a change.  If the request is a delete, BP&F will validate that no Budgets reference that Budget Type Status value.



		22.0

		Budget Type have Monthly Allocations

		System Admin

		System Admin will determine if budget amounts will have monthly allocations.



		22.1

		Yes

		

		Go to Step 24



		22.2

		No

		

		Go to Step 30



		24.0

		Define Budget Allocation Methods

		System Admin

		System Admin Determines Budget Allocation Method for G/L Account by Budget Type.



		26.0

		Maintain Budget Allocation Method

		BP&F

		System Admin uses BP&F to enter Budget Allocation Method.  If no entry exists for the Budget Type and G/L Account, a new entry will be made, else an update.



		30.0

		Budget Type & G/L Acct Required Budget Item Detail?

		System Admin

		System Admin will determine if the combination of a Budget Type and G/L Account require a budget item detail.  For example, Projected Costs may not require Budget Item Details for Professional Services versus the Adopted Budget that would.



		30.1

		Yes

		

		Go to Step 32



		30.2

		No

		

		Go to End



		32.0

		Determine Required Budget Item Details

		System Admin

		



		34.0

		Maintain Budget Detail Required

		BP&F

		System Admin uses BP&F to enter Budget Detail Required for the Budget Type.  If no entry exists for the Budget Type and G/L Account, a new entry will be made, else an update.





7.4.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0400

		BP&F shall enable creation of user defined Budget Types by System Administrator users.

		Current budget types include:
Adopted Budget
Endorsed Budget
Carry Forward Encumbrance Budget
Carry Forward Special Budget
Supplemental Budget
Inter/Intra BCL Transfer Budget
Spending Plan
Projected Cost Plan
6-Year Forecast

		Core



		BR0405

		BP&F shall enable definition of valid budget status values that vary by Budget Type. 

		

		Core



		BR0410

		BP&F shall enable inactivation of a Budget Type.

		

		Core



		BR0415

		BP&F shall enable configuration of the budgeting time period (monthly or annual) based on budget type.  

		

		Core



		BR0420

		BP&F shall maintain monthly allocation factors that can vary based on Budget Type, GL Account and effective period.

		For example, Spending Plan will be allocated monthly and for one GL account there may be a lag such that no dollars are expected for the first 2 months of the year and the dollars are caught up at the end of the year versus a different GL account where the expenditures are expected to occur evenly throughout the year.

		Option 1



		BR0425

		BP&F shall maintain configuration by Budget Type and G/L Account when Budget Item Details are required for a Budget Item.

		For example, Spending Plan will be allocated monthly and for GL account 'A' there may be a lag such that no dollars are expected for the first 2 months of the year and the dollars are caught up at the end of the year versus  GL account 'B' where the expenditures are expected to occur evenly throughout the year.

		Core



		BR0430

		BP&F shall require entry of Budget Item Detail(s) for the appropriate Budget Items based on the configuration that exists in Budget Detail Required table.

		

		Core



		BR0440

		BP&F shall enable configuration by Budget Type to identify which budgets require detail labor budgeting  

		Detail labor budgeting includes entry of Labor Allocations (labor requests) and Labor Assignments.

		Core



		BR0445

		BP&F shall support configuration and application of Budget Type Formulas based on G/L Account.  

		Defines if a Budget Formula will be applied during the creation of an instance of a Budget for a Budget Type.  For example, for the Adopted Budget Type, a labor inflation formula might be applied to Regular Salary & Wages.  That same formula may not be applied to a Carry Forward Encumbrance Budget (Budget Type) even though there may be budget dollars for Regular Salary & Wages.  

		Option 1





7.4. Maintain REM Budgeting References


7.5.1 Problem Statement & Desired Change


The City Budget Office requires that each department submit their budget based on CBO defined Revenue and Expense Management (REM) BCLs, REM Programs and REM Accounts.  SPU budgets at the more detailed G/L account level.  Finance must manually translate budget data based on SPU G/L Accounts to CBO REM Account and BCL/Sub BCL to REM BCL & REM Program.  Budgeting and Forecasting shall maintain a cross-reference between REM and SPU G/L Accounts as well as the SPU BCL/Sub BCL to REM BCL/REM Program by Fund to enable assignment of REM Account and REM BCL/REM Program designations for each budget item.
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		REM BCL - Maintains the valid REM BCL and SUB BCL values.


REM ACCOUNT - Maintains the valid REM Account values including the ID and Name.


REM GL ACCT LU - Provides a cross reference of G/L Account to REM Account by effective & expiration fiscal years.  REM Accounts may change over time.  The REM assignment for a G/L account should the constant for a budget year.  For example G/L Account 123456 might be assigned to REM account A and then reassigned to REM B in a different budget year.  Budget dollars would not be prorated mid-year between the 2 REM assignments; the most recent value would be used.


REM BCL LU - Maintains the translations from SPU defined BCL & SUB BCL to REM BCL and REM Program.  The assignment of a REM BCL and REM Program additionally varies by fund.   For example SPU BCL N300B will translate to REM BCL 'N300B-SW', 'N300B-DW' or 'N300B-WU' depending on the fund designation.








7.5.2 To-Be Process
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		 Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		REM References Published

		CBO

		CBO defines REM BCL, REM Programs and REM Accounts that will be required on all budget submissions to CBO. 



		4.0

		REM XREF Determined

		System Admin

		System Admin manually compares published REM references to prior REM versions to determine if new REM BCL/Sub BCL or Accounts have been created or is the XREF between the SPU data and CBO must be updated.



		6.0

		REM Account Change?

		System Admin

		System Admin will determine if a REM G/L Account reference has been added or needs revision.



		6.1

		Yes

		

		Go to Step 8



		6.2

		No

		

		Go to Step 16



		8.0

		New REM Account?

		System Admin

		If REM id doesn’t exist, then REM Account will be added.



		8.1

		Yes

		

		Go to Step 10



		8.2

		No

		

		Go to Step 12



		10.0

		Record New REM Account & GL Acct Xref

		BP&F

		System Admin will add new REM Account in BP&F



		12.0

		Revise REM & GL Acct XREF

		BP&F

		System Admin will revise REM Account-to-GL Account Assignment in BP&F.



		16.0

		REM BCL Change

		System Admin

		System Admin will determine if a REM BCL reference has been added or needs revision.



		16.1

		Yes

		

		Go to Step 18



		16.2

		No

		

		Go to End



		18.0

		New REM BCL?

		System Admin

		If REM BCL ID doesn’t exist, then the REM BCL is new.



		18.1

		Yes

		

		Go to Step 20



		18.2

		No

		

		Go to Step 22



		20.0

		Record New REM BCL /Program

		BP&F

		System Admin will add new REM BCL in BP&F



		22.0

		Record New REM BCL Xref

		BP&F

		System Admin will revise REM BCL-to-SPU BCL Assignment in BP&F.





7.5.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0500

		BP&F shall maintain the valid set of City Budget Office REM (Revenue & Expense Mgmt) Accounts.

		BP&F will provide standard CRUD functions related to REM Accounts.

		Option 1



		BR0505

		BP&F shall maintain a lookup table that provides a translation from G/L account(s) to REM Account based on starting and ending fiscal years.

		Note – the REM Account assignment for a G/L Account will be constant for a fiscal year but could change on an annual basis.

		Option 1



		BR0512

		BP&F shall maintain the valid set of REM BCL & Programs.

		BP&F will provide standard CRUD functions related to REM BCL/Programs.

		Option 1



		BR0515

		BP&F shall maintain a cross reference of REM BCL/Program-to -SPU Fund & BCL/SUB BCL designation to enable translation to REM BCL for reporting purposes. 

		Note – REM BCL/Program translations vary by Fund.


The REM BCL/Program designation will be constant for a fiscal year but could change on an annual basis.

		Option 1





7.6    DOF Project Assignment


The DOF Project may be defined by a Summit Project (Group) or a Summit Activity.  A DOF Project is a group of one or more activities that is included as an entry in the Budget Book that the CBO submits to the City Council.  

7.6.1 Problem Statement/Desired Change

Each Activity must be assigned to a DOF Project for CBO reporting purposes.

BP&F will maintain the master set of DOF Projects as shown in the business model below:
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The master set of DOF Projects will be sourced from a one-time conversion of the FRM Activities for O&M related projects and from an interface with EPMS for all CIP (C&E) related activities.

The DOF Project assignment for an Activity can vary by budget year.  Within a budget year, the DOF Project assignment must be static.

The process to determine the DOF Project assignment for an activity will vary between O&M and CIP.

O&M Activity DOF Project Assignment

For O&M (N, NN, NS) activities, BP&F will automatically set the DOF Project assignment to be the Summit activity designation. 


CIP Activity DOF Project Assignment


All CIP related activities (C&E) are mastered in EPMS which assigns the DOF Project ID.  BP&F will integrate with EPMS to retrieve the DOF Project assignment for these activities.  

If the DOF Project ID assignment changes during the year, BP&F will make the assignment effective as of Jan 1 of the current year to prevent multiple assignments in a single year.

7.6.2 To-Be Process

N/A

7.6.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0600

		BP&F shall master the valid set of DOF Projects

		

		Core



		BR0605

		BP&F shall integrate with FRM to add new O&M DOF Projects based on the Summit O&M activities. 

		If FRM has an O&M Activity that does not exist in the BP&F DOF Project table, the entry will be added.

		Core



		BR0606

		BP&F shall integrate with EPMS to add new CIP DOF Projects based on the current DOF Project assignment 

		If EPMS has a DOF Project ID that does not exist in the BP&F DOF Project table, the entry will be added.

		Core



		BR0615

		BP&F will provide standard CRUD functions related to DOF Projects for authorized System Admin and Budget Analysts to manually maintain.

		

		Core



		BR0620

		BP&F will update the Activity DOF Project assignment for any CIP (E or C) related activity based on DOF Project assignment in EPMS.

		

		Core



		BR0625

		BP&F will set the Activity DOF Project assignment for any O&M activity (N, NN, NS) to itself.

		

		Core



		BR0630

		BP&F will maintain DOF Project assignments consistent for a year.

		If the DOF Project ID assignment changes during the year, BP&F will make the assignment effective as of Jan 1 of the current year to prevent multiple assignments in a single year.

		Core





7.7.   Financial Data Integration

Each budget amount will be described by up to 15 different dimensions; Fund, Account, Org, etc.  Many of these dimensions represent financial data that is mastered in other source systems.  BP&F must keep data values consistent with those source systems.


The diagram below shows how each budget item can be described by one or more dimensions.
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		· The financial related dimensions have existing source systems with integration points for BP&F:


· Fund


· G/L Account


· Org

· Activity


· Project


· G/L Program


· Budget Program


· BCL


· BP&F will master these dimensions:


· Budget Type


· Budget  (Version)

· REM Acct


· REM BCL & Program


· DOF Project


· Cost Group








7.7.1 Problem Statement & Desired Change


Historically, a budget analyst spent 1-month at the start of the budget process to update & synchronize the financial data in Budget Prep.   Additionally, any updates applied to the financial systems during the course of the budget process had to be manually detected and applied to Budget Prep to keep in-sync.


Going forward, BP&F should directly integrate with the appropriate financial systems to keep the financial data entities in-sync with the source system.  BP&F shall also support creation of entries for each of the above data entities to support the budget process.  For example, suppose a new Activity is planned for a future budget year, that new activity instance will be manually input to BP&F.   To on-board future budget data, FRM must remain in-sync with BP&F.  Any new data instances such as a new Activity in BP&F must be added to FRM.  FRM enhancements related to BP&F are detailed in Section 10 of the document.


The table below details the data elements to be included in BP&F for each of the above data entities:


		Data Entity

		Needed Data Elements



		Org

		· Org ID


· Org Name


· Org Resource Mgr Name


· Org Resource Mgr User ID



		Activity

		· Activity ID


· Activity Name


· Activity Status


· Activity Project Mgr Name


· Activity LOB


· Activity Business Area Code


· Activity Business Area Name


· Activity Business Area Mgr Name


· Activity LOB Program Code


· Activity LOB Program Name


· Activity Project ID


· Amount Class Code


· Amount Class Name


· Grand Object Code


· Grand Object Name


· Activity Budget Start Date


· Activity Budget End Date


· Activity GL Program Code 


· Activity DOF Project ID


· WTR Fund PCT


· DWW Fund PCT


· SW Fund PCT


· DRN Sub fund PCT


· WW Sub Fund PCT


· Regional Flag


· Regional Description



		GL Program

		· GL Program ID


· GL Program Name


· GL Program Active Flag


· GL Program Category


· GL Program Sub Category



		DOF Project

		· DOF Project ID


· DOF Project Name


· DOF Project Type Code


· DOF Project Active Flag



		Project Budget Program LU

		· Project ID


· Sub Budget Program ID


· Budget Program ID


· Project Budget Program Effective Date 



		Project  BCL Xref

		· Project ID


· Sub BCL ID


· BCL ID


· Project BCL  Effective Date



		Budget Program

		· Budget Program ID


· Budget Program Name


· Sub Budget Program ID


· Sub Budget Program Name



		BCL

		· BCL ID


· BCL Name


· Sub BCL ID


· Sub BCL Name



		Activity Fund Split

		· Activity ID


· Activity Fund Assignment Effective Date


· WTR Fund PCT


· DWW Fund PCT


· SW Fund PCT


· ENGR Fund PCT



		Fund

		· Fund Code


· Fund Name


· Fund Active Flag



		GL Account

		· GL Account ID


· GL Account Name


· GL Account Active Flag


· GL Account Amount Class Code


· GL Account Amount Class Name


· GL Account Grand Object Code


· GL Account Grand Object Name


· GL Account Type Code


· GL Account Type Name



		Activity Sub Fund Split

		· Activity ID


· Activity Sub Fund Effective Date


· DRN Fund PCT


· WW Fund PCT





To populate the financial data entities, there are 3 candidate source systems; Summit, EPMS and FRM.  In some instances, more than one system will be needed for a data element.  For example, EPMS masters CIP data and in some cases, FRM masters O&M data.  The final determination of the specific source system will be made in the design phase to follow.  The matrix below details the financial data entities needed by BP&F including any business consideration related to the source system determination:

		Financial Data

		FRM Source

		Summit Source

		Other Source

		Consideration for Source System Determination



		Org

		SPUShare Org Dimension

		 Tree Hierarchy Tables

		

		The SPUShare Org Dimension provides a rollup of Org, Division and Branch.  Maintains all valid organizations current and historical.  Used by FRM and many other applications within SPU.



		Org Mgr

		Not Available

		Not Available

		Requires Org Hierarchy Dim that merges Summit and HR data.

		



		Org/Budget Program Xref

		Not Available

		Not Available

		Not Available

		BP&F must master as there is no source system.



		Activity

		Activity Dimension

		PS_PROJ_ACTIVITY (table)


PS_ZGL_KEY_ASGNMT is needed for the xref between G/L Program and Activity

		

		Recommend that FRM be used as it includes the LOB/Business Area/LOB Program/Activity hierarchy that does not exist in Summit.  Also, FRM includes the current Project Mgr from EPMS that is not updated in Summit.


If a daily refresh frequency is not sufficient, then EPMS could additionally be used as a data source.



		GL Program

		Program Dimension

		PS_PROGRAM_TBL

		

		



		DOF Project

		Project Dimension

		PS_PROJECT_TBL

		

		Recommend that FRM be used as it includes the new CIP & E Projects from EPMS that are not included in Summit as Summit only has ‘approved’ projects.  FRM also includes all O&M activities.

If a daily refresh frequency is not sufficient, then EPMS could additionally be used as an additional data source.






		Project Budget Program LU

		Project Budget Program LU

		Tree Hierarchy Tables

		EPMS for CIP Projects not in FRM

		Recommend that FRM be used as Summit Tree Hierarchy tables are extremely difficult to navigate.  For new projects, also need EPMS source



		Project BCL LU

		Project BCL LU

		Tree Hierarchy Tables

		EPMS for CIP Projects not in FRM

		Recommend that FRM be used as Summit Tree Hierarchy tables are extremely difficult to navigate. For new projects, also need EPMS source



		Budget Program

		Project Budget Program LU




		Tree Hierarchy Tables

		

		Recommend that FRM be used as Summit Tree Hierarchy tables are extremely difficult to navigate.



		BCL

		Project BCL_LU

		Tree Hierarchy Tables

		

		Recommend that FRM be used as Summit Tree Hierarchy tables are extremely difficult to navigate.



		Fund Split

		Activity Fund Allocation LU

		Multiple Tables

		

		Recommend that FRM should be used as significant transformations were applied to cleanse the data.



		Fund

		Financial Fund Dimension

		PS_FUND_TBL

		

		



		Sub fund Split

		Activity Sub Fund Alctn LU

		

		EPMS for new CIP Project Activities

		Recommend that FRM value take precedence and if no value exists, use EPMS value.



		Account

		Account Dimension

		PS_GL_ACCOUNT_TBL

		

		Recommend that FRM should be used as it includes the Grand Object/Amount Class/Account ID hierarchy not available in Summit.





Multi-Sourcing Project & Activities


CIP & related E Projects and Activities are mastered in EPMS.  EPMS is an OLTP that is used by Project Managers to maintain the Projects & Activities.  EPMS includes both planned Project/Activities as well as approved Projects/Activities.


Summit is the source system for all approved Project/Activities including O&M and CIP.  


FRM incorporates all Summit data and new EPMS Project/Activities if that new Project/Activity has a Spending Plan or Projected Costs.  As such there may be some planned EPMS Project/Activities that don’t exist in FRM.


For BP&F, it is recommended that there be dual data sources for the Project & Activity data entities:


[image: image12.png]EPMS CIP
&E
Project/
Activities

. BP&F
Project/Activities

FinMart
O&M (N)
Project/
Activities







Project BCL and Budget Program Assignments


One of the key reporting requirements is the ability to report budget dollars by BCL/Sub BCL or Budget/Sub Budget Program.  The assignment of a BCL or Budget Program is accomplished by designating a Sub BCL/BCL assignment or Sub Budget Program/Budget Program for each Project.  


Over time, the BCL or Budget Program assignment for a Project may change but it will remain constant during the course of a year.


FRM contains look-up tables created from the Summit hierarchy tables that specifies the BCL and Budget Program assignments for a project over time (effective & expiration dates).


Planned Projects in EPMS may not exist in Summit and as such will not have a FRM BCL or Budget Program assignment.  The BCL and Budget Program can be assigned in EPMS.  These designations are not required.  If BP&F cannot determine the BCL or Budget Program designation using both FRM and EPMS, the ‘unknown values’ shall be assigned.


BP&F should send an email to the BP&F System Administrator when an Unknown BCL/Budget Program assignment is made so that EPMS can be updated.


Budget Program Organization Stewardship

For budgeting purposes, each Organization is stewarded by a Budget Sub Program which provides a link between Org and a budgeting Division.  

A Budget Program (Budget Branch) is comprised of a one or more Budget Sub Programs (Budget Divisions) that stewards one or more Projects and a Project is comprised of one or more Activities. 


At present, the Budget Program stewardship of an Org is only maintained in Budget Prep.  As BP&F will subsume Budget Prep, BP&F will have to master Budget Sub Program/Organization stewardship relationship.

For expenditures, SPU budgets by Activity.  The Budget Sub Program/Organization relationship is important as it is used to limit the O&M activities that an Org Resource Manager can use for a budget request submission.  For example, the Information Technology division (budget sub program) may steward the O&M activities; Database Administration and Web Maintenance.  In general, it wouldn’t be valid for Field Operations to be budgeted against those activities.  In an exception situation, IT would include budget dollar for the Field Operations org.


If a new Organization is created from the source system, the Budget Program/Sub Program should be defaulted to ‘unknown’ and an email notification sent to the System Administrator to assign a stewarding organization.


		      Budget Program

      Hierarchy:  As-Is

		

		Budget Program

  Hierarchy:  To-Be
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Delete Processing


BP&F may contain manual entries input by a System Administrator for any of the financial data entities that don’t exist in the source system(s) to support the budget process.  These records will be excluded from update (as they don’t exist in the source system) and will not be deleted.  For example, suppose a new Activity is required for the upcoming budget year.  The new Activity will be manually input to BP&F by a System Administrator.  The data sync will bypass the new Activity as it does not exist in the Source System(s).  If an Activity is entered in error, it can be manually deleted by a System Administrator if it hasn’t been referenced in a budget.


7.7.2 To-Be Process


BP&F will integrate with the appropriate source system to identify new instances that should be added to BP&F as well as changes to existing instances that must be updated.  The process below is a generic representation of the process for each data entity (G/L Acct, Fund, Activity, etc):
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4.0 BP&F Source 


Data Refresh 


Triggered


2.0 Source System 


Refresh Process 


Completes


8.0 New Source 


Data Instance?


10.0 Add New 


Data Instance


6.0 Compare 


BP&F to Source 


System Data 


22.0 Changed Data 


Instance


24.0 Update Data 


Instance


8.1 Yes


8.2 No


22.2 No 22.1 Yes


18.0 More 


Comparison 


Records?


End


16.2 No


16.1 Yes


12.0 Unknown 


Default Email 


Required?


12.2 No


Go to Step 18


14.0 Unknown 


Data Value 


Notification


12.1 Yes


16.0 Unknown 


Value Manually 


Corrected




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		Source System Refresh Process Complete

		Source System

		Financial source systems FRM & EPMS are refreshed daily – the Service Level Agreement refresh completion is 9am for FRM.  EPMS is an OLTP system and therefore continually refreshed.  Once Source System is refreshed, BP&F process can be started.



		4.0

		BP&F Source Data Refresh Triggered

		BP&F

		For each of the data entities, a refresh process can be triggered.  The refresh can be done concurrently or serially.  For example, the refresh of Fund & G/L Account can be done concurrently.



		6.0

		Compare BP&F to Source System

		BP&F

		To determine new or updated instances, BP&F will compare its value to Source System values for each data entity.



		8.0

		New Source Data Instance

		BP&F

		New data instances are detected by comparing the unique identifiers.  For example, for the Fund data entity the unique identifier is the Fund Code and for the G/L Account, the unique identifier is the G/L Account ID, etc.



		8.1

		Yes

		

		Go to Step 10



		8.2

		No

		

		Go to Step 12



		10.0

		Add New Data Instance

		BP&F

		BP&F will insert a new entry.  



		12.0

		Unknown Default Email Required?

		BP&F

		If the Budget Program for an Organization is not provided or the Project does not have a BCL or Budget Program assignment, an email notification should be sent to the System Admin to manually input.



		12.1

		Yes

		

		Go to Step 14



		12.2

		No

		

		Go to Step 18



		14.0

		Unknown Data Value Email

		System Admin

		BP&F will send the System Administrator an email notification to resolve the unknown data value assignment.



		16.0

		Unknown Value Manually Corrected

		System Admin

		System Administrator will access BP&F and update the data instance to supply the missing values such as updating the Organization with the stewarding Budget Program/Sub Program.



		18.0

		More Comparison Records?

		

		



		18.1

		Yes

		

		Go to Step 8 (Steps 8 through 16 are repeated until all new and changed instances have been processed).



		18.2

		No

		

		Go to End



		22.0

		Changed Data Instance?

		BP&F

		BP&F will keep all existing values in sync with the source data.  A field by field comparison is done to determine if any data element has changed.



		22.1

		Yes

		

		Go to Step 24



		22.2

		No

		

		Go to Step 18



		24.0

		Update Data Instance

		BP&F

		For example, if the BCL name was updated for an existing BCL, BP&F would apply the revised name.





7.7.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0700

		BP&F shall integrate with the appropriate source system(s) (FRM, EPMS and/or Summit) to incorporate additions and changes to the following data entities:


Org


Activity


GL Account


GL Program


DOF Project


Project Group


Project Sub Program Xref


Project  Sub BCL Xref


Budget Program & Sub Program


BCL & Sub BCL


Activity Fund Allocation


Fund


Activity Sub Fund Split




		BP&F will integrate with the appropriate source system to identify new instances that should be added to BP&F as well as changes to existing instances that must be updated.

		Core



		BR0705

		BP&F shall enable authorized System Administrators to create manual instances for any financial data entities needed to support the budget process.

		For example, a new O&M Activity or BCL or Organization may be needed to support a future budget year that does not yet exist in the financial source systems.

		Core



		BR0710

		BP&F shall include both source system and manual data entries for each financial data entity.

		Note - Source system entries will be updated automatically.  Manual entries may be manually updated and deleted (if not referenced).  Once a financial data entry exists in the source system even though it may have been originally created in BP&F manually, it must now be included in the automated update process.

		Core



		BR0715

		BP&F shall enable authorized System Administrator(s) to delete manually created data instances if they have not been referenced by a budget.

		For example, if a System Admin creates a G/L Account and then determines it isn’t needed, the G/L Account can be deleted if it has not been used in a budget.

		Core



		BR0720

		BP&F shall default the Project BCL and Budget Program values to ‘unknown’ if not available from the Source System(s).

		

		Option 1



		BR0725

		BP&F shall send an email notification to the BP&F System Administrator if an ‘Unknown’ BCL and Budget Program is assigned.

		

		Option 1



		BR0730

		BP&F shall send an email notification to the Budget Analyst user group if an ‘Unknown’ Budget Program is assigned to a new Organization.

		

		Option 1



		BR0740

		BP&F shall provide an exception report to identify any Financial Entity instance that does not exist in the Source system(s) to enable the Budget Group to facilitate update of the appropriate Source System(s).

		For example, if a new Activity was added to BP&F that does not exist in FRM (and therefore Summit), that Activity must be manually added to Summit prior to recording the budget journal entry.

		Option 3





7.8.   HRIS Data Integration


7.8.1 Problem Statement & Desired Change


To support budgeting of labor resources, BP&F shall integrate with the SPU HRIS to maintain current labor position (pocket) data including both filled and vacant positions.  All labor position data needed to support the budgeting process such as employee name, position number, job class, union affiliation; current pay rate, next pay date & rate, etc will be input to BP&F.


Additionally, BP&F will provide a facility to record new/future labor positions that don’t exist in the HRIS system to support the budgeting process.


Labor dollar are budgeted via assignment of labor days to activities.  For each labor position, a maximum available labor day is defined based on the position’s full-time or part-time classification.  For full-time positions the labor days is budgeted at a maximum of 220 days (1760 hrs). For part-time positions the maximum labor days is 110 days (880 hrs).  The difference between FTE total days of 260 (2080 hrs/8 hrs) and budgeted days of 220 is accounted for via fringe benefits such as sick leave, vacation, executive leave, etc.

There will be situations in which the default labor day allocations should be modified.  For example, an employee may be on sabbatical during a part of a budget year.  In this case, the available labor day allocation might be reduced from 220 to 160 for a particular budget year.  BP&F will support entry of override labor days by position and fiscal year.


The following business model depicts how BP&F will incorporate Labor Position data:
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		Labor Position – An instance of each existing and future Labor Position will be maintained by BP&F.  Labor Positions are primarily sourced from the HR system however BP&F will support manual creation of Labor Positions required to support a future budget request.  Manual creation of Labor Positions will be restricted to authorized System Administrators.

Labor Position Pay Step – For each known pay step, the pay step date and pay step amount will be maintained.  Labor budget dollars will be based on actual pay steps for any filled position.  Vacant positions will be based on a percentage of the Max Pay Amount.


Override Labor Days – BP&F will enable authorized System Admin users to override the Full/Part Time Position labor days by entering an override days values to account for employee sabbaticals.

Union – All current and past Union values will be maintained in this entity.





Creating a New Labor Position

As needed for the budget process, authorized system admin users shall be able to create new labor positions.  When creating a new labor position, the Labor Position & Labor Position Pay Steps data will be input as appropriate.


Deleting a Labor Position

Authorized System Administrators can delete a manually defined Labor Position if it has not been used in a Labor Budget.  If the entry cannot be deleted, setting the Inactive Flag to ‘I’ – Inactive will prevent further use in a budget.

Labor Position Changes with Budget Implications

As part of the detail labor budgeting process, each labor position will be scrutinized and updates may be required.  For example, a labor position may be transferred from one organization to another.  In this situation, the original organization does not want to include any labor dollars for that position and the new organization should make labor assignments.  

When an update is needed to an existing labor position, the normal HR process will be initiated by the Org Manager.  Once the change has been posted to the HR system, BP&F can identify that a change has occurred.


For BP&F, the follow-on action for a labor position change depends on the nature of the change and the status of any budget that includes a detail labor budget.  The list below itemizes the conditions that could require follow-on action:

		Labor Changes Requiring City Council Approval

		Labor Changes with only SPU Department Approval 


(May Require City Personnel Approval)



		1. New Labor Position added in HRIS

2. Labor Position Changes From/To Funded or Non-Funded

3. Labor Position Changes from from/to Full Time or Part Time

4. Management pay change not related to pay step changes



		1. Labor Position Org Assignment Changes – Position is transferred from Org A to Org B

2. Vacant Position filled such that actual labor pay steps are known

3. Employee moves from one labor position to another resulting in different pay steps for the old and new positions

4. Employee Job Reclassification (change to employee job title)







If a budget does not include detail labor assignment such as the 6 Yr Budget, then a labor change has no workflow implications for completing the budget process.

If a budget does include detail labor assignments, then any work flow implication depends on the current budget status.  If the budget has received its final approval, it won’t be changed.  However, if the budget status does not reflect a final approval, then the above changes should be evaluated by the Budget Group to determine if a budget update is required. The Budget Group will manually determine the best way to reflect any revision.  BP&F’s role will be to notify the Budget Group if any of the above conditions have occurred based on the existence of detail labor assignment and a non-final budget status. 

The Detail Labor Flag on Budget Type specifies whether labor assignments are applicable to budgets related to this Budget Type.  The Labor Chg Notification Flag on Budget Type Status will be used to configure if notification is required.


Therefore, if a budget is related to a Budget Type with the Detail Labor Flag = ‘Y’ and the current budget status is related to a Budget Status Type where the Labor Chg Notification Flag = ‘Y’, then an email notification will be sent.


The email notification should include identification of the impacted budget and labor position data including; labor position key, labor position number, employee name, Org ID & Name and reason position was included on the report.

.


7.8.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		Source System Refresh Process Complete

		Source System

		The HRIS System or SPU HR will be the data source for Labor Position data.



		4.0

		BP&F Source Data Refresh Triggered

		BP&F

		Once refreshed source data is available, BP&F will interface to identify adds and updates.



		5.0

		Refresh Union Code

		BP&F

		BP&F will refresh the Union values by inserting new values or updating the name of existing values.  Deletion of a Union is not applicable as historical union values will be referenced.



		6.0

		Compare Existing HR Data to New Source Data

		BP&F

		BP&F will compare the existing Labor Position, Union Code and Labor Pay Step data to the HR source data to identify new records as well as change records. 



		8.0

		New Labor Position?

		BP&F

		BP&F will detect new labor positions via the Position Nbr field.



		8.1

		Yes

		

		Go to Step 10



		8.2

		No 

		

		Go to Step 20



		10.0

		Add New Labor Position and Pay Steps

		BP&F

		BP&F will add a new Labor Position and related Pay Steps.  



		20.0

		Existing Labor Position Revised?

		BP&F

		BP&F will determine if there are any unapproved budgets pending that include a detail labor budget.  If so, the new labor position should receive a Labor Allocation.



		20.1

		Yes

		

		Go to Step 22



		20.2

		No

		

		Go to Step 34



		22.0

		Update Labor Position and Pay Step

		BP&F

		BP&F will update the Labor Position record and Labor Pay Steps as applicable.



		24.0

		Labor Chg Notification Required?

		BP&F

		BP&F will examine all budgets if any budget is related to a Budget Type with the Detail Labor Flag = ‘Y’ and the current budget status is related to a Budget Status Type where the Labor Chg Notification Flag = ‘Y’, then an email notification will be sent.



		24.1

		Yes

		BP&F

		Go to Step 26



		24.2

		No

		BP&F

		Go to Step 34



		

		Email Notification of Labor Chg

		BP&F

		BP&F will send the Financial Analyst user group an email that identifies the specific labor position and impacted budget(s)



		28.0

		Determine Labor Chg Action

		Budget Group

		Budget Group will manually determine the appropriate action based on the labor position change.



		30.0

		Labor Budget Chg Required

		Budget Group

		



		30.1

		Yes

		

		Go to Step 32



		30.2

		No

		

		Go to End



		32.0

		Labor Budget Updated

		Budget Group

		Budget Group will coordinate applying the appropriate labor budget changes using BP&F.



		34.0

		More Comparison Records?

		BP&F

		BP&F will repeat steps 8-32 for each new or changed labor position.



		34.1

		Yes

		

		Go to Step 8



		34.2

		No

		

		Go to End





7.8.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0800

		BP&F shall integrate with HRIS on a daily basis to maintain current labor position data by effective dates including both filled and vacant positions.  

		Data elements include but not limited to:


Employee Name


Employee Anniversary Date


Fulltime/Part Time


Org Assignment


Supervisor Assignment


Position Nbr


Top Pay Rate for Position


Job Class 


Union Code

		Core



		BR0802

		BP&F shall integrate with HRIS to maintain the valid set of Union affiliations.

		

		Core



		BR0805

		BP&F shall integrate with HRIS to include Labor Pay Steps for each Labor Position (filled or vacant).

		

		Core



		BR0810

		BP&F shall enable authorized System Administrators to manually input new labor positions that may not exist in HRIS.

		New employee position may be approved for next year so needs to be included in budget but that position may not yet be defined in HRIS.

		Core



		BR0815

		BP&F shall enable authorized users to record an override to the budgeted labor days for a specific fiscal year.

		For example, employee may be off the first 4 months of the year due to a sabbatical and therefore the labor day’s allocation should only be 147 days (220 x 8/12).  BP&F will support entry of a labor day override of 147 days for a fiscal year.  

		Core



		BR0820

		BP&F shall provide an extract of the Org Labor Positions upon request for authorized System Administrators.

		As this includes pay data, access should be restricted.

		Core



		BR0825

		BP&F shall provide email workflow notifications to the Budget User Group  if any of the following conditions has occurred:


a) New Labor Position added in HRIS


b) Labor Position Org Assignment Changes – Position is transferred from Org A to Org B


c) Labor Position Changes From/To Funded or Non-Funded


d) Labor Position Changes from from/to Full Time or Part Time


e) Management pay change not related to pay step changes


f) Vacant Position filled such that actual labor pay steps are known


g) Employee moves from one labor position to another (employee id changes for a labor position)


h) Employee Job Title Change occurs


and the budget is related to a Budget Type with the Detail Labor Flag = ‘Y’ and the current budget status is related to a Budget Status Type where the Labor Chg Notification Flag = ‘Y’. 

		The email should detail the labor position that was add/changed as well as the specific budgets that may require revision.

		Core





7.9   Maintain Budget Factor Values

To create a budget, a variety of budget factors will be applied.  The sequence and basis for applying a budget factor is specific to each Budget Type.  While budget formulas are relatively static, the factor values will generally change on an annual basis.  

7.9.1 Problem Statement & Desired Change


At present, Budget Prep maintains 6 predefined budget factors in which the rate may vary by year (e.g. the Labor COLA may be 2% in 2010 and 1% in 2011).  Finance requires greater flexibility to define unlimited budget factors with variable factor values by budget year.  

BP&F shall enable definition of Budget Factor Types and Budget Factor values.  BP&F shall support user defined budget formulas that contain one of budget factor types that are applied in the user defined sequence.  The application of a budget factor will vary by one or more of the following criteria; REM Account, G/L Account, G/L Program, Organization, Union  and/or Fund. 
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		Budget Factor Type defines the valid factors that can be used in a budget calculation.  Budget Factor Types may be shared or used in multiple budget formulas.  

Budget Factor will maintain the factor percentages based on an effective and expiration period.  For example, the labor COLA may be 1.5% for 2011 and then change to 3% in 2012.   Application of a Budget Factor shall be specific to one or more of these 6 criteria:

G/L Account - The Budget Factor may be applied based on a G/L Account designation.  For example, Labor Fringe 891200 may be 54%.

REM Account - The Budget Factor may be applied based on a REM Account.  As SPU budgeting is maintained by G/L Account, the REM_GL_ACCOUNT_XREF will be used to retrieve the applicable REM account. 

Organization - The Budget Factor may be specific to a particular organization such as the Organization Vacancy Rate (PCT).

Union - The Budget Factor may be specific to a particular Union.  For example, Union A may be getting a 3% COLA while Union B is receiving a 2.5% COLA.  

Program - The Budget Factor may vary by Program.  For example, the budget factor for Commercial Water Service vs. Residential Water Service may be different.  Commercial versus Residential is distinguished via a Program.

Fund - The Budget Factor may vary by Fund or be specific to one Fund.  For example, the Water Fund may include an inflation rate not applicable to other funds.







Budget Impact with Change of a Budget Factor Value

BP&F must provide the ability to automatically recalculate a budget upon request if the budget has not received final approval.  For example, suppose the Labor COLA is initially specified as 2% by the City Budget Office.  Due to economic conditions, labor agrees to reduce its COLA from 2% to 1%.  If a Budget is in-progress and not been finalized, BP&F shall provide the option to have the related budget dollars recalculated to reflect a universal budget factor change.

7.9.2 to Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		REM Inflators Published

		CBO

		CBO publishes the REM Budget Inflators



		4.0

		SPU Inflators Determined

		System Admin

		System Admin coordinating with Budget Group and SPU management will determine the appropriate SPU budget factors.



		6.0

		New Factor Type?

		System Admin

		System Admin will determine if the factor is a new type or a new value for an existing type or a revision to an existing value.



		6.1

		Yes

		

		Go to Step 8



		6.2

		No

		

		Go top Step 12



		8.0

		Define New Factor Type

		BP&F

		System Admin will access BP&F to record the new Budget Factor Type.



		10.0

		Record New Budget Factor Value

		BP&F

		System Admin will access BP&F to record new Budget Factor Value.



		12.0

		New Factor Value?

		System Admin

		System Admin will determine if the Budget Factor Value is a new value or a correction to an existing value.



		12.1

		Yes

		

		Go to Step 14



		12.2

		No

		

		Go to Step 16



		14.0

		End Existing Factor Value

		BP&F

		BP&F will end the existing Budget Factor Value for the specified Budget Factor Type. 



		16.0

		Revised Existing Factor Value

		BP&F

		BP&F will change an existing Budget Factor Value – this would be used for data entry errors or revisions to future years where conditions change requiring an update.





7.9.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR0900

		BP&F shall support user defined Budget Factor Types that are applied based on one or more of the following criteria:


REM Account


G/L Account


Fund


Org


Union Affiliation


G/L Program




		

		Core



		BR0905

		BP&F shall maintain historical Budget Factor values for a Budget Factor Type based on start and end Fiscal Year.

		For example, the Labor COLA may include these values over time:


2010 – 2%


2011 – 4%


2012 – 1%

		Core



		BR0910

		BP&F shall enable user defined Budget Formulas that contain one or more Budget Factor Types including the sequence and operand.

		BP&F shall provide budget formula creation similar to Excel.

		Core



		BR0912

		BP&F shall allow read access to Budget Factors & Formulas by all User Groups but update will be limited to System Admin and Budget Analysts.

		Budget Managers will have read only access to Budget Factors.  Budget Analysts and System Administrators will have CRUD capabilities.

		Core



		BR0915

		BP&F shall enable a data extract of budget factors upon request.

		This includes Org Vacancy Rates.  Request should include ability to filter by year and/or factor type.

		Core



		BR0920

		BP&F shall provide the capability to automatically recalculate a budget upon request if the budget is not finalized (based on budget status) and a budget factor value is changed.  




		For example, suppose the Labor COLA is initially specified as 2% by the City Budget Office.  Due to economic conditions, labor agrees to reduce its COLA from 2% to 1%.  If a Budget is in-progress and not been finalized, BP&F shall provide the option to have the related budget dollars recalculated to reflect a universal budget factor change.

		Core





7.10 Calculate Org Vacancy Rate PCT

7. 10.1 Problem Statement & Desired Change


As part of inflating labor dollars, SPU applies a vacancy (percentage) deduction to account for the periods of time when positions are vacant during employee recruitment and lowers the requested budget dollars accordingly.  At present, Finance manually determines a single department vacancy rate percentage that is applied to all organizations.  This can create a budgeting inaccuracy as there are some organizations with virtually no vacancy and others with higher position turnover.


BP&F will enable the vacancy rate percentage to be variable by organization. BP&F will calculate an Org Vacancy Rate PCT based on the average vacancies over the prior 3 years.   The Org Vacancy Rate PCT will be recalculated annually at the start of each year.

BP&F will also calculate a department Org Vacancy Rate PCT that will be used as the default value for new Organizations that don’t have 3 years data.


Org Vacancy Rate PCT Calculation


The Org Vacancy Rate PCT will be an average value over the last 3 years.  Annual vacancy rate PCT’s will be calculated individually and then an average computed:


  Yr 1 Annual Vacancy Rate PCT

+ Yr 2 Annual Vacancy Rate PCT

+ Yr 3 Annual Vacancy Rate PCT

= Subtotal

/ 3 years

= (Avg) Org Vacancy Rate PCT

If an Organization has been active for only 1 or 2 years, the Org Vacancy Rate PCT will be averaged based on the number of available years.


To calculate an Annual Vacancy Rate PCT, BP&F will determine the number of available pockets days for each pocket and compared that to vacant pocket days (if any).  For example, suppose a new org had one pocket at the beginning of the year and then added a 2nd pocket at mid-year.  The number of available pocket days would be 330 (220 + 110 days).  If the first pocket was filled for the entire year and the new pocket was filled for 50 days, the vacancy rate PCT would be:



Total Vacant Pocket Days/Total Available Pocket Days



Example


    
[Pocket 1(0 Vacant Days) + Pocket 2 (60 Vacant Days)]/ (220 + 110 Available Pocket Days) = 18%


The Org Vacancy Rate PCT shall be maintained as a Budget Factor Value – see Section 7.8

Labor Vacancy Report

BP&F will provide a report, upon request, that details the Labor Vacancy dollars for the user selected budget.  The Labor Vacancy dollars will be listed by Organization and calculated in 3 separate ways for comparison purposes;



Labor Vacancy dollars based on a 3 Yr Actual Vacancy Factor Average



Labor Vacancy dollars based on a 3 Yr Budget Vacancy Factor Average



Labor Vacancy dollars based on the 3 Yr SPU Dept Actual Vacancy Factor Average


The Labor Vacancy report will detail the vacancy percentages for the individual 3 years used in the average as well as the average value itself. 


Each organization will be listed within their corresponding Division and Branch.  Subtotals will be added by Division and Branch as well.


A sample report appears below:
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2011 Adopted Budget

0&M Labor 0&M Labor 0&M Labor
- Vacancy Vacancy Vacancy
ully Actual | Actual | Actual Dollars |Budgeted| Dollars | Dept3 | Dollars
Funded | ‘5003 | 2009 | 2010 |Actual3Yr|basedon3| 3Yr | basedon3 | Yr | basedon3

O&M Labor | vacancy |Vacancy |Vacancy| Vacancy | YrActual | Vacancy | YrBudgeted |Vacancy| YrDept

Branch Division Organization Dollars PCT | PCT | PCT |Avg.PCT| Vacancy |AvgPCT | Vacancy |AvgPCT| Vacancy
WS200-FINANCE & ADMINISTRATIQWS21X-F&A BRANCH ADMINISTRATION |WS210-ADMIN-FINANCE & ADMINISTRATION $607.229)] 28% 35% 0.0% 21% $12.752] 19% $11.335] 41% 524 896
|WS22X-FINANCE DIVISION |WS221-ADMIN-FINANCE $191.991 13% 35% 23% 24% 54 544] 27% §5.226 41% $7.872]
|WS222-Rates $651.318] 51% 35% 45% 44% $28.441 41% $26.849] 41% $26.704]
|WS223-BUDGET §$1.327.727] 08% 35% 5.0% 31% $41.160] 3.9% $51.339] 41% $54 437]
|WS224-GRANTS & CONTRACTS $597.045)] 28% 35% 0.9% 24% $14.329] 23% §$13.533] 41% 524 479
|WS225-ACCOUNTING SERVICES $2.427 957| 10% 35% 15.0% 6.5% $157.817] 8.3% $202,330] 41% $99.546]
Di ion Vacancy $5.,803,267) 2.4% 3.5% 1.9% 2.6% $150,885 2.7% §154,754] 4.1% $237,934]
|WS24X-IT DIVISION |WS241-IT DIRECTOR'S OFFICE §$257.746 40% 40% 40% 40% 510.310]  40% $10.310] 41% $10.568]
|WS242-INFRASTRUCTURE SERVICES $3.743.464) 10.0% 35% 0.0% 45% $168.456 27% $99.826 41% $153.482]
|WS244-APPLICATION SERVICES $1.075.042 28% 35% 0.0% 21% $22 576 19% $20067] 41% 544 077)
|WS246-CUSTOMER SUPPORT SERVICES $1.070.203 28% 35% 0.0% 21% $22.474] 19% $19.977] 41% $43.878]
|WS247-DATA SERVICES $3.907.183 0.0% 35% 0.0% 12% $45.584] 16% $60.778) 41% $160.195]
Di ion Vacancy $10,053.,638] 3.2% 3.1% 0.0% 2.1% $211,126] 1.7% §174,263] 4.1% $412,199)
|WS25X-TECHNOLOGY PROGRAM OFFICE _|WS250-Technology Program Office $995.181 0.0% 0.0% 10.0% 33% $33.173] 44% $44 230 41% $40.802]
|WS26X-FACILITIES & REAL PROPERTY SVC |WS260-Facilities & Real Propert) $1.075.141 28% 35% 0.0% 21% $22 578 19% $20.069] 41% $44 081
|WS27X-FLEET & WAREHOUSING |WS270-Fleet & Warehousing $1.156.395) 28% 0.0% 0.0% 0.9% $10.793] 03% $3.598] 41% 547 412
Di ion Vacancy $3.226,717) 2.3% 1.9% 1.6% 1.9% $62,383] 1.8% §58,439)] 4.1% §132,295]
Branch Vacancy §19,083.622] 2.6% 2.8% 1.0% 2.1% $407.117] 2.3% $438,923 4.1% $782.429)
WS300-CUSTOMER SERVICE |WS31X-ADMIN-CUSTOMER SERVICE |WS310-ADMIN-CUSTOMER SERVICE $1.002.302 0.9% 35% 0.0% 15% $14.708] 17% $16.602] 41% $41.115]
|WS32X-BUSINESS SUPPORT SERVICE |WS320-BUSINESS SUPPORT SERVICES $658.169)] 08% 35% 0.0% 14% $9.434] 16% $10.823] 41% $26.985)]
|WS33X-CUSTOMER BILLING SERVICES |WS330-CUSTOMER BILLING SERVICES $2.714.865) 08% 0.0% 0.0% 03% $7.240] 01% $2.413] 41% $111.309]
|WS34X-CUSTOMER RESPONSE |WS340-CUSTOMER RESPONSE §7.485.484) 12% 35% 0.0% 16% $117.273] 17% $126.422] 41% $306.905]
|WS36X-UTILITY SERVICE TEAMS |WS360-UTILITY SERVICE TEAMS $5.728.501 14% 35% 0.0% 16% $93.566 17% $98.021 41% $234 869
|WS39X-CUSTOMER PROGRAMS & CONTRA(WS390-CUSTOMER PROG & CONTR MGNT ADM $249.217] 23% 0.0% 0.0% 08% $1.911 03% $637] 41% $10.218]
|WS393-ENVIRONMENTAL PARTNERSHIP §$1.076.807] 29% 0.0% 0.0% 10% $10.409] 03% $3.470] 41% 544 149
|WS394-RESOURCE CONSERVATION $857.702] 10% 35% 0.0% 15% $12.866 17% $14.295] 41% $35.166]
|WS395-SOLID WASTE CONTRACTS $288.736 35% 35% 0.0% 23% $6.737] 19% $5.614] 41% $11.838]
Di ion Vacancy $20,062,283] 2.7% 2.7% 0.0% 1.8% $361,121 1.5% $300,934] 4.1% $822,554]
Branch Vacancy $39,121.,764] 1.5% 1.8% 0.0% 1.1% $430,339)] 1.0% $378.177) 4.1% $1,603,992|
ALL SPU BRANCHES $601,335,391 4.0% 4.2% 4.1% 4.1% $24,654,751 4% $24,053,416) 4.1% $24,654,751]





 

The derivation for each of the report columns is described below:


		Column Name

		Description



		Branch

		The Branch ID & Name from the Organization entity that is related to the budget item.



		Division

		The Division ID & Name from the Organization entity that is related to the budget item.



		Organization

		The Organization ID & Name on the Organization entity related to the budget item.



		Fully Funded O&M Labor Dollars 

		For the designated budget, sum the request amount for budget items by org that meet the following criteria:

 G/L Account ID:  710110, 891200 and 991100

Project Type:  O&M



		Actual Year 3 Vacancy PCT

		Org Vacancy Rate Calculation above for the budget year less 3 years



		Actual Year 2 Vacancy PCT

		Org Vacancy Rate Calculation above for the budget year less 2 years



		Actual Year 1 Vacancy PCT

		Org Vacancy Rate Calculation above for the budget year less 1 years



		Actual  3 Yr Vacancy Avg. PCT

		Year 1 Vacancy  +Year 2 Vacancy + Year 3 Vacancy / 3 yrs



		O&M Labor Vacancy Dollars based on 3 Yr Avg Vacancy

		= O&M Budget for Salary & Wages  and Labor Fringe 

   x 3 Yr Actual Vacancy Avg. PCT



		Budgeted 3 Yr Vacancy Factor Avg PCT

		Retrieve the Budget Factor PCT for the Budget Factor Type ‘org vacancy’ for the prior 3 years from the budget fiscal year and calculate the average.



		Budgeted O&M Labor Vacancy Amt based on 3 Yr Avg Vacancy Factor

		= O&M Budget for Salary & Wages  and Labor Fringe 


   x 3 Yr Budget Vacancy Factor Avg PCT



		3 Yr Actual Dept Vacancy Avg PCT

		Calculate the vacancy rate for all labor positions in each of the last 3 years prior to the requested budget year and divide by 3.



		O&M Labor Vacancy Amt based on 3 Yr Dept Vacancy Avg PCT

		= O&M Budget for Salary & Wages  and Labor Fringe 


   x 3 Yr Actual Dept Vacancy Avg PCT





YTD Labor Vacancy Trend Report

BP&F will provide a Labor Vacancy Trend Report that details the projected Year End Vacancy dollars based on actual YTD vacancies and compares those results to the vacancy dollars in the Adopted Budget and Spending Plan for the current year.  The intent of this report is to provide a tool for the Budget Group to monitor and create Supplemental budget requests based on differences between budgeted vacancy dollars and actual vacancy dollars.  For example, the Spending Plan may include a 2.26 vacancy rate and actual vacancies are lower at 1.96% resulting in a projected year end shortfall of $57K.

A sample report appears below:
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Fiscal Year 2011
Fully Fully
Actual Fully Funded Actual | Funded | Funded Jan Feb Mar

Adopted |Fully Funded| vs Actual | Adopted | O&M 08M | vs Actual | Spending Projected Projected Projected

Budget O&M| Adopted Adopted | Budget | Spending | Spending [O&M SPN| Plan |Jan YTD| YE SPN |Feb YTD| YE SPN |Mar YTD| YE SPN
Labor |BudgetO&M| Budget |Vacancy |Plan Labor|PlanLabor| Labor |Vacancy |Vacancy| Vacancy |Vacancy| Vacancy |Vacancy| Vacancy

Branch Division Organization Dollars__|Labor Dollars|Labor Dollars|Rate PCT| Dollars | Dollars | Dollars |Rate PCT| PCT | Dollars | PCT | Dollars | PCT | Dollars
WS200-FINANCE & ADMIN|WS21X-F&A BRANCH ADMINISTRATION |WS210-ADMIN-FINANCE & ADMINISTRA! $589.012 $607.229 $18.217| 3.0% 5594 864 $612.000 $17.136) 28% 2.0% $12.240] 25% $15.300] 3.0% $18.360]
n Vacancy T $589,012] $607.229] $18,217 3.0% T $594,864] $612,000] $17,136) 2.8% 2.0% $12,240] 2.5% $15,300]  3.0% $18,360)
|WS22X-FINANCE DIVISION |WS221-ADMIN-FINANCE $189.495 $191.991 52.496] 13% $187.383 $191.991 54,608 24% 24% 54,608 24% 54608] 24% 54,608
|WS222-Rates $618.101 $651.318 $33.217| 51% $625.265 $651.318 $26.053] 40% 40% $26.053] 3.0% 519,540} 3.0% 519.540|
|WS223-BUDGET. $1.317.105 $1.327.727 $10.622] 08% $1.317.105 $1.327.727 $10.622] 08% 14% $18.588) 14% $18.588) 14% $18.588
|WS224-GRANTS & CONTRACTS $580.328 $597.045 $16.717| 28% $579.134 $597.045 $17.911 3.0% 3.0% $17.911 3.0% $17.911 3.0% $17.911]
|WS225-ACCOUNTING SERVICES 52,403,677 52427 957 524,280} 1.0% 52254 485 $2.300.495 $46.010] 2.0% 2.0% $46.010] 2.0% $46.010] 2.0% $46.010]
Division Vacancy $5,108,706] $5,196,038| $87,332] 2.2% $4,944,903 $5,068,576| $123,673 2.4% 2.6% $113,170] 2.4% $106,657| 2.4% $106,657]
|WS24X-IT DIVISION |WS241-IT DIRECTOR'S OFFICE 5247 436 $257.746 $10.310] 40% $323.153 $336.618 $13.465| 40% 40% $13.465| 40% 513465] 40% 513 465
|WS242-INFRASTRUCTURE SERVICES $3.706.029 53743 464 $37.435] 1.0% $3.765.423 $3.803.458 $38.035] 1.0% 2.0% $576.069] 29% $110.300{ 29% $110.300)
|WS244-APPLICATION SERVICES 51.044 941 §1.075.042 $30.101 28% $1.154.639 $1.187.900 $33.261 28% 28% $33.261 28% $33.261 28% $33.261]
|WS246-CUSTOMER SUPPORT SERVICI 51.040.237] $1.070.203 529,966 28% $1.054.109 $1.081.137 $27.028] 25% 25% $27.028] 25% $27.028] 25% 527,028
|WS247-DATA SERVICES $3.907.183 $3.907.183 S0 0.0% 54672374 $4.719.570 $47.196] 1.0% 1.0% $47.196] 3.0% $141.587| 3.0% 5141.587]
Division Vacancy T $9,945,827| $10,053,638 $107,811 3.2% $10,877,175]  $11,128,683) $251,508] 2.3% 2.5% $273,766| 3.0% $338,312[  3.0% $338,312]
|WS25X-TECHNOLOGY PROGRAM OFFICE [WS250-Technology Program Office $995.181 $995.181 S0 0.0% $985.229 $995.181 $9.952] 1.0% 1.0% $9.952] 1.0% $9.952] 1.0% 59,952
n Vacancy $995,181 $995,181 $0] 0.0% $985,229)| $995,181 $9,952] 1.0% 1.0% $9,952] 1.0% $9,952] 1.0% $9,952|
|WS26X-FACILITIES & REAL PROPERTY SV(WS260-Facilities & Real Propert; $1.045,037 $1.075.141 $30.104] 28% $1.045,037 $1.075.141 $30.104] 28% 28% $30.104] 41% 544 081 41% 544 081
ivision Vacancy T $1,045,037] $1,075,141 $30,104] 2.8% $1,045,037] $1,075,141 $30,104] 2.8% 2.8% $30,104] 4.1% $44,081 4.1% $44,081]
|WS27X-FLEET & WAREHOUSING |WS270-Fleet & Warehousing $1.124.016 $1.156.395 $32.379] 28% $1.116.820 §1.148.992 $32.172] 28% 1.0% $11.490] 1.0% $11.490] 1.0% 511.490]
Division Vacancy $1,124,016] $1,156,395] $32,379)] 2.8% $1,116,820] $1,148,992| $32,172 2.8% 1.0% $11,490] 1.0% $11,490] 1.0% $11,490)
Branch Vacancy $18,807,779] $19,083,622] $275,843] 2.2% $18,977,758]  $19,416,573] $438,815] 2.26% 1.96% $381,341]  2.30% $446,581]  2.30% $446,581]







The derivation for each of the report columns is described below:


		Column


Nbr

		Column Name

		Description



		1

		Branch

		The Branch ID & Name from the Organization entity that is related to the budget item.



		2

		Division

		The Division ID & Name from the Organization entity that is related to the budget item.



		3

		Organization

		The Organization ID & Name on the Organization entity related to the budget item.



		4

		Actual Adopted Budget O&M Labor Dollars

		The sum the request amount for budget items by org that in the current year Adopted Budget that meet the following criteria:


 G/L Account ID:  710110, 891200 and 991100


Project Type:  O&M






		5

		Fully Funded Adopted Budget O&M Labor Dollars

		The sum the request amount for budget items by org that in the current year Adopted Budget that meet the following criteria:


 G/L Account ID:  710110, 891200 and 991100


Project Type:  O&M


= Sum of Org O&M Labor x ( 1+Budgeted Vacancy Rate)



		6

		Fully funded vs. Actual Adopted budget Labor Dollars

		Difference between Column 5 less Column 4



		7

		Adopted Budget Vacancy Rate PCT

		Retrieve the Budget Factor PCT for the Budget Factor Type ‘org vacancy’ for the prior 3 years from the budget fiscal year and calculate the average.



		8

		Actual Spending Plan O&M Labor Dollars

		The sum the request amount for budget items by org that in the current year Spending Plan that meet the following criteria:


 G/L Account ID:  710110, 891200 and 991100


Project Type:  O&M






		9

		Fully Funded Spending Plan O&M Labor Dollars

		The sum the request amount for budget items by org that in the current year Spending Plan that meet the following criteria:


 G/L Account ID:  710110, 891200 and 991100


Project Type:  O&M


= Sum of Org O&M Labor x ( 1+Budgeted Vacancy Rate)






		10

		Fully Funded vs. Actual O&M SPN Labor Dollars

		Difference between Column 10 less Column 9



		11

		Spending Plan Vacancy Rate PCT

		Retrieve the Budget Factor PCT for the Budget Factor Type ‘org vacancy’ for the prior 3 years from the budget fiscal year and calculate the average.



		12

		Jan  YTD Vacancy PCT

		Actual Jan Org Vacancy Rate for the specified org.


YTD Vacant Days /(Total Available Pocket Days x 1/12) 



		13

		Jan Projected YE SPN  Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Jan  YTD Vacancy PCT



		14

		Feb  YTD Vacancy PCT

		Actual Feb Org Vacancy Rate for the specified org


YTD Vacant Days /(Total Available Pocket Days x 2/12)



		15

		Feb Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Feb   YTD Vacancy PCT



		16

		Mar  YTD Vacancy PCT

		Actual Mar Org Vacancy Rate for the specified org.


YTD Vacant Days /(Total Available Pocket Days x 3/12)



		17

		Mar Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Mar  YTD Vacancy PCT



		18

		Apr YTD Vacancy PCT

		Actual Apr Org Vacancy Rate for the specified org.


Total YTD Vacant Days /(Total Available Pocket Days x 4/12)



		19

		Apr Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Apr  YTD Vacancy PCT



		20

		May  YTD Vacancy PCT

		Actual May Org Vacancy Rate for the specified org.


Total YTD Vacant Days /(Total Available Pocket Days x 5/12)



		21

		May Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x May  YTD Vacancy PCT



		22

		Jun  YTD Vacancy PCT

		Actual Jun Org Vacancy Rate for the specified org


Total YTD Vacant Days /(Total Available Pocket Days x 6/12)



		23

		Jun Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Jun  YTD Vacancy PCT



		24

		Jul  YTD Vacancy PCT

		Actual Jul Org Vacancy Rate for the specified org


Total YTD Vacant Days /(Total Available Pocket Days x 7/12)



		25

		Jul Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Jul  YTD Vacancy PCT



		26

		Aug  YTD Vacancy PCT

		Actual Aug Org Vacancy Rate for the specified org


Total YTD Vacant Days /(Total Available Pocket Days x 8/12)



		27

		Aug Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Aug  YTD Vacancy PCT



		28

		Sep  YTD Vacancy PCT

		Actual Sep  Org Vacancy Rate for the specified org


Total YTD Vacant Days /(Total Available Pocket Days x 9/12)



		29

		Sep Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Sep  YTD Vacancy PCT



		30

		Oct  YTD Vacancy PCT

		Actual Oct Org Vacancy Rate for the specified org


Total YTD Vacant Days /(Total Available Pocket Days x 10/12)



		31

		Oct Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Oct  YTD Vacancy PCT



		32

		Nov  YTD Vacancy PCT

		Actual Nov Org Vacancy Rate for the specified orgTotal YTD Vacant Days /(Total Available Pocket Days x 11/12)



		33

		Nov Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Nov  YTD Vacancy PCT



		34

		Dec  YTD Vacancy PCT

		Actual Dec Org Vacancy Rate for the specified org


Total YTD Vacant Days /(Total Available Pocket Days x 12/12)



		35

		Dec  Projected YE SPN Vacancy Dollars

		= Fully Funded Spending Plan O&M Labor Dollars x Dec  YTD Vacancy PCT





7. 10.2 To-Be Process
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15.0 New Org?


Start


60.0 Org Vacancy 


Factors Revised 


70.0 Calc Org 


Vacancy Rate


1.0 New Calendar 


Year Trigger Org 


Vacancy Rate 


Calculation 


End


10.0 Active Orgs 


Identified


20.0 Assign Dept 


Vacancy Rate


15.1 Yes


15.2 No


25.0 Record New 


Budget Factor 


Value


30.0 Org Vacancy 


Calc Complete for 


All Orgs ?


30.1 Yes


7.2 No


45.0 Org 


Vacancy 


PCT 


Rvwd


50.0 Org Vacancy 


Calc Approved?


50.1 Yes


50.2 No


5.0 Calc Dept Org 


Vacancy Rate




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		New Calendar Year Triggers Org Vacancy Rate Calculation

		BP&F

		BP&F will schedule this process to calculate the Org Vacancy Rate for the new year. 



		5.0

		Calc Dept Vacancy Rate

		BP&F

		BP&F will calculate an overall department vacancy rate for the past year by determining the vacancy days for all active labor positions and dividing that by the total number of labor allocation days for those positions.



		10.0

		Identify Active Orgs

		BP&F

		BP&F will identify the active Organizations that require a Vacancy Rate Calculation.  Closed Orgs will be bypassed.



		15.0

		New Org?

		BP&F

		BP&F will determine if one year of history exists for the org to determine the Org Vacancy PCT.  If the Org does not have 1 or more years of position data, the Org Vacancy PCT will be defaulted to a Finance defined rate which is currently 4%.



		15.1

		Yes

		

		Go to Step 20



		15.2

		No

		

		Go to Step 70



		20.0

		Assign Dept Vacancy Rate

		BP&F

		BP&F will us the Dept Vacancy Rate calculated in step 5 as the Org Vacancy PCT.



		25.0

		Record New Budget Factor Value

		BP&F

		BP&F will maintain the Org Vacancy Rate as a Budget Factor Value.



		30.0

		Org Vacancy Calc Complete for All Orgs?

		BP&F

		Steps 3-6 will be repeated for each active Org identified in Step 2



		30.1

		Yes

		

		Go to Step 45



		30.2

		No

		

		Go to Step 15



		45.0

		Org Vacancy PCT Reviewed

		System Admin

		After the new Org Vacancy Budget Factors are created, the Budget Group will review calculation results and enter any overrides based on knowledge of any exception conditions.  The review and revisions should be done before creating a budget so that the correct factor values are used.



		50.0

		Org Vacancy Calc Approved?

		System Admin

		



		50.1

		Yes

		 

		Go to End



		50.2

		No

		

		Go to Step 60



		60.0

		Org Vacancy Rates Revised

		System Admin

		System Admin will access the appropriate Budget Factor Value and record the needed revision to the vacancy rate PCT.



		70.0

		Calc Org Vacancy Rate

		BP&F

		BP&F will calculate an Org Vacancy Rate based on the average labor position vacancies over the prior 3 years.  A separate calculation will be performed for each year and then the annual results will be averaged.   If the Organization is not new but not in existence for all 3 years, any available years will be used and averaged.





7. 10.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1010

		BP&F shall calculate Org Vacancy Rate PCT at the start of each year and record the result as a Budget Factor.

		

		Option 1



		BR1015

		BP&F shall calculate a Department Org Vacancy Rate PCT that will be used as a default value for any new organization.

		

		Option 1



		BR1020

		BP&F shall calculate the Org Vacancy Rate PCT by calculating an annual vacancy rate pct for each of the last 3 years and then determining an averaging value.

		

		Option 1



		BR1025

		BP&F shall generate a Labor Vacancy Report upon request that provides a comparison of the O&M Labor Vacancy dollars for the specified budget.

		To request this report, the request will designate a budget for a budget type that includes detailed labor dollars.

		Option 1



		BR1030

		BP&F shall generate a Labor Vacancy Trend Report upon request that provides a comparison of the O&M Actual Labor Vacancy dollars versus the Adopted Budget and Spending Plan for the current year.

		

		Option 1





7. 11 Create a Budget

The purpose of this section is to describe universal features that are applicable to all or multiple types of budgets.  Section 7.15 – 7.27 describe the unique features and specific business processes associated with creating a budget for a specific budget type.

7. 11.1 Problem Statement & Desired Change

Historically, Budget Prep supported a single budget and historical data was removed.  The supported budget types were limited to the Adopted and Endorsed Budgets.

BP&F shall support multiple concurrent budgets by user defined budget types including:

· Adopted Budget

· Endorsed Budget

· Supplemental Budget

· Carry Forward Budget

· 6 Yr Budget Forecast

· Spending Plan

· Projected Cost Plan

BP&F shall maintain all historical budgets.


Standard features that are applicable to all or many of the budget types include:

· Detailed Budgeting

· Budget Status Tracking

· Budget Workflow Milestones

· Budget Target Definition

· Budget Issue Paper Tracking

· Budget Item Annotations

Detailed Budgeting

BP&F will provide a multi-tier budget structure to provide detailed budgets.  The 3 –tier structure includes; Budget, Budget Items & Budget Item Details.  

A Budget is the top tier and is used to group Budget Items.  The Budget tier does not maintain any dollar amounts but is used to control status and creation of versions and any what-if scenarios.

A Budget Item is the 2nd tier and provides the budget dollars for a line item.  Each line item is uniquely defined by the following:

· Budget (parent budget instance – could be a version or what-if scenario)

· Fund

· G/L Account

· Activity

· Org

· Time Period (Month/Year or Year)

The Budget Item will also include other hierarchy references required to support the budget process such as BCL, REM Account, Budget Program, etc.  For example, a Budget Item will have a Grand Object & Amount Class assignment that is inherited from the G/L Account.

Many of the hierarchy references can change over time.  For example, the BCL assignment is made via the Project assignment.  An Activity may have multiple Project assignments over time.  Additionally, a Project may be reassigned from one BCL to another.

As BP&F will maintain historical budgets, the budget specific references must be maintained.  For example, suppose in 2010 a CIP Activity was related to a Project assigned to BCL ‘A’.  In 2012, that Activity is reassigned to a different Project that is assigned to BCL ‘B’.   Any 2010 Budget must summarize the dollars for this activity within BCL ‘A’ and the 2012 Budgets must summarize under BCL ‘B’.

Each Budget Item will additionally be described by the following:

· BCL/Sub BCL

· Budget Program/Sub Budget Program

· REM BCL/REM Program

· REM Account

· Hard/Soft Cost Groups via G/L Account

· Project

· LOB/Business Area/LOB Program via Activity

· G/L Program via Activity

· Grand Object/Amount Class via G/L Account


The 3rd tier is the Budget Item Detail.  A Budget Item Detail is created to provide a detailed break-down of the Budget Item.  Common examples include Travel & Training or Professional Services in which a detailed monetary breakout is needed.  For example, for Professional Services, the name of the consulting firm and dollar amount of each contract would be detailed.

As described in Section 7.4, BP&F will support user defined configuration by Budget Type and G/L Account whether a supporting Budget Item Detail is required.   

If Budget Item Detail(s) are input, the sum of the details must equal the Budget Item.

BP&F will allow manual entry of Budget Item Details related to Budget Items where a Budget Detail Required rule does not exist.  For example, suppose Budget Item Details were not required for Office Supply Expenditures.  A particular Organization could supply Budget Item Details not required by BP&F.

The business model below depicts the detailed budget structure:

		[image: image23.png]SUDTER DoF PRBIEST B 77

BUOMEI SN SR ek 51
Ve o









		Budget – The top tier used to define a unique instance of a budget by budget type, version number and year.  Other capabilities include:


· A Budget can represent a what-if-version.  

· Multiple versions of a budget can be defined

· Budget Version may be private restricted to the creating user.

· Budget may be locked from update. 

Budget Item – A budget item is a line amount included in the parent Budget.  The lowest level of granularity for a Budget item is:

· Fund

· Activity

· G/L Account

· Organization

· Timeframe (Month/Year or Year)

For example, a Budget Item would be created to maintain the annual Office Supplies Expenditure for the 2014 6 Yr Budget for the IT Admin Organization.  Other capabilities include:

· Supports different time intervals; month/year or year

· References Starting Point if any

· Summarizes Budget Item Details such as detailed activity labor allocation calculations

· References reporting hierarchy designations such as BCL, Budget Program, REM Account, etc.

Budget Item Detail –Describes the detail content of a Budget Item.  The sum of the Budget Item Details will equal a Budget Item.  For example, if the Budget Item is the travel budget for an Org, the Budget Item Detail provides the specific trip(s) and amounts that comprise the travel budget.  Budget Item Details will also be created for the detail Activity Labor Allocation calculations such as the Labor Fringe calculation for labor position #123 and Activity C123456.  The Budget Detail Required entity specifies the G/L Account that require detail budgeting.





Budget Status Tracking

BP&F will maintain a set of status values for each Budget:

		[image: image24.png]BupceT
BUDGET_KEY.

BUDGET_CREATION DT
BUDGET_CREATED_BY_USER_KEY (FI)
BUDGET_BUDGET_TYPE_KEY (FI0
BUDGET_START_FISCAL_YEAR_NUM
BUDGET_END_FISCAL, YEAR_NOM
BUDGET_AS_OF_FISCAL_OTR_NUM
BUDGET_WHATIF_VERSION_FLAG
BUDGET_VERSIDN_SED_NUM
BUDGET_VERSIDN_BUDGET_KEY (I
BUDGET_VERSION_NAME
BUDGET_PRIVATE VERSION_FLAG
BUDGET_VERSION_DESC.
BUDGET_STARTING_PT_BUDGET_KEY (FK)
BUDGET_BOOK_URL
BUDGET_CITY_COST_MANUAL_URL
BUDGET_MOA_SMRY_MEMD_URL
BUDGET_MOA_SPROSHT_URL.
BUDGET_DEBT_ SVC_MEMO_URL
BUDGET_HEALTH_CARE_MEMD_URL.
BUDGET_PENSIDN_MEMD_URL
BUDGET_CBO_INSTRETN_URL
BUDGET_BIP_INSTRCTN_URL
BUDGET_PSTH_INSTRCTH_URL.
BUDGET_CIP_INSTRCTN_URL
BUDGET_IE_ACCOUNTING_DATE
BUDGET_IE_GENERATED FLAG
BUDGET_CEO_AMENDMENT_ID

BUDGET_STATUS
BUDGET_STATUS_KEY
BUDGET_STATUS_BTSTATUS_KEY (1)
BUDGET_STATUS_BUDGET_KEY (FI)

BUDGET_STATUS_EFFCTV DATE
BUDGET_STATUS_EXPRTN_DATE









		Budget Status – Maintains the status history for each Budget by specifying the Budget Type Status value and budget status period.  The budget status is often used to lock entry to System Administrators or initiate workflow emails for pending deadlines.    If the Budget is a ‘what-if version’, then no automated assignment of a budget status is required.





Budget Workflow Milestones

To facilitate the workflow from budget inception to approval, BP&F should initiate emails when a status does not exist or has not been completed by a System Administrator defined milestone date.  Only those users that have not met the deadline should receive the email notification that their budget entries are due.  For example, the Adopted Budget may include a budget status of ‘preliminary request’ that is due on June 5th.  For those budget stewards that have not submitted their budget requests within 3 days of the status deadline, a reminder notice will be generated.  The grace period days as well as email subject line and body text will be configurable.
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		Budget Status Type - Maintains the valid status value for a budget type.

Budget Status Milestone - Identifies the calendar date when B&F should monitor for completion of a particular status value.  If the status does not exist or has not been completed, those budget users that have failed to meet the status deadline should receive an email notification to prompt completion of the budget task.







Budget Targets

As part of the approval of a budget, comparison of the budget to management defined targets may be required.  BP&F shall support unlimited definition of budget targets   Budget Targets can be defined at a high level for the overall Budget or at a more detailed level by Fund and GL Account.


		[image: image26.png]BUDGET

BUDGET_KEY.

BUDGET_CREATION DT
BUDGET_CREATED_BY_USER_KEY (FI)
BUDGET_BUDGET_TYPE_KEY (FI0
BUDGET_START_FISCALLYEAR_NUM
BUDGET_END_FISCAL_YEAR_NOM
BUDGET_AS_OF_FISCAL_DTR_NUM
BUDGET_WHATIF_VERSION_FLAG
BUDGET_VERSION_SEQ_NUM
BUDGET_VERSIDN_BUDGET_KEY (I
BUDGET_VERSION_NAME
BUDGET_PRIVATE VERSION_FLAG
BUDGET_VERSION_DESC.
BUDGET_STARTING_PT_BUDGET_KEY (FK)
BUDGET_BODK_URL
BUDGET_CITY_COST_MANUAL URL
BUDGET_MOAZSMRY_MEMD_URL
BUDGET_MOA_SPROSHT_URL
BUDGET_DEBT_ SVC_MEMO_URL
BUDGET_HEALTH_CARE_MEMD_URL
BUDGET_PENSIDN_MEMD_URL
BUDGET_CBO_INSTRCTN_URL
BUDGET BIP_INSTRCTN_URL
BUDGET_PSTN_INSTRCTH_URL.
BUDGET_CIP_INSTRCTN_URL

|
|
|
|
i

BUDGETLIE ACCOUNTING_DATE 1L ACCOUNT
BUDGET_PROGRAM BUDGET_IE GENERATED FLAG GLACCT_KEY.
BUDGET_PRO_KEY
_Pro BUDGET_CED_AMENDMENT_ID W
BUDGET_PRG_ID | SUACCT NAME
BUDGET_PRO NAME | — [~ ~SH SLaccT sHoRT_ave
BUDGET_PRG_SUB_PRG_ID | GUACCT_AMT_CLASS CODE
BunoEr pme o PG ruao| | pUBeELTARCET ‘ CrACeTohamb-oaEET
EicaAitai it Wy R TS5 | CUTASCT oo OBlEeT Nave
—oH] BUDTARGET_ORG_KEY (FK) GLACCT_TYPE_CODE
BUDTARGET REM_ACCT KEY (FK) | GUIACCT TYPE_NAME
BUDTARGET REM_BCL KEY () GUACCT_NACTIVE_FLAG
BUDTARGET oL FRG KEY (10 |
BUDTARGET BCL KEV ()
ore BUDTARGET BUSET. PRO_LEY (10 | Funp
ORG_KEY gy ewrareerTrmn v - FUND_KEY
e S BUDTARGET 6L ATCT_KEY (K
R e BUDTARGET BUDGET_KEY (FK) Tonesone
o BUDTARGET PROJECT_TYPE KEY (FK) i
BUDTARGET FISCAL YEAR NOM [P~ — — — — — — | FUND_SHORT_Naw
et e _ FUND_CBD_SRORT_NAME
—oH BupTARGET DESC | FUND INACTIVE FLAG
| [sprancerZant REM_ACCOUNT
o prOGRAM BUDTARGET VARIANCE_THRSHLD_AMT | [rewoscerer
oLpro ke | =
L_PRo_CODE £ REM_ACCT_NAME
GU_PRONAME seL
GL_PRGCATEGORY_NAME REM BeL
GL_PRG_SUB_CTORY_NAME BoL_KeY REM_BCLKEY PROJECT_TYPE
el o PROJECT_TYPE_KEY.
B REM_BCL_D
oL b REM_BCL NAME PROJECT_TYPE_CODE
BoLsuBBCLID e |REM PROGRAM D PROJECT_TYPE_NAME
Sue BeL REM_PROGRAM_NAME







		Budget Target - Defines a threshold dollar amount that the related Budget will be compared to.  A Budget Target can be defined at a summary budget level or at a more granular level including one or more of these factors:

· Budget  (required)

· Fund  (optional)

· G/L Account  (optional)

· REM BCL/REM Program  (optional)

· BCL /SUB BCL (optional)

· G/L Program  (optional)

· Budget Program/Budget Sub Program  (optional)

· REM Account (optional)

· Organization (optional)


Additionally, a variance threshold can be defined to enable variable highlighting of exceptions.  For example, a variance from the target within the threshold amount might be highlighted as yellow versus an exception above the threshold might be highlighted in red.





 An on-request report will be available to show a comparison of a Budget Target its related budget.  The requestor will select a Budget Target as input criteria.  The output will show the target amount versus the budget amount based on the budget target criteria such as Fund, BCL, G/L Account, etc.  The sample report below shows a Budget Target comparison with a Budget Target based on Fund and BCL:
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BUDGET
517,380,000
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50 50
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50
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Budget Item Annotations

BP&F shall enable System Administrator defined Annotation Types required to support the budget process.  Each annotation will be referenced with the appropriate annotation type.
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		Budget Annotation Type - Used to define the valid SPU internal annotations related to budget items.  For example, there could be the cost center mgr.  annotation type, budget group annotation type and finally the E-Team annotation type.

Budget Item Annotation – A textual explanation for the Budget Item.  The Budget It Annotation may be designated as a private note intended to be available only to the authoring user.   A Budget Item Annotation will be required if the Budget Item and Budget Item Baseline Amounts vary by more than the Threshold PCT or Threshold Amt defined for that Annotation Type.





Supporting Budget Documents


BP&F shall the intra/internet location of any supporting Budget documents.  Each budget supporting document will be related to a Budget and optionally a Budget Item.  For example, the document may provide a detail breakdown of the monies included in a Budget Item.

The chart below details the various references could be maintained in the Budget Supporting Documents:
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		Example Budget Documents:


· Budget Book


· City Central Cost Manual


· MOA Summary Memo


· Moa Summary Spreadsheet


· Building Debt Service Memo


· Health Care Memo


· Pension Memo


· CBO Budget Instructions


· CBO BIP Instructions


· CBO Position Instructions


· CBO CIP Budget Instructions


BP&F will maintain the URL location of these various documents as input by the Budget Group.  Upon request, the related document can be accessed and displayed.





Creating a Budget & Budget Items

To create a Budget, the authorized user will select the desired Budget Type, Fiscal Year and often one or more starting points that will be used as the basis for the new budget.

Most commonly, a previous budget will be used as the starting point for a new budget however there can be situations in which using Actual Revenue and Expenditures is the preferred basis.

A different starting point may be specified for the Revenue Plan (Account Type = ‘R’), CIP Expenditures (Account Type = ‘E’ and Activity ID like ‘C’ or ‘E’) and O&M Expenditures (Account Type = ‘E’ and Activity ID like ‘N’, ‘NN’ or ‘NS’).

The budget starting point(s) are used to determine the budget item’s to be included in the budget.  Each Budget Item has 3 amount fields; REM Amount, Baseline Amount and a Request Amount.  The starting point(s) that are used to populate the REM, Baseline and Request amounts may vary.  The REM & Baseline amounts will use a set starting point defined by budget type.  The Request amount basis may be fixed or have a user specified starting point based on the budget type. 

The chart below details the predefined basis (if any) for the Budget Item REM & Baseline amounts as well as any user options for the Request amount starting point:

		Budget Type

		Budget Item REM Amount

		Budget Item Baseline Amount

		Budget Request Amount



		Adopted Budget

		1. Endorsed Budget( if available) Request AMT (final approval)

2. Prior Year Adopted Budget Request Amount (final approval)

		1. Endorsed Budget( if available) Request AMT 


2. Prior Year Revised Budget Request Amt

		User selected starting point (Any Budget or Actual Expenditures)



		Endorsed Budget

		Prior Year Adopted Budget Request Amt

		Prior Year Adopted Budget Request Amt

		Default to Baseline Amount



		Carry Forward Budget

		Default to Zero

		Prior Year Revised Budget Balance (if any)

		Default to Zero



		Spending Plan

		Adopted Budget 

		Adopted Budget

		CIP Expenditures – Use EPMS Spending Plan


Revenue and O&M Expenditures – Adopted Budget



		Supplemental Budget

		Default to Zero

		Default to Zero

		N/A – user defined Budget Items



		Intra/Inter BCL Transfer Budget

		Default to Zero

		Default to Zero

		N/A – user defined Budget Items



		Projected Cost Plan (Current Year)

		Default to Zero

		Spending Plan Request Amt for Q1


Q1 Projected Cost Plan Request Amt for Q2


Q2 Projected Cost Plan Request Amt for Q3

		User selected starting point (Any Budget or Actual Expenditures)



		6 Yr Budget Forecast

		Current Year Adopted Budget Rqst Amt

+ Next Year Endorsed Budget (if any)


+ 4 or 5 Years of Projected Costs

		Current Year Adopted Budget Request Amt

+ Next Year Endorsed Budget (if any)


+ 4 or 5 Years of Projected Costs

		Default to the Baseline Amount





The budget item candidates included in a budget are the union of the REM/Baseline starting point budget items and the starting point(s) for the Request Amount.  BP&F will first determine the REM/Baseline budget item candidates and then add any additional candidates from the request starting point.  The REM/baseline budget item candidates will be compared to the request starting point candidates based on G/L Account, Activity and Org.  Fund is not used in the comparison as a fund allocation may have changed.


For example, suppose the 2012 Adopted Budget is being created and the requestor specified the 2012 Projected Cost Plan as the request starting point.  First, BP&F will determine the REM/Baseline starting point.  In this example, the 2012 Endorsed Budget will serve as the starting point so the budget items from that budget will be used as the basis for the new budget items.  Next,   the budget items from the 2012 Projected Cost Plan will be compared to the REM/baseline items to include any additional items.

There may be items in the 2012 Projected Cost Plan that weren’t included in the REM & Baseline starting point(s).  When that occurs, BP&F will add the new Budget Items and set the REM & Baseline amounts to ‘zero’.  The diagram below illustrates these concepts:
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Example -Creating Adopted Budget from Endorsed Budget with Projected Cost Plan Starting Point .


Budget Item B


REM:       $50 


Baseline: $50


Request: $50


Budget Item C


REM:       $200 


Baseline: $200


Request: $250


Budget Item D


REM:       $0


Baseline: $0


Request: $1000


Budget Item E


REM:       $0


Baseline: $0


Request: $50


REM & Baseline Basis


Request Basis




Section 7.11 provides an overview of the budget item REM, Baseline & Request amount calculations.

7. 11.2 To-Be Process

The process below represents the core functions of creating a budget with baseline amounts.  Specific business process flows by budget type are contained in Sections 7.18 – 7.26.   
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Creation
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Msg Budget 
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12.1 Yes


37.0 Request 


Budget Status 


Update


22.0 BIP Xfer 


Required?


22.2 No


23.0 Xfer BIPS 22.1 Yes




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Deter Budget Starting Pt

		Budget Group

		The Budget Group will determine when to create the baseline budget based on SPU and CBO budget deadlines.  To create the baseline budget, one or more starting points should be determined.  There may be different starting points for the Revenue Plan, CIP Expenditures and O&M Expenditures.



		10.0

		Request Budget Creation

		Budget Group

		Budget Group will use BP&F to request the creation of a budget by specifying a Budget Type, Fiscal Year and supplying one or more starting point(s).  Separate starting points may be identified for the Revenue Plan, O&M Expenditures and CIP Expenditures.



		12.0

		Starting Pt Fiscal Yr Greater than Budget Yr?

		BP&F

		BP&F will validate that the Budget Fiscal Year for the Starting Point is not greater than the Fiscal Year of the Budget to be created.  For example, can’t use the 2016 Projected Cost Plan to create the 2013 Endorsed Budget.  Future years cannot be used as BP&F will not include a process to un-inflate the budget.



		12.1

		Yes

		

		Go to Step 14



		12.2

		No

		

		Go to Step 15



		14.0

		Display Error Msg Budget Start Pt Invalid

		BP&F

		BP&F will display error message the one or more Starting Points has year greater than current budget year.



		15.0

		Create Budget

		BP&F

		BP&F will create the Budget tier first and default the Budget Status to the first sequenced value specified by the Budget Type Status.



		20.0

		Calculate Baseline Budget

		BP&F

		A detailed process flow exists in Section 7.11.





		22.0

		BIP Xfer Required

		BP&F

		If an Adopted Budget is being created and BIPs existed that were related to the previous Endorsed Budget for the same fiscal year, the BIPS should be included in the new Adopted Budget.  For example, suppose the 2013 Endorsed Budget included an $80K BIP for adding a new position.  When the Adopted Budget for 2013 is created, that BIP should be referenced by that budget as the dollars already reflect that BIP.



		22.1

		Yes

		

		Got to Step 23



		22.2

		No

		

		Go to Step 25



		23.0

		Transfer BIPS

		

		If the new Budget being created is an Adopted Budget and an Endorsed Budget exists for the same fiscal year, copy any BIPS from the Endorsed budget to the Adopted budget.



		25.0

		Review Initial Budget Baseline

		Budget Group

		Budget Group will review the results of the initial baseline budget to determine if there are adjustments that should be applied before requesting input from the cost center managers.



		30.0

		Baseline Correction Needed?

		Budget Group

		Budget Group will manually validate to ensure all corrections (if any) have been input.



		30.1

		Yes

		

		Go to Step 35



		30.2

		No

		

		Go to Step 40



		35.0

		Baseline Correction Applied

		Budget Group

		Budget Group will access BP&F and enter the revised baseline amount.  Revisions to a pre-approved baseline budget should be configured to be restricted to the Budget Analyst user group.



		37.0

		Request Budget Status Update

		Budget Group

		Budget Group will set the Budget status to be ‘baseline’ approved to enable cost center mgrs to enter their budget requests.



		40.0

		Update Budget Status

		BP&F

		BP&F will update the budget status based on user defined entry.



		45.0

		Default Budget Request to Baseline Amt

		BP&F

		BP&F will default the budget request amount to the baseline amount.



		50.0

		Email to Submit Budget Requests

		BP&F

		BP&F will initiate an email for the Cost Center Mgrs to enter their budget requests.





7. 11.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1100

		BP&F shall maintain all instances of a budget (past, current and future) as well as unlimited budget versions and what-if scenarios.

		SPU will have multiple concurrent budgets of different budget types and versions.

		Core



		BR1101

		BP&F shall include both Revenues and Expenditures in a budget.

		

		Core



		BR1102

		BP&F shall support detailed budgeting by maintaining a 3-tier budget structure of Budget, Budget Item and Budget Item Detail.

		Note – A Budget Item Detail is optional unless the Budget Detail Required configuration mandates entry.

		Core



		BR1103

		BP&F shall create a new Budget upon request.  

		

		Core



		BR1104

		BP&F shall automatically create Budget Items for each Budget based on the Budget Type.

		Some Budget Types will utilize a prior budget as a starting point while other Budget Types don’t include a starting point and all Budget Items are manually input.  For example, the Adopted Budget may be based on the Endorsed Budget such that all the Budget Items from the Endorsed Budget are copied to the Adopted Budget excluding inactive entries.  Conversely, for the Supplemental Budget, all entries are manually input.

		Core



		BR1105

		BP&F shall support varying starting points for the REM, Baseline & Request Amounts within a Budget based on the Budget Type.

		

		Core



		BR1106

		BP&F shall support user specified starting points for the Request Amount based on Budget Type – some Budget Types have fixed starting point and others support user defined starting points.

		For example, the user may designate a starting point for the Adopted Budget request items versus the Carry Forward Encumbrance Budget where the starting point is fixed.

		Core



		BR1108

		BP&F shall support up to 3 different starting points for creating the Budget Items within a Budget based on the following:


1   Revenue


2. CIP Expenditures


3. O&M Expenditures




		

		Core



		BR1114

		BP&F shall automatically transfer any BIPS related to the Endorsed Budget to the Adopted Budget for that same fiscal year.

		

		Option 1



		BR1115

		BP&F shall enforce that all Budget Items contain the following:


Budget (parent budget reference)


Fund


G/L Account (may be unknown)


Activity


Org/Division/Branch or Division/Branch


Time Period (Month/Year or Year)

		Note the Time Period is defined by the Budget Allocation Method if any for the Budget Type related to the parent Budget.  If no Budget Allocation Method exists, the dollars will be annual amounts.

		Core



		BR1125

		BP&F shall validate and reject any budget creation request where the budget starting point has a fiscal year greater than the target fiscal year.

		For example, cannot use a budget for 2014 as the basis to create a 2013 budget.  BP&F will not provide functionality to un-inflate a budget.

		Core



		BR1130

		BP&F shall allow authorized users to update the Budget Status for a Budget.

		Authorization Is defined via the User Group Budget Privilege configuration (see Section 7.1).

		Option 3



		BR1135

		BP&F shall restrict user access to a Budget based on the assigned Budget Status and the user’s assigned User Group Budget Privilege.

		

		Core



		BR1140

		BP&F shall maintain user defined Budget Status Milestones by Budget. 

		BP&F shall support standard CRUD functions related to Budget Status Milestones.

		Option 3



		BR1145

		BP&F shall send email notification to any Budget Manager with an outstanding task based on the Budget Status Milestone and grace day quantity.  

		Budget Managers who have completed their budget tasks will not receive an email notification.

		Option 3



		BR1150

		BP&F shall maintain user defined  Budget Targets for a Budget.

		

		Option 1



		BR1155

		BP&F shall enable a Budget Target to include one or more of the following factors:


Budget  (required)


Fund  (optional)


G/L Account  (optional)


REM BCL/REM Program  (optional)


BCL /SUB BCL (optional)


G/L Program  (optional)


Budget Program/Budget Sub Program  (optional)


REM Account (optional)


Organization (optional)




		

		Option 1



		BR1160

		BP&F shall enable definition of a variance threshold to enable variable highlighting of variances.

		For example, if a Budget Target of $50M is established and a budget threshold of $1K may be defined.  If a variance exists up to $1K, this might be highlighted in yellow versus a larger variance that is highlighted in red.

		Core



		BR1164

		BP&F shall display budgets as read only based on the User Group Privilege read/update flag.

		

		Core



		BR166

		BP&F shall display budgets as read only based on the Budget Type and/or Budget Type status specified in the User Group Budget Privilege.

		User Group Budget Privilege specifies whether a user has update or read only privileges for a particular budget type and/or budget type status.

		Core



		BR1170

		BP&F shall provide a data extract of all Budget Targets for a Budget upon request.

		Request should be filtered by Budget.

		Option 1



		BR1180

		BP&F shall allow user defined Annotation Types.

		

		Option 1



		BR1185

		BP&F shall enable recording of annotations for any Budget Item based on the valid Annotation Types.

		

		Option 1



		BR1190

		BP&F shall permit user flagging of private annotations intended as a user reference.  BP&F shall only display private annotations for the user author.

		

		Core



		BR1195

		BP&F shall maintain the URL of various Budget reference documents and enable the corresponding display a budget reference document upon request.

		

		Option 3





7. 12 Calculate Budget Item Amounts

7. 12.1 Problem Statement & Desired Change

Based on the Budget Type designation for the budget, BP&F shall determine the starting point budget items as detailed in Section 7.10.  


For each budget item starting point, BP&F will calculate these 3 amounts:


REM Amount - The CBO target amount for the budget item.

Baseline Amount – The SPU target amount for the budget item.

Request Amount - The budget dollars being requested by the stewarding Budget Manager.

The calculation for the Budget Item amount fields can be simple such as copying a value from one budget to another or require the a more complex application of a series of factors in a specified sequence with values that change over time.


Authorized user(s) may manually create a Budget Item and input a REM, Baseline & Request amounts.   If the manual entry does not include a fund designation, BP&F will allocate the entry by fund and create the appropriate number of budget items.


If a budget formula is used to calculate the budget item amount, BP&F shall enable on-line display/access to that formula.


These high level steps will be used to calculate the budget item amounts:


Step 1 - Exclude obsolete budget starting point entries

Step 2 - Calc REM Amount


Step 3 - Calc Baseline Amount


Step 4 - Calc Request Amount


Step 5 - Calculate Dependent Request Amounts

Step 1 - Exclude obsolete budget starting point entries

From the designated starting point(s), the candidate Budget Items for the new Budget are determined (Section 7.10).  If the candidate budget items were derived from a budget that does not have the same fiscal year as the new budget, the starting point(s) budget items must be evaluated to exclude any obsolete data.  The Activity, Organization or G/L Account related to the starting point budget item may have been inactivated in the interim from initial creation to inclusion in the new budget.   

Any excluded starting point budget item will be listed in the Budget Exclusions Report as described later in this section

Step 2 – Calc REM Amount

The REM Amount calculation is dependent upon whether the starting point has the same fiscal year as the new budget (i.e. it is already inflated).

The budget formula applied to create the REM Amount will vary by REM Account.  

If the budget year is the same, the starting point Request amount is used as the new budget item REM Amount.  For example, if the 2012 Endorsed Budget is used as the starting point for the 2012 Adopted Budget, the Request Amount from the Endorsed Budget is used as the REM Amount for the 2012 Adopted Budget.

If the budget year is not the same, the starting point Request amount is multiplied by the REM Account budget factor. For example, if the 2012 Adopted Budget is used as the starting point for the 2013 Adopted Budget, the Request Amount from the 2012 budget is inflated by applying the relevant REM Account factor.  

A Budget Formula Type will be defined for the REM calculation.  The Budget Formula will reference the ‘REM Account’ Budget Factor Type.  Using the REM Account designation on the budget item, the match factor value will be retrieved based on the budget year and the Budget Factor effective and expiration dates.


The Fund designation and REM Account designation from the starting point will be carried forward to the new budget item, even though the fund allocation for an activity may have changed or the REM Account assignment for a G/L Account has changed.  For example, suppose the starting point had 2 budget items for Activity C456789 based on the fund allocation of WTR 60% vs. DWW 40%.  If the current fund allocation is now 80% WTR and 20% DWW, BP&F will retain the original fund allocation (60/40) for the REM Amount.

Step 3 – Calc Baseline Amount

BP&F shall create a baseline amount for each Budget Item.  


The budget formula applied to create the baseline budget amounts will vary by G/L account.  Many G/L accounts will utilize a simple default budget formula that takes the starting point value times the applicable budget factor.  For example, to create the baseline dollars for Office Supplies, the starting point value might simply be multiplied by an inflation rate for that G/L account (ex:  starting point x 1.02%).


The Baseline Amount calculation varies depending on whether the starting point has the same fiscal year as the new budget (i.e. it is already inflated).


If the budget year is the same, the starting point Request amount is used as the new budget item Baseline Amount.  For example, if the 2012 Endorsed Budget is used as the starting point for the 2012 Adopted Budget, the Baseline Amount from the Endorsed Budget is used as the Baseline Amount for the 2012 Adopted Budget.

If the budget year is not the same, the original fund allocation must be excluded by summarizing budget items without the fund. This is needed as the fund allocation may have changed for an activity. For example Activity C123456 may have been allocated to WTR & DWW 60/40 in 2011 and beginning in 2012, the dollars will be fully allocated to the WTR fund.  A new fund allocation will be applied after the starting point has been inflated:

		Starting Point with Original Fund Allocation

		Inflated & Allocated Using Current Fund Allocation
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Next, the non-fund summarized starting point Request amount is multiplied by the Baseline G/L Account budget factor. For example, if the 2012 Adopted Budget is used as the starting point for the 2013 Adopted Budget, the Request Amount from the 2012 budget is inflated by applying the relevant G/L Account factor.  

A Budget Formula Type will be defined for the Baseline calculation.  The Budget Formula will reference the ‘GL Account’ Budget Factor Type.  Using the G/L Account designation on the budget item, the corresponding factor value will be retrieved based on the budget year and the Budget Factor effective and expiration dates.


The current fund allocation is applied to create the new baseline amount.  If a budget item for the new fund allocation doesn’t exist, then a new budget item is added and the REM Amount is defaulted to zero.  For example, suppose the activity allocation went from 100% WTR to 80/20 WTR/DWW.  There will be no starting point for the DWW fund so a new budget item is added and the REM Amount is set to zero. 

Step 4 – Calc Request Amount

The calculation of the Budget Request Amount may require multiple sub-steps: 

Step 4a - Summarize Starting Pt Items without Fund or Time Period

Step 4b – Determine G/L Account

Step 4c - Apply Budget Formula

Step 4d – Apply Current Fund Allocation

4a Summarize Starting Pt Items –

The Starting Point must be summarized without the fund or month designation such that month and fund allocations can be reapplied after the dollars have been inflated. 

4b – Determine Budget Request G/L Account Allocation(s)

The starting point may or may not be defined by G/L Account.  For example, the Projected Cost Plan may be at an Activity Level.  If the starting point dollars does not include a G/L Account designation, BP&F must assign the dollar by G/L account.

If the Activity has actuals from the current year, the starting point dollars will be allocated to the G/L Account actuals proportionately.  For example, if Activity C123456 has Actuals for G/L Accounts A, B & C, the starting point will be proportionately allocated to those same G/L accounts.

If the Activity is new and has no prior actuals, the activity dollars will be defaulted to G/L Account 744590 – Misc Expenditures.

4c – Apply Budget Formula

The budget formula applied to create the Budget Request amounts will vary by G/L account.  

The Request Amount calculation varies depending on whether the starting point has the same fiscal year as the new budget (i.e. it is already inflated).

If the budget year is the same, the starting point request amount is used as the new Budget Request Amount.  For example, if the 2012 Projected Cost Plan is used as the starting point for the 2012 Adopted Budget, the Request Amount from the Projected Cost Plan is used as the Request Amount for the 2012 Adopted Budget.

If the budget year is not the same, the starting point Request amount is multiplied by the Request G/L Account budget factor. 

A Budget Formula Type will be defined for the Request calculation.  The Budget Formula will reference the specific Budget Factor Type(s).  Using the G/L Account designation on the budget item, the corresponding factor values will be retrieved based on the budget year and the Budget Factor effective and expiration dates.

4d – Apply Current Fund & Time Period Allocations

The final step is to apply the current Activity fund allocation and then apply the budget allocation method if the budget requires monthly values. 


Example:


The abbreviate example below shows how the Budget Item amount types would be calculated for the 2012 & 2013 Adopted Budgets.  The user specified request starting points varied; the starting point for 2012 was the 2012 Projected Cost Plan versus the 2012 Actual Expenditures for the 2013 Adopted Budget:


		2012 Endorsed Budget




		

		2012 Adopted Budget

		REM Inflation 2%


G/L Acct Inflation 5%

		2013 Adopted Budget



		REM Amt:       $100

		

		REM Amt        $102

		

		REM Amt      $111



		Baseline Amt   $105

		

		Baseline Amt   $102

		

		Baseline Amt $112



		Request Amt    $102

		      2012 Projected Costs

		Request Amt    $110

		      2012 Actuals + 5%

		Request Amt  $117





Budget Formulas 

At present, the Budget Formulas used to determine both the Baseline & Request Amounts are the same however, that may not be true in the future.  BP&F enables definition of Budget Formula Type along with the association of which formula types are applicable to which budget types.  For example, the Carry Forward Budget would not be assigned to a Budget Formula Type as this budget does not involve an inflation or application of a budget factor value.

Conversely, the Adopted and Endorsed Budgets do require inflation and application of various budget factors.  The formula may vary based on the budget item amount type; REM Amount, Baseline Amount & Request Amount.


The Budget Type Formula designated which Budget Formula Type that should be applied based on the amount type as shown below:
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The table below details how the Budget Type Formula Assignment would be configured: 

		Budget Type

		REM Amount

		Baseline Amount

		Request Amount



		Adopted Budget

		REM Account Formula

		Baseline Account Formula 

		Baseline Account Formula



		Endorsed Budget

		REM Account Formula

		Baseline GL Acct Formula 

		Baseline GL Acct Formula



		Carry Forward Budget

		N/A

		N/A

		N/A



		Spending Plan

		REM Account Formula

		Baseline GL Acct Formula

		Baseline GL Acct Formula



		Supplemental Budget

		N/A

		N/A

		N/A



		Intra BCL Transfer Budget

		N/A

		N/A

		N/A



		Projected Cost Plan (Current Year)

		REM Account Formula

		Baseline GL Acct Formula

		Baseline GL Acct Formula



		6 Yr Budget Forecast

		REM Account Formula

		Baseline GL Acct Formula

		Baseline GL Acct Formula





The Baseline G/L Account Formulas are listed below:

		Budget Formula Type & G/L Account

		Budget Formula 

		Example



		Default Formula - All Expenditure G/L Accounts Except: 710110, 730800, 891200, 893500, 894100,  991100, 993500 & 994100 

		Starting Point  * G/L Account Inflation %

		



		Regular Salary & Wages  - G/L Acct 710110

		Starting Point * GL Acct & Union Inflation %

		Note – this represents the baseline amount.  The budget request amount will be derived from the detailed labor assignments.



		Inventory - G/L Account 730800

		Starting Point x G/L Acct Inflation x Inventory Rate:


+730800  Starting Point

X Inflation  


X Inventory Rate


= Inventory 

		



		Labor Fringe – G/L Account 891200

		Labor Fringe is calculated as follows:


  710110 – Salaries & Wages – Regular Labor 


x Fringe PCT


= Labor Fringe




		Example:


Regular Salary & Wages = $1.1769,319

X Fringe PCT 60%


= $,1061,591


Note – In the future, SPU may adopt a traditional budget approach for fringe benefits.



		IF Inventory OH – G/L Account 893100

		G/L Account 893100 = Account 730800 where FUND <> WTR * Inventory OV%

		



		Inventory Offset – G/L Account 893500

		G/L Account 893500 =Account 893100 x -1


Default Org and Activity to WS632/N632307




		



		Non Water Equipment Offset – G/L Acct 894100

		G/L Account 894100 =Account 842595 x -1


Default org & activity to WS632 and N632404 respectively




		



		G&A Fringe  - G/L Account 991100




		G/A Fringe only applies to dollars associated with CIP activities and NS* OM activities.


Calculation is as follows:


  710110 – Salaries & Wages – Regular Labor 


+710210 – Salaries & Wages – Part-time 


+710310 – Salaries & Wages – TES 


+710320 – Salaries & Wages – Work Study 


+710330 – Salaries & Wages – Interns 


+710411 – Overtime 


+710412 – Billable OT


+710431 – OT Intern/Temps


+710810 – Special Pay 


= Subtotal x G& A Multiplier = G&A Fringe




		Example:


G& A  Multiplier  ( 2.56


Net Labor ( $3,000,000

G & A Fringe = ($3000000 x 2.56)  =  $6,000,000

991100 = $6,000,000





		G&A Credit – G/L Account 991100

		If Account    = 991100, Then  create: 


Org               =  WSGA0

Activity        =  N910102


Amount        =  (99999.99)




		



		Inventory OH – G/L Account 993100

		G/L Account 993100 = Account 730800 where FUND = WTR * Inventory OV%

		



		Inventory Offset – G/L Account 993500

		G/L Account 993500 =Account 993100 x -1


Default Org and Activity to WS632/N632307




		



		WTR Equipment Offset – G/L Acct 994100

		G/L Account 994100 =Account 842595 x -1


Default org & activity to WS632 and N632404 respectively




		





Step 5 – Calculate dependent baseline budget amounts

The baseline calculation for these expenditure G/L Accounts: 730800, 891200, 893500, 894100, 991100, 993500 & 994100 are based on the calculation of predecessor G/L Accounts as shown above.  BP&F will not use the starting point values for these G/L Accounts.  Rather the predecessor account will be calculated and a new calculation will be performed for the dependent G/L Account based on the current value.    For example, the dependent account 891200 - Labor Fringe is based on the value in 710110 – Salary & Wages.  The baseline calculation for account 891200 will be based on the current budget value for 710110 – Salary & Wages and not a starting point value.

Budget Item Exclusion Report

This report will identify any starting point Budget Item that was excluded in creating a new budget due to any of these 4 conditions:


1. Activity is closed (Activity End Year is less than the Budget Yr or Activity Last Status = ‘C’ and Activity Last Status date less than budget yr)

2. Organization is closed (Year of Org Expiration Date is less than the Budget Year)

3. G/L Account is inactive (GL Account Active Flag = ‘N’)

4. Starting Point Budget Item was designated as a one-time charge and the starting point budget item year is prior to the current budget year.

A sample of the report appears below:

[image: image35.png]Budget Item Exclusion Report
2012 Adopted Budget

Starting Point Budget | Budget item [Activity G/L Account org One-Time Flag| Budget Item Amt[Budget Item Exclusion Reason
2012 ENDORSED_BUDGET | 10535481 |CANWILS - New Proj.-Oper. Facility-Other |789950 - Discount on GO Bonds|Ws244 - Application Services N 172,368 |Account Inactive

2012 ENDORSED_BUDGET | 10535482 _|C302102 - CSO Facility Retrofit 710110 - Reg Salary & Wages _|WS653 - Water Maintenance N 66,002 __|Org Inactive

2012 ENDORSED_BUDGET | 10535483 |C105055 - Seattle DS Conservation - MF___|710110 - Reg Salary & Wages _|Ws480 - Proj Management & Engr N 579,887 |Activity Inactive

2012 ENDORSED_BUDGET | 10535484 |N120301 - Internal Communications 434060 - state Grants [Ws120 - Communication sves Y $157,176 _|One-Time Budget Item







7.12.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Retrieve All Starting Point Amounts

		BP&F

		Using the specified starting point(s), BP&F will retrieve the budget items for any Activities that remain active.  An activity, account or org that has closed in the interim will be excluded.  Additionally, if the starting point One-Time Flag is turned on, that entry will also be excluded.



		5.0

		Starting Point Same Year?

		BP&F

		If the starting point has the same year as the new budget, it will be assumed that the starting point reflects inflated dollars, so applying inflation factors can be bypassed.  Additionally, the fund designation the starting point will be assumed to be current.



		5.1

		Yes

		

		Go to Step 10



		5.2

		No

		

		Go to Step 40



		10.0

		Different Budget Interval?

		BP&F

		BP&F will determine if the starting point has a different time interval from the current budget.  For example, the starting point may be stated in annual amounts and the current budget requires monthly amounts or vice versa.



		10.1

		Yes

		

		Go to Step 15



		10.2

		No

		

		Go to Step 20



		15.0

		Re-calc Starting Point 

		BP&F

		BP&F will translate the starting point dollars into the desired budget interval by either aggregating the dollars to an annual amount or translating the annual starting point into monthly values



		17.0

		Starting Pt have G/L Account

		BP&F

		BP&F will determine if Starting Point has a G/L Account designation.  Projected Costs or Spending data from EPMS will only have a labor/non labor designation such that BP&F must determine a G/L Account.  If the Activity has actual expenditures, the G/L Accounts will be assigned based on prorated dollars.



		17.1

		Yes

		

		Go to Step 20



		17.2

		No

		

		Go to Step 19



		19.0

		Prorate Starting Pt by G/L Acct

		

		Using the G/L accounts from the current year actuals, prorate the starting point dollars accordingly.



		20.0

		Determine Budget Item Hierarchies

		BP&F

		BP&F must assign the following hierarchy values to the new Budget Item – the values from the starting point should not be used as references could have changed.  For example SPU BCL may now roll up to a different REM BCL.


PROJECT – using the Activity, BP&F will find the ‘active’ project.


BCL – using the Project, BP&F will retrieve the current BCL assignment from the Project BCL LU.


REM BCL – using the BCL and Fund designations, BP&F will use the REM BCL XREF to retrieve the REM BCL assignment.


REM ACCOUNT – using the G/L Account, BP&F will use the REM GL ACCT XREF to retrieve the current REM Account.


COST GROUP – using the G/L Account and Branch (derived from Org assignment), BP&F will retrieve the Cost Group designation from the Account Cost Group XREF.


BUDGET PROGRAM – using the project id, retrieve the budget program from the Project Budget Program Xref.


G/L PROGRAM – using the Activity designation, retrieves the G/L Program Code.  If the Activity does not include a program designation, use the historical value.





		22.0

		Record Budget Item

		BP&F

		BP&F will create a Budget Item using the starting point; Activity, Account and Organization designations from the starting point budget item.  The Budget Item must also include a Fund designation that will either come from the starting point or from the reallocation in step 60.   BP&F will default the budget request amount to the baseline amount.



		25.0

		All Predecessor G/L Complete?

		BP&F

		The baseline calculation for these expenditure G/L Accounts: 730800, 891200, 893500, 894100, 991100, 993500 & 994100 are based on the calculation of one or more predecessor G/L Accounts.  Until the predecessor accounts are calculated, the successor account cannot be calculated.    



		25.1

		Yes

		

		Go to Step 30



		25.2

		No

		

		Go to Step 5



		30.0

		Calc Dependent G/L Accts

		

		The baseline calculation for these expenditure G/L Accounts: 730800, 891200, 893500, 894100, 991100, 993500 & 994100 are based on the calculation of predecessor G/L Accounts.  The values are calculated and the appropriate Budget Items are updated.



		40.0

		Exclude Dependent G/L Acct Starting Point Values

		BP&F

		The baseline calculation for these expenditure G/L Accounts: 730800, 891200, 893500, 894100, 991100, 993500 & 994100 are based on the calculation of predecessor G/L Accounts.  BP&F will not use the starting point values for these G/L Accounts.  Rather the predecessor account will be calculated and a new calculation will be preformed based on the current predecessor value.  For example, suppose G/L Account B is dependent on G/L Account A.  The starting point values for G/L Accounts A & B were $100 and $50 respectively.  The baseline value for G/L Account A is $105.  The baseline value for G/L Account B would be based on the $105 value not $100.



		45.0

		Summarize Starting Point w/o Fund

		BP&F

		As the Activity Fund Allocation for the starting point year may be different than the current fund allocation, BP&F must summarize the starting point’s values by Activity, Account and Org excluding fund.  The baseline value will be compute without a fund and then a baseline fund value will be created.



		50.0

		Summarize Starting Pt by Year

		BP&F

		Using the values in Step 70, BP&F will summarize monthly amounts into an annual amount as the allocation method may have changed or the budget may not require monthly amounts.



		51.0

		Starting Pt have G/L Account

		BP&F

		BP&F will determine if starting point has a G/L Account designation.  If not, G/L Account starting point amounts will be calculated from actual expenditures or a default account value will be set.



		51.1

		Yes

		

		Go to Step 52



		51.2

		No

		

		Go to Step 60



		52.0

		Apply Applicable Budget Formula

		BP&F

		Based on the G/L Account of the budget item, apply the applicable budget formula.



		53.0

		Monthly Alctns Needed?

		BP&F

		BP&F will determine if the baseline amount is expressed as an annual value or a monthly value based on the Budget Type and Budget Allocation Method.  



		53.1

		Yes

		

		Go to Step 54



		53.2

		No

		

		Go to Step 55



		54.0

		Determine Monthly Allocation

		

		If monthly values, apply the Budget Allocation Method.  If no method exists, allocate evenly across all 12 months.



		55.0

		Apply Current Fund Allocation

		BP&F

		The Activity entity maintains the current fund allocation PCT which are applied to calculate fund allocations.



		60.0

		Determine Starting Pt G/L Account

		

		If the starting point does not contain a G/L Account designation, then use historical actual and prorate the starting point using the actual G/L accounts.  If no prior actual exist, then default the labor dollars to 710110 and the non-labor dollars to GL Account 744590.





7.12.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1200

		BP&F shall enable real-time calculation of Budget Item amounts (REM, Baseline, Request) when a new Budget is created and a starting point is specified.

		

		Core



		BR1205

		BP&F shall include both Revenue and Expenditure amounts in Budget Item calculations.

		

		Core



		BR1210

		BP&F shall incorporate multiple starting points that can vary by Activity Type (CIP vs. O&M) as well as Account Type (Revenue vs. Expenditure) for the Request Amount.

		

		Core



		BR1215

		BP&F shall apply variable G/L Account related formulas in calculating the REM, Baseline  & Request amounts for a Budget Item. 

		

		Core



		BR1217

		BP&F shall enable display of the budget formula used to calculate a Budget Item amount (REM, Baseline or Request amount).

		

		Core



		BR1220

		BP&F shall automatically create and calculated dependent Budget Items.  For example, Labor Fringe cannot be calculated until Regular Salary & Wages are calculated.

		

		Core



		BR1225

		BP&F shall calculate the Request Amount by summarizing the Start Point dollars excluding the original fund & month designations, inflate that value and then apply the current activity fund allocations as well as monthly allocation methods if applicable.

		

		Core



		BR1230

		BP&F shall automatically allocate any manual budget item entries to the appropriate fund and months based on the activity designation and budget allocation method for the specified GL Account & Budget Type.

		

		Core



		BR1235

		BP&F shall calculate and maintain budget amounts by rounding up to the nearest whole dollar.  

		For example, the calculation result of $440.23 would be maintained as $441 in BP&F.

		Core



		BR1240

		BP&F shall allocate budget items to G/L Accounts if the Budget Type requires G/L Account assignments using the GL Accounts from the prior year actual expenditures.  If the Activity is new and no prior actual exist, a default the G/L Account (744590) will be assigned.

		

		Core



		BR1245

		BP&F shall allocate the request amounts to monthly amounts if needed based on the Budget type and Budget Allocation Method. 

		

		Core



		BR1250

		BP&F shall bypass starting point amounts related to inactive G/L Accounts, Activities or Orgs when creating a new budget.

		

		Core



		BR1255

		BP&F shall exclude starting point amounts if the One-Time Flag is set to ‘Y’ and the starting point budget year is prior to the new budget year when creating a new budget.

		

		Core



		BR1265

		BP&F shall create a Budget Item Exclusions Report upon request that lists the budget items from the starting point that were excludes as the Account, Activity or Org was inactive or the one-time flag was set to ‘Y’.

		

		Core





7.13 Approving a Budget Request 

Once a budget has been created with baseline values, the budget will be validated and approved.  The approval process can vary based on the budget type.  Some budget types are internal plans that only require SPU approval while others require City Council approval.  The approval process has multiple layers that vary by budget type as well as dollar impact of budget request.


The initial approval is generally done by the stewarding budget managers.

The individual budget managers (Org Manager, CIP PM, Branch Admin or Branch Budget Admin) will review their stewarded portion(s) of the budget to provide revisions to existing budget items as well as request new budget items to create a budget request.  

After the budget manager has entered all budget revisions/additions, follow-on approvals will be required that vary based on the budget type.  This section focuses on the SPU internal approval process.   Coordination of the approval with CBO and City Council will be included Sections 7.17 – 7.25 which describe the specific approval process for each budget type.  

7.13.1 Problem Statement & Desired Change

To validate the budget, each budget manager should review the budget items included in their stewarded section of the budget. The review may result in a change to the Budget Request amount or an entry of a new budget item.

When a new budget item is added or the request amount for an existing budget item is changed, the budget manager will be required to classify the entry to facilitate the review/approval process.  The Budget Request Type Code will include these values:


· Budget Add – an overall increase in the budget.

· Net Zero Reallocation within Stewarded Activity(s) – budget dollars are being redistributed by G/L account within the same activity or to an activity the Budget Manager Steward.

· Transfer to Other Budget Manager – budget dollars are being transferred to a different Organization or Activity not stewarded by the budget manager entering the change.

· Budget Reduction – budget dollars are being reduced.

Changing a Budget Item Amount

Generally, changing a budget item amount is a simple process of entering a revised value.  However, there are a couple of special validations that will be applied:

· Verify that Budget Request Type Code specified


· Verifying Budget Item Detail (if any) remain in-sync with the revised budget item amount

· Verifying Annotation input if the variance between the Budget Request and Baseline amounts requires an annotation

A change to a budget item relationship is not allowed.  For example, if the budget item was manually input and the wrong G/L account was specified, the way to correct is to set the budget item amount to zero on the invalid entry and create a new valid entry.

BP&F will edit to verify that an annotation is always recorded if the Budget Request amount is zero. 

Adding a New Budget Item 

As part of developing the overall budget request, new budget item(s) may be requested that weren’t included in the original budget creation.  When a new budget item is required, the Budget Manager will have the option of entering the following:


		Element

		Required/Optional

		Explanation



		Request Type 

		R

		



		Activity

		R

		



		G/L Account 

		O

		Not All Budget Types require the G/L Account granularity or there may be a difference between CIP and O&M for some budget types.  BP&F will enforce entry where applicable.



		Amount

		R

		



		GL Program 

		O

		Needed for Revenue Entries



		Fund

		O

		A fund designation is required however BP&F will not require entry of the Fund and apply the Activity Fund Allocation accordingly.



		Month

		O

		Dependent on Budget Type – if a budget type contains monthly values and the budget manager does not enter a monthly amount, BP&F will create monthly values using the Budget Allocation Method assigned to the G/L Account.



		Org 

		O

		Not All Budget Types require Organization granularity or there may be a difference between CIP and O&M for some budget types.  BP&F will enforce entry where applicable.





BP&F will enforce restriction on which Activities and G/L Accounts a budget manager can utilize.  For CIP, the Budget Manager will be restricted to those Activities that they steward via the Activity Budget Steward.  For O&M, the Budget Manager will be restricted to the Activities that are stewarded by their Division (via the Activity/Project/Budget Program & Project assignment) or those where a specific exception has been granted to allow budgeting of an O&M activity across Divisions or Division/Branches.


BP&F will also enforce a G/L Account restriction if the user is associated with a User Group that has a G/L Account Restriction defined.

The Activity and G/L Account restrictions will enable BP&F to filter the selection lists presented to the Budget Manager.


The Budget Manager will have the option of entering a summarized budget amount without specifying the fund or month allocations.  BP&F shall create monthly allocations if the amount entered is not sufficiently granular.  Depending on the number of funds related to the activity, BP&F can apportion a single budget item into 36 entries (one budget request by activity, account & org x 12 months x 3 funds).

Alternately, the budget manager will also be able to specify the exact dollar amount by Activity, Org, Account and Month (when applicable).

The fund allocation will be based on the current Activity Fund Percentages.   It is assumed that the fund allocation is constant for the budget year so no prorating of the fund split changes is required.

Month allocations will be performed if specified by the Budget Type and the budget manager provided an annual amount.  BP&F will use the Budget Type Allocation Method to allocate the dollars by month.  If a Budget Allocation Method was not defined for a G/L account, the default allocation will be 12 equal monthly amounts.

BP&F shall enable entry of annotations related to a Budget Item.  Each annotation will be referenced with the appropriate annotation type.


Budget Request Review 

To facilitate the approval process, when a Budget Item is created it will be associated with a Budget Request. A Budget Request is a collection of Budget Items that is stewarded by a particular user.  For CIP, a separate Budget Request will be created for all C & E activities.  For O&M (N Activities), a separate Budget Request will be created for each stewarded Org.

BP&F will use the Activity Budget Steward assignments to make the determination of which Budget Items should be grouped into a Budget Request for CIP.  For example, if a CIP PM stewards 3 separate CIP Activities, 3 separate Budget Requests will be created that include all Budget Items with matching activity assignments.  The Budget Request will not filter or exclude G/L accounts.  For example, the CIP PM may not be able to directly enter Labor Fringe but it is part of their overall budget so is included in the Budget Request.

For O&M, BP&F will use the Labor Budget Steward assignments to make a separate Budget Request for any Org the user activity steward.  The Budget Items to be included in the Budget Request will be limited to those stewarded Activity assignments within a steward organization.


To facilitate the review/approval the budget manager (CIP or O&M) the Budget Request should be presented in a grid format including:

1. Activity

2. Amount Class

3. G/L Account

4. Total Request Amount

5. Monthly Allocation Amounts

The budget dollars will be summarized without fund as BP&F will perform any needed fund allocations:

[image: image37.emf]Activity Amount Class GL Account Baseline AmountRequest Amount Request Type Jan Feb Mar Apr…


C365656 - Sediment Remediation Regular Wages and Benefits 710110 - Salary & Wages 1,000 $                     1,000 $                        - $                 200 $                 200 $                 200 $             


891200 - Labor Fringe 200 $                        200 $                            - $                 40 $                   40 $                   40 $                


991100 - GA Fringe 100 $                        100 $                            - $                 10 $                   10 $                   10 $                


Subtotal   1,300 $                     1,300 $                        - $                 250 $                 250 $                 250 $             


Rentals & Utilities 842540 - Rentals Comm Eqpt 9,000 $                     10,000 $                      Budget Add 1,000 $             1,000 $             5,000 $             1,000 $          


Subtotal   9,000 $                     10,000 $                      1,000 $             1,000 $             5,000 $             1,000 $          


Services 741190 - Professional Services 500,000 $                500,000 $                    100,000 $        100,000 $        100,000 $        50,000 $       


849999 - SDOT 5,000 $                     5,000 $                        - $                 - $                 2,500 $             2,500 $          


Subtotal 505,000 $                505,000 $                    100,000 $        100,000 $        102,500 $        52,500 $       


C365656 Total 515,300 $                516,300 $                    101,000 $        101,250 $        107,750 $        53,750 $       




Some request amounts will be protected from entry as they have been locked by the Budget Group or the user does not have update authority based on the G/L Account.  For example, CIP PM could not directly change the Salary Wages value.  The Org Resource Mgr would enter a revised Labor Assignment which in turn would update the Salary & Wages and any dependent G/L Account such as Labor Fringe.

For any Budget Item with Budget Item Details, BP&F will provide a method to click to see the related details.  In the example below, Professional Services had an underscore that was clicked to view the Budget Item Details:

[image: image38.emf]Activity Amount Class GL Account Baseline AmountRequest Amount Request Type Jan Feb Mar Apr…


C365656 - Sediment Remediation Regular Wages and Benefits 710110 - Salary & Wages 1,000 $                     1,000 $                        - $                 200 $                 200 $                 200 $             


891200 - Labor Fringe 200 $                        200 $                            - $                 40 $                   40 $                   40 $                


991100 - GA Fringe 100 $                        100 $                            - $                 10 $                   10 $                   10 $                


Subtotal   1,300 $                     1,300 $                        - $                 250 $                 250 $                 250 $             


Rentals & Utilities 842540 - Rentals Comm Eqpt 9,000 $                     10,000 $                      Budget Add 1,000 $             1,000 $             5,000 $             1,000 $          


Subtotal   9,000 $                     10,000 $                      1,000 $             1,000 $             5,000 $             1,000 $          


Services 741190 - Professional Services 500,000 $                500,000 $                    100,000 $        100,000 $        100,000 $        50,000 $       


849999 - SDOT 5,000 $                     5,000 $                        - $                 - $                 2,500 $             2,500 $          


Subtotal 505,000 $                505,000 $                    100,000 $        100,000 $        102,500 $        52,500 $       


C365656 Total 515,300 $                516,300 $                    101,000 $        101,250 $        107,750 $        53,750 $       




[image: image39.emf]GL Account Name Description Est Completion Date2012 Amount


741190 - Professional Services Acme ConsultingSoil Testing 12/31/2012 100,000.00 $ 


C2HM Hill Engineering 6/1/2013 350,000.00 $ 


CK Composites New Equip Install 12/31/2012 50,000.00 $    


Total 500,000.00 $ 


Budget Item Details




BP&F will also provide the option to present the Budget Request by comparing the REM fund dollars to the Request fund dollars as shown below:
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C365656 - Sediment Remediation Regular Wages and Benefits 710110 - Salary & Wages $400 $600 $0 1,000 $                    1,000 $                    400 $               600 $              - $       


891200 - Labor Fringe $80 $120 $0 200 $                       200 $                       80 $                  120 $              - $       


991100 - GA Fringe $40 $60 $0 100 $                       100 $                       40 $                  60 $                 - $       


Subtotal   $520 $780 $0 1,300 $                    1,300 $                    520 $               780 $              - $       


Rentals & Utilities 842540 - Rentals Comm Eqpt $4,000 $6,000 $0 10,000 $                 8,000 $                    Budget Reduction 3,200 $            4,800 $           - $       


Subtotal   $4,560 $6,840 $0 10,000 $                 8,000 $                    3,200 $            4,800 $           - $       


Services 741190 - Professional Services $200,000 $300,000 $0 500,000 $               500,000 $               200,000 $       300,000 $      - $       


849999 - SDOT $2,000 $3,000 $0 5,000 $                    15,000 $                 Budget Add  6,000 $            9,000 $           - $       


Subtotal $206,560 $309,840 $0 505,000 $               515,000 $               206,000 $       309,000 $      - $       


C365656 Total $408,560 $612,840 $0 516,300 $               524,300 $               209,720 $       314,580 $      - $       




Note – the grid formats above are intended to present data content and do not represent the final UI layout.

BP&F will also provide a report Budget Request Baseline Comparison Report that compares the REM Amount by Fund to the Request Amount by Fund based on Project Type and Activity:

[image: image41.png]Budget Request Baseline Comparison Report
2012 Adopted Budget
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CIPvs OM _|Act WTR DWW W Total WTR DWW W Total WTR Diff Total Difference
CIP C100013-FRESHWATER CONSERVATION 522,001 5220015 20997 s 20997[s 100415 - Is —Is 1,004
(C100015-Duinstrm Habit Prot-nstrm Fhys $954.590 $954590[5 880377 s B803r7|s  74213[s —Is —Is 74213
C100016-PASSAGE FOR PEAK FLOWS 562 594] 5625945 64.000 s 84000(s  (1406)5 —Is —Is (1.406]
(C100017-BANK STABILIZATION 563 233] $83233[5 39402 s 394025 4383i[s —Is —Is 43831
C100018-RIPARIAN CONIFER UNDERPLANTING $144. 538 $144538[5 37200 s 37200(s 10733 —Is —Is 107.338
C100019-LWD REPLACEMENT IN STREAMS $110.090 sM0290[5 110202 s 110202[s 865 —Is —Is )
C100020-RIPARIAN RESTORATION THINNING 585 663) $68.663(5 42495 S 424985 46655 —Is —Is 45165
C100021-STREAM CROSSING FOR FISH PASSA 528 764] 5287645 28980 s 26980(s @165 —Is —Is (15)
C100022-BANK REVEGETATION 581.913] 581916[5 38499 S 384995 43419[s s s 13419
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o [E100064-TPL2 1811 East of Tieline 54.506) $4506[5 14664 s 1a6ed]s (01585 - Is -~ Is (10.155]
[E101008-Rock Creek Fishway 57.124] S7124[5 10036 s 100%[s (9125 —Is —Is (2912)
[E102027 Drinking Water LIMS $10.200) $10.200) s 10200[s —Is —Is 10.200
[E102026-Water Design Standards 536 020) 536,020 5 2927 H 29275 330935 —Is —Is 33093
[E103032-Morse Lake Pump Plant S 2000.000 S 20000005 (2000.000) —Is —Is (2.000.000)
[E104057 Tot Fisheries Mitigation 51752 517525 181 H 18145 2[5 —Is —Is 2)
[E105018-5PA - Rd Improve 534.770) 534.770) s aarm0ls —Is —Is 34770
[E105019-6PA Rds Other Decommission $405.169 $405.169]5 292 558 S 297568]s  112611]s —Is —Is 112611
[E105021-6PA - Trillum Rds Improve 51.053) 51.053) H 10835 —Is —Is 1053
11910105-HEAVY EQUP DEPREC OFFSET-WATER | 51742596 51742 596[ 5 _(1.742.595) S (174259) 5 s —Is —Is )
1910106-HEAVY EQUP DEPREC OFFSET-DWW. 51,019 254] 51,019 2541 S (1.019.254) S (1019254)(5 —[s —Is —Is N
1910107-HEAVY EQUP DEPREC OFFSET-SW 5526066 5526066 S (526066) 5 (526.066)5 —Is —Is —Is -
1N40029-Shoreline Franchise Fee $514 556 S514556[5 616,046 S 6160465 (101490)5 —Is —Is (107490
NNG0013-5621 First Ave S Lease Pymt $163.654] 551219 5204872[s 163654 ]5 61218 s omsr2[s -~ [s —Is —Is N
1NG0004-Local Source Control Specialst 590 001 590 001 S 90000 s 90000]s s s —Is 1
NNG000T-Dam Safety General Actiities $189.067] $189.087[5 217916 s 2779165 (8.829)5 —Is —Is (@3.829]
NN§0023-Apprenticeship Hiring S 51000[s 51000 S 1020005 (510005 (57.000) 5 —Is (102.000)
1N50039-Budget Reductions -WF 51280937 51280937 S 1280937[5 -~ [s —Is 1.280 937
1N50040-Budget Reductions -DWF $320,040 $320.040 S 500000 S 500000(s - |5 rr9ge0)s —[s (179.960)
1N50041-Budget Reductions -SWF 528703 528,703 § 500005  50000]s s - [s @roon[s (21.297)
1NS0045-Steel Storage Deferred Maint s 20839 s 208395 (208395 —Is -~ [s (20839
1N50054-Lake Forest Park Franchise Fee H 5500 H 5500]5 (85005 —Is —Is (3.500]
1S09029-SDOT Design Guidance s 36001 s 36001[s - [ (@eoos —Is (36.091)
1S09030-SDOT Plan Review s 50407 s 504075 — s (odons —Is (50.407)
1S90051-CGDB MANAGEMENT 5132656 5132656 s (67.781) ENGAG)H — s 2004375 —Is 200437
1S50052-CORPORATE DATA MAINTENANCE $195.654 $195.654 H — s 1958545 —Is 195854
1S90053-CORPORATE GIS TECHNICAL SUPFOR 5282.102 5282.102 H — s os02[s —Is 252102
1S50054-CORPORATE PROJECTS & PROGRAMS 5126193 5126193 H -~ [s 126193[s s 126193
OM Total $194,266,470] $247,278,559] 159,790,362 $601,335,391] § 199,207,393 | $ 252,431,511 | $ 154,449,607 | $ 606,088,511 | § (4,940,923)[ § (5152.952)| § 5,340,755 | § (4,753,120
Grand Total '$292,814,165) $330,727,899| $193,657,582] $817,199,646] $ 295,839,154 | $ 332,648,661 | § 183,016,456 | $ 811,504,271 | $ (3,024,989)[ § (1,920,762)[ $ 10,641,126 | § 5,695,375







Approving the Budget Request

For each Budget Request, one or more approvals will be required.   BP&F will automatically generate approval requests based on the Budget Type. 

Approval requests are not created for a ‘what-if’ budget regardless of the budget type.  What-If budgets are described in Section 7.25.

Generally, an approval is needed from both the stewarding Budget Manager and the Budget Group.  


When an approval request is created, a sequence must be designated.  The approval requests will be released to the approver using an email notification to identify that an approval is needed. 

Additionally, BP&F will provide a task list of outstanding approval requests by user.

Email notifications of approval requests for the Budget Analysts will be bypassed as it is assumed that they will actively monitor their task list on a daily basis.


BP&F will release the approval requests in sequence.  The succeeding approval request will not be released until the prior approval request has been approved.  


For each approval request, the approver will have an option to either approve or reject.  If the request is approved, the next (if any) sequenced approval request is released.


If an approval request is rejected, the budget request is returned to the Budget Manager for revision.  A new set of approval requests will be created to repeat the approval process based on the revised amounts.  Any successor approval requests will be cancelled.

Budget Analyst will have the option to manually add additional approval requests.  For example, the Budget Analyst could designate that a large ‘budget add’ requires the approval of both the Division Director and Branch Manager.


The matrix below details the approval requests that will be automatically created by BP&F:


		Budget Type

		Automated Budget 


Approval Request Creation 

		Initial BP&F Approval Requests & Sequence



		Adopted Budget

		Yes

		1. Budget Manager


2. Budget Analyst



		Endorsed Budget

		Yes

		1.Budget Manager


2.Budget Analyst



		Carry Forward Encumbrance Budget

		Yes

		1. Budget Analyst



		Carry Forward Special Budget

		Yes

		1. Budget Analyst



		Spending Plan

		Yes

		Approvals only for O&M Expenditures & Revenue 


1.Budget Manager


2.Budget Analyst



		Supplemental Budget

		No – manual entry by Budget Analyst

		



		Intra/Inter BCL Transfer Budget

		No – manual entry by Budget Analyst

		



		Projected Cost Plan (Current Year)

		Yes

		Approvals only for O&M Expenditures & Revenue 


1 Budget Analyst

2.Budget Manager


3.Budget Analyst



		6 Yr Budget Forecast

		No – manual entry by Budget Analyst

		





Approval Scenarios

The examples below detail how approval requests are created rejected and cancelled for the Adopted Budget.

As detailed in the matrix above, the approval requests for the CIP PM and the Budget Analyst will be created for the Adopted Budget.  If the CIP PM approves the request (i.e. Status = Approved), then BP&F will update the status on the approval request for the Budget Analyst to ‘released’:


		CIP PM Approval

		 Budget Request Approval Entries



		Sequence

		1

		2



		Assign to User

		CIP PM

		Budget Analyst



		Assign to User Group

		 

		 



		Email Sent Flag

		Y

		Y



		Status

		Approved

		Released



		Status Date

		28-Apr

		 28-Apr





The Budget Group can either reject or approve the request.  If the request is rejected, the Budget Request is returned to the Budget Manager for revision.  A new set of approvals is created and an email notification is sent to the CIP PM as shown in the sample data below.

		Budget Analyst Denial

		Budget Request Approval Entries



		Sequence

		1

		2

		3

		4



		Assign to User

		CIP PM

		Budget Analyst

		CIP PM

		Budget Analyst



		Assign to User Group

		 

		 

		 

		 



		Email Sent Flag

		Y

		Y

		Y

		N



		Status

		Approved

		Rejected

		Released

		On Hold



		Status Date

		28-Apr

		1-May

		 1-May

		 1-May





If the Budget Group approves the request, BP&F will automatically lock the related Budget Items.  Locking the Budget Items will prevent revision once the Budget Request is approved by the PM.  


The Budget Group can act as the final ‘approver’ or create additional approval entries.  For example, based on the existence of a large budget add, the Budget Group may determine that both the Branch Manager and Division Director should approve the request.  The sequence of the approvers must be specified.  Designation of the approver is manual.  Continuing with the example above, the following approval would be created:

		Budget Analyst Approval

		 Budget Request Approval Entries



		Sequence

		1

		2

		3

		4



		Assign to User

		CIP PM

		Budget Group

		Division Director

		Branch Manager



		Assign to User Group

		 

		 

		 

		 



		Email Sent Flag

		Y

		Y

		Y

		N



		Status

		Approved

		Approved

		Released

		On-Hold



		Status Date

		28-Apr

		1-May

		 1-May

		 1-May





Continuing with the above example, if the Division Director rejected the request, the outstanding request for the Branch Manager would be cancelled and a new request created for the CIP PM & Budget Groups:

		Branch Mgr Denial

		 Budget Request Approval Entries



		Sequence

		1

		2

		3

		4

		5

		6



		Assign to User

		CIP PM

		Budget Group

		Division Director

		Branch Mgr

		CIP PM

		Budget Group



		Assign to User Group

		 

		 

		 

		 

		 

		 



		Email Sent Flag

		Y

		Y

		Y

		N

		Y

		N



		Status

		Approved

		Approved

		Rejected

		Cancelled

		Released

		On Hold



		Status Date

		28-Apr

		1-May

		2-May

		2-May

		2-May

		2-May





Pending Approval List

For workflow management purposes, BP&F shall provide a list of any outstanding approval requests by user.  An approval request will be listed if the approval status is set to ‘released’.

For non-Budget Analysts, the Assigned To list will only display the user and any user the current user is designated as a backup.  For example, suppose in Division ‘A’, Mary is the budget admin and Bill is her backup in case of vacation, illness, etc.  For Bill, he would see his own name listed as well as Mary’s as he is her backup.  


The Assigned To user will be defaulted to the current user for entry ease.


The Budget Analyst and System Administrator user groups will have the option of selecting all pending approval requests and using these filter criteria options:

		Request Criteria

		Sample UI



		Budget Type (drop down to filter by budget requests to a budget type.

Past Due (check box to limit entries to only the past due approval requests)

Assigned To (list of Users)



		

[image: image42.emf]Smith, John


Stuckey, Mary


Suggs, Bill


Assigned To


Adopted Budget


Endorsed Budget


Projected Cost Plan


Spending Plan


Budget Type


Only Past Due Approval Requests








Based on the entered filter criteria, the list output will be displayed:

		Outstanding Budget Approvals for:   Hanks, Tom



		Budget

		Current Budget Status

		Budget Steward

		Assigned To

		Status Due Date



		2012 - Adopted Budget

		Pending Budget Manager Approval

		Clooney, George

		Hanks, Tom

		6/15/2011



		2013 - Endorsed Budget

		Pending Budget Manager Approval

		Cruz, Penelope

		Hanks, Tom

		6/30/2011





To access the Budget Request, the desired Budget will be selected and the grid approval format displayed.


7.13.2 To-Be Process
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Start


75.0 


Review  


Budget 


Request


70.0 Display 


Stewarded 


Budget Items


25.0 Mark all  


Budget Items as 


Read Only 


20.0 User Access 


to Budget 


Status?


20.1 No


20.2 Yes


40.0 Mark Budget 


Items for 


Restricted Accts 


as Read Only


55.0 Filter Budget 


Items by Activity


Go to Step 55


Go to Step 100


60.0 User Note 


Type 


Restrictions?


60.2


65.0 Hide Budget 


Items Annotations


60.1 Yes


5.0 Retrieve 


Allowable Budget 


Type Budgets


1.0 Request 


Available 


Budgets


10.0 Exclude 


Private Budgets 


Not Created by 


Requesting User


15.0 Select 


Desired Budget


30.0 Mark Locked 


Budget Items as 


Read Only 


12.0 Present 


User’s Available 


Budgets


80.0 Approved 


Budget Request?


80.2 No


Go to Step 280 80.1 Yes




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Request Available Budgets

		Budget Manager

		Budget Mgr will access BP&F to select a desired budget to review.  BP&F will hide any private budgets and what-if budgets.  



		5.0

		Retrieve Allowable Budget Type Budgets 

		BP&F

		BP&F will determine the Budget Types the user has access to and only list budgets related to the allowable Budget Types.  Within the allowable Budget Types, if the user does not have permission to access ‘What-If’ budgets, those will be excluded.



		10.0

		Exclude Private Budgets Not Created by Requesting Users

		BP&F

		Any budgets related to the allowable budget types from Step 5 will be evaluated to determine if they are marked as ‘private’.  If the private user is not the requesting user, those budgets will be excluded from display.



		12.0

		Present User’s Available Budget

		BP&F

		Based on the user’s profile any available budget will be presented excluding private budgets the user didn’t create.



		15.0

		Select Desired Budget

		Budget Manager

		Budget Manager will select the desired Budget from the list of available budgets determines in steps 5 & 10.



		20.0

		User Access to Budget Status?

		BP&F

		BP&F will determine if selected Budget has a status that makes the budget read only for the requesting user.  For example, after a budget is approved by the City Council, a Budget Manager can view the budget but no modifications are allowed so Budget Items will be presented as read only.



		20.1

		No

		

		Go to Step 25



		20.2

		Yes

		

		Go to Step 30



		25.0

		Mark all Budget Items as Read Only

		
BP&F

		



		30.0

		Mark Locked Budget Items as Read Only

		BP&F

		If Budget Items are available for update based on budget status, then the next check is to determine if budget item(s) are locked based on the Budget Item Locked Flag.  These items will be displayed as read only.



		40.0

		Mark Budget Items Read Only for Restricted G/L Accounts

		BP&F

		If the User’s User Group has a G/L Account restriction and the G/L account designation on the Budget Item is not included in the User Group Account Restriction, that budget item will be flagged as read only.



		55.0

		Filter Budget Items by Activity

		BP&F

		BP&F will determine the Activity restrictions if any and exclude any budget items not related to the user’s stewarded activities.



		60.0

		User Note Type Restriction?

		BP&F

		BP&F will determine the User has Annotation Type restrictions and exclude any notes related to that annotation type.



		60.1

		Yes

		

		Go to Step 65



		60.2

		No

		

		Go to Step 70



		65.0

		Hide Budget Item Annotations

		BP&F

		BP&F will exclude from display any Budget Item Annotations related to an Annotation Type that as bee defined as restricted.



		70.0

		Display Stewarded Budget Items

		BP&F

		BP&F will display requested Budget filtering the Budget Items to the user’s stewardship restrictions if any and display restricted items (if any) as read-only.



		75.0

		Review Budget Request

		Budget Manager

		Budget Manager will manually review their existing Budget Items to determine if the request amount is correct or a budget item is missing.  



		80.0

		Approve Budget Request?

		Budget Manager

		Budget Manager can approve budget as-is or modify budget request by changing the amount of a budget item or adding a new budget item.



		80.1

		Yes

		

		Go to Step 280



		80.2

		No

		

		Go to Step 100
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100.1 Yes


110.2 No


120.2 No


150.1 Yes


120.1 Yes


140.1 Yes


140.2 No


150.2 No


155.0 Display 


Error Msg 


Requiring 


Annotation


100.0 Chg 


Existing Budget 


Item?


Go to Step 120


135.0 Update 


Budget Item 


Annotation


120.0 Budget Dtl 


entered?


125.0 Update 


Budget Item


145.0 Display 


Error Msg 


Requiring Budget 


Detail


140.0 Detail 


Required?


130. Update 


Budget Detail


Go to End


102.0 Enter 


Revised Budget 


Amt


150.0 Note 


Required?


110.0 Note 


entered?


104.0 Highlight 


Excess Budget 


Requests


110.1 Yes


Go to Step 210


100.2 No


Budget Manager can either 


revise an existing budget 


item or create a new item


122.0 Budget Dtl 


In Sync with 


Budget Item?


122.1 Yes


137.0 Display 


Error Msg Out-of-


Bal Budget Dtl


122.2 No


Go to End


106.0 Request 


Type Entered?


106.1 Yes


108.0 Display 


Error Msg Request 


Type Required


106.2 No


Go to End


Go to Step 265




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		Steps 100 – 155 are related to revising an existing budget item amount.



		100.0

		Chg Existing Budget Item?

		Budget Manager

		If an existing Budget Item requires revision, the Budget Manager will access the Budget Item to be changed.  



		100.1

		Yes

		

		Go to Step 102



		100.2 

		No

		

		Go to Step 210



		102.0

		Enter Revised Budget Amount

		Budget Manager

		Budget Manager will input new budget amount.  



		104.0

		Highlight Requests Exceed Baseline

		BP&F

		If the new budget amount is greater than the baseline amount, BP&F will highlight the request amount.  



		106.0

		Request Type Entered?

		BP&F

		If the Request Amount is changed, the change must be classified.



		106.1

		Yes

		

		Go to Step 110



		106.2

		No

		

		Go to Step 108



		108.0

		Display Error Msg Request Type Required

		BP&F

		BP&F will display error that Request Type must be input.



		110.0

		Note Entered?

		BP&F

		BP&F will determine if budget request included an annotation.



		110.1

		Yes

		

		Go to Step 120



		110.2

		No

		

		Go to Step 150



		120.0

		Budget Dtl Entered?

		BP&F

		BP&F will determine if budget request included budget detail(s).



		120.1

		Yes

		

		Go to Step 122



		120.2

		No

		

		Go to Step 140



		122.0

		Budget Dtls In Sync with Budget Item?

		BP&F

		If Budget Detail is required for a Budget Item, the sum of the Budget Details must match the Budget Item.



		122.1

		Yes

		

		Go to Step 125



		122.2

		No

		

		Go top  Step 137



		125.0

		Update Budget Item

		BP&F

		Record budget amount.  



		130.0

		Update Budget Detail(s)

		BP&F

		Record changes and additions to the Budget Item Details.



		135.0

		Update Budget Item Annotation

		BP&F

		Maintain the budget item annotation if any.



		137.0

		Display Error Msg Out-of-Balance Budget Dtl

		BP&F

		An error message is displayed if the sum of the budget details does not agree with the parent budget item.



		140.0

		Detail Required?

		BP&F

		If budget details have not been input, BP&F will validate to determine if they are required by comparing the Budget Detail Required budget type and g/l account to the values on the Budget Item.



		140.1

		Yes

		

		Go to Step 145



		140.2

		No

		

		Go to Step 122



		145.0

		Display Error Msg Requiring Budget Detail

		BP&F

		Error message will be displayed requiring entry of Budget Item Details.



		150.0

		Note Required?

		BP&F

		BP&F will evaluate whether an annotation is required based on the User Group Annotation Type and the required threshold pct/amt as compared to the difference between the baseline amount and the request amount.



		150.1

		Yes

		

		Go to Step 155



		150.2

		No

		

		Go to Step 120



		155.0

		Display Error Msg Requiring Annotation

		BP&F

		A Budget Item Annotation must be entered.
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240.1 No


220.1 Yes


240.2 Yes


Required Data Elements 


Request Type


Activity


Account


Org


Amount


Optional Data Elements:


Month


235.1 No


225.1 No


225.2 Yes


235.2 Yes


244.1 Yes


244.2 No


242.1 No


242.2 Yes


220.2 No


242.0 Budget Dtl 


entered?


241.0 Display 


Error Msg 


Requiring 


Annotation


235.0 Fund 


Supplied?


210.0 


Determi


ne 


Budget 


Item


250.0 Create/


Budget Item


237.0 Allocate 


Request by Fund


240.0 Note 


entered?


255.0 Record 


Budget Detail


227.0 Allocate 


Request by Month


Go to Step 240


225.0 Monthly 


Amount 


Supplied?


Go to Step 247


260.0 Record 


Annotation


Go to Step 235


244.0 Display 


Error Msg 


Requiring Budget 


Detail


243.0 Budget 


Item Detail 


Required?


220.0 Month 


Allocation 


Needed?


Go to End


247.0 Manual 


Entry of G/L Pgm 


Needed?


247.2 No


248.0 Display 


Error Msg 


Requiring G/L 


Program


247.1 Yes


212.0 Submit 


Budget Item 


214.0 Required 


Data Entered?


214.2 Yes


215.0 Display 


Error Msg Req 


Data Missing


214.1 No


Go to Step 265


Go to End


Go to End


Go to End


Go to Step 235


245.0 Budget Dtl 


In Sync with Bud 


Item?


245.1 Yes


246.0 Display 


Error Msg Budget 


Dtl Out-of-Bal


245.2 No




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		Note Steps 210 – 260 are related to creating a new budget Item



		

		

		

		



		210.0

		Determine Budget Item

		Budget Manager

		To create a new Budget Item, the Budget Manager must determine the Activity, G/L Account, Org and Amount.  Optionally, a fund and month designation can be supplied.



		212.0

		Submit Budget Item

		Budget Manager

		Budget Manager will enter the new Budget Request with the required and desired optional fields.



		214.0

		Required Data Entered?

		BP&F

		BP&F will validate that for each new Budget Item, the following fields are supplied:


Request Type


Activity


G/L Account


Org 


Request Amount



		214.1

		No

		

		Go to Step 215



		214.2

		Yes

		

		Go to Step 220



		215.0

		Display Error Msg Requiring Entry of Missing Data

		BP&F

		



		220.0

		Month Allocation Needed?

		BP&F

		Using the Budget Type associated with the budget item, BP&F will determine if the amount should be an annual value or monthly value.



		220.1

		Yes

		

		Go to Step 225



		220.2

		No

		

		Go to Step 235



		225.0

		Monthly Amount Supplied?

		BP&F

		BP&F will determine if the budget manager entered a monthly value or annual value by the presence of a month designation.



		225.1

		No

		

		Go to Step 227



		225.2

		Yes

		

		Go to Step 235



		227.0

		Allocate Request by Month

		

		BP&F will retrieve the Budget Allocation Method applicable to the Budget Type if any.  If no allocation method exists, budget will remain annual value.  If Budget Allocation Method exists, then retrieve the method based on the G/L Account.  If a specific method does not exist for the G/L Account related to the Budget Item, use the default allocation and divide by 12.



		235.0

		Fund Amount Supplied

		BP&F

		BP&F will determine if the budget manager entered a fund allocated amount by the presence of a fund designation.



		235.1

		No

		

		Go to Step 237



		235.2

		Yes

		

		Go to Step 240



		237.0

		Allocate Request by Fund

		BP&F

		BP&F will retrieve the current fund allocation based on the Activity ID for the Budget Item and create fund allocated budget items.



		240.0

		Note Entered?

		BP&F

		For a new budget item, a budget item annotation is required to explain the need for this new amount.



		240.1

		No

		

		Go to Step 241



		240.2

		Yes

		

		Go to Step 242



		241.0

		Display Error Msg Requiring Annotation

		BP&F

		Error message will be displayed requiring entry of Budget Item Annotation.



		242.0

		Budget Detail Entered?

		BP&F

		



		242.1

		No

		

		Go to Step 243



		242.2

		Yes

		

		Go to Step 247



		243.0

		Budget Item Detail Required?

		BP&F

		If budget details have not been input, BP&F will validate to determine if they are required by comparing the Budget Detail Required budget type and g/l account to the values on the Budget Item.



		243.1

		Yes

		

		



		243.2

		No

		

		



		244.0

		Display Error Msg Budget Item Details Required

		BP&F

		Error message will be displayed requiring entry of Budget Item Details.



		245.0

		Budget Dtl In Sync with Budget Item

		BP&F

		BP&F will validate that the sum of the Budget Item Details agree with the Budget Item.



		245.1

		Yes

		

		Go to Step 247



		245.2

		No

		

		Go to Step 246



		246.0

		Display Error Msg Budget Detail out-of-balance

		BP&F

		



		247.0

		Entry of G/L Program Required

		BP&F

		BP&F will use the activity designation to determine the G/L Program for any expenditure related G/L Account.  For revenue accounts, the requestor must manually supply a value.



		247.1

		Yes

		

		Go to Step 248.0



		247.2

		No

		

		Go to Step 250.0



		248.0

		Display Error Msg G/L Pgm Required

		BP&F

		BP&F will display error message requiring entry of G/L Program code.



		250.0

		Create Budget Item

		BP&F

		BP&F will create the Budget Item using the Activity, Account & Org entered by the budget manager.  The Fund, Month and Amount will either be provided by the user or based on the fund and month allocations performed by BP&F.  Additionally,  BP&F must assign the following values to the new Budget Item:

PROJECT – using the Activity, BP&F will find the ‘active’ project.


BCL – using the Project, BP&F will retrieve the current BCL assignment from the Project BCL LU.


REM BCL – using the BCL and Fund designations, BP&F will use the REM BCL XREF to retrieve the REM BCL assignment.


REM ACCOUNT – using the G/L Account, BP&F will use the REM GL ACCT XREF to retrieve the current REM Account.


COST GROUP – using the G/L Account and Branch (derived from Org assignment), BP&F will retrieve the Cost Group designation from the Account Cost Group XREF.

BUDGET PROGRAM – using the project id, retrieve the budget program from the Project Budget Program Xref.

G/L PROGRAM – using the Activity designation, retrieves the G/L Program Code.  If no G/L Program designation exists, the user will be required to enter one.  Manual entry of a G/L Program is most likely to occur for revenue related entries.



		255.0

		Record Budget Detail

		BP&F

		Once the parent Budget Item is created, the Budget Item Detail(s) if any can be created.



		260.0

		Record Annotation

		BP&F

		Once the parent Budget Item is created, the Budget Item Annotation if any can be created.







[image: image46.emf]Approve Budget Request  – Page 4


B


u


d


g


e


t


 


M


g


r


B


u


d


g


e


t


 


M


g


r


B


D


M


B


D


M


B


P


&


F


B


P


&


F


B


u


d


g


e


t


 


G


r


o


u


p


B


u


d


g


e


t


 


G


r


o


u


p


265.1 Yes


Budget Group approval needed except


A. Budget is not Private


B. Budget is a What if Version


C. Budget Item not created by System 


Admin or Budget Group


265.2 No


265.0 Budget 


Request 


Approval 


Needed?


Go to End


275.0 Budget 


Request 


Approved by 


Budget Mgr


270.0 


Review 


Budget 


Request


280.0


Record Bud Mgr 


Request Approval


290.0 Send Email 


for Budget Grp 


Review


300.0 


Review 


Budget 


Rqst


305.0


Record Bud Grp 


Approval Result


268.0


Generate Budget 


Mgr Approval 


Requests


Go Step 75


275.2 No


275.1 Yes


266.0 Budget 


Mgr Approval 


Pending?


266.1 No


266.2 Yes


267.0


Delete Pending 


Budget Approval 


Requests


310.0 Approved 


by Budget Grp?


Go to Step 268 310.2 No


315.0


Record Additional 


Request 


Approval(s)


310.1 Yes


Go to Step 320




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		Note Steps 265-340 are related to approving a budget request



		

		

		

		



		265.0

		Budget Request Approval Needed?

		BP&F

		The Budget Request approval process is not needed under the following conditions:

a. Budget Type does not require approvals. 


b.  Budget is a what-if version


c. Budget Item was created by either a System Admin or Budget Group.






		265.1

		Yes

		

		Go to Step 266



		265.2

		No

		

		Go to End



		266.0

		Budget Mgr Approval Pending?

		BP&F

		If Budget Mgr is making changes and hasn’t approved the budget request, then any existing budget request approval workflow entries are still valid.  If Budget Mgr is making a change after he/she has already approved their budget request, then approval process must be repeated.



		266.1

		No

		

		Go to Step 267



		266.2

		Yes

		

		Go to Step 270



		267.0

		Delete Pending Budget Approval Requests

		BP&F

		If Budget Mgr changes the budget request mid-stream during the approval process, any outstanding Budget Request Approvals should be deleted.  A budget approval is outstanding if the result date/time has not been set.



		268.0

		Generate Budget Mgr Approval Requests

		BP&F

		BP&F will generate 2 Budget Approval Requests; one for the Budget Manager and a successor Budget Approval Request for the Budget Group.



		270.0

		Review Budget Request

		Budget Manager

		Org Budget Steward and CIP PM will review their budget request to determine if any changes or additions are needed.  If budget is approved, budget manager will record approval info,



		280.0

		Record Budget Mgr Request Approval

		BP&F

		BP&F will update the Budget Request Approval with the result date/time and user supplied comments in the result text.



		290.0

		Send Email for Budget Group Rvw

		BP&F

		BP&F will retrieve the successor Budget Request Approval and initiate an email to the Budget Group based on the user group email distribution group ID.  Additionally, the Budget Request Approval Email Sent Flag should be set to ‘Y’.



		300.0

		Review Budget Request

		Budget Group

		Budget Group will review the Budget Request to determine if they approve the request.  If they do approve the request, it may be determined that additional reviewers should approve the request.  The determination of those additional reviewers is manual.



		305.0

		Record Budget Group Approval Results

		BP&F

		



		310.0

		Approved By Budget Group?

		BP&F

		If Budget Group rejected Budget Request, Budget Manager should be notified so they can enter needed revisions.  If Budget Group approves request, it should be forwarded to next reviewer (if any) as input by the Budget Group.



		310.1

		Yes

		

		Go to Step 315



		310.2

		No

		

		Go to Step 268



		315.0

		Record Additional Approvals

		BP&F

		BP&F will create a Budget Request Approval entry based on the data supplied by the Budget Group.  
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340.0 Another 


Rvwr Approval 


Exists?


320.0 Send Email 


for BDM Review


330.0


Record BDM 


Request Result


325.0 


Review 


Budget 


Rqst


335.2 No End


Go to Step 320 335.1 Yes


335.0 Rvwr 


Approved?


335.1 Yes


Go to Step 267 335.2 No




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		Note Steps 265-340 are related to approving a budget request



		

		

		

		



		320.0

		Send Email for BDM Review

		BP&F

		BP&F will determine the next Budget Request approval using the predecessor relationship.






		325.0

		Review Budget Request

		BDM

		Budget Decision Maker will review Budget Request and either deny or approve the request.  If the request is denied, it is returned to the Budget Manager for changes.  If approved, it will be forwarded to the next approver if any,



		330.0

		Record BDM Approval Result

		BP&F

		BP&F will update the Result DTM, Flag & Text.



		335.0

		Request Approved?

		BP&F

		 If the Result Flag = A, then request has been approved.



		340.0

		Another Rvw Approval Exists?

		BP&F

		BP&F will determine if a successor approval request exists.



		340.1

		Yes

		

		Go to Step 320



		340.2

		No

		

		End





7.13.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1300

		BP&F shall automatically create Budget Requests for the Budget Items in a Budget to support the approval process.


A Budget Request represents a collection/set of budget line items that should be reviewed/approved together.  For CIP Expenditures, Budget Requests will be created by Activity.  For O&M Expenditures, Budget Requests will be created by Organization.  The Budget Manager that stewards the Budget Request will be specified and derived from the Org Budget Steward and Activity Budget Steward as appropriate.

		

		Option 3



		BR1306

		BP&F shall limit display of budget items to those items that are part of a Budget Request that the user stewards excluding the System Admin and Budget Analyst groups that have no stewardship exclusions. 

		This applies to the Budget Manager User Group.  System Admin and Budget Analyst User Groups do not have org or activity restrictions.

		Core



		BR1308

		BP&F shall display Budget Items as read only if the user’s User Group is restricted to specific allowable G/L Accounts and the Budget Item is related to a GL Account not included in the allowable account list.

		For example, user may be able to enter Salary & Wages but not Labor Fringe.  If Labor Fringe is not included in the user’s allowed accounts, it should be displayed as read only.  Display is needed as it is part of their budget even though they can’t manually alter the budget dollars.

		Core



		BR1310

		BP&F shall restrict the display of the G/L Accounts and Org when creating a new Budget Item by a Budget Manager.  The G/L Account restriction will be based on the Budget Manager User Group G/L Accounts and the Org restrictions will be based on the User’s stewarded organizations.

		

		Core



		BR1312

		BP&F shall support entry of budget revisions via web interface as well as excel file interface.

		

		Core



		BR1314

		BP&F shall support user entered budget items (new budget line items) upon request.

		

		Core



		BR1315

		BP&F shall restrict update of a Budget Item REM Amount or Baseline Amount to System Admin or Budget Analyst users.

		Budget Managers can revise the request amount but not the REM or Baseline amounts.

		Core



		BR1320

		BP&F shall maintain a list of O&M Activities & Organizations that are authorized to create budget items that are outside their assigned Division by effective and expiration budget year.

		Maintaining entries in this exception table shall be restricted to the System Admin and Budget Analyst user groups.

		Core



		BR1330

		BP&F shall restrict the display of allowable O&M Activities for a new Budget Item based on the Activities stewarded by their Division (Sub Program) or defined as an allowable exception in the O&M Inter Organization Activity.

		BP&F must  derive which O&M activities are stewarded by a Sub Program (Division) such that Low Org O&M Budgets can be limited to those Activities that are  ‘active’ for current Project Group and the assigned Budget Sub Program matches the user’s Org budget Sub Program or an Inter Org O&M Activity exception has been defined.  




		Core



		BR1331

		BP&F shall automatically assign any new Budget Item to the appropriate Budget Request or create a new Budget Request if appropriate.

		

		Option 3



		BR1332

		BP&F shall support entry of Budget Item Details upon request.

		A Budget Item Detail provides a detail of the content that comprises a budget item.  For example, if the budget item represented training dollars, the budget item detail could detail the specific training classes and related costs.  The sum of the Budget Item Details should equal the Budget Item.  

		Option 1



		BR1334

		BP&F shall require entry of Budget Item Details based on the Budget Type and G/L Account.

		

		Option 1



		BR1338

		BP&F shall validate that the Budget Items Details sum to the Budget Item amount.

		

		Option 1



		BR1340

		BP&F shall highlight a Budget Item Request Amount if the value exceeds the Budget Item Baseline Amount.

		

		Core



		BR1352

		BP&F shall support entry of a Budget Item Annotation upon requests based on the User’s allowed User Group Annotation Type.

		

		Option 1



		BR1356

		BP&F shall require entry of Budget Item Annotation based on the Budget Annotation Type and threshold PCT or AMT.

		If the difference between the budget item baseline and request amount exceeds the annotation type threshold PCT or AMT, an annotation is required. 

		Option 1



		BR1358

		BP&F shall require entry of a Budget Item Annotation for all manually input Budget Items.



		

		Option 1



		BR1360

		BP&F shall hide any Budget Item Annotation that is not defined based on the User’s allowed User Group Annotation Type.

		

		Core



		BR1362

		BP&F shall support entry of manual Budget Items that include these optional and required elements:


Required Elements:


Activity


Account (based on Budget Type)


Amount


GL Program (for Revenue Accts only)


Request Type


Optional Elements:


Fund


Month


Org (required for O&M)




		

		Core



		BR1364

		BP&F shall automatically allocated Budget Items without a fund designation by applying the current fund PCT based on the activity assignment.

		

		Core



		BR1366

		BP&F shall automatically allocate Budget Items without a month designation when needed by applying the Budget Allocation Method based on Budget Type and G/L Account.

		

		Core



		BR1368

		BP&F shall allocate Budget Items without a Budget Allocation Method into 12 equal monthly amounts.

		

		Core



		BR1370

		BP&F shall automatically assign these hierarchy references to each Budget Item:


DOF Project


BCL


REM BCL


REM Account 


Cost Group


Budget Program


G/L Program




		DOF PROJECT – using the Activity, BP&F will find the ‘active’ project.


BCL – using the Project, BP&F will retrieve the current BCL assignment from the Project BCL LU.


REM BCL – using the BCL and Fund designations, BP&F will use the REM BCL XREF to retrieve the REM BCL assignment.


REM ACCOUNT – using the G/L Account, BP&F will use the REM GL ACCT XREF to retrieve the current REM Account.


COST GROUP – using the G/L Account and Branch (derived from Org assignment), BP&F will retrieve the Cost Group designation from the Account Cost Group XREF.


BUDGET PROGRAM – using the project id, retrieve the budget program from the Project Budget Program Xref.


G/L PROGRAM – using the Activity designation, retrieves the G/L Program Code assignment.  For entries with no activity program designation, user must manually input.




		Core



		BR1375

		BP&F shall enable Budget Analysts to lock a Budget Item upon request to prevent changes by a Budget Manager.

		

		Core



		BR1380

		BP&F shall limit displays of Budget based on user’s assigned User Group and allowed Budget Types.

		

		Core



		BR1381

		BP&F shall display a Budget as ‘Read Only’ based on user’s assigned User Group and allowed Budget Type Status privileges.

		

		Core



		BR1382

		BP&F shall automatically create one or more Approval Requests for each Budget Request based on Budget Type.  All Approval Requests will include a unique sequence nbr.


(Note – some budget types will not require any system created approval requests – all approval requests are manually input).  

		

		Option 3



		BR1383

		BP&F shall bypass creating approval requests under these conditions:


a.  Budget is a what-if version


b. Budget Item was created by either a System Admin or Budget Analyst.


c. Budget Type does not require approval requests.

		

		Option 3



		BR1384

		BP&F shall enable ‘reviewers’ to record Review Status for each assigned Budget Request. 

		Review status may be ‘pending approval’ ‘approved’ or ‘denied’, etc.

		Option 3



		BR1385

		BP&F shall lock the Budget Item once the stewarding Budget Manager has approved the budget item.

		This will prevent the Budget Manager from making changes after they have submitted their approved budget.  The Budget Manager will contact the Budget Group to make any additional changes or unlock the Budget Item.

		Core



		BR1386

		BP&F shall notify Budget Manager users via email when their approval request has been released.

		I.e. there is only one outstanding approval request at any point in time.  Multiple requests may exist but only one is ‘active’.

		Option 3



		BR1387

		BP&F shall bypass email notifications for Budget Analyst users for any Budget Approval Request.

		Budget Analysts will use system continually and use task list to retrieve outstanding approval requests.

		Option 3



		BR1388

		BP&F shall unlock Budget Items if a budget approval request is rejected.

		When a Budget Approval Request is denied, the approver should be given the option to unlock the related budget items so that the stewarding Budget Manager can make revisions.  If the budget request is not unlocked, the approver can make the revisions.

		Option 3



		BR1390

		BP&F shall provide an approval task list for each user.  The task list will identify any ‘active’ budget approval requests assigned to the user.  Note – Budget Analyst users shall have the ability to see all outstanding tasks for a budget.



		

		Option 3





7.14 Budget Journal Entries


7.14.1 Problem Statement & Desired Change


Once a budget is approved, the budget dollars are recorded in Summit by submitting a journal entry.  Historically, multiple manual Journal Entries were created to record the budget transactions.


BP&F will generate budget journal entries upon request for input to Summit.  During the follow-on design phase it will be determined if a Summit API exists to record the JE data directly or if BP&F must create a excel file for input to Summit.

Some Budget Types result in the creation of a Journal Entry to record the approved budget transactions in Summit.  These Budget Types will result in a Summit budget journal entry:


· Adopted Budget


· Supplemental Budget (includes Inter BCL Transfers)

· Carry Forward Budget


· Intra BCL Transfer Budget


To create a journal entry, the Summit Analysis Type must be specified.  The Budget Type will be configured with a Summit Analysis Type.  For example, the Adopted Budget type will be configured with a Summit Analysis Type of ‘BUD’.  Any Budget Item for an Adopted Budget will be ‘assigned’ to the Analysis Type of ‘BUD’.


For the Supplemental and Carry Forward Budgets, there can be multiple Analysis Types within the same budget.  For example, the Carry Forward Budget can contain Budget Items classified as either a Carry Forward Budget Encumbrance (CFE) or a Carry Forward Budget Special (CFS).  


Upon request, BP&F will generate the Summit Journal Entry summarizing the Budget Item as follows:


· Budget Item Analysis Type


· Budget Item Project ID


· Budget Item Activity ID


· Budget Item GL Account ID


· Budget Item Org ID


· Budget Item Fund Code


· Budget Fiscal Year


· Budget Item GL Program Code


· Budget Accounting Date


· Budget Item Amount


The Budget JE template is detailed below with the BP&F mapping:


		Column

		Column Heading

		Sample Data

		BP&F Derivation 



		1

		Journal Id

		NEXT

		Default to 'NEXT'



		2

		Journal Date

		3/1/2005

		Default to Budget JE Accounting Date



		3

		Reversal Code

		 N

		Default to 'N'



		4

		Ledger Group

		STD_BUDG

		Default to 'STD_BUDG'



		5

		GL Business Unit

		SPU

		Default to 'SPU'



		6

		Account

		710110

		Budget Item GL Account



		7

		Fund 

		43000

		Budget Item Fund



		8

		Org

		WS120

		Budget Item Org



		9

		Program Code

		 

		Budget Item Program Code



		10

		Class Field

		 

		blank



		11

		Budget Period

		 

		blank



		12

		Scenario

		TRF

		Budget Item Analysis Type



		13

		PC Business Unit

		SPU

		Default to 'SPU'



		14

		Project

		 

		Budget Item Project ID



		15

		Journal Class / Activity

		N120301

		Budget Item Activity ID



		16

		Source / Analysis Type

		TRF

		Budget Item Analysis Type



		17

		Source Type

		 

		blank



		18

		Category

		 

		blank



		19

		Sub Category

		 

		blank



		20

		Reference / Reference

		BUDXFER

		blank



		21

		Description /       Description

		Trf to DO Admin

		blank



		22

		Amount

		-888.00

		sum of Budget Item Amount 



		23

		Stat Code

		 

		blank



		24

		Stat Amt

		 

		blank





Requesting the creation of a Budget Journal Entry is only allowed if the budget status is ‘approved’ and the requesting user is in the Budget Group or a System Admin.  


During the process of creating & approving a budget, new instance(s) may have been required for the following JE related elements:


Project ID


Activity ID


GL Account ID


Org ID


Fund Code


GL Program Code


When a budget JE is requested, BP&F will validate that all of the distinct values exist in Summit before creating the Journal Entry.  If a value is missing in Summit, an email will be sent to the Budget Group listing the missing element(s).  For example, 12 new activities may have been created for the Adopted Budget.  BP&F will validate that those 12 activities exist in Summit.  If 3 of the 12 new activities have not been defined in Summit, an email will be sent detailing the missing Activity IDs.  


7.14.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Request Budget JE for Budget

		Budget Group

		Budget Group will access BP&F and request Budget JE be created for a specified Budget.



		2.0

		Budget JE Valid for Budget

		BP&F

		BP&F will validate to determine if Budget needs a Budget JE by checking the Budget Type Summit Analysis Type – if nothing is configured, a JE is not required.



		2.1

		No

		

		Go to Step 3



		2.2

		Yes

		

		Go to Step 5



		3.0

		Display Error Msg – JE Invalid for Budget Type

		BP&F

		



		5.0

		Budget JE Created?

		BP&F

		If Budget JE Generated Flag is set to ‘Y’, the JE has already been created.  Another JE will not be created.



		5.1

		Yes

		

		Go to Step 8



		5.2

		No

		

		Go to Step 10



		8.0

		Display Error Msg JE Already Exists

		BP&F

		



		10.0

		Budget Approved

		BP&F

		BP&F will validate that the budget status is finalized and Budget JE should be created.



		10.1

		No

		

		Go to Step 15



		10.2

		Yes

		

		Go to Step 20



		15.0

		Display Error Msg Budget must be Approved.

		BP&F

		



		20.0

		Validated Financial Instances Exist in Summit

		BP&F

		Verify that matching entries exist in Summit for the following fields:


Project ID


Activity ID


GL Account ID


Org ID


Fund Code


GL Program Code



		

		

		

		



		25.0

		Missing Summit Entries?

		BP&F

		



		25.1

		Yes

		

		Go to Step 30



		25.2

		No

		

		Go to Step 40



		30.0

		Generate Budget Group Email re Missing Entries

		BP&F

		Email should be generated to Budget Group detailing all missing entries by Budget.  Email will detail table and missing elements.



		35.0

		Display Error Msg – Summit Entries Missing

		BP&F

		



		40.0

		Generate Summit JE by Analysis Type

		BP&F

		BP&F will summarize the Budget Item Journal Entry Amount by


· Budget Item JE Summit Analysis Type


· Budget Item Project ID


· Budget Item Activity ID


· Budget Item GL Account ID


· Budget Item Org ID


· Budget Item Fund Code


· Budget Fiscal Year


· Budget Item GL Program Code


· Budget Accounting Date






		45.0

		Set Budget JE Flag = ‘Y’

		BP&F

		Update Budget to set JE Flag = ‘Y’.





7.14.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1400

		BP&F shall generate Budget JE upon authorized user request for any budget where the Summit Analysis Type has been defined on the related Budget Type.

		

		Option 3



		BR1405

		BP&F shall validate that all financial instances in the Budget Journal Entry (JE) exist within Summit.  Any missing entries will prevent creation of the Budget Journal Entry.   These financial instances will be validated:


Project ID


Activity ID


GL Account ID


Org ID


Fund Code


GL Program Code




		

		Option 3



		BR1415

		BP&F shall generate email notification to the Budget Analyst user group for any missing Financial instances within a Budget.

		Email will detail each missing instance.

		Option 3



		BR1420

		BP&F shall interface with Summit for JE input as available – either API or Excel File.

		Interface method will be determined in design phase.

		Option 3



		BR1425

		BP&F shall restrict requesting a Budget JE to the Budget Analyst and System Admin users.

		

		Option 3



		BR1430

		BP&F shall create Budget JE formatted to Summit Budget JE template standards

		

		Option 3



		BR1435

		BP&F shall set the Budget JE Generated Flag = Y when a Summit JE is generated to prevent duplicate JE from being submitted.

		

		Option 3





7.15 Standard Budget Reports


BP&F will provide a number of budget related reports.  The reporting requirements for detailed labor budgeting are detailed in Sections 7.14 & 7.15 respectively.  The budget reports applicable to multiple types of budgets are detailed in this section.  Budget reports that are specific to a particular budget type are detailed in Sections 7.16 – 7.27.  


7.15.1 Problem Statement & Desired Change

BP&F shall provide a number of on-request reports to facilitate the budget process:


· Department Budget Report 

· Branch(Budget Program) Budget Report

· Division (Budget Sub Program) Budget Report  

· Division Budget by Activity Report

· Line of Business Budget

· Budget-to-Budget Comparison

· Budget-to-Budget Target Comparison

· Proposed Budget Report

Department Budget Report with Branch & Division Drill-downs – The SPU Department Budget Report is a department level report that summarizes the budget dollars by BCL & Sub BCL for the requested budget.  The report includes 2 levels of drill-downs; by Branch (Budget Program) and by Division (Budget Sub Program).


Additionally, the Branch and Division reports can be accessed directly without drilling-down from the Department Budget Report.

Sample Department, Branch and Division reports appear on the following page:


		Department  to  Branch Drill Down Report to Division Drill-Down Reports



		[image: image49.png]Department Budget Report
2012 Adopted Budget

Bl PROGRAM [a3000 24010 45010 Total
C1108 _DISTRIBUTION c100-spuCiP $15,194,275 $15,194,27
C1208 - TRANSMISSION c100-spucip 51,343,332 51,343,332
C1308 - WATERSHED STEWARDSHIP c100-spucip 51,827,598 $1,827,59%]
C1408 - WATER QUALITY & TREATMENT c100-spucip 56,613,000 $6,613,000)
(C1508 - WATER RESOURCES c100-spucip 17,078,275 17,078,275
C1608 - HABITAT CONSERVATION PROGRAM _|C1005PU CIP 4,912,916 4,912,916]
C2308 - NEW FACILITIES c100-spucip 13,845,155 513,845,159
C2208 - REHABILITATION & HEAVY EQPT c100-spucip 297,000 297,000
C3335  PROTECTION OF BENEFICIALUSES__|C100_5PUCIP 54,799,701 54,799,701
C3508 - SEDIVENTS c100-spucip 55,594,648 55,592,648
C3608 - COMBINED SEWER OVERFLOWS c100-spucip 526,887,620 526,887,620
C3708 - REHABILITATION c100-spucip 12,622,929 12,622,929
C3808 - FLOODNG, SEWER BACKUP & LNDSLD_|C1005PU CIP 524,185,241 524,185,241
C4108 - SHARED COST PROJECTS c100-spucip 14640816 514,930,876 $2,535,055] __$32,107,749)
C5108 - TECHNOLOGY c100-spucip 6,072,500 $5,082547 52,050,664 $13,206,711
NOODB - GENERAL EXPENSE NOOD - SPU GENERAL EXPENSES 56,127,846 _$182,029,757 _$121,187,273] _$359,344,876)
N800 - DEBT SERVICE 80,703,111 S41,041,114 __$9,039,460] _$130,783,682]
N1008 - ADMINISTRATION N100 - DIRECTOR'S OFC/CORP STRATRCOMM | $3,216550 __ 52,319,655 51,965,469 7,501,674
N200 - 78.A/HR & SERVICE EQUITY S13181,799 512,452,427 __$4,759,253| 530,393,478
N900 - G&A CREDIT $8,679,831 510,900,973 51,393,150 _$20,973,953
N3008 - CUSTOMER SERVICE N300 - CUSTOMIER SERVICE S10115223 _ $7,526,620 _$13,742,276] __$31,388,229)
N200B - OTHER OPERATING BUDGET N200 - PROJECT DELIVERY 5,185,084 511,009,674 583,665 $17,092,422)
NS00 - PRE-CAPITAL PLNG & DEVLPMNT 52349202 51,548,950 182,722 54,080,875
[N600 - FIELD OPERATIONS $24,106125 519,570,235 $12,427,011] 56,103,373
[N700 - UTILITY SYSTEM MGMT 16,601,576 518,755,966 $2,831,776] 535,189,313
Total 270,597,405 _$279,515,106_$184,405,733| _5834,521,244
Branch Budget Report
2012 Adopted Budget
N300 - Customer Service
BRANCH DIvision WIR oww SW___[Total Amount
IN3008 - CUSTOMER SERVICE N310-Branch Administration 428,706 $289,677] 335,607 51,053,950
IN320-Business Support Srves $1,401,683 $1,360,457| $1,360,457| $4,122,597|
IN330-Customer Billing Srves $1,680,011 $1,345,731] $431,688 $3,457,430f
IN340-Customer Response $2,770,587| $2,689,100 $2,913,580] $8,373,267|
N360-Utility SVC Teams 53,321,323 875607 52,970,277 $7,167,209
N390-Customer Progs & Contract Mgmt $516,913| $966,100 $5,730,766| $7,213,778
[rotal 10,119,223 $7,526,630] 513,702,376 $31,388,229
Division Budget Report
2012 Adopted Budget
N390-Customer Progs & Contract Mgmt
Division Organization WIR oww SW___[Total Amount
[N390-Customer Progs & Contract Mgmt [WS390-CUSTOMER PROG & CONTR MGNT ADM|___$107,957] $56,005 204,292 $368,453
|WS393-ENVIRONMENTAL PARTNERSHIP $14,777] $390,590 $3,132,002| $3,537,368
|WS394-RESOURCE CONSERVATION $392,079) $518,416 $1,603,630] $2,514,125|
|WS395-SOLID WASTE CONTRACTS $2,100 $1,089 $790,643 $793,832)
[rotal $516,913) $966,100  $5,730,766]  $7,213,778













Division Budget by Activity - The Division Budget by Activity Report provides summarized budget dollars for the requested Budget and Budget Sub Program (Division) by Activity, G/L Account and Fund as shown in a partial sample below:

[image: image50.png]ACTIVITY [GL ACCOUNT 43000 44010 45010 Total
390196 - General Management 710110 - SALARIES AND WAGES. §72.067|  537.386]  5136.509] 5245 963
710411 - OVERTIME 51.544] 5801 52,926 55,271

730220 - OFFICE SUPPLIES SA611 52.392] $8.735 §15.739

742590 - RENTALS-OTHER 53258 51,690 56.172] 511121

743580 - MAINTENANCE-VEHICLES 53481 $1.806] 56,593 511,880

744520 - VOLUNTEER & EMPLOYEE RECOGNITI 5471 5244 5891 51,604

744590 - MISCELLANEOUS-OTHER PAYMENTS $5.876] 53,08 §11.130 520,05

641140 - IF SVCS-DOIT ACTIVITY BILLINGS| $10.134] 55267 519.197] 534,589

642595 - IF MISC EQUIPMENT USAGE 52.092] 57,639 59731

644575 - IF COPYING._PRINTING. BINDING 5313 5162| 5593 51,069

891200 - IF LABOR & FRINGE OVERHEAD 546123 523,927 587366 5157.416)

942595 - INTRAF MISC_ EQUIPMENT USAGE 54,033 54,033

1390196 Total §151912]  $78.808]  $287.751]  $518.471)
1390301 - Wir Quality Educa Program 710110 - SALARIES AND WAGES §147.475 §147 474
710411 - OVERTIME $4.217] 54217

730220 - OFFICE SUPPLIES 59.052] 59,057

744190 - SERVICES-OTHR PROFESSIONALTEC §108713 §109.713

744110 - POSTAGE & DELIVERY COSTS §17.137] $17.137]

744520 - VOLUNTEER & EMPLOYEE RECOGNITI 52795 52799

842595 - IF MISC EQUIPMENT USAGE Eil Eil

891200 - IF LABOR & FRINGE OVERHEAD 504.384] 564,384

1390301 Total §38.772] $384.772
N390303 - Wtr Education/Prom 710110 - SALARIES AND WAGES 52173 52,173
891200 - IF LABOR & FRINGE OVERHEAD 51390 51390

53,563 53,563

1390303 Total $3.563] 53,563
390304 - Litter Pickup 710110 - SALARIES AND WAGES. §11.023 511023
710330 - SALARIES AND WAGES- INTERNS| 510678 510,678

710411 - OVERTIME 54,338 54,339

730220 - OFFICE SUPPLIES 512.852] 512,857

744190 - SERVICES-OTHR PROFESSIONALITEC 5103584 5103 504}

641190 - IF SERVICES-OTHR PROFESSIONAL/ $1.025.561] 51,025 561

642595 - IF MISC EQUIPMENT USAGE 59.374] 59,374

850100 - IF SERVICES-INTERGOVERNMENTAL 522.504] 522,504

891200 - IF LABOR & FRINGE OVERHEAD 57.055 57,059

1390304 Total 50| S0 $1,206,968] 1,206,968
Grand Total $155,475]  $463,580]  $1,494,719]  $2,113,774]







If the Budget Item detailed on the Division Activity report contains Budget Item Detail(s), the Fund amount cell will be highlighted.  For example, Activity C390301 has Professional/Technical Services of $109,713 which has an underscore so a drill-down with the Budget Item Details will be displayed:

[image: image51.png]Budget: 2013 Endorsed Budget Item Detail Report
Sub Program : N390 - Customer Programs & Contract Mgmt

ACTIVITY [GL_ACCOUNT FUND Detail ltem Name [ Detail ltem Amt
390301 - Wir Quality Educa Program _[741190-SERVICES-OTHR PROFESSIONALITEC [43000 - WTR [Accenture 534713
[Acme Consulting 525,000
[Trainers R Us 550,000
[Total $109,713]







Line of Business Budget Report– The Line of Business Budget Report is a department level report that summarizes the budget dollars for the requested budget by:


· Line of Business

· Business Area

· LOB Program

· Activity

· GL Account

· Fund

To request this report, the user will enter the following selection criteria:


· Budget – required

· Line of Business (one or all)

· Business Area (one or all)

The data rows will be sorted as follows:


1. Line of Business asc

2. Business Area asc

3. LOB Program asc

4. Activity asc

5. GL Account asc

The columns will be sorted by Fund Code.  A sample report appears below:


[image: image52.png]LOB

Business Area

LOB Program

[Activity

[GL Account

43000

T
W-WATER [W14 - Laboratory Senvices [W1401 - Water Quality and Treatment BA Management 1790602-Lab System Adm & Support __|710110-SALARIES AND WAGES. S 78.853.00 S 78.853.00
730220-OFFICE SUPPLIES B 426.00 B 426.00

730290-OTHER SUPPLIES s 2713.00 s 2713.00

730410-EQUIP-PCs &Other DP<55.000 s 10.674.00 s 10.674.00

730450-SOFTWARE PURCHASES' s 6.524.00 s 6.524.00

741190-SERVICES-OTHR PROFESSIONALTEC [ § 549400 s 549400

743550 MAINTENANCE-DATA PROCESSING EQ_[5  45.019.00 5 4501000

744110 POSTAGE & DELIVERY COSTS| B 109.00 B 109.00

641190-IF SERVICES-OTHR PROFESSIONAL [ § 1373200 s 1373200

891200-IF LABOR & FRINGE OVERHEAD 5 4731200 5 4731200

942595-INTRAF MISC. EQUIPMENT USAGE 5 11.00 5 11.00

[W1401 - Water Quality and Treatment BA Management Total § 211,013.00 § 211,013.00

[W14 _Laboratory Services Total § 211,013.00 § 211,013.00
[W13 - Water Quality & Treatment [W/1301 - Water Quality Lsb Facility. LIVIS and QA Administration 1N790601-WQ Lab Facilty O&M 710110-SALARIES AND WAGES s 7.454.00 s 7.454.00
730240-OPERATING SUPPLIES s 1.088.00 s 1.088.00

730290-OTHER SUPPLIES s 1.088.00 s 1.088.00

741190-SERVICES-OTHR PROFESSIONALTEC [ § 10.675.00 s 10.675.00

743110-UTILTIES s 31.608.00 s 31.608.00

743150-SUMMARY WATER, SEWER & SOLD [ § 822300 s 822300

743158 RECYCLING s 2.04000 s 2.04000

743527 MAINTENANCE JANTORIAL SERVICE |5 22.362.00 5 2238200

743590 MAINTENANCE-OTHER s 5498.00 s 5498.00

744590 MISCELLANEOUS-OTHER PAYMENTS | § 9.556.00 s 9.556.00

642100-IF RENTALS-BUILDING & OTHER SP 5 22232900 5 22232900

843110-F UTILITIES - OTHER s 37.516.00 s 37.516.00

643154-IF SEWER/DRAINAGE s 6.103.00 s 6.103.00

843590-IF MAINTENANCE-OTHER s 1442000 s 1442000

891200-IF LABOR & FRINGE OVERHEAD s 247200 s 247200

[W1301 - Water Quality Lab Facility, LIWIS and QA Administration Total S 38745200 S 38745200

[W13 - Water Quality & Treatment Total S 38745200 S 38745200
[W03 - Major Watersheds [VW/0301 - Tolt & Cedar DBO. WTPs 11050302-Tolt DBO Contract payments _|741190-SERVICES-OTHR PROFESSIONAL/TEC |5 2.718.531.00 5 271853100
11050303-Cedar DBO Contract payments |741190-SERVICES-OTHR PROFESSIONALTTEC | 5 2.157.214.00 5 215721400

[W0301 - Tolt & Cedar DBO, WTPs Total $ 4.875.745.00 $ 4.875.745.00

[W03 - Major Watersheds Total S 4.875.745.00 S 4.875745.00
[WO1 - Water System Management [W0101 - Laboratory Customer Services [N790503 Business Development [710110-SALARIES AND WAGES s 1.095.00 [§1,085.00 s 2,130.00
891200-F LABOR & FRINGE OVERHEAD s 657005  657.00 s 1314.00

[N790504-Customer Support 710110-SALARIES AND WAGES s 16.461.00 s 16.461.00

891200-IF LABOR & FRINGE OVERHEAD s 9.877.00 s 9.877.00

[W0101 - Laboratory Customer Services Total $ 28,090.00[§ 1.752.00 S 2984200

[W01 - Water System Management Total S 28,090.00[§ 1.752.00 S 2984200
W-WATER Total $  5502,360.00 | § 1.752.00 $  5,504,112.00







Budget-to-Budget Comparison – BP&F shall provide an on-request report that compares the budget dollars for different budgets.  The requestor shall be able to select up to 3 different budgets to include in the comparison; a budget and 2 alternates.  Additionally, the requestor can specify a specific fund or select all funds.


The report output will detail the budget amount and the 2 alternate amounts plus 2 difference columns.  


The Budget-to-Budget Comparison will be available in 4 formats:


· By Branch/Division (Budget Program /Sub Program) (as shown below)


· By BCL/Sub BCL

· By G/L Account (sorted by Account Id within Account Type)

· By Activity (sorted by Activity ID within Project Type CIP vs. O&M)

A sample Budget-to-Budget Comparison by Branch/Division is shown below:


[image: image53.png]BUDGET-TO-BUDGET COMPARISON BY BRANCH & DIVISION

BUDGETS: 2011 Adopted Budget, 2011 Spending Plan & 2010 Adopted Budget

FUNDS: All
BRANCI N100 - Directors Ofc/Corp Strat&Comm
PRIMARY BUDGET ALTERNATE #1 ALTERNATE #2 PRIMARY BUDGET |_PRIMARY BUDGET
BRANCH DIVISION [2011-ADOPTED BUDGET |2011-SPENDING PLAN [2010-ADOPTED BUDGET |vs ALTERNATE #1_|vs ALTERNATE #2
100-Director's Ofc/Corp Strat&Comm [N101-Director's Office Admin 5789482 5800.778 5347.944 ~511.299) 5441539
[N110-Corporate Strategies & Com Adm $621.920 5662.450 5710970 539.479 589.041)
[N120-Communications $1.264.686) $1.226.688) 51.141.147] 537.998 5123539
[N130-Corporate Policy & Performance 51.571.045] $1.266.293) 52.182.587) 5316.762 “5611.547)
[N150-Asset Mgmt & Economic Senices 52.870.348) 53.186.048] 52.239.807] ~5315.700) 5630541
N100-Director's Ofc/Corp Strat&Comm Total $7,117,490] $7,051,257] '$6,622,455] $66,233 '$495,035)







Budget-to-Budget Target Comparison – BP&F shall provide an on-request report that identifies the variance between a selected Budget and a related Budget Target.  BP&F will summarize the Budget Items in the Budget to match the structure of the Budget Target.  For example, if the Budget Target is defined only by Budget Type and Fund, BP&F will summarize the budget items at that same level for comparison purposes.

In the example below, the target was defined by Budget, Fund & BCL:


[image: image54.png]Budget-to-Budget Target Comparison
2012 Adopted Budget - Pending CBO Approval

FUND __ [BCL BUDGET TARGET| BUDGET | VARIANCE
43000 [C1108 Distribution $17.625.225] 517.380.000] _ 5145.225]
C120B-Transmission $1.016.864] 53187872 $2.171,009]
C130B-Watershed Stewardship 5865251 51.634.978] _ 5769.727]
C140B-Water Quality & Treatment 520.970.305] 520.970.305] 0]
C1508-Water Resources 55.812.508] _56.812.509] Eil
C1608-Habitat Consenation Program 56.797.787] 56.797.7817] Eil
[C4108-Shared Cost Projects $10.002.942] 510.002.942] Eil
C510B-Technolog: 53.331.122] 53.331.122] Eil
NO00B-General Expense $131.480.730] 5131.480.730) Eil
[N300B-Customer Senice 59.062.012] 59.062.012] Eil
[N400B-Other Operating Budget 541.860.015] 545.772.939 53.912.923]
[Fund 43000 Total $247,724,760]$254,433,194]_$6.708.434]
44010 [C3208-Wastewater Comeyance 50| 50|
C3328-Stormwater & Flood Control 0] Eil 0]
C3338-Protection of Beneficial Uses $1.863.482] 51.107.062]  5756.420)
C334B-Low Impact Development Eil Eil
C3356-Landslides & Special Programs Eil Eil
[C360B-Combined Sewer Overflows $16.993.814] 516.993.814] Eil
C3708Rehabiltation 59.625.878] _59.525.873| Eil
C380B-Flooding, Sewer Backup & Lndsl $14.906.037] _51.345.000 513.561.037]
[C410B-Shared Cost Projects $6.346.676] _58.346.676] 50|
C510B-Technolog: 52.456.375] _52.456.375| Eil
NO00B-General Expense $197.015.199] 5198.015.166] 5999 967
[N300B-Customer Senice 55.976.406] _56.976.406] 0]
[N400B-Other Operating Budget 542.706.170] 542.706.170) Eil
Fund 44010 Total $299,790,037[5286,472,547|_$13,317.490|
45010 [C2308-New Facilities $15.080.561] 514.386.900] 5693661
[C410B-Shared Cost Projects $1.650.060] _51.650.060| 0]
C510B-Technolog: 598,166 5766.666] _5221.490)
NOO0B-General Expense §127.401.214]5127.401.214] Eil
[N100B-Administration 54.706.893] 56.623.068]  5616.164)
[N300B-Customer Senice 511.369.038] 511.369.033] Eil
[N400B-Other Operating Budget $12.579.169] 512.579.169) Eil
Fund 45010 Total §173,775,092] $173.676.106] 596,986
[Grand Total '$721,289,889] $714,581,846] _ $6,708,042]







Proposed Budget Submittal – BP&F shall provide a Proposed Budget Submittal workbook report upon request.  The Proposed Budget Submittal is the document used by SPU to submit the department budget request to CBO & Council for approval.

The Proposed Budget Submittal contains the Proposed Budget data which consists of an Adopted Budget and optionally an Endorsed Budget every other year based on the biennium budget process.  The chart below shows which budgets would be produced any a fiscal year:

		Created in Year 2010

		Created in Year 2011

		Created in Year 2012

		Created in Year 2012



		2011 Adopted Budget

		2012 Adopted Budget

		2013 Adopted Budget

		2014 Adopted Budget



		2012 Endorsed Budget

		

		2014 Endorsed Budget

		





The Proposed Budget Submittal is an excel workbook that contains 3 tabs:


· SPU  YYYY-YYYY Proposed Budget


· SPU REM Summary


· SPU YYYY-YYYY Submittal


BP&F shall create the workbook including these 3 reports upon request.  Additionally, each of the report should be available as separate on-request reports.


To request the Proposed Budget Submittal work book, the requestor will select the desired Adopted Budget.  The workbook will include the data for the selected Adopted Budget and the succeeding Endorsed Budget if available.

SPU  YYYY-YYYY Proposed Budget (tab)

This report provides a summary comparison of the CBO defined baseline budget versus the SPU Proposed Budget.  Any differences must be documented as part of a BIP.   The layout of the report appears below:


[image: image55.png]SPU 2011-2012 Proposed Budget Submittal

Baseline Budget Proposed BIPs Proposed Budget
Fund __ O&M vs. CIP 2011 2012 2011 2012 2011 2012
WF o0& 5198.455.703 | 5201.106.882 51274.391(  $10.072.921|  $199.730.094 |  5211.179.804
cp 587642717 | $92.680.233 (58.234.993)] (521191269 579.307.724 | 571.388.965
WF Total | $285.998.420 [ $293,687.115 [  (96.960.602)]  (311.118.348)]  $279,037,819 | _ $282.568.768
DWF  [0&M 5253039772 | 527424553 |  S24.045427 | 520420213 | 5277.085.199 |  5286.844.767
cp 580.351.133 | $87.620.027 54.479.339 55091974 | $84830472| 592,612,000
DWE Total $333,390,905 | $344,944,580 | $28,524,766 | $34,512,187 |  $361,915,671 | $379,456,761
SWE [0&M 5163.301.999 | 5166444352 5672262 51484435 |  $163.974.281|  $167.628.818
cp 539347338 | 535353455 (510099535)| 54829180 |  $29.247.803|  $40.182635
SWE Total $202,649,337 | $201,797,837 | (59.427,25)|  $6,313,615|  $193,222,084 | $208,111,452
Grand Total $622,038,662 | $840.429.533 |  $12.136,911|  $29,707.454| $834,175573 |  $870,136.987
Basoline Budget Proposed BIPs Proposed Budget
O&M vs. 2011 2012 2011 2012 2011 2012
o0& S614.797.474 | 3624975813 | 525992100 |  S40.977.569 | 640789574 | 5665953385
cp 5207241188 | 5215453715 |  (513855189)|  (511270.115)] $193.385.999 | 5204183599
(Grand Total | $822,038,662 | $840,429.533 | $12,136.911 | $29,707,454 |  $834,175,573 | _ $870,136,987







The report has 2 sections; the top section includes the fund designation while the lower section omits the fund level detail.


The report content is mapped below:


		Column Label

		Content



		Fund

		Fund Short Name - These are the abbreviated names of the fund and can be derived based on the fund code as follows:


Fund Code 43000 ( Fund Short Name WF


Fund Code 44010 ( Fund Short Name DWF


Fund Code 45010 ( Fund Short Name SWF


 



		O&M vs. CIP

		Project.Project Type



		Baseline Budget

		This represents the CBO baseline budget that would be defined as a budget target.  The Budget Target amount would be summarized by Fiscal Year, Fund & Project Type.



		Proposed BIPS

		The sum of the Budget Items by Fund, Project type, Fiscal Year related to a BIP for either the Adopted or Endorsed Budgets.



		Proposed Budget

		The sum of the Budget Request amount by Fund, Project type, Fiscal Year for both the Adopted and Endorsed Budgets.





SPU REM Summary (tab)

The REM Summary is a cross-tab report that details the BIPs by Fiscal Year Project Type, Fund & BIP.


The layout includes the following field content: 


		Report Filters: 

		Project Type and Fund.



		Row Labels: 

		BIP ID, & BIP Name.



		Column Labels: 

		Fiscal Year



		Values:   

		BIP Request Amt and BIP FTE Nbr





Any negative values should be highlighted in red.


A sample report is shown on the following page.


[image: image56.png]SPU 2011-2012 Proposed Budget Submittal - REM Summary

08N vs CIP_(Al)
Fund (Al
Data

BIP # |~ [BIP Title=(This field vill be filed in automatically when the BIP # is entered) 2011BIPs | 2012B1Ps 2011 FTEs 2012 FTEs
SSPU-070__|WF - Gen Exp. Taxes. Debt Sie. G&A Credit 52,895,057 512,680 937
SSPU0T1__|DVF - Gen Exp. Taxes Debt Svc. G&A Credit 521539266 527,044 807
SSPU072_|SWF - Gen Exp. Taxes. Debt Srvc. G&A Credit (52.521623)_(51.924.443)
SSPU073_[Shared - Technical Changes 50) 1)
SSPU-074__[Shared - Miscellaneous Changes $1515363 5361940
SSPU-100__[Shared - Call Center Efficiencies (5200 000]_(5400.000) _ (300) _ (600)
SSPU-102_[Shared - Position Changes (52.700.000) (52.900,000) _(24.00)(2500)
SSPU-104_[Shared - Fleet Reductions (O&M portion only) (567.164) (569,953
SSPU-105_[Shared - Salary Reductions per EO 2010-01 (5449 961) (5450138
SSPU-106_|DVF - Street Sweeping for Water Quality (O&M portion only) $710.000 __51.050,000 100 100
SSPU-107__|DWF - FOG Inspectors $285.600 5239300 200 200
SSPU-108_|DWF - ReEstablish Sanitary and Stormwater Capacity Planning $479.400 5489000 200 200
SSPU-109_|DWF - Reinstate Unfunded NPDES Positions 522,000 5201.300
5SPU-110__|DWF - WRIA Dues $98.940 5100919
SSPU-11__[SWF - LHWWIP Fee increase S0 5750000
SSPU-112__|SWF - Changes in Organic Contract Senices 5362000 5373.000
SSPU-113_[SWF - SW Containers $3.060.000_53.121.300
SSPU-114__|DWF - Pipers Creek Grant $275.000_ 5250,000
SSPU300__|WF & DWF - SDOT Backlog Costs $437.500 50
SSPU-301__[Shared - Windows 7 OS Upgrade $453.900 5470001
SSPU400 _[Shared - GF Reduction - Engineering Senices (5120 000]_(5120.000)
SSPU401__[Shared - GF Reduction - GIS Senices (5357.000)_(5357.000)
SSPU402 _[Shared - HR Support (5290.000)(5293.000)  (300) _ (3.00)
SSPU406_|DWF - GF Add - Consolidated Urban Forest Program 5274800 5279600 100 100
SSPUB00_|WF CIP (56.325.609) (521,403 693)
SSPU501__|WF Tech CIP 590616 5212.424
SSPU502__|DWF CIP $4312.095 55003536
SSPU503_|DVF Tech CIP $167.043 (5111562
SSPU504_|SWF CIP (59.841677) 54,930,047
SSPU505 _[SWF Tech CIP (5257 656)_ (5100.667)
SSPU506__[Shared - Sustainable Communities 5100000 5200.000
SSPU507__|WF & DWF - AWVSRP 50 50
5SPU-508_|WF - Spokane St Viaduct 50 50
SSPU509_|WF & DWF - Mercer East 50 50
SSPU510__|WF & DWF - First Hill Streetcar 50 50
5SPU-800__[Shared - 2010 Mid-Year Reductions 50 50 E00)  (500)
Grand Total $12.136,911 $29.707.454 _ (29.00) __ (33.00)







The report content is described below:


		Column Label

		Content



		O&M vs. CIP

		Project.Project Type based on the budget items related to the budgets



		Fund

		Fund.Fund Short Name



		BIP#

		Budget Issue Paper.BIP ID  (Note – only those BIP’s with a CBO approved status should be included on the report)



		BIP Title

		BIP Title Name



		YYYY BIP’s   (Adopted Budget)

		The sum of the BIP Item Detail Current Request Amt for the Budget Year specified on the related Budget.



		YYYY BIP’s   (Endorsed Budget)

		The sum of the BIP Item Detail Current Request Amt for the Budget Year specified on the related Budget.



		YYYY FTE’s  (Adopted Budget)

		The sum of the BIP Item Detail FTE Qty for the Budget Year specified on the related Budget.



		YYYY FTE’s  (Endorsed Budget)

		The sum of the BIP Item Detail FTE Qty for the Budget Year specified on the related Budget.





SPU YYYY-YYYY Submittal (tab)

This final submittal tab contains 2 section; summary of the proposed budget (green) and detail BIP adjustments (orange) as shown in the example below:


[image: image57.png]BIP Title

Brogram Title
(This field wil be filed

1 B | [ D | E | F G H J K L M N [s] Q R v w
2 Seattle Public Utilities - 2011-2012 Actual Budget Submittal

3 DO NOT MODIFY SHADED CELLS. ONLY SUBMIT ADJUSTMENTS FOR "ACCEPTED" BIPS. SEE MEMO FROM DOF TO YOUR DEPT FOR LIST OF ACCEPTED BIPS.

4 GFS 11 OTHS 11 Total 11 GF$ 12 OTHS 12 Total 12 FIEN | FTET2

5 Baseline Budget

6 Sum of Budget Adjustments| (5150600)| 512287511 | 512136911 (5149600) 520857254 | 520707454 #REFI #REFI

7 Proposed Budget (5150600)| _ S12287511 | 512136911 (5149600) 520857254 | 520707454 #REFI #REFI

8

9

0| T T i T SRR st ity e e PUP - s Vet e | ve2rTe A S
" SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp, Taxes. Debt Srvc, G&A Credi{NO1-RWU __ |Other General Expensg CAPITAL Change $925 |OTH $925 |OTH (O&M Capital Expense

12 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp. Taxes. Debt Srvc, G&A Credi{NO1-RWU __ [Other General Expensg DOITALLOC Change $332,201 |OTH $342,832 |OTH DOIT add - $283.151 in the baseline - total add
13 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp, Taxes. Debt Srvc, G&A Credi{NO1-RWU __ [Other General Expensg RETIREMT Change $429.596 |OTH $876.498 |OTH Retirement Add - 1% in 2011 and 2% in 2012

14 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp, Taxes. Debt Srvc, G&A Credi{NO7-RWU __ [Taxes OTHR. Change (86.579.681)|OTH (83.068.154)|OTH |Taxes.

15 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp. Taxes. Debt Srvc, G&A Credi{N81-RWU _ [Debt Senvice INTPMTS Change $4,937.640 [OTH $7.344.739 [OTH Debt Senice

16 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp. Taxes. Debt Srvc, G&A Credi{N81-RWU _ [Debt Senvice (OTHRDEBT Change $274.717 |OTH §$257.211 |OTH Debt Senice

17 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp. Taxes. Debt Srvc, G&A Credi{N81-RWU _ [Debt Senvice PRINPMTS Change $3.491.032 [OTH $6.895.789 [OTH Debt Senice

18 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp, Taxes. Debt Srvc, G&A Credi{N90-RWU __|General and Administrd OTHR. Change (51,884 185)|OTH (52.181.984)|OTH Equipment Depreciation

19 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp. Taxes. Debt Srvc, G&A Credi{N90-RWU __ [General and Administrd OVHDOTH Change $1.697.250 [OTH $1.909.776 [OTH G&A Credit

20 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp, Taxes. Debt Srvc, G&A Credi{N90-RWU _ [General and AdministrdREGBENMED _|Change $20.114 |OTH $21.476 |OTH Increase Fringe Benefits Baseline.

21 SPU_ [43000 |WF - GE, Taxes. Debt Srvc, ContSPU-070 |WF - Gen Exp, Taxes. Debt Srvc, G&A Credi{N90-RWU __ |General and Administrd RETIREMT Change §$178.448 |OTH $181.829 |OTH Increase Fringe Benefits Baseline.

22 SPU  [44010 DWF - GE, Taxes, Debt Srve, ConfSPU-071 DWF - Gen Exp. Taxes. Debt Srve, G&A CreN01-RDW  |Other General Expensg CAPITAL Change §23 458 [OTH §23 458 [OTH (O&M Capital Expense







Summary Section:

The summary section contains 3 subsections:


		Adopted Budget Funding Summary




		Endorsed Budget Funding Summary




		BIP FTE Counts for Adopted & Endorsed Budgets








[image: image58.png]Baseline Budget]
Sum of Budget Adjustments|
Proposed Budget]

GF$ 11 OTHS 11 Total 11 GF$ 12 OTHS 12 Total 12
822,038,662 840,429.533]
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The Baseline Budget row can be derived from the Budget Target (REM Baseline Amount).  The Sum of Budget Adjustments is the sum of the detail BIPs listed in the lower section.  Ditto for FTE counts

Detail Section:

The detail section lists the BIP Item Details by BIP, Fund, REM Program & REM Account for all approved BIPS related to the Proposed Budget.
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The report content is described below:


		Column Label

		Content



		Dept Code

		Default – set to SPU



		Fund 

		Fund.Fund Short Name



		Adjustment Title  

		BIP Title Name ( cannot not exceed 100 characters)



		BIP # 

		BIP ID



		BIP Title

		 BIP Title Name 



		REM Program Code

		Derived by the Budget Item REM BCL Key and joining to the REM BCL to retrieve the REM Program Code



		Program Title

		Derived by the Budget Item REM BCL Key and joining to the REM BCL to retrieve the REM Program Name



		Acct Group Code

		Derived by the Budget Item REM Account Key and joining to the REM Account to retrieve the REM Account ID 



		Transaction Type ($)

		BIP Transaction Type Name – derived from the BIP Transaction Type related to the BIP



		Dest./Src. Dept ($)

		BIP Transfer Dept ID



		YR1  Amount

		The BIP Item Detail Current Request Amount for the Adopted Budget



		YR1 Fund Src

		Derived from the BIP Funding Source Name related to the BIP Item Detail if the BIP Item Detail is related to an Adopted Budget



		YR2 Amount

		The BIP Item Detail Current Request Amount for the Endorsed Budget



		YR2 Fund Src

		Derived from the BIP Funding Source Name related to the BIP Item Detail if the BIP Item Detail is related to an Endorsed Budget



		Position # 

		The BIP Item Detail FTE QTY



		Transaction Type (FTE)

		Derived from the BIP Labor Transaction Name related to the BIP Item Detail (if any)



		YR1 FTE Adj

		Budget Item Detail BBI FTE QTY for the Adopted Budget



		YR2 FTE Adj

		Budget Item Detail BBI FTE QTY for the Endorsed Budget



		Low Org - Leave Blank

		Placeholder



		Job Code

		Derived from the Job Code.Code related to the Labor Position for the BIP Item Detail.



		Dest/Src. Dept FTE

		Budget Item Detail BBI_LABOR_TRNSFER_DEPT_ID



		Comment for REM upload (Mandatory)

		Placeholder



		Add'l Comments (Optional)

		Placeholder





The transactions should be sorted as follows:


1. BIP ID asc

             2. Fund asc

7.15.2 To-Be Process

N/A

7.15.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1500

		BP&F shall provide a Department Budget Report upon request for the specified Budget.

		Report will detail the budget dollars for the selected budget by BCL, Sub BCL & Fund.

		Core



		BR1505

		BP&F shall provide Department Budget Report drill-down reports by Branch and Division

		

		Core



		BR1506

		BP&F shall provide a Branch Budget Report upon request for the specified Budget.

		The Branch Budget Report will detail the budget dollars for the selected Branch and Budget by Budget Sub Program (Division).


The Branch and Budget report shall be accessed/requested directly without drilling down from the Dept. Budget Report.

		Core



		BR1507

		BP&F shall provide a Division Budget Report upon request for the specified Budget.

		The Division Budget Report will detail the budget dollars for the selected Division and Budget by Org.

		Core



		BR1510

		BP&F shall allow Branch and Division Budget reports to be accesses/requested directly without drilling down from the Dept. Budget Report.

		

		Core



		BR1520

		BP&F shall provide a Division Budget by Activity report upon request.  Requesting user shall specify the desired Budget and Division.

		Report output will detail the budget dollars by Activity, G/L Account and Fund for the requested Budget and Division.

		Core



		BR1525

		BP&F shall provide a link from the Division Budget by Activity report to a Budget Detail drill-down report for any dollar amount that contains Budget Item Detail (the dollar amount will have an underscore providing a link)

		

		Core



		BR1530

		BP&F shall provide a Budget Item Detail Drill-down report upon request.

		

		Option 1



		BR1535

		BP&F shall provide a Line of Business Budget Report upon request.  

		The requesting user will enter the following selection criteria:


Budget – required


LOB – one or all


Business Area – one or all


The report will detail the budget for the selected criteria by; LOB, Business Area, LOB Program, Activity, G/L Account and Fund.




		Core



		BR1540

		BP&F shall provide Budget-to-Budget Comparison report upon request.  

		Report will enable requestor to select up to 3 budgets to include in the comparison as well as specify all funds or a selected fund.


The report content will detail the Budget dollars for the primary budget and 2 alternates and include difference columns.

		Core



		BR1550

		BP&F shall provide Budget-to-Budget Comparison report by Budget Program /Sub Program upon request. 




		Report will enable requestor to select up to 3 budgets to include in the comparison as well as specify all funds or a selected fund.

		Core



		BR1552

		BP&F shall provide Budget-to-Budget Comparison report by BCL/Sub BCL upon request. 

		Report will enable requestor to select up to 3 budgets to include in the comparison as well as specify all funds or a selected fund.

		Core



		BR1554

		BP&F shall provide Budget-to-Budget Comparison report by Account Type & G/L Account upon request. 

		Report will enable requestor to select up to 3 budgets to include in the comparison as well as specify all funds or a selected fund.

		Core



		BR1556

		BP&F shall provide Budget-to-Budget Comparison report by Project Type (O&M vs CIP)  & Activity upon request.




		Report will enable requestor to select up to 3 budgets to include in the comparison as well as specify all funds or a selected fund.

		Core



		BR1555

		BP&F shall provide a Budget-to-Budget Target Comparison report that details the variances between the selected Budget Target and Budget.

		BP&F will summarize the Budget Items in the Budget to match the structure of the Budget Target

		Core



		BR1560

		BP&F shall highlight any variance o the Budget-to-Budget Target Comparison that exceeds the allowable variance amount.

		

		Core



		BR1565

		 BP& shall provide a Proposed Budget Submittal workbook upon request for any Adopted Budget.

		Work book includes 3 tabs:


· SPU  YYYY-YYYY Proposed Budget


· SPU REM Summary


· SPU YYYY-YYYY Submittal




		Core



		BR1570

		BP&F shall provide a Proposed Budget Summary report upon request for any Adopted Budget

		This is the same report that is included as the first tab in the Proposed Budget Submittal workbook.

		Core



		BR1575

		BP&F shall provide a Proposed Budget REM Summary report upon request for any Adopted Budget

		This is the same report that is included as the second tab in the Proposed Budget Submittal workbook.

		Core



		BR1580

		BP&F shall provide a Proposed Budget REM Detail report upon request for any Adopted Budget

		This is the same report that is included as the third tab in the Proposed Budget Submittal workbook.

		Core





7.16 Labor Allocations & Assignments

In preparing the Adopted Budget, Endorsed Budget & Spending Plan (and possibly other types of budgets in the future), one of the key processes is ensuring that each (funded) labor position is fully budgeted.  CIP Project Managers submit labor allocations requests to the various Org Resource Managers who are responsible for assigning each funded position to specific activities by resource days.  A full-time position is fully budgeted if the sum of their activity assignments is 220 days.  A part-time position is fully budgeted if the sum of their activity assignments is 110 days.


7.16.1 Problem Statement


At present, Finance manually prepares an initial labor assignment spreadsheet by Branch.  The format and content of those spreadsheets are tailored to each Branch.  The process to request employee labor days is manual as well as assigning each employee position to the various activities.  Addressing over and under resource assignments is manually performed by the resource manager.  The communication between the resource manager and the requesting CIP Project Manager is manual.  A CIP Project Manager has limited visibility to data that identifies if their labor allocation request was staffed and if alternatives (outsourcing or hiring consultants) should be pursued.


For BP&F, the high level steps will be as follows:


Step 1 - CIP PM Submits Labor Allocation Requests

Step 2 – Starting Point Labor Assignments Requested

Step 3 –Labor Assignments Updated

Step 4 – CIP Project Mgrs Notified of Unfilled Labor Allocations


Step 5 - Labor Assignments are Balanced & Approved

Step 1 - CIP PM Submits Labor Allocation Requests 


For each ‘active’ CIP Project, (C or E activity), the project manager will enter their desired labor allocation by entering the following information:


· Budget (identifies a specific budget and year such as the 2012 Endorsed Budget)


· Activity


· Org


· Total Requested Labor Days 


· Job function 

· Request Explanation 


· Requested Labor Days by Month 


Example:

		Request

		Optional/Required

		Sample Data



		Budget

		Required

		2012 Endorsed Budget



		Activity

		Required

		C123456



		Org

		Required

		WS244



		Total Requested Labor Days

		Required

		180



		Job Function

		Optional

		IT Developer



		Request Explanation

		Optional

		Good candidate would be Freddie Brown



		Requested Labor Days by Month

		Optional

		Jan 


0


Feb 


0


Mar


18


Apr


18


May


18


Jun


18


Jul


18


Aug


18


Sep


18


Oct


18


Nov


18


Dec


18








To support the labor budgeting process, BP&F will enable each Organization to define the job functions from a budgeting perspective.  The Job Class assigned to each position by HR, is for HR administration purposes to ensure compensation is consistent between departments as well as comparable to external companies.  For example, the functional role of ‘IT Developer’ may translate into these HR Job Classes:

· Info Technol Prof A,Exempt

· Info Technol Prof C-BU

· Info Technol Prof B-BU

· Info Technol Prof A *

The Org Job Function Type could represent a crew type rather than a single job role.

The diagram below shows how the model will support Organization Job Function configuration:
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BP&F will maintain a record of all labor allocations as show in the business model below:    
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A labor allocation can be related to a new activity that has not defined in Summit or EPMS.  If the activity is CIP related (C or E), the activity should be created in EPMS.  BP&F will maintain all Summit and EPMS activities.  If the activity is a new O&M (N, NN or NS) activity, BP&F will have to master these future O&M activities for use in labor assignments – refer to Section 7.6


As a completeness check, BP&F will provide an on-request report of labor allocations to enable the CIP PM to validate all allocation requests have been entered. 


To request a report, the requestor will have these filter options:


· Budget  – required plus one of the other options listed below

· Org ID - Optional

· Project Mgr – Optional

· Activity – Optional

The CIP Labor Allocation Summary report will list the Request Days, Budgeted Days and Unfilled Request Days by Activity and Job Function.  If the CIP PM has just entered their request, the Budgeted Days will most likely be zero as the Org Resource Manager has not had an opportunity to assign resources.  This report can also be used by the CIP PM to check on status of their labor allocations.



		CIP Labor Allocation Summary


WS244 – Application Services


2012 Spending Plan






		Activity

		CIP PM

		Job Function

		Request Comment

		Allocation Days

		Assigned

Days

		Unassigned Requests



		C123456 – Software

		Edison, Thomas

		Business Analyst

		

		100

		80

		20



		C123456 – Software

		Edison, Thomas

		IT Developer

		Resource is available Jan 1st

		60

		60

		0



		Subtotal

		

		

		

		160

		140

		20



		

		

		

		

		

		

		



		C987654 - Software

		Franklin, Ben

		Finance Analyst

		

		220

		230

		-10



		C987654 – Software

		Franklin, Ben

		Finance Mgr

		

		40

		40

		0



		Subtotal

		

		

		

		260

		270

		-10





Step 2 – Starting Point Labor Assignments Requested

Once all the labor allocations have been submitted, the stewarding Budget Manager can make the actual labor assignments.


To determine the stewarding Budget Manager for a labor position, BP&F will master a Labor Budget Stewardship that identifies all the stewarded Organizations for a user.  In some cases, the budget steward is the Low Org Manager but not always.  Some Branches and Divisions had budget administrator(s) who may be responsible for budgeting across multiple organizations.

Additionally, for backup there can be multiple users that are assigned stewardship for the same organization.


The diagram below shows how BP&F will master the labor Budget Stewardship:
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To facilitate labor assignment creation, the steward Budget Manager will have the option to request a labor assignment starting point.  BP&F shall evaluate the actual expenditures for the prior year as well as any CIP Labor Allocations to develop a starting point. If a starting point is not requested, all labor assignments will be entered from ‘scratch’ by the Budget Manager. 

BP&F will allow each Branch (Budget Program) to specify whether the starting labor assignments should first prioritize CIP or O&M.  Most frequently, the starting point for CIP will be determined first and any remaining days will be assigned to O&M activities.


CIP Priority in Labor Assignments

For CIP (C&E Activities), the starting point assignments will be based on the existence of a CIP Labor Allocation for the current budget and the existence of any labor position with labor actuals for that same Activity & Org.  For example, suppose last year Lenny Wilkins in labor position #123 had 50 actual labor days for Activity ‘A’.  This year a 40-day labor allocation request exists for that same activity.  BP&F would automatically assign the same labor position (Lenny Wilkins) to fulfill the request.  

Determination of the current year CIP labor assignments is dependent upon CIP Labor Allocation requests and whether there is a single or multiple labor assignments for the prior year, as well as the status of the labor position (abrogated or active).  In general, the starting point will be determined as follows:


The matrix below contains the business rules for the various scenarios:


		 

 

Scenario

		Labor Position

		Prior Year - Activity A

		Current Year Activity A

		Explanation



		

		

		Requested Allocation - 220 Days 

		Requested Allocation - 220 Days

		



		

		

		Actual  Labor Days

		Assigned Labor Days

		



		A - Single Labor Actual & Same Labor Allocation for Current Year

		Position 1 - Freddie Brown

		60

		60

		If prior year labor actuals exists, default to the lesser of the prior year actual days or the current allocation days.  Prior Year actuals were lower so assigned labor days = last yr actual days.



		

		 

		

		

		



		 

Scenario

		Labor Position

		Prior Year - Activity B

		Current Year Activity B

		Explanation



		

		

		Requested Allocation - 220 Days

		Requested Allocation - 40 Days

		



		

		

		Actual Labor Days

		Assigned Labor Days

		



		B - Single Labor Assignment & Decreased Labor Allocation Request for Current Year

		Position 1 - Freddie Brown

		60

		40

		If prior year labor actuals exists, default to the lesser of the prior year actual days or the current allocation days.  Prior Year actuals were more so assigned labor days = allocation days.



		

		

		

		

		



		 

Scenario

		Labor Position

		Prior Year - Activity C

		Current Year Activity C

		Explanation



		

		

		Requested Allocation -60 Days

		Requested Allocation - 0 Days

		



		

		

		Actual Labor Days

		Assigned Labor Days

		



		C - Single Labor Assignment & No Labor Allocation Request for Current Year

		Position 1 - Freddie Brown

		60

		0

		As no labor allocation was requested this year, no assignment is made.



		

		

		

		

		



		 

 

Scenario

		Labor Position

		Prior Year - Activity E

		Current Year Activity E

		Explanation



		

		

		Requested Allocation -0 Days

		Requested Allocation - 220 Days

		



		

		

		Actual Labor Days

		Assigned Labor Days

		



		D - New Activity & New Labor Allocation Request

		Position 1 - Freddie Brown

		0

		0

		If no Activity Labor Allocation exists for the prior year, then no assignment is automatically created.



		

		

		

		

		



		 

 

Scenario

		Labor Position

		Prior Year - Activity F

		Current Year Activity F

		Explanation



		

		

		Requested Allocation -160 Days

		Requested Allocation - 80 Days

		



		

		

		Actual Labor Days

		Assigned Labor Days

		



		E - Multiple Prior Labor Assignments & Labor Allocation Request for Current Year

		Position 1 - Freddie Brown

		60

		30

		If multiple positions had prior year labor actuals, the allocation will be prorated based on last year's actual split



		

		Position 2 - Jack Sikma

		100

		50

		



		

		

		

		

		



		

		

		

		

		



		 

 

Scenario

		Labor Position

		Prior Year - Activity G

		Current Year Activity G

		Explanation



		

		

		Requested Allocation -160 Days

		Requested Allocation - 80 Days

		



		

		

		Actual Labor Days

		Assigned Labor Days

		



		F - Multiple Prior Labor Assignments & Labor Allocation Request for Current Year and Labor Position is abrogated.

		Position 1 - Freddie Brown

		60

		60

		If multiple positions had prior year labor actuals, the allocation will be prorated based on last year's actual split for any active position.



		

		Position 2 - Jack Sikma

		100

		 

		





Once all starting point CIP Labor Assignments have been created, any remaining unassigned days will be assigned to O&M activities. 


The starting O&M labor assignments will be based on the prior year’s O&M labor actual and the existence of unassigned days for the current budget year.  The unassigned days will be prorated for each of the O&M activities based on ‘last year’s O&M labor actuals.  


The diagram below illustrates the calculation of default O&M Labor Assignments for a Labor Position with 140 Unassigned Days: 


Prior Year O&M Labor Actuals

		O&M Budgeted Activity

		Prior Year Actual 

O&M Labor Days

		Weight 



		Activity N123456 

		60 Days

		40%



		Activity N555333 

		10 Days

		6.7%



		Activity N188777 

		80 Days

		53.3%



		

		150 Days

		100%







Current Year Budgeted O&M Resource Days - 

		O&M Budgeted Activity

		O&M Assigned Labor  Days

		Calculation



		Activity N123456 

		56 Days

		140 days x  40%



		Activity N555333 

		9.4 Days

		140 days x 6.7%



		Activity N188777 

		74.6 Days

		140 days x 53.3%



		

		140 Days

		





The O&M Labor Assignment starting point will incorporate these exceptions:


· No O&M activity assignments will be made if the labor position has already been fully allocated to CIP activities.

· Labor Position is transferred to a new low org (i.e. labor actual were for a different low org).


· No O&M activity assignments will be made if the labor position is new (i.e. no prior year O&M labor actuals)

· No O&M activity assignment will be made if the labor position has been abrogated.

O&M Priority in Labor Assignments


If O&M labor assignments should have priority over CIP, BP&F will create starting O&M labor assignments will be based on the prior year’s O&M labor actual.  If any unassigned days remain, BP&F will assign the labor positions to the labor allocations are described above.  


Step 3 –Labor Assignments Updated

After BP&F has created the starting point labor assignments, the Stewarding Budget Manager will be responsible for reviewing the assignments to make additional assignments for any unassigned days or revise the starting point assignments based on SPU program priorities as well as ensuring O&M operational commitments will be adequately supported.


The Stewarding Budget Manager will be limited to relevant labor positions & activities when making a new labor assignment.  For O&M (N, NN & NS), the Stewarding Budget Manager will be limited to those activities that are defined as part of their stewardship as shown in the diagram below:
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For CIP (C & E Activities), the labor assignments will be limited to those Activities that have a CIP Labor Allocation that reference an Organization that is stewarded by the user.  For example, suppose a CIP PM records a Labor Allocation for Activity C123456 and Org WS244.   The stewarding Budget Manager for the labor positions in WS250 will not see Activity C123456 included in their available list of activities. 


In theory, every labor position should be budgeted for some minimal level of O&M to cover staff meetings, time reporting, etc.  BP&F will maintain a ‘Minimum O&M Labor Days’ threshold by defining a Budget Threshold Type and Budget Threshold
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The Minimum O&M Labor Days values will be compared to the budgeted O&M labor days to highlight any O&M minimum labor day variances.


The Stewarding Budget Manager may require supervisory input to make the determination.  The labor positions displayed on the web interface and on pertinent reports will be sorted by Supervisor.  


The layout below provides a sample of how labor assignments might be input via an activity grid format.  For CIP Activities, the labor allocations days will be displayed.  Any labor position that includes an over or under labor assignments will be highlighted:


[image: image65.png]0&M Labor Assignments Requests (in Days)

CIP Labor Allocation Requests & Assignments (in Days)

Total CIP | Total 0&M |  Labor
s - 123456 - Software App | 123456 - Software App |C456789 - Web ite | Assigned |  and cip
MaxLabor | Desktop | Operational |Total &M Assigned Bus Analyst IT Developer Web Developer | LaborDays | assigned |Unassigned
Organization supervisor | _Position Days support Services Labor Days 120 660 50 840 Days | LaborDays
Ws242 - Application Sves |Jackson, Phil [Brown, Freddie 110 50 50 60 60 110 o
[Johnson, Dennis | 220 [ 220 220 220 o
[sohnson, John 220 100 100 200 20 20 220 o
Riley, Pat__|sikma, Jack 180 50 50 100 100 180 o
[Silas, Paul 220 110 110 220 220 220 240 220
[Vacant, 220 200 200 20 20 220 o
[Wilkins, Lenny 220 [ 20 20 20 180
SubTotal] 1390 50 2% 750 120 240 [ 120 680 1230 a0
CIP Activity Unassigned Days| 0 220 50







Labor Day Assignment Summary - Upon request, this view will summarize the total CIP and O&M labor day assignments by labor position for the requested Organization and Budget.  Any over or under labor position assignment(s) will be highlighted.  To calculate the over/under labor days, the sum of the CIP and O&M labor days will be compared to the Max Available Labor Days.  The Maximum Available Labor Days is the Position Labor Days unless an Override Labor Days exists.
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The business model below shows how a labor position is assigned to one or more activities via labor days.  If the assignment is related to a CIP Labor Allocation request, that request is cross-referenced.
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To support detail labor budgeting, BP&F must support creation of new labor positions that may not exist in the Human Resource source system as described in Section 7.7. 


Only funded labor positions will be budgeted by labor days.  Any temporary, work study or intern positions will be budgeted by dollars using G/L Account 710310. 

BP&F must support entry of an override budget day value to accommodate certain conditions such as an employee sabbatical.  Entry of override budget days should be restricted to System Administrator or Budget Analyst groups.


Once the stewarding Budget Manager has finalized their labor budget (via the labor assignments), they will specify that their labor budget is ‘Approved’.  BP&F will validate that there are no over or under labor assignments. If an over or under labor assignment exists, the approval request will be denied and the stewarding Budget Manager will make the appropriate correcting entries.


Step 4- CIP Project Mgrs Notified of Unfilled Labor Allocations Requests

One an Org labor budget is approved, any labor allocation that was not fully staffed (i.e. sum of labor assignment days = allocation days by activity and org) will initiate an email notification to the CIP Project Manager.  This will provide the CIP PM with an opportunity to determine if any follow-on action; discuss possible assignment change with Budget Manager, outsourcing the work,  hiring staff augmentation consultants or possibly delaying project if necessary.


Step 5 - Labor Assignments are Balanced & Approved

Once the stewarding Budget Manager approval is accepted, BP&F shall record the appropriate work flow status.  The stewarding Budget Manager’s labor budget should then be reviewed and approved by a Budget Analyst from the Budget Group.

The Budget Group will review and work with the stewarding Budget Manager to determine if changes are needed.  For example, even though there may be not over or under resource allocations, the labor budget may be heavily skewed with too much O&M or CIP dollars.  

BP&F will provide a CIP vs. O&M Labor Comparison report upon request.  The report will detail the CIP and O&M labor actual for the past 3 years compared to the CIP and O&M labor pct split for the specified budget.  As shown in the example below, historically the CIP/O&M split for the Finance & Admin Branch has been 10-12% CIP and 88-90% O&M.  The budget reflects a 28% CIP allocation and only 72% O&M.  


The Budget Analyst will work with the appropriate Branch/Division to resolve any O&M and CIP allocation issues.


To request a report the user will have these filter criteria options:


1. Budget (Required)

2. Branch (Optional)

3. Division (Optional)
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|WS36X-UTILITY SERVICE TEAMS 99.81% 0.15% 99.85% 0.15% 9983% | 017% 99.83%)| 0.17%)
|WS39X-CUSTOMER PROGRAMS & CONTRACTS 83.38% 17.83% 82.17% 17.83% 8365% | 16.35% 60.00%| 40.00%
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|WSB7X-MAINTENANCE DIVISION 100.00% 0.00% 100.00% 0.00% 0.00% 0.00% 0.00%)] 0.00%)
|WS68X-CREW SCHEDULE & PROJ DELIVERY 87.10% 14.26% 85.74% 14.26% 88.58% | 11.42% 88.58%)| 11.42%)
|WSB9X-ASSET DATA SYSTEMS DIVISION #DIV/0! 22.60% 77.40% 22.60% 69.86% | 30.14% 69.86%| 30.14%
WS600-FIELD OPERATIONS Total 81.79% 15.70% 84.30% 15.70% 84.47% | 15.53% 84.47%|  15.53%)
WS700-UTILITY SYSTEMS MANAGEMENT |WST71X-USM BRANCH ADMIN 86.35% 3.82% 96.18% 3.82% 9867% | 133% 98.67%)| 1.33%)
|WS72X-DWW LOB 81.03% 21.96% 78.04% 21.96% 75.35% | 24.65% 75.35%)| 24 65%)
|WST73X-SCIENTIFIC & TECHNICAL SRVCS 84.00% 14.06% 85.94% 14.06% 9385% | 6.15% 93.85%)| 6.15%)
|WS74X-USM SOLID WASTE DIVISION 83.64% 14.44% 85.56% 14.44% 89.75% | 10.25% 89.75%| 10.25%]
|WS75X-USM WATER DIVISION 81.38% 12.76% 87.24% 12.76% 89.97% | 10.03% 95.00%)| 5.00%)
|WS76X-USM STRATEGIC ASSET MGMT 89.18% #DIV/0! 0.00% 0.00% 0.00% 0.00% 0.00%)] 0.00%)
|WST7X-TECHNOLOGY SYSTEMS 76.63% 14.76% 85.24% 14.76% 0.00% 0.00% 0.00%)] 0.00%)
|WS78X-WATERSHED MGMNT ADMIN 7281% 16.96% 83.04% 16.96% 83.80% | 16.20% 83.80%| 16.20%)
|WS79X-LABORATORY SERVICES 99.58% 0.30% 99.70% 0.30% 9945% | 055% 99 45%)| 0.55%)
WS700-UTILITY SYSTEMS MANAGEMENT Total 81.65% 13.90% 86.10% 13.90% 87.86% | 12.14% 87.86%)| 12.14%)
WS900-SPECIAL EXPEND & REVENUE ORGS |WS9XX-SPECIAL EXPEND & REVENUE ORGS 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%)] 0.00%)
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|WSA3X-HR OPERATIONS & DATA MGMT 0.00% 0.00% 100.00% 0.00% 100.00% | 0.00% 100.00%| 0.00%)
|WSA4X-EJSE 0.00% 0.00% 100.00% 0.00% 100.00% | 0.00% 100.00%| 0.00%)
|WSASX-SAFETY 0.00% 0.00% 99.93% 0.07% 99.86% | 0.14% 99.86%)| 0.14%)]
WSA00-HUMAN RESOURCES & SVC EQUITY Total 0.00% 0.00% 99.99% 0.01% 99.98% | 0.02% 99.98% 0.02%)|
WSBSX-BALANCE SHEET ORGS |WSBS0-BALANCE SHEET ORGS 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%)] 0.00%)
WSBSX-BALANCE SHEET ORGS Total 0.00% 0.00% 0.00% 0.00% 0.00% 0.00% 0.00%)] 0.00%|
Grand Total 82.38% 16.21% 83.79% 16.21% 84.28% [ 15.72% 66.00% 33.00%







7.16.2 To-Be Process




[image: image69.emf]Allocate Labor Resources


O


r


g


 


R


e


s


o


u


r


c


e


 


M


g


r


O


r


g


 


R


e


s


o


u


r


c


e


 


M


g


r


B


P


&


F


B


P


&


F


P


r


o


j


e


c


t


 


M


g


r


P


r


o


j


e


c


t


 


M


g


r


S


y


s


t


e


m


 


A


d


m


i


n


S


y


s


t


e


m


 


A


d


m


i


n


15.2 No


15.1 Yes


15.0 CIP or E 


Project or Activity?


Start


25.0  New O&M 


Activity & Fund 


Split Created


5.0  Labor Budget 


Milestones 


Recorded


20.0 New 


Project 


Establishe


d in EPMS


10.0 Email Sent to 


Identify New 


Activities


35.1 Yes


55.1 Yes


35.0 CIP Labor 


Allocation  


Reminder Due?


45.0 


Determine 


CIP Labor 


Allocations


50.0 Record Labor 


Allocation


55.0 CIP Labor 


Allocations 


Complete?


30.0 CIP Labor 


Allocation Email 


Sent


40.0 Generates 


Email Reminder 


35.2 No


80.0  Requests 


Starting Labor 


Assignments


90.0 Create Intial 


Labor 


Assignments


55.2 No


92,0 Email to Org 


Mgr to Finalize 


Activity Labor 


Allctns


95.0 


Determine 


Activity 


Labor 


Assignmen


ts


100.0  Enter  


Labor 


Assignments for 


CIP Requests


110.0 Request CIP 


Labor Assignment 


Report 


115.0 BPFT 


Generates CIP 


Labor Summary


Go to Step 116


Go to Step 45




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Labor Budget Milestones Recorded

		System Admin

		System Admin records milestone dates for completion of Labor Allocation entries.



		10.0

		Email Request to Identify New Activities

		System Admin

		System Admin sends notification to Divisions to remind them to define all new CIP activities that will begin in the Adopted Budget Year in EPMS.  Likely, that they will exist due to the 5 year Projected Cost process.  This is also applicable to new O&M Activities, though these aren’t on-boarded in EPMS with the exception of ‘E’ activities.



		15.0

		CIP or E Project or Activity?

		

		EPMS masters all CIP and E activities so new activities would be defined there by the appropriate Project Mgr.



		15.1

		Yes

		

		Go to Step 20



		15.2

		No

		

		Go to Step 25



		20.0

		Establish New Project/Activity in EPMS

		Project Mgr

		Project Mgr will create new Project and/or Activity as applicable in EPMS.



		25.0

		New O&M Activity & Fund Split Created

		System Admin

		System Admin will enter new O&M Activity and Fund allocation that is included for budgeting purposes.



		30.0

		 CIP Labor Alctn Email Sent

		BP&F

		BP&F sends notification of annual budget process with CIP Labor Allocation deadlines and other pertinent budget information.



		35.0

		CIP Labor Alctn Reminder Due?

		BP&F

		Based on the Labor Budget milestones, BP&F will monitor and send reminder notification if CIP labor allocations are not input for any active CIP or E project.



		35.1

		Yes

		

		Go to Step 40



		35.2

		No

		

		Go to Step 45



		40.0

		Generate Email Reminder

		BP&F

		For any active CIP or E project activity that does have a labor request, BP&F will send an email reminder to the CIP PM.  Even if project is outsourced, it will still have CIP PM whose labor must be included.



		45.0

		Determine CIP Labor Allocation

		Project Mgr

		Project Mgr determines needed labor days by activity, org and job function.



		50.0

		Record CIP Labor Allocation

		Project Mgr

		Project Mgr will access BP&F to record Activity Labor Assignment including the following information:


Activity


Job Class


Org ID


Total Labor Days


Explanation (optional)






		55.0

		CIP Labor Allocations Complete?

		System Admin

		Once all active CIP/E activities have a labor allocation, the next step can begin for the Org Resource Mgrs to make the actual activity labor assignments.



		55.1

		Yes

		 

		Go to Step 80



		55.2

		No

		

		Go to Step 45



		80.0

		 Request Starting Labor Assignments 

		System Admin

		Authorized System User can request a starting point CIP Activity Labor Assignment.



		90.0

		Create Initial  Labor Assignments

		BP&F

		BP&F shall provide the option to create initial labor assignments as a starting point for the Org Resource Manager.  Each Branch will have the option to specify the priority of creating the labor assignments; CIP first and then O&M or O&M first and the remainder to CIP.  

Most frequently the Branch will prioritize CIP first but some branches like Field Operations may assign O&M with first priority to meet Preventive Maintenance requirements.

 CIP First – BP&F will create CIP Labor Assignments based on the prior year’s labor assignments and the existence of a Labor Allocation for that same Activity.  For example, suppose last year a labor position was assigned for 50 days to Activity ‘A’.  This year another 50 day labor allocation exists for that same activity.  BP&F would automatically assign that same labor position to fulfill the request.  If the current year’s request is less than last year, the default would be limited to the current request days.  If there is no CIP Labor Allocation for the current year, a default assignment would not be made.  After all the CIP Labor Assignments are created, for any labor position with unassigned days, BP&F will proportionately allocate the unassigned days to those same O&M Activities.

O&M First – If the Branch the Org is related to has specified O&M assignments have priority; BP&F will proportionately allocate the unassigned days to those same O&M Activities.  If the labor position still has unassigned days, BP&F will determine if any CIP labor assignments can be made.



		92.0

		Email to Org Mgr to Finalize Activity Labor Assignments

		BP&F

		BP&F shall provide an email notification to each Org Mgr using the relationship between Org and User to identify the stewarding Budget Manager.  The email will request that assignments be input.



		95.0

		Determine CIP/E  Activity Labor Assignments

		Org Mgr

		Org Mgr will determine which resource(s) to assign to the various CIP labor allocation requests based on continuation of existing projects as well as project priority for new projection requests.  



		100.0

		Record Labor Assignments

		Org Mgr

		Org Mgr will access BP&F to record the various activity labor assignments by Labor Position and Activity including reference of Labor Allocation requests.



		110.0

		Request CIP Labor Assignment Report(s)

		Org Mgr

		Once all CIP labor assignments have been input, Org Mgr can request reporting to review the assigned labor days by activity versus the labor requests.



		115.0

		Generates CIP Labor Allocation Report(s)

		Org Mgr

		Upon request, BP&F will provide the requested CIP Labor Allocation report.
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Position Needed?


125.0 Email to 


Request New 


Position


120.1 Yes


132.0 


Submits 


Position 


for 


approval


134.0 New Labor 


Position Approved?


120.2 No


160.1 Yes


160.2 No


230.1 Yes


230.2 No


180.2 No


180.1 Yes 185.1 Yes


185.2 No


185.0 Employee on 


Sabbatical?


Go to Step 140


Go to Step 140


140.0  O&M 


Activity Labor 


Allocations Input


150.0 Position 


Over/Under 


Allocation 


Identified


170.0 Labor 


Position Over/


Under Allctn 


Highlighted 


180.0 Under 


Allocated Labor 


Position?


200.0 Enter Labor 


Overrride Days


230.0 Labor  


Position Entries 


Complete?


160.0 Overr 


Allocated Pocket?


240.0 Calculates  


Activity Labor  


Dollars


190.0 Calc 


Reduced 


Labor 


Budget 


Days


195.0 Email to 


Request Labor 


Override Days


145. Labor Position 


Approved?


145.1 Yes


136. Chg Status 


on Labor Position 


to Approved


134.1 Yes


Go to Step 140


138.0 Record 


Unapproved Labor 


Position Status


134.2 No


Go to End


137.0 Send Labor 


Position Approval 


Email


139.0 Send Labor 


Position Denial 


Email


Go to Step 180


Go to Step 170


148.0 Labor 


Position Locked 


from Allcnt 


Assignment


145.2 No


Go to Step 250


118.0 Allocate 


Remaining Labor 


Days to O&M


Go to Step 140




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		116.0

		Validate CIP Labor Assignments

		Org Mgr

		Org Mgr will verify that all CIP/E Labor Assignments have been input and any under allocated labor position days are intended for O&M support or that an additional labor position is needed.  



		118.0

		Assign Remaining Labor Days to O&M

		BP&F

		To minimize data entry, BP&F shall create a starting O&M resource assignment.  The starting O&M assignment(s) will be based on O&M Activity Assignment from the prior year and the current year unassigned days.  The unassigned days will be prorated to each of the O&M activities based on ‘last year’s O&M activity assignments.  If a resource is already 100% assigned to CIP, no O&M assignments will be made.  



		120.0

		New Labor Position Needed?

		Org Mgr

		If a new position is needed that does not exist in the Hr source data, an authorized System Admin can establish a new labor position manually.



		120,1

		Yes

		

		Go to Step 125



		120.2

		No

		

		Go to Step 140



		125.0

		Email Send to Request New Position

		Org Mgr

		Org Mgr will send a request to have a new labor position created.



		130.0

		New Unapproved Labor Position Created

		System Admin

		System Admin will create new Labor Position entry and set the status value to be ‘unapproved’.  Until the position is approved, Org Mgr will not be able to allocate the position.



		132.0

		Submits Position for Approval

		System Admin

		System Admin will coordinate with the appropriate Branch Mgr and/or Division Directors to get approval and then with the E-Team if applicable.  Until the Labor Position has internal SPU approval, the status will remain ‘Unapproved’ which will allow BP&F to exclude entry of labor allocations.



		134.0

		New Position Approved

		System Admin

		System Admin will monitor for all necessary approvals and record the final result of the approval process.



		134.1

		Yes

		

		Go to Step 136



		134.2

		No

		

		Go to Step 138



		136.0

		Chg Status on New Labor Position to Approved. 

		System Admin

		Authorized System Admin will update the status from unapproved to approved.



		137.0

		Send Labor Position Approval Email

		BP&F

		BP&F will send an email to the Org Mgr to notify that new Labor Position can now be included in the budget and should have an Activity Labor Assignment



		138.0

		Chg Status on New Labor Position to Denied.

		System Admin

		System Admin will update the status from unapproved to denied based on the decision by SPU management.



		139.0

		Send Labor Position Approval Email

		BP&F

		BP&F will send an email to the Org Mgr to notify that the requested Labor Position



		140.0

		O&M Activity Labor Assignments Input

		Org Mgr

		Org Mgr will determine which employees have not been fully budgeted to CIP and assign the remainder of their time to O&M activities.  



		145.0

		Labor Position Approved?

		BP&F

		BP&F should lock any unapproved labor position to prevent entry of activity labor allocations.



		145.1

		Yes

		

		Go to Step 148



		145.2

		No

		

		Go to Step 150



		148.0

		Labor Position Locked from Activity Assignment

		

		BP&F will not allow entry of Labor Assignments for any unapproved position.



		150.0

		Position Over/Under Assigned Identified

		BP&F

		Using the Max Labor Days on the Position or the Override Labor Days if one exists for the budget year, BP&F will highlight any over or under assigned positions.






		160.0

		Over Allocated Pocket?

		BP&F

		If employee is not fully allocated, their allocation must be updated.



		160.1

		Yes

		

		Go to Step 170.0



		160.2

		No

		

		Go to Step 180.0



		170.0

		Labor Position Over/Under Assignment Highlighted

		

		Labor Position is flagged/highlighted that an over or under assignment exists.



		180.0

		Under Assigned Labor Position?

		BP&F

		If Labor Position is under assigned, there may be an employee sabbatical situation that hasn’t been input as a Labor Override Days exception.



		180.1

		Yes

		

		Go to Step 185



		180.2

		No

		

		Go to Step 230



		185.0

		Employee on Sabbatical?

		Org Mgr

		BP&F will determine if employee is on sabbatical that will extend to the budget year.



		185.1

		Yes

		

		Go to Step 190



		185.2

		No

		

		Go to Step 170



		190.0

		Finance Calcs Reduced Budget Target Days

		Org Mgr

		Each full time or part time employee must be budgeted at 220 or 110 days.  A person on sabbatical will have a reduced number of budget days.  For example, if the employee will be on sabbatical during the 1st month of the year, the new budget request days might be 202.



		195.0

		Email to Request Labor Override Days

		Org Mgr

		Org Mgr will send the System Admin a request to create an Override Labor Days for one or more budget years.



		200.0

		Enter Labor Override Budget Days

		System Admin

		 Finance will override the budget day values and record a reduced labor days based on the employees projected return from their sabbatical.







[image: image71.emf]Allocate Labor Resources  – continued Page 3


O


r


g


 


R


e


s


o


u


r


c


e


 


M


g


r


O


r


g


 


R


e


s


o


u


r


c


e


 


M


g


r


B


P


&


F


B


P


&


F


P


r


o


j


e


c


t


 


M


g


r


P


r


o


j


e


c


t


 


M


g


r


S


y


s


t


e


m


 


A


d


m


i


n


S


y


s


t


e


m


 


A


d


m


i


n


250.1 Yes


255.0 Send Email 


of Unfilled CIP 


Labor Request


250.0 Unsatisified 


CIP Labor Request 


?


End


250.2 No


260.0 


Activity 


Solution 


Determi


ned


CIP PM will determine 


options and purse the best 


course.  The could mean 


cancelling the project, 


delaying the project, using 


contract resources rather 


than SPU staff, etc.




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		250.0

		Unsatisfied CIP Labor Allocation?

		BP&F

		BP&F shall identify if the total requested labor days for that Org are not fully satisfied by the Org Mgr’s labor assignments.  If so, an email shall be sent so that the Project Mgr can either escalate or hire professional services to fulfill their labor requirement.



		250.1

		Yes

		

		Go to Step 255



		250.2

		No

		

		Go to End



		255.0

		BP&F Sends Email of Unsatisfied Labor Allocation

		BP&F

		Email will be generated by BP&F to notify Project Mgr that all or part of the labor allocation was not satisfied during the budget process so enable the Project Mgr to take the appropriate action (escalate or hire professional services to fulfill their labor requirement).



		260.0

		Resolve Under Allocated Activity

		Project Mgr

		Project Mgr will determine options and purse the best course such as delaying the project or possibly using contract resources rather than SPU staff, etc.








7.16.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1600

		BP&F shall budget labor position resources by ensuring that each funded labor position is fully assigned to one or more Activities up to the maximum allowed labor days based on the position’s Full or Part Time status unless an override labor day value exists.

		A full time Labor Position is fully budgeted at 220 days and a part time position is fully budgeted if the labor assignments equal 110 days.  Override labor day values may exist for labor positions in which an employee is on sabbatical or has extended family leave.

		Core



		BR1601

		BP&F shall require entry of Labor Allocations & Labor Assignments for any budget related to a Budget Type that is configured to include detail labor budgeting.

		

		Core



		BR1602

		BP&F shall integrate with Outlook to send email notification if labor allocations not input based on user defined deadline(s) recorded as Budget Status Milestones.

		The Budget Analyst User Group will establish labor allocation entry deadlines to facilitate work flow process and email notification for late or missing entries.  This assumes there is a status value for ‘Labor Allocation Closed’.

		Option 1



		BR1605

		BP&F shall enable entry of  CIP Labor Allocations to request assignment of labor position resources to an Activity for a budget year.  The labor allocation will include the following designations:


Budget 


Activity


Org ID


Org Job Function


Total Request Days


Request Explanation


Request Days by Month




		CIP PM will access BP&F to record Activity Labor Allocation including the following information:


Budget for Request (required)


Activity (required)


Org ID (required)


Org Job Function (optional)


Total Request Days (Required)


Request Explanation (optional)


Request Days by Month (optional)




		Option 1



		BR1612

		BP&F shall maintain Organization specific Job Function definitions to support labor allocation requests.

		HRIS System does not provide a functional job role such as ‘Mechanical Engineer’ or ‘IT Developer’.  This will enable definition of functional job roles by organization to facilitate communication between Org Resource Manager and CIP PM’s.

		Option 1



		BR1615

		BP&F shall provide a CIP Allocation Summary upon request.

		This report lists all CIP Labor Allocations that match the request criteria:


Budget – Required  


Fiscal Year – Required


Org ID or Proj Mgr or Activity ID Required


The report content lists each request including the following:


Activity,

Activity PM

Job Function


Request Comment


Request Days


Budgeted Days


Unfilled Requests

		Option 1



		BR1620

		BP&F shall create initial labor assignment upon request based on O&M or CIP priority configuration by Branch (Budget Program).

		BP&F shall assign labor days for each active funded pocket by activity based on prior year’s assignment (assuming activity is still active) and O&M and CIP priority designated by the Organization's Branch (Budget Program).   This may result in an under assignment due to closed activities.  Budget Manager will revise as appropriate.

		Core



		BR1621

		BP&F shall provide a grid facility for the Org Resource Manager to enter all O&M and CIP labor assignments including display of over or under labor assignments.

		

		Core



		BR1622

		BP&F shall limit labor assignment entries to those labor positions related to Orgs stewarded by that user.  The System Admin & Budget Analyst user groups will not be limited by organization.

		User will be limited to those Labor Positions they actively steward.

		Core



		BR1623

		BP&F shall restrict the available O&M activities for Labor Assignments to those that are stewarded their Division as well as those exception Activities designated as O&M  Inter Division Activity Exception. The System Admin & Budget Analyst user groups will not be restricted by activity.

		

		Core



		BR1624

		BP&F shall restrict the available CIP activities to those where a Labor Allocation requests exists for an Org the user stewards. 

		User will be limited to those CIP Activities where a labor allocation request exists for their stewarded organization.

		Core



		BR1626

		BP&F shall maintain detailed labor assignments by position, activity, org, month and labor days required to determine CIP and O&M labor dollars for budgeting.

		

		Core



		BR1627

		BP&F shall maintain a Minimum O&M Labor Day threshold to enable a comparison of the actual O&M Assigned Labor Days to the Minimum Assigned Labor Days.



		This will be done by defining a specific Budget Threshold Type and maintaining the min labor day quantity as a Budget Threshold.

		Core



		BR1628

		BP&F shall provide a comparison of the budget O&M labor days to the Minimum O&M Labor day threshold.  If the budgeted days are less than the minimum days, an O&M labor day variance will exist.

		For example, if the minimum O&M Labor Day threshold is set to 5 days and a labor position has no O&M labor assignments, the variance will be minus 5.

		Core



		BR1630

		BP&F shall provide an on-request Detail Labor Assignment Status report those details the budgeted labor days by resource for an Activity. 

		Provides the Org Stewarding Budget Manager or CIP PM the detailed labor assignments.   Request criteria should include the following:


Budget – Required


Fiscal Year – Required


*Activity – Optional


*Org ID – Optional


*Proj Mgr – Optional


*one of these 3 mutually exclusive criteria must be entered.


The report content lists each request including the following:


Activity,


Resource

Activity Request Days

Resource Budgeted Days


Activity Unfilled Request Days




		Core



		BR1640

		BP&F shall provide facility to identify over and under assigned resources as well as detail any O&M Labor Day Variance.

		For example, an employee may be assigned to multiple activities which results in more than 220 days for fulltime employee or 210 for part-time employees

		Core



		BR1645

		BP&F shall provide a facility for each Org Budget Manager  to specify that the labor assignments are complete.   BP&F will validate that there are no over or under labor assignments. If an over or under labor assignment exists, the approval request will be denied and the stewarding Budget Manager will make the appropriate correcting entries.

		

		Core



		BR1650

		BP&F shall integrate with Outlook to send email notifications to CIP Project Managers if labor request is not fully staffed.

		Org (resource) Mgr may not be able to fulfill all CIP labor requests.  If a labor request is not staff or only partially staffed, the CIP Project Mgr should receive a notification to enable them to either escalate the project with management, hire external resources to fill the staffing need or defer the project.

		Option 1



		BR1660

		BP&F shall provide upon request a Labor Day Assignment Summary report or extract identifying all labor assignments by employee position and group by employee, supervisor, org, division within the branch.

		Labor Assignment Summary request should include the following filter options:


Fiscal Year


Budget


Branch


Division


Org


Supervisor


Output should detail the labor assignments for each labor position (pocket) matching the filter criteria including:


Organization


Position Nbr


Current Employee


Position Labor Days


Override Labor Days


Max Allocation Days (220/110)


O&M Labor Days


Min O&M Labor Days


O&M Labor Day Variance


CIP Labor Days


Total Assigned Labor Days


Over/Under Assigned Labor Days


Report subtotals by Supervisor and Org should be included.




		Core



		BR1665

		BP&F shall provide upon request a CIP vs. O&M Labor Comparisons report upon request. 

		This report will detail the CIP and O&M labor expenditures for the past 3 years versus the CIP and O&M labor assignment pct split for the specified budget, branch and/or division.

		Core





7.17 Calculate Labor Budget Request 


Once the labor assignments are approved by the labor budget steward, the associated labor dollars can be calculated.  


7.17.1 Problem Statement & Desired Change


Historically, labor dollars were calculated for each labor assignment based on the top pay rate for the position.  While this simplified the calculation it also introduced a budget contingency based on the difference between the employee’s top pay rate and actual pay rate during the budget year. 


For BP&F, labor dollars will be based on the employee’s actual pay rate during the budget year.   Some employees will have multiple pay rates in a budget year due to step increases.  Those step increases will be included in the labor dollar calculation.  Labor dollars for vacant positions will be calculated based on 95% of the top pay band for APEX/SAM and the 3rd step for all other positions. 

To calculate the labor dollars for a labor assignment, a calculation must be performed for each labor position (filled or vacant) and then proportionally allocated to a labor assignment based on the assigned labor days.  The activity labor dollars are then allocated by fund which results in labor assignment dollars.

The labor assignment dollars are recorded as Budget Item Detail and the Budget Item Details are summed to calculate the request amount on the related Budget Item.


The calculation of Labor Budget Request dollars is a 4-step process:


Step 1 - Calculate Annual Labor Position Dollars


Step 2 - Apportion the Labor Position Dollars to each Labor Assignment.


Step 3 - Allocate the Activity Labor Dollars by Fund 

Step 4 – Allocate the Activity/Fund Labor Dollars by Month


Step 5 - Record Labor Assignment Results


Step 1 – Calculate Annual Labor Position Dollars

Calculating weighted labor position dollars is important as the intent is not to introduce a dollar incentive or penalty based on the calendar period when a resource is assigned to a project.  For example, if a labor position was assigned to 2 different activities and the labor position had a step pay increase in the middle of the year, the intent is not to create a competition for the PM to get a resource assigned to their project when the employee’s salary would be lower.


To calculate the Annual Labor Position dollars, a calculation is performed for each pay step that will occur during the budget year and then the Pay Step Amounts are summed to arrive at the Annual Labor Position amount.  There is one exception to using the actual pay steps related to vacant positions:

Vacant Positions - Vacant positions will be budgeted as follows:


Non APEX/SAM – Budget at pay step 3 

APEX/SAM – Budget at 95% of the top pay rate.

The Pay Step Amount formula is listed below: 


Pay Step Amount = (Pay Step Hourly Rate x APEX SAM PCT x Union COLA Pct x 8 hrs x Pay Step Days) / (1+Org Vacancy Factor)


		Ref

		Formula

		Discussion



		A

		  Pay Step Hourly Rate

		The hourly pay rate for the position or top pay rate depending on whether the position is vacant or is classified as APEX/SAM



		B

		x Vacant APEX/SAM PCT

		For vacant positions, the labor dollars are based on the 3rd pay step or 95% of the top pay rate if the position if APEX/SAM.



		C

		x Union COLA PCT

		Based on the budget year being calculated and Union designation,  a COLA PCT is applied



		D

		= Inflated Hourly Rate

		Derivation = (A x B x C)



		E

		X 8 hrs

		Budgeting is done by labor days so much determine a daily labor rate by multiplying by 8 hrs.



		F

		= Inflated Daily Rate

		Derivation = D x E



		G

		X Pay Step Days

		Pay Step Days is calculated as follows:


Position Budget Days (220 or 110 ) x Days at Pay Step / 365 Days


For example, suppose the employee had the following pay steps:


Pay Steps in Budget Year


Jan 1 – Sep 30th  $40 per hour


Oct 1 – Dec 31st $45 per hour


For the first pay step in the budget year, there are 273 Julian Days (Jan 1 to Sep 30th).  For the second pay step, there are 92 Julian Days (365 days less 273 days)


The Pay Step Days would be as follows:


Jan 1 – Sep 30th:  220 x 273/365 = 165 days


Oct 1 – Dec 31st:  220 = 92/365 =     55 days






		H

		=/ (1+Org Vacancy Factor)

		Apply Org Vacancy Factor is detailed in Section 7.8



		I

		= Pay Step Amount

		Derivation = (F x G)/H





The examples below provide the calculation results for these 3 scenarios: 



Full Time Filled Labor Position



Vacant Position


Vacant APEX/SAM Position


[image: image72.png]Formula

Pos

ion #1 - Employee Drew Carey

Pay step Period 1/1 to 8/31

Pay step Period 9/1 to 12/31[Total Position Dollars|

Pay Step Hourly Rate s20 25
X Vacant APEX/SAM PCT 100% 100%
{1+ Union COLA PCT) 102% 102%
= Inflated Hourly Rate 204 255
X8 hrs 5| 5|
= Inflated Daily Rate s 16220 5 204.00
X Pay Step Days 147] 7|
=/ (1+Org Vacancy Factor) 107% 107%
= Pay Step Amount s 22,0203 [ ¢ 1391776 § 36,338.60
Position #2 - Vacant (Non Apex/Sam)

Formula

Pay Step Period 1/1 to 12/31
3rd Pay Step Hourly Rate 550
x Vacant APEX/SAM PCT 100%
{1+ Union COLA PCT) 102%
= Inflated Hourly Rate 51
X8 hrs 5|
= Inflated Daily Rate s 408.00
X Pay Step Days 20|
/ (1+Org Vacancy Factor) 107%
Pay Step Amount s 83,887.85 | - s 83,887.85
Po:

Formula

Pay Step Period 1/1 to 12/31
Top Pay Step Hourly Rate 60
X Vacant APEX/SAM PCT 95%
{1+ Union COLA PCT) 101%
= Inflated Hourly Rate 57.57]
X8 hrs 5|
= Inflated Daily Rate s 46056
X Pay Step Days 20|
/ (1+Org Vacancy Factor) 107%

= Pay Step Amount. s 94,604.58 | § — s 94,604.58





 

Step 2 - Apportion the Labor Position Dollars to each Labor Assignment

In this step, the Labor Position dollars calculated in Step 1 are prorated and apportioned to each Labor Assignment: 


Labor Assignment Dollars = Labor Position Dollars x (Activity Labor Days/Total Position Labor Days) 

Continuing with the example above, suppose these 3 positions were assigned to either Activity C123456 or N987654 (or both) as shown below:


[image: image73.png]No87654 | Total
Labor | Labor
Position Days | Day
1- Drew Carrey 160 220
2-vacant 2 220
3- Vacant APEX/SAM 220 220
Total 200 660





 

The resulting Labor Assignment dollars would be:


[image: image74.png]Total Pos N987654 | Total Labor

Position Dollars LaborDays| _ Day Dollars | Dollars | Dollars
1 DrewCamey __[$36,338.69 160 220 $9,91055|_$26,428.14] $26,325.69)
2- Vacant $83,887.85 20 220 $76,261.68|  $7,626.17| $83,887.85|
3- Vacant APEX/SAM [$94,694.58 0 220 220 $0.00] $94,694.58 $94,694.58]
Total $214,921.12 260 400 660 $86,172.23| $128,748.89| $214,921.12]





 

Step 3 – Allocate the Labor Assignment Dollars by Fund

In this step, the Activity dollars calculated in Step 2 are then allocated to the appropriate funds.  The Activity entity will maintain the current WTR, DWW, & SW Fund Percentages.   The Activity dollars will be multiplied by each of these fund percentages to derive the Labor Assignment dollars by Activity & Fund.  Continuing with the example above, suppose activity C123456 was allocated to the funds as follows:


WTR – 60%


DWW – 30%


SW - 10% 


The Activity Fund results would be:

[image: image75.png]| Total Posi 'WTR Fund | DWW Fund | SW Fund
Position Dollars Dollars 60% 30% 10%
1-DrewCamey |$36,338.69 $9,91055] $5,986.33] 5297317 $991.08
2-Vacant 582,887.85 | 76,261.68] $45,757.01 $22,878.50] 57,626.1]
3-Vacant APEX/SAM[$94,694.58 $0.00 $0.00 $0.00 $0.00
Total $214,001.12 | $86,172.23] $51,703.38] $25,851.67] $8,617.22





 

Step 4 – Allocate Labor Assignment Dollars by Month


In this step, the Labor Assignment dollars calculated in Step 3 are then allocated by period and month.  Continuing with the example above, Drew Carrey will be working on both C123456 and N987654 in the budget year.  He may work on these activities serially or concurrently.  The labor allocation did not mandate entry of the months when these assignments occur.  BP&F will assume that work will occur concurrently and evenly through the year.


Each labor position is paid 26 times a year.  BP&F will divide the labor dollars from Step 3 into 26 pay period amounts.  Drew Carrey’s labor dollars for Activity C123456 for the WTR Fund of $5,946.33 would be divided into 26 pay period amounts of $228.71.  Based on the pay period calendar for the budget year, the pay period amounts would be summed into monthly amounts.  For example, if during the budget year, there were 3 pay periods in July and 2 in August the monthly amounts for July & August would be $686.12 and $457.41 respectively.

Step 5 – Record Labor Assignment Results


After the Labor Assignment dollars are apportioned by month, BP&F will then record the results as a Budget Item Detail.  The sum of the Budget Item Details will be used to update the related Budget Request Amount. 

Labor Assignment Reporting

BP&F will provide 6 reports related assigned labor dollars:


· Labor Assignment Summary

· Labor Assignment Position Summary

· Labor Assignment Activity Detail

· Labor Assignment Account Summary

· PM Labor Assignment Summary  

· PM Labor Assignment by Activity & Position

Labor Assignment Summary – a report of the total O&M and CIP labor days and dollars by organization for the requested Budget, Division or Organization.  The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (G/L Account 710110, 891200 & 991100).

[image: image76.png]LABOR ASSIGNMENT SUMMARY

T on, 2012 Endorsed Budget

org Available Days [OM Labor Days[0&M Labor + Fringe | CIP Labor Days|CIP Labor + Fringe [Total Assigned Dayl Total Labor Amt | Unassigned Labor Days
WS241 - IT Director’s Office 1430 1425 $787,120| K] $5,084) 1430) $792,204| [

WS242 - Infrastructure 7370 7044 $4,321,175| 316 $333,748| 7360] $4,654,923] -10

Ws244 - Application Services 4730 2380 sis0L768]  2a12 52,505,822 4752 4,007,585| 2

Total 13530 10809 $6,610,059| 2733 $2,844,654] 13542 $9,454,713| 12





 

Labor Assignment Position Summary - a report of the total O&M and CIP labor days and dollars by labor position for the requested Budget, Division or Organization.  The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (G/L Account 710110, 891200 & 991100).

[image: image77.png]LABOR ASSIGNMENT POSITION SUMMARY

IT Division, 2012 Endorsed Budget

Organization Employee Available Days | OM Labor Days[0&M Labor + Fringe | CIP Labor Days|CIP Labor + Fringe [Total Assigned Days| Total Labor Amt | Unassigned Labor Days

Ws241- IT Director's Office___|Brown, Freddie 110) 110 532,394] 9| 50 110 532,394 q
|Sikma, Jack 220] 215 $137,892| 5| $5,084) 220| $142,975 0
[ wilkins, Lenny 220) 220) 5193,730) 9 50 220) 5193,730) q
[Johnson, Dennis 220] 220| $109,179 0] 0| 220| $109,179 0
[Johnson, John 220] 220| 384,547 0] 0| 220| 384,547 0
[Silas, Paul 220] 220| $114,689 0] 0| 220| $114,689 0
|Vacant 220] 220| $114,689 0] 0| 220| $114,689 0

WS241 Total 1430| 1425| $787,120| 5| $5,084) 1430] $792,204| 0

WS242 - Infrastructure |Vacant 220] 199 $153,875 21| $23,155| 220| $177,029 0
|Alexander, shaun 220) 220) 5123,840) 9 50 220) 5123,840) q
Bosworth, Brian 220] 206| $115,960| 14| $12,494] 220| $128,454| 0
Carter, Chris 220] 190| $122,374| 30| $30,633] 220| $153,006| 0
Hasselback, Matt 220) 170) $111,000) 0] 551,054] 210) 5162,055) 19
[Whitehurst, Charlie 110] 110] $51,201] 0] 50| 110] $51,201] 0





 

Labor Assignment Activity Detail - a report of the Activity labor days and dollars by labor position for the requested Budget, Division, and Organization.  The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (G/L Account 710110, 891200 & 991100).

[image: image78.png]LABOR ASSIGNMENT ACTIVITY DETAIL

IT Division, 2012 Endorsed Budget
[organization [supervisor Employee Activity Labor Days _|Labor Dollars w/Fringe
[Ws241 - 17 Director's Office__|sohnson, Gus Brown, Freddie N240196 - General Mgmt 50| 512,100
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PM Labor Assignment Summary – a report of the total labor dollars for the requested Budget and Project Manager.  The report will list each active activity stewarded by the requested project manager with the total labor dollars. The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (G/L Account 710110, 891200 & 991100).

		PM Labor Assignment Summary

2012 Endorsed Budget
PM:  Sanabria, Carlos



		Activity

		Total Labor

		Total Non Labor

		Total Budget



		C408045-Cedar Falls Building Imprvmts

		$8,914

		$,5000

		$8,914



		C408046-Cedar Falls Water Sys Replcmnt

		$70,315

		$80,000

		$150,315



		C408050-Landsburg Facilities Dvlpmnt

		$195,524

		$,7575

		$195,524



		C408054-Tolt Building Imprvmts

		$11,326

		$400

		$11,726



		C408055-Landsburg Building Imprvmts

		$6,123

		$2,150

		$8,273



		Total

		$292,202

		$82,550

		$374,752





PM Labor Assignment by Activity & Position - a report of the total labor dollars for the requested Budget, Project Manager & Activity(s).  The report will list each active activity stewarded by the requested project manager with the total labor dollars. The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (G/L Account 710110, 891200 & 991100).

[image: image79.png]PM Labor Assignment Detail
2012 Endorsed Budget
PM: Sanabria, Carlos

408045, C408046 & C408050

Activity ORG POSITION [NOTE LABOR DAYS| TOTAL LABOR

C408045-Cedar Falls Building Imprvmts [Ws260 - Facilities & Real Property _|Vacant position /b filled by Feb 1st 38 56,123
C408045-Cedar Falls Building Imprvmts [WS653 - Water Maintenance [s0el, Billy 13 52,049
C408045-Cedar Falls Building Imprvmts |WS783 - Watersheds Operations _|Carey, Mariah 5 s7a9)
SUBTOTAL 56 $8,014
C408046-Cedar Falls Water Sys Replomnt | w260 - Facilities & Real Property _|sinatra, Frank 220 546,033
C408046-Cedar Falls Water Sys Replomnt | Wsa34 - Technical Resoureces Usher 15 52,043
C408046-Cedar Falls Water Sys Replomnt |WS280 - proj Management & Engine{wayne, Lil 136 521,83
SUBTOTAL 372 588,143 |
C408050-Landsburg Facilities Dvipmnt | Ws260 - Facilities & Real Property _|Tyler Moore, Mary 220 s15,143]
C408050-Landsburg Facilities Dvipmnt |Ws280 - proj Management & Engine]Asner, ed 36 55,697
C408050-Landsburg Facilities Dvipmnt |WS610 - Admin Field Operations _|While, Betty 2 4,459
C408050-Landsburg Facilities Dvipmnt |WS654 - Water Transmission [slaughter, Murray 7 512,241
C408050-Landsburg Facilities Dvipmnt | WS691 - SCADA Mgmt [arthur, Bea 18 52,849
C408050-Landsburg Facilities Dvipmnt | WS751 - ir Resource BA Mgt Reiner, Mike 16 52,614
C408050-Landsburg Facilities Dvipmnt | WS753 - Wtr Quality & Treatment_|struthers, sally 8 513,520
SUBTOTAL 119 $195,524]





 

7.17.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		Start

		

		

		Process is triggered by the entry of an Activity Labor Day Assignment.



		2.0

		Funded Position?

		BP&F

		For a funded position, BP&F will calculate Regular Salary & Wage dollars based on the activity labor day assignments.  A non-funded position (temporary employee) will be excluded from the calculation even if activity labor day assignment has been input.



		2.1

		Yes

		

		Go to Step 4



		2.2

		No

		

		Go to End



		4.0

		Filled Position?

		BP&F

		BP&F will determine if labor position is filled or vacant



		4.1

		Yes

		

		Go to Step 8



		4.2

		No

		

		Go to Step 25



		6.0

		Non APEX/SAM Position?

		BP&F

		BP&F will identify APEX/SAM position via a Union Code designation of 140.



		6.1

		Yes

		

		Go to Step 8



		6.2

		No

		

		Go to Step 25



		8.0

		Calc Pay Step Amt

		BP&F

		For each pay step the position will have during the year, the pay stem amount will be calculated based on this formula:


Pay Step Amount = (Pay Step Rate x Union COLA Pct x 8 hrs x Pay Step Days) / (1+Org Vacancy Factor)


BP&F will retrieve the Org Vacancy Factor and Union COLA from the Budget Factor table based on the applicable G/L Account & Union.






		10.0

		More Pay Steps Exists?

		BP&F

		BP&F will determine if the employee position has another pay step during the budget year.



		10.1

		Yes

		 

		Go to Step 8



		10.2

		No

		

		Go to Step 14



		14.0

		Calculate Labor Position Dollars

		BP&F

		BP&F will sum all the Pay Step calculations created in Step 8 to determine the Labor Position dollars for the budget year.



		16.0

		Calc Activity Labor Dollars

		BP&F

		BP&F shall allocate the position dollars according to the activity labor day assignment and divided by the total position labor days.



		18.0

		Allocate Activity Labor Dollars by Fund

		BP&F

		Based on the calculation result in Step 16, BP&F will apply the WTR, DWW & SW Fund Pct from the Activity entity to derive the corresponding fund activity amounts.



		20.0

		Record Budget Item Detail

		BP&F

		For each non-zero fund activity amount calculated in Step 18, record a Budget Item Detail and update the Request Amt on the related Budget Item.



		25.0

		Calc Position Amt based on 95% of Top Pay Step

		BP&F

		For any vacant or APEX/SAM positions, BP&F will perform a single pay step calculation based on the position’s top pay rate as shown below: 


 Labor Position Amt = (Top Pay Step Rate x 95% x Union COLA Pct x 8 hrs x Full/Part Time Positions Days) / (1+Org Vacancy Factor)








7.17.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1700

		BP&F shall calculate Activity Labor Assignment dollars by calculating labor dollars by position and then apportioning the overall labor position dollars to activities based on the activity labor days assignment(s).  The resulting dollars are then further allocated by Fund and Month based on the number of pay periods.

		

		Core



		BR1705

		BP&F shall calculate the Labor Position dollars for filled positions by calculating a COLA inflated dollar amount by Union for each pay step and summing the results for all pay steps and dividing by one plus the applicable Org Vacancy Rate PCT.

		Pay Step Amount = (Pay Step Rate x Union COLA Pct x 8 hrs x Pay Step Days) / (1+Org Vacancy Rate PCT)




		Core



		BR1710

		BP&F shall allocate Activity Labor Assignment dollar by fund for both vacant and filled positions.

		

		Core



		BR1715

		BP&F shall calculate the Labor Position dollars for vacant non-APEX/SAM positions by calculating a COLA inflated dollar amount for 3rd pay step and dividing by one plus the applicable Org Vacancy Rate PCT.

		

		Core



		BR1720

		BP&F shall calculate the Labor Position dollars for vacant APEX/SAM positions by calculating an COLA inflated dollar amount for 95% of the top pay step and dividing by one plus the applicable Org Vacancy Rate PCT.

		

		Core



		BR1725

		BP&F shall calculate labor assignment dollars for all non-APEX/SAM and vacant positions based on the employees actual pay steps during the budget year.

		

		Core



		BR1730

		BP&F shall apply Org Vacancy Rate PCT based on the Org designation of the position.

		

		Core



		BR1735

		BP&F shall apply Labor COLA based on union designation of the positions to enable variable Union COLA PCTs to be applied.

		

		Core



		BR1737

		BP&F shall allocate Activity Labor Assignment dollars by fund based on the current Activity Fund Split and record the result as a Budget Item Detail.

		

		Core



		BR1738

		BP&F shall allocate Fund & Activity Labor dollars based on the number of pay periods in a month as dictated by the Budget Allocation Method defined for the related Budget Type and G/L Account.

		

		Core



		BR1740

		BP&F shall provide an Labor Assignment Summary – a report of the total O&M and CIP labor days and dollars by organization for the requested budget.

		

		Core



		BR1745

		BP&F shall provide a Labor Assignment Position Summary report of the total O&M and CIP labor days and dollars by labor position for the requested budget. 

		

		Core



		BR1750

		BP&F shall provide a Labor Assignment Activity Detail report of the Activity labor days and dollars by organization, supervisor & labor position for the requested budget.

		

		Core



		BR1760

		BP&F shall provide a PM Labor Assignment Summary - a report of the total labor dollars, non-labor dollars and total budget dollars for the requested Budget and Project Manager.  The report will list each active activity stewarded for the request project manager. 

		Note - The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (G/L Account 710110, 891200 & 991100).

		Core



		BR1765

		BP&F shall provide a PM Labor Assignment Detail that shows the total labor dollars for the requested Budget, Project Manager & Activity(s).  The report will list each active activity stewarded for the request project manager.

		Note - The labor dollars include Salary & Wages, Labor Fringe and G&A Fringe (G/L Account 710110, 891200 & 991100).

		Core





7.18 Adopted Budget

Every year, Finance staff and budget managers create detailed budget data to produce O&M and CIP Adopted Budgets.   The budget process is administratively challenging as resources are shared between O&M and CIP requiring manual efforts to resolve labor allocation overages & shortages.  Additionally, Finance has tried different levels of budget input granularity by the budget managers and assumed greater administrative duties to maintain the budget data in Budget Prep.   


The SPU budget (including CIP and O&M) must be submitted to the City Budget Office for City Council approval.  As such, this requires that the budget be summarized and transformed in a standardized CBO format required for the City Council approval process.  Finance must maintain multiple budget formats keeping all formats in-sync when a change is required.

7.18.1 Problem Statement & Desired Change


The processes required to create the Adopted Budget are detailed in the following sections of this document:


7.11 Create a Budget

7.12 Calculate Budget Item Amounts

7.13 Approving a Budget Request

7.14 Budget Journal Entries


7.15 Standard Budget Reports

7.16 Labor Allocations & Assignments

7.17 Calculate Labor Budget Request

The business process below details the approval process and will aid in determining the appropriate status value types for the Adopted Budget.

7.18.2 Prepare Adopted Budget - To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Determine Budget Starting Point(s)

		Budget Group

		Budget Group will determine starting point for request amounts.  Up to 3 different starting points can be specified; O&M Expenditures, CIP Expenditures and Revenue Plan.



		10.0

		Determine Budget Milestones

		Budget Group

		The Budget Group will determine the status milestone dates to initiate workflow emails related to the creation/approval of the Adopted Budget.



		15.0

		Request Budget Creation

		Budget Group

		The Budget Group will select the desired Budget Type and use BP&F to create a new Budget for the desired Budget Type.  In addition to the Budget Type, the Budget year, budget milestone dates and starting point(s) will also be specified.



		20.0

		Endorsed Budget Exists?

		BP&F

		BP&F will determine if a Budget with the Budget Type of ‘Endorsed Budget’ exists for the requested fiscal year.  If so, this will be used as the starting pt for the baseline amount calculations.  If not, the revised budget will be used as the starting pt for the baseline calculation.



		20.1

		No

		

		Go to Step 25



		20.2

		Yes

		

		Go to Step 30



		25.0

		Retrieve Prior Yr Revised Budget Items

		BP&F

		Sum all budget items by G/L Account, Activity & Org across all budgets included in the ‘Revised Budget’ for the prior year where the One-Time Flag = ‘N’.  The Revised Budget includes the following:

Adopted Budget


Carry Forward Budget


Intra BCL Budget(s)


Supplemental Budget(s)



		30.0

		Retrieve Endorsed Budget Items

		BP&F

		Sum all budget items in the Endorsed Budget by G/L Account, Activity & Org 



		35.0

		Exclude Obsolete Budget Items

		BP&F

		Exclude any budget item related to a G/L Account, Activity or Organization that is inactive.



		40.0

		Created Adopted Budget

		BP&F

		BP&F will create new Budget and Budget Status instances.  The Budget Status will be set to the Budget type Status with the lowest sequence number.



		45.0

		Created Budget Status Milestones

		BP&F

		BP&F will create Budget Status Milestones if deadline established have been input.



		50.0

		Calc Budget Item Baseline Amt (Section 7.11)

		BP&F

		BP&F will use the Budget Formulas and Budget Factors to take the applicable starting point budget items to create new budget items with the appropriate baseline dollar amount as described in Section 7.11.



		60.0

		Starting Pt(s) Requested?

		BP&F

		BP&F will determine if a starting point was supplied when the adopted budget request was entered.  If a starting point is not supplied, the Budget Request Amount will be defaulted to the value in the Budget Item Baseline Amount.



		60.1

		No

		

		Go to Step 70



		60.2

		Yes

		

		Go to Step 80



		70.0

		Default Request Amt = Baseline Amt

		BP&F

		For each budget item set the request amount = baseline amount.



		80.0

		Exclude Obsolete Starting Pt Budget Items

		BP&F

		There may be Budget Items in the Starting Points that are obsolete.  All starting point budget items should be summarized by G/L Account, Activity & Org.  If the starting point is related to an inactive Account, Activity or Organization, it should be excluded.



		85.0

		Calc Budget Request Amount

(Section 7.11)

		BP&F

		The process to calculate the Budget Request Amount is detailed in Section 7.11.



		60.0

		Review Baseline Budget

		Budget Group

		Budget Group will access BP&F to review the Budget and baseline calculations.  One or more of the standard budget reports defined in Section 7.13 may be used as an aide in the review process.



		70.0

		Buses Budget Revisions?

		Budget Group

		Budget Group will manually determine if any of the budget baseline calculations need revision.



		70.1

		Yes

		

		Go to Step 75



		70.2

		No

		

		Go to Step 80



		75.0

		Baseline Updates Applied

		Budget Group

		Any user deemed to be a Finance Analyst or System Admin will have update access to the Budget Item baseline amount.  For Budget Managers, the baseline amount will always be read-only.



		80.0

		Revise Budget Status

		Budget Group

		Once the Budget Group has approved the budget baseline values, the budget is ready for budget manager requests.  To enable budget manager input, the Budget Status value will be updated to the appropriate status value. BP&F will use the User Group Budget Privilege to enable budget manager entry.
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		130.0

		Review Baseline Budget

		Budget Group

		Budget Group will access BP&F to review the Budget and baseline calculations.  One or more of the standard budget reports defined in Section 7.13 may be used as an aide in the review process.



		135.0

		Baseline Budget Approved?

		Budget Group

		Budget Group will manually determine if any of the budget baseline calculations need revision.



		135.1

		No

		

		Go to Step 136



		135.2

		Yes

		

		Go to Step 140



		

		

		

		



		136.0

		Enter Budget Item Revisions

		Budget Group

		 Budget Group will access BP&F and make the appropriate changes to the Budget Item Baseline & Request Amount(s).  Any user deemed to be a Finance Analyst or System Admin will have update access to the Budget Item baseline amount.  For Budget Managers, the baseline amount will always be read-only.



		138.0

		Baseline Updates Applied

		BP&F

		Requested changes will be updated on the Budget Item.



		140.0

		Enter New Status

		Budget Group

		Once the Budget Group has approved the budget baseline values, the budget is ready for budget manager requests.  To enable budget manager input, the Budget Status value will be updated to the appropriate status value.



		142.0

		Maintain Budget Status

		BP&F

		BP&F will record the new status value and set the end date on the prior status to the start date of the current status minus 1-day.  BP&F will use the User Group Budget Privilege to enable budget manager entry.



		146.0

		Develop Revenue Plan

		Rates Group

		While BP&F can develop preliminary baseline dollars for revenue accounts, the actual revenue plan is developed using the Rates Model external to BP&F.



		147.0

		Enter Revenue Plan

		Rates Group

		The Rates Group will access BP&F to enter the Revenue Plan by revising the Budget Item Request Amounts.



		149.0

		Record Revenue Plan Request Amt Revisions 

		BP&F

		BP&F will update the requested Budget Items to reflect the new revenue values.



		150.0

		Dtl Labor Budget?

		BP&F

		BP&F will determine if a detailed labor budget is needed by using the Budget type DTL Labor Flag.  If a Detail Labor Budget is included in the Budget, the labor budget will be developed first followed by the non-labor budget entries.



		150.1

		Yes

		

		Go to Step 151



		150.2

		No

		

		Go to Step 185



		151.0

		Send Email to Enter Labor Allocations/Assignments

		BP&F

		Based on the Adopted Budget Status, an email will be sent for the appropriate Budget Managers and CIP Project Managers to record their budget requests.



		153.0

		Enter Labor Allocation Requests

		CIP PM

		The detailed process for recording Labor Allocations is contained in Section 7.14



		154.0

		Record Labor Allocations

		BP&F

		BP&F will maintain a record for each CIP Labor Allocation Request.



		155.0

		Enter Labor Assignments

		Org Cost Ctr Mgr

		The detailed process for recording Labor Assignments (both O&M and CIP)  is contained in Section 7.14



		160.0

		Record Labor Assignments

		BP&F

		BP&F will maintain a record for each Labor Assignment and calculated the related budget item amounts.



		165.0

		Calc Labor Budget

		BP&F

		The detailed process for calculating the labor budget based on labor assignments (both O&M and CIP)  is contained in Section 7.15
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		170.0

		Labor Budget Complete?

		BP&F

		BP&F will determine if all non-abboragated labor positions have been fully budgeted via their related labor assignments.



		170.1

		Yes

		

		Go to Step 185



		170.2

		No

		

		Go to Step 160



		185.0

		Send Email to Enter Non Labor Budget Requests

		BP&F

		BP&F will send an email to all Budget Managers to record their non-labor budget requests.



		187.0

		Enter CIP Non-Labor Budget Requests

		CIP PM

		CIP PM will enter non-labor budget request amount changes



		188.0

		Enter Non Labor O&M Budget Requests

		Org Budget Mgr

		Org Budget Mgr will enter non-labor budget request amount changes for any O&M activity within their jurisdiction.



		190.0

		Record O&M Non Labor Budget Requests (Section 7.12)

		BP&F

		Go to Section 7.12 for a complete process flow.



		192

		Record CIP Non-Labor Requests

		BP&F

		



		200.0

		Budget Request Period Active?

		BP&F

		Once the labor budgeting is complete, BP&F will begin monitoring for entry of non-labor budget requests.  This assumes there is a Budget Status Milestone configured.



		200.1

		Yes

		

		Go to Step 205



		200.2

		No

		

		Go to Step 222



		205.0

		Budget Requests Reminder Due?

		BP&F

		If a Budget Approval Request is still outstanding and the Budget Status Milestone is due, an email will be sent to the ‘approver’ to complete their budget request.





		205.1

		Yes

		

		Go to Step 210



		205.2

		No

		

		Go to Step 200



		210.0

		Email Budget Request Reminder

		

		An email will be sent to all Budget Managers to enter/approve their budget requests.



		Note – once the labor and non-labor budget requests have been input, the Budget Group can begin the process of comparing the budget to the related budget targets as well as obtaining Pro Forma Income Statements by Fund to determine exceeds targets or a revenue shortfall exists.





		222.0

		Request Budget Target Comparison

		Budget Group

		Budget Group will access BP&F and request a Budget-to-Budget Target Comparison Report by selecting the desired budget target.



		225.0

		Generate Budget Target Report

		BP&F

		BP&F will produce the desired report.



		230.0

		Other Budget Targets Exist?

		Budget Group

		Budget Group will determine if other budget targets have been defined and should be compared to the budget.



		230.1

		Yes

		

		Go to Step 222



		230.2

		No

		

		Go to Step 235



		235.0

		Request Pro Forma Income Statement

		Budget Group

		Budget Group will request a Pro Forma Income Statement for each Fund to verify the overall health of each fund from a budget perspective.



		240.0

		Generate Pro Forma Income Statement

		BP&F

		BP&F will produce the desired report.



		245.0

		Generate Pro Forma Income Statement

		BP&F

		Generate the requested report as detailed in section 7.13
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Revision 


Summary


290.0 Generate 


Budget Revision 


Summary


310.0 E-Team 


Budget Chgs/


Reductions Posted


255.2 No


255.0 Budget  


Ready for BDM 


Approval?


Go to Step 320


260.0 Override 


Budget Request


265.0 Set Budget 


Status to BDM 


Approval Pending


270.0 Email to 


Request BDM 


Approval 


275.0 BDM 


Approves Budget?


Go to Step 260 275.2 No


255.1 Yes


280.0 Set Budget 


Status to E Team 


Approval Pending


275.1 Yes


250.0 


Dept 


Budget 


Rwvd


252.2 No


315.0 Set Budget 


Status to Pending 


CBO Approval


What is the content of this –


is it any different than a 


Budget Comparison?




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		250.0

		Dept Budget Rvwed

		Budget Group

		Budget Group will review the Department Budget as well as Branch & Division budgets to manually determine if adjustments or transfers are required.



		251.0

		Internal Xfr Needed?

		Budget Group

		Budget Group will manually determine if intra BCL transfer is 



		251.1

		Yes

		

		Go to Step 252



		251.2

		No

		

		Go to Step 255



		252.0

		Rqst Internal Transfer

		Budget Group

		Budget Group will access BP&F to record a transfer to reducing one budget item and updating another budget item.  The optimal documentation method is to record a budget item detail for both the source and target budget items.



		255.0

		Budget Ready for BDM Approval?

		

		Budget Group will manually determine if the budget can be published to Budget Decision Makers for approval.



		255.1

		Yes

		

		Go to Step 265



		255.2

		No

		

		Go to Step 260



		260.0

		Override Budget Request

		Budget Group

		If Budget Manager budget request is deemed to be excessive, Budget Group will coordinate with Budget Manager and reduce budget request accordingly.



		265.0

		Set Budget Status to Pending BDM Approval

		Budget Group

		Budget Group will access BP&F and set the Budget Status to the Pending BDM Approval status which will enable the workflow for the various BDMs.



		270.0

		Email to Request BDM Approval

		BP&F

		BP&F will initiate an email to the appropriate Budget Decision Maker to request approval of Adopted Budget.



		275.0

		BDM Approved Budget?

		Budget Decision Maker

		If Budget Decision Makes approves the CIP Activity or Org budget without modification, an approval date can be input If the BDM does not approved the budget, Finance will coordinate to resolve.



		275.1

		Yes

		

		Go to Step 280



		275.2

		No

		

		Go to Step 260



		280.0

		Set Budget Status to Pending E-Team Approval

		Budget Group

		Budget Group will access BP&F to revise the current budget status value to enable the E-Team Approval.



		282.0

		Record BIP Annotation

		Budget Group

		Budget Group will manually determine if a BIP is required and enter the required information in BP&F.



		285.0

		Request Budget Revisions Summary

		Budget Group

		Budget Group will access BP&F to request Budget Revision Summary Report by specifying a budget and fund.





		290.0

		Generate budget Revision Summary

		BP&F

		BP&F will produce the requested report.





		300.0

		Budget Presented to E-Team

		Budget Group

		Budget Group manually presents the budget to E-Team



		305.0

		E-Team Identifies Budget Chgs

		E-Team

		E-Team will manually review the budget and provide additions/changes as appropriate.



		310.0

		E Team Budget Chgs Posted

		Budget Group

		Budget Group will access BP&F to manually post budget item revisions that reflect the E-Teams budget directive(s).



		315.0

		Set Budget Status to Pending CBO Approval

		Budget Group

		Budget Group will access BP&F to change the Budget Status to ‘Pending CBO approval’
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330.1 Yes


360.2 No


410.0 Records CBO 


Budget Changes


360.0 CIP Budget  


Complete?


340.0 


Translates 


CIP Budget 


to CBO 


Format


350.0 Input 


Budget in 


CBO CIP 


Database


362.0


Enters 


CBO 


Budget 


Revisions


355.0 Print 


& Rvw CIP 


Draft 


Budget 


390.0  


Submit 


Proposed 


Budget to 


CBO


330.0 REM 


Variances


405.0 CBO Budget 


Changes?


420.0 CBO 


Submits 


Mayor’s 


Budget to 


Council 


335.0 


Document 


REM 


Variances


325.0 Generate 


REM Budget Rpt


75.2 No


365.0 


Prepare 


Tax & Rev 


Forms


360.1 Yes


380.0 


Create 


Budget 


Cover 


Memos


405.1 Yes


405.2 No


Go to Step 450


320.0 Rqst 


REM 


Budget 


Report


375.0 


Produce 


Budget 


Book 


Narrative


400.0 CBO 


Reviews 


Proposed 


Budget




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		320.0

		Rqst REM Budget Report

		Budget Group

		Budget Group will request a REM Budget Report what summarizes budget amounts by Budget, Fund, REM BCL & REM Program.



		325.0

		Generated REM Budget Rpt

		BP&F

		BP&F will produce the requested report for the requested Budget.



		330.0

		REM Variances?

		Budget Group

		The REM Budget is the endorsed budget + CBO inflators which should be defined as a Budget Target.  A Budget-to-Budget Target comparison Report will provide the variances.  If a variance exceeds a Budget Group defined threshold by account, explanations must be submitted with the budget.



		330.1

		Yes

		

		Go to Step 335



		330.2

		No

		

		Go to Step 340



		335.0

		Document REM Variances

		Budget Group

		Budget Group prepares an explanation for any significant REM variance based on a defined threshold.  The explanation must be submitted with the budget to CBO.



		340.0

		Translate CIP Budget to CBO CIP Database Format

		Budget Group

		Budget Group manually pivots the data in Excel to create optimal data entry format for CBO CIP database.



		350.0

		Enter CIP Budget in CBO Database

		Budget Group

		Budget Group accesses the CBO CIP Database and enters CIP Budget and Project Details such as Project name, start/end date, description, pm, location(street address) in a neighborhood plan, urban village etc.  Project Details are available in an EPMS Port let.



		355.0

		Print & Rvw CIP Draft Budget

		Budget Group

		Budget Group prints and review CIP budget entered in CBO CIP database to verify entries are correct.



		360.0

		CIP Budget Complete?

		 Budget Group

		Budget Group verifies data is correct and no omissions exist.



		360.1

		Yes

		

		Go to Step 365



		360.2

		No

		

		Go to Step 362



		362.0

		Enter CBO Budget Revisions

		Budget Group

		Budget Group updates CBO CIP Database with any applicable corrections.



		365.0

		Finance Prepares Tax & Revenue Forms

		Budget Group

		 Budget Group prepares CBO Tax & Revenue forms.



		375.0

		Finance Produces Budget Book Narrative

		Budget Group

		 Budget Group creates a separate Word document that provides a summary of the SPU budget request.  



		380.0

		Finance Prepares Budget Cover Memos

		Budget Group

		Budget Group creates cover memo highlighting changes to current budget



		390.0

		Finance Submits Proposed Budget to CBO

		Budget Group

		Budget Group submits Budget Book with Narrative and Tax/Revenue forms to CBO.



		400.0

		CBO Reviews SPU Budget Submission

		CBO

		CBO reviews SPU budget and may identify changes.



		405.0

		CBO Budget Changes?

		CBO

		



		405.1

		Yes

		

		Go to Step 410



		405.2

		No

		

		Go to Step 412



		410.0

		Record CBO Budget Book Changes

		Budget Group

		Budget Group will access BP&F to revise the Budget per CBO mandate(s).



		420.0

		Submit Mayor’s Budget to Council

		CBO

		Once CBO has approved all department budgets it becomes the Mayor’s Proposed Budget that must be approved by the City Council.
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End


450.0  Issues 


Greensheets


465.0  Create 


Adopted Budget JE 


470.0 


Upload  


Budget 


JE to 


Summit


455.0 


Approve


Adopted 


Budget


460.0 Budget 


Status Updated 


to ‘Adopted’


458.0 Apply 


City Council 


Budget Chgs


462.1 Yes 462.0 Final Approval?


462.2 No




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		450.0

		Issue Green Sheets

		City Council

		Any City Council budget changes are reflected as Green Sheets



		455.0

		Approve Adopted Budget

		City Council

		City Council issues approval of Adopted Budget



		458.0

		Record Adopted Budget Changes

		Budget Group

		Budget Group will access BP&F to apply the final budget changes. 



		460.0

		Set Budget Status to Approved

		Budget Group

		Budget Group will access BP&F to set the Budget Status to ‘approved’.



		462.0

		Final Approval

		BP&F

		If the Adopted Budget has the last budget status value, then final approval is received.



		462.1

		Yes

		

		Go to Step 465



		462.2

		No

		

		Go to Step 458



		465.0

		Create Adopted Budget JE

		BP&F

		BP&F will generate Adopted Budget JE excel file.



		470.0

		Upload Adopted Budget JE to Summit

		Budget Group

		Budget Group will submit Adopted Budget JE to Summit





7.18.3 Business Requirements


Note – The requirements related to the Adopted Budget have been generically documented in Section 7.11 through 7.17.  The primary requirements are highlighted below:

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1800

		BP&F shall automatically create an instance of the Adopted Budget upon request.

		User will specify an ‘As Of Year’ as the Adopted Budget is physically created in the year prior to the budget year.

		Core



		BR1805

		BP&F shall include both Revenues and Expenditures in the Adopted Budget.

		

		Core



		BR1810

		BP&F shall enable user selected starting point for the Request Amount as follows:


1. Revenue


2. CIP Expenditures


3. O&M Expenditures

		

		Core



		BR1815

		BP&F shall apply the appropriate inflation factors by compounding the values in years sequence depending on the fiscal year of the budget basis.

		For example, if the 2008 Adopted Budget was used as the basis for the 2011 Adopted Budget, then the dollar amount must be inflated first applying the 2009 inflation rates and then the 2010.

		Core



		BR1820

		BP&F shall calculate the REM Amount based on the either the prior year Endorsed Budget (if any) for Adopted Budget.

		

		Core



		BR1825

		BP&F shall calculate the Baseline Amount using the Endorsed Budget if available or the Prior Year Revised Budget.

		

		Core



		BR1828

		BP&F shall support detail labor budgeting as part of developing the Adopted Budget.

		

		Core



		BR1830

		BP&F shall generate Budget Requests for CIP Activities by Activity and by Org for all O&M Activities.

		

		Core



		BR1835

		BP&F shall automatically create Budget Approval Requests for each Budget Request within the Adopted Budget as follows:


1. Budget Manager


2. Budget Analyst




		

		Core



		BR1840

		BP&F shall a portion Adopted Budget dollars into monthly values when creating the Budget Item based on the configuration for the Adopted Budget type.

		

		Core



		BR1845

		BP&F shall generate a Summit JE entry to record the approved Adopted Budget upon request.

		

		Core





7.19 Carry Forward Encumbrance Budget

Each year SPU submits a Carry Forward Encumbrance Budget to the City Budget Office for approval.  The Carry Forward Encumbrance Budget includes all Activities in the prior year’s Revised Budget that have an outstanding PO Commitment. For example, Activity C123456 may have had a PO for Engineering Services for a total of $100K.  As of year-end, payments of $75K have been made.  A Carry Forward Encumbrance may be requested for the remaining $25K PO Commitment balance. 

7.19.1 Problem Statement & Desired Change


BP&F shall integrate with FRM to retrieve any outstanding PO Commitments related to the prior year’s Revised Budget.

The high level steps to create the Carry Forward Encumbrance Budget will be as follows:



Step 1 – Determine Carry Forward Budget Items

Step 2 – Determine Carry Forward Budget Request Approvals


Step 3 – Approve Carry Forward Budget Requests


Step 4 – Submit Carry Forward Budget to CBO for Approval



Step 5 – Create Carry Forward Budget Journal Entry

Step 1 - Determine Carry Forward Budget Items

Budget Analyst will request creation of a Carry Forward Encumbrance Budget when appropriate. 

For each outstanding PO Commitment, a separate Budget Item will be created with a reference to the PO ID.  The Budget Item Amount fields will be set as follows:


		Budget Type

		Budget Item REM Amount

		Budget Item Baseline Amount

		Budget Request Amount



		Carry Forward Encumbrance Budget

		Default to Zero

		PO Commitment Balance

		PO Commitment Balance





The Budget Item Analysis Type will be set to ‘CFE’


A separate Budget Request will be generated for each Activity & G/L Account.  For example, if Activity C123456 has 2 outstanding PO Commitments, one Budget Request will be created that includes both budget items.

The Carry Forward Encumbrance Budget cannot be finalized until year end closing for the prior year is complete.  However, the Carry Forward Budget process usually begins before year end closing to allow sufficient time for review/completion.  


The Carry Forward Budget is not inflated so budget formulas are not applied.


Step 2 – Determine Carry Forward Budget Request Approvals

As stated above, BP&F will create a separate Budget Request for each Activity within the Carry Forward Encumbrance Budget.  A single Budget Approval Request for the Budget Analyst will also be created.  The Budget Analyst can manually define any successor approvals if needed.

To aid in finalizing the carry forward encumbrance request, BP&F will provide a Carry Forward Encumbrance Budget PO Commitment Report.

This report details all outstanding PO Commitments that were included in the Carry Forward Encumbrance Budget.

These PO Commitments should be reviewed to determine if the PO Commitment is still valid or should be closed out.

If the remaining PO Commitment balance is not needed, the Budget Analyst will work with Accounts Payable to manually liquidate the PO in Summit.

PO Commitment Reports

BP&F will provide 2 reports that detail all the PO Commitments included in the Carry Forward Encumbrance Budget;

· CIP PO Commitments for CFE Budget Report

· O&M PO Commitments for CFE Budget Report

The CIP PO Commitments for CFE Budget Report will detail all outstanding PO Commitments by LOB, Project Manager and Activity.

To request a report, the requestor will have the following filter options:

· Budget  (Required)

· LOB (Optional – one or more LOB)

· Project Manager (Optional)

A sample of the CIP PO Commitment Report for CFE Budget appears below:  

[image: image87.png]CIP PO Commitments for CFE Budget Report

2011 Carry Forward Budget

LOB _[Project Manager [Activity [Vendor POID_[GL Account [PO Commitment Balance
DWW __|BURKE. MARTHA LYNNE __|E310011-12th Avenue NW Sewer BRAVO ENVIRONMENTAL NW INC 0000000950 |730290-OTHER SUPPLIES 531360 80|
DWW __|BURKE. MARTHA LYNNE __[E310011-12th Avenue NW Sewer [BROWN AND CALDWELL. INC 0000000958 [730290-OTHER SUPPLIES $157.045 67
DWW __|BURKE. MARTHA LYNNE __[E310011-12th Avenue NW Sewer [ENVIROISSUES INC 0000000890 |730290-OTHER SUPPLIES 53.786.96]
DWW __|BURKE. MARTHA LYNNE __[E310011-12th Avenue NW Sewer [ENVIROISSUES INC 000000890A]730290-0THER SUPPLIES 53.786.96]
SW [BEAUMONT, VICTORIA C209001-2010 SW Comp Plan Update [CONNECTIONS GROUP INC 0000000889 [730290-OTHER SUPPLIES $13.000.00|
SW [BEAUMONT, VICTORIA [C209001-2010 SW Comp Plan Update SOUND RESOURCE MANAGEMENT GROUP INC[ 0000001007 [730290-OTHER SUPPLIES $13.200.00|
TECH _|BUKIS. DEBORAH C510027-FOMS Phase Il - AVL [COMPASSCOM SOFTWARE CORPORATION __[0000000817 [741190-SERVICES-OTHR PROFESSIONALTEC $74.460.00|
TECH _|CAFFREY. COLLEEN eplace Desktop GIS LATITUDE_GEOGRAPHICS GROUP LTD 0000000805 [ 742590 RENTALS-OTHER 540.953.00)
TECH _|CAFFREY. COLLEEN eplace Desktop GIS LATITUDE_GEOGRAPHICS GROUP LTD 0000000892 [741190-SERVICES-OTHR PROFESSIONALITEC 56.780.00)
WTR___|ALBARRACIN. CARLOS [C1AA012-Tolt Instrument & Warning Upg [GEOMATION INC 0000000696 [741190-SERVICES-OTHR PROFESSIONALITEC 52.300.00|
WTR___|ALBARRACIN. CARLOS [C1AA012-Tolt Instrument & Warning Upg [GEOMATION INC 0000000698 [741190-SERVICES-OTHR PROFESSIONALTEC $43.913 39
WTR__|ALPERS. ROBERT JAMES _|C598001-Automated Meter Reading ITRON INC 0000000611 [741190-SERVICES-OTHR PROFESSIONALITEC $19.649.28]
WTR__|ALPERS. ROBERT JAMES _|C598001-Automated Meter Reading ITRON INC 0000000641 [741190-SERVICES-OTHR PROFESSIONALITEC 559.982.12)
WTR__|ALPERS. ROBERT JAMES _|C598001-Automated Meter Reading ITRON INC 0000000665 [741190-SERVICES-OTHR PROFESSIONALITEC 559.982.12)
WTR__|ALPERS. ROBERT JAMES _|C598001-Automated Meter Reading ITRON INC 0000000680 [741190-SERVICES-OTHR PROFESSIONALITEC 539.116.89)
WTR__|ALPERS. ROBERT JAMES _|C598001-Automated Meter Reading METRON FARNIER LLC 0000000702 [741190-SERVICES-OTHR PROFESSIONALITEC 559.732.00)
WTR__|ALPERS. ROBERT JAMES _|C598001-Automated Meter Reading [SENSUS METERING SYSTEMS-NORTH AMERICA0000000640 [743690-MAINTENANCE-OTHER 534.634.39)
WTR___|ANDERSON. CHRISTOPHER |C100023-WATERSHED ROAD IMPROVEWENTS [PAPE MACHINERY 0000000783 [741190-SERVICES-OTHR PROFESSIONALITEC §148.405 36
WTR___|ANDERSON. CHRISTOPHER |C191001-CRW NON-HCP RD IMPROVE BIG R MANUFACTURING LLC 0000000690 [741190-SERVICES-OTHR PROFESSIONALITEC 5191,047 62
WTR___|ANDERSON. CHRISTOPHER |C191001-CRW NON-HCP RD IMPROVE ICRESCENDO LLC 0000000606 [ 743690 MAINTENANCE-OTHER 53442439
WTR___|ANDERSON. CHRISTOPHER |C191001-CRW NON-HCP RD IMPROVE [ROSCOE STEEL & CULVERT CO 0000000627 [741190-SERVICES-OTHR PROFESSIONALITEC $80.692.96]
WTR__|BEEDLE. DAVID LEE C100019-LWD REPLACEMENT IN STREAMS __|BREMMEYER LOGGING COMPANY 0000000973 [741190-SERVICES-OTHR PROFESSIONALITEC $61.304.70)
WTR__|BEEDLE. DAVID LEE C100019-LWD REPLACEMENT IN STREAMS __[COLUMBIA HELICOPTERS INC 0000000963 [741190-SERVICES-OTHR PROFESSIONALITEC 57227000
WTR__|BEEDLE. DAVID LEE C109021-Bank Stabilization [COLUMBIA HELICOPTERS INC 0000000963 [741190-SERVICES-OTHR PROFESSIONALTEC $12.000.00)
WTR__|BURCHFIELD. RENEE C106033-Emergency Water Distribution [RYAN HERCO PRODUCTS CORP. 0000000652 [741190-SERVICES-OTHR PROFESSIONALITEC 544,639 94|
WTR__|BURCHFIELD. RENEE C106033-Emergency Water Distribution [WASTEQUIP MANUFACTURING COMPANY 0000000660 |741190-SERVICES-OTHR PROFESSIONALITEC 525 725 9
WTR __ |BURCHFIELD, RENEE C195008-CONTROL & DATA ACQUISITION UPG_|SYSTEMS INTEGRATED LLC. 000000440E |741190-SERVICES-OTHR PROFESSIONAL/TEC $101.020.80}





 

The O&M PO Commitments for CFE Budget Report will detail all outstanding PO Commitments by Branch, Division, Project Manager and Activity.


To request a report, the requestor will have the following filter options:


· Budget  (Required)


· Budget Program (Branch) (Optional)

· Budget Sub Program (Division) (Optional)

· Project Manager (Optional)

A sample of the O&M PO Commitment Report for CFE Budget appears below:

[image: image88.png]O&M Carry Forward Budget PO Commitment Report

2011 Carry Forward Budget

Branch jon [Vendor PO ID GL Account PO Commitment Balance
Customer Senice Branch Administration [BROOKE. KAREN _[N010912-Capital Purchase - WF [BAKERCORP 0000000930 |742590-RENTALS-OTHER 521.790 501
Customer Senice Branch Administration [BROOKE _KAREN _[N010912-Capital Purchase - WF (GEOLINE INC 0000000832 |742590-RENTALS-OTHER 511.26140]
Customer Senice Branch Administration [BROOKE_KAREN _[N010913-Capital Purchase - DWF [CAPITAL INDUSTRIES INC 000000735A [742590-RENTALS-OTHER 586,943 00)
Customer Senice Branch Administration [BROOKE_KAREN _[N010913-Capital Purchase - DWF [GEOLINE INC 0000000832 |742590-RENTALS-OTHER 529 179 24
Customer Senice Branch Administration [BROOKE_KAREN _|[N010914-Capital Purchase - SWF [GEOLINE INC 0000000832 [742590-RENTALS-OTHER 51423 3
Customer Senice Customer Progs & Contract Mgmt|CRITTENDEN. JULIE [NN11213-OSP Yr 5 Monitoring UNIVERSITY OF WASHINGTON 0000000961 [742590-RENTALS-OTHER $132.626 99|
Project Delivery Project Support [BROWINE. FRED _[N310101Rate Discount [SOUTHWEST YOUTH & FAMILY SVCS 0000000895 |742590-RENTALS-OTHER $12.640.00)
SPU General Expenses |General Expense [BROOKE KAREN _[N010913-Capital Purchase - DWF [CAPITAL INDUSTRIES INC 0000000735 |742590-RENTALS-OTHER 586,546 00)
SPU General Expenses |General Expense [BROWINE.FRED _[N310101Rate Discount [EL CENTRO DE LA RAZA 0000000886 |742590-RENTALS-OTHER 512,640 00)
SPU General Expenses |General Expense [BROWINE. FRED _ [N310101Rate Discount INTERNATIONAL DISTRICT HOUSING ALLANCE [ 0000000887 |742590-RENTALS-OTHER 512,640 00)
SPU General Expenses |General Expense [BROWINE. FRED _ [N310101Rate Discount [CENTRAL AREA MOTIVATION PROGRAM 0000000896 |730290-OTHER SUPPLIES 512,640 00)
SPU General Expenses |General Expense [BROWINE. FRED _[N310101-Rate Discount [ASIAN COUNSEL & REFERRAL SVC 0000000897 |730290-OTHER SUPPLIES 512,640 00)
SPU General Expenses |General Expense [BUCKLEY_KEVIN J [NN10231-Municipal SW Capacity Grant _|SEATTLE COMMUNITY COLLEGE DISTRICT VI | 0000000944 [730290-OTHER SUPPLIES 56,650 00)
SPU General Expenses |General Expense [BUCKLEY_ KEVIN J_[NN10231-Municipal SW Capacity Grant _|HERRERA ENVIRONMENTAL 0000000923 [730290-OTHER SUPPLIES $32.919 501
Utity Systems Mgmt__[DWW LOB [BROOKE_KAREN _[N010912-Capital Purchase - WF (GETINGE/CASTLE INC 0000000726 |730290-OTHER SUPPLIES $16.219.20)
Utilty Systems Mgrt__[DWW Quality Division [BROOKE _KAREN _[N010912-Capital Purchase - WF [VARIAN INC 0000000727 |730290-OTHER SUPPLIES 543126 94
Utilty Systems Mgrit__[DWW Quality Dvision [CHEUNG. LOUISE _[NN90033-Jan 6 Flood Respns out oftown |BREMIMEYER LOGGING COMPANY 0000000737 |730290-OTHER SUPPLIES $108.024.47)
Utility Systems Mgmt DWW Quality Division CHEUNG, LOUISE _|NN90033-Jan 6 Flood Respns out of town |OSW EQUIPMENT & REPAR INC. 0000000880 |730290-0THER SUPPLIES 5339.477.60}







BP&F will monitor the FRM PO Commitments until CBO approval is received.  If the PO Commitment balance is changed to zero, BP&F will change the Baseline and Request Amounts to zero, delete any outstanding Budget Approval Request(s) and lock the Budget Item.


If the PO Commitment balance changes but is not fully liquidated, BP&F will update the Baseline Amount and Request Amounts accordingly.  For example, if the PO Commitment balance is reduced from $5K to $3K, the Budget Item will be updated accordingly.


Step 3 – Approve Carry Forward Budget Requests

The Budget Analyst will manually coordinate the approval of the Budget Requests.  BP&F will automatically generate a Budget Approval Request for the relevant Budget Analyst user.  To determine the specific Budget Analyst, BP&F will use the CIP Budget Group Rep or OM Budget Group Rep assignments based on the activity type.  


The Budget Analyst can manually create additional Budget Approval Requests if needed.


Step 4 – Submit Carry Forward Budget to CBO for Approval


Once all Carry Forward Budget Requests are SPU approved, the Budget Group submits the budget to CBO for approval.  To assist with the submission process, BP&F shall provide a CBO Carry Forward Budget Report upon request.  The CBO Carry Forward Budget Report will detail all CFE or CFS budget requests.   The requestor will have the following filter options:


· Budget Year

· Carry Forward Encumbrance (check box)

· Carry Forward Special (check box)             Note – user can select both the CFE and CFS check boxes.

BP&F will generate the CBO Carry Forward Budget Report will detail each request including the amount and any notes/annotation as shown in the example below:


[image: image89.png]CBO Carry Forward Budget Report

2011 Carry Forward Budget

(a) (b) (© (d) =a{b+d) 2011 Carry 2011 Carry| 2011 Total
2010 Revised| 2010 Actual (2010 Revised Budget| 2010 Outstanding | 2011 Max Carry Forward | Forward | Forward |Carry Forward (2011 Carry Forward
Fund [BCL DOF Project Project Manager |G/L Account Budget |Expenditures| _Less Actuals __|PO Commitments| _Special Amount___|Encumbrance | Special | Request |Request Explanation
SWF |C2305 - New Facilties C2304 - South Park Development STREHLE. SHEILA 741190 - SERVICES-OTHR PROFESSIONALITEC | 5919670 | 5353155 5566515 5100000 5466515 5100000 | 5400.000 | 5500000 |Contruction costs are lower
SWF [C2305 - New Facilties [C2302 - South Transfer Station Rebuild _|BENZER WILLIAM 760400 - CONSTRUCTION CONTRACTS 51360489 | 51.054.908 5305581 5305581 5305581 | 5305581 |Held for Permits
SWF [C2305 - New Facilties (C2302 - South Transfer Station Rebuild_|FRIEDMAN_ HENRY 760531 - AUTO & MISC EQUIP 55000 or more $11.195535 | 56091513 52.904.022 52.904.022 $1204.022] 51204022 [Project Ahead of Schedule
SWF |C2305 - New Facilties (C2302 - South Transfer Station Rebuild _|WOELFEL, CHRISTINE 741190 - SERVICES-OTHR PROFESSIONALITEC | §10 602.467 | 54.999 184 55603263 55603263 $5.603.283| 55603283 |Project Delayed
50 50
SWF [C2405 - Rehabiltation & Heavy Eqpt |C2401 - Rehailitation & Heavy Equip _|NEUNER_JEFFREY 760560 - OFFC FURN & EQUI-S5000 or more $521729 58722 513,007 5300000 5213.007 $300000 | 5213.007 | 513,007 |Project Delayed
'SWF |C2408 - Rehabiltation & Heavy Eapt |C2401 - Rehailtation & Heavy Equip _|NEUNER. JEFFREY 760560 - OFFC FURN & EQUI-S5000 or more 597 118 50 597118 597118 597118 | 597118 |Project Delayed
'SWF |C2408 - Rehabiltation & Heavy Eqpt |C2405 - Disaster Debris Mgt Plan __|NEUNER. JEFFREY 741190 - SERVICES-OTHR PROFESSIONALITEC | 529 799 5926 526 873 526 873 526873 | 528673 |Project Delayed
'SWF |C2405 - Rehabiltation & Heavy Eapt |C2401 - Rehailtation & Heavy Equip _|NEUNER. JEFFREY 741190 - SERVICES-OTHR PROFESSIONALITEC | 550,000 50 550000 550000 550000 |  550.000 |Project Delayed
'SWF |C2408 - Rehabiltation & Heavy Eapt [C2401 - Rehabiltation & Heavy Equip _|NEUNER_JEFFREY 760400 - CONSTRUCTION CONTRACTS 576 330 50 576,330 576,330 576330 | 576330 |Project Delayed
SWF |C2408 - Rehabiltation & Heavy Eqpt [C2407 - 2010 SW Comp Plan Update _|BEAUMONT. VICTORIA 741190 - SERVICES-OTHR PROFESSIONALITEC | 5160.092 | §84.790 575,302 575,302 $32.000 | 532.000 [Final stages of completion
50 50
SWF [C4108 - Shared Cost Projects C4101 - OCC Budget Only-SWF [JONES_CARRIE 760531 - AUTO & MISC EQUIP 55000 or more 512558 510,000 52558 516 000 50 516 000 50 $15.000 _|Project Delayed
SWF [C4108 - Shared Cost Projects [C4107 - Integrated Security System _ |JENSEN, KIMBERLY 760531 - AUTO & MISC EQUIP 55000 or more 517 340 51682 515658 515 658 $15658 | 515658 |Project Delayed
SVF |C410B - Shared Cost Projects. (C4108 - Heavy Equip Purch - SWE [XU. TERESA MAYJANE 760581 - AUTO & MISC EQUIP 55000 or more 51,986,049 | 51.398.439 $587.609 $587.609 5200000 | 5200.000  |Project Ahead of Schedule







Step 5 – Create Carry Forward Budget JE 


Upon request, BP&F will generate the CFE Budget Journal Entries for input to Summit.  

The Carry Forward Budget Items will be summarized by:


· Analysis Type

· Fund

· G/L Account

· Activity

· Program Code

· Project ID

· Org ID

7.19.2 To-Be Process


There are 2 separate business processes related to the CFE Budget; Generate CFE Budget and Post PO Commitment Changes to CFE Budget.  The first process describes the business process from creating thru approval of the CFE Budget.  The second process is describes a ‘batch’ process to monitor for changes to PO Commitments and post the changes to the CFE Budget.

 Generate Carry Forward Budget
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Determine Rqst Date

		Budget Group

		Budget Group will manually determine when Summit Year End Closing has occurred such that the Carry Forward Budget process may begin.



		5.0

		Request CFE Budget

		Budget Group

		Budget Group will access BP&F to request creation of a Carry Forward Encumbrance Budget entering the appropriate budget status milestones.



		15.0

		Determine CFE Budget Candidates

		BP&F

		BP&F will retrieve the PO Commitment balances from FRM and create a Budget Item for each non-zero PO Commitment.  



		20.0

		Candidates Exist?

		BP&F

		If no outstanding PO Commitments exist, then there will be no CFE Budget for the upcoming year.



		20.1 

		No

		

		Go to Step 23



		20.2

		Yes

		

		Go to Step 25



		23.0

		Display Msg – No CFE Budget Candidates Exist

		BP&F

		BP&F will display the appropriate error msg.



		25.0

		Create CFE Budget

		BP&F

		BP&F will create a CFE Budget entry.  



		30.0

		Create CFE Budget Items

		BP&F

		BP&F will create a Budget Item for each outstanding PO Commitment by PO ID.  The REM Amount will be defaulted to zero.  The Baseline & Request Amounts will be set to the PO Commitment balance.



		35.0

		Create Carry Fwd Budget Request by Activity

		BP&F

		BP&F will generate a Budget Request by Activity and relate the relevant Budget Items to the request.



		40.0

		Determine Budget Analyst to Assign for Approval

		BP&F

		For each Budget Request, BP&F will determine the appropriate Budget Analyst to assign as the ‘approver’.  If the Activity is O&M (N, NN, NS), the approving user will be determined via the OM Budget Group Rep.  If the Activity is CIP related (C or E), the approving user will be determined via the CIP Budget Group Rep.  A Budget Approval Request will be created and assigned to the appropriate Budget Analyst.



		45.0

		Display Carry Fwd

		BP&F

		BP&F will monitor based on the Budget Status Milestone entries and initiate an email reminder when notification is due.



		

		

		

		



		40.1

		Yes

		

		Go to Step 45



		40.2

		No

		

		Go to Step 50



		45.0

		Display CFE Budget

		BP&F

		BP&F shall display the CFE Budget.



		50.0

		Review CFE Budget

		Budget Group

		Budget Analysts will review their assigned Budget Approval Request(s).



		60.0

		Request PO Commitment Report

		Budget Group

		Budget Group will request CIP and O&M PO Commitment Reports to facilitate review of outstanding PO Commitments



		65.0

		Generate PO Commitment Report

		BP&F

		BP&F will generate requested report(s) based on requested filters.



		70.0

		Coordinate PO Commitment Rvws

		Budget Group

		Budget Group will manually contact the appropriate budget managers for input on the status of the various PO commitments.



		75.0

		Liquidate Unneeded PO Commitments

		Budget Group

		Budget Group will coordinate with the Accounts Payable Group to liquidate any unneeded PO Commitments based on their discussion with relevant budget manager.



		80.0

		Approve CFE Budget Request

		Budget Group

		Budget Group will approve all budget requests where PO does not needed to be liquidated.



		85.0

		Record Budget Request Approval

		BP&F

		BP&F will update the Budget Approval Request to set the result flag, result date and result notations.
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		90.0

		All Budget Requests Approved

		Budget Group

		Once all the CFE Budget Requests have been approved within SPU, the next step is to request approval from the CBO.



		90.1

		Yes

		

		Go to Step 92



		90.2

		No

		

		Go to Step 80



		92.0

		Chg CFE Budget Status

		Budget Group

		Budget Group will access BP&F to change the Budget Status to ‘Pending CBO approval’.



		94.0

		Set Budget Status to Pending CBO Approval

		BP&F

		



		100.0

		Request CBO CFE Budget Report

		Budget Group

		Budget Group will request a CBO CFE Budget Report.



		105.0

		Generate Carry Forward Budget Report

		BP&F

		BP&F will create the report that is provided to the CBO to facilitate CFE  Budget approval



		110.0

		Submit CFE Budget to CBO

		Budget Group

		Budget Group will submit the CFE Budget to CBO.



		115.0

		CBO Rvws Carry Fwd Budget

		CBO

		CBO will review SPU department Carry Fwd Budget and either approve as-is or request changes.



		129.0

		CBO CFE Budget Change?

		

		CBO may approve the submitted CFE Budget or require modifications.



		120.1

		Yes

		

		Go to Step 125



		120.2

		No

		

		Go to Step 135



		125.0

		Record Carry Fwd Budget Revisions

		Budget Group

		Budget Group will make the appropriate entries in BP&F to reflect the CBO mandated changes.



		130.0

		Record CFE Budget Revisions

		Budget Group

		Post requested updates to CFE Budget Item Request amount(s).



		135.0

		Change Budget Status to ‘approved’

		Budget Group

		Budget Group will update the budget status to ‘approved’



		140.0

		Set CFE budget Status to ‘approved”

		BP&F

		



		145.0

		Request CFE Budget JE

		Budget Group

		



		155.0

		Generate Carry Fwd Budget JE 

		BP&F

		BP&F will generate the CFE Journal Entry.





Post PO Commitment Changes to CFE Budget
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Unapproved CFE Budget Exists

		BP&F

		BP&F will determine if a Budget exists for the Budget Type of Carry Forward Encumbrance Budget with a budget status that has not had final approval.



		5.1

		Yes

		

		Go to Step 10



		5.2

		No

		

		Go to End



		10.0

		Determine Current PO Commit Bal

		BP&F

		For each PO ID included in a CFE Budget Item, BP&F will integrate with FRM to retrieve the current PO Commitment Balance



		15.0

		Compare PO Commit Bal to CFE Budget Item

		BP&F

		BP&F will compare the current PO Commitment Balance to the corresponding CFE Budget Item matching on the PO ID and Activity to determine if the Budget Item Request Amt is the same as the current PO Commitment Balance



		20.0

		CFE Differences Exist?

		BP&F

		If the PO Commitment Balance is different than the CFE Budget Item must be updated.



		20.1 Yes

		Yes

		

		Go to Step 25



		20.2

		No

		

		Go to End



		25.0

		PO Commitment Liquidated?

		BP&F

		If the PO Commitment Balance is zero then it has been liquidated.



		25.1 

		Yes

		

		Go to Step 30



		25.2

		No

		

		Go to Step 60



		30.0

		Set CFE Budget Item Baseline & Req Amt to Zero

		BP&F

		BP&F will update the CFE Budget Item Baseline and Request Amounts, setting the values to zero.



		35.0

		Lock CFE Budget Item

		BP&F

		BP&F will turn on the Budget Item Lock Flag to prevent update.



		40.0

		Delete Outstanding Budget Request Approvals

		BP&F

		BP&F will delete any Budget Request Approvals that are outstanding as there is no longer a CFE amount.



		60.0

		Update Budget Item to current PO Commit Balance

		BP&F

		BP&F will update the CFE Budget Item Baseline and Request Amounts to the current PO Commitment balance.



		70.0

		Budget Group Approved?

		BP&F

		BP&F will determine if Budget Group has already approved the budget request related to the budget item and additional approvals are pending.  The additional approvals will be deleted and a new approval request created for the appropriate Budget Analyst.



		70.1

		Yes

		

		Go to Step 75



		70.2

		No

		

		Go to End



		75.0

		Delete Outstanding Budget Request Approval

		BP&F

		If the Budget Analyst had manually created any additional Budget Approval Requests, those should be deleted as they not be required if they are still pending.  If the requests are approved, BP&F will not delete the entries.



		80.0

		Create New Budget Request Approval for Budget Group

		BP&F

		A new Budget Approval Request will be generated for the appropriate Budget Analyst so they can determine if additional approvals are still required.





7.19.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR1900

		BP&F shall support creation of a Carry Forward Encumbrance (CFE) Budget upon request.

		

		Option 2



		BR1905

		BP&F shall create a CFE Budget Item for each PO Commitment with an outstanding balance via


integration with FRM to determine the outstanding PO Commitments.

		

		Option 2



		BR1910

		Budget Planning & Forecasting shall create a Budget Approval Request for the appropriate Budget Analyst user based on the Capital Improvement Program Line of Business or Operations & Maintenance Budget Program.

		

		Option 2



		BR1915

		BP&F shall restrict updates to the Carry Forward Encumbrance Budget based on the budget status and user security role.

		 

		Option 2



		BR1920

		BP&F shall create Budget Requests by Activity for the CFE Budget.

		All Budget Items with the same Activity ID will be associated to a single Budget Request.

		Option 2



		BR1930

		BP&F shall create a Budget Approval Request for the appropriate Budget Analyst based on the CIP Budget Group Rep and OM Budget Group Rep designations.

		Creates a workflow approval task.

		Option 2



		BR1935

		BP&F shall create a CIP CFE Budget PO Commitment Report upon request based on user selected criteria.

		Criteria include:


· Budget  (Required)


· LOB (Optional – one or more LOB)


· Project Manager (Optional)




		Option 2



		BR1940

		BP&F shall create an O&M CFE Budget PO Commitment Report upon request based on user selected criteria.

		Criteria include:


· Budget  (Required)


· Budget Program (Branch) (Optional)


· Budget Sub Program (Division) (Optional)


· Project Manager (Optional 

		Option 2



		BR1945

		BP&F shall produce CBO Carry Forward Budget Report upon request.

		This report will consolidate the CFE and CFS Budget data on the same report.




		Option 2



		BR1950

		BP&F shall monitor the PO Commitment Balances for the CFE Budget until budget status is approved to apply appropriate amount revisions for commitment changes or liquidations.

		If PO Commitment is liquidated (i.e. balance is zero), BP&F will set the Budget Item Request Amt equal to zero, delete any pending approval requests and lock the budget item.


If PO Commitment is reduced (i.e. balance is zero), BP&F will set the Budget Item Request Amt equal to the new PO balance and, delete any pending non-Budget Group approval requests.

		Option 2



		BR1960

		BP&F shall generate Carry Forward Encumbrance Budget Journal Entries upon request.

		

		Option 3





7.20 Carry Forward Special Budget

Each year SPU submits a Carry Forward Special Budget to the City Budget Office for approval.  The Carry Forward Special Budget represents ‘unused’ budget dollars from the prior year.  For example, if the Revised Budget for a project is $100K and the actual expenditures were $80K, then a maximum Carry Forward Special Budget request of $20K is possible.  Each CFS request is submitted to the CBO with an explanation/justification for the request.  The CBO can approve the request or can make adjustments to reduce the request amount.


7.20.1 Problem Statement & Desired Change


The process to obtain an approved Carry Forward Special Budget is done manually by Finance using excel spreadsheets.  The Carry Forward Special Budget should be created and maintained within BP&F.


 The high level steps to create the Carry Forward Special Budget will include the following:



Step 1 – Determine CFS Budget Items


Step 2 – Determine CFS Budget Request Approvals



Step 3 – Approve CFS Budget Requests



Step 4 – Submit Carry Forward Budget to CBO for Approval



Step 5 – Create CFS Budget Journal Entry


Step 1 - Determine CFS Budget Items

The Budget Group will request creation of a Carry Forward Special Budget when appropriate. 


BP&F will create a CFS Budget Item if an unused Revised Budget balance exists for the prior year based on Activity, Fund and G/L Account.  Using the example below, only Activity C123456 would have a budget item included in the Carry Forward Special Budget as a positive Revised Budget Balance exists.  C987654 would not be part of the CFS Budget as the actual expenditures exceeded the Revised Budget as shown below:

		Activity C123456 Prior Year Results:

		Activity C987654 Prior Year Results:



		Revised Budget 


$100,000


Less Actual Expenditures


-$  80,000


Less PO Commitments


-$  15,000


Unused Revised Budget Balance

$    5,000




		Revised Budget 


$100,000


Less Actual Expenditures


$110,000


Less PO Commitments


$      0 


Unused Revised Budget Balance

<$10,000>







BP&F will set the CFS Budget Item amounts fields as follows:


		Budget Type

		Budget Item REM Amount

		Budget Item Baseline Amount

		Budget Request Amount



		Carry Forward Special Budget

		Default to Zero

		Prior Year Revised Budget Balance 

		Default to Zero





The Budget Item Analysis Type will be set to ‘CFS’


Continuing with the example for Activity C123456, the Unused Revised Budget Balance of $5K will be represented by a CFS Budget Item with a Baseline Amount of $5K and a Request Amount of zero. 


The Carry Forward Special Budget cannot be finalized until year end closing for the prior year is complete.  However, the Carry Forward Budget process usually begins before year end closing to allow sufficient time for review/completion.  


BP&F shall integrate with FRM to monitor for changes in the Unused Revised Budget Balance.  If the Unused Revised Budget Balance is changed to zero or a negative (expenditures exceeded the budget) amount, BP&F will set the Budget Item Baseline & Request Amounts to zero and set the Lock Flag to prevent revision to the Budget Request Amount.


The Carry Forward Budget is not inflated so budget formulas are not applied.


Step 2 – Determine Carry Forward Budget Request Approvals


BP&F will create a Budget Request by Activity within the Carry Forward Special Budget.  This may result in multiple Budget Items that vary by G/L account or fund being included in the Budget Request.


 A Budget Approval Request will be created and assigned to the appropriate Budget Analyst for approval.  The Budget Analyst is determined based on whether the Activity is classified as O&M or CIP.  If the Activity is CIP related (C or E), then BP&F will determine the user from the CIP Budget Group Rep designations and the LOB designation for the Activity.  If the Activity is O&M (N, NN or NS), BP&F will find determine the user from the OM budget group Rep and matching Budget Program (Budget Branch & Division) for the Budget Item.


The assigned Budget Analyst will either approve the request as-is or assign to the stewarding Budget Manager for input/approval.  If the Budget Manager approves the CFS Budget Request with a non-zero amount, it will be reassigned to the Budget Group for either final approval and referral to other user(s) for additional approvals (such as a Division Director or Branch Manager).


If the Budget Manager approves the CFS Budget Request as zero, no additional approvals are required.


Non-Budget Analysts without an assigned Budget Approval Request will not have access to the CFS Budget.  Only those activities with a Budget Approval Request assigned to a user will be available for display.


BP&F will monitor the FRM unused Revised Budget Balance until CBO approval is received.  If the unused Revised Budget balance is changed to zero, BP&F will update the Baseline and Request Amounts to zero, delete any outstanding Budget Approval Request(s) and lock the Budget Item.


If the unused Revised Budget Balance is reduced but not zero, BP&F will update the Baseline Amount to the new balance amount and reset the Request Amount to zero.  


To aid in finalizing the carry forward request, BP&F will provide the Carry Forward Budget Candidate Report.  This report will list the total Carry Forward Encumbrances and Carry Forward Special budget items by the stewarding Budget Mgr & Activity.  

Carry Forward Budget Candidate Report

This report will be used by the Budget Group to assist in making the determination of which candidate CFS Budget Requests should be forwarded to the stewarding budget manager to update the CFS request amount.  

If Budget Manager input is needed, the Budget Group will manually create a Budget Item Approval for the Budget Request.  


If the Budget Group does not require Budget Manager approval, the Budget Request may be approved as-is.


BP&F shall send email notification to stewarding Budget Manager if a Budget Approval Request is assigned to them for approval.   


A sample of the Carry Forward Budget Candidate Report appears below:


[image: image93.png]Carry Forward Budget Candidate Report
2011 Carry Forward Budget

(a) (b) (© (d) ~ab+c) 2011 Carry 2011 Carry| 2011 Total
12011 DOF {2010 DOF 2010 Revised| 2010 Actual (2010 Revised Budget| 2010 Outstanding | 2011 Max Carry Forward | Forward | Forward |Carry Forward 2011 Carry Forward

Project Manager Project Project ID_|Project ID|2011 BCL_|2010 BCL |G/L Account Budget |Expenditures|  Less Actuals __|PO Commitments| _ Special Amount __|Encumbrance | Special | Request |Request Explanation

BEAUMONT. VICTORIA [C209001 - 2010 SW Comp Plan Update C2407 __|C2407 [C240B _[C240B [741190 - SERVICES-OTHR PROFESSIONAL/TEC 5160092 | 584.790 575,302 575,302 532000 | 532,000 [Final stages of completion

BENZER_ WILLIAM __[C207005 - North Transfer Station Rebuild C2302_ [c2302  [C2308  [C230B  [760581-AUTO & MISC EQUIP 55000 or more 51360489 | 51.054.908 5305561 5305561 5305 581 | 5305581 |Held for Permits

FRIEDMAN_HENRY __[C207006 - South Transfer Station Rebuild C2302 _ [C2302  [C230B  [C230B  [760581- AUTO & MISC EQUIP 55000 or more 511195535 | 56091513 $2.904.022 $2.904.022 $1204.022| 51204020 [Project Ahead of Schedule

JENSEN_KIMBERLY __[C408S07 - Integrated Secuity System C5150 _|C4107 _[C510B_ [C410B [741190 - SERVICES-OTHR PROFESSIONAL/TEC $17.340 51682 515658 515658 $16658 | 515658 |Project Delayed

JONES_CARRIE C410010 - OCC Budget Only-SWF Cat01__[cat0r [c4108  [c410B  [760581 - AUTO & MISC EQUIP 55000 or more 512 558 510,000 52558 515,000 50 515 000 50 515,000 |Project Delayed

NEUNER. JEFFREY __[C205404 - Kent Highlands Flare Imprvmnt C2401 __[C2401 _[C2408  [C240B  |760400 - CONSTRUCTION CONTRACTS $621.729 58722 $513.007 $300.000 5213.007 5300000 | 5213.007 | 5513,007 |Project Delayed

NEUNER_JEFFREY __[C205405 - Kent Highlands N Pnd Diversion 2401 [C2401 _[Co408 _|C2408 741190 - SERVICES-OTHR PROFESSIONALITEC 597 118 50 597118 597118 597118 | 597118 |Project Delayed

NEUNER _JEFFREY _[C206401 - Disaster Debris Management Pln___[C2405 __[C2405 _[Co408 [C2408 760581 - AUTO & MISC EQUIP 55000 or more 529 799 5926 526 873 526 873 526873 | 528673 |Project Delayed

NEUNER. JEFFREY __[C206601 - Historic Landfils C2405  [C2405  [C240B  [C240B  [741190 - SERVICES-OTHR PROFESSIONAL/TEC 550000 50 550000 550000 550000 |  550.000 |Project Delayed

NEUNER_JEFFREY __[C207003 - MIDWAY FLARE IMPROVEMENTS [C2405 [C2405 [C410B__[c4108 760581 - AUTO & MISC EQUIP 55000 or more 576 330 50 576,330 576,330 576330 | 576330 |Project Delayed

STREHLE. SHEILA___[C206402 - South Park Development Cat01 __[cat01 [c4108  [C410B {74190 - SERVICES-OTHR PROFESSIONAL/TEC $919 670 | 5353165 5566515 $100.000 5466515 $100.000 | 5400.000 | 5500000 |Contruction costs are lower

WOELFEL_CHRISTINE |C209002 - Bus Yard Site Prep Ca101___[cat01 _[Cc4108  [C410B  [741190 - SERVICES-OTHR PROFESSIONALTEC | 510,602,467 | 54999 184 $5.603.263 55,603,263 $5.603.283| 55603283 |Project Delayed

XU. TERESA MAYJANE |C408060 - Heavy Equip Purch - SWE C4101 _ |C4101 _ |C410B _ |CA10B_ |741190 - SERVICES-OTHR PROFESSIONALITEC | 51.986,049 | $1.398.439 '5587.609 '5587.609 5200000 | 5200.000  |Project Ahead of Schedule







Step 3 – Approve Carry Forward Budget Requests

In theory, the maximum allowed Request Amount for a CFS Budget Item is the Baseline Amount.  However, the CFS amount at the activity level is really comprised of multiple budget items by GL Account, Org and Fund.   

Continuing with CFS Budget Item(s) of $5K for C123456, this dollar amount may actually be comprised of one or more G/L Accounts, Funds and Organizations.   The $5K could have resulted from unspent dollars for Salary & Wages, Equipment Rentals & Professional Services.


In general, the account assignment(s) and org assignments for the CFS budget should remain the same however there could be changes in the account/org designations.  Continuing with the C123456 example, it may be determined that less employee time will be utilized and supplemented with more professional services.    In this example, maybe the $4K for Salary & Wages might be reduced to $2K and the Professional Services would be increased to $2K as follows:


		Original Carry Forward Budget Requests

		Revised Carry Forward Budget Requests



		Salary & Wages 


$4K


Equipment Rentals


$ 0K


Professional Services


$ 1K

Carry Forward Candidate Amount


$5K



		Salary & Wages 


$ 2K


Equipment Rentals


$ 1K

Professional Services


$2K

Carry Forward Candidate Amount


$5K







The above change would be valid as the overall request amount does not exceed the unused revised budget.


The fund allocation for an activity may have changed.  For example, last year Activity C123456 was allocated 60/40 between WTR & DWW.  This year the fund split is 90/10 between WTR & DWW.  The CBO requires that the Carry Forward Budget will not reflect a funding change.  Therefore, the allocation amounts by fund cannot vary.


To ensure that the overall activity dollars does not exceed the unused revised budget and that the BCL & Fund allocation has not changed, BP&F will automatically create Budget Targets for the Carry Forward Special Budget.  The Budget Target will be defined by Activity & Fund as well as BCL & Fund

The Budget-to-Budget Target Comparison report described in Section 7.15 will be utilized by the Budget Group to identify any variances and take the appropriate corrective action.


Step 4 – Submit Carry Forward Budget to CBO for Approval


Once all Carry Forward Budget Requests are SPU approved, the Budget Group submits the budget to CBO for approval.  To assist with the submission process, BP&F shall provide a CBO Carry Forward Budget Report upon request as described in Section 7.19.  


Step 5 – Create Carry Forward Budget JE 


Upon request, BP&F will generate the CFS Budget Journal Entry for input to Summit.  


The Carry Forward Budget Items will be summarized by:


· Analysis Type


· Fund


· G/L Account


· Activity


· Program Code


· Project ID


· Org ID


7.20.2 To-Be Process


There are 2 separate business processes related to the CFS Budget; Generate CFS Budget and Post Revisions to CFE Budget.  The first process describes the business process from creating the CFS budget thru approval of the CFE Budget.  The second process is represents a ‘batch’ or stand alone process to monitor for changes to the unused Revised Budget balance and post the changes to the CFE Budget.
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Determine Rqst Date

		Budget Group

		Budget Group will manually determine when Summit Year End Closing has occurred such that the CFS Budget process may begin.



		5.0

		Request CFS Budget

		Budget Group

		Budget Group will access BP&F to request creation of a CFS Budget entering the appropriate budget status milestones.



		15.0

		Determine CFS Budget Items

		BP&F

		BP&F will retrieve the Actual Expenditures & PO Commitments from FRM and compare to the prior year Revised Budget.  If an unused balance (i.e. Revised Budget – Actual Expenditures + PO commitments > zero) is available, a Budget Item will be created.  



		20.0

		Candidates Exist?

		BP&F

		If all activities have overspent their revised budget, then there will be no CFS Budget for the upcoming year.



		20.1 

		No

		

		Go to Step 23



		20.2

		Yes

		

		Go to Step 25



		23.0

		Display Msg – No CFS Budget Candidates Exist

		BP&F

		BP&F will display the appropriate error msg 



		25.0

		Create CFS Budget

		BP&F

		BP&F will create the requested CFS Budget entry. 



		30.0

		Create CFS Budget Items

		BP&F

		BP&F will create a Budget Item for each of the Revised budget item where an unused balance exists.  The REM & Request Amounts will be defaulted to zero.  The Baseline Amount will be set to the unused Revised Budget balance.



		35.0

		Create CFS Budget Approval Requests

		BP&F

		A Budget Approval Request will be created and assigned to the appropriate Budget Analyst for approval.  The Budget Analyst is determined based on whether the Activity is classified as O&M or CIP.  If the Activity is CIP related (C or E), then BP&F will determine the user from the CIP Budget Group Rep designations and the LOB designation for the Activity.  If the Activity is O&M (N, NN or NS), BP&F will find determine the user from the OM budget group Rep and matching Budget Program (Budget Branch & Division) for the Budget Item



		40.0

		Create CFS Budget Targets

		BP&F

		BP&F will establish Budget Targets by Activity &Fund and BCL & Fund for the CFS Budget Items based on the Baseline Amount.  



		45.0

		Display Requested CFS Budget

		BP&F

		BP&F will display the newly created Carry Forward Budget.



		50.0

		Request CFS Budget Candidate Report

		Budget Group

		Budget Group will request Carry Forward Budget Candidate Report to use as input in determining which Budget Requests should be forward to the Budget Manager via a Budget Approval Request.



		55.0

		Generate Carry Fwd Budget Report

		BP&F

		BP&F will generate the requested report.



		60.0

		Determine Mgr Approval Candidates

		Budget Group

		Budget Group will manually determine which Budget Requests require Budget Manager input.  Budget Group will record their approval and enter the appropriate Budget Approval Requests.



		65.0

		Record Budget Group Approval

		BP&F

		BP&F will update the Budget Approval Request with result text and date.



		70.0

		Budget Mgr Approval Requested

		BP&F

		If Budget Group has requested additional approvals, BP&F must record the corresponding entries.



		70.1

		Yes

		

		Go to Step 72



		70.2

		No

		

		Go to Step 150



		75.0

		Record Budget Mgr Approval Request

		BP&F

		BP&F will record a Budget Approval Request for each of the new entries.



		80.0

		Send Email to Budget Mgr for Budget Approval Request

		BP&F

		BP&F will generate a workflow email notifying the Budget Mgr of a pending Budget Approval Request.



		85.0

		Budget Mgr Approve Zero Request?

		Budget Mgr

		If Budget Manager does not require any CFS dollars, the Budget Request will be approved as-is as the Request Amount is defaulted to zero.



		85.1

		Yes

		

		Go to Step 90



		85.2

		No

		

		Go to Step 95



		90.0

		Update Budget Approval Request

		BP&F

		BP&F will update the result date/text on the Budget Approval Request.
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		95.0

		New Budget Item?

		BP&F

		Budget Mgr may be adding a new budget item for the CFE Budget Request



		95.1

		Yes

		

		Go to Step 100



		95.2

		No

		

		Go to Step 115



		100.0

		Create New CFS Budget Item

		BP&F

		BP&F will insert new Budget Item and associate it with existing Budget Request.



		115.0

		Update Budget Item Request Amt

		BP&F

		BP&F will revise the Budget Item request amount per user’s entry.



		120.0

		Approve Budget Request?

		BP&F

		If Budget Mgr has approved the Budget Request, BP&F will create a new Budget Approval Request for the Budget Analyst for their approval.



		120.1

		Yes

		

		Go to Step 125



		120.2

		No

		

		Go to Step 95



		125.0

		Update Budget Approval Request

		BP&F

		BP&F will update the Budget Approval Request with the result information.



		130.0

		Rvw New Budget Approval Request

		Budget Group

		The Budget Analyst will receive a new Budget Approval Request reflecting a revised request amount.



		135.0

		New Budget Request Approved?

		Budget Group

		Budget Analyst will make a manual determination if justification for CFS request is sufficient.  The Budget Analyst may override the request amount or approve the new request amount.



		135.1

		No

		

		Go to Step 138



		135.2

		Yes

		

		Go to Step 140



		138.0

		Revise Budget Item Rqst Amt

		BP&F

		BP&F will update the Budget Item Request Amount based on user entry.



		140.0

		Record Budget Group Approval

		BP&F

		BP&F will update the Budget Approval Request with the result information.



		145.0

		Additional Approvers Requested

		BP&F

		BP&F will determine if Budget Group entered any additional Budget Approval Request(s) for Branch or Division management.



		145.1

		No

		

		Go to Step 150



		145.2

		Yes

		

		Go to Step 155



		150.0

		All Budget Requests Approved?

		Budget Group

		Budget Group will access BP&F to determine if any outstanding Budget Approval Requests exist.  If not, Budget Group can proceed to the next business step of validating the CFE Budget to targets.  If there are approval requests outstanding, the Budget Group will continue to monitor.



		150.1

		Yes

		

		Go to Step 200



		150.2

		No

		

		Go to Step 150



		155.0

		Record Addtl Approval Rqsts

		BP&F

		BP&F will create any additional Budget Approval Request(s) entered by Budget Analyst. If multiple approval requests were input, BP&F will set the approval sequence (successor relationship) per user defined entry.



		160.0

		Send Email to Next Budget Approvers

		BP&F

		BP&F will generate workflow email to ‘next’ approver notifying them of approval request.



		165.0

		Rvw CFS Budget Rqst

		Budget Approver

		Budget Approver will access Budget Request and review accordingly.



		170.0

		Rqst Approved?

		Budget Approver

		Budget Approver will either approve or deny the Budget Request



		170.1 

		Yes

		

		Go to Step 175



		170.2

		No

		

		Go to Step 180



		175.0

		Record Budget Approval Result

		BP&F

		BP&F will update the Budget Approval Request with the approver’s result.



		178.0

		Other Approvals Exists

		BP&F

		BP&F will determine if a successor Budget Approval Request exists.



		178.1

		Yes

		 

		Go to Step 160.0



		178.2

		No

		 

		Go to Step 150.0



		180.0

		Create New Budget approval Rqst for Budget Group

		BP&F

		If Branch/Division ‘approver’ denies Budget Request, a new Budget Approval Request will be created for the Budget Group to facilitate the needed changes.
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		200.0

		Request Budget Target Comparison

		Budget Group

		Budget Group will request Budget Target Comparison reports comparing the CFS Budget by Fund & Activity as well as Fund & BCL.



		205.0

		Generate Budget Target Comparison Report

		BP&F

		BP&F will generate the requested report(s).



		210.0

		Budget Within Budget Target?

		Budget Group

		Budget Group will determine if variances between the Budget Target(s) and the current CFS Budget require revision to Budget Item(s).  If no revisions are needed, the budget status should be updated to pending CBO approval to prevent any further revisions by budget managers.



		210.1

		Yes

		

		Go to Step 215



		210.2

		No

		

		Go to Step 222



		215.0

		Set Budget Status to Pending CBO Approval

		BP&F

		BP&F will set the Budget status per the request entry.



		222.0

		Determine Budget Revisions

		Budget Group

		If CFS Budget target comparison indicates changes are needed, the Budget Group will manually determine the changes and enter the needed revisions.



		Note – If the Budget Group determines revisions are needed, after the revisions are input, they can manually elect to rerun the Budget Target Comparison report to verify that all the needed changes have been entered or can proceed to the CBO Budget Request report.  



		225.0

		Record Budget Item Revisions

		BP&F

		BP&F will update the Budget Item Request Amount as input by the Budget Group.



		230.0

		Request CBO Budget Report

		Budget Group

		Budget Group will request CBO Carry Forward Budget Report which is used as the submission medium to the CBO.



		235.0

		Generate CBO Carry Fwd Budget Report

		BP&F

		BP&F will generate the requested report.



		240.0

		Submit Carry Fwd Budget to CBO

		Budget Group

		Budget Group will manually submit Carry Forward Budget to CBO for approval.



		245.0

		CBO Reviews Carry Fwd budget

		CBO

		CBO will review CFS budget request.  The CBO may approve the budget as-is or require adjustments.



		250.0

		CBO Changes?

		CBO

		CBO will coordinate with SPU Budget Group regarding any needed changes.



		250.1

		Yes

		

		Go to Step 255



		250.2

		No

		

		Go to Step 265



		255.0

		Enter Carry Fwd Budget Revisions

		Budget Group

		Budget Group will access BP&F and enter any needed updated to Budget Item Request Amounts in the CFS Budget.



		260.0

		Record CBO Carry Fwd Budget Revisions

		BP&F

		BP&F will update the CFS Budget Item Request Amount per Budget Group entries.



		265.0

		Chg Budget Status to Approved

		Budget Group

		Once all the revisions have been input, the Budget Group will set the budget status to ‘Approved’.



		270.0

		Create Approved Budget Status

		BP&F

		BP&F will insert a new Budget Status entry with a budget Status Type of ‘approved’.



		275.0

		Request CFS Budget Je

		Budget Group

		Once the CFS Budget has been approved, the Budget Group will request creation of the CFS Journal Entries to record in Summit.



		280.0

		Generate CFS Budget JE

		BP&F

		BP&F will summarize the CFS Budget Item amounts by the following to create the JE entries:

· Analysis Type


· Fund


· G/L Account


· Activity


· Program Code


· Project ID


· Org ID








Post Carry Forward Budget Changes
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		Unapproved CFS Budget Exists?

		BP&F

		BP&F will monitor is a CFS Budget exists that hasn’t received final approval.



		2.1

		No

		

		End



		2.2

		Yes

		

		Go to Step 10



		10.0

		Deter Current Unused Revised Budget Balance for Each CFS Budget Item

		BP&F

		BP&F will integrate with FRM to determine the current Unused Revised budget Balance for each CFS budget item



		15.0

		Compare CFS Budget Item Baseline Amt to Unused Revised Budget Bal

		BP&F

		To determine if there has been a change, BP&F will compare the current Unused Revised Budget Balance to the CFS Budget Item Baseline Amount.



		20.0

		CFS Differences Exist?

		BP&F

		



		20.1

		Yes

		

		Go to Step 30



		20.2

		No

		

		End



		30.0

		Update Budget Item Baseline Amt and Set Rqst Amt to Zero

		BP&F

		BP&F will reduce the Budget Item Baseline Amount to the new (lower) Revised budget balance and override the Budget Item Request Amount to zero.  This is needed as the request amount may exceed the new Baseline Amount.



		40.0

		Budget Group Approved?

		BP&F

		BP&F will determine if the Budget Request related to the budget Item has already received approval of the Budget Group.  If not, the current approval request is sufficient.  If the item was already approved, then BP&F needs to create a new round of approvals.



		40.1

		Yes

		

		Go to Step 45



		40.2

		No

		

		Go to Step 20



		45.0

		Delete Outstanding Budget Request Approvals

		BP&F

		BP&F will delete any outstanding Budget Request Approval that may have been manually defined by the Budget Group.



		50.0

		Create New Budget Approval Request

		BP&F

		BP&F will create a new Budget Approval Request for the Budget Group





7.20.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2000

		BP&F shall support creation of Carry Forward Special (CFS) Budget upon request.

		

		Option 2



		BR2002

		BP&F shall create a CFS Budget Item for any remaining Revised Budget balance.   The remaining Revised Budget balance is calculated as follows:  By Activity & Fund - Revised Budget less total actual expenditures + PO Commitments.  BP&F shall integrate with FRM as appropriate for actual expenditures and PO Commitments.

		The preliminary Carry Forward Budget is calculated by subtracting the Actual Expenditures + any PO Commitments from the Revised budget for the prior year if the difference is greater than zero and a user defined threshold, a Carry Forward Budget candidate exists.  For example, if the Revised Budget was $100 and the Actual Expenditures were $80, a Carry Forward Budget amount if $20 would be calculated.  Conversely, if the Revised Budget was $100 and the Actual Expenditures were $130, no Carry Forward Budget amount is available.  

		Option 2



		BR2004

		BP&F shall default the CFS Budget Item Baseline Amount to the Unused Revised Budget Balance.

		

		Option 2



		BR2005

		BP&F shall default the CFS Budget Item REM & Request Amounts to zero.

		

		Option 2



		BR2010

		BP&F shall automatically create Budget Targets for each Carry Forward Budget based on Activity & Fund.

		

		Option 2



		BR2012

		BP&F shall automatically create Budget Targets for each Carry Forward Budget based on BCL & Fund.

		

		Option 2



		BR2015

		BP&F shall automatically create a Budget Request for the CFS Budget by Activity.

		

		Option 2



		BR2020

		BP&F shall automatically assign each CFS Budget Request to the Budget Group by creating a Budget Approval Request.

		SPU Budget Group reviews all candidate CFS Budget Requests and will manually assign to Budget Managers if appropriate.

		Option 2



		BR2035

		BP&F shall restrict updates to the Carry Forward Budget based on the budget status and user security role.

		 

		Option 2



		BR2040

		BP&F shall produce a Carry Forward Budget Candidate Report upon request.

		This report will be used by the Budget Group to assist in making the determination of which candidate CFS Budget Requests should be forwarded to the stewarding budget manager to update the CFS request amount via the creation of a Budget Approval Request.




		Option 2



		BR2060

		BP&F shall generate CFS Budget Journal Entries for input to Summit upon request.

		

		Option 3



		BR2065

		BP&F shall monitor the Unused Revised Budget Balance for the CFS Budget and apply changes if the balance has changed.

		If Unused Budget Balance is now zero, request amount will be set to zero and Budget Item locked.  Any outstanding approval requests will be deleted.


If Unused Budget Balance is reduced, the Baseline amount will be updated and the request amount set to zero.  A new approval request will be created for the Budget Group if original approval is not pending.

		Option 2





7.21 Spending Plan 

Upon receipt of the approved Adopted and Carry Forward Budgets, the Spending Plan can be finalized.  The Spending Plan defines the cash flow requirements for a fiscal year.  

The Spending Plan will detail on a monthly basis, outflow for expenditures and inflow for revenues.   In the best case, the Spending Plan will be less than or equal to the Adopted Budget and will be within the financial target for each fund.  However in some instances, the Spending Plan may exceed the Adopted Budget due to changing conditions in the interim between the creation of the Adopted Budget and current date.   There is approximately a 4-5month lapse between the Adopted Budget and the Spending Plan finalization.

7.21.1 Problem Statement & Desired Change


Creation of the Spending Plan includes a few special features that are detailed in this section:


· Predefined Starting Points including integration with EPMS 

· Review & Update of Adopted Budget Labor Assignments 

· Allocation of spending dollars by month

· Publish approved Spending Plan for consuming applications such as FRM.

The high level steps to create the Spending Plan will be as follows:



Step 1 – Budget Group requests Spending Plan



Step 2 – Org Budget Managers Review and Update (if necessary) the Labor Assignments


Step 3 - Budget Managers will review and update non labor Spending Amounts

Step 4 – CIP Project Managers Notified of changes in Labor Assignments


Step 5 – Budget Group coordinates any final revisions and submits Spending Plan for approval.



Step 6 - BP&F publishes approved SPN data for consuming applications


Step 1 – Budget Group requests Spending Plan 

Historically, the process to create the Spending Plan was limited to expenditures.

The expenditure process varied between CIP and O&M.  For O&M, the process was manually performed by Finance gathering input from the Budget Managers using excel files.  The O&M Spending Plan is detailed by Year, Month, Activity, Fund & G/L Account.

For CIP, the CIP PM’s record their Spending Plan(s) in EPMS.  The CIP Spending Plan is detailed by Year, Month, Activity & Fund.  


The approved Spending Plan was not recorded in Summit but was input to FRM for reporting purposes: 
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With BP&F, the Spending Plan will include both revenues and expenditures.  The Spending Plan REM, Baseline & Request Amounts will be set as follows:

		Budget Type

		Budget Item REM Amount

		Budget Item Baseline Amount

		Budget Request Amount



		Spending Plan

		Adopted Budget 

		Adopted Budget

		CIP Expenditures – Use EPMS Spending Plan


Revenue and O&M Expenditures – Adopted Budget





The Adopted Budget is used as the starting point for O&M Expenditures as it provides labor assignments.  The Budget Group will not be able to designate an alternate starting point for the Spending Plan Budget Type.  As the starting data for the SPN request and baseline amounts will come from the same year, inflating the amount is not required.

The diagram below details how the Spending Plan baseline and request amounts will be initially established:
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Calculating Monthly SPN Amounts 

The Adopted Budget values for the Revenue Plan and O&M Expenditures should already be monthly values.  

The CIP PM’s will be asked to create to allocate the Spending Plan by month prior to creation of the Spending Plan in BP&F.  If a CIP PM has not input monthly values, BP&F will use the monthly allocation percentages from the Adopted Budget and apply those weights to the CIP total SPN amount to create monthly values.   


Step 2 – Org Budget Managers Review & Update (if necessary) Labor Assignments

During the 4-5 month lapse between the creation of the Adopted Budget and Spending Plan, labor assignments may require adjustment to reflect project scheduling changes, personnel changes, transferred positions, etc.


When the Spending Plan is created, BP&F will copy the labor allocations & labor assignments from the Adopted Budget to the Spending Plan.  This will permit revision of the Spending Plan labor assignments without modification to the approved Adopted Budget labor assignments.  


The Org Budget Managers will review all the existing labor allocation and assignments and make any needed revisions/additions such that each labor position within their organization is fully budgeted.  Section 7.16 details the labor budgeting process.

During the Adopted Budget creation, when a labor assignment was recorded, it ultimately resulted in the creation of a Budget Item Detail that rolled up to a Budget Item as shown below:
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		In this simple example, there were 2 CIP Labor Allocations; Engineer for 200 Days and Project Mgr for 220 Days for C123456.

The Labor Allocation for the Project Mgr was fully filled by the assignment of ‘Jeff’ for 220 Days.

The Labor Allocation request of 200 days of an Engineer was partially fulfilled by assigning Bob for 50 days and Mary for 110 days, for a total of 160 days.  Bob is on sabbatical for most of the year and only available for 50 days.

This resulted in 4 Budget Item Details that rolled up into 2 Budget Item; one for a CIP Activity C123456 and a second for an O&M Activity N223456.







All labor allocations & assignments from the O&M Adopted Budget will be copied to the Spending Plan as well as all related budget item details.  The CIP Budget Item(s) will be maintained at the activity/fund level without a G/L Account designation. The labor related the Budget Item Details (original CIP labor assignments) will be copied from the Adopted Budget.  This will result in a situation in which the Budget Item Details will not necessarily sum to the parent Budget Item.  Continuing with the above example, the initial Spending Plan is created and then changes are made to a labor assignment effectively reassigning a resource from one activity to another:
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		Initial Spending Plan –CIP Spending Plan is summarized at the Activity level and dollars may be different than the Adopted Budget based on revisions input to EPMS.  As shown above, the CIP Spending starts at $1500 provided by EPMS versus the Adopted Budget of $1,200.  The CIP Labor Assignments are related to a Budget Item Detail but those Budget Item Details do not sum the Budget Item.  

The O&M Labor Assignments are related to a Budget Item Detail that do sum to the Budget Item as the initial Spending Plan is based on the O&M Adopted Budget labor assignment, Budget Item Details and Budget Items.

		Revised Spending Plan – Org Mgr reviews SPN and decides to fully dedicate Bob to activity NN23456.  The O&M Labor Assignment, Budget Item Detail and Budget Item are all updated.  The CIP Labor Assignment for Bob is reduced from 50 Days to zero days and the corresponding budget item detail changed to zero but the Budget Item remains at $1500 (as provided  from EPMS).  The CIP PM would receive a notification that their Labor Allocation was not fully assigned.








If a position is transferred from one organization to another, the related CIP and O&M labor assignments from the Adopted Budget will not be copied to the Spending Plan.  The ‘Transfer To’ Org Resource Manager will make new Labor Assignments for the position.


In the example below, when the Adopted Budget was created, there were just 3 labor positions filled by Jen, Mark & Steve.  In the interim when the Spending Plan is created, Steve’s position was transferred from to a new org (from WS244 to WS240).


Mark & Jen’s labor assignment will be copied to the Spending Plan as their positions remain in the original organizations.  The Org Resource Manager for WS244 will see that a Labor Allocation has not been fulfilled.  The Org Resource Mgr for WS244 will either make a new assignment for that allocation request or leave the request unfulfilled: [image: image103.png]Adopted Budget
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If a labor position was vacant when the Adopted Budget was created and is now filled (or vice versa), the labor dollars shall be recalculated in the Spending Plan.  A vacant position is calculated using the 3rd pay step for non APEX/SAM positions.  The position may be filled at the lower end of the pay scale such that the Spending Plan budget item will be reduced.

Step 3 - Budget Managers Approve Spending Plan 

When the Spending Plan is created, a Budget Approval Request will be created for each Revenue and O&M Activity.  The Revenue Plan and O&M Expenditures should be reviewed by the appropriate budget managers to incorporate any changes.  

It is assumed that the CIP SPN data is already current from EPMS.


If the Budget Request is approved and the Request Amount does not exceed the Baseline Amount (remember the baseline amount is the adopted budget amount), then no further approvals are necessary.

The Budget Manager will not be able to approve their Budget Request if any labor positions over or under allocations exist.


If the Budget Request is approved and any Budget Item exceeds the baseline amount (adopted budget amount) a Budget Approval Request will be created for the appropriate Budget Analyst. 


Step 4 – CIP Project Managers Notified of changes in Labor Assignments

As described in Step 2 above, the CIP Spending Plan is provided at the activity level. Thus when labor assignments change, the overall activity dollars are not impacted.  However, if a Labor Allocation is not filled by the Org Resource Mgr, the CIP Project Mgr should receive a notification of any changes between the Adopted Budget and the Spending Plan for a fiscal year.  This will enable them to determine the best course of action.


BP&F will compare the labor assignments between the Adopted Budget and Spending Plan.  If the assigned labor days or labor positions has changed a notification should be set.


Step 5 – Budget Group Approves Spending Plan and Submits to CBO

The Budget Group will coordinate the approval of the Spending Plan with the CBO manually.

Prior to submitting the Spending Plan to the CBO, the Budget Group may want to review the O&M and CIP labor differences between the Spending Plan and the Adopted Budget.  BP&F will provide a Budgeted Labor Assignment Comparison report upon request.  This report provides a comparison of the CIP and O&M labor days by Branch, Division and Organization for 2 user specified budgets.


To request a report, the requestor will have the following filter options:


· Budget 1 (Required)

· Budget 2 (Required)

· Branch (Required – all or one Branch)

The report will detail the total O&M labor days, total CIP labor days for each specified budget and include difference columns.  The selected budget must both include detailed labor budgeting so must be an Adopted Budget, Endorsed Budget or Spending Plan.  A sample of the report appears below:
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The Organization column will provide a link to a drill-down report that details provides the CIP vs. O&M comparison by labor position:
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Step 6 - BP&F publishes approved SPN data for consuming applications

Once the Spending Plan has received its final approval, the plan status will be set accordingly and the Spending Plan should be made available to consuming applications.  The specific technique (MV, direct access, etc) used to publish the Spending Plan will be determined in the design phase to follow.

7.21.2 To-Be Process
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(Section 7.11)
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35.0 Non-Monthly 
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40.0 Allocate CIP 
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Adopted Budget 
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35.2 No
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Go to Step 80




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Determine EPMS Update Deadline

		Budget Group

		Budget Group will determine when CIP Spending Plan entries should be entered in EPMS



		10.0

		Notify CIP PM to Update SPN

		Budget Group

		Budget Group will manually notify Budget Manager (CIP PM’s) to enter any Spending Plan revisions in EPMS.



		12.0

		EPMS SPN Plan Updated

		Budget Managers

		Budget Managers that steward a CIP Activity will enter the Spending Plan revisions in EPMS.



		15.0

		Publish CIP SPN Data

		EPMS

		EPMS provides a materialized view of the SPN and PRJ data for consuming applications.  CIP Spending Plan data is not detailed by G/L Account.



		20.0

		Request Creation of Spending Plan 

		Budget Group

		Budget Group will use BP&F to request the creation of the baseline Spending Plan.  



		25.0

		Create SPN Budget (Section 7.11)

		BP&F

		BP&F shall create a new Spending Plan for the requested fiscal year.



		30.0

		Retrieve EPMS SPN for CIP

		BP&F

		BP&F shall integrate with EPMS to retrieve CIP (C & E) Spending Plan data.



		35.0

		Non Monthly Amounts Exist?

		BP&F

		BP&F shall verify that all the CIP Spending data is allocated into monthly amounts.  If an annual amount has been provided without a month allocation, BP&F must perform the allocation.



		40.0

		Allocate CIP SPN based on Adopted Budget Allocations

		BP&F

		BP&F will calculate the monthly allocation percentages in the Adopted Budget for the Spending Plan activity and apply those percentages in deriving a monthly amount.



		45.0

		Create SPN Budget Amounts (Section 7.12)

		BP&F

		BP&F will determine the O&M expenditures and revenues based on the Adopted Budget.   For O&M and Revenue, the REM, Baseline and Request amounts will be set to the values in the Adopted Budget.   For CIP, the REM and Baseline will use the Adopted Budget and the Request Amount will come from EPMS.



		50.0

		Copy Labor Allocations & Assignments from the Adopted Budget

		 BP&F

		All labor allocations & assignments from the O&M Adopted Budget will be copied to the Spending Plan as well as  all related budget item details.  As the CIP Budget Item is maintained at the overall activity level (and not detailed by G/L Account), the result is that the Budget Item Details (original CIP labor assignments) will not necessarily sum to the single CIP Budget Item Request Amount that represents all expected expenditures.


If a position has been transferred from one organization to another, the related CIP and O&M labor assignments from the Adopted Budget will not be copied to the Spending Plan.  The ‘Transfer To’ Org Resource Manager will make new Labor Assignments for the position.



		55.0

		Create Budget Approval Requests

		BP&F

		When the Spending Plan is created, a Budget Request will be created for each Activity.  For the Revenue Plan and any O&M Expenditures a Budget Approval Request should be created for the Budget Manager (1st approver) and the assigned Budget Analyst (2nd approver).  Budget Manager should review the SPN and enter any needed revisions.


It is assumed that the CIP SPN data is already current from EPMS so a Budget Approval Request will not be automatically created for the CIP PM






		60.0

		Email to Budget Managers and Rates Group for budget input.

		BP&F

		Budget Group will set status to Pending Approval.  This will lock the Spending Plan to prevent any further budget request changes by the Budget Managers.



		65.0

		Enter Revenue Plan

		Rates Group

		Rates Group will provide revision to monthly revenue plan as appropriate.



		70.0

		SPN Budget Request Approved?

		Rates Group

		Rates Group can either approve or enter revisions to the initial revenue plan in the Spending Plan Budget.  Once approved by the Rates Group, the Budget Group will review.



		70.1

		Yes

		 

		Go to Step 160



		70.2

		No

		

		Go to Step 65
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		80.0

		Updated Labor Assignments (Section 7.16)

		Budget Managers

		Using the starting labor allocations and assignments copied from the Adopted Budget, the Org Resource Manager will verify that each Labor Position is fully assigned and no over or under assignments exist.



		85.0

		Enter Non Labor O&M SPN Revisions (Section 7.13)

		Budget Manager

		Budget Mgr will access BP&F and update their Budget Request changing or adding new budget items accordingly



		90.0

		SPN Budget Request Approved?

		Budget Manager

		Budget Manager will enter all needed revisions and then approve their Budget Request



		90.1

		Yes

		

		Go to Step 100



		90.2

		No

		

		Go to Step 80



		100.0

		Update Budget Approval Request

		BP&F

		BP&F will record the approval results.



		105.0

		Unfilled Labor Allocations Exist?

		BP&F

		BP&F will compare the Adopted Budget Labor Assignments to the Spending Plan Labor Assignments, if an unfilled Labor Allocation exists, the CIP PM will be notified.



		105.1

		Yes

		

		Go to Step 110



		105.2

		No

		

		Go to Step 160



		110.0

		Send Email to CIP PM re Unfilled Labor Allocation

		BP&F

		BP&F will send an email to the CIP PM so they can determine the best course of action.  



		115.0

		Deter Staffing Resolution

		CIP PM

		CIP PM will determine the needed course of action which could be delaying the project or hiring contract personnel or requesting the Org Resource Mgr reconsider.



		120.0

		Labor Assignment Changes?

		Budget Group

		If the Budget Group receives a request to re-open an approved budget request, a new Budget approval request should be manually created if labor assignments will be changed.



		120.1

		Yes

		

		Go to Step 125



		120.2

		No

		

		Go to Step 160



		125.0

		Record New Budget Approval Requests

		BP&F

		BP&F will reactive approvals for Budget Mgr to enable them to make labor assignment changes.



		160.0

		Release Budget Approval Request for Budget Group

		BP&F

		If the Budget Manager has completed their approval, the approval request for the Budget Group will be activated.



		170.0

		Rvw Budget Approval Request

		Budget Group

		Each Budget Analyst will access BP&F on a daily basis to determine any outstanding approval tasks.  For each task, a review is done and the request approved, rejected or approved with additional approvals.



		175.0

		SPN Budget Request Approved?

		Budget Group

		If the Budget Analyst does not approve the request, they will contact Budget Manager to resolve and possibly enter a revision.  If the request is approved, they will access BP&F to record approval results.



		175.1

		Yes

		

		Go to Step 180



		175.2

		No

		

		Go to Step 170



		180.0

		Update Budget Approval Request

		BP&F

		BP&F will update the approval request based on Budget Analyst entry.
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		185.0

		Additional Approvals Needed?

		Budget Group

		Budget Group will manually determine if additional approvers should be included such as a Division or Branch manager.  A separate Budget Approval Request can be created for each approver and the approval sequence is specified.



		185.1

		Yes

		

		Go to Step 190



		185.2

		No

		

		Go to Step 225



		190.0

		Record Additional Budget Approval Requests

		BP&F

		BP&F will insert a separate Budget Approval Request as requested and include the approver sequence via predecessor relationships.



		195.0

		Email to BDM for SPN Approval

		BP&F

		BP&F will send an email notification for the next remaining Budget Decision Maker to notify them that a Budget Approval is requested.



		200.0

		Rvw Budget Approval Request

		BDM

		Assigned Budget Decision Maker will review the SPN budget request to either approve the request or deny.  If request is not approved, a new round of budget approvals will be created for the Budget Manager and Budget Group.



		205.0

		Record Budget Approval Results

		BP&F

		BP&F will update the Budget Approval Request with the approval results



		210.0

		SPN Budget Request Approved?

		BDM

		



		210.1

		Yes

		

		Go to Step 215



		210.2

		No

		

		Go to Step 220



		215.0

		Other Budget Approval Requests Exist?

		BP&F

		BP&F will update the Budget Approval Request with the approval results



		215.1

		Yes

		

		Go to Step 195



		215.2

		No

		

		Go to Step 225



		220.0

		Create New Budget Approval Request for Budget Mgr & Budget Group

		BP&F

		If BDM disapproved SPN request, the SPN Request will be referred back to the Budget Mgr for revision.



		225.0

		All SPN Requests Approved?

		Budget Group

		



		225.1

		Yes

		

		Go to Step 230



		225.2

		No

		

		Go to Step 225



		230.0

		Request Budgeted Labor Comparison

		Budget Group

		Budget Group will access BP&F to request a Budgeted Labor Comparison report.  This is used to validate the overall assignment of labor between CIP and O&M.



		235.0

		Generate Budgeted Labor Comparison

		BP&F

		BP&F will generate the requested report based on the filter criteria entered.



		240.0

		Validate SPN Labor

		Budget Group

		Budget Group will manually validate the O&M vs. CIP labor splits.



		245.0

		Spending Plan Approved

		Budget Group

		Budget Group will review the labor and non labor portions of the spending plan overall to determine if it is approved or additional revisions are needed.



		245.1

		Yes

		

		Go to Step 250



		245.2

		No

		

		Go to Step 125



		250.0

		Set Budget Status to ‘Approved’

		Budget Group

		Once all budget requests have been approved and Finance has approved the spending plan, the budget status will be set to ‘approved’. 



		255.0

		Publish Approved SPN

		BP&F

		BP&F will publish the approved Spending plan for consuming applications.



		260.0

		Submit SPN to CBO

		Budget Group

		Budget Group will coordinate the submission of the spending Plan to CBO.  CBO/City Council is provided with Spending Plan info but an approval process is not performed.





7.21.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2100

		BP&F will create an instance of a Spending Plan budget upon request.

		

		Option 2



		BR2105

		BP&F will copy all Budget Items from the Adopted Budget (of the same fiscal year) to seed the Spending Plan Budget Items.

		

		Option 2



		BR2110

		BP&F will set the SPN Budget Item REM & Baseline Budget amounts from the Adopted Budget.

		

		Option 2



		BR2115

		BP&F will integrate with EPMS to retrieve CIP Spending Plan data.

		

		Option 2



		BR2120

		BP&F will set the SPN Budget Item Requested Amount as follows:


CIP – use EPMS Spending Plan Amount


O&M – Use Adopted Budget.




		

		Option 2



		BR2125

		BP&F will copy Labor Allocations and Labor Assignments from the Adopted Budget to the Spending Plan as part of the Spending Plan creation for any position that has not been transferred to another organization.

		This will provide a starting point for revising labor assignments.

		Option 2



		BR2130

		BP&F will recalculate the Spending Plan Budget Item Detail if a Labor Position has changed from vacant to filled or filled to vacant in the interim between the Adopted Budget and Spending Plan.


Additionally, for O&M only, BP&F will update the related Budget Item for a revised Budget Item Detail.

		

		Option 1



		BR2135

		BP&F will not update the CIP Budget Item Request Amount based on any related Budget Item details.

		The sum of the Budget Item Details for CIP activities in the Spending Plan do not have to sum to the related Budget Item.

		Option 2



		BR2140

		BP&F will lock all CIP Budget Items to restrict update to Budget Analyst users.

		Budget Analyst will manually apply or coordinate any updates to EPMS.  Budget Analyst can unlock a CIP Budget Item and create a Budget Approval Request if revisions from a CIP PM are needed.

		Option 2



		BR2145

		BP&F shall automatically created Budget Requests for the Spending Plan as follows:


CIP – By Activity


O&M  - By Org

		

		Option 2



		BR2150

		BP&F shall only create Budget Approval Requests for O&M Budget Requests.  The system generated approvals will be sequenced as follows:


1. Budget Manager


2. Budget Analyst Rep




		

		Option 2



		BR2155

		BP&F shall provide a Budgeted Labor Assignment Comparison upon request.  This report provides a comparison of the CIP and O&M labor days by Branch, Division and Organization for 2 user specified budgets.

		

		Core



		BR2160

		BP&F shall provide a Budgeted Labor Assignment Comparison by Low Org upon request.  This report provides a comparison of the CIP and O&M labor days for each Low Org Labor position for the user requested Low Org and specified budgets.

		Note – this report will also be available as a drill-down from the Budgeted Labor Assignment Comparison.

		Core



		BR2165

		BP&F will publish approved Spending Plan data for consuming applications. 

		 (Note –FRM integrates with EPMS for CIP SPN but will need to integrate with BP&F for O&M SPN.)

		Option 3





7.22 Generate CIP Abandonment & Spending Plan Report 

On an annual basis, Finance must submit a CIP Abandonment & Spending Plan Report to CBO.  A CIP Abandonment occurs whenever the Actual Expenditures for the prior budget year are not equal to the Revised Budget.  For example, if the Revised Budget was $1000 and Actual Expenditures were $800, $200 Abandonment would exist.  In addition to the CIP Abandonments, a CIP Spending Summary must be provided as well.

At present, the excel file consists of 3 tabs:


· YYYY Abandonment Summary – Provides the total dollars by Fund and BCL for  the following


· Prior Year Revised Budget (A)


· Prior Year Actual Expenditures ( B)

· Budget Year Encumbrance Carry forward Requests ( C)


· Budget Year Special Carry forward Requests (D)


· Prior Year Capital Abandonments  = (A – (B+C+D))


· YYYY Abandonment Detail – Provides the data included in the Abandonment Summary by Activity

· YYYY CIP Spending Plan Summary - Provides a summary of the Spending Plan dollar by Fund, BCL and Quarter.

As example of each these tabs appears below:

2010 Abandonment Summary:
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2010 Abandonments Yes
Values
sum of 2010
Encumbrance sum of 2010
Sumof 2010 Sum of 2010 Year- Carryforward sum of 2010 Capital
Fund (~]2010 BCLID| ~ | 2010 BCL Name (| Revised Budget  end Actuals Requests  Carryforward Requests Abandonments
=DWF =333 Protection of Beneficial Uses $5,107,062.00  $1,863,481.91 $2,762,691.33 $480,888.76
=c350 Sediments $4,432,244.00  $4,051,291.25 $380,952.75
=360 Combined Sewer Overflows $22,371,238.00  $16,996,369.65 $255,547.81  $5,119,320.54
=c370 Rehabilitation $11,584,079.00  $9,525,877.84 $2,058,201.16
=380 Flooding, Sewer Backup & Lnds|  $20,853,927.60  $14,906,037.11 $2,800,000.00  $3,147,890.49
=ca10 Shared Cost Projects $16287,64950  $5,346,675.63  $5,460.00 $240450.17  $7,692,063.70
=cs10 Technology $3,591,285.80  $2,456,375.09 $1,134,910.71
DWF Total $84,227,485.90  $58,146,108.48 $8,460.00 $6,058,689.31 $20,014,228.11
=SWF =c230 New Facilities $24,386,900.00  $15,080,561.00 $9,306,339.00
=c240 Rehabilitation & Heavy Eqpt $5,956,067.64  $5,843,097.38 $112,570.26 $0.00
=ca10 Shared Cost Projects $225198158  $1,650,059.95 $601,321.63
=cs10 Technology $1,766,666.03 $988,156.11 $778,509.92
SWF Total $34,361,615.25  $23,561,874.44 $112,970.26  $10,686,770.55
SWF =c110 Distribution $22,380,000.00  $17,525,225.16 $4,854,774.84
=c120 Transmission $3,187,872.29 $1,016,863.74 $2,171,008.55
=c130 Watershed Stewardship $1634978.00  $865,250.72 $29,790.79  $739,936.49
=c140 ‘Water Quality & Treatment $28,841,664.66  $20,970,305.28 $7,871,359.38
=c150 \Water Resources $15,793,000.00  $5,812,507.74 $3,974,000.00  $6,006,492.26
=c160 Habitat Conservation Program  $9,626,951.00  $5,797,787.10 $3,829,163.90
=ca10 Shared Cost Projects $19,768,846.00  $10,00294152  $113,933.41 $65,796.89  $9,586,174.18
=cs10 Technology $4367,35243 _ $3,331,121.66 $1,036,230.77
WF Total $105,600,664.38  $65,322,002.92  $113,933.41 $4,069,587.68  $36,095,140.37

Grand Total $224,189,765.53  $147,029,985.84  $122,393.41 $10,241,247.25 $66,796,139.03






2010 Abandonment Detail


The output is really detailed horizontally but shown here vertically:


		Column

		Report Column

		 Sample Data

		Formulas



		A

		Fund

		WF

		 



		B

		2010 BCL ID

		C110

		 



		C

		2010 BCL Name

		Distribution

		 



		D

		2011 BCL ID

		C110

		 



		E

		2011 BCL NAME

		Distribution

		 



		F

		2010 CBO PROJECT ID

		C1134

		 



		G

		2010 CBO PROJECT NAME

		TANK IMPROVEMENTS

		 



		H

		2011 CBO PROJECT ID

		C1134

		 



		I

		2011 CBO PROJECT NAME

		TANK IMPROVEMENTS

		 



		J

		2010 ACTIVITY ID

		C104031

		 



		K

		2010 ACTIVITY NAME

		Myrtle Tanks Recoating

		 



		L

		2011 ACTIVITY ID

		C104031

		 



		M

		2011 ACTIVITY NAME

		Myrtle Tanks Recoating

		 



		N

		2010 Abandonments

		Yes

		 



		O

		2010 Revised Budget

		$1,269,814.00 

		 



		P

		2010 Year-end Actuals

		$1,368,161.36 

		 



		Q

		2010 Encumbrance Carry forward Requests

		$0.00 

		 



		R

		2010 Carry forward  Requests

		$0.00 

		 



		S

		2010 Trsfs to Cover CIP Exceptions

		$0.00 

		 



		T

		2010 Capital Abandonments

		($98,347.36)

		=O - (P+Q+R+S)



		U

		2011 SPN

		Yes

		 



		V

		2011 Adopted Budget

		$201,421

		 



		W

		2010 Encumbrance Carry forward Requests

		$0

		 



		X

		2010 Carry forward Requests

		$0

		 



		Y

		2011 Revised Budget

		$201,421

		=V+W+W+Y



		Z

		1Q11 Spending Plan

		$7,470

		 



		AA

		2Q11 Spending Plan

		$0

		 



		AB

		3Q11 Spending Plan

		$0

		 



		AC

		4Q11 Spending Plan

		$0

		 



		AD

		Total 2011 Spending Plan

		$7,470

		 





CIP Spending Summary
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2010
2011 Encumbrance 2010
Adopted  Canyforward Carryforward 2011 Revised  1Q11 2au sann aan Total 2011

2011 BCLID 2011 BCL NAME Budget Requests2  Requests Budget  Spending Plan Spending Plan Spending Plan Spending Plan Spending Plan

owr e Protection of Beneficial Uses | _$2,283,081] 2,762,691 $5,005,772  S343,601)  S1,000,299] 51,973,852 51,994,314 5,312,166

C350_[sediments $6,350,146] 5,250,145 s7a7962  s675729]  S1,101830]  $2.611953]  $5,377,.474

250 Combined Sewer Overflows | 517,806,875) $255,548| $18,062,423 53,534,910 $4,729,118] 56,005,170 _ $5,993,501] $20,266,699

ca70 Rehabilitation $6,471,519) $5471519] _ $2056245]  $2,149598]  $1,728.453]  $1,882927]  $8,017,223

380 Flooding, Sewer Backup & Lnds| |_$35,069,776] $2,800,000] $37,868,776| _ $5,339,128| _ $5,926,085| 5,777,082 _ $8,687,011] _ $25,739,306]

C410[shared Cost Projects 511,804,291 8,460 $200450] $12,053,201 2762482  $3,329,835]  $2,655,067]  $3,362,568] $12,109,952

c510 [Technology $4,062,403 $4,062,403 $606,704| $828,211| $925,041| $1,733,741| $4,093,697

DWF Total $83,848,000 $8,460 56,058,080 $89,015240  $15,631,032 _ $18,638,07 _ §20,170,495 _ 526,476,015 __ $80,916,518
$15,631,032] $34,270,007] _ $54,840,502] _$80,916,513]

swr[czo New Facilities $25,710,121] 25,710,121 $5,003,651 _ $5,100,692 57,200,894 57,468,764 $24,97,000)

210 Rehabilitation & Heavy Egpt. 5262,140) s112,570] _ $375,110] $202,335) $202,335) $185,175) $180,035) $770,000)

C410[shared Cost Projects $1,860,260) $1,860,260) 16,183 ssaases|  sora01s|  s17a00a]  siesszea

c510 [Technology $1,415,282| $1,415,282| $261,568| $297,204| $278,987| $665,476| $1,503,235

SWFTotal $29,047,803 $112,070 $29,360,774__ $5,83,79% __ $6,122,855 _ $8,838,060 55,486,300 _ $28,031,020
$5,483,796] _ $11,606,651] _ $20,444,720] 28,931,020

WF c110 Distrioution $20,491,716] 520491716 54485142 5455316 55,363,268 6,537,473 $20,842,158]

120 [transmission $1,688,100) 5,688,100 550975  s2768%0] 5151830 5600235 51,579,869

C130 |Watershed Stewardship $1,141,554| $29,791| $1,171,345| $449,451| $352,202| $388,452| $347,064| $1,537,169

C140 |Water Quality & Treatment $18,329,399)| $18,329,399)| $2,677,256| $3,875,179 $3,871,929 $4,595,635|  $15,020,000

C150 | WaterResources $6,515,169) 53,974,000 510,490,169 $2,122,523] 2,036,957  S2,168,916] 2,351,636 8,680,032

C160 Habitat Conservation Program $11,122,687| $11,122,687| $2,612,976| $2,804,901| $3,403,868)| $3,525,628|  $12,347,372

ca10 |Shared Cost Projects $15,047,995| $113,933 $65,797| $15,227,725| $3,141,018| $3,219,384| $3,584,301| $3,587,729|  $13,532,431

c510 [Technology $4,770,105 $4,770,105 $792,773 $927,354| $1,062,392| $1,868,340| $4,650,858

W Total $79,107,725 113,033 54,069,588 583,291,206 _ $16,633,113 _ $17,048,122 _ $19,994,056 523,613,739 _ $78,189,931
[ s16,633,113] $34581,23] 654,576,102] 678,189,031]

Grand Total [$192,203,618  $122,393 $10,577,277 $202,903,289 _ $37,747,942 _ $42,700,951 _ $49,003,521 _ $58,576,054 _$188,037,468|
[ ¢37,7a7,022] $80,457,803] $129,461,414] $188,037,468]







7.22.1 Problem Statement & Desired Change


The current process to produce this report is manual.  It requires extracting data from multiple sources (Summit and Budget Prep) to create this report.  Going forward, BP&F should retrieve the Summit data from FRM and merge with BP&F data to create this report.  The report should be available upon demand.

7.22.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		1.0

		Year End Complete?

		BP&F

		If Year-end has not occurred, then the report is preliminary as additional expenditure data may occur. 



		1.1

		Yes

		

		Go to Step 2.0



		1.2

		No

		

		Go to Step 3.0



		2.0

		SPN Complete?

		BP&F

		If Spending Plan has not been approved in BP&F, then report is preliminary and can only report the data it has.



		3.0

		Identify Report as Preliminary 

		BP&F

		Report will produce available results but a note should be included on the report that it is only preliminary report.



		4.0

		Retrieve Actual Expenditures

		BP&F

		FRM maintains all actual expenditures in the Project Resource Fact table.  BP&F should retrieve this data for input to the report.



		5.0

		Generate CIP Abandonment Report Workbook

		BP&F

		BP&F will produce a workbook included 3 tabs for each of the reports:

· YYYY Abandonment Summary – Provides the total dollars by Fund and BCL for  the following


· YYYY Abandonment Detail – Provides the data included in the Abandonment Summary by Activity


· YYYY CIP Spending Plan Summary - Provides a summary of the Spending Plan dollar by Fund, BCL and Quarter.



		6.0

		Finance Submits ABN Rpt to  CBO

		Finance

		Finance manually submits CIP Abandonment & Spending Summary workbook to CBO.





7.22.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2205

		BP&F shall produce the CIP Abandonment & Spending Plan report (workbook) upon request

		

		Option 2



		BR2210

		BP&F shall provide the CIP Abandonment & Spending Plan Report output via an Excel Workbook.

		BP&F will produce a workbook included 3 tabs for each of the reports:


· YYYY Abandonment Summary – Provides the total dollars by Fund and BCL for  the following


· YYYY Abandonment Detail – Provides the data included in the Abandonment Summary by Activity


· YYYY CIP Spending Plan Summary - Provides a summary of the Spending Plan dollar by Fund, BCL and Quarter.

		Option 2



		BR2215

		BP&F shall integrate with FRM to retrieve Actual Expenditure data as well as any other data needed for the report.

		

		Core



		BR2220

		BP&F shall identify on the report if the results are preliminary or final.

		BP&F shall indicate that the results are preliminary if the Spending Plan has not been approved and/or year end close has not occurred for the actual expenditures.

		Option 2





7.23 Generate Endorsed Budget (Out Year)

With the biennial budget process, an Endorsed Budget is created every other year.  For example, in 2010, an Adopted Budget is created for 2011 with an Endorsed Budget for 2012.  In 2010, the creation of the 2011 Adopted Budget and 2012 Endorsed Budget is done concurrently.   The budget values for 2011 are not available to serve as the basis for the 2012 Endorsed Budget.


Detailed labor budgeting is performed in the creation of the Endorsed Budget using the labor allocation/assignment process detailed in Section 7.16.


In 2011, the 2012 Endorsed Budget is used to create the 2012 Adopted Budget as show below:

		Year Created

		Budget Year

		Budget Type



		2010

		2011

		Adopted Budget



		2010

		2012

		Endorsed Budget



		

		

		



		2011

		2012

		Adopted Budget



		

		

		



		2012

		2013

		Adopted Budget



		2012

		2014

		Endorsed Budget





The O&M Endorsed Budget is created by using the current year’s Adopted Budget as the budget request amount and then performing a compound inflation process.  For example, suppose in May 2010, the Endorsed Budget is being developed.  The 2011 Adopted Budget is not finished so the 2010 Adopted Budget (current budget) will be used as the starting point.  Suppose for Activity N123456 & the Office Supplies G/L Account the Adopted Budget for 2010 was $100.  The inflation factors for 2011 & 2012 have been set to 2% and 5% respectively.  To create the 2012 Endorsed Budget, the $100 amount from the 2010 Adopted Budget would be inflated by compounding the 2 year inflation rates:  $100 x 1.02 x 1.05 = $107  Endorsed Budget amount.


The O&M Endorsed Budget is not input to Summit but is used by Finance for planning purposes.


The O& Endorsed Budget will include both expenditures and revenues.

7.23.1 Problem Statement & Desired Change

Budgeting & Forecasting Tool will maintain the Endorsed Budget as well as perform the inflation calculations to create it based on the prior year’s Adopted Budget.


The Budget Items for the Endorsed Budget will be created as follows:


		Budget Type

		Budget Item REM Amount

		Budget Item Baseline Amount

		Budget Request Amount



		Endorsed Budget

		Current  Year Adopted Budget

		Current Year Adopted Budget

		Default to Baseline Amount





Though the basis for the REM and Baseline Amounts will be the same, the resulting amount may be different as the REM Amount is calculated based on the REM Account Budget Factors versus the Baseline that is inflated using an SPU budget factor that may or may not be the same as REM.


Detailed labor budgeting will be performed for the Endorsed Budget.

Most O&M Activities are on-going but there are some limited life activities that would not be going forward in the next year.  The limited life O&M activities will have an Activity ID that begins with ‘NN’.  For example, as of May 2011, there are 135 NN activities with a current status of ‘Open’ in Summit.  BP&F will maintain a budget effective fiscal year period for all Activities to enable a determination whether budget dollars will be required the Endorsed Budget Year.  Additionally BP&F will provide a report of ‘active’ NN activities upon request.


The processes required to create the Endorsed Budget are detailed in the following sections of this document:


7.11 Create a Budget


7.12 Calculate Budget Item Amounts


7.13 Approving a Budget Request


7.14 Budget Journal Entries


7.15 Standard Budget Reports


7.16 Labor Allocations & Assignments


7.17 Calculate Labor Budget Request


BP&F shall published the approved Endorsed Budget for consuming applications

7.23.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		10.0

		Requests Active NN Activity Report

		Budget Group

		Budget Group uses BP&F to request a report of ‘Active’ NN Activities that are Endorsed Budget Candidates.



		20.0

		BP&F Generates Active NN Activity Report

		BP&F

		If the first 2 characters of the Activity ID are ‘NN’ and the Last Activity Status is ‘O’ and the Activity Budget End Date has not be set, BP&F will include the activity on the report.



		30.0

		Determine Closed NN Activities

		Budget Group

		Budget Group works with Activity PM to determine if Activity should be included in the Endorsed Budget Year



		40.0

		Record Closed NN Activities

		Budget Group

		Budget Group will updated BP&F to identify that the Activity will be closed for the future Endorsed Budget Year



		50.0

		Requests Endorsed Budget Creation (Section 7.10)

		Budget Group

		Budget Group will use BP&F to request the creation of the Endorsed Budget.  Creating a budget is detailed in Section 7.10.



		60.0

		Calculate O&M Endorsed Budget

		BP&F

		BP&F will take the Adopted Budget requests for the prior year and inflate the dollars based on the values in the budget factor table.



		80.0

		Validate O&M Endorsed Budget

		Budget Group

		Budget Group will review O&M Endorsed Budget to identify any changes.



		85.0

		Input Endorsed Budget Revisions

		Budget Group

		Budget Group will used BP&F to update the Endorsed Budget if necessary.





7.23.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2300

		BP&F shall create an instance of the Endorsed Budget upon request.

		

		Core



		BR2305

		BP&F shall include both Revenues and Expenditures in the Endorsed Budget

		

		Core



		BR2310

		BP&F shall use the current year Adopted Budget as the starting point and applying compound inflation factors for the next 2 years.

		For example, in 2010 when the Endorsed Budget for 2012 is created, the 2010 Adopted Budget will be the starting point and the budget item amount will be calculated by applying a 2011 and 2012 inflation factor for non labor accounts.

		Core



		BR2315

		BP&F shall include detail labor budgeting to calculate the labor dollars for the Endorsed Budget.

		This includes Labor Allocations and Labor Assignments by Activity and Labor Position.

		Core



		BR2320

		BP&F shall generate Budget Requests for the Endorsed Budget as follows:


CIP -  by Activity


O&M – by ORG

		

		Core



		BR2325

		BP&F shall automatically created Budget Approval requests for each Budget Request in the Endorsed Budget as follows:


1. Budget Manager


2. Budget Analyst

		Additional manually defined Budget Approval requests can be input for a Division Director, Branch Manager, etc.

		Core



		BR2330

		BP&F shall apportion the Endorsed Budget Item amounts into monthly values using the budget allocation method configured for the G/L Account.

		

		Core



		BR2335

		BP&F shall provide Active NN Activity Report upon request.

		List of active O&M Activities in which the Activity ID begins with 'NN'. This report will be used by Finance to determine if any of these Activities can be closed.

		Core



		BR2340

		BP&F shall maintain a budget related effective and expiration fiscal year for each to identify those activities that should be excluded from the Endorsed Budget calculation.

		

		Core



		BR2345

		BP&F will publish approved Endorsed Budget data for consuming applications.

		

		Core





7.24 Supplemental Budget Request

Three times a year, CBO provides an opportunity for the city departments to submit a Supplemental Budget Request.  For example, an SPU Supplemental Budget Request will occur if there is a new grant or loan, a request is made to receive the funds.  Additionally, if SPU wants to transfer budget dollars from one BCL to another, this is included in a Supplemental Budget Request.   The CBO may or may not approve a request.  If a request is approved, it will result in either a Budget Revision or Transfer.


7.24.1 Problem Statement & Desired Change


At present, budget revisions and transfers that result from a Supplemental Budget Request are recorded in Summit.  The Supplemental Budget is not maintained in Budget Prep and there is no visibility to the explanation for the revision or transfer.  

BP&F shall maintain a record of all Supplemental Budgets.


Each Budget Item in a Supplemental Budget will be user defined - there is no starting point for a Supplemental Budget.


Budget Items in a Supplemental Budget are never associated with a BIP.


As described in Section 7.12 when a Budget Item is created, the request type must be set to one of these 4 values:


· Budget Add – an overall increase in the budget.

· Net Zero Reallocation within Stewarded Activity(s) – budget dollars are being redistributed by G/L account within the same activity or to an activity the Budget Manager Steward.

· Transfer to Other Budget Manager – budget dollars are being transferred to a different Organization or Activity not stewarded by the budget manager entering the change.

· Budget Reduction – budget dollars are being reduced.

BP&F will use the request type to set the Analysis Type on the Budget Item.  The Analysis type is important as it determines the type of Budget JE that will be created.  All request types will result in a ‘RVN’ Analysis Type within a Supplemental Budget.

To assist with the identification of Budget Items that should be included in a Supplemental Budget, BP&F will provide 2 reports:


· O&M Supplemental Ordinance Report

· CIP Supplemental Ordinance Report

O&M and CIP Supplemental Ordinance Reports

Upon request, BP&F will provide an O&M Supplemental Ordinance Report that provides a comparison of the Revised Budget, YE Projections, YTD Actuals, by Fund, BCL and Branch as shown below.  This report is used by the Budget Group to identify O&M candidates for either an Intra/Inter BCL Transfer or a budget revision.

To request a report, the requestor will simply select the report type.  The report will summarize the dollars as of the current date:

[image: image113.png]SPU O&M Supplemental Ordinance

As of: 12/28/2010
Budget Projections Actuals ‘Comparisons.
Updated

Year-End YEP/ YD
Supplemental | Updated Projection YTD Actuals | Updated | YEP vs. Rev | Actuals /

Fund BCL Branch Revised Budget| Requests |Revised Budget (YEP) QlActuals | Q2Actuals | Q3Actuals | Q4 Actuals | YTD Actuals |vs. RevBud.|RevBUD | BUDS's YEP.
W (General Expense |Debt Service $7L,616012 | $3,500,000 | $75,116,012 | 575,107,042 | $21,949,312 |  $25,000,000 | $25,000,000 | $3,176,884 | $75,000949 | 25,063 | 100%|  s8770| 1009
[SPU General Expenses 562,248,380 $500,000 | 62,748,380 | $60,864,767 | $17,352,832 | $17,352,832 | $17,878,676 | 55,260,634 | $52,584,341 [S10,164,039 | 97%| 51,883,613 | _ 86%)
|Gen Exp Total $133,864,302 $4,000,000 | $137,864,392 | $135,72,009 | $39,302,144 | _ $42,352,832 | $42,878,676 | $8,437,517 | $127,675,200 | $10,189,102 99%| $1,82,383 9a%|
[Administration _|Director's Ofc/Corp Strat&Comm | __$2,997,347 2,997,347 | s2,8785%2 | s720,804 $72080 | s742647| $110362 | 2,184,255 | Se13,091|  oew| sussia| 769
F8A/HR & Service Equity 11,177,352 | $1,50,000 | $12,427,352 | 512,443,318 | $3,803,544 | $3,803,544 | 3,918,802 | (5109,826)| 511,525,890 | So01462 | 100%| (515955 939
G&A Credit ($11,299,777) $1,500,000 ($9,799,777)]  ($9,642,595) ($2,190,129)|  ($2,190,129)( ($2,256,497)| ($172,220)| ($6,636,755)[ ($3,163,022) 98%| (5157,182) 69%)
[Admin Total $2,878922 | 62,750,000 | $5,628,022 | 5,679,255 | 62,333,219 | 52,334,010 | $2,408,953 | (5171,684)| $7,073,390 | (51,848,468)|  101%| (554,334)  125%)
[Cust srve [Customer Service 10,307,603 S0| 510,307,603 | §10035754 | $6,755870 |  $6,755,870 | 6,755,870 | $395,895 | 8,430,792 | S1,876811 |  o1%| 271,849 |  say
Other Operating |Field Operations 522,806,690 (5900,000]| 521,906,690 | $21,629,360 | 6,484,533 | 56,484,533 | 56,681,034 | 51,547,510 | 519,650,100 | 52,256,590 | 100%|  S77,330 |  90%)
Pre-Capital Ping & Devipmnt, 52,624,211 2,606,211 | $2,865,442 | $565,003 565,003 | sse2,124 | 965931 | s1712,130 | $o12081| 109%| (s241,22)] 609
Project Delivery $5,346,835 $5,346,835 | $5,013,331 | 51,357,861 | 51,357,861 | 51,399,009 | 169231 4114732 | 51,232,103 |  9a%| s3nsos| 8o
utility Systems Mgmt $16,745,203 $16,745,203 | 516,524,688 | 54,555,799 | 54,555,799 | $4,693,853 | 644,300 | 513,805,451 | $2,939,752 | 9o%| s200515 | 4
[Other Operating Total $47,522,939 | ($900,000)| 946,622,039 | $46,32,822 | $12,963,196 | _ $12,963,196 | $13,356,020 | $2,426,971 | $39,282,412 | $7,340,527 99%| _ $390,116 85%)
WE Total $194,560,855 | $5,850,000 | $200,410,855 | $197,919,840 | $61,355,420 | _ $64,406,117 | $65,305,518 | $11,088,699 | 182,461,884 |$17,057,072 | 09%| 52,500,015 | 924
owr (General Expense |Debt Service 34,920,603 | $3,000,000 | $37,920,603 | 537,947,034 | $12,613,810 | $12,413,810 | $12,789,986 | $9,542,698 | $37,617,606 | $202997 | 100%| (s26431)| 999
[SPU General Expenses $156,993,72 | $3,000,000 | 159,993,742 | 5160,464,868 | $50,547,049 |  $50,547,049 | $52,078,778 |$12,520,267 | 153,172,877 | 6,820,865 |  100%| (s471,126)|  95%)
|Gen Exp Total $191,014,385 $6,000,000 | $197,914,345 | $198,411,002 | 562,060,859 | _ $62,060,850 | $64,68,764 | $22,062,984 | $190,790,483 | $7,123,862 | _ 100%| (5497,557) 96%)
[Administration _|Director's Ofc/Corp Strat&Comm | __$2,278,529 $2,278,529 | sp,019872 | ss19,988 579,988 | $597,563 |  $83,677 | 1757539 | $520990 | 7|  soses7| 799
F8A/HR & Service Equity $10,180,752 | $1,205,000 | 11,405,752 | 511,408,505 | $3,863,304 | $3,863,304 | 53,080,374 | $621,127 | $11,706982 | (5201,230)  100%|  (s2.753) 1039
G&A Credit ($10,451,203) $1,400,000 ($9,051,203)]  ($9,019,254) ($2,591,063)|  ($2,591,063)| ($2,669,580)| ($277,661)| ($7,851,706]] (51,199,497)]  100%| ($31,949) 87%|
[Admin Total $2,008078 | 2,625,000 |  $4,633,078 | 4,609,122 | 51,852,000 | 51,852,020 | $1,008,357 | $427,143 | $5,612,815 | (5079,737)|  99%| 523,956 |  120%)
[Cust srve [Customer Service §7,178,417 S0 778417 $6951,793 | $4373,007 | $4373,007 | 4,373,007 | $278,047 | 65,514,678 | 51,659739 | o1%| sezv62a| 799
Other Operating |Field Operations 519,835,353 $250,000 | 520,085,353 | 519,600,377 | 5,560,303 | 55,560,303 | 55,728,757 | 51,017,438 | S16,849,403 | 3,235,950 |  98%| sas4s76 |  86%)
Pre-Capital Ping & Devipmnt, $1,788,020 $250,000 | $2,038,020 |  $1,050482 | $313,302 $313,300 | $322,796|  $69,198 |  $949,400 | 51,088,620 |  eu%| 787538 | 769
Project Delivery $9,522,624 $9,522,62 | $8,564,638 | $2,500205 | $2,500205 | $25575,969 | 341,085 | 57,576,378 | 51946246 |  90%| 957,985 | se)
Utility Systems Mgmt 515,529,995 $960,457 | 516,490,452 | 516,694,081 | 54,347,161 54,347,161 | 4,475,893 | S632,864 | 513,173,214 | $3,317,238 | 101%| (5203,629] 75%
[Other Operating Total $46,675,992 | $1,460,457 | 948,136,049 | 46,100,578 | $12,720,970 | $12,720,970 | $13,106,454 | $2,060,585 | 38,548,395 | $9,588,053 96%| $2,026,871 8a%|
DWE Total $247,772,831 | $10,085,857 | _$257,858,288 | $256,082,395 | 81,007,965 | _ $81,007,965 | $84,257,482 | 24,828,759 | $240,466,371 [$17,391,917 | 09%| $1,775,893 | 94
Swr (General Expense |Debt Service $5,923,850 $5,923,850 | $5,923,851 | $1,929,346 | 51,929,346 | 51,987,811 So| sssasses| s773a7| 100% (s o9y
[SPU General Expenses $121,777,364 (5300,000]|$121,477,364 | 514,601,880 | $33,873,654 |  $33,873,654 | $34,900,128 | 9,416,549 |$102,647,437 | 518,829,927 | 94%| So,875,484 |  90%)
|Gen Exp Total $127,701,214 (5300,000)]_$127,01,214 | $120,525,731 | $35,303,000 | _ $35,803,000 | $36,887,940 | $9,416,549 | $108,493,940 | $18,907,274 95%| 96,875,483 90%|
|administration _|Director's Ofc/Corp Strat&Comm | __$1,478,583 $300,000 | $1,778,583 | $1,737,148 | 386,866 386,866 | 5398589 |  $63,247 | $1,172,320| S606,203 |  omw| 41,439 o7%)
F8A/HR & Service Equity 4,523,231 4,523,031 | $4,638,195 | $1,069,196 | 51,209,196 | 51,307,657 | 184099 | S3.846049 | 677182 | 103%| (sui4968) 83
G&A Credit ($1,578,756) $300,000 ($1,278,756)]  (51,326,066)|  ($321,022) ($321,022)|  ($230,750)|  (S15,261)| ($972,795)| (Sa05,961)|  104%| 47,310 73%)
[Admin Total 4,423,058 $600,000 | 65,023,058 | 65,049,277 | $1,335,040 | _ $1,335,040 | $1,375,95 | 232,085 | 94,045,575 | 077,483 | 101%| (526.219) _ 80%
[Cust srve [Customer Service 513,724,136 ($800,000)  §12,924,136 | $12,513,004 | 67,041,722 | 67,041,722 | 67,991,722 | 1,017,185 | $10,437,051 | $2,487,085 | _ o7%| sat01a2| s3]
Other Operating |Field Operations $11,641,715 11,641,715 | $11,589974 | $3,014509 |  $3,014,500 | $3,105,878 | $522,671] $9,134,935 | $2,506,780 | 100%| ssi741|  79%
Pre-Capital Ping & Devipmnt, $426,601 saz6601 | s17s182 525,983 525,983 $26,771]  $1,605 78,738 | saa7se3 |  aow| saase10|  aaw)
Project Delivery $386,157 386,157 | seanass | su7sea S175641 | $180963 | 27,333 | ss32,285 | (s146088)  167%| (5208,309) 83
utility Systems Mgmt 51,496,584 $500,000 | 51,996,584 | $2,010,737 |  $s98,001 598,021 | So16,143 |  $92,675 | sis1piss | $1s4399 |  tom| (s14153)] o0y
[Other Operating Total 513,951,057 $500,000 | 514,451,057 | 14,423,350 | $3,814,174 |  $3,814,17a | 3,020,755 | $644,284 | $11,558,102 | 52,892,055 | 100%| 27,68 | 80y
SWE Total 159,799,465 50 $159,799,465 | $152,512,361 | $48,893,035 | $48,893,035 | §50,134,911 | $11,310,102 | 134,534,668 | 25,264,797 | 05%| 57,287,108 | 88
‘Grand Total $602,142,151 | $15,935,457 | $618,077,608 | $606,514,507 | $192,157,320 | $195,208,017 | $199,787,912 | $47,227,560 | $557,62,922 | $60,614,686 | 98%|$11,563,012 | 92%







Similarly, BP&F will provide a CIP Supplemental Ordinance Report upon request.  This report provides a comparison of the Revised Budget, YE Projections, YTD Actuals, by Fund & BCL.  This report is used by the Budget Group to identify CIP candidates for either a budget revision or Intra/Inter BCL Transfer.

To request a report, the requestor will simply select the report type.  The report will summarize the dollars as of the current date

[image: image114.png]SPU CIP Supplemental O

As of: 11/5/2010
Budget Projections Actuals Comparisons
Year End YEP/ YD
supplemental|  Updated Projections. YTD Actuals | Updated |YEP vs.Rev BUD| Actuals /
Fund BcLID BCL Revised Budget | Requests |Revised Budget (YEP) Q1 Actuals Q2 Actuals. Q3Actuals | Q4Actuals | YTD Actuals | vs. RevBud. | RevBUD $'s YEP
we c110|Distribution 522,380,000 $22,380,000 | $15626515 |  $4170,441|  $4,170,441 | 54296818 | 543,179 | 512,637,699 | $9,742,301 0% se7ssas5 | si)
C120[Transmission 3,187,872 3,187,872 $994,547 294,353 294,353 503273 | 519005 | se91,980 | $2,299,89 s s2193,305 | 90w
C130 |Watershed Stewardship $1,634,978 $1,634,978 $1,168,679 $302,028 $302,028 $311,180 $22,607 $915,236 $719,742 71%| $466,299 78%]
C140 |Water Quality & Treatment $28,841,665 $518,885 $29,360,550 $22,899,568 $5,719,521 $5,719,521 $5,892,840 | $1,876,838 | $17,331,881 | $12,028,669 78%| $6,460,982 76%]
C150 | Water Resources 515,793,000 $15,793,000 | 6,086,131 |  $1,180,758 | $1,180,758 | 51216539 |  S244,061 | 53,578,055 | 512,214,945 9% so706,869 |  59%)
C160 Habitat Conservation Program $9,626,951 $9,626,951 $6,081,486 $1,156,238 $1,156,238 $1,191,275 $812,008 | $3,503,751 | $6,123,200 63%| $3,545,465 58%|
C410_[Shared Cost Projects 519,768,846 $19,768,846 | $11,252,159 |  $2,875,290 | $2,875,290 | 52,962,420 | 5495114 | $8,712,999 | 511,055,847 s7%| _ sssi6687| 77
cs10 [Technology $4,717,352 ($350,000) $4,367,352 $3,893,258 $774,886 $774,886 $798,367 $205,760 | $2,348,138 | 52,019,214 89% $474,035 50%]
WE Total $105,050,664 | 168,885 | $106,119,549 | $68,000,342 | $16,473,514 | $16,473,514 | $16,972,712 | 4,118,793 | $49,919,740 | $56,199,810 6a%| 3110008 | 73
DWEF c310 Control Structures S0 S0 (s0) (s0) (s0) (s0) (s0) 50 0%| S0 0%)
320 |Wastewater Conveyance S0 S0 S0 S0 S0 S0 S0 S0 0% (50) 0%
332 |stormwater & Flood Control $0 $0 $166 $0 $0 S0 (5166) s0 (s0) 0% (5166) 0%]
ca33 Protection of Beneficial Uses 4,757,062 4,757,062 | 51,726,571 $204,561 $204,561 $210760 | 15460 | So19,882 | 4,137,180 6% ssosaen|  36%)
334 Low Impact Development s0 $0 $0 EY $0 EY EY (s0) 0% s0 0%]
335 Landslides & Special Programs S0 S0 S0 S0 S0 S0 S0 S0 0% S0 0%
cas0 [sediments $2732204 | 1700000 | s4@32264 | $3,967152] _ S1,046629 51,046,629 | 51,078,345 | 51,243,534 | $3,17L,604 | 51,260,640 50%) 465,092 50%
C360__|Combined Sewer Overflows 22,371,238 $22,371,238 | S16,616820 |  S4043,805 | $4,043,805 | 54,166,344 | 51,010,822 | 512,253,954 | 510,117,084 e sssas1s | 7a)
car0 9,284,079 | 52,300,000 | 11,584,079 | $8,946460 | 52479283 |  $2,479,083 |  S2,554,412 |  $458,267 | 7,512,978 | 4,071,101 7| saearei0 | ea)
cas0 Flooding, Sewer Backup & Lnds| $25,203,928 | ($4,000,000)|  $21,203,928 $15,796,659 $3,308,844 $3,308,844 $3,409,112 | $1,132,012 | $10,026,800 | $11,177,127 74%| $5,407,269 63%)
ca10 |Shared Cost Projects $16,287,650 $16,287,650 $11,235,995 $2,138,040 $2,138,040 $2,202,829 $757,459 | $6,478,908 | $9,808,742 69%| $5,051,654 58%|
cs10 [Technology $4,091,286 ($225,000) 53,866,286 52,711,445 $534,180 $534,180 $550,368 S154,854 | 51,618,729 | 52,047,557 70%| _ s1,154,841 50%]
DWF Total §84,727,486 | (5225,000)]  $84,502,485 |  $61,001,269 |  $13,755,342 |  $13,755,342 | $14,172,170 | 54,772,041 | $41,682,854 | $42,819,632 72%| $23,501,217 68%
SWF c230 New Facilities 524,886,900 (5500,000)|  $24,386,900 | $13,782,187 3,406,374 $3,406374 |  $3,509,597 $223,757 | $10,322,345 | 514,064,555 57%| 510,604,713 75%|
c2s0 $5,456,068 | S500,000 | $5,956,068 |  $5,237,232 | 51595504 |  $1,555,52 |  SL602661 |  $633478 | 54,713,710 | 51,262,358 50% Se18,836 | 8%
ca10 |Shared Cost Projects $2,251,982 $2,251,982 $1,635,869 $454,534 $454,534 $468,308 $21| $1,377,377 $874,605 73%| $616,113 84%|
C510 [Technology $1,766,666 $1,766,666 $1,064,034 $226,277 $226,277 $233,134 $72,684 $685,689 | $1,080,977 60%| $702,632 64%]
SWE Total $33,361,615 S0| 534361615 | $21,819,321|  $5642,710 | 65,642,710 |  $5,813,701|  $929,040 | $17,099,120 | $17,262,455 63%| si2sa2204| 789
Grand Total $225,039,766 ($56,115)|  $224,983,651 |  $150,820,932 $35,871,566 $35,871,566 $36,958,583 | $9,820,974 | $108,701,714 | $116,281,937 67%| $74,162,719 72%)







7.24.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		2.0

		Supplemental Budget Calendar Published

		CBO

		CBO publishes calendar when Departments can submit a Supplemental Budget Request.



		4.0

		Supplemental Budget Needed?

		Budget Group

		Budget Group will manually determine if there are any items that need to be included in a Supplemental Budget.    If so, the creation of a new Supplemental Budget will be requested in BP&F.



		4.1

		Yes

		

		Go to Step 6



		4.2

		No

		

		Go to End



		6.0

		Create Supplemental Budget

		BP&F

		BP&F will create the requested Budget entry related to the Budget Type of ‘Supplemental Budget’.  Budget Items will not be created.



		10.0

		Determine Supplemental Budget Request

		Budget Group

		Budget Group using various BP&F reports and coordinating with the Branches will determine the specific Budget Items to be included in the Supplemental Budget.  Budget Group will input the appropriate budget items.  The REM & Baseline Amounts will be set to zero.



		20.0

		Supplemental Budget Items Recorded

		BP&F

		BP&F will record the Supplemental Budget Items.  Budget Request(s) will be created as needed; for CIP based on Activity ID and for O&M based on Org.  No Budget Approval Requests will be created.



		30.0

		Submit Supplemental Budget in CBO Database

		Budget Group

		Budget Group will manually submit Supplemental Budget Request in CBO database.



		35.0

		Rvws Supplemental Budget

		CBO

		CBO will review all department Supplemental Budget Requests and approve or change as needed.



		40.0

		Supplemental Request Approved?

		CBO

		CBO can approve the Supplemental Budget request as-is, reject it or make revisions.  If revisions are made or the request is rejected, updates must be posted to the appropriate Budget Items within the Supplemental Budget.



		40.1

		No

		

		Go to Step 45



		40.2

		Yes

		

		Go to Step 55



		45.0

		Determine Supplemental Budget Revisions

		Budget Group

		Budget Group will determine the specific Budget Items that must be changed based on CBO decisions.



		50.0

		Record Budget Item Revisions

		BP&F

		BP&F will update the Request Amount for the Budget Item entries.



		55.0

		Approve Supplemental Budget

		Budget Group

		Budget Group will verify that all CBO changes (if any) have been recorded along with any SPU changes to approve the Supplemental Budget.  



		60.0

		Record Approval Status

		BP&F

		BP&F will insert the requested Approval Status.



		70.0

		Request Supplemental Budget JE

		Budget Group

		Once Supplemental Budget is approved, the Budget Group will request the creation of the appropriate Journal Entry (RVN ) for the Supplemental Budget based on the Analysis Type designation on each Budget Item.



		80.0

		Generate Supplemental Budget JE

		BP&F

		BP&F will generate a RVN Journal Entry for input to Summit.





7.24.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2405

		BP&F shall create an instance of Supplemental Budget upon request.




		Approved Supplemental Budget Requests receive a Budget Amendment ID.

		Option 2



		BR2410

		BP&F shall create the Supplemental Budget by inserting a Budget entry with no related Budget Items (All Budget Items are manually input).

		

		Option 2



		BR2415

		BP&F shall create Budget Requests by CIP Activity or O&M Org as appropriate without any Budget Approval Requests.  Any Budget Approval Requests will be manually input.

		

		Option 2



		BR2420

		BP&F shall automatically assign the Budget Item Analysis Type based on the Budget Type value.  

		Note – the Supplement Budget will be configured with an Analysis Type of ‘RVN’.

		Option 2



		BR2425

		BP&F shall format the Budget Revision JE for input to Summit.

		

		Option 3



		BR2430

		BP&F shall provide an O&M Supplemental Ordinance Report upon request.  This report provides a comparison of the Revised Budget, YE Projections, YTD Actuals, by Fund, BCL and Branch.

		

		Option 2



		BR2435

		BP&F shall provide a CIP Supplemental Ordinance Report upon request.  This report provides a comparison of the Revised Budget, YE Projections, YTD Actuals, by Fund and BCL.

		

		Option 2





7.25 What-If Budget Versions

A key feature for BP&F is the ability to create ‘What-If’ budgets.  A ‘What-If’ budget represents a scenario consideration that may be developed concurrent with an actual budget.


Most often, a ‘What-If’ budget is needed in these contexts:


· CBO issues a change during the Adopted/Endorsed Budget process

· CBO issues mid-year O&M Budget Reduction(s)

Adopted/Endorsed Budget Changes

A CBO mandated change may be issued mid-stream in the process of creating/approving the Adopted/Endorsed Budgets.  This may be a revision to a labor cola or some other inflation factor.  The Budget Group may opt to create a What-If to apply the CBO change to determine impacts.  A budget-to-budget comparison report (contained in Section 7.15 Standard Reports) may be used to determine the breadth of the revisions. The Budget Group will determine the best way to incorporate the CBO revisions; if the revisions are limited, the Budget Group may coordinate with the impacted Budget Managers to incorporate changes.  If the revisions are wide ranging, the Budget Group may promote a ‘What-If’ budget to be the current budget.

O&M Mid-Year Budget Reductions

With a mid-year reduction, the CBO can issue 2 different types:

· Reduction to Costs – in this case, SPU must reduce spending projections to the target level but there is no formal budget change.  This is the most common type of reduction and less formal.  This most commonly occurs if there is a reduction in revenues necessitating that expenditures be re-aligned.

· Reduction to Revised Budget – in this case, SPU must reduce the revised budget to create specific budget revisions.  The budget revisions would be incorporated as part of a Supplemental Budget.  

CBO budget reductions can be issued as a percentage such as a 4% budget reduction or a flat amount such as a spending reduction of $10M.

When a mid-course budget reduction is issued, SPU executive team meets to determine where the reduction will occur to meet CBO targets.  A variety of what-if scenarios may be evaluated in determining how to best meet the CBO targets.  These scenarios can include labor reductions and other sensitive changes that need to remain ‘private’ until the appropriate messaging and notifications are in-place.

7.25.1 Problem Statement & Desired Change

BP&F must support creation of unlimited budget versions upon request.  


When creating a new budget version, the base budget must be specified.  BP&F will create a new instance (version) of the budget type as defined by the base budget.  The Budget Items, Budget Item Details, Labor Assignments and Labor Allocations, will be replicated for the new budget version.


The budget will receive a unique Version Number and be identified as a ‘What-If’ budget.  Entry of a budget version name will be required to assist in differentiating between multiple versions for the same budget type and fiscal year.


When a new budget version is requested, the requesting user must also specify formula and/or factor change that will be used to recalculate the budget dollars for the effected budget items.

The most common version scenarios include:

· Change to Labor COLA


· Change to Non Labor Inflation Rate


· Budget Reduction % by Fund – example reduce Water Fund expenditures by 3%

· Budget Reduction % by LOB Program – example reduce LOB Program by 100%

· Budget Reduction % by Amount Class - example reduce travel and training by 10%

· Budget Reduction % by G/L Account – example reduce supplies  by 5%

· Labor Reduction – specifying the exclusion of certain labor positions 


· Department Reorganization – changing the reporting relationships between Branches, Divisions & Organizations

A new version could also be a combination of changes such as ‘Reduces Water Fund Travel & Training Amt Class by 2%.  

Requesting a new budget version should be restricted to System Admin and Budget Analyst User Groups.

Securing What-If Scenarios

If reductions are needed, the ability to enter what-if scenarios and comparing the what-if result to the revised budget to determine impacts is critical.  Securing the what-if scenario is very important as it could include position reductions that is sensitive and should not be public until final determination is made and the appropriate parties notified. 

When a ‘What-If’ budget is created, the requesting user can designate that the budget is a Private Version.  Access to view a private version will be limited to the creating user unless they grant permissions to additional users.  For example, if the Finance Division Director created a private budget, they might want to additionally grant access to the Finance Budget Manager.  

What-If budgets that are designated as ‘private’ will be hidden from all users except those defined as a permitted user:
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Maintaining the authorized private budget users will be done by the budget creator as needed to either remove the privilege of an existing user or grant access to additional user(s).


If a what-if scenario is eliminated from further consideration, the user may opt to delete the scenario to prevent confusion or use of obsolete data.  Once a reduction is approved, BP&F will promote the What-If scenario to the current budget.  

Labor Exclusions


BP&F must provide the capability to identify Labor Positions that should be excluded in calculating the labor dollars for a budget version. This exclusion should exist without specifying that the position is permanently ‘abrogated’ to support What-If scenarios.   If labor dollars already exist for an excluded labor position in the base budget, BP&F should automatically set the Budget Item Detail amounts related to the excluded Labor Positions to zero and update the Budget Item and initiate a recalculation of any labor dependent amounts such as Labor Fringe.

Department Reorganizations

BP&F must provide the capability to see the budget impacts based on a possible reorganization that might be represented in a budget version without permanently changing the Branch/Division/Org structure until a reorganization plan is approved.  There may be multiple current reorganization What-If budgets required to support the decision making process.  A Budget-to-Budget comparison report described in Section 7.15 can be used to highlight differences.

Promoting a Budget Version

A budget version can be promoted to be the budget of record as long as final approval status does exist.

When a budget version is promoted, it becomes the budget of record and the prior actual budget becomes a budget version.


When a budget version is created, there may be an interim period before it is promoted to the budget of record.  Changes that were applied to the original budget of record (if any) will not be automatically reflected in the promoted ‘What-If’ budget version.  Some budget entries may require manual entry to the new promoted budget.  For example, suppose the original budget of record contained 100 budget items when the ‘What-If’ version was created.  The What-If budget will contain those 100 items plus any added directly to that budget.  If no new items were added to the ‘What-If’ budget but 5 new budget items were added to the original budget of record, when the What-If budget is promoted, it will not include those 5 items.


The user promoting the budget version will specify if Budget Manager approval requests should be created.


Promoting a budget version will be restricted to System Admin and Budget Analysts except for Private What-If budgets that will be further restricted to the authorized private budget users.


Labor Funding Validation

If there are reductions in Regular Salary & Wages as part of a budget version, it is important to know if the budget would support the existing funded positions.  An on-request report should identify any regular labor shortfalls by comparing the budgeted labor dollars to the salary dollars for all funded positions.

In the example below, the ‘What-If’ budget has Regular Salary & Wage dollars for Finance & Administration of $20.7K.  The total salary dollars for all funded positions is $22,600 which creates a $1.9K shortfall.   Finance & Administration would cut a position or change a full-time position to part-time to meet the new budget ceiling if the ‘what-if’ budget was accepted.
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7.25.2 To-Be Process

The process below illustrates a What-If budget scenario related to a mid-year budget reduction.
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		10.0

		Mid-Year Budget Reduction Targets

Published

		CBO

		CBO will issue O&M budget reductions during the course of a year.  There are 2 different types of reductions:

1. O&M Projection Reduction


2. O&M Revised Budget Reduction


An O&M Projection Reduction is less formal and SPU must simply show how it will reduce spending to get to the target level.  The target level can be expressed as a PCT or specific dollar amount such as 2% or $2.4 million dollars.






		20.0

		Prior Year Budget Reduction Summary Requested

		Budget Group

		The SPU Executive Team may consider which orgs have taken budget reduction in the prior year so having a summary of the prior year’s reductions (if any) will be a consideration in the current year decision



		30.0

		Generates Budget Reduction Summary Report

		BP&F

		BP&F will summarize the budget reductions from the prior year by Branch, Division, Org, and Activity.  A budget reduction exists where Analysis type Code = ‘RVN’ and amount less than zero.



		40.0

		Identify Reduction Targets 

		Budget Group

		Budget Group will coordinate with E-Team to identify possible reduction areas. To support decision process, E-Team may request impact assessment of target reductions.



		50.0

		What-If Impact Requested?

		Budget Group

		Budget Group will determine if What-If Scenario was requested by E-Team



		50.1

		Yes

		

		Go to Step 55



		50.2

		No

		

		Go to Step 100



		55.0

		Request What-If Budget

		Budget Group

		Budget Group identifies the budget that will be uses as the basis for the new What-If Budget.  Additionally, the Budget Analyst may specify that the What-If budget is ‘private’ due to the sensitivity of the budget reductions.  Last, the user will also input the needed change such as a Labor Cola change or Amount Class % Reduction.



		60.0

		What-If Budget Created

		BP&F

		BP&F will use the specific base budget and create a new instance of the budget.  

· The What-If Version Flag will be set to ‘Y’.  

· A What-If Version name must also be specified by the requestor.  

· The What-If Version Nbr will be set by adding 1 to the prior version number for the same base budget.  

· Budget Item dollars will be recalculated based on the What-If change(s) specified.



		65.0

		Request What-If Budget Report

		Budget Group

		Budget Group will request needed reports to assess impact of What-If budget.  This could be a standard report contained in Section 7.15 or the Budget vs. Position Salary Comparison.



		70.0

		Generate Requested Report

		BP&F

		BP&F will generate the requested report based on user specified filter criteria.



		80.0

		What-If Budget Impacts Rvwd

		Budget Group

		Budget Group will coordinate with E-Team to review budget reduction impact and get approval of budget reductions



		90.0

		Budget Reductions Approved?

		BP&F

		E-Team may approve budget reductions or request a new What-If scenario.



		90.1

		Yes

		 

		Go to Step 100



		90.2

		No

		

		Go to Step 40



		100.0

		Enter Supplemental budget Reductions

(Section 7.24)

		Budget Group

		If budget reductions are approved by SPU, the corresponding reductions will be record as Budget Revisions (RVN) in the Supplemental Budget.



		105.0

		Update Supplemental Budget

		BP&F

		BP&F will record the Budget Items input for the Supplemental Budget.





7.25.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2500

		BP&F shall support creation of unlimited What-If Budgets based on an existing budget.

		All relevant budget items, budget item details, budget requests annotations, labor allocations/assignments, etc will be copied from the designated base budget to the What-If version.  Budget Approval Requests will not be copied as part of the What-If Budget.

		Core



		BR2502

		BP&F shall automatically assign a unique version number to each What-If budget and flag that the budget is a What-If Budget.

		

		Core



		BR2505

		BP&F shall require that the requestor specify these elements when creating  a What-If Budget:


1.  Existing Budget to be used as the base


2. Name of What-If Version


3. Factor or Formula changes that should be applied in calculating the What-If Budget


4. Private Budget designation (Y/N)


5. Approval requests for Budget Managers should be created (Y/N)




		

		Core



		BR2510

		BP&F shall apply budget factor changes and/or formula changes to the appropriate budget items as part of creating the What-If Budget.

		

		Core



		BR2515

		BP&F shall restrict ability to create a What-If budget to the System Admin and Budget Analyst User Groups.

		

		Core



		BR2520

		BP&F shall hide any What-If budget flagged as ‘private’ unless the requesting user is authorized to access the budget.

		

		Core



		BR2525

		BP&F shall maintain the authorized private budget users for each private What-If Budget.  The user that created the What-If Budget will be automatically added as an authorized user.

		

		Core



		BR2530

		BP&F shall support adding or removing authorized private budget users by a current authorized private budget year.

		

		Core



		BR2535

		BP&F shall enable entry of one or more changes to budget factors or formulas to support the following scenarios: 


Budget Reduction % by Fund 


Budget Reduction % by LOB Program 


Budget Reduction % by Amount Class 


Budget Reduction % by G/L Account 


Specific labor positions eliminated


Change to Labor Cola(s)


Change to Non Labor Inflation PCT(s)


Organization Reorganization

		

		Core



		BR2536

		BP&F shall provide the capability to identify specific Labor Positions that should be excluded from the labor calculations for a Budget What-If Version.

		Ability to exclude Labor Positions should be accomplished without marking the position as abrogated to support What-If scenarios.

		Core



		BR2537

		BP&F shall revise the labor budget dollars for any excluded labor position including salary & wages and any dependent labor account such as Labor Fringe.

		

		Core



		BR2538

		BP&F must provide the capability to see the budget impacts based on a possible reorganization that might be represented in a What-If budge version without permanently changing the Branch/Division/Org structure until a reorganization plan is approved.  

		There may be multiple current reorganization What-If budgets required to support the decision making process.  

		Core



		BR2540

		BP&F shall provide a Prior Year Budget Reduction Summary upon request,

		Prior year budget reduction summary will include any budget ‘RVN’ transactions that are less than zero.

		Core



		BR2545

		BP&F shall support promotion of a What-If budget to the ‘budget of record’ upon request.

		This is limited to authorized users in Budget Group and System Admin that are defined as authorized user for a private budget.

		Core



		BR2550

		BP&F shall create Budget Approval Requests as specified when a What-If Budget is promoted.

		

		Core



		BR2565

		BP&F shall enable private budget user to turn off Private Budget designation.

		If budget is not private, budget users by view the formerly private budget data.

		Core



		BR2570

		BP&F shall provide a Budget-to-Labor Position Wage Comparison report upon request.

		Intended to identify organization(s) where the budgeted regular salary and wage dollars don’t cover the total labor costs but on employees current positions.

		Core





7.26 Budget Control Level Transfer Budget

Finance monitors both O&M and CIP expenditures to determine if budget overages or likely overages can be eliminated via an inter or intra-BCL budget transfer.   Finance can authorize the transfer of budget dollars from one activity to another within the same O&M BCL for any dollar amount.  Transfers within CIP BCLs are usually run through the Supplemental Budget process.  

Inter O&M BCL budget transfers up to a certain dollar threshold are allowed without CBO approval – at present that threshold is 10% by BCL or $500K.  Inter BCL transfers that exceed the CBO limit must be approved by CBO and are included in the Supplemental Budget process.  This process is limited to the inter & intra-BCL budget transfers that are stewarded & approved by Finance.

7.26.1 Problem Statement & Desired Change


Budget transfer candidates are manually identified from reports provided by EPMS for CIP and by Summit for O&M.  When possible, a budget transfer should be done from another activity within that same BCL to cover the projected overage.  Budget transfer transactions are input to Summit so while there is tracking of the transfer dollars, there is limited ability to record notes or explanations. 

Going forward, BP&F shall provide reporting to identify O&M transfer candidates.  BCL transfers are needed if the overage will cause the overall Fund/BCL dollars to exceed a defined threshold (currently 10% or $500K).  Using the simplified example below, if the Fund/BCL threshold was set to $50K, and then a budget transfer would not be necessary for the 4 activities where the Projected Year End Actuals will exceed their revised budget  
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EPMS reporting will continue to be used for CIP.  Once Finance determines that a transfer can be done, both O&M and CIP budget transfers shall be maintained within BP&F including supporting annotations.  Validations will be done to ensure budget transfer does not create an overage condition in the source activity.

7.26.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Finance Determines CIP Budget Xfer Candidates

		Finance

		Finance using new EPMS port let will identify CIP budget transfer candidates.



		10.0

		BP&F Identifies O&M Budget Xfer Candidates

		BP&F

		BP&F will calculate the Projected Actual Expenditures for each Activity within an O&M BCL to determine if the Projected Actual Expenditures will exceed the Revised Budget.



		15.0

		Fund BCL Threshold Exceeded

		BP&F

		BP&F will maintain a dollar threshold by Fund & BCL – if the total budget overages across all O&M activities related to the BCL/Fund exceeds the threshold, these activities should be included on a candidates report.



		15.1

		Yes

		

		Go to Step 20



		15.2

		No

		

		Go to End



		20.0

		BP&F Generates O&M Budget Xfer Candidate Report

		BP&F

		BP&F generates report that identifies the O&M activities that are over budget or likely to exceed budget grouped by BCL.  The report details other activities within that BCL and their available budget dollars and commitment to be used as possible sources for the budget transfer.



		30.0

		Finance Determines Budget Xfer

		Finance

		Finance reviews the O&M budget xfer candidate report and EPMS port let to determine the final source and target activities for the budget transfer.



		40.0

		Finance Records Budget Xfer

		Finance

		Finance enters budget transfer request in BP&F.  Request includes both dollar amount and explanation of transfer.



		45.0

		Budget Xfer Exceeds Commitments

		BP&F

		BP&F will validate and provide a soft edit (warning) if the budget xfer will use part of a commitment balance for the source activity. 


Warning:  Budget Xfer > (Revised Budget – (Actuals + Commitments))






		45.1

		Yes

		

		Go to Step 48



		45.2

		No

		

		Go to Step 50



		48.0

		BP&F Provides Warning of Commitment Balance

		BP&F

		BP&F will display warning message that transfer will exceed available budget due to a commitment.



		50.0

		Sufficient Budget Available for Xfer

		BP&F

		BP&F will validate that available budget dollars exist to cover transfer amount. 

Failure:  Budget Xfer > (Revised Budget – Actuals)






		50.1

		Yes

		

		Go to Step 60.0



		50.2

		No

		

		Go to Step 100.0



		60.0

		BP&F Creates Budget Xfer to Remove Amt from Source Activity

		BP&F

		BP&F will create a transaction to record a reduction to the revised budget for the source (transfer from) activity.  



		70.0

		BP&F Creates Budget Xfer to Add Amt to Target Activity

		BP&F

		BP&F will create a transaction to record an addition to the revised budget for the target (transfer to) activity.



		80.0

		BP&F Generates TRF Budget JE

		BP&F

		BP&F will create a Budget Transfer JE (Analysis Type = TRF) for input to Summit.



		90.0

		Finance Posts Budget Transfer JE in Summit

		Finance

		Finance posts Budget Transfer JE to Summit



		100.0

		Budget Xfer Rejected

		BP&F

		If Available Budget does not exist to allow TRF, BP&F will reject transaction.





7.26.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2600

		BP&F shall create a BCL Transfer Budget upon request.

		

		Option 2



		BR2605

		BP&F shall create the BCL Transfer Budget by inserting a Budget entry with no related Budget Items (All Budget Items are manually input).

		

		Option 2



		BR2610

		BP&F shall create Budget Requests by CIP Activity or O&M Org as appropriate without any Budget Approval Requests for a BCL Transfer Budget.  Any Budget Approval Requests will be manually input.

		

		Option 2



		BR2615

		BP&F shall set the REM & Baseline Amounts to zero on all Budget Items in a BCL Transfer Budget.

		

		Option 2



		BR2620

		BP&F shall generate an O&M Budget Transfer Candidate Report upon request to identify any BCL where the projected budget variance is equal to or exceeds the Fund/BCL Threshold.

		Report shall detail all Activities by Fund & BCL and include the Revised Budget, YTD Actuals, Projected Year End Actuals and Projected Budget Variance

		Option 2



		BR2625

		BP&F shall maintain a Budget Transfer threshold that can be modified over time.

		Budget Transfer Threshold will be using to determine if Budget Transfer is required.

		Option 2



		BR2630

		BP&F shall require Budget Transfer Budget Items for both the source and target activity (i.e. – the transfer must net to zero).

		

		Option 2



		BR2640

		BP&F shall require an entry of an annotation for any BCL Budget Transfer Budget Item.

		

		Option 2



		BR2650

		BP&F shall validate BCL Budget Transfer requests to provide a warning if the transfer from the source activity will create an overage and the source activity has an outstanding commitment. Integration with FRM is needed to determine any commitment balance.

		For example, suppose the source activity had these dollar balances:


Revised Budget          $1,000


Actual Expenditures  $   500

Sub Total                     $   500


Commitments             $  450


Available Budget        $     50


If a Budget transfer of $200 was requested, this could create a budget overage if the full commitment balance will become an actual expenditure.  Conversely, if only $150 of the commitment balance is expected to be spent, then the $200 transfer will not create an overage.




		Option 2



		BR2660

		BP&F shall validate Budget Transfer requests to prevent a transfer if the request from the source activity will create an overage. 

		For example, suppose the source activity had these dollar balances:


Revised Budget          $1,000


Actual Expenditures  $   500

Sub Total                     $   500


Commitments             $      0


Available Budget        $  500


If a Budget transfer of $600 was requested, this would create a budget overage and only a $500 transfer is allowed.

		Option 2



		BR2665

		BP&F shall generate a Budget Transfer JE formatted as required for input to Summit upon request.

		

		Option 3





7.27 Revised Budget


The revised budget is not a separate budget; rather it is the consolidation of multiple budgets for a fiscal year that provides the ‘running budget total’.  The revised budget is comprised of the following budget types:

· Adopted Budget

· Carry Forward Encumbrance Budget

· Carry Forward Special Budget


· Supplemental Budget(s)

· Intra/Inter BCL Transfer Budget(s)

The revised budget is the dollar result of the 5 budget types above for a specific fiscal year.  There can only be one Adopted, Carry Forward Special and Carry Forward Encumbrance budget for a fiscal year.  Multiple Supplemental and Inter/Intra BCL Transfer budgets can exist.

The BP&F Revised Budget will include all of the above budget types regardless of budget status – i.e. this represents the ‘working’ Revised Budget.


7.26.1 Problem Statement & Desired Change

BP&F shall display and/or provide an extract of the revised budget upon request.

BP&F will support multiple filter options as follows:


· Fiscal Year

· Fund – specific fund 

· BCL

· Budget Program


The Revised Budget should incorporate both Revenues & Expenditures as well as actual results.  (Note – during the design phase to follow at determination will be made whether actual can be retrieved from FRM or must be on-boarded within BP&F).


The display will detail the Revised Budget dollars by Fund, BCL, and Budget based on the matching filter options as shown below:


An example of the Revised Budget based on the selection of the “WTR” Fund and Budget Program is shown below:  
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FUND _ |BUDGET PROGRAM SUB PROGRAM Approved Approved Approved Approved Approval Approved | Approval | Approved | Approval
WIR __|C100-SPU CIP C110 Distribution 522 330,000 522 330,000
WIR C120-Transmission 53,173,000 514872 50 50 5318787
WIR C130-Watershed Stewardship 5163497 51634975
WIR C140-Water Quality & Treatment 521.657.059) 56,000,000 51184066 5200000 526 641.125]
WIR C150-Water Resources 515,793,000 $15.793.000)
WIR C160-Habitat Consenvation Program 59.626.951 59 626,951
WIR [C410-Shared Cost Projects $19 646,546 $120,000 50 50 $19 763,846
WIR C510-Technolog; 54633861 563491 5350000 5350000 $4.017.35)
[C100-SPU CIP Total $98,547,695) $7.402,969) -$350,000) -$350,000) 50| S0 $200,000) 50| $105,050,664)
WIR __|N000-SPU General Expenses [010-General Expense 518 142,893 526 237 510,000 510,000 $18.469.130)
WIR 1050 Major Contract Sve - Contracts 55726375 55726375
WIR 070 Taxes 538 202,875 $500.000 $500.000 539 202,875
N000-SPU General Expenses Total $62.072.143) $26.237] $650,000) $650,000) 50| 50| 50 50 $63.398.360)
WIR __|N100-Directors Ofc/Corp Strat&Comm 1101 Director's Office Admin 171641 171,641
WIR [1110-Corporate Strategies & Com Adm 5358 757 5358757
WIR [1120-Communications 5464257 5464257
WIR [130-Corporate Policy & Performance $1.001.734] 66,002 $1.067.736)
WIR [150-Asset Mgmt & Economic Senices 5935061 5935061
100 Director's Ofc/Corp Strat&Comm Total 52,931,345 $66.007] 50| 50| 50| 50| $2,997,347]
WIR _|N200-FRAHR & Senice Equit 1201-HR & Senice Equity Admin 5216068 5216.069
WIR 1202 Human Resources 51435 360 $400.000 51835360
WIR 1203-HR Operations and Data Mgmt 5363 326] 5400000 516674
WIR 1204-Environmt Justice & Sve Equit 5384.049| 5384049
WIR 11205 -Saet 5446701 5446701
WIR 1210-F&A Branch Administration 5253233 5253233
WIR 1220 Finance 52,916 536 52,918,536
WIR 1240 Information Technolog 54,683,325 530,000 530,000 55 383,325
WIR 1250 Technology Program Office 5551817 $200,000 5751517
WIR 1260 Facilties & Real Prprty Ses s671.714] S671.714
WIR 1270 Fleet & Warehousing ~5971.777] $900.000 $900.000 5626223
N200F&A/HR & Service Equity Total $11,177,352] $1,250,000] $1,250,000] _-$400,000] $400,000] $200,000] 50| 13,877,352







7.27.2 To-Be Process

n/a

7.27.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2700

		BP&F shall display the Revised Budget upon request based on entry of a fiscal year and one of the following presentation options:


By Year
By Fund ( specific fund)


By Budget Program


By BCL




		

		Core



		BR2701

		BP&F shall display both Revenues and Expenditures for the Revised Budget.

		

		Core



		BR2702

		BP&F shall include YTD Actuals in the Revised Budget display & extract.

		Note – it will be determined during the design phase if Actuals must be on-boarded within BP&F or actual can be retrieve from FRM for display purposes.

		Core



		BR2705

		BP&F shall enable extract of the Revised Budget upon request.

		

		Core





7.28 Labor Assignment Budget-to-Actuals Comparison

7.28.1 Problem Statement & Desired Change


When the Adopted Budget is prepared, one of the major components is fully allocating employee budget dollars between O&M and CIP.  Historically, there have been issues with O&M budget overages due to resources not being employed on CIP projects as planned. Reporting is needed to provide a comparison of actual labor assignment to budgeted labor assignments.  This report will be used during the budget year to enable early detection of O&M budget overages so that corrective actions can be taken to address the issue. 

Reporting must be provided at a summary level with drill-downs to branch, division, Org and employee.  At the lowest employee level, the report should detail the specific activity the employee had either budget or actual dollars.

When requesting the report, the user shall be able to apply these filters:


· Budget (required)


· Fund (required)


· Through Fiscal Month (required)


· Branch (optional)


· Org (optional)


A partial example of the report from an all Branch view down to an individual employee is shown on the following page.


[image: image122.png]Labor Assignment Budget-to-Actuals Comparison
2011 Adopted Budget - WTR Fund

Budgeted Labor Assignments ‘Actual Labor Expenditures o&m ap TOTAL CIP and 0&M
Branch O&M Amt [0&M Days| CIP Amt_|CIP Days| Total Amt_| Total Days | O&M Amt [O&M Days| CIP Amt_|CIP Days| Total Amt_|Total Days| Amt Diff |Days Dff| Days Variance PCT Days Diff| Days Variance PCT | Amt Diff| Days Diff| Days Variance PCT
|WS100 - DIRECTOR'S OFC/CORP STRAT&COMM $10,000 125.0 $2,000 25.0 | $12,000.00 | 150.00 $9,500 $2,500 313 | $12,000.00 150.0 $500 6.25 5% -6.25 20% 0| 0.00] 0%
|WS200 - FINANCE & ADMINISTRATION $15,700 196.3 $6,900 86.3 | $22,600.00 | 28250 $14,800 $6,400 80.0 | $21,200.00 265.0 $900 11.25 6% 6.25 -8% $1,400|  17.50| 6%
|WS300 - CUSTOMER SERVICE $50,000 625.0 $10,000 | 125.0 | $60,000.00 | 750.00 $60,000 S0 0.0 $60,000.00 750.0 | -$10,000 | -125.00 -20% 125.00 100% 0| 0.00] 0%
|WS400 - PROJECT DELIVERY $40,000 500.0 $5,000 625 | $45,000.00 | 562.50 $40,000 $5,000 625 | $45,000.00 | 562.5 S0 0.00 0% EY 0.00 0% 0| 0.00] 0%
|WS500 - EXPENSED CAPITAL $20,000 250.0 $10,000 | 125.0 | $30,000.00 | 375.00 $50,000 $10,000 | 125.0 | $60,000.00 750.0 | -530,000 | -375.00 -150% EY 0.00 0% -$30,000] -375.00| -100%
|WS600 - FIELD OPERATIONS $80,000 1000.0 | $200,000 | 2500.0 | $280,000.00 | 3500.00 | $80,000 $200,000 | 2500.0 | $280,000.00 | 3500.0 EY 0.00 0% EY 0.00 0% 0| 0.00] 0%
|WS700 - UTILITY SYSTEMS MANAGEMENT $15,000 187.5 $300,000 | 3750.0 | $315,000.00 | 3937.50 | $15,000 $300,000 | 3750.0 | $315,000.00 | 3937.5 EY 0.00 0% EY 0.00 0% 0| 0.00] 0%
|WS900 - SPECIAL EXPEND & REVENUE ORGS $40,000 500.0 S0 0.0 $40,000.00 | 500.00 $40,000 S0 0.0 $40,000.00 | 500.0 EY 0.00 0% EY 0.00 0% 0| 0.00] 0%
|WSA00 - HUMAN RESOURCES & SVC EQUITY $80,000 1000.0 | $10,000 | 125.0 | $90,000.00 | 1125.00 | $80,000 $10,000 | 125.0 | $90,000.00 | 1125.0 EY 0.00 0% EY 0.00 0% 0| 0.00] 0%
|WSBSX - BALANCE SHEET ORGS $100,000 | 1250.0 | $75,000 | 937.5 | $175,000.00 | 2187.50 | $100,000 $75,000 | 9375 | $175000.00 | 2187.5 S0 0.00 0% S0 0.00 0% 0| 0.00] 0%
$450,700 | 5633.75 | $618,900 | 7736.25 |$1,060,600.00| 13,370.00 | $489,300 | 6116.25 | $608,000 | 7611.25 [$1,098,200.00| 13727.5 | -$38,600 | -482.50 9% 0,000 | 125.00 99% -$28,600| -357.50] 3%
Budgeted Labor Assignments ‘Actual Labor Expenditures o&Mm ap TOTALCIP and 0&M
|WS200 - FINANCE & ADMINISTRATION Branch | O8&M Amt [08&M Days| CIP Amt_|CIP Days| Total Amt_| Total Days | O8&M Amt [08&M Days| CIP Amt_|CIP Days| Total Amt_|Total Days| Amt Diff | Days Diff| Days Variance PCT Days Diff| Days Variance PCT | Amt Diff| Days Diff| Days Variance PCT
Finance Division $0.00 0.00 $0.00 0.0
|WS222 Rates $ 500000 | 6250 [$ - 0.00 $5,000.00 62.50 |S 4,500.00 S - 0.00 $4,500.00 563 $500 6.25 10% 0.00 0% $500] 6.25| 10%
[Ws223 Budgat S 600000] 7500 [ - | 000 | $500000 | 7500 |$ 500000 $1,00000| 1250 | $600000 | 750 | S1,000 | 1250 7% $(1,000.00)| 1250 “100% o000 0%
[Total Finance $11,00000 | 13750 | S - | 000 | $11,00000 | 137.50 |$ 9,5500.00 $1,000.00 | 1250 | $10,500.00 | 1313 | 1,500 | 18.75 14% $(1,000.00)] -12.50 “100% 500 6.25) 5%
|WS242 - Infrastructure Services $ 2,000.00 | 25.00 |$5000.00 | 6250 | $7,000.00 8750 | $ 2,000.00 $4,000.00 | 50.00 | $6,000.00 75.0 S0 0.00 0% 12.50 -25% $1,000]  12.50] 14%
[ws244 “Application services S 70000] 875 |$ 90000 1125 | $1,60000 | 2000 |$ 1,000.00 S 60000| 750 | $160000 | 200 | $w0 | =75 % 375 50% o000 0%
|WS247 - Data Services S - 0.00 | $1,000.00 | 12.50 | $1,000.00 1250 |S  200.00 $ 800.00 | 10.00 | $1,000.00 125 -$200 -2.50 0% 250 -25% 0| 0.00] 0%
|WS241 - IT Director Office $ 200000 | 2500 |$ - 0.00 $2,000.00 2500 |S 2,100.00 S - 0.00 $2,100.00 26.3 -$100 -1.25 5% 0.00 0% -$100]  -1.25] 5%
[Total IT Division $ 4,700.00 | 58.75 | $6,900.00 | 86.25 | $11,600.00 | 145.00 |$ 5,300.00 $5,400.00 | 67.50 | $10,700.00 133.8 -$600 -7.50 -13% 18.75 -28% $900]  11.25] 8%
[Total F&A Branch $15,700.00 | 196.25 | $6,900.00 | 86.25 | $22,600.00 | 282.50 | $14,800.00 $6,400.00 | 80.00 | $21,200.00 | 265.0 $900 11.25 6% 6.25| 8% $1,400]  17.50] 6%
Budgeted Labor Assignments ‘Actual Labor Expenditures o&Mm ap TOTALCIP and 0&M
Org - Ws244 - Application services O&M Amt [0&M Days| CIP Amt_|CIP Days| Total Amt_| Total Days | O&M Amt [O&M Days| CIP Amt_|CIP Days| Total Amt_|Total Days| Amt Diff |Days Dff| Days Variance PCT Days Diff| Days Variance PCT | Amt Diff| Days Diff| Days Variance PCT
Bill $  200.00 250 |$ 200.00| 250 $400.00 5.00 $  200.00 $ 200.00| 250 $400.00 5.0 s - 0.00 0% 0.00 0% 0| 0.00] 0%
Betty S 10000] 125 [s 30000] 375 | s#00.00 500 |S 20000 S 20000] 250 | $a00.00 50 | s(o000) -125 200% 125 “50% 50| 0.00) %
Bob s - 000 |5 200.00] 500 | s#00.00 500 |5 30000 S 10000] 125 | $10000 50 | s(0000) 275 0% 375 ~300% 50| 0.00) %
Bertha s 40000] 500 000 | $200.00 500 |5 30000 S 10000] 125 | $40000 50 |s10000] 125 75% s (10000 125 100% 50| 0.00) %
[Total Ws244 Application services $ 70000 875 |§ 900.00| 11.25 | $1,600.00 | 20.00 |$ 1,000.00 S 600.00| 7.50 | $1,600.00 | 200 | $(300.00)] 3.75 102% 375 “50% 50| 0.00) 0%
Budgeted Labor Assignments ‘Actual Labor Expenditures o8 ap TOTALCIP and 0&M
Employee - Bob O&M Amt [0&M Days| CIP Amt_|CIP Days| Total Amt_| Total Days | O&M Amt [O&M Days| CIP Amt_|CIP Days| Total Amt_|Total Days| Amt Diff |Days Diff] Days Diff| Days Variance PCT | Amt Diff| Days Diff
N123456 of 000 [s - | oo 50.00 000 |5 10000 s - | ooo | siwooo 13 |s(@oo00)] 125 -125% 0.00 0% 5100 129 125%
123857 o o000 [s - | oo 50.00 000 |5 20000 s - | ooo | sw000 25 |s(20000] 250 ~250% 0.00 0% 5200 250 250%
123457 0] 000 |[S 400.00| 5.00 $400.00 5.00 S - $ 100.00| 1.25 $100.00 13 s - 0.00 0% 3.75 -300% $300| 3.75| 75%
[Total Bob o o000 |s 400.00] 500 | sa00.00 500 |S 320000 S 10000] 125 | $400.00 50 | szo0.00)| 575 375% 3.75 300% 50| 0.00 0%





 

7.28.2 To-Be Process
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Start


50.0 Drill down 


Requested?




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		10.0

		Requests Labor Assignment Budget-to-Actuals Comparison 

		BP&F User

		User will use BP&F to request Labor Assignment Actuals-to-Budget Comparison.  The following filter criteria will be available:

Fiscal Year (one – required)

Branch (zero or many)

Fund (one or many)

Org (one or many)

Report Unit (dollars or days)  



		20.0

		Retrieves Actuals from FRM

		BP&F

		Actual Labor Expenditures are provided by FRM.  BP&F will retrieve the actual corresponding to the filter criteria entered in Step 10.



		30.0

		BP&F Generates Labor Assignment ACT-to-BUD Comparison

		BP&F

		BP&F will retrieve the budgeted labor assignments and compare the results to the Actual Labor Expenditures to identify variances.



		40.0

		Reviews Labor Assignment Comparison

		BP&F User

		The BP&F user who may be in Finance or an Org Manager will review the labor allocation results and take any necessary corrective action available.



		50.0

		Drill-Down Requested?

		BP&F

		BP&F will enable drill-down reporting moving from branch to Org to employee.



		50.1

		Yes

		

		Go to Step 60.0



		50.2

		No

		

		Go to End



		60.0

		Display Requested Drill-Down

		BP&F

		BP&F will display requested drill-down.





7.28.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2860

		BP&F shall provide a Department Labor Assignment Budget-to-Actuals comparison upon request.




		The report shall provide a comparison of the planned O&M and CIP labor dollars to the actual expenditures and detail any variance

		Core



		BR2865

		BP&F shall enable that following filter options for the Labor Assignment Budget-to-Actuals comparison report(s):  

Budget (required)


Fund (required)


Through Fiscal Month (required)


Branch (optional)


Org (optional)




		

		Core



		BR2875

		BP&F shall provide a Branch Labor Assignment Budget-to-Actuals comparison upon request.




		

		Core



		BR2876

		BP&F shall provide an Organization Labor Assignment Budget-to-Actuals comparison upon request.




		

		Core



		BR2877

		BP&F shall provide an 
Employee Labor Assignment Budget-to-Actuals comparison upon request.

		

		Core





7.29 Projected Cost (PRJ) Plan 

During the fiscal year a Projected Cost Plan is developed to reflect the current estimate of monthly projected costs for both CIP and O&M.  For CIP Expenditures, the projections are monthly values that are maintained monthly within EPMS.  For Revenues and O&M Expenditures, the projections are monthly values that are revised quarterly in offline excel files.  Finance facilitates gathering quarterly updates to O&M projections by coordinating with each Division and manually allocates the projections by fund, project, activity, account and month.


7.29.1 Problem Statement & Desired Change


Going forward, BP&F shall be the source system for Revenue and O&M expenditure projections and integrate with EPMS to incorporate the CIP projections.

BP&F shall support creation of multiple versions of the Projected Cost Plan during the year on a quarterly basis; end of Q1, end of Q2 and end of Q3. 

In EPMS, the projections are just maintained in aggregate by Activity, Fund & Month/Year.  BP&F will maintain this same level of granularity and not allocate the dollars any further.

For O&M, BP&F will maintain the projections by Activity, Fund, G/L Account and Month/Year.


The approved Projected Cost Plan will be published for integration with FRM and any other consuming applications.

 Projected Costs

To obtain the updated Projected Cost Plan, these high level steps will be used:

1.  Budget Group requests new Projected Cost Plan

2.  Budget Group approves initial Projected Cost Plan.


3.  Budget Managers revise & approve their stewarded portion of the Projected Cost Plan

4.  Budget Group approves O&M Projected Costs changes 


5.   Finance approves new version of Projected Cost Plan 

Detail Labor Budgeting will not be performed as part of developing the Projected Cost Plan.

Step 1 – New Projected Cost Plan Requested


When a new Projected Cost Plan is requested, BP&F will create a starting point as follows:


		REM Amount

		Baseline Amount

		Request Amount



		Adopted Budget

		Spending Plan Rqst Amt will be used for the initial Projected Cost Plan of the year (Q1).  For all subsequent Projected Cost Plans, the Request Amt from the prior Projected Cost plan will be used as the Baseline Amount.

		O&M Expenditures:  Prior Projected Costs Less Actual Expenditure Variance excluding labor.

CIP Expenditures:  Current Projected Costs from EPMS





When a new version of the Projected Cost Plan is requested, BP&F will use both the prior O&M Projected Costs and YTD Actuals to create a starting point for the new version.  


The variance between the O&M Projected Costs and Actual Expenditures for any closed months will be allocated to the remaining months based on the remaining monthly projection proportion.  In essence, it will be assumed that any difference between the monthly projection amount and actual expenditures will be absorbed in the remaining months of the year.  The one exception is labor expenditures; G/L Accounts 710110, 891200 and 991100 in which a variance is not spread over the remaining months as the labor savings cannot be made up.

In the example below, the original non-labor Projected Costs for an Activity N123456 was $60K for Q1.  The actual expenditures in Q1 were $45K resulting in a $15K variance.  BP&F will assume that the $15K variance will be absorbed in the remaining months based on the remaining weighted monthly proportions.  Example below: 


		[image: image124.emf]Month


Prior O&M 


PRJ Version


Actual 


Expenditures


PRJ - ACT 


Variance


Remaining 


PRJ PCT


Current 


O&M PRJ 


Starting 


Point


Jan 10,000 $           10,000 $          - $              10,000 $       


Feb 20,000 $           10,000 $          10,000 $       10,000 $       


Mar 30,000 $           25,000 $          5,000 $          25,000 $       


Subtotal 60,000 $           45,000 $          15,000 $      


Apr 40,000 $           11% 41,650 $       


May 40,000 $           11% 41,650 $       


Jun 40,000 $           11% 41,650 $       


Jul 50,000 $           14% 52,100 $       


Aug 60,000 $           17% 62,550 $       


Sep 40,000 $           11% 41,650 $       


Oct 40,000 $           11% 41,650 $       


Nov 40,000 $           11% 41,650 $       


Dec 10,000 $           3% 10,450 $       


Subtotal 360,000 $       


Year End 420,000 $        45,000 $          15,000 $       420,000 $     






		The original projected cost for April was $40K which represents 11% of the remaining projected costs ($40K / $360K = 11%).  

Therefore 11% of the $15K variance would be allocated to April (11% x 15K = $1,650) resulting in a new projection of $41,650 ($40,000 + $1650) for the month of April



		[image: image125.emf]Month


Prior O&M 


PRJ Version


Actual 


Expenditures


PRJ - ACT 


Variance


Remaining 


PRJ PCT


Current 


O&M PRJ 


Starting 


Point


Jan 10,000 $           10,000 $          - $              10,000 $       


Feb 20,000 $           20,000 $          - $              20,000 $       


Mar 30,000 $           35,000 $          (5,000) $        35,000 $       


Subtotal 60,000 $           65,000 $          (5,000) $       


Apr 40,000 $           11% 39,450 $       


May 40,000 $           11% 39,450 $       


Jun 40,000 $           11% 39,450 $       


Jul 50,000 $           14% 49,300 $       


Aug 60,000 $           17% 59,150 $       


Sep 40,000 $           11% 39,450 $       


Oct 40,000 $           11% 39,450 $       


Nov 40,000 $           11% 39,450 $       


Dec 10,000 $           3% 9,850 $         


Subtotal 360,000 $        - $                 - $             


Year End 420,000 $        65,000 $          (5,000) $        420,000 $     






		Alternately, if the Actual Expenditures had exceeded the O&M Projected Cost, then the variance would reduce the Current O&M Projection Starting Point.  

 In this example, the ($5K) variance is used to reduce the projection starting point for the current projections:  $40,000 – (11% x $5K = $550) = $39,450







Step 2 - Budget Group identifies Activities that require Projected Cost revisions

When the Projected Cost Plan is created, BP&F will create a Budget Request for each Activity.  

For each O&M Budget Request, separate Budget Approval Requests will be created and sequenced as follows:


1. Budget Group representative


2. Budget Manager


3. Budget Group representative

Creation of a Budget Approval Request will be bypassed for all CIP related activities (C & E).

The Budget Analyst is determined by using the OM Budget Group Rep assignments.  The stewarding Budget Manager is determined by using the Activity Budget Steward assignment.

The Budget Approval Request for the Budget Analyst will be a predecessor for the approval request for the Budget Manager.

The Budget Analyst will review each assigned Budget Request.  Annotations will be entered for the appropriate (Budget Item) projections.

To determine if the Projection is approved as-is or requires revision, BP&F will provide an O&M Projected Cost Report upon request.  The Budget Group will compare the current O&M Projection to both Actual Expenditures and the Spending Plan to identify those activities that require revision.  To assist with this review, the O&M Projections by Amount Class Report will detail each Budget Request with the following dollar amounts by Amount Class:

· Spending Plan

· (Current starting point) Projected Cost

· YTD Actuals

· YR End Straight Line Actuals

· Yr End Estimated SPN Allocation Actuals

· Projected Cost vs. Yr End Straight Line Actuals Difference

· Projected Cost vs. Yr End Estimated SPN Allocations Actuals Difference

To request the report, the Budget Analyst will specify the requested Division.


A sample of the report is shown below for one activity: (Note example assumes mid-year)

[image: image126.png]0O&M Projectjons by Amount Class
Fiscal Qtr & Year: Q2 2011
Division: N480 - Engineering
o Cost Projection o
. Q2 YearEnd Straight Line | SPN % Spent ) Cost Projection
Budget Steward  |Activity |Amount Class ‘spending Plan """ IYTD Actuals s -oP s Straight Line
Cost Projection Projection Projection ° vs SPN % Spent.
Projection
Smith, John N480196 - General Management |Capital Outlay $ 11,000,000 | $ 10,446,764 |§ 5898459 | § 11,796,918 | $ 12,976,610
Debt Service $ 70,000 | $ 72,816 | § 36.500 | $ 73,000 | S 70,300
Fleet & Inventory $ 958,000 | $ 956,410 |§ 405178 | S 810,356 | $ 891,392 | S 146,054 | S 65,018
Maintenance $ 1,300,000 | $ 1,250,001 |§ 650,000 |$ 1,300,000 [$ 1,230,000 | § (49,999) 20,001
Overtime & Special Pay S 560,000 | $ 570,971 |§ 259437 [$  s18874|$ 570,761 S 52,097 | $ 210
Regular Wages & benefits S 935,000 | $ 931,470 [S 450120 [$ 900,240 | $ 925,764 [ $ 31,230 [ § 5,706
Rentals & Utilities S 2 $ 222621 |§ 112000 [ $ 224000 [$ 224,000 | § (1,379)[ $ (1,379)
[services $ 150,000 | 150,000 [§ 75000 |$ 150,000 [$ 165,000 | § - [s (15,000
[Supplies/purchases s 84,000 | § 85,662 |5 42000(S 84,000 | § 92,400 | $ 1,662 | $ (6,738)
[TES/ws/intern S 100,000 107,082 |5 51.000[S  102000[$ 112200 5,082 S (5,118)
[Taxes & Licenses S 26,000 | $ 25850 5 12925 $ 25,850 | § 28,435 - s (2,585)
[Training/Travel (excl Labor Cost) | § - s - S - of s - s -
[Total S 15405621 | S 14,810,647 | § 7,002,619 | & 15085238 | S 17,286,862 | S (L,165501)| S (2,467,215)







Including a comparison of both the Actual Expenditures and Spending Plan to the Projections is important as these comparisons may reveal different results.  The Spending Plan reflects how the dollar would be spent during the year.  Limiting the comparison of Projections to Actuals may give misleading results when spending will not occur evenly throughout the year.   For example, if the Spending Plan dollars indicate that monies won’t be spent until Q3, then very low actual expenditures in Q1 might be superficially interpreted as savings when in reality, the actual dollars compared to the spending plan reveal that the actual expenditures are right on-target.


To calculate the Yr End Estimated SPN Allocation Actuals, the Actual Expenditures are divided by the Accumulated Spending Plan PCT based on the current month.  For example, suppose for Activity N480196 and the Capital Outlay Amount class, it included the following spending plan dollars:
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		Example:


The year will begin slowly with no SPN in January and a limited amount in February, building to a peak in April and then leveling off for the remainder of the year.


As of June, only 45% (= $5M/$11M) of the total dollars is estimated to be spent.


If Actual Expenditures as of June 30th were $5,898,459 then the Estimated Year End Actuals based on the Spending Allocation would be $5,898,458 / 45% or $12,976,610.





Based on the sample data above, Capital Outlays for N480196 may require an update to the projection as the SPN % Spent Projection ($12,976,610) exceeds the current projection of $10,445,764:

[image: image128.png]0O&M Projectjons by Amount Class
Fiscal Qtr & Year: Q2 2011
Division: N480 - Engineering
o Cost Projection o
. Q2 YearEnd Straight Line | SPN % Spent ) Cost Projection
Budget Steward  |Activity |Amount Class ‘spending Plan """ IYTD Actuals s -oP s Straight Line
Cost Projection Projection Projection ° vs SPN % Spent.
Projection
Smith, John N480196 - General Management |Capital Outlay $ 11,000,000 | $ 10,446,764 |§ 5898459 | § 11,796,918 | $ 12,976,610
Debt Service $ 70,000 | $ 72,816 | § 36.500 | $ 73,000 | S 70,300
Fleet & Inventory $ 958,000 | $ 956,410 |§ 405178 | S 810,356 | $ 891,392 | S 146,054 | S 65,018
Maintenance $ 1,300,000 | $ 1,250,001 |§ 650,000 |$ 1,300,000 [$ 1,230,000 | § (49,999) 20,001
Overtime & Special Pay S 560,000 | $ 570,971 |§ 259437 [$  s18874|$ 570,761 S 52,097 | $ 210
Regular Wages & benefits S 935,000 | $ 931,470 [S 450120 [$ 900,240 | $ 925,764 [ $ 31,230 [ § 5,706
Rentals & Utilities S 2 $ 222621 |§ 112000 [ $ 224000 [$ 224,000 | § (1,379)[ $ (1,379)
[services $ 150,000 | 150,000 [§ 75000 |$ 150,000 [$ 165,000 | § - [s (15,000
[Supplies/purchases s 84,000 | § 85,662 |5 42000(S 84,000 | § 92,400 | $ 1,662 | $ (6,738)
[TES/ws/intern S 100,000 107,082 |5 51.000[S  102000[$ 112200 5,082 S (5,118)
[Taxes & Licenses S 26,000 | $ 25850 5 12925 $ 25,850 | § 28,435 - s (2,585)
[Training/Travel (excl Labor Cost) | § - s - S - of s - s -
[Total S 15405621 | S 14,810,647 | § 7,002,619 | & 15085238 | S 17,286,862 | S (L,165501)| S (2,467,215)







Conversely, while Debt Service would appear to go over budget based on Straight Line Projection,  a comparison of the spending plan reveals that Spending as anticipated to occur in the first ½ of the year and therefore amount class would be right on target:


[image: image129.png]P Cost Projection -~
" Q2Yearend Straight Line | SPN % Spent § Cost Projection
Budget steward | Activity |Amount class ‘spending Plan "= YD Actuals € PO v straight Line
Cost Projection Projection | Projection e Vs SPN % Spent
Projection
Smith, John [N480196 - General Management |Capital Outlay S 11,000,000 | $ 10,445,764 | 5 5898459 | S 11,796,918 | $ 12,976,610
Debt Service s 70,000 S 72816 |5  36500|S  73,000|$ 70,300







Once the Budget Analyst approves the Budget Request, BP&F will initiate an email notification to the Budget Manager for the follow-on Budget Approval Request.

Step 3 – Budget Managers Reviews & Approved Projections

Once the Budget Group has completed their review of the projections, the Budget Managers will input their O&M expenditure and revenue plan revisions.  

The stewarding Budget Manager will receive an email notification of a pending approval request.   The Budget Manager will review the projections and either approve as-is or make revisions.  If no changes are made and the request amount is approved as-is, BP&F will record the approval.

If changes are entered, BP&F will require entry of a request type to classify the dollars.


BP&F will create a follow-on Budget Approval Request for the stewarding Budget Analyst once the Budget Mgr approval is input.

To assist the budget manager with their review, upon request, BP&F will provide an O&M Projected Cost by G/L Account that lists all O&M activities (if any) by Division and Budget Manager.  A sample of the O&M Projections by G/L Account report appears below:

[image: image130.png]O&M Projectjons by G/L Account
Fiscal Qtr & Year: Q2 2011
Division: N480 - Engineering

Ccost
Q2Yearend Projectionvs|  Cost
spending Ccost straight Line | SPN % Spent | straight Line | Projection vs
Budget steward _|Activity |Amount Class |Account Plan Projection |YTD Actuals| Projection | Projection | Projection |SPN % spent Budget Group Notation
Smith, Joe N480196 - General Management___|Capital Outlay 760100 - LAND & LAND RIGHTS S 6,000,000 | $ 6,268,058 | $3.000.000 | S 6,000,000 | $ 6,666,667 | 5 268,058 | 5 (398,609
N480196 - General Management __|Capital Outlay 760400 - CONSTRUCTION CONTRACTS | $ 5,000,000 | $ 4,178,706 | 52.898.459 | $ 5,796,918 | S 6,309,943 | 5(1,618,212)| 5(2,131,237) |Very concerned about large overage in Contracts?
[Total Capital Outlay for Na80196 $11,000,000 | $10,446,764 | $5,898,459 | $11,796,918 | $12,976,610 | (1,350,154)| $(2,529,846)|
Taylor, Mary [N480305 - DPD Engineering Support [services 743510 - Laundry services S a0000[s  33,000s 19000]s 3s000s 39,050|s  1,000]s (50)
[N480305 - DPD Engineering Support [services 744170 - Advertising S s0000(s 43,500|s 26000]s 52000[s 48000|s (2500][s 1,500
[N480305 - DPD Engineering Support [services 744180 - Legal Services S 200,000 s 195,000 S 104250 S 208500 S 201,000|5  (3,500)[ S (2,000)[whyare legal fees so high?
[Total Services for N480305 S 200,000 | 5 287,500 | § 149,250 | § 298,500 | § 288,050 | §  (1,000)] 5 (550)







Steps 4 – Budget Group Reviews and Approves Projections

Once the budget Manager has approved the projection, the Budget Analyst will have a 2nd review and coordinate with Budget Manager to either accept the new amount or alter as appropriate.  

The Budget Analyst will approve the new budget request or reject the request triggering a new set of Budget Approval Requests for the Budget Manager and Budget Analyst. 

To facilitate the review, a number of reports will be available; 

· O&M Projection by Activity & GL Account Report


· O&M Projections by Fund & BCL Report


· O&M Projections by Branch


·  O&M Projections by Division Drill-down


· O&M Projections by Amount Class Drill-down


· O&M Projections by Activity Drill-down


O&M Projections by Activity & G/L Account Report


The O&M Projection by Activity Report is targeted to the Budget Analyst who will make a detailed review of the proposed projections to identify changes prior to submitting to management for approval.  A sample of the report appears below:


[image: image131.png]Unapproved O&M Projected Costs by Division & Activity Report

Fiscal Year: 2011

Division: Customer Billing Srvcs

Q2vs. Q1
REVISED | SPENDING | Q2 YEAR END | Q1 YEAREND |  YEAR END
DIVISION lACTIVITY |G/L ACCOUNT BUDGET PLAN | PROJECTION | PROJECTION | PROJECTION DIVISION COMMENT BUDGET ANALYST COMMENT
14330 - Customer Billing Srves [N330196 - GENERAL MANAGEMENT |710110 - SALARIES AND WAGES 5134.105] __ 5121.363 5121363 5139.408 518 045[Project process is ahead of schedule so PRI is reduced
710411 - OVERTIVE 52628 Eil Eil 52576 52.576)
730220 - OFFICE SUPPLIES 53.270 53349 53350 53.206 5144]
730240 - OPERATING SUPFLES 56393 56523 56,524 5347 $5.177
730410 - EQUIP-PCs &Other DP<55.000 5560) ESE 5673 55649] 524]
742590 - RENTALS-OTHER 51.193 Eil Eil 51169 51.169)
743110 - UTILITIES 56198 0] 0] 56.076 56.076)
744110 - POSTAGE & DELIVERY COSTS 5167 S171 S171 5164] 57]
841140 - IF SVCS-DolT ACTIVITY BILLINGS 59,980 510.223 59,879 59,784 595]
842595 - IF MISC EQUIPMENT USAGE Eil 51694 51694 51435 5259|
891200 - IF LABOR & FRINGE OVERHEAD 580463 571604 571604 582251 510.647]
942595 - INTRAF MISC. EQUIPMENT USAGE 53.268 0] Eil 51361 51,351
$247.225]_ $214,500 $214,158 5248,316 $34,159]
V330502 - Read Purveyor Meters 710110 - SALARIES AND WAGES 53473 53617 53617 53546 §71
891200 - IF LABOR & FRINGE OVERHEAD 52.084 52134 52134 52.002 542]
942595 - INTRAF MISC. EQUIPMENT USAGE 5900| 5900| 5900| 5626] 574]
$6,457] $6,651 $6,651 '$6,464] $187]







O&M Projections by Fund & BCL


The O&M Projected Cost Trend Report by Fund & BCL provides a comparison of the Adopted Budget, Revised Budget, Spending Plan and Quarterly Projections & Revenue Targets.  As the Revenue Targets are not available at a lower level, this report will not include a drill-down.


A sample report appears on the following page:


[image: image132.png]O&M Projected Cost Trend by Fund & BCL
Fiscal Year: 2011 as of MM/DD/YYYY

Budget Revenve | Spending Plan Q1 ear £nd Projectons & Revenve Target 02 ear £nd Projections & Revenve Target 03 ear £nd Projections & Revenve Target ¢ vear £nd Profections 8 Revenue Target

a1 Q1 YEPRJ Q2 YEPRJ | Q2 YE PRJ Q3YEPRJ | Q3 YEPRJ Q4 YEPRJ | Q4 YE PRJ

ADOPTED | REVISED | Revenue | SPENDING REVENUE | Q1 YEPRJ | vs. Q1 REV Q2 REVENUE | vs.Q1YE |vs. Q2 REV Q3REVENUE | vs.Q2YE | vs. Q3 REV Q4 REVENUE | vs.Q3YE |vs. Q4 REV

Fund |BCL BUDGET | BUDGET | Target PLAN | Q1YRPRJ | TARGET | vs.SPN | TARGET | Q2YEPRJ | TARGET PRJ TARGET | Q3YEPRJ | TARGET PRJ TARGET | Q4YEPRJ | TARGET PRJ TARGET

WTR__|NOOOB-General Expense 513,688,155 5137.864.392] 513,048,275 5137.508.392] 52.460.117| $139.954.392) 52.456.000) $142.763.680) 52.799.288) $147.046.590) 54.282.910)
[N100B-Administration 52.808.920] _56.974.922| 54.101.881] _56.780.743] 52.676.867| 54.766.915] ~52.013.830| 54.862.256) 595.338 55.008.124] $145.868
[N300B-Customer Senice $10.307.603] 510.307.603] $10.628.239] 510.035.743] 5492491 59.893.314) 5142.434] $10.091.180) 5197.866 $10.393.916) 5302735
[N400B-Other Operating Budget | 547.461.792| $45.772.939] 545.780.733] 548.970.613] ~5189.880) 543.619.981 75360.632) 549,592,380 5972400 551.080.152) 51.487.771

[WTR Total $194,266,470] $200,919,855 $205,000,000] $198.459,128 $203,295,501] $203,300,000] 54,836,373 $4,499]$203,244,605| $201,500,000] _$50,896] $1,744,605$207,309,47| $202,300,000] _ $4.064,892[ $5,008,497[$213,528.782| $203,300,000] _$3,264,892[$10,228.762
DWW _|NO00B-General Expense $191.882.360] 5200.114.345| $195.270.979] 5198.811.902] 53.540.923] 5190.136.124] 58.675.773] $163,938 646 53802727 §189.757.017 55818165
[N100B-Administration $1.942.076] _56.392.284| 53.160.810] _54.722.687| 51.571.877] 54.386.149) 5336.538) 54.473.672) 587.723 54.608.088] 5134216
[N300B-Customer Senice 57.474.417]_57.174.417] 57.327410]_56.951.794] 5376616 $6.920.894) -521.900) 57.065.492) $136.598 57.280.547] 5212.065
[N400B-Other Operating Budget | 546.279.706] 546.742.242) 546.682.312] 545.149.117] 51.633.195] 540.487.909) 54.661.208] 541.207.667) 5809.758 542.536.597] $1.238.930)

DWW Total $247,278,559] $259,423,288 $247,200,000] $252.431,511] $255,635,500] $247,200,000] 53,203,989 $6,435,500 $241,940,076| _$246,700,000] $13.695,424] $4,759,924] $246.778,878|_$314,000,000 54,838,802 -§67,221,122|$254,182,244] _$247,200,000| $62.461,198] $6,882.244
SW__|NO00B-General Expense §127.692.111] 5127.401.214] §121.664.101] 5120.525.732] $1.038.369) $123.679.089 53.163.357] §126.152.671 52473567 §129.837 251 53,784,580
[N100B-Administration 54.423.068] _56.523.059| 54.656.736] _56.079.583| ~5422.847] 53.986.008] ~51.093.675] 54.065.728) 579.720 54.187.700) 5121.972
[N300B-Customer Senice $13.724.136] 512.924.136] $13.008.556] 512.513.996] 5494.560 514438151 $1.924.155] $14.726.914) 528,763 $16.168.721 5441807
[N400B-Other Operating Budget | 513.951.067| $13.951.057] 516.220.214] 514.450.547] 5769.667 '512.100.585] 5349.967) $14.382.597] 5262.012 514.814.075) 5431478

SW Total $159,730,362] $158,000,000| $158,000,000] $154,449,607] $152.569,858] $158,000,000 $152.569,858| 35,430,142 $156,203,833|$156,000,000] _$3,633,875| $1.796,167| $156.203,833] $157,000,000] _ $3.124,077| _ $796.167|$156,203,833| _$156,000,000] $4,779,837] $1.796.167

Grand Total $601,335,391] $618,343,143] $610,200,000] $605,340,246] $611,500,859] $608,500,000| $144,529,496] _ $3,000,859 $601,388,514] $606,200,000] -$10,112,345| -$4,811,486) $610,292,207| $673,300,000] $12,027,770| -$63,007,793| $623,914,858] _ $608,500,000] $54,416,469 $15,414,858







Note - Revenue Targets are only available at the Fund level.


O&M Projection Trend by Fund, BCL & Branch

The O&M Projected Cost Trend Report by Fund, BCL & Branch provides a comparison of the Adopted Budget, Revised Budget, Spending Plan and Quarterly Projections:


[image: image133.png]O&M Projected Cost Trend by Fund, BCL & Branch

Fund: WTR
BCL: ALL

Fiscal Year: 2011 As of MM/DD/YYYY

Budget Spending Plan | Q1 Year End Projection | G2 Year End Projection | Q3 Year End Projection Q4 Year End Projection
ADOPTED | REVISED Q1 YEPRJ Q2vs. @1 Q3vs. @2 Qdvs. Q3
Fund [BCL BRANCH BUDGET BUDGET SPN QIYEPRJ | vsSPN | Q2YEPRJ | YEPRJ | Q3YEPRJ | YEPRJ | Q4YEPRJ | YEPRJ |Comment
WTR_|N000B-General Expense [WS200-FINANCE & ADMINISTRATION 556816 556816 $56.816] __556.816) 50| s67.95 §1136] __ s66.474] $522| 561398 51659,
[WS900-SPECIAL EXPEND & REVENUE ORGS | 5133.631.330] 5137.167.576] 5134.934.724] 5135.668.586] _5653.862|5138.300.358] 52.711.772[5139.545.061] 51.244.703| 5146.522.314] 53.956.475]
|WSBSX-BALANCE SHEET ORGS 0] 5650.000 50| 5650000 5650.000]  $663.000[  513.000] 5668967  $5.967| 5702415 -516.967]
[NOOB-General Expense Total $133,688,155]_$137,864,392] $134,991,540( $136,295,402 51,303,862 $139,021,310|_$2.725,908[$140,272.502] $1,251,182[$147,286.127| $3.977.100|
[00B-Administration [WS100-DIRECTOR'S OFC/CORP STRATACOWIM | 52.406.168] _52.472.160] 51453.852] 52.048.002 5595.060| 52.089.880]  540.978] 52.108.689]  518.809] 52.214.124] 589767
[WS200-FINANCE & ADMINISTRATION $6.248.835] _ 59.498.835] 55.586.169 57.872.543] 52.086.374] 58.029.994] 5167451 58.102.064] 572270 $8.507.377] 5229.721
[WS300-CUSTOMER SERVICE 545,339 545339 526663 537.677] 510.913] 538328 §752] 538,673 5345 540607  -51.099)
[WS600-FIELD OPERATIONS 567463 567463 539674]  565.913] 516.238] _ 567.031 §1.118]  s57.504] S513[ se0d2i] 5163
[WS700-UTILITY SYSTEMS MANAGEMENT 5167006 5167.006 595267 5133.488] _ 540.220]  5141.257 52770]  5142528]  §1271] 5149655 sa0d1
[WS900-SPECIAL EXPEND & REVENUE ORGS | -510.991.476] _56.991.475] 556.087.796] -56.452.048] 51.164.062] 56.561.089] 5129.041] 56.640.319] 559.030| 56.972.335] _ 5188.271
[WSAQ0-HUMAN RESOURCES & SVC EQUITY 52.865.504]  52.865.504] 51.685.174| 52.374.902] $689.728| 52422.400] _ 547.498] 52444.202] 521.802 52.566.412]  -569.300|
[WSBSX-BALANCE SHEET ORGS $850.000] _ 5499.876] 5704472 5204595  5718.561]  514.089]  5725.028] _ 56.467] _ 5761.080]  520.556)
$2,808.920]  $6.974.922] $4.101,881| $6.780.748| $2,678.867| $6.916,363( $135,615 $6.978.610] $62.247| $7.327.541] $197.862]
[N300B-Customer Senice [WS300-CUSTOMER SERVICE $10269323] 510.269.323] 510.269.323] 510.667 86| 5208.523] 510.769.003] 5211.157] 10.865.924] 596.921] §11409.020 300,078
[WSAQ0-HUMAN RESOURCES & SVC EQUITY 538.280 538.280 525.921 539200 513.079] _ 539.984) 5784] 540,344 5360[ 542361 51.144]
[N300B.Customer Service Total §$10,307,603] $10,307.603] $10,528,239| $10,597.046] $301,802] $10,808,987 $211,041| $10,906,268] _ $97,281] $11,451,581] $309.222]
[N400B-Other Operating Budget_|W5200-FINANCE & ADMINISTRATION 525474 586,621 586,621 597.842] 511221 599.799 $1957] 5100697 5898 5105732 52.855)
[WS400-PROJECT DELIVERY $6.323.5%6] _ $56.323.526] 56.323.606 $5.323.526) 50| 55429997 5106471] $5476.866] 548.670] 5752810 5155340
[WSB00-FIELD OPERATIONS 522.806.690] 521.906.690] 524.906.457| 526.000.125] 51.093.668] 526.520.123] _5520.003] 526.758.809] _5235.681] 528.096.749] 5758.664]
[WS700-UTILITY SYSTEMS MANAGEMENT $16.913.971 $16.913.971] 516.913.971 516.000.009] 5913.952] 516.320.009] _5320.000] 516.466.889] _5146.880] $17.200.234] 5466.660]
[W/S900-SPECIAL EXPEND & REVENUE ORGS 52392131 52.392.131] 52400.158] 52.399.111] _ 51.047| 52447.093] _ 547.982] 52469.117]  522.024] 52.592.573] -570.009]
|WSBSX-BALANCE SHEET ORGS 5850.000] __-5850.000] _-5850.000 50| -5867.000] 517.000] 5674803 57.603] 5916543 524,803
[N400B-Other Operating Budget Total $47,461,792] $45.772.939] $48,780,733[ $48,970,613] $189,880] $49,950,025] _ $979,412| $50,399,575] _$449,550] $52,919,554 $1.428.962]
[TOTAL $60,578,315] _ $63,055,463| $63,410,853 $66,348,407] $3,170,549] $67,675,375 $1,326,968 $68,284,454]  $609,078| $71,698,676] -$1,936,047







O&M Projection Trend Drill-Down Reports

These 4 reports provide the O&M Projections by Branch, Division, Amount Class and Activity as shown below:

[image: image134.png]Budget Spending Plan | Q1 Year End Projection Q2 Year End Projection | Q3 Year End Projection | Q4 Year End Projection
ADOPTED REVISED SPENDING Q1 YE PRJ vs| Q2vs. Q1 Q3vs. Q2 Q4vs. Q3
FUND BRANCH BUDGET BUDGET PLAN Q1 YEPRJ SPN Q2 YEPRJ YE PRJ Q3YEPRJ | YEPRJ | Q4YEPRJ | YEPRJ |Comment
WTR INOOO - SPU General Expenses $62.748.380| $62.748.380| $60.752.574| §74.331.912| -§13.579.338| $61.188.162( -513.143.750[ $63.635.688|52.447.526] $62.362.975(-51.272.714
N100 - Director's Ofc/Corp Strat&Comm $2.997.347| $2.997.347| $2.796.594| $2.798.160] -51.566] $2.878.5632 $80.372] $2.993673] $115.141[ $2.933.800] -559.873]
N200 - FEA/HR & Senice Equity $12.000.000] $12.427.352 $12.605.063| $11.884.587] 5720.476| $12.544 812 $660.225] $13.046.604| $501.792[ $12.785.672| -5260.932]
N300 - Customer Senvice $10.000.000] $10.307.603| $10.528.239 $9.893.314] $634.925| $10.035.748 $142.434] $10.437.178| $401.430[ $10.228 434 -5208.744)
N400 - Project Delivery $5.346.835| $5346.835] $5417.513] 54418097 $999.416| $5.013.337] $595.240[ $5.213.870] $200.533] $5.109.593] -5104.277]
IN500 - Pre-Capital Ping & Devipmnt $2.624211| $2624.211] $3980.533] $2.397.913] $1.582.620] $3.070.084) $672.171] $3.192.887| $122.803] $3.129.030] -563.858)
NG00 - Field Operations $21.000.000] $21.056.690] $22.636.053| $22.598.405] $37.648] 521.880.365] -5718.040[ §22.755.580] $875.215[ §22.300.468| -5455.112]
IN700 - Utility Systems Mgmt $16.745.203| $16.745.203| $17.551.634] $17.415.724] $135.910] $16.625.428] -5790.296[ §17.290.445] $665.017 §16.944.636] -5345.809)]
NBOO - Debt Senvice $75.116.012| $75.116.012] $74.238.966]5164.560.773| -§90.321.807| $75.107.242| -$89.453.531[ $78.111.632|$3.004.290 576.549.301|-§1.562.231
N900 - GEA Credit -58.449.777] -$8.449.777| -§11.299.776] -§9.915.829] -§1.383.947| -59.642.596] $273.233[ -$10.028.300| -5385.704] -59.827.734] 5200.566
[Total $200,128,210{$200,919,855[ $199,207,393 3300,383,056rj101,175,663 $198,701,114] -$101,681,942] $206,649,159[ $7,948,045[ $202,516,175] -$4,132,983
Budget Spending Plan | Q1 Vear End Projection G2 Vear End Projection | G3 Year End Projection | G4 Year End Projection
ADOPTED REVISED SPENDING Q1 YE PRJ vs| Q2vs. Q1 Q3vs. Q2 Q4vs. Q3
BRANCH DIVISION BUDGET BUDGET PLAN Q1 YEPRJ SPN Q2 YEPRJ YE PRJ Q3YEPRJ | YEPRJ | Q4YEPRJ | YEPRJ |Comment
N300 N310 - Branch Administration $753.354 $753.354 5734932 $579.130 $155.802 $574.698 -54.437] $597.686| _ $22.988| $585.732 -511.954
N320 - Business Support Srves $1441503| $1441503] $1.514.358] §1.323.163] $191.195| $1.236.508] -586.655[ §1.285.968| $49.460[ §1.260.249] -525719]
N330 - Customer Billing Srves $1.500.234| $1.546.603] $1.611.933] §1.592.126] $19.807| $1.611.586] $19.460[ $1676.049] 564.463[ §1642528] 533521
N340 - Customer Response $2.400.000] 52661234 $2.722.002| $2.657.362] 564.640] 52743 244] $85.882[ $2.852.974] $109.730[ $2.795.914] -557.059]
N360 - Utility SVC Teams $3465477| $3465477| $3483.261| $3.261.489] $221.772| $3.409.782] $148.293] $3546.173| $136.391] $3475.250] -570.923]
N390 - Customer Progs & Contract Mar 5439432 5439432 $461.753 5480.044 -518.291 $459.930 -520.114] $478.327|  $18.397] $468.761 59,567
Branch Total $10.000,000] $10.307.603] $10.528.239] $9.893.314] $634,925] $10,035,748 $142,434] $10,437,178] $401,430] $10,228,434] $208,744]
Budget Spending Plan | Q1 vear End Projection G2 Vear End Projection | G3 Year End Projection | G4 Year End Projection
ADOPTED REVISED SPENDING Q1 YE PRJ vs| Q2vs. Q1 Q3vs. Q2 Q4vs. Q3
DIVISION |AMOUNT_CLASS BUDGET BUDGET PLAN Q1 YEPRJ SPN Q2 YEPRJ YE PRJ Q3YEPRJ | YEPRJ | Q4YEPRJ | YEPRJ |Comment
N330 Fleet & Inventory 524,098 $67.098] $67.369] $59.101 $8.268)| $67.370] $8.269] $70.065| $2.695] $68.664] -51.401
Rentals & Utilities 514.439] 514.439] $15.500} $14.155] §1.345] $15.500} §1.345] $16.120} 5620} $15.798] -§322]
Supplies/Purchases 511.245] 511.245] 511472 $6.085] $5.387] $11.473] 5,388 $11.932] 5459] $11.693] -5239]
Maintenance 511.747] 511.747] 511.747] $11.517| 5230} 511.747] 5230} $12.217| 5470} $11.973] -5244]
Senices $127.295 $127.560 $166.224 $158.392 $7.832] $165.879 57.487] 5172514 $6.635] $169.064 -53.450]
Regular Wages and Benefits $1.285.000f $1.285499| $1.309.655] §1.275.656| $33.999] $1.309.651 $33.995[ $1.362.037| $52.386[ $1.334.796] -527.241
Overtime & Special Pay $23.000} $23.605] 524,556 $61.916] -537.360] 524,556 -537.360] $25.538] 5982 $25.027|
[TESWS/Intern $3.410] §5.410] §5.410] §5.304] 5106} §5.410] 5106} $5.626] 5216 §5.514]
| Training Travel Convention (Exc_Labor c! $0] S0 S0 S0] S0 S0 S0 S0 S0 $0]
Division Total $1.500.234] 91,546,603 $1.611,933] $1502,126] $19,807] $1,611,586] $19.460] $1,676,049] $64,463( $1,642,528] -$33,521
Budget Spening Plan |1 Vear End Projection G2 Vear End Projection | 3 Year End Projection | G4 Year End Projection
ADOPTED REVISED SPENDING Q1 YE PRJ vs| Q2vs. Q1 Q3vs. Q2 Q4vs. Q3
AMOUNT CLASS |ACTIVITY BUDGET BUDGET PLAN Q1 YEPRJ SPN Q2 YEPRJ YE PRJ Q3YEPRJ | YEPRJ | Q4YEPRJ | YEPRJ |Comment
Fleet & Inventory [N330196 - General Management $3.268| $3.268| $1.694] $2.786) -51.092] $1.694] -51.092] §1.762] 68| §1.727| -535]
Fleet & Inventory [N330502 - Read Purveyor Meters 5900} 5900} 5900} 5826 574 5900} 574 5936 $36] $917] -519]
Fleet & Inventory [N330503 - Read Meters $19.930} $62.930} $64.775] $55.489] $9.286| 564,776 $9.287| $67.367 52,591 $66.020] -51.347]
$24,008 $67,098) $67,369] $59,101 $8,268] $67,370] $8,269] $70,065] $2,695] $68,664] $1,401







Step 5 Finance Approves New O&M Projected Cost Plan

Finance management will do a final review of the new version of the Projected Cost Plan including both O&M and Capital.  To facilitate this review, BP&F will provide a Budget Control Report that details the projections by Fund and BCL.  A sample report appears below:

[image: image135.png]Solid Waste Fund
Budget Control Report
2nd Quarter 2011

201 2011 2010 p:’:;’.‘_’;e"""l 201 201 201 2011 Rev. Budget™ to Actuals | 2011 YTD Plan to Actuals | Variance. Year-End Projection
Adopted Revised Camytorwards | Henand Councl Revised Yo Y10 Budget ‘Actuals s B Actualsas| +-10%or | Q1YnEnd | Q2Yr.End
Description Budget Budget” Budget™” BudgetPlan Actual Remaining | % of Budget| variance | %ofPian | +.-$500k | Projection | Projection
Operating _ Administration
Administration 56,604,959 56,604,243 50 (5726) 56,694,243 52910908 52353598 54340645 35% 5557310 a1%| A 56671430 | 58571430
A Gredt (51.531.563) (51.531.563) 50 5421991 (51.109.572) (5666839) (5642.125) (5467.447) 42%) (524714) 96% (51218.923)| (51218.923)
Administration BCL Total $5163,406 $5162,680 50 421,265 $5,584,671 52,244,069 $1,711,473 $3,873198 33| $532595 764 $5452507 | $5452,507
Gustomer Senice
Gustomer Senice 512671008 512,658,980 50 (512.118) 512856980 55246057 54533916 56,395,064 35% 5712141 8% B 512671008 | 512571008
Customer Service BCL Total $12871,098 12,858,980 $0 $12418) 12,858,980 $5,246,057 $4533916 $8,325,064 35%| sT12481 6% $12671,098 | $12671,098
General Expense
Debt Senice 57338581 57338581 50 50 57338581 56314591 53987.027 53350854 se%| 52328784 - 55484375 | 55484375
Other General Expense 5100478377 | 100478377 50 5478000 | 5100956386 542920234 542415711 | §58.540675 2% 5504523 9% D 592557,882 | 599,557 882
Taces 518,123,440 518,123,440 50 50 518,123,440 59050798 59,268,450 56854990 518 217652 109% 517673837 | 517673837
General Expense BCL Total $125940398 | $125940398 50 $478000 | $126418,407 $58,285,723 $55672088 | $70,746,319 aas] 82513635 96%| 122,716,094 | $122,716,004
Other Operating
Project Delivery 5463425 5463425 50 50 5463425 5414591 5367677 595748 79%) sea014 %l E sasagss|  sesEse
Pre-Capital Planning & Dev. 5483.700 5483.700 50 50 5483.700 568,027 575,344 5388,356 16% 73| sl F 5149240 | 5120240
Field Operations 511711016 511711016 50 50 511711016 55329924 54596861 57114155 30 5733083 8% G 511825,805 | 511835885
Uity Systems Management 53170174 53170174 50 50 53170174 51151675 5984230 52185944 31% 5167.445 a5 52500781 | 52500781
Other Operating BCL Total 15808315 15808315 50 50 15808315 $6,964,217 $6,024,112 $9,784,203 38% 5940105 87% $15444,749 | $15444,749
Subtotal: Solid Waste Fund Operating $159783217 | $159770373 50 $887156 | $160670373 72740066 67941580 | $92.728.785 a3l saesaTt 93| $156,284,448 | $156,284.448
Capital
New Facilties BCL Total 525710121 525710121 50 50 525710121 510,104322 518830787 58870334 o) (673544 167% 545831000 | 539107869
Renabiltation & Heavy Equipment BCL Total 5262140 5262140 5112970 50 5375110 5404789 579493 5295617 30% 5325.298 20% 5188000 | 148403
Shared Costs Projects BCL Total 51860260 51860260 50 50 51860260 5538747 5397157 51463103 21% 5141590 7% 51483000 | §1.401037
Technology BCL Total 51415282 51415282 50 50 51415282 5556772 536735 51047923 26% 5101413 65% 51927.000 | 51505049
Subtotal: Solid Waste Fund Capital 529,247,803 529,247,803 $112970 50 529360773 11,606,651 $17,683796 | $11,676,977 60%  (36.077146)| 1625 205,673,448 | $198,444,897
50
“Solid Waste Fund Total $189,031,020 $189,018,176 $112,070 | ($12,844)] $190,031,146 $84,346,717 '$85,625,385 | $104,405,761 25%|  ($1,278.,669)] 102%] '$208,273,229 | $201,044,678







 If the Projected Costs are accepted, the Budget Group will set the Projected Cost status to ‘approved’ and the projections will be published for consuming applications such as FRM.


This report will be used in multiple places including creation of the quarterly BCL report for the All Hands meeting.

7.29.2 To-Be Process
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Projected Cost 


Plan


15.0 Retrieve CIP 


Projections from 


EPMS


10.0 Create PRJ 


Budget (Section 


7.11)


20.0 Create CIP 


Projection Budget 


Items (Section 


7.12)


35.0 Create O&M 


Projection Budget 


Items 


(Section 7.12)


40.0 Create 


Budget Approval 


Requests


(Section 7.13)


55.0 Request PRJ 


Report


65.0 Record 


Projection 


Annotations


Go to Step 100


Report Options include:


Budget Control Report


O&M Projection by Fund & BCL


O&M Projections by Branch


O&M Projections by Division


O&M Projections by Division & Amt Class


O&M Projections by Division, amt Class & Activity


O&M Projections by Division & G/L Account


O&M Projections by Division & Activity




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Request New Projected Cost Plan

		Budget Group

		Budget Group will access BP&F to request creation of a Projected Cost Plan.  Projected Cost Plans are created quarterly at the end of Q1, Q2 and Q3.  The Spending Plan represents the projections at the beginning of the year.  Projected Cost Plans are created at the end of each quarter to revise spending for the remainder of the year.



		10.0

		Create PRJ Budget (Section 7.11)

		BP&F

		BP&F will create a new Budget instance for the Projected Cost Plan.  The requestor must specify an AS Of Fiscal Year and Quarter.



		15.0

		Retrieve CIP Projections from EPMS

		BP&F

		EPMS masters all projections for CIP related activities (C & E).  BP&F will integrate with EPMS to retrieve the current projection data.



		20.0

		Create CIP Projection Budget Item (Section 7.12)

		BP&F

		For each CIP Projection amount, a Budget Item will be created by activity, project, fund, and amount.  CIP Projections do not include a G/L Account designation.



		25.0

		BP&F Retrieves Actuals from FRM

		BP&F

		BP&F will integrate with FRM to retrieve Actual Expenditures for the current year as O&M projection will be adjusted to reflect actual expenditures to do.  Specifically, the variance between the O&M Projected Costs and Actual Expenditures for any closed months will be allocated to the remaining months based on the remaining monthly projection proportion.  The allocation of a variance is not performed for labor projections; G/L Account 710110, 891200 & 991100.



		30.0

		Calc O&M Projection Request Amount 

		BP&F

		BP&F will the REM Amount, Baseline Amount and Request Amount for O&M Projections as follows:

REM Amount = Adopted budget Amount


Baseline Amount = Prior Projection Request Amount or Spending Plan Amount


Request Amount = Prior Projection or Spending Plan Amount plus or less Actual Expenditure variance.


For the Baseline Amount – for the Q1 Projection this is the spending Plan Request Amount.  For Q2 Projection this is the Q1 Projection Request Amount and for Q3, this will be the Q2 Request amt.






		35.0

		Create O&M Project Budget Items

		BP&F

		For any REM or Baseline amount that isn’t zero, a current Projection Budget Item will be created.



		40.0

		Create budget Approval Requests

		BP&F

		For each O&M Activity, a budget request will be created.  For each O&M budget request, 3 budget approval requests will be created:

1. assigned Budget Analyst

2. assigned budget manager


3. assigned Budget Analyst



		50.0

		Rvw Initial Projections

		Budget Group

		Budget Group will review initial projections to determine which O&M projections need explanation and enter an annotation for the Budget Manager.  If a CIP Projection requires updated, the budget Group will manually coordinate with the CIP PM to revise in EPMS and then apply the change in BP&F.  Once the projections are extracted from EPMS, there is no on-going sync process.



		55.0

		Request PRJ Report

		Budget Group

		Budget Group will request the needed report to aid in their review process.  These 7 reports are available:

Budget Control Report

O&M Projection by Fund & BCL

O&M Projections by Branch

O&M Projections by Division

O&M Projections by Division & Amt Class

O&M Projections by Division, amt Class & Activity

O&M Projections by Division & G/L Account

O&M Projections by Division & Activity





		60.0

		Generate Requested Report

		BP&F

		Based on the report and filter criteria specified, BP&F will generate the request report.



		65.0

		Enter Projection Annotation

		Budget Group

		Budget Analyst will enter any needed annotations.
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Budget Approval


115.1 No


125.0 Activate 
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Approval


130.0 Rvw PRJ 


Revisions


135.0 PRJ 


Revision 


Approved?


145.0 Other 


Approvals 


Needed?


140.0 Record 


Budget Group 


Approval


135;1 Yes


150.0 Record New 


Budget Approval 


Requests


155.0 Send BDM 


Email to Approve 


PRJ


145.1 Yes


160.0 Rvw PRJ 


Budget Request


165.0 PRJ 


Approved?


170.0 Record 


Approval Result


175.0 Other 


Approvals Exist?


165.1 Yes


175.1 Yes


Go to Step 200


175.2 No


200.0 All PRJ 


Requests 


Approved?


145.2 No


115.1 Yes


116.0 Record PRJ 


Revisions


117.0 PRJ 


Approved?


115.1 Yes


Go to Step 120


117.1 Yes


Go to Step 115 117.1 Yes


Go to Step 210 200.01 Yes


200.2 No




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		100.0

		Projection Approved?

		Budget Group

		Budget Group will enter all necessary annotations and then approve the Projection which will forward the Projection Budget Request to the stewarding Budget Manager.



		100.1

		Yes

		

		Go to Step 102



		100.2

		No

		

		Go to Step 65



		102.0

		Record Budget Group Approval

		BP&F

		BP&F will update the Budget Approval Request with the approval results.



		105.0

		Send Budget Mgr Email to Approve PRJ

		BP&F

		BP&F will generate the email notification to the Budget Manager that their Projection Budget Request is available for revision/approval.



		110.0

		Rvw PRJ Budget Request

		Budget Mgr

		Budget Mgr will access BP&F to review preliminary Projection amount.  Budget Mgr will determine if revisions are needed.



		115.0

		PRJ Revisions Needed?

		Budget Mgr

		Budget Mgr will add any new PRJ Budget Item or change the Request amt of an existing PRJ Budget Item as appropriate.  A new Budget Item or change to an existing Budget Item Amount will require entry of a Request Type to categorize the revision.



		115.1

		Yes

		

		Go to Step 116



		115.2 

		No

		

		Go to Step 120



		116.0

		Record PRJ Revisions

		BP&F

		BP&F will insert new PRJ Budget Item or update the Request Amount of an existing Budget Item as appropriate.



		117.0

		PRJ Approved?

		

		



		117.1

		Yes

		

		Go to Step 120



		117.2

		No

		

		Go to Step 115



		120.0

		Record Budget Approval

		BP&F

		BP&F will update the Budget Approval Request with the approval results.



		125.0

		Active Budget Group 2nd Approval

		BP&F

		BP&F will release the 2nd budget approval Request for the budget group to review the revisions made by the budget manager.



		130.0

		Rvw PRJ Revisions

		Budget Group

		Budget Group will view the updated Projection budget request.  If revisions are needed, the Budget Analyst will coordinate with the Budget Manager to reflect the changes.



		135.0

		PRJ Revision Approved?

		Budget Group

		 Budget Analyst can either approve or reject the budget request.



		135.1

		No

		

		Go to Step 137



		135.2

		Yes

		

		Go to Step 140



		137.0

		Generate New Set of Budget Approval Requests

		BP&F

		BP&F will add  2 Budget Approval Requests:

Budget Mgr – sequence # 3


Budget Analyst –sequence #4



		140.0

		Record Budget Group Approval

		

		BP&F will update the Budget Approval Request with the approval results.



		145.0

		Other approvals needed?

		Budget Group

		Budget Analyst will manually determine if additional approvals are needed.  If so, Budget Approval Requests will be manually created with the appropriate approval sequence.



		145.1

		Yes

		

		Go to Step 150



		145.2

		No

		

		Go to Step 200



		150.0

		Record Added Budget Approval Requests

		BP&F

		BP&F will insert Budget Approval Request entries as input by Budget Analyst.



		155.0

		Send BDM Email to Approve PRJ

		BP&F

		An email notification will be sent to the next outstanding approver as defined by the approval sequence #.



		160.0

		Rvw PRJ Budget Request

		BDM

		The Budget Decision Maker will evaluate the Projection to either approve or reject the dollar amount which will return the Projection back to the budget Manager for update.



		165.0

		PRJ Approved?

		BDM

		



		165.1

		Yes

		

		Go to Step 170



		165.2

		No

		

		Go to Step 137



		170.0

		Record BDM Approval Result

		BP&F

		BP&F will update the Budget Approval Request with the approval results.



		175.0

		Other Approvals Exists

		BP&F

		BP&F will determine if other outstanding Budget Approval Requests exist (i.e. sequence nbr is greater than current approval and result is not recorded)



		175.1

		Yes

		

		Go to Step 155



		175.2

		No

		

		Go to Step 200



		200.0

		All PRJ Requests Approved

		Budget Group

		Budget Group will determine if there are any outstanding approval requests.  If all the Projections have been approved, Projections can receive a final Finance review.
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Report Options include:


Budget Control Report


O&M Projection by Fund & BCL


O&M Projections by Branch


O&M Projections by Division


O&M Projections by Division & Amt Class


O&M Projections by Division, amt Class & Activity


O&M Projections by Division & G/L Account


O&M Projections by Division & Activity




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		210.0

		Request Projection Report

		Budget Group

		Budget Group will request necessary report(s) to conduct overall review of Projected Cost Plan to make final approval.



		215.0

		Generate PRJ Report

		BP&F

		BP&F will generate the requested report.



		220.0

		RVW PRJ Budget

		Budget Group

		Budget Group will facilitate review with Finance Mgmt. to approve Projected Cost Plan.



		225.0

		CIP Revisions Needed?

		Budget Group

		If revisions are need in CIP, those most be entered in both EPMS and BP&F as once the projections are extracted from CIP, there is no on-going synchronization.



		225.1

		Yes

		

		Go to Step 230



		225.2

		No

		

		Go to Step 235



		230.0

		Update EPMS

		Budget Group

		Budget Group will coordinate with CIP PM to have EPMS updated.



		235.0

		O&M PRJ Revisions Needed?

		Budget Group

		If revisions are needed in O&M, those must be updated in BP&F



		235.1

		Yes

		

		Go to Step 240



		235.2

		No

		

		Go to Step 250



		240.0

		Coordinate PRJ Revisions

		Budget Group

		Budget Group will coordinate with Budget Manager to notify of additional revisions.



		245.0

		Post PRJ Revisions

		BP&F

		BP&F will update PRJ Budget Items as entered by Budget Group.



		250.0

		Set budget Status to ‘Approved’.

		BP&F

		BP&F will insert request budget status of ‘Approved’.





7.29.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR2900

		BP&F shall support creation of a Projected Cost Plan that includes a Revenue Plan, CIP Expenditures and O&M Expenditures upon request.  

		

		Option 2



		BR2905

		BP&F shall support creation of a Projected Cost Plan based on a user defined frequency (quarterly, monthly, etc).

		At present, the Projected Cost Plan is created quarterly at the end of Q1, Q2 and Q3 however in the future, the frequency may be monthly.

		Option 2



		BR2908

		BP&F shall create initial dollar amounts for the REM Amount, Baseline Amount and Request Amount for the new Projected Cost Plan.  The basis for each these amounts will be as follows:


REM Amount – Adopted Budget 


Baseline Amount – Prior Projected Cost Plan or Spending Plan if Q1.


CIP Request Amount  - Projections from EPMS


O&M and Revenue Request Amounts – Prior Projections less Actual Expenditure variance excluding labor.

		

		Option 2



		BR2910

		BP&F shall integrate with EPMS to retrieve the current CIP projections to create corresponding projections within the Projected Cost Plan.

		For each EPMS projection amount, a budget item will be established within the Projected Cost Plan.

		Option 2



		BR2915

		BP&F shall integrate with FRM to retrieve YTD actual expenditures for use in determining projection variances.

		

		Option 2



		BR2920

		BP&F shall create Budget Approval Requests for O&M Expenditures and Revenue projections only.  A Budget Approval Request will not be created for CIP Expenditure projections.

		

		Option 2



		BR2925

		BP&F shall create 3 sequenced Budget Approval Requests for all Revenue and O&M Projections:


1.  Budget Analyst


2. Budget Manager


3. Budget Analyst 




		

		Option 2



		BR2930

		BP&F shall publish approved Projected Cost Plans for consuming applications.

		

		Option 3



		BR2935

		BP&F shall provide an O&M Projection by Amount Class report upon request.

		

		Option 2



		BR2940

		BP&F shall provide an O&M Projection by G/L Account report upon request.

		

		Option 2



		BR2945

		BP&F shall provide an O&M Projection by Activity report upon request.

		

		Option 2



		BR2950

		BP&F shall provide an O&M Projection Trend Report by Fund & BCL report upon request.

		

		Option 2



		BR2955

		BP&F shall provide an O&M Projection Trend Report by Fund, BCL & Branch report upon request.

		

		Option 2



		BR2960

		BP&F shall provide an O&M Projection Trend Report by Division upon request.

		

		Option 2



		BR2965

		BP&F shall provide an O&M Projection Trend Report by Amount Class upon request.

		

		Option 2



		BR2970

		BP&F shall provide an O&M Projection Trend Report by Activity upon request.

		

		Option 2



		BR2975

		BP&F shall provide an O&M Projected Costs by Branch report upon request.

		

		Option 2



		BR2980

		BP&F shall provide a Budget Control Report upon request.

		

		Option 2





7.30 6-Year Budget Forecast

At present, SPU does not create O&M Projections beyond the upcoming budget year.  CIP out year projections are created in EPMS by Activity, Fund & Year.

7.30.1 Problem Statement & Desired Change


As input to the Rate Process and for management purposes, SPU must forecast Revenues and Expenditures for the 5 out years beyond the current budget year – a 6-Year Budget.  In the future SPU may elect to forecast beyond 6-Years.


The Out Year Projections may have separate starting points for Revenues as well as CIP and O&M Expenditures.  For CIP related activities (C and E), the starting point will be future Projected Costs available from EPMS.  For O&M, the starting point may be current year endorsed budget:
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 As part of the forecasting process, some Activities will have a limited life and may not be going forward for all or part of the next 5 years.  BP&F shall maintain an Activity End Date that can be set by Budget Group to enable BP&F to limit forecasted dollars to the appropriate year(s).

The Out Year Projections will be detailed by Year, Fund, and Activity & Account. 

Budget Group will need the ability to record adjustments/revisions to the forecast amounts as well as incorporate new activities that will begin in upcoming years.  


To calculate the Out Year Forecast baseline amounts, the starting point values will be inflated on a compound basis:
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The inflation factors will be maintained as Budget Factors for the Budget Type - 6-Year Budget.  The inflation factors may be based on REM Account or G/L Account as well as G/L Program. 


Reporting


The 6 Yr Budget will include 3 specialized reports:


6 Yr Budget Trend Report by BCL - The 6-Year Budget Trend Report will consist of a summary by BCL and an DOF Project  drill-down.  The summary will show total forecast amount by Fund, Project Type (O&M vs CIP), BCL and Year.  To request a report, the user will have the option of specifying the Forecast Creation Year and CIP only.

6 Yr Budget Trend Report by DOF Project – This report will be a drill-down and provide the forecasted amounts by DOF Project & Year for the selected Fund & BCL.

6 Yr Income Statement – This report shows operating revenue and expenses by fund for the forecast period.

Sample reports appear below:

Sample Report – 6 Yr Budget Trend Report and Drill-Downs
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6 Yr Income Statement Report – This report will list the forecasted Revenue & Expenditures for the selected Fund:
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Forecast Approval -


BP&F will automatically create Budget Requests by activity however no Budget Approval Requests will be created.  Budget Managers will be able to view their budget but no update is allowed unless a Budget Approval Request is manually created by Budget Group.

7.30.2 To-Be Process
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		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		5.0

		Determine 6 Yr Inflation Factors

		Budget Group

		Budget Group will determine the inflation factors to be used for the 6 Yr Budget



		10.0

		Enter 6 Yr Budget Factors

		Budget Group

		Budget Group will access BP&F and enter the new/revised 6 Yr Budget Factors.



		15.0

		Record Budget Factors

		BP&F

		BP&F will either update an existing 6 Yr Budget Factor or insert a new factor as appropriate.



		20.0

		Determine Ending NN Activities

		Budget Group

		Budget Group will manually determine if any of the active NN activities will be ending within the 6-Year Budget timeframe.  If so, the Activity must be updated by setting the Activity Budget End Date.



		25.0

		Enter NN Activity End Dates

		Budget Group

		Budget Group will access the Activity record for the relevant NN Activities and set the Activity Budget End Date.



		30.0

		Update Activity Budget End Date

		BP&F

		BP&F will update the requested Activity as appropriate.



		35.0

		Deter O&M and Revenue Starting Points

		Budget Group

		Budget Group will manually determine the starting point to use for both the O&M Expenditures and Revenue Plans.  The starting point for each of these may be different.



		40.0

		Request 6-Year Budget Forecast

		Budget Group

		Budget Group will access BP&F to request creation of a 6-Year Budget Forecast as of the specified year.  For example, there will be separate 6-Year Budget forecasts created in 2010, 2011, 2012, etc.  Though some of the budgets will have the same year, the inflation factors from one ‘as of’ year many change.  For example, the inflation rate forecasted for 2013 might be different in 2010 vs. 2012.



		45.0

		Retrieve CIP 6 Yr Forecasts from EPMS

		BP&F

		BP&F will integrate with EPMS to include all 6 Yr Projections for CIP related activities (C & E).  CIP Projections include inflation so dollars are taken as-is.



		50.0

		Retrieve O&M Starting Pt

		BP&F

		Based on the designated Starting Point for O&M Expenditures, BP&F may integrate with FRM for Actuals or use a prior budget plan as the starting point.



		55.0

		Inflate O&M Starting Pt Dollars by Year

		BP&F

		BP&F will calculate the O&M Out Year Forecast amounts, using the starting point values and inflating the dollars on a compound basis:

Starting Pt  x Year 1 Inflation Rate = Year 1 Dollars

Year 1 Dollars x Year 2 Inflation Rate = Year 2 Dollars

Year 2 Dollars x Year 2 Inflation Rate = Year 3 Dollars


Year 3 Dollars x Year 2 Inflation Rate = Year 4 Dollars


Year 4 Dollars x Year 2 Inflation Rate = Year 5 Dollars


Year 5 Dollars x Year 2 Inflation Rate = Year 6 Dollars


Note – the starting point may be the same year as year or year 2, in these cases, inflation is not applied.



		60.0

		Retrieve REV Starting Pt

		BP&F

		Based on the designated Starting Point for Revenue plan, BP&F may integrate with FRM for Actuals or use a prior budget plan as the starting point.



		65.0

		Inflate REV Starting Pt Dollars by Year

		BP&F

		BP&F will calculate the REV Out Year Forecast amounts, using the starting point values and inflating the dollars on a compound basis:


Starting Pt  x Year 1 Inflation Rate = Year 1 Dollars


Year 1 Dollars x Year 2 Inflation Rate = Year 2 Dollars


Year 2 Dollars x Year 2 Inflation Rate = Year 3 Dollars


Year 3 Dollars x Year 2 Inflation Rate = Year 4 Dollars


Year 4 Dollars x Year 2 Inflation Rate = Year 5 Dollars


Year 5 Dollars x Year 2 Inflation Rate = Year 6 Dollars


Note – the starting point may be the same year as year or year 2, in these cases, inflation is not applied.







[image: image144.emf]Develop 6 Year Budget Forecast  – page 2


B


u


d


g


e


t


 


M


a


n


a


g


e


r


B


P


&


F


B


u


d


g


e


t


 


G


r


o


u


p


95.1 Yes


95.2 No


90.0 Verify 


6 Year 


Budget 


Forecast


End


70.0 Rqst 6 Year 


Budget Summary  


Report


75.0 Generate 6 


Year Budget 


Summary Report


105.0 Enter 


Forecast 


Revisions


95.0 CIP Forecast 


Revisions Needed?


80.0 Rqst 6 Year 


Income Statement


85.0 Generate 6 


Year Income Stmt 


Report


Go to  End Go to End


100.0 


Enter 


Revisions 


in EPMS


115.0 OM or REV 


Forecast Revisions 


Needed?


115.2 No 115.1 Yes


110.0 Update 


Forecast Budget 


Item Request 


Amount


140.0 


Submit 6 


Yr 


Forecast to 


CBO


145.0 Update 


Budget Status to 


Approved


117.0 Budget 


Manager Input 


Needed?


117.1


118.0 Create 


Budget Approval 


Request for 


Budget Mgr


117.2 No


119.0 Generate 


Email for Budget 


Mgr Approval


120.0 


Review 


Forcast 


Amounts


135.0 Forecast 


Revisedd?


130.0 Record 


Budget Approval


125.0 Budget 


Approved?


125.2 No


130.1 Yes


Go to Step 90


135.2 No


135.1 Yes Go to Step 110




		Step ID

		Step Title

		Actor

		Action & Business Rule Xref



		70.0

		Request 6-Year Budget Summary Report

		Budget Group

		Budget Group will review 6-Year Forecast to determine if revisions are necessary.  An input to this review process is the 6-Year Budget Summary Report



		75.0

		Generate 6-Year Budget Summary Report

		BP&F

		BP&F will generate the requested report.



		80.0

		Rqst 6-Year Income Statement

		Budget Group

		Another input to the Budget Group‘s review of the 6-Year Forecast is the 6-Year Income Statement Report.



		85.0

		Generate 6-Year Income Statement Report.

		BP&F

		BP&F will generate the requested report.



		90.0

		Verify 6 Yr Budget Forecast

		Budget Group

		Using the 6-Year Budget Plan and Income Statement, Budget Group will verify forecast to identify possible revisions.



		95.0

		CIP Forecast Revisions Needed?

		Budget Group

		If CIP forecast revisions are needed, Budget Group will coordinate with the appropriate CIP PM to get new forecast amounts.



		95.1

		Yes

		

		Go to Step 100



		95.2

		No

		

		Go to Step 115



		100.0

		Enter Revisions in EPMS

		Budget Group

		Budget Group will either enter revisions in EPMS or coordinate with CIP PM to have forecast updated in EPMS.



		105.0

		Enter Forecast Revisions

		Budget Group

		Budget Group will manually update BP&F for any CIP, O&M or Revenue forecast change. Changes in EPMS are not applied to BP&F after the 6 Yr budget is created.



		110.0

		Update Forecast Budget Item Request Amount

		BP&F

		BP&F will update the requested Budget Item Request amount.



		115.0

		O&M or Revenue Forecast Revisions Needed

		Budget Group

		Budget Group will determine if the Revenue Plan or O&M Expenditures require revision.



		115.1

		Yes

		

		Go to Step 105



		115.2

		No

		

		Go to Step 120



		117.0

		Budget Manager Input Needed?

		Budget Group

		Budget Group will determine if Budget Manager should be consulted to gather better forecast.  Budget Group either manually gathers forecast revisions and enters or creates a Budget approval Request for the stewarding Budget Manager.



		117.1

		Yes

		

		Go to Step 118



		117.2

		No

		

		Go to Step 105



		118.0

		Create Budget Approval Request for Budget Manager

		BP&F

		BP&F will create the requested Budget Approval Request.



		119.0

		Generate Email for Budget Mgr Approval

		BP&F

		BP&F will send email to request review and approval of budget request to the stewarding budget manager.  The stewarding budget manager is determined via the Activity Budget Steward assignments.



		120.0

		Review Forecast Amount

		Budget Manager

		Budget Manager will review existing forecast amount and determine if revisions are needed.



		125.0

		Budget Approved?

		Budget Manager

		



		125.1

		Yes

		

		Go to Step 130



		125.2

		No

		

		Go to Step 135



		130.0

		Record Budget approval

		BP&F

		BP&F will update the Budget Approval Request with the approval results info.



		135.0

		Forecast Revised

		Budget Manager

		If dollar amounts require revision as part of the approval process, the updated request amounts will be input.



		135.1

		Yes

		

		Go to Step 110



		135.2 

		No 

		

		Go to Step 90



		140.0

		Submit 6 Yr Budget to CBO

		Budget Group

		Budget Group will manually coordinate submission to CBO for approval.  Once approval has been received, 



		145.0

		Update Budget Status to Approved

		BP&F

		





7.30.3 Business Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR3000

		BP&F shall create Budget Forecast upon request based on Budget Type configured number of Years.  

		Note – at present SPU produces a 6 Yr Budget Forecast.

		Core



		BR3005

		BP&F shall create a 6-Year Forecast upon request using the user specified starting points for O&M Expenditures and the Revenue Plan.

		

		Core



		BR3010

		BP&F shall integrate with EPMS to include EPMS Projected Costs for the CIP.

		

		Core



		BR3015

		BP&F shall create Budget Requests for each activity in the 6-Year Forecast but no budget Approval Requests.

		Budget Group will manually create Budget Approval Requests if needed.

		Core



		BR3060

		BP&F shall maintain Projection inflation factors including one or more of the following options:


REM Account


G/L Account


Fund


Program


Union

		These factors are used to calculate O&M Out Year Projected Costs. 

		Core



		BR3065

		BP&F shall evaluate the Activity End Date if any for determination of inclusion in creating forecast dollars for a forecast year. 

		For example, if an O&M Activity will be completed in 2014, activity dollars should not be included in forecasts for 2015 and 2016.

		Core



		BR3070

		BP&F shall forecast up to 5 out-years based on a user defined starting point for both O&M and CIP. 

		

		Core



		BR3080

		BP&F shall provide a 6 Yr Budget Trend Report Drill-down report upon request.


The filter option will be:


Fiscal Year (Forecast Creation Year)


CIP Only Flag

		The 6-Year Budget  Trend Report will consist of a summary by BCL and a drill-down by DOF Project.  The summary will show total forecasted amounts by Fund, BCL and Year.  The DOF Project drill-down will list the forecast amounts by DOF Project & Year for the selected Fund & BCL.



		Core



		BR3085

		BP&F shall provide a 6 Yr Fund Income Statement report upon request.

		This report will list the forecasted Revenue & Expenditures for the selected Fund.  




		Core



		BR3095

		BP&F shall enable revision of Out Year Projected Costs by a Budget Analyst or by a Budget Manager if the budget has not been finalized.

		Entry of a revised Out Year Forecast amount will be supported by authorized users to reflect any known business considerations.  For example, suppose a new federal tax will go into effect and it is anticipated that this will lower revenues as customer bills will increase.

		Core





7.31 Rates vs. Budget Report

7.31.1 Problem Statement & Desired Change

When a rate case is submitted to Council, it is based on a variety of assumptions.  For example, it may include an assumption that health care premiums will rise by 1% per year for the next 4 years.  When a budget is prepared, those rate assumptions should be re-examined and compared to current data.  If there are discrepancies, a BIP should be recorded for the difference.  Continuing with the above example, suppose in year 2, health care premiums rise by 3%.  In this situation, a BIP for the 2% difference should be recorded.

Reporting should detail the difference between the budget dollars and the rate assumption dollars.


Budget Rate Assumptions

When a BIP is created, an option will exist to record a Budget Rate Assumption.  The Budget Rate Assumption will be detailed by:


· Budget & Year (ex 2014 Endorsed Budget)

· Project Type (CIP vs. O&M)

· BCL

· Budget Program (Branch)

· Fund

Additionally, the Budget Rate Assumption will include a title, description and dollar amount as shown below:
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Budget vs. Rate Report

The Budget vs. Rate Report details the difference between the rate assumption and the current budget dollars including BIPS for a specific Budget and Fund.
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The report contains 4 sections:

1. O&M Expenditures

2. Budget Adds with matching Rate Assumptions

3. BIPs with mismatch Rate Assumptions

4. BIPS with zero dollars and Rate Assumptions

Section 1 – O&M Expenditures

The Total O&M column is calculated by summing all O&M expenditures for the specified budget.  
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The table below details how that dollar amounts is calculated for Taxes, Interest, and Principal:
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Debt ServiceINTEREST BOND INTEREST N810101 INTEREST PAYMENT - SWF 775000 INTEREST CHARGES BONDS/CAPITAL


N810102 INTEREST PAYMENT - DWF 775000 INTEREST CHARGES BONDS/CAPITAL


N810103 INTEREST PAYMENT - WF 775000 INTEREST CHARGES BONDS/CAPITAL


BOND INTEREST Total


OTHER BOND EXPENSES N810201 OTHER BOND EXPENSES - SWF 778900 OTHER DEBT SERVICE COSTS


N810202 OTHER BOND EXPENSES - DWF 778900 OTHER DEBT SERVICE COSTS


N810203 OTHER BOND EXPENSES - WF 778900 OTHER DEBT SERVICE COSTS


OTHER BOND EXPENSES Total


OTHER INTEREST ON LOAN N810302 OTHER INTEREST ON LOAN - DWF 778900 OTHER DEBT SERVICE COSTS


N810303 OTHER INTEREST ON LOAN - WF 778900 OTHER DEBT SERVICE COSTS


OTHER INTEREST ON LOAN Total


INTEREST Total


PRINCIPAL PAYMENT BOND PRINCIPAL N820101 PRINCIPAL PAYMENT -SWF 771000 PRINCIPAL PAYMENTS BONDS/NOTES


N820102 PRINCIPAL PAYMENT -DWF 771000 PRINCIPAL PAYMENTS BONDS/NOTES


N820103 PRINCIPAL PAYMENT - WF 771000 PRINCIPAL PAYMENTS BONDS/NOTES


BOND PRINCIPAL Total


LOAN PRINCIPAL N820202 PRINCIPAL PAYMENT LOANS-DWF 771000 PRINCIPAL PAYMENTS BONDS/NOTES


N820203 PRINCIPAL PAYMENT LOANS-WF 771000 PRINCIPAL PAYMENTS BONDS/NOTES


LOAN PRINCIPAL Total


PRINCIPAL PAYMENT Total


Other General ExpenseTAXES TAXES - CITY B&O N070101 CITY B&O -SWF 850590 IF MISCTAXES,ASSESSMTS,PENALTS


N070102 CITY B&O -DWF 850530 IF TAXES-OTHR BUSINESS & OCCUP


N070104 CITY B&O - WF 850530 IF TAXES-OTHR BUSINESS & OCCUP


TAXES - CITY B&O Total


TAXES - OTHER N070302 PROPERTY ASSESSMENTS - WF 750590 MISCELLANEOUS TAXES & ASSESSME


N070303 PROPERTY ASSESSMENTS - DWF 750590 MISCELLANEOUS TAXES & ASSESSME


N070304 PROPERTY ASSESSMENTS-SWF 750590 MISCELLANEOUS TAXES & ASSESSME


N070305 EMPLOYEE HOURS TAX 850800 IF EMPLOYEE HOURS TAX


NN40029 SHORELINE FRANCHISE FEE 750590 MISCELLANEOUS TAXES & ASSESSME


NN90054 LAKE FOREST PARK FRANCHISE FEE 750590 MISCELLANEOUS TAXES & ASSESSME


TAXES - OTHER Total


TAXES - STATE N070201 STATES TAXES - SWF 750590 MISCELLANEOUS TAXES & ASSESSME


N070202 STATES TAXES - DWF 750510 TAXES-UTILITY BUSINESS & OCCUP


N070204 STATES TAXES - WF 750510 TAXES-UTILITY BUSINESS & OCCUP


TAXES - STATE Total


TAXES Total




Section 2 - Budget Adds with matching Rate Assumptions

This section lists the BIPS with Budget Rate Assumptions where the sum of the Budget Rate Assumption by Fund is in-balance with the sum of the BIP Item Details.
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Section 3 - BIPs with mismatched Rate Assumptions

This section lists the BIPS with Budget Rate Assumptions where the sum of the Budget Rate Assumptions by Fund does not balance with the sum of the BIP Item Details.

[image: image150.png]BIP Rate Assumptions
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Section 4 - BIPS with zero dollars and Rate Assumptions

This section lists the BIPS with Budget Rate Assumptions and no BIP Item Details exist.
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7.31.2 To-Be Process

N/A

 7.31.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR3100

		BP&F shall enable recording of Budget Rate Assumptions related to a Budget Issue Paper.

		A Budget Rate Assumption is optional for a Budget Issue Paper.

		Option 1



		BR3105

		BP&F shall generate the Budget Vs Rate Report upon request.

		Requestor will specify the desired budget (must be an Endorsed or Adopted Budget).

		Option 1





7.32 Hard & Soft Cost Assignments 

Project Delivery has developed cost estimating models based on Hard & Soft Cost classifications for infrastructure projects.  The table below details the valid Hard & Soft cost sub groupings: 

		Cost Group

		Cost Sub Group



		Hard Cost

		Construction Contracts



		

		Equipment & Materials



		

		Fleet



		

		Misc



		

		Other Misc



		

		Permits



		

		Property Acquisition



		

		Personnel Services



		Soft Cost

		Consultants



		

		Fleet



		

		Misc



		

		Personnel Services



		Other Cost

		Property Acquisition





7.32.1 Problem Statement & Desired Change

As part of validating the expenditure budget for infrastructure projects, BP&F should classify each expenditure budget item with its relevant Cost & Sub Cost Group designation. 

To assign the Hard & Soft cost groupings, BP&F will master a cross reference between G/L Account and Cost/ Sub Cost Groups.  A partial example is shown below:

		G/L Account

		Cost Group

		Cost Sub Group



		710710 – Vacations

		Soft Cost

		Personnel Services



		750550 – Licenses & Permits

		Hard Cost

		Permits



		760200 – Building

		Hard Cost

		Property Acquisition





There are a few override conditions for the Cost Group designation based on the Org ID and Resource Type as listed below:


1) Personnel Services are Soft except when its Org begins with WS6XXs (Field Ops & Maintenance) it will be categorized as "Hard" Costs.


2) Costs with the combination of WS423 (Material Lab) or WS433 (Land Survey) and RTypes C, T, or F - it will be categorized as "Hard" Costs.


3) Fleet costs (fleet sub-group) are "Hard" Costs when combined with a WS6XX org and an RType of C (Construction).

As SPU does not currently budget by Resource Type, exceptions 2 & 3 cannot be applied to budget dollars.  The budgeted costs will be categorized as ‘Soft Costs’ for exception #2 & #3.   Actual Expenditures do include Resource Type and FRM can be enhanced to incorporate all 3 exceptions.

Hard/Soft Cost Group Report

BP&F shall provide an on-request report that presents the requested Budget (Projected Cost, Spending Plan, Adopted Budget, etc) in hard/soft cost groups.

The following request criteria will be available:

· CIP Project Manager (Optional)

· Activity  (Optional)

· Budget (Required) (Ex:  2012 Adopted Budget or 2013 Endorsed Budget)

The report output will show the total amount by G/L Account, Cost Sub Group, Cost Group and Activity based on the request criteria as show in the example below:

[image: image152.png]Activity [Cost Group [Cost sub Group G/L Account Cost Amount
C123456 - Reservoir Upgrade Hard Cost |Construction Contracts 760400 - CONSTRUCTION CONTRACTS | § 10,293,455
Equipment & Materials 760580 - Other Equipment & Materials | § 12,285
Other Misc 750100 - Services InterGovernmental s 2,000
pen 750550  Licenses & Permits s 2,000
850100 - IF Land & Land Rights s 5,000
Property Acquisition 760100 - Land & Land Rights $ 1,000,000
[subtotal Hard Cost S 11,317,740
[soft Cost [Consultants 741190 - Services Professional & Technicall
$ 200,000
Fleet 743580 - MAINTENANCE VEHICLES s 90000
misc 730490 - Equipment Less than $5K s 123
Personnel services 710110 Salary & Wages S 900,000
[subtotal soft Cost s 110103
[subtotal for 123456 s nssom
133424 _Replace Mainline Hard Cost |Construction Contracts 760400 - CONSTRUCTION CONTRACTS | __ 400,000
Equipment & Materials 760580 - Other Equipment & Materials | 15,000
Other Misc 750100 - Services InterGovernmental s 90000
Permits 750550  Licenses & Permits s 3,000
Property Acquisition s B
[subtotal Hard Cost. s s03,000
[soft Cost [Consultants 741190 - Services Professional & Technicall
S 10,000
Fleet 743580 - MAINTENANCE VEHICLES s 3,500
misc 730490 - Equipment Less than $5K s 1,000
Personnel services 710110 Salary & Wages S 110000
[subtotal Soft Cost. s 150
[subtotal for C133444 S 632,500







7.32.2 To-Be Process

n/a

7.32.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR3270

		BP&F shall maintain G/L Account to Hard & Soft Cost and Sub Cost Group cross reference.

		

		Option 4



		BR3275

		BP&F shall assign the appropriate hard and soft cost designation to each Budget item based on G/L Account and Branch.

		

		Option 4



		BR3276

		BP&F shall apply a Cost Group override as defined in an exception table by Organization ID as listed below:


1) Personnel Services are Soft except when it's Org begins with WS6XXs (Field Ops & Maint.) it will be categorized as "Hard" Costs.


2) Costs with the combination of WS423 (Material Lab) or WS433 (Land Survey) and RTypes C, T, or F - it will be categorized as "Hard" Costs.


3) Fleet costs (fleet sub-group) are "Hard" Costs when combined with a WS6XX org and an RType of C (Construction).

		Exceptions that include a combination of ORG ID and Resource Type will not be supported in BP&F for budget dollars as Resource type is not used in budgeting.

		Option 4



		BR3280

		BP&F shall provide an on-request report of Activity Hard & Soft Cost Groups by G/L Account.

		The following request criteria will be available:


· CIP Project Manager (Optional)


· Activity  (Optional)


· Budget (Required) (Ex:  2012 Adopted Budget or 2013 Endorsed Budget)


The report output will summarize costs for the requested Budget by Activity, Cost Group, Cost Sub Group and G/L Account.

		Option 4





7.33 Budget Issue Papers

A Budget Issue Paper maintains the text explanation of any budget request submitted to the City Budget Office for inclusion in the Mayor’s budget.


Budget Issue Papers (BIPs) are required for certain types of budgets; Adopted Budget, Endorsed Budget, etc.  

A Budget Issue Paper is required for any differences between the proposed budget and the CBO baseline budget.  

7.33.1 Problem Statement & Desired Change

The determination of the CBO baseline budget varies by budget type.  For example, for the Endorsed Budget, the CBO baseline budget is the prior year’s Adopted Budget inflated with REM budget factors.  The CBO baseline budget is represented by the Budget Item.REM Amount.


Budget Issue Paper Tracking

BP&F shall maintain a history of all Budget Issue Papers (BIP).  

Each BIP will be described by a BIP Transaction Type; Change, Intra Dept Transfer, Inter Dept Transfer In or Inter Dept Transfer Out.  

Each BIP will be assigned to a status: Pending SPU Approval, Pending CBO Approval, Pending City Council Approval etc.


A BIP may encompass 2 different consecutive budgets with a portion of the overall dollars allocated to each budget year.  
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A BIP can include multiple funding sources.  For example, part of the BIP may come from the General Fund and part from an SPU source.  Each BIP will be comprised of one or more BIP Items that identifies the fund source.

A BIP Item may represent labor dollars in which case the BIP Item is additionally described by a Labor Transaction Type:


· Abrogate


· Add


· Change


· Reclassification


· Inter Dept Transfer In


· Inter Dept Transfer Out


· Intra Dept Transfer


Each BIP Item will cross reference the Budget Items covered by that BIP Item via a BIP Item Detail as shown below:
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Note - The BIP Item Detail will not include an amount field to explicitly identify the portion of the BIP Item being allocated to the Budget Item as this level of detail would place too great of administrative burden on the Budget Group.

BP&F will also provide these BIP related reports to support the budget process:


BIP Summary Report – Provides a list of all the BIPs for a Budget.

BIP Variance Report – Compares the recorded BIPs to budget changes to determine if there are any missing BIP’s.  

BIP Summary Report

As stated above, the BIP Summary Report provides a list of the existing BIPs for a budget.  To request a BIP Summary, the requestor will identify the desired budget.  The report output shown below will detail the BIP ID, Name and Explanation

[image: image155.png]Nbr of |Nbrof|  SPU CBO | Council
BIP__[BIP Name Positions| FTE | Request | Approved | Approved
SPU-106 [DWF - Street Sweeping for Water Quality 1 1 | $710.000 | $680.000 | $680.000
SPU402 [Shared - HR Support 2 1 | 580000 | 580000 | $80.000
SPU-506 |Shared - Sustainable Communities 5200,000 | 100,000 El
Grand Total E 0 | 990,000 | 860,000 | 760,000







BIP/Budget Variance Report


The CBO Baseline Budget will be recorded as a Budget Target.  The CBO Baseline Budget defines a dollar amount by fund and project type (O&M vs. CIP) as shown in the example below.  

BP&F shall summarize the budget items request amounts by Fund and Project Type to calculate the Proposed Budget amounts.  The Proposed Budget will be compared to the CBO Baseline Budget Target, if a difference exists, a BIP is required.  BP&F will then compare the existing BIP’s to the difference between the REM Baseline Budget & Proposed Budgets to determine if a BIP Variance exists as shown below.

[image: image156.png]BIP Variance Report
2011 Adopted Budget

Fund 08M Baseline Budget Proposed Budget_Proposed BIPs__ BIP Variance
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The Budget Group will manually review the existing BIP’s to determine what additional BIPS will be needed.


7.33.2 To-Be Process

n/a

7.33.3 Business Requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR3300

		BP&F shall provide a BIP Summary Report upon request.

		

		Option 1



		BR3305

		BP&F shall provide a BIP Variance Report upon request.

		

		Option 1



		BR3315

		BP&F shall allow authorized users to record unlimited Budget Issue Papers for a Budget.  

		

		Option 1



		BR3316

		BP&F shall require entry of BIP Funding Source for BIPS.  The sum of the BIP Funding Source entries must match the BIP Dept Request Amount.

		

		Option 1



		BR3317

		BP&F shall record the Budgets covered by a Budget Issue Papers

		A BIP may encompass more than one budget year.

		Option 1



		BR3318

		BP&F  shall maintain a BIP Status and BIP Status Type.

		

		Option 1



		BR3318

		BP&F  shall maintain the valid set of BIP Labor Transaction Types.

		

		Option 1



		BR3319

		BP&F shall reference the appropriate BIP Labor Transaction Type for any labor related BIP Items.

		

		Option 1



		BR3320

		BP&F shall maintain unlimited BIP Items for each BIP and each BIP Item will contain one or more BIP Item Details to reference the Budget Items included in the BIP.

		

		Option 1





8. System Requirements


8.1. Client & Navigation Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4000

		BP&F shall be web based application.

		URL is TBD.

		Core



		BR4005

		BP&F shall support multiple user sessions for the same user. 

		BP&F shall allow up to 3 user sessions at different locations.

		



		BR4010

		BP&F shall displays an unsaved changes prompt when navigating away from a screen.

		

		



		BR4015

		BP&F shall support single sign-on.

		

		Core



		BR4016

		BP&F shall provide menu or chrome navigation as appropriate.

		

		Core





8.2. Security Requirements


Sections 7.1 through 7.3 detail the user access requirements via the online interface.  The requirements below detail any backend security requirements

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4017

		DBA Group should implement access permissions to BP&F by table.  BP&F will contain sensitive Labor and budgeting data that should only be available to authorized IT personnel.

		

		Core





8.3. Audit Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4020

		BP&F shall provide full audit trail of all user entered changes (create, update & delete).  Audit trail should identify date & time of transaction, user and content of change plus an explanation of change.

		

		Core



		BR4030

		BP&F shall provide access to audit records as part of application.

		

		Core



		BR4035

		BP&F should provide an extract (report) of audit records based on user specified filter criteria.

		

		Core





8.4. System Availability 


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4040

		BP&F shall be available Mon – Sun 6am to 9pm .

		

		Core



		BR4050

		BP&F shall be available for extended periods upon request by Budget Group by coordinating with IT Division via a Service Request.

		

		Core





8.5. Service Level Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4300

		BP&F shall provide method to persist the system to protect against loss of data if a failure occurs.

		

		Core





8.6. Planned Downtime Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4340

		BP&F will be unavailable for on-line update from 9pm to 6am on a daily basis. 

		This will provide a window for systems backup and maintenance.

		Core



		BR4350

		BP&F shall be offline for extended periods upon request by the IT Division and approval from Budget Group 

		

		Core





8.7. Business Continuity Approach


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4360

		Download data to Excel and  work offline.

		

		





8.8. Capacity Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4370

		BP&F shall support 15 -300 concurrent online users.

		

		Core





8.9. Conversion


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4380

		BP&F shall on-board all budget data included in FRM from 1997 forward.

		Analysis type Group Code = ‘Budget’

		Core



		BR4385

		BP&F shall on-board all historical Spending Plan and Projected Cost Forecast available data from FRM.

		FRM includes O&M SPN and PRJ data from 2008 forward.  For CIP, FRM includes all SPN and PRJ data available from EPMS.

		Core



		BR4390

		BP&F shall on-board budget annotation (Notes) from the most recent year available in Budget Prep.

		Notes from the prior budget year are helpful as a starting point for the current year.

		Core



		BR4395

		BP&F shall on-board the DOF Project assignments in Budget Prep as a starting point for BP&F.

		Budget Prep maintains an Xref between DOF Project and Activity.  BP&F should use this data as a starting point for populating the DOF Project dimension and referencing the activities included in the DOF Project.

		Core





8.10. Data Storage and Retrieval Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4450

		BP&F shall maintain at least 25 years of budget and forecast data including multiple budget types and versions.

		

		Core





8.11. Reporting Standards


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4500

		BP&F shall clearly distinguish between a Variance and a Difference on all reports.

		

		Core



		BR4502

		BP&F shall display Variances as follows:


Negative variances in Red


Positive variances in Black

		A negative variance represents over spending while a positive variance represents under spending.

		Core



		BR4504

		BP&F shall display Difference as follows:


Negative differences in Red


Positive differences in Black

		A negative difference represents a reduction while a positive difference represents an increase.

		Core





9. Training Requirements


		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR4600

		Training & training material development will be outsourced to an external company.

		

		Core



		BR4605

		Training will be provided to all BP&F users that is tailored by user group:  Budget Analysts and Budget Managers.

		

		Core



		BR4610

		BP&F shall provide cell hover capability with user configured definition and instruction.

		

		Core



		BR4620

		BP&F shall maintain Data Dictionary and reference documentation.

		

		Core





10. FRM & EPMS System Enhancements

 This section documents the changes to FRM and EPMS that should be implemented to facilitate integration with BP&F.

FRM includes financial transaction data that is not sourced in Summit such as Projected Costs and Spending Plan.  For CIP, FRM has been integrating with EPMS to retrieve their version of this data.  For O&M, the Spending Plan and Projected Costs were manually input via excel data files.  


Going forward, FRM should be enhanced to integrate with BP&F to incorporate all Spending Plan & Projected Cost data.  As these Budget types are not input to Summit, there may be supporting financial elements that also require input to FRM.  For example, if a new Project is defined and included in a Projected Cost, that Project must be added to FRM or the Projected Cost amount will be assigned to the ‘Unknown’ Project.

To enable FRM to remain in-sync with BP&F, the following FRM enhancements will be required:

		Req ID

		Requirement Title

		Requirement Description/Reference

		Priority/Rank



		BR5000

		FRM shall be enhanced to incorporate new instances of Activity Fund Allocations created in BP&F if an Activity Fund Allocation does not exist in FRM.



		

		Core



		BR5002

		FRM shall be enhanced to on-board new Activities and Projects defined in BP&F and not established in Summit.

		

		Core



		BR5005

		BP&F project shall enhance FRM to incorporate new instances of Sub Fund Allocations created in BP&F if a Sub Fund Allocation does not exist in FRM.

		

		Core



		BR5010

		FRM shall be enhanced to include the assignment of Cost Group & Sub Group designations (i.e. Hard & Soft Costs) on the Project Resource Fact table.

		This will allow comparison of Budgeted Hard & Soft Costs to Actual Hard & Soft Costs.


FRM can share the following BP&F tables:


· Cost Group


· Cost Group LU


· Cost Group Org Exception LU


The Project Resource Fact table should be enhanced to include a reference (FK) to a Cost Group dimension. 

		Core



		BR5015

		FRM shall be enhanced to include Org & Resource Type Cost Group exceptions in the determination of Cost Group Assignments for all actual expenditures.

		The exception conditions for the Cost Group designation based on the Org ID and Resource Type are listed below:


1) Personnel Services are Soft except when its Org begins with WS6XXs (Field Ops & Maint.) it will be categorized as "Hard" Costs.


2) Costs with the combination of WS423 (Material Lab) or WS433 (Land Survey) and RTypes C, T, or F - it will be categorized as "Hard" Costs.


3) Fleet costs (fleet sub-group) are "Hard" Costs when combined with a WS6XX org and an RType of C (Construction).




		Core



		BR5020

		FRM shall be enhanced to include the assignment of REM Account and REM BCL/Program designations on the Project Resource Fact table.

		This will allow comparison of budget to actual expenditures by REM Account or REM BCL/Program.


FRM can share the Cost Group table and Account–to-Cost Group Xref table provided by BP&F.  The Project Resource Fact table should be enhanced to include a reference (FK) to the Cost Group dimension. 

		Core



		BR5025

		The FRM Project Resource Fact MV will be enhanced to include the Cost Group and REM references.

		

		Core



		BR5030

		FRM COGNOS Meta Data will be enhanced to display new dimensions and updates to the project resource fact and project resource fact MV tables.

		

		Core



		BR5040

		FRM shall be enhanced to on-board Spending Plan and Cost Projection data from BP&F.

		

		Core



		BR5050

		FRM shall be enhanced to on-board the Endorsed Budget from BP&F.  

		This will require creating a new Analysis Type of ‘END’.  The Endorsed Budget for a year should be input to Project Resource table. 

		Core



		BR5055

		FRM shall be enhanced to create reversing transactions for the Endorsed Budget when the Adopted Budget for the same fiscal year is input.

		

		Core



		BR5060

		EPMS shall be enhanced to ‘publish’ the Activity Fund and Sub Fund Splits in the  existing EPMS view: (epms_prjct_actvty_data_vw)

		This will enable use of the Activity Fund & Sub Fund splits from EPMS for new projects by both FRM and BP&F.

		Core



		BR5065

		EPMS shall be enhanced to publish the assigned DOF Project ID as part of the epms_prjct_actvty_data_vw

		

		Core
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What is the content of this – is it any different than a Budget Comparison?
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Project Mgr



BP&F



Org Resource Mgr



250.1 Yes



End



255.0 Send Email of Unfilled CIP Labor Request



250.0 Unsatisified CIP Labor Request ?



260.0 Activity Solution Determined



250.2 No



CIP PM will determine options and purse the best course.  The could mean cancelling the project, delaying the project, using contract resources rather than SPU staff, etc.
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Calculate Labor Assignments



BP&F



Triggered by Entry of a Activity Labor Day Allocation



18.0 Calc Fund  Activity Labor dollars



10.0 More Pay Steps Exist?



10.1 Yes



Start



20.0 Record Budget Item Detail



2.0 Funded Position?



2.1 Yes



2.2 No



4.1 Yes



25.0 Calc Position Amt based on 95% of Top Pay Step 



14.0 Calculate Labor Position Dollars



16.0 Calc Activity Labor Dollars



10.2 No



4.2 No



8.0 Calc Pay Step Amount 



End



4.0 Filled Positon?
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Allocate Labor Resources – continued Page 2



System Admin



Project Mgr



BP&F



Org Resource Mgr



116.0 Validate CIP Labor Allocations



120.0 New Labor Position Needed?



130.0 New Unapproved Labor Position Created



125.0 Email to Request New Position



120.1 Yes



132.0 Submits Position for approval



134.0 New Labor Position Approved?



120.2 No



140.0  O&M Activity Labor Allocations Input



150.0 Position Over/Under Allocation Identified



160.0 Overr Allocated Pocket?



170.0 Labor Position Over/Under Allctn Highlighted 



160.1 Yes



240.0 Calculates  Activity Labor  Dollars



160.2 No



Go to Step 140



230.0 Labor  Position Entries Complete?



230.1 Yes



230.2 No



Go to Step 250



Go to Step 140



180.0 Under Allocated Labor Position?



180.2 No



185.0 Employee on Sabbatical?



180.1 Yes



185.1 Yes



185.2 No



Go to Step 170



190.0 Calc Reduced Labor Budget Days



148.0 Labor Position Locked from Allcnt Assignment



200.0 Enter Labor Overrride Days



145.2 No



118.0 Allocate Remaining Labor Days to O&M



Go to Step 140



195.0 Email to Request Labor Override Days



145. Labor Position Approved?



145.1 Yes



136. Chg Status on Labor Position to Approved



134.1 Yes



Go to Step 140



138.0 Record Unapproved Labor Position Status



134.2 No



Go to End



137.0 Send Labor Position Approval Email



139.0 Send Labor Position Denial Email



Go to Step 180
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Calculate Baseline Budget



BP&F



45.0 Summarize Starting Pt w/o Fund



52.0 Apply Applicable Budget Formula



55.0 Apply Current Fund Allocation



20.0 Determine Budget Item Hierarchies



5.2 No



10.0 Different Budget Interval?



10.2 No



15.0 Re-calc Starting Point 



10.1 Yes



5.0 Starting Pt Same Year?



Go to Step 5



25.2 No



50.0 Summarize Starting Pt by Year



40.0 Exclude Predecessor G/L Account Staring Point



Start



5.1 Yes



End



Steps 5-60 would be repeated for each Starting Point 



1.0 Retrieve All Starting Point Amounts



25.1 Yes



30.0 Calc Dependent G/L Accounts



17.0 Starting Pt Have G/L Acct?



25.0 All Predecessor G/L Complete?



17.1 Yes



19.0 Prorate Starting Pt by 
G/L Account



17.2 No



51.0 Starting Pt Have G/L Acct?



51.1 Yes



60.0 Determine St Pt G/L Acct 



51.2 No



53.0 Monthly Alctns Needed?



53.1 Yes



54.0 Determine Monthly Allocation 



53.2 No



22.0 Record Budget Item



Go to Step 20
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Create Budget Request – page 3



BDM	



BP&F



Budget Manager



240.1 No



242.0 Budget Dtl entered?



240.0 Note entered?



237.0 Allocate Request by Fund



220.0 Month Allocation Needed?



220.1 Yes



227.0 Allocate Request by Month



Go to Step 235



240.2 Yes



210.0 Determine Budget Item



235.0 Fund Supplied?



Required Data Elements 
Request Type
Activity
Account
Org
Amount

Optional Data Elements:
Month



235.1 No



214.0 Required Data Entered?



225.0 Monthly Amount Supplied?



225.1 No



225.2 Yes



214.2 Yes



235.2 Yes



241.0 Display Error Msg Requiring Annotation



244.1 Yes



244.2 No



Go to Step 265



247.2 No



Go to End



255.0 Record Budget Detail



243.0 Budget Item Detail Required?



250.0 Create/Budget Item



260.0 Record Annotation



Go to Step 247



244.0 Display Error Msg Requiring Budget Detail



Go to End



242.1 No



242.2 Yes



248.0 Display Error Msg Requiring G/L Program



Go to End



Go to End



Go to Step 240



Go to Step 235



220.2 No



247.1 Yes



247.0 Manual Entry of G/L Pgm Needed?



212.0 Submit Budget Item 



215.0 Display Error Msg Req Data Missing



214.1 No



245.0 Budget Dtl In Sync with Bud Item?



245.1 Yes



246.0 Display Error Msg Budget Dtl Out-of-Bal



245.2 No
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Approve Budget Request – Page 5



Budget Mgr



BDM	



BP&F



Budget Group



340.0 Another Rvwr Approval Exists?



320.0 Send Email for BDM Review



335.2 No



End



Go to Step 320



330.0
Record BDM Request Result



325.0 Review Budget Rqst



335.1 Yes



335.0 Rvwr Approved?



335.1 Yes



Go to Step 267



335.2 No
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Request Budget Journal Entry



Budget Group



BP&F



Start



1.0 Request Budget JE for Budget



10.0 Budget Approved?



15.0 Display Error Msg – Budget Must be Approved



10.1 No



End



10.2 Yes



20.0 Validate Financial Instances in Summit



25.0 Missing Summit Entries?



25.1 Yes



30.0 Generate Budget Grp Email w/Missing Entries



35.0 Display Error Msg – Summit Entries Missing



40.0 Generate Summit JE by Analysis Type



25.2 No



45.0 Set Budget JE Flag = Y



5.0 Budget JE Created?



5.2 No



8.0 Display Error Msg, JE Already Created



5.1 Yes



Go to End
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Approve Budget Request – Page 4



Budget Group



BP&F



BDM	



265.1 Yes



270.0 Review Budget Request



Budget Mgr



Budget Group approval needed except
A. Budget is not Private
B. Budget is a What if Version
C. Budget Item not created by System Admin or Budget Group



280.0
Record Bud Mgr Request Approval



310.0 Approved by Budget Grp?



290.0 Send Email for Budget Grp Review



265.2 No



266.0 Budget Mgr Approval Pending?



Go to End



266.1 No



265.0 Budget Request  Approval Needed?



266.2 Yes



300.0 Review Budget Rqst



305.0
Record Bud Grp Approval Result



Go to Step 268



310.2 No



Go to Step 320



315.0
Record Additional Request Approval(s)



310.1 Yes



267.0
Delete Pending Budget Approval Requests



275.0 Budget Request Approved by Budget Mgr



268.0
Generate Budget Mgr Approval Requests



Go Step 75



275.2 No



275.1 Yes
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Approve Budget Request



Budget Manager



BP&F



55.0 Filter Budget Items by Activity



15.0 Select Desired Budget



Start



75.0 Review  Budget Request



5.0 Retrieve Allowable Budget Type Budgets



1.0 Request Available Budgets



10.0 Exclude Private Budgets Not Created by Requesting User



12.0 Present User’s Available Budgets



30.0 Mark Locked Budget Items as Read Only 



70.0 Display Stewarded Budget Items



Go to Step 55



Go to Step 100



25.0 Mark all  Budget Items as Read Only 



20.0 User Access to Budget Status?



20.1 No



20.2 Yes



40.0 Mark Budget Items for Restricted Accts as Read Only



60.0 User Note Type Restrictions?



60.2



65.0 Hide Budget Items Annotations



60.1 Yes



80.0 Approved Budget Request?



80.2 No



Go to Step 280



80.1 Yes
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Approve Budget Request – page 2



Budget Manager



102.0 Enter Revised Budget Amt



100.0 Chg Existing Budget Item?



100.1 Yes



BP&F



150.0 Note Required?



155.0 Display Error Msg Requiring Annotation



110.0 Note entered?



110.2 No



Go to End



140.0 Detail Required?



120.0 Budget Dtl entered?



120.2 No



135.0 Update Budget Item Annotation



110.1 Yes



150.1 Yes



130. Update Budget Detail



120.1 Yes



125.0 Update Budget Item



145.0 Display Error Msg Requiring Budget Detail



140.1 Yes



140.2 No



Go to Step 120



150.2 No



Budget Manager can either revise an existing budget item or create a new item



122.0 Budget Dtl In Sync with Budget Item?



122.1 Yes



137.0 Display Error Msg Out-of-Bal Budget Dtl



122.2 No



Go to End



104.0 Highlight Excess Budget Requests



Go to Step 210



100.2 No



106.0 Request Type Entered?



106.1 Yes



108.0 Display Error Msg Request Type Required



106.2 No



Go to End



Go to Step 265
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Maintain Budget Factors



End



Start



2.0 REM Inflators Published



16.0 Revise Existing Factor Value



12.0 New Factor Value?



8.0 Define New Factor Type



6.1 Yes



10.0 Record New Budget Factor Value



4.0 SPU Inflators Determined



6.2 No



14.0 End Existing Factor Value



6.0 New Factor Type?



12.1 Yes



12.2 No



BP&F



CBO



BP&F System Admin
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Budget Item D
$1000



Budget Item E
$50



Additional Budget Item



2012 Adopted Budget
As of May 2011



Budget Item A
REM:       $100 
Baseline: $100
Request: $100



Budget Item B
REM:       $50 
Baseline: $50
Request: $50



Budget Item C
REM:       $200 
Baseline: $200
Request: $250



2012 
Endorsed Budget
As of July 2010
 



Budget Item B
Baseline: $60
 Request:  $50



Budget Item C
Baseline:  $200
Request  $200



Budget Item A
Baseline: $80
Request: $100



2012 Projected Cost Plan 
As of May 2011
 



Budget Item A
:$100



Budget Item B
 $50



Budget Item C
$250



Budget Item D
REM:       $0
Baseline: $0
Request: $1000



Budget Item E
REM:       $0
Baseline: $0
Request: $50



Additional Budget Item



Budget Item



Budget Item



Request Amount Override



Budget Item



Example - Creating Adopted Budget from Endorsed Budget with Projected Cost Plan Starting Point.



REM & Baseline Basis



Request Basis
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Create Budget 



Budget Group



BP&F



Start



5.0 Deter Budget Starting Pts 



20.0 Calculate Baseline Budget
(Section 7.11)



22.0 BIP Xfer Required?



22.2 No



Budget would now be available for Cost Center Mgr Budget Requests.  Section 7.12 Has Detailed Process Flow for Revising and Adding Budget Requests



12.0 Starting Pt Fiscal Yr Greater Than Budget Yr?



12.2 No



14.0 Display Error Msg Budget Starting Pt Invalid



12.1 Yes



37.0 Request Budget Status Update



23.0 Xfer BIPS



22.1 Yes



30.0 Baseline Corrections Needed?



25.0 Review Initial Budget Baseline 



40.0 Update Budget Status



30.2 No



35.0 Baseline Corrections Made



30.1 Yes



50,0 Email Notification to Submit Budget Requests



End



15.0 Create Budget



45.0 Default Budget Request to Baseline Amt



10.0 Request Budget Creation
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Calc Org Vacancy Rate



Start



10.0 Active Orgs Identified



20.0 Assign Dept Vacancy Rate



60.0 Org Vacancy Factors Revised 



End



15.1 Yes



50.0 Org Vacancy Calc Approved?



50.1 Yes



1.0 New Calendar Year Trigger Org Vacancy Rate Calculation 



15.0 New Org?



15.2 No



70.0 Calc Org Vacancy Rate



25.0 Record New Budget Factor Value



BP&F System Admin



30.0 Org Vacancy Calc Complete for All Orgs ?



30.1 Yes



7.2 No



45.0 Org Vacancy PCT Rvwd



BP&F



50.2 No



5.0 Calc Dept Org Vacancy Rate
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On-Board Financial Source Data



2.0 Source System Refresh Process Completes



Start



8.0 New Source Data Instance?



Go to Step 18



10.0 Add New Data Instance



24.0 Update Data Instance



6.0 Compare BP&F to Source System Data 



22.0 Changed Data Instance



8.1 Yes



8.2 No



22.2 No



22.1 Yes



18.0 More Comparison Records?



End



16.2 No



4.0 BP&F Source Data Refresh Triggered



16.1 Yes



Source System



BP&F



12.0 Unknown Default Email Required?



12.2 No



System Admin



Go to Step 18



14.0 Unknown Data Value Notification



12.1 Yes



16.0 Unknown Value Manually Corrected
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Maintain Labor Position Data



2.0 Source System Refresh Process Completes



Start



8.0 New Labor Position?



Go to End



10.0 Add New Labor Position & Pay Steps



22.0 Update Labor Position & Pay Steps



6.0 Compare BP&F to HR Source Data



20.0 Labor Position Revised?



24.0 Labor Chg Notification 
Required?



24.2 No



8.1 Yes



8.2 No



20.2 No



20.1 Yes



34.0 More Comparison Records?



End



24.1 Yes



34.2 No



4.0 BP&F Source Data Refresh Triggered



34.1 Yes



26.0 Email Notification of Labor Chg



28.0 Determine Labor Action



Source System



32.0 Labor Budget Updated



5.0 Refresh Union Codes



BP&F



Go to Step 24



Budget Group



Most Likely SPU HRIS



30.0 Labor Budget Chg 
Required?



30.1 Yes



Go to End



30.2 No



Go to Step 34
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2.0 Define Budget Type



Start



18.0 Define Budget Type Statuses



End



22.0 Budget Type Have Monthly Allocation?



6.0 Delete Budget Type Request?



22.2 No



24.0 Define Budget Allctn Method



22.1 Yes



4.0 Maintain Budget Type



20.0 Record Budget Type Status



26.0 Record Budget Allocation Method



8.0 Budget Exist for Budget Type?



6.1 Yes



10.0 Delete Request Denied



8.1 Yes



Go to End



14.0 New Budget Type?



6.2 No



14.2 No



14.1 Yes



16.0 Create New Budget type



12.0 Delete Budget Type 



BP&F



BP&F Admin



8.2 No



Go to End



Go to Step 18



17.0 Budget Type Updated



30.0 Budget Type Have Required G/L acct Detail?



30.2 No



32.0 Deter Budget Dtl Accts



30.1 Yes



Go to End



34.0 Record Budget Detail Required
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Note:  This contract indicates all terms and conditions required by Seattle. All submitting companies agree to this contract, terms and conditions. 


City of Seattle


CONTRACT FOR BUDGETING, PLANNING & FORCASTING


 SOFTWARE IMPLEMENTATION

This Contract is made effective _______ (the “Effective Date”), and entered into by and between the City of Seattle (“Seattle”), a Washington municipal corporation; and ________________ (“Contractor”), a corporation of the State of _______, and authorized to do business in the State of Washington.


		Contractor Business

		



		Name of Representative

		



		Contractor Address

		



		Contractor Phone

		



		Contractor Fax

		



		Contractor E-mail

		





WHEREAS, the purpose of this contract is to ________; and


WHEREAS, Contractor was selected  as a result of a Request for Proposal process initiated _______2011  as required by Seattle Municipal Code since costs are anticipated to exceed $44,000 in value; and


WHEREAS, funds for this purpose are authorized through City of Seattle annual budget;


NOW, THEREFORE, in consideration of the terms, conditions, covenants, and performance of the scope of work contained herein, as attached and made a part hereof, Seattle and Contractor mutually agree as follows: 

1. Entire Agreement:  This Contract, including all attachments, amendments and subsequently issued change notices, comprises the entire agreement between Seattle and the Contractor.  The Request for Proposal (“RFP”), Addenda, and Contractor’s Proposal are explicitly included as Attachments.  Where there are conflicts between these documents, the controlling document will first be this Contract as amended, then the Contractor’s proposal, the RFP and Addenda.


2. Term of Contract.  


This contract shall be for five (5) years, with two extensions allowed, at two-years each.  Such extensions shall be automatic, and shall go into effect with or without written confirmation from the City to the Contractor, unless the City provides the Contractor advance notice of the intention to not renew.  Such notice shall be given prior to the otherwise automatic renewal date. 


3. Time of Beginning and Completion 

Contractor shall begin the work stated in the "Scope of Work" (“work”) section upon receipt of written notice to proceed from Seattle.  Seattle will acknowledge in writing when work is complete.   Time limits established pursuant to this Contract shall not be extended because of delays for which Contractor is responsible, but may be extended by Seattle, in writing, for its convenience or for conditions beyond Contractor’s control.  Time is of the essence.

4. Scope of Work.

Contractor shall provide the following products and/or services as specified below and/or as attached.  These services shall be termed “work” herein.  

5. Payment/Payment Procedures.  

Seattle agrees to compensate as specified herein or attached, in consideration of acceptable Contractor performance.  Payment shall only be made for services performed and/or product delivered, after receipt, review and authorization by the City.  Such payment shall be paid according to early payment discount terms, or if no early payment discount is offered, thirty (30) days after the City’s receipt and acceptance of the goods or completion and acceptance of the services. Payment periods will be computed from either the date of delivery an acceptance of all goods ordered, the acceptance by the City of completion of all services, or the date of receipt of a correct invoice, whichever date is later. This section is not intended to restrict partial payments that are specified in the contract.   All dollars referenced in this Contract and attachments are US Dollars.


6. Invoices.

Invoices must show a breakdown of services or products provided and price for each. Invoices must specify the Name and Phone Number of the City employee that placed the order. The Vendor is required to prominently print the City Contract Number on the Invoice.

Invoices for work that requires Prevailing wages must include a statement that the Vendor certifies that prevailing wages have been paid by both the vendor and any applicable subcontractors.

7. Taxes, Fees and Licenses.


A. Fees and Licenses:  Contractor shall pay for and maintain in a current status, any license fees, assessments, permit charges, etc., which are necessary for contract performance.  It is the Contractor’s sole responsibility to monitor and determine any changes or the enactment of any subsequent requirements for said fees, assessments, or charges and to immediately comply with said changes during the entire term of this Contract. Contractor must pay all custom duties, brokerage or import fees where applicable as part of the contract price.  Contractor shall take all necessary actions to ensure that materials or equipment purchased are expedited through customs.  


B. Taxes:  Where required by state statute, ordinance or regulation, Contractor shall pay for and maintain in current status all taxes that are necessary for contract performance.  Unless otherwise indicated, Seattle agrees to pay State of Washington sales or use taxes on all applicable consumer services and materials purchased.  No charge by the Contractor shall be made for federal excise taxes and Seattle agrees to furnish Contractor with an exemption certificate where appropriate.  

C. Withholding payment for taxes/business license fees due the City of Seattle:  If specified by Seattle Municipal Code the Director of the Department of Executive Administration may withhold payment due a City contractor pending satisfactory resolution of unpaid taxes and fees due the City.


D. Supplier is to calculate and enter the appropriate Washington State and local sales tax on the invoice.  Tax is to be computed on new items after deduction of any trade-in, in accordance with WAC 458-20-247. 


8. Pricing.

Pricing shall be subject to the following terms.  These are in addition to annual Prevailing Wage adjustments instructions when required that are specified elsewhere within this solicitation.  The Buyer may exempt these requirements for extraordinary conditions that could not have been known by either party at the time of bid or other circumstances beyond the control of both parties, as determined in the opinion of the Buyer. 


Requests for Price Decreases:  Requests that reduce pricing charged to the City may be delivered to the City Purchasing Buyer at any time during the contract period.  Such price reductions should use the same pricing structure as the original contract (i.e. discounts below list, mark-up above, fixed price, or hourly rates). The City may likewise initiate a request to the vendor for price reductions, subject to mutual agreement of the vendor.  

Requests for Price Increases must be delivered to the City Purchasing Buyer in accordance to the rules below.  No other employee may accept a rate increase request on behalf of the City.  Any invoice that is sent to the City with pricing above that specified by the City in writing within this Contract or specified within an official written change issued by City Purchasing to this contract, shall be invalid.  Payment of an erroneous invoice does not constitute acceptance of the erroneous pricing, and the City would seek reimbursement of the overpayment or would withhold such overpayment from future invoices.


1. Discount from Manufacturer List Pricing:  The City will not accept requests to change discount rates below Manufacturer List prices or mark-up above wholesale, except for those that are more favorable to the City than the original contract.  As manufacturer list prices change, the net price to the City will automatically change in the same percentage as the discount rate to the City.  

2. One-time Purchase Order Prices:  If the Bid is for a one-time purchase, pricing shall be firm and fixed for that purchase, and shall not be subject to requests for price increases by the Vendor.  With this said, the Vendor may submit requests to reduce and decrease the price.


3. Hourly Rates or Service Pricing:  For multi-year contracts that provide services.  The vendor may submit a price reduction that implements a lower and more favorable cost to the City at anytime during the contract. Vendor requests for rate increases must be no sooner than two years after contract signature, are at the discretion of the Buyer; and must be:


a. The direct result of increases to wage rates and do not exceed the CPI Index or other appropriate service rate index agreed upon between the Buyer and the Vendor. 


b. Incurred after contract commencement date.  


c. Not produce a higher profit margin than that on the original contract.


d. Clearly identify the service titles and the hours of service performed if specified within the contract and the before and after wage rates for such titles.


e. Be filed with Buyer a minimum of 90 calendar days before the effective date of proposed increase.


f. Be accompanied by detailed documentation acceptable to the Buyer sufficient to warrant the increase.  


g. The United States published indices such as the Consumer Price Index or other government data may be referenced to help substantiate the Vendor’s documentation.  A link to the CPI Data is available at http://data.bls.gov/PDQ/outside.jsp?survey=wp.


h. The Adjustment (if any) shall remain firm and fixed for at least 365 days after the effective date of the adjustment.


i. Should not deviate from the original contract pricing scheme/methodology


4. Fixed Product Pricing:  For product and supply contracts that provide on-going, multiple year supply.  The Vendor may submit notice of a price reduction that provides more favorable and lower prices to the City, at any time during the contract.  Requests by the Vendor to increase pricing shall be no sooner than two years after the execution of the contract, are at the discretion of the Buyer; and must also be: 


a. The direct result of increases at the manufacturer's level (or if Vendor is a supplier of a raw material delivered directly to the City such as cement or soil, the increase must be verified at the supplier level). 


b. Incurred after contract commencement date.  


c. Not produce a higher profit margin than that on the original contract.


d. Clearly identify the items impacted by the increase.


e. Be filed with Buyer a minimum of 90 calendar days before the effective date of proposed increase.


f. Be accompanied by detailed documentation acceptable to the Buyer sufficient to warrant the increase.  


g. The United States published indices such as the Producer Price Index or other government data may be referenced to help substantiate the Vendor’s documentation.  A link to the PPI Commodity Data is available at http://data.bls.gov/PDQ/outside.jsp?survey=wp.


h. The Adjustment (if any) shall remain firm and fixed for at least 365 days after the effective date of the adjustment.


i. Should not deviate from the original contract pricing scheme/methodology.


9. Cost Reductions.


Any cost reductions to the Vendor, such as rebates or “specials”, shall be reflected in a reduction of the contract price effective immediately.  Seattle will not be bound by prices contained in an invoice that are higher than those in the contract.  Unless the higher price has been accepted by the City and the contract amended, the invoice may be rejected and returned to the Vendor for corrections.   


10. Invoicing.

The Vendor is required to provide a method for tracking the cost of the item to the City, with the City discount calculation displayed so that pricing discounts can be easily tracked and verified by the City with each invoice.  Each invoice to the City shall specify the “Manufacturers Current List Price,” the discount rate that the City receives, and the final net cost to the City.  

11.  Travel and Direct Charges.

If the specifications and scope of work indicated specific travel that is to be compensated by the City, the following limitations on such compensation shall apply.  If no travel or direct charges are specifically identified and allowed for in the specifications and scope of work, then the City shall provide no such reimbursement.  

· City will reimburse the Contractor at actual cost for expenditures that are pre-approved by the City in writing and are necessary and directly applicable to the work required by this Contract provided that similar direct project costs related to the contracts of other clients are consistently accounted for in a like manner.  Such direct project costs may not be charged as part of overhead expenses.  Direct charges may include, but are not limited to the following items: travel, printing, long distance telephone, supplies, computer charges, and fees of subconsultants or subcontractors.


· The billing for direct expenses specifically identifiable with this project shall be an itemized listing of the charges supported by copies of the original bills, invoices, expense accounts, subconsultant/subcontractor paid invoices, and other supporting documents used by the Contractor to generate invoice(s) to the City.  The original supporting documents shall be available to the City for inspection upon request.  All charges must be necessary for the services provided under this Contract.


· The City will reimburse the actual cost for travel expenses incurred as evidenced by copies of receipts supporting such travel expenses, and in accordance with the City of Seattle Travel Policy, details of which can be provided upon request.  


· Airfare: Airfare will be reimbursed at the actual cost of the airline ticket.  The City will reimburse for Economy or Coach Fare only.  Receipts detailing each airfare are required.


· Meals:  Meals will be reimbursed at the Federal Per Diem daily rate for the city in which the work is performed and do not require receipts or additional documentation.  The City will not reimburse for alcohol at any time.


· Lodging:  Lodging will be reimbursed at actual cost incurred up to a maximum of the published Runzheimer Cost Index for the city in which the work was performed.  Receipts detailing each day / night lodging are required.  The City will reimburse at the single occupancy rate.  As an alternative, lodging billed at the published Federal Per Diem daily rate for the city in which the work is performed does not require receipts or additional documentation.  In this case, the invoice needs to state that "the lodging is being billed at the Federal Per Diem daily rate."


· Vehicle mileage:  Vehicle mileage will be reimbursed at the Federal Internal Revenue Service Standard Business Mileage Rate in affect at the time the mileage expense is incurred (currently that rate is 48.5 cents per mile.)


· Rental Car: Rental car expenses will be reimbursed at the actual cost of the rental.  Rental car receipts are required for all rental car expenses (the City will only pay for the rental of "Compact" vehicles unless three or more persons are sharing one vehicle in which case a "Mid-sized" vehicle rental is acceptable).


· Miscellaneous Travel (e.g. parking, gas, taxi, shuttle, tolls, ferry fees, etc.):  Miscellaneous travel expenses will be reimbursed at the actual cost incurred.  Receipts are required for each expense of $10.00 or more.


· Miscellaneous other business expenses (e.g. printing, photo development, binding): Other miscellaneous business expenses will be reimbursed at the actual cost incurred.  Receipts are required for all miscellaneous expenses that are billed.


· Subcontractor: Subcontractor expenses will be reimbursed at the actual cost incurred.  Copies of all subcontractor invoices that are rebilled to the City are required.


12. Delivery.


Except when instructed otherwise, delivery must be made during normal work hours and within timeframes proposed by Contractor herein and as accepted by Seattle.  Failure to comply may subject Contractor to non-delivery assessment charges and/or damages as appropriate.  Seattle reserves the right to refuse shipment when delivered before or after normal working hours.  Contractor shall verify specific working hours of offices and so instruct carrier(s) to deliver accordingly.  The acceptance by Seattle of late performance without objection or reservation shall not waive the right of Seattle to claim damages for such breach, nor preclude Seattle from pursuing any other remedy provided herein, including termination, nor constitute a waiver of the requirements for the timely performance of any obligation remaining to be performed by Contractor.  All deliveries are to be made to the applicable delivery location in accordance with Interstate Commerce Commission rules or as indicated in Purchase Order.  When applicable, Contractor shall take necessary actions to safeguard items during inclement weather.


13. Identification.


All invoices, packing slips, packages, instruction manuals, correspondence, shipping notices, shipping containers, and other written documents affecting this contract shall be identified by the applicable purchase order number.  Packing lists shall be enclosed with each shipment, indicating the contents therein. 


14. Charges for handling.


No charges will be allowed for handling that includes but is not limited to packing, wrapping, bags, containers, or reels, unless otherwise stated herein.


15. Contract Notices, Deliverable Materials and Invoices Delivery

The City of Seattle agent for Contract changes shall be the City of Seattle Buyer named below, hereinafter referred to as “Buyer.”  Contract notices such as change requests, shall be delivered to the Buyer at the following addresses (or such other address as either party may designate in writing):


If delivered by the U.S. Postal Service, it must be addressed to:
 

“buyers name”
 

City of Seattle Purchasing and Contracting Services 


PO Box 94687


Seattle, WA  98124-4687

If delivered by other than the U.S. Postal Service, it must be addressed to:
 

“buyers name”
 

City of Seattle Purchasing and Contracting Services 





Seattle Municipal Tower




700 5th Ave., #4112


Seattle, WA  98104-5042


Phone:


Fax:


E-Mail:


       
Project work, invoices and communications shall be delivered to the City Project Manager: 




City of Seattle, Department of …..




Attention:





Address





Phone


16. Representations. 


Contractor represents and warrants that it has the requisite training, skill and experience necessary to provide Work and is appropriately accredited and licensed by all applicable agencies and governmental entities.


17. Warranties.


Contractor warrants that all materials, equipment, and/or services provided under this Contract shall be fit for the purpose(s) for which intended, for merchantability, are properly package, proper instructions and warnings are supplied, that all goods comply with applicable safety and health standards, that an MSDS Sheet is supplied as required by law, and that products or services conform to the requirements and specifications herein.  Acceptance of any service and inspection incidental thereto by Seattle shall not alter or affect the obligations of the Contractor or the rights of Seattle.

The Vendor shall warrant all materials and workmanship delivered under any resulting contract to be free from defects, damage or failure for any reason whatsoever which the City may reasonably determine is the responsibility of the Vendor, for a minimum of ninety (90) days after the date of final acceptance and without cost to the City for labor, materials, parts, installation or any other costs except where longer periods of warranty of guarantees are specified.

18. Independent Contractor.   


It is the intention and understanding of the Parties that Contractor shall be an independent contractor and that Seattle shall be neither liable for nor obligated to pay sick leave, vacation pay or any other benefit of employment, nor to pay any social security or other tax that may arise as an incident of employment.  The Contractor shall pay all income and other taxes as due.  Industrial or other insurance that is purchased for the benefit of the Contractor shall not be deemed to convert this Contract to an employment contract.  It is recognized that Contractor may or will be performing work during the term for other parties and that Seattle is not the exclusive user of the services that Contractor provides.


19. Inspection.



The Work shall be subject, at all times, to inspection by and with approval of Seattle, but the making (or failure or delay in making) such inspection or approval shall not relieve Contractor of responsibility for performance of the Work in accordance with this Contract, notwithstanding Seattle’s knowledge of defective or noncomplying performance, its substantiality or the ease of its discovery.  Contractor shall provide sufficient, safe, and proper facilities and equipment for such inspection and free access to such facilities.


20. Title, Risk of Loss, Freight, Overages or Underages.

Title of goods received under this contract shall remain with the Contractor until they are delivered to the address specified, at which time title passes to Seattle. Regardless of FOB point, Contractor agrees to bear all risks of loss, injury, or destruction of goods and materials ordered herein which occur prior to delivery and acceptance.  Such loss, injury, or destruction shall not release Contractor from any obligations under.  Prices include freight prepaid and allowed.  Contractor assumes the risk of every increase, and receives the benefit of every decrease, in delivery rates and charges.  Shipments shall correspond with the Contract; any unauthorized advance or excess shipment is returnable at Contractor’s expense.

21. Performance.


Acceptance by Seattle of unsatisfactory performance with or without objection or reservation shall not waive the right to claim damage for breach, or terminate the contract, nor constitute a waiver of requirements for satisfactory performance of any obligation remaining to be performed by Contractor.


22. Affirmative Efforts for Utilization of Women and Minority Subcontracting and Employment, Non discrimination in providing services

A. Employment Actions:  Contractor shall not discriminate against any employee or applicant for employment because of race, religion, creed, age, color, sex, marital status, sexual orientation, gender identity, political ideology, ancestry, national origin, or the presence of any sensory, mental or physical handicap, unless based upon a bona fide occupational qualification.  Contractor shall take affirmative action to ensure that applicants are employed, and that employees are treated during employment, without regard to their creed, religion, race, age, color, sex, national origin, marital status, political ideology, ancestry, sexual orientation, gender identity, or the presence of any sensory, mental or physical handicap.  Such action shall include, but not be limited to employment, upgrading, promotion, demotion, or transfer; recruitment or recruitment advertising, layoff or termination, rates of pay, or other forms of compensation and selection for training.  


B. In accordance with Seattle Municipal Code Chapter 20.42, Contractor shall actively solicit the employment and subcontracting of women and minority group members when necessary and commercially useful for purposes of fulfilling the scope of work required for this Contract.  Contractors shall actively solicit subcontracting bids from subcontractors as needed to perform the work of this contract, from qualified, available and capable women and minority businesses.  Contractors shall consider the grant of subcontracts to women and minority bidders on the basis of substantially equal proposes in the light most favorable to women and minority businesses.  At the request of Seattle, Contractor shall promptly furnish evidence of the Contractor’s compliance with these requirements.


C. If upon investigation, the Director of Executive Administration finds probable cause to believe that the Contractor has failed to comply with the requirements of this Section, the Contractor shall notified in writing.  The Director of Executive Administration shall give Contractor an opportunity to be heard, after ten calendar days’ notice.  If, after the Contractor’s opportunity to be heard, the Director of Executive Administration still finds probable cause, s/he may suspend the Contract and/or withhold any funds due or to become due to the Contractor, pending compliance by the Contractor with the requirements of this Section.


D. Any violation of the mandatory requirements of this Section, or a violation of Seattle Municipal Code Chapter 14.04 (Fair Employment Practices), Chapter 14.10 (Fair Contracting Practices), Chapter 20.45 (City Contracts – Non-Discrimination in Benefits), or other local, state, or federal non-discrimination laws, shall be a material of contract for which the Contractor may be subject to damages and sanctions provided for by the Vendor Contract and by applicable law.   In the event the Contractor is in violation of this Section shall be subject to debarment from City contracting activities in accordance with Seattle Municipal Code Section 20.70 (Debarment).


23. Equal Employment Opportunity.  

All Contractors must comply with federal Executive Order 11246, “Equal Employment Opportunity,” as amended by Executive Order 11375, “Amending Executive Order 11246 Relating to Equal Employment Opportunity,” and as supplemented by regulations at 41 CFR part 60, “Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of Labor.:

24. Civil Rights Act Title VI.

 The Contractor must comply with the provisions of the Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d et seq.).  The law provides that no person in the United States shall, on the grounds of race, color or national origin, be denied the benefits of, be excluded from participation in, or be subjected to, discrimination under any program or activity receiving federal financial assistance.

25. Equal Benefits. 


Compliance with SMC Ch. 20.45: The Contractor shall comply with the requirements of SMC Ch. 20.45 and Equal Benefits Program Rules implementing such requirements, under which the Contractor is obligated to provide the same or equivalent benefits (“equal benefits”) to its employees with domestic partners as the Contractor provides to its employees with spouses.  At Seattle’s request, the Contractor shall provide complete information and verification of the Contractor’s compliance with SMC Ch. 20.45.   Failure to cooperate with such a request shall constitute a material breach of this Contract.  (For further information about SMC Ch. 20.45 and the Equal Benefits Program Rules call (206) 684-0430 or review information at http://cityofseattle.net/contract/equalbenefits/.)


Remedies for Violations of SMC Ch. 20.45:  Any violation of this Section shall be a material breach of Contract for which the City may:


A. Require Contractor to pay actual damages for each day that the Contractor is in violation of SMC Ch. 20.45 during the term of the Contract; or


B. Terminate the Contract; or 


C. Disqualify Contractor from bidding on or being awarded a City contract for a period of up to five (5) years; or


D. Impose such other remedies as specifically provided for in SMC Ch. 20.45 and the Equal Benefits Program Rules promulgated thereunder.


26. Publicity.  


No news release, advertisement, promotional material, tour, or demonstration related to Seattle’s 
purchase or use of the Contractor’s product or services performed pursuant to this Contract shall be 
produced, distributed, or take place, without the prior, specific written approval of the City’s Project 
Manager or his/her designee.


27. Proprietary and Confidential Information


1.  Contractor understands that any records (including but not limited to bid or proposal submittals, the Agreement,  and any other contract materials) it submits to the City, or that are used by the City even if the Contractor possesses the records, are public records under Washington State law, RCW Chapter 42.56. Public records must be promptly disclosed upon request unless a statute exempts them from disclosure. The Contractor also understands that even if part of a record is exempt from disclosure, the rest of that record generally must be disclosed.


2.  If the City receives a public disclosure request made pursuant to RCW 42.56, the City will not assert an exemption from disclosure on behalf of the Contractor. For materials that the Vendor has properly marked, the City may notify the Contractor of the request and postpone disclosure for ten business days to allow the Contractor to file a lawsuit seeking an injunction preventing the release of documents pursuant to RCW 42.56.540.  Any notification is provided as a courtesy and is not an obligation on behalf of the City. Unless the Contractor obtains and serves an injunction upon the City before the close of business on the tenth business day after the date of the notification, the City may release the documents. It is the Contractor’s discretionary decision whether to file the lawsuit.


3.  In order to request that material not be disclosed until receipt of notification of a public disclosure request, you must identify the specific materials and citations very clearly on the City Vendor Questionnaire that you believe are exempt from disclosure.  The City will not withhold material for notification if the Contractor simply marked confidential on the document header, footer, stamped on all pages, or offered a generic statement that the entire document is protected.  Only material specifically listed and properly cited on the Vendor Questionnaire will be temporarily withheld until the City provides notification of a public disclosure request.   


4.  If the Contractor does not obtain and serve an injunction upon the City within 10 business days of the date of the City’s notification of the request, the Contractor is deemed to have authorized releasing the record.


5.  If the Contractor does not submit a request within the Vendor Questionnaire, the Contractor is deemed to have authorized releasing any and all information submitted to the City. 


6.  Notwithstanding the above, the Contractor must not take any action that would affect (a) the City’s ability to use goods and services provided under this Agreement or (b) the Contractor’s obligations under this Agreement.


7.  The Contractor will fully cooperate with the City in identifying and assembling records in case of any public disclosure request.


28. General Legal Requirements.

A. General Requirement:  Contractor, at no expense to Seattle, shall comply with all applicable laws of the United States and the State of Washington; the Charter and ordinances of Seattle; and rules, regulations, orders, and directives of their administrative agencies and the officers thereof.  Without limiting the generality of this paragraph, the Contractor shall specifically comply with the following requirements of this section.


B. Licenses and Similar Authorizations:  Contractor, at no expense to Seattle, shall secure and maintain in full force and effect during the term of this Contract all required licenses, permits, and similar legal authorizations, and comply with all requirements thereof.


C. Taxes:  The Contractor shall pay, before delinquency, all taxes, import duties, levies, and assessments arising from its activities and undertakings under this Contract; taxes levied on its property, equipment and improvements; and taxes on the Contractor's interest in this Contract. 


29. American with Disabilities Act.


Contractor shall comply with all applicable provisions of the Americans with Disabilities Act of 1990 (ADA) in performing its obligations under this Contract.  In particular, if the Contractor is providing services, programs or activities to Seattle employees or members of the public as part of this Contract, the Contractor shall not deny participation or the benefits of such services, programs, or activities, to people with disabilities on the basis of such disability.  Failure to comply with the provisions of the ADA shall be a material breach of, and grounds for the immediate termination of, this Contract.

30. OSHA/WISHA.

Contractor agrees to comply with conditions of the Federal Occupational Safety and Health Acts of 1970 (OSHA), as may be amended, and, if it has a workplace within the State of Washington, the Washington Industrial Safety and Health Act of 1973 (WISHA), as may be amended, and the standards and regulations issued thereunder and certifies that all items furnished and purchased under this order will conform to and comply with said standards and regulations.  Contractor further agrees to indemnify and hold harmless purchaser from all damages assessed against purchaser as a result of Contractor’s failure to comply with the acts and standards thereunder and for the failure of the items furnished under this order to so comply.

31. Contract Work Hours and Safety Standards.

 For all contracts that employ mechanics or laborers, the Contractor and all subs shall comply with Sections 102 and 107 of the Contract Work Hours and Safety Standards Act (40 U.S.C. 327-333), as supplemented by Department of Labor regulations (29 CFR part 5).  Under Section 102 of the Act, each contractor shall be required to compute the wages of every mechanic and laborer on the basis of a standard work week of 40 hours.  Work in excess of the standard work week is permissible provide that the worker is compensated at a rate of not less than 1 ½ times the basic rate of pay for all hours worked in excess of 40 hours in the work week.  Section 107 of the Act is applicable to construction work and provides that no laborer or mechanic shall be required to work in surroundings or under working conditions which are unsanitary, hazardous or dangerous.  These requirements do not apply to the purchases of supplies or materials or articles ordinarily available on the open market, or contracts for transportation or transmission of intelligence. 


32. Beck Notice.

  Notification of Employee Rights Concerning Payment of Union Dues or Fees (Executive Order 13201) shall apply to all contracts above $100,000.


33. Clean Air Act and Federal Water Pollution Control Act.

All Contractors and subcontractors shall comply with all applicable standards, orders or regulations issued pursuant to the Clean Air Act (42 U.S.C. 7401 et seq.) and the Federal Water Pollution Control Act as amended (33 U.S.C. 1251 et seq.).  Violations shall be reported to the City immediately and to the Regional Office of the Environmental Protection Agency (EPA).


34. Copeland Anti-Kickback Act.

All contractors and subcontractors for construction or repair shall comply with the Copeland “Anti-Kickback” Action (18 U.S.C. 874), as supplemented by Department of Labor regulations (29 CFR, part 3, “Contractors and Subcontractors on Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the United States”).  The Act provides that each contractor or subcontractor is prohibited from inducing, by any means, any person employed in the construction, completion or repair of public work, to give up any part of the compensation to which s/he is otherwise entitled.  The Contractor shall immediately notify the City of any suspected or reported violations.


35. Byrd Anti-Lobbying Amendment.

  Contractors executing contracts with the City shall sign the Vendor Questionnaire, providing certification of compliance to the Byrd Anti-Lobbying Amendment (31 U.S.C. 1352).  Each tier certifies to the tier above that it will not and has not used Federal appropriated funds to pay any person or organization for influencing or attempting to influence an officer or employee of any agency, a member of Congress, officer or employee of Congress, or an employee of a member of Congress in connection with obtaining any Federal contract, grant or any other award covered by 31 U.S.C. 13652. Each tier shall also disclose any lobbying with non-Federal funds that takes place in connection with obtaining any Federal award.  Such disclosures are forwarded from tier to tier up to the City.


36. Davis -Bacon Act.

If applicable, Contractor shall comply with the Davis-Bacon Act (40 U.S.C. 276a to a-7) and as supplemented by Department of Labor regulations (29 CFR part 5, “Labor Standards Provisions Applicable to Contracts Governing Federally Financed and Assisted Construction.”). Under this Act, contractors shall be required to pay wages to laborers and mechanics at a rate not less than the minimum wages specified in a wage determination made by the Secretary of Labor.  In addition, contractors shall be required to pay wages not less than once a week. The Contractor shall report all suspected or reported violations to the City. http://www.gpo.gov/davisbacon/wa.html.  For projects where both the state prevailing wage law and the federal Davis-Bacon and related Acts apply, contractors must pay the higher of the state or the federal wage rates, on a classification by classification basis.  

37. Indemnification.

To the extent permitted by law, the Contractor shall protect, defend, indemnify and hold the City harmless from and against all claims, demands, damages, costs, actions and causes of actions, liabilities, fines, penalties, judgments, expenses and attorney fees, resulting from the injury or death of any person or the damage to or destruction of property, or the infringement of any patent, copyright, or trademark, or trade secret arising out of the work performed or goods provided under this Contract, or the Contractor’s violation of any law, ordinance or regulation, contract provision or term, or condition of regulatory authorization or permit, except for damages resulting from the sole negligence of the City.  As to the City of Seattle, the Contractor waives any immunity it may have under RCW Title 51 or any other Worker’s Compensation statute.  The parties acknowledge that this waiver has been negotiated by them, and that the contract price reflects this negotiation.


38. Background Checks

The City may require background/criminal checks during the course of the contract for essential City purposes.  The City does not intend to request background checks/verifications unless essential in the opinion of the City.  Note that, in particular, Seattle City Light has regulatory requirements promulgated by organizations with jurisdiction over Seattle City Light, which require any contract worker that has access to certain locations/systems/data (“SCL Designated Access”) to undergo a background/criminal check before that worker can have authorized cyber or authorized unescorted physical access to those locations/systems/data. The requirements apply to all Vendor workers and mandate an appropriate Personnel Risk Assessment and security awareness training as directed by Seattle City Light.  See the City Contract (Terms and Conditions).


This section covers background/criminal checks for Vendor workers before they work on certain City tasks, systems and/or locations, to include the discovery and verification of criminal convictions and civil findings.  The City may, at its option, determine that only a criminal history check will be performed.  This section also covers the requirements if cyber security training is required.


If the City notifies the Vendor to undergo background/criminal checks or cyber security training for vendor workers, the following shall apply.


A. GENERAL REQUIREMENTS 


1. The City shall alert the Vendor that the contract task is “High Security” at the time the work request is made to the Vendor or as soon as practical thereafter.


2. Should the Vendor believe it cannot meet these obligations by the scheduled work start dates, the Vendor may seek mutual agreement to a revised start date, or if none is reached, decline the work.


3. The City may require that any Vendor worker receiving SCL Designated Access undergo a background/criminal history check and receive appropriate cyber security training.  The Seattle Police Department (SPD) shall conduct all criminal history checks for Seattle Police Department services.  


4.  The Vendor shall provide a list of names, specified identification information (social security number, birth date and address) and a release signed by the worker for the City to perform a background/criminal history check.  Vendor must provide the information to the City before any worker will receive be cleared for work.  The list must be submitted at a date mutually agreed upon.    


5. The City will conduct a background check using either the Seattle Police Department or any agency with whom the City selects.  The City will review the resultant background/criminal history check results.  The City shall notify the Vendor of acceptance or rejection of personnel in a timely manner.   The City will perform the background check at City cost.


6. For workers rejected by the City, the Vendor will submit to the City alternative names for background checks.  Vendor will submit those names promptly, as mutually agreed upon between the Vendor and the City. 


7. The Vendor has responsibility to obtain City approval for a sufficient quantity of personnel to provide adequate coverage during the contract term.   The City may allow the Vendor to submit a greater number of individuals for background checks and approval than is necessary to accomplish the contract tasks, in order to assure adequate coverage for the contract work (i.e. receive authorization for back-up crew members in the event of an absence by a scheduled crew member).


Notwithstanding the schedules and responsibilities herein, the City and the Vendor may need to consider individuals for emergency replacement in the event a worker cannot perform or is terminated.  In such event, the City may allow the Vendor to submit additional names in anticipation of such future need.  


8. The City shall not unreasonably withhold approval of such individuals, although the City is not under the obligation to accept individuals that would otherwise be rejected as not suitable.


9. The Background/Criminal check must be renewed every four years for vendor workers.  If  the worker was required by the City to undergo a background check and/or cyber security training, the Vendor must likewise notify the City when that worker approaches four years.  This notice to the City must be no less than sixty (60) days before the end of the four-year period. At that time, to comply with appropriate regulatory requirements, the City may require another background check/criminal.


10. The Vendor shall provide to the City, no less than eight (8) hours from when the status change becomes effective, notice of any Vendor worker who is: (i) reassigned or no longer requires Designated Access to perform the contract tasks, or (ii) terminated by the Vendor for any reason. In no case shall such notice be greater than eight (8) hours.


11. The Vendor shall immediately notify the City Project Manager to report if a worker has a change in criminal history or background status.  The City may initiate a new background/criminal check for this or other cause during the term of the worker’s access to the City.


12. For furniture moves, on the day(s) of service, at the job site, the Crew Chief is to submit the names of those present at the job site to the City Building Service Manager.  The City Project Manager is responsible for rejecting any individuals that have not been approved by the City.  Should such a rejection result in a failure by the Vendor to meet the Vendor obligations for a crew of sufficient size to complete the move, the Vendor assumes all resulting liabilities and damages in accordance with the contract and all terms and conditions.


B. CYBER TRAINING REQUIREMENTS


The City may require that any Vendor worker receive appropriate cyber security training.  Such workers must receive cyber security training once each year they work under the contract.


C. ROUTINE ELEMENTS OF A BACKGROUND/CRIMINAL REPORT


Routine background/criminal history check reports shall include identity verification (e.g. social security number  verification) and a search of records from any federal, state or county court in the United States, an international records search, and records of all convictions or releases from prison within the last ten (10) years.


D. NON-ROUTINE ELEMENTS OF A BACKGROUND/CRIMINAL REPORT


1. The City may search for dependency actions.


2. The City may search for information on protection proceedings related to sex offender, assault, abuse, or exploitation of a minor, developmentally disabled person, or vulnerable adult, or domestic relations proceedings.


3. The City may search for additional information detail, as determined by the City, above and beyond the scope of a routine background/criminal history check as defined in Section C, General requirements.


4. If the required access for the worker is subject to NERC, the City will require all workers to undergo annual Cyber Security Training offered by Seattle City Light.  The workers will be paid for the time they spend in such training.  If this requirement applies, the City will require the Vendor to submit a list of such workers and their status of Cyber Training annually upon contract anniversary. 

39. SECURITY ACCESS REQUIREMENTS


VENDOR USE OF PREMISES


1. Vendor workers shall have only limited use of the premises for work, storage, access, and equipment.


2. Material/equipment staging areas will be limited to floors and areas designated within the Scope of Work.  Maintain clear access to site and building entrances.


3. Driveway use will be limited to loading and unloading only.


4. For furniture moves, the vendor shall be granted the use of up to two parking spaces in the Seattle Municipal Tower parking structure to be paid by the vendor.   Arrangements for the use of these two spaces must be made through the Building Management.  Other parking spaces in the structure are available at the regular rates.  Special parking arrangements may be made through IMPARK Inc., the garage operator at 628-9042.


5. Restrooms may have restricted access, as appropriate to the Scope of Work.


6. All workers who must provide services or delivery at a SCL facility must obtain prior permission from SCL and make arrangements for an SCL escort while on the facility site.

B.
RELATED REQUIREMENTS AND DOCUMENTS


1. All Vendor employees at the job site shall wear identification that is prominent and clearly marked, which clearly identifies the individual as an employee with the building services company.


2. When appropriate, Vendors will be issued a Departmental Identification/Access Badge, for the designated contract period, giving them access to the facility for which they require access.  These Identification/Access Badges will be returned to the Department at the completion of the contract.


C.
WORK AREA


1. Confine operations and storage to the designated work area.  Maintain the work area and building clean and in an orderly manner.


2. Safety Procedures:  Implement safety procedures as required by the Contract Documents, local codes and laws to ensure the safety of all site personnel and visitors to the site.


D.
TEMPORARY CONTROLS



Vendor shall be responsible for proper supervision of personnel to prevent damage, loss or other unauthorized damage as a result of the work performed by the Contractor.  


40. Insurance.

Contractor shall maintain at its own expense at all times during the term of this Contract the following insurance, as well as any other additional coverage requirements issued by the City.

1.
MINIMUM COVERAGES AND LIMITS OF LIABILITY. Vendor shall at all times during the term of this Agreement maintain continuously, at its own expense, minimum insurance coverages and limits of liability as specified below:


A.
Commercial General Liability (CGL) insurance, including:





- Premises/Operations






- Products/Completed Operations





- Personal/Advertising Injury





- Contractual 




- Independent Contractors 


- Stop Gap/Employers Liability


with minimum limits of liability of $1,000,000 each occurrence combined single limit bodily injury and property damage (“CSL”), except:





$1,000,000    Personal/Advertising Injury





$1,000,000    each accident/disease/employee Stop Gap/Employer’s Liability


B.
Automobile Liability insurance, including coverage for owned, non-owned, leased or hired vehicles with a minimum limit of liability of $1,000,000 CSL.


C.
 Worker’s Compensation for industrial injury to Vendor’s employees in accordance with the provisions of Title 51 of the Revised Code of Washington. 


2.
CITY AS ADDITIONAL INSURED.  The City of Seattle shall be included as an additional insured under CGL and Automobile Liability insurance for primary and non-contributory limits of liability.


3.
NO LIMITATION OF LIABILITY.  The limits of liability specified herein in subparagraph 1.A. are minimum limits of liability only and shall not be deemed to limit the liability of Vendor or any Vendor insurer except as respects the stated limit of liability of each policy.  Where required to be an additional insured, the City of Seattle shall be so for the full limits of liability maintained by Vendor, whether such limits are primary, excess, contingent or otherwise.


4.
MINIMUM SECURITY REQUIREMENT.  All insurers must be rated A- VII or higher in the current A.M. Best's Key Rating Guide and licensed to do business in the State of Washington unless coverage is issued as surplus lines by a Washington Surplus lines broker.


5.
SELF-INSURANCE.  Any self-insured retention not fronted by an insurer must be disclosed.  Any defense costs or claim payments falling within a self-insured retention shall be the responsibility of Vendor.


6.
EVIDENCE OF COVERAGE. Prior to performance of any scope of work under paragraph 5., Vendor shall provide certification of insurance acceptable to the City evidencing the minimum coverages and limits of liability and other requirements specified herein.  Such certification must include a copy of the policy provision documenting that the City of Seattle is an additional insured for commercial general liability insurance on a primary and non-contributory basis.  


41. Audit.

Upon request, Contractor shall permit Seattle, and any other governmental agency involved in the funding of the Work (“Agency”), to inspect and audit all pertinent books and records of Contractor, any subcontractor, or any other person or entity that performed work in connection with or related to the Work, at any and all times deemed necessary by Seattle or Agency, including up to six years after the final payment or release of withheld amounts has been made under this Contract.  Such inspection and audit shall occur in King County, Washington or other such reasonable location as Seattle or Agency selects.  The Contractor shall supply Seattle with, or shall permit Seattle to make, a copy of any books and records and any portion thereof.  The Contractor shall ensure that such inspection, audit and copying right of Seattle and Agency is a condition of any subcontract, agreement or other arrangement under which any other person or entity is permitted to perform work under this Contract.  


42. Examination of Records by Comptroller General.

 FAR clause 52.215-2 incorporated by reference.  The complete clause may be viewed at http://www.whitehouse.gov/omb/circulars/a110/  The OMB A-110 provisions in effect at the time of this order govern.  FAR clauses may be viewed at http:www.arnet.gov/far/


43. Contractual Relationship

The relationship of Contractor to Seattle by reason of this Contract shall be that of an independent contractor.  This Contract does not authorize Contractor to act as the agent or legal representative of Seattle for any purpose whatsoever.  Contractor is not granted any express or implied right or authority to assume or create any obligation or responsibility on behalf of or in the name of Seattle or to bind Seattle in any manner or thing whatsoever.


44. Assignment and Subcontracting

Contractor shall not assign or subcontract any of its obligations under this Contract without Seattle’s written consent, which may be granted or withheld in Seattle’s sole discretion.  Any subcontract made by Contractor shall incorporate by reference all the terms of this Contract except for Equal Benefit provisions.  Contractor shall ensure that all subcontractors comply with the obligations and requirements of the subcontract, except for Equal Benefit provisions.  Seattle’s consent to any assignment or subcontract shall not release the Contractor from liability under this Contract, or from any obligation to be performed under this Contract, whether occurring before or after such consent, assignment, or subcontract. 


45. Federal Debarment for Primes and all Subcontractors.

Contractor shall immediately notify the City of any suspension or  debarment or other action that excludes the Contractor and any subcontractor from participation in Federal contracting.  Contractor shall verify all subcontractors that are intended and/or used by the Contractor for performance of City work are in good standing and are not debarred, suspended or otherwise ineligible by the Federal Government. Debarrment shall be verified at https://www.epls.gov/epls/search.do.  The Contractor shall keep proof of such verification within the Contractor records.


46. Supervision and Coordination.


Contractor shall:


· Competently and efficiently, supervise and direct the implementation and completion of all contract requirements specified herein.


· Designate in its bid or proposal to Seattle, a representative(s) with the authority to legally commit Contractor’s firm.  All communications given or received from the Contractor’s representative shall be binding on the Contractor.


· Promote and offer to Purchasers only those materials, equipment and/or services as stated herein and allowed for by contractual requirements.  Violation of this condition will be grounds for contract termination.


47. Involvement of Former City Employees  


Contractor shall promptly notify Seattle in writing of any person who is expected to perform any of the Work and who, during the twelve (12) months immediately prior to the expected commencement date of such work or subcontract, was a City officer or employee.  Contractor shall ensure that no Work or matter related to the Work is performed by any person (employee, subcontractor, or otherwise) who was a City officer or employee within the past twelve (12) months; and as such was officially involved in, participated in, or acted upon any matter related to the Work, or is otherwise prohibited from such performance by SMC 4.16.075.


48. Anti-Trust Overcharges.


Seattle maintains that, in actual practice, overcharges resulting from antitrust violations are borne by the purchaser. Therefore the Contractor hereby assigns to Seattle any and all claims for such overcharges except overcharges which result from antitrust violations commencing after the price is established under this contract and which are not passed on to Seattle under an escalation clause.


49. No Conflict of Interest.

Contractor confirms that Contractor does not have a business interest or a close family relationship with any City officer or employee who was, is, or will be involved in the Contractor selection, negotiation, drafting, signing, administration, or evaluating the Contractor's performance.  

50. No Gifts or Gratuities.

Contractor shall not directly or indirectly offer anything of value (such as retainers, loans, entertainment, favors, gifts, tickets, trips, favors, bonuses, donations, special discounts, work or meals) to any City employee, volunteer or official, that is intended, or may appear to a reasonable person to be intended, to obtain or give special consideration to the Vendor.  Promotional items worth less than $25 may be distributed by the vendor to City employees if the Vendor uses the items as routine and standard promotions for business. Any violation of this provision may result in termination of this Contract.  Nothing in this Contract prohibits donations to campaigns for election to City office, so long as the donation is disclosed as required by the election campaign disclosure laws of the City and of the State.

51. Current and Former City Employees, Officers, and Volunteers.


Throughout the life of the contract, Contractor shall provide written notice to City Purchasing and the City Project Manager of any current or former City employees, officials or volunteers, that are working or assisting on solicitation of City business or on completion of the awarded contract.  The Vendor must be aware of the City Ethics Code, Seattle Municipal Code 4.16 and advise Contractor workers as applicable.


52. Contract Workers with 1,000 Hours


Throughout the life of the Contract, Contractor shall provide written notice to City Purchasing and the City Project Manager of any contract worker that shall perform more than 1,000 hours of contract work for the City within a rolling 12-month period.  Such hours include those that the contract worker performs for the Contract, and any other hours that the worker performs for the City under any other contract.  Such workers are subject to the requirements of the City Ethics Code, Seattle Municipal Code 4.16.  The Contractor shall advise their Contract workers as applicable.


53. Errors & Omissions:  Correction.

Contractor shall be responsible for the professional quality, technical accuracy, and the coordination of all designs, drawings, specifications, and other services furnished by or on the behalf of the Contractor under this Contract.  The Contractor, without additional compensation, shall correct or revise any errors or omissions in the designs, drawings, specifications, and/or other Contractor services immediately upon notification by Seattle.  The obligation provided for in this section with respect to any acts or omissions during the term of this Contract shall survive any termination or expiration of this Contract and shall be in addition to all other obligations and liabilities of the Contractor.

54. Intellectual Property Rights. 

Patents:  Contractor hereby assigns to Seattle all rights in any invention, improvement, or discovery, together with all related information, including but not limited to, designs, specifications, data, patent rights and findings developed in connection with the performance of Contract or any subcontract hereunder.  Notwithstanding the above, the Contractor does not convey to Seattle, nor does Seattle obtain, any right to any document or material utilized by Contractor that was created or produced separate from this Contract or was preexisting material (not already owned by Seattle), provided that the Contractor has clearly identified in writing such material as preexisting prior to commencement of the Work.  To the extent that preexisting materials are incorporated into the Work, the Contractor grants Seattle an irrevocable, non-exclusive, fully paid, royalty-free right and/or license to use, execute, reproduce, display, and transfer the preexisting material, but only as an inseparable part of the Work.


Copyrights:  For materials and documents prepared by Contractor in connection with the Work, Contractor shall retain the copyright (including the right of reuse) whether or not the Work is completed.  Contractor grants to Seattle a non-exclusive, irrevocable, unlimited, royalty-free license to use every document and all other materials prepared by the Contractor for Seattle under this Contract.  If requested by Seattle, a copy of all drawing, prints, plans, field notes, reports, documents, files, input materials, output materials, the media upon which they are located (including cards, tapes, discs and other storage facilities), software programs or packages (including source code or codes, object codes, upgrades, revisions, modifications, and any related materials) and/or any other related documents or materials which are developed solely for, and paid for by, Seattle in connection with the performance of the Work, shall be promptly delivered to Seattle. 


Seattle may make and retain copies of such documents for its information and reference in connection with their use on the project.  The Contractor does not represent or warrant that such documents are suitable for reuse by Seattle, or others, on extensions of the project, or on any other project. Contractor represents and warrants that it has all necessary legal authority to make the assignments and grant the licenses required by this Section.

55. Interlocal Cooperation Act.


RCW 39.34 allows cooperative purchasing between public agencies, and other political subdivisions.  SMC 20.60.100 also allows non profits to use these agreements.  If a public agency files or has filed an Intergovernmental Cooperative Purchasing Agreement with the City of Seattle, those agencies are eligible to purchase from Contracts established by the City.   Such agencies may ask City of Seattle Contractors to accept orders from the agency, citing the City of Seattle contract as the basis for the order.  The Vendor may accept or decline such orders.  If the Vendor accepts an order from another public agency using the City of Seattle contract as the basis, the Vendor agrees to sell additional items at the contract prices, terms and conditions.  The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies.  

56. Selling to City Vendors: Unless rejected by the Vendor in the Offer submitted to the City, the Contract will default to permitting City contractors to accept orders from City Vendors who are working on City projects, and sell the Vendors your products at the City contract price. The City may recommend your City contract as a source, to other winning City contractors for certain products.


57.  Selling to City Vendors: Unless rejected by the Vendor in the Offer submitted to the City, the Contract will default to permitting City contractors to accept orders from City Vendors who are working on City projects, and sell the Vendors your products at the City contract price. The City may recommend your City contract as a source, to other winning City contractors for certain products.


58. Expansion.

Any resultant contract or Purchase Order may be expanded as allowed below. A modification may be considered per the criteria and procedures below, for any ongoing Blanket Contract that has not yet expired.  Likewise, a one-time Purchase Order may be modified if the bid reserved the right for additional orders to be placed within a specified period of time, or if the project or body of work associated with a Purchase Order is still active.  Such modifications must be mutually agreed.  The only person authorized to make such agreements on behalf of the City is the Buyer from the City Purchasing Division (Department of Executive Administration).  No other City employee is authorized to make such written notices.  Expansions must be issued in writing from the City Buyer in a formal notice.  The Buyer will ensure the expansion meets the following criteria collectively:  (a)  it could not be separately bid, (b) the change is for a reasonable purpose, (c) the change was not reasonably known to either the City or vendors at time of bid or else was mentioned as a possibility in the bid (such as a change in environmental regulation or other law); (d) the change is not significant enough to be reasonably regarded as an independent body of work; (e) the change could not have attracted a different field of competition; and (f) the change does not vary the essential identity or main purpose of the contract.  The Buyer shall make this determination, and may make exceptions for immaterial changes, emergency or sole source conditions, or for other situations as required in the opinion of the Buyer. 


Note that certain changes are not considered an expansion of scope, including an increase in quantities ordered, the exercise of options and alternates in the bid, or ordering of work originally identified within the originating solicitation. If such changes are approved, changes are conducted as a written order issued by the City Purchasing Buyer in writing to the Vendor.

59. Key Persons.

Contractor shall not transfer or reassign any individual designated in this Contract as essential to the Work, without the express written consent of Seattle, which consent shall not be unreasonably withheld.  If, during the term of this Contract, any such individual leaves the Contractor’s employment, the Contractor shall present to Seattle one or more individual(s) with greater or equal qualifications as a replacement, subject to Seattle’s approval, which shall not be unreasonably withheld.  Seattle’s approval or disapproval shall not be construed to release the Contractor from its obligations under this Contract.


60. Disputes.

The parties shall endeavor to resolve any dispute or misunderstanding that may arise under this Contract concerning Contractor’s performance, if mutually agreed to be appropriate, through negotiations between the Contractor’s Project Manager and Seattle’s Project Manager, or if mutually agreed, referred to the City’s named representative and the Contractor’s senior executive(s).  Either party may decline or discontinue such discussions and may then pursue other means to resolve such disputes including termination as allowed for within the contract, or may by mutual agreement pursue other dispute alternatives such as alternate dispute resolution processes. Nothing in this dispute process shall in any way mitigate the rights, if any, of either party to terminate the contract for cause or convenience.

Notwithstanding all above, if Seattle believes in good faith that some portion of Work has not been completed satisfactorily, Seattle may require Contractor to correct such work prior to Seattle payment.  In such event, Seattle will provide to Contractor an explanation of the concern and the remedy that Seattle expects.  Seattle may withhold from any payment that is otherwise due, an amount that Seattle in good faith finds to be under dispute, or if the Contractor does not provide a sufficient remedy, Seattle may retain the amount equal to the cost to Seattle for otherwise correcting or remedying the work not properly completed.


61. Termination.

A. For Cause:  Seattle may terminate this Contract if the Contractor is in material breach of any of the terms of this Contract, and such breach has not been corrected to Seattle’s reasonable satisfaction in a timely manner.


B. For City’s Convenience:  Seattle may terminate this Contract at any time, without cause and for any reason including Seattle’s convenience, upon written notice to the Contractor.  


C. Nonappropriation of Funds:  Seattle may terminate this Contract at any time without notice due to nonappropriation of funds, whether such funds are local, state or federal grants, and no such notice shall be required notwithstanding any notice requirements that may be agreed upon for other causes of termination.


D. Acts of Insolvency:  Seattle may terminate this Contract by written notice to Contractor if the Contractor becomes insolvent, makes a general assignment for the benefit of creditors, suffers or permits the appointment of a receiver for its business or assets, becomes subject to any proceeding under any bankruptcy or insolvency law whether domestic or foreign, or is wound up or liquidated, voluntarily or otherwise. 


E. Termination for Gratuities:  Seattle may terminate this Contract by written notice to Contractor if Seattle finds that any gratuity in the form of entertainment, a gift, or otherwise, was offered to or given by the Contractor or any agent therefor to any City official, officer or employee.


F. Notice:  Seattle is not required to provide advance notice of termination.  Notwithstanding, the Buyer may issue a termination notice with an effective date later than the termination notice itself.  In such case, the Contractor shall continue to provide products and services as required by the Buyer until the effective date provided in the termination notice. 


G. Actions Upon Termination:  In the event of termination not the fault of the Contractor, Contractor shall be paid for the services properly performed prior to the effective termination date that has been specified by the Buyer, together with any reimbursable expenses then due, but in no event shall such compensation exceed the maximum compensation to be paid under the Contract.  Contractor agrees that this payment shall fully and adequately compensate Contractor and all subcontractors for all profits, costs, expenses, losses, liabilities, damages, taxes, and charges of any kind whatsoever (whether foreseen or unforeseen) attributable to the termination of this Contract. Upon termination for any reason, Contractor shall provide Seattle with the most current design documents, contract documents, writings and other product it has completed to the date of termination, along with copies of all project-related correspondence and similar items.  Seattle shall have the same rights to use these materials as if termination had not occurred. 

62. Force Majeure – Suspension and Termination.

This section applies in the event that either party is unable to perform the obligations of this contract because of a Force Majeure event as defined herein, to the extent that the Contract obligations must be suspended in full.  A Force Majeure event is an event that prohibits performance and is beyond the control of the party.  Such events may include natural or man-made disasters, or an action or decree of a superior governmental body, which prevents performance.


Force Majeure under this Section shall only apply in the event that performance is rendered not possible by either party or its agents.  Should it be possible to provide partial performance that is acceptable to the City under Section #2 (Emergencies or Disasters), Section #2 below shall instead be in force.


Should either party suffer from a Force Majeure event and is unable to provide performance, such party shall give notice to the remaining party as soon as practical and shall do everything possible to resume performance. 


Upon receipt of such notice, the party shall be excused from such performance as is affected by the Force Majeure Event for the period of such Event.  If such Event affects the delivery date or warranty provisions of this Agreement, such date or warranty period shall automatically be extended for a period equal to the duration of such Event.


63. Major Emergencies or Disasters.

The City may undergo an emergency or disaster that may require the Contractor to either increase or decrease quantities from normal deliveries, or that may disrupt the Contractor’s ability to provide normal performance.  Such events may include, but are not limited to, a storm, high wind, earthquake, flood, hazardous material release, and transportation mishap, loss of any utility service, fire, terrorist activity or any combination of the above.  In such events, the following shall apply.


(a) The City shall notify the Contractor that the City is experiencing an emergency or disaster, and will request emergency and priority services from the Contractor.


(b) The City may request that the Contractor provide either increased or decreased quantities from traditional orders, or may request Contractor provide additional products or services.


(c) Upon such notice by the City, the Contractor shall make reasonable efforts to provide the City the materials in the quantities requested and within the schedule specified by the City, adhering to the conditions in this Section.


(d) The City of Seattle shall be the customer of first priority for the Contractor, except where preceded by State or Federal government mandates.  The Contractor shall provide its best and priority efforts to provide the requested goods and/or services to the City of Seattle in as complete and timely manner as possible.  Such efforts by the Contractor are not to be diminished as a result of Contractor providing service to other customers, except as mandated by State or Federal governments.  


(e) If the Contractor is unable to respond in the time and/or quantities requested by the City, the Contractor shall promptly assist the City to the extent practicable, to gain access to alternative materials and/or services. This may include:


a. Coordinating with other distributors or subsidiaries beyond those in the local region to fulfill order requests; 


b. Offering the City substitutions provided the Contractor obtains prior approval from the City for such substitution.


The Contractor shall charge the City the price determined in this Contract for the goods and services provided, and if no price has been determined, it shall charge the City a price that is normally charged for such goods and/or services (such as listed prices for items in stock).  However, in the event that the City’s request results in the Contractor incurring unavoidable additional costs and causes the Contractor to increase prices in order to obtain a fair rate of return, the Contractor shall charge the City a price not to exceed the cost/profit formula found in this Contract.


64. City Debarment.


In accordance with SMC Ch. 20.70, the Director of Executive Administration or designee may debar a Vendor from entering into a Contract with the City or from acting as a subcontractor on any Contract with the City for up to five years after determining that any of the following reasons exist: 


a. Contractor has received overall performance evaluations of deficient, inadequate, or substandard performance on three or more City Contracts.


b. Contractor failed to comply with City ordinances or Contract terms, including but not limited to, ordinance or Contract terms relating to small business utilization, discrimination, prevailing wage requirements, equal benefits, or apprentice utilization.  


c. Contractor abandoned, surrendered, or failed to complete or to perform work on or in connection with a City Contract.  


d. Contractor failed to comply with Contract provisions, including but not limited to quality of workmanship, timeliness of performance, and safety standards. 


e. Contractor submitted false or intentionally misleading documents, reports, invoices, or other statements to the City in connection with a Contract. 


f. Contractor colluded with another contractor to restrain competition. 


g. Contractor committed fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a Contract for the City or any other government entity.


h. Contractor failed to cooperate in a City debarment investigation. 


i. Contractor failed to comply with SMC 14.04, SMC Ch. 14.10, SMC Ch. 20.42, or SMC Ch. 20.45, or other local, State, or federal non-discrimination laws. 


The Director may issue an Order of Debarment following the procedures specified in SMC 20.70.050.   The rights and remedies of the City under these provisions are in addition to any other rights and remedies provided by law or under the Contract. 


65. Workers Right to Know.


“Right to Know” legislation required the Department of Labor and Industries to establish a program to make employers and employees more aware of the hazardous substances in their work environment.  WAC 296-62-054 requires among other things that all manufacturers/distributors of hazardous substances, including any of the items listed on this ITB, RFP or contract bid and subsequent award, must include with each delivery completed Material Safety Data Sheets (MSDS) for each hazardous material.  Additionally, each container of hazardous material must be appropriately labeled with:  the identity of the hazardous material, appropriate hazardous warnings, and the Name and Address of the chemical manufacturer, improper, or other responsible party.

Labor and Industries may levy appropriate fines against employers for noncompliance and agencies may withhold payment pending receipt of a legible copy of the MSDS.  OSHA Form 20 is not acceptable in lieu of this requirement unless it is modified to include appropriate information relative to “carcinogenic ingredients: and “routes of entry” of the product(s) in question.


66. Miscellaneous Provisions. 

A. Amendments:  No modification of this Contract shall be effective unless in writing and signed by an authorized representative of the City, except as otherwise authorized herein.  The City shall issue change notices to Contractor, and such notices shall take effect under the signature of the City unless written objection of the notice is received by the Contractor upon Contractor receipt of the change notice.

B. Conflict:  In the event of conflict between contract documents and applicable laws, codes, ordinances or regulations, the most stringent or legally binding requirement shall govern and be considered a part of this contract to afford Seattle the maximum benefits.


C. Liens, Claims and Encumbrances:  All materials, equipment, or services shall be free of all liens, claims or encumbrances of any kind and if Seattle requests a formal release of same shall be delivered to Seattle.


D. Binding Contract:  This Contract shall not be binding until signed by both parties.  The provisions, covenants and conditions in this Contract shall bind the parties, their legal heirs, representatives, successors, and assigns.


E. Applicable Law/Venue:  This Contract shall be construed and interpreted in accordance with the laws of the State of Washington.  The venue of any action brought hereunder shall be in the Superior Court for King County, Washington

F. Remedies Cumulative:  Rights under this Contract are cumulative and nonexclusive of any other remedy at law or in equity.  


G. Captions:  All titles, including sections or subsections, are for convenience only and do not define or limit the contents.


H. Severability:  Any term or provision of this Contract found to be prohibited by law shall be ineffective to the extent of such prohibition without invalidating the remainder of the Contract.

I. Waiver:  No covenant, term, or the breach thereof shall be deemed waived, except by written consent of the party against whom the waiver is claimed, and any waiver of the breach of any covenant, term or condition shall not be deemed to be a waiver of any preceding or succeeding breach of the same or any other covenant, term or condition.  Neither the acceptance by Seattle of any performance by the Contractor after the time the same shall have become due nor payment to the Contractor for any portion of the Work shall constitute a waiver by Seattle of the breach or default of any covenant, term or condition unless otherwise this is expressly agreed to by Seattle, in writing.  The City’s failure to insist on performance of any of the terms or conditions herein or to exercise any right or privilege or the City’s waiver of any breach hereunder shall not thereafter waive any other term, condition, or privilege, whether of the same or similar type.

J. Entire Contract:  This document, along with any attachments and work orders, constitutes the entire agreement between the parties with respect to the Work.  No verbal agreement or conversation between any officer, agent, associate or employee of Seattle and any officer, agency, employee or associate of the Contractor prior to the execution of this Contract shall affect or modify any of the terms or obligations contained in this Contract.  

K. Negotiated Contract:  The parties acknowledge that this is a negotiated Contract, that they have had the opportunity to have this Contract reviewed by respective legal counsel, and that terms and conditions are not construed against any party on the basis of such party's draftsmanship thereof.


L. No personal liability:  No officer, agent or authorized employee of the City shall be personally responsible for any liability arising under this Contract, whether expressed or implied, nor for any statement or representation made herein or in any connection with this Contract.

IN WITNESS WHEREOF, in consideration of the terms, conditions, and covenants contained herein, or attached and incorporated and made a part hereof, the parties have executed this Contract by having their authorized representatives affix their signatures below.


		 (Contractor)

By

		

		City of Seattle

By



		

		Signature

Date




		

		

		Signature
Date






		

		(Printed Name)
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City of Seattle


Consultant Inclusion Plan




		RFP/Bid  Number & Title:

		       



		Vendor Name:

		     





Use additional sheets to provide detail and specificity as appropriate.


The Proposer shall respond to questions below.  Responses shall be scored and evaluated as part of the selection, and are to evidence clear commitments that reflect responsible, sincere good faith efforts resulting in successful inclusion of WMBE firms.  The City may clarify or request additional information during evaluation of the Plan. The City may finalize the Plan with the highest ranked Proposer, and the agreed-upon Plan shall become part of the contract. 

The City defines WMBE firms as those that self-identify to be 51% woman and/or minority owned.  Such firms are asked to register in the City’s directory before RFP submittal: http://www2.ci.seattle.wa.us/vendorregistration/default.asp.  

The Proposer is expected to select their subconsultants using any strategy that can best support this Inclusion Plan.  


Subcontracting


Subcontracting is defined as direct performance through subcontracting within the proposed project team to fulfill the contract work.  

Of the total contract work, what is the percentage of WMBE participation proposed for subcontracting on your team?  This percentage will become a contract commitment.  

		Specify the percentage participation of woman owned subcontracting, out of the total work identified in the RFP.  This percentage will become part of the contract.

		%



		Specify the percentage of minority owned subcontracting participation, out of the total work identified in the RFP.

		%





Name the WMBE team members you intend to use, given the work described in the RFP.  Describe the work you expect the WMBE firms to perform.  Identify the dollars or percentage of total contract value intended for each WMBE firm. The City may request letters of commitments that show agreements between your company and the subconsultants before the City accepts the Plan and executes a City contract.  The utilization goals provided on page 1 become a material part of the contract. Should the contract scope require changes to the WMBE firms or WMBE utilization, the City expects the Consultant to discuss such changes and pursue continued commitments for WMBE utilization consistent with the changes in contract scope. 

		Name of WMBE Company 

		Specify whether a self-identified Women or Minority Business

		Describe Task

		Describe percentage of the City contract for subcontract to this WMBE



		

		     

		     

		     



		

		     

		     

		     



		

		     

		     

		     





Past Performance:

In detail, describe your past success and past performance at WMBE subcontracting or teaming participation on contracts and/or other evidence of the likelihood of the proposed subcontracting, including pre-award commitments or agreements with your named WMBE firms, specific strategies you intend to use in the solicitation and award of subcontractors that can assure WMBE participation at the percentages you have indicated, or similar.  


Strategies: 


Describe the strategies and selection processes you intend to use to ensure meaningful WMBE utilization in this contract.  Describe your strategies, the scopes of work that have greatest WMBE opportunities and how you would balance those scopes that have less WMBE opportunity.  

Mentoring Program:


If any of the WMBE subcontractors listed above are participating in a mentoring or capacity building program with your company, please identify which and describe your program.

Diverse Employment

Please specify the following information for your local office and/or or other offices that are performing direct services to this contract. 

1. What is your current employment profile?


Total number of employees:


Number and percentage of minorities and/or women:

2. Describe your employment and hiring policies that promote affirmative efforts in recruitment for employee diversity.


3. How many new employees may be required?  

Total number of new employees:


Number and percentage of minorities and/or women:


		





4. If you are planning new employment, provide a paragraph that describes the functions you are recruiting for that relate to performance of this contract, how you would recruit, and your past performance for such recruitment, that proves success that Proposer has made  or plans to make to solicit women and minorities.  

5. If you have an intern program designed to recruit woman and minorities, please describe.
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Form
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Department of the Treasury
Internal Revenue Service

Request for Taxpayer
Identification Number and Certification

Give form to the
requester. Do not
send to the IRS.

Name (as shown on your income tax return)

2.

Business name, if different from above

Individual/

Check appropriate box: D Sole proprietor D Corporation

[] Partnership [ ] Other » . .___......._.....

D Exempt from backup
withholding

Address (number, street, and apt. or suite no.)

Print or type

Requester’'s name and address (optional)

City, state, and ZIP code

List account number(s) here (optional)

See Specific Instructions on page

Taxpayer ldentification Number (TIN)

Enter your TIN in the appropriate box. The TIN provided must match the name given on Line 1 to avoid
backup withholding. For individuals, this is your social security number (SSN). However, for a resident |
alien, sole proprietor, or disregarded entity, see the Part | instructions on page 3. For other entities, it is
your employer identification number (EIN). If you do not have a number, see How to get a TIN on page 3. or

Note. If the account is in more than one name, see the chart on page 4 for guidelines on whose

number to enter.

Social security number

I I

Employer identification number

S O O

Part Il Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b) | have not been notified by the Internal
Revenue Service (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has

notified me that | am no longer subject to backup withholding, and

3. lam a U.S. person (including a U.S. resident alien).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply.
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Certification, but you must

provide your correct TIN. (See the instructions on page 4.)

Sign Signature of
Here U.S. person P

Date P

Purpose of Form

A person who is required to file an information return with the
IRS, must obtain your correct taxpayer identification number
(TIN) to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

U.S. person. Use Form W-9 only if you are a U.S. person
(including a resident alien), to provide your correct TIN to the
person requesting it (the requester) and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a
U.S. exempt payee.

In 3 above, if applicable, you are also certifying that as a
U.S. person, your allocable share of any partnership income
from a U.S. trade or business is not subject to the
withholding tax on foreign partners’ share of effectively
connected income.

Note. If a requester gives you a form other than Form W-9 to
request your TIN, you must use the requester’s form if it is
substantially similar to this Form W-9.

For federal tax purposes, you are considered a person if you
are:

® An individual who is a citizen or resident of the United
States,

® A partnership, corporation, company, or association
created or organized in the United States or under the laws
of the United States, or

® Any estate (other than a foreign estate) or trust. See
Regulations sections 301.7701-6(a) and 7(a) for additional
information.

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required
to pay a withholding tax on any foreign partners’ share of
income from such business. Further, in certain cases where a
Form W-9 has not been received, a partnership is required to
presume that a partner is a foreign person, and pay the
withholding tax. Therefore, if you are a U.S. person that is a
partner in a partnership conducting a trade or business in the
United States, provide Form W-9 to the partnership to
establish your U.S. status and avoid withholding on your
share of partnership income.

The person who gives Form W-9 to the partnership for
purposes of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the
partnership conducting a trade or business in the United
States is in the following cases:

® The U.S. owner of a disregarded entity and not the entity,
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® The U.S. grantor or other owner of a grantor trust and not
the trust, and

® The U.S. trust (other than a grantor trust) and not the
beneficiaries of the trust.

Foreign person. If you are a foreign person, do not use
Form W-9. Instead, use the appropriate Form W-8 (see
Publication 515, Withholding of Tax on Nonresident Aliens
and Foreign Entities).

Nonresident alien who becomes a resident alien.
Generally, only a nonresident alien individual may use the
terms of a tax treaty to reduce or eliminate U.S. tax on
certain types of income. However, most tax treaties contain a
provision known as a “saving clause.” Exceptions specified
in the saving clause may permit an exemption from tax to
continue for certain types of income even after the recipient
has otherwise become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an
exception contained in the saving clause of a tax treaty to
claim an exemption from U.S. tax on certain types of income,
you must attach a statement to Form W-9 that specifies the
following five items:

1. The treaty country. Generally, this must be the same
treaty under which you claimed exemption from tax as a
nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that
contains the saving clause and its exceptions.

4. The type and amount of income that qualifies for the
exemption from tax.

5. Sufficient facts to justify the exemption from tax under
the terms of the treaty article.

Example. Article 20 of the U.S.-China income tax treaty
allows an exemption from tax for scholarship income
received by a Chinese student temporarily present in the
United States. Under U.S. law, this student will become a
resident alien for tax purposes if his or her stay in the United
States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.S.-China treaty (dated April 30,
1984) allows the provisions of Article 20 to continue to apply
even after the Chinese student becomes a resident alien of
the United States. A Chinese student who qualifies for this
exception (under paragraph 2 of the first protocol) and is
relying on this exception to claim an exemption from tax on
his or her scholarship or fellowship income would attach to
Form W-9 a statement that includes the information
described above to support that exemption.

If you are a nonresident alien or a foreign entity not subject
to backup withholding, give the requester the appropriate
completed Form W-8.

What is backup withholding? Persons making certain
payments to you must under certain conditions withhold and
pay to the IRS 28% of such payments (after December 31,
2002). This is called “backup withholding.” Payments that
may be subject to backup withholding include interest,
dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from
fishing boat operators. Real estate transactions are not
subject to backup withholding.

You will not be subject to backup withholding on payments
you receive if you give the requester your correct TIN, make
the proper certifications, and report all your taxable interest
and dividends on your tax return.

Payments you receive will be subject to backup
withholding if:
1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part
Il instructions on page 4 for details),

3. The IRS tells the requester that you furnished an
incorrect TIN,

4. The IRS tells you that you are subject to backup
withholding because you did not report all your interest and
dividends on your tax return (for reportable interest and
dividends only), or

5. You do not certify to the requester that you are not
subject to backup withholding under 4 above (for reportable
interest and dividend accounts opened after 1983 only).

Certain payees and payments are exempt from backup
withholding. See the instructions below and the separate
Instructions for the Requester of Form W-9.

Also see Special rules regarding partnerships on page 1.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN
to a requester, you are subject to a penalty of $50 for each
such failure unless your failure is due to reasonable cause
and not to willful neglect.

Civil penalty for false information with respect to
withholding. If you make a false statement with no
reasonable basis that results in no backup withholding, you
are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully
falsifying certifications or affirmations may subject you to
criminal penalties including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in
violation of federal law, the requester may be subject to civil
and criminal penalties.

Specific Instructions

Name

If you are an individual, you must generally enter the name
shown on your income tax return. However, if you have
changed your last name, for instance, due to marriage
without informing the Social Security Administration of the
name change, enter your first name, the last name shown on
your social security card, and your new last name.

If the account is in joint names, list first, and then circle,
the name of the person or entity whose number you entered
in Part | of the form.

Sole proprietor. Enter your individual name as shown on
your income tax return on the “Name” line. You may enter
your business, trade, or “doing business as (DBA)” name on
the “Business name” line.

Limited liability company (LLC). If you are a single-member
LLC (including a foreign LLC with a domestic owner) that is
disregarded as an entity separate from its owner under
Treasury regulations section 301.7701-3, enter the owner’s
name on the “Name” line. Enter the LLC’s name on the
“Business name” line. Check the appropriate box for your
filing status (sole proprietor, corporation, etc.), then check
the box for “Other” and enter “LLC” in the space provided.

Other entities. Enter your business name as shown on
required federal tax documents on the “Name” line. This
name should match the name shown on the charter or other
legal document creating the entity. You may enter any
business, trade, or DBA name on the “Business name” line.

Note. You are requested to check the appropriate box for
your status (individual/sole proprietor, corporation, etc.).

Exempt From Backup Withholding

If you are exempt, enter your name as described above and
check the appropriate box for your status, then check the
“Exempt from backup withholding” box in the line following
the business name, sign and date the form.
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Generally, individuals (including sole proprietors) are not
exempt from backup withholding. Corporations are exempt
from backup withholding for certain payments, such as
interest and dividends.

Note. If you are exempt from backup withholding, you
should still complete this form to avoid possible erroneous
backup withholding.

Exempt payees. Backup withholding is not required on any
payments made to the following payees:

1. An organization exempt from tax under section 501(a),
any IRA, or a custodial account under section 403(b)(7) if the
account satisfies the requirements of section 401(f)(2),

2. The United States or any of its agencies or
instrumentalities,

3. A state, the District of Columbia, a possession of the
United States, or any of their political subdivisions or
instrumentalities,

4. A foreign government or any of its political subdivisions,
agencies, or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup
withholding include:

6. A corporation,

7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register
in the United States, the District of Columbia, or a
possession of the United States,

9. A futures commission merchant registered with the
Commodity Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year
under the Investment Company Act of 1940,

12. A common trust fund operated by a bank under
section 584(a),

13. A financial institution,

14. A middleman known in the investment community as a
nominee or custodian, or

15. A trust exempt from tax under section 664 or
described in section 4947.

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt recipients listed above, 1 through 15.

IF the payment is for . .. THEN the payment is exempt

for...

All exempt recipients except
for 9

Interest and dividend payments

Broker transactions Exempt recipients 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a

broker

Barter exchange transactions
and patronage dividends

Exempt recipients 1 through 5

Payments over $600 required
to be reported and direct
sales over $5,000 ’

Generally, exempt recipients
1 through 7

'See Form 1099-MISC, Miscellaneous Income, and its instructions.

2However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f), even if the attorney is a
corporation) and reportable on Form 1099-MISC are not exempt from
backup withholding: medical and health care payments, attorneys’ fees; and
payments for services paid by a federal executive agency.

Part I. Taxpayer Identification
Number (TIN)

Enter your TIN in the appropriate box. If you are a resident
alien and you do not have and are not eligible to get an SSN,
your TIN is your IRS individual taxpayer identification number
(ITIN). Enter it in the social security number box. If you do
not have an ITIN, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may
enter either your SSN or EIN. However, the IRS prefers that
you use your SSN.

If you are a single-owner LLC that is disregarded as an
entity separate from its owner (see Limited liability company
(LLC) on page 2), enter your SSN (or EIN, if you have one). If
the LLC is a corporation, partnership, etc., enter the entity’s
EIN.

Note. See the chart on page 4 for further clarification of
name and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one
immediately. To apply for an SSN, get Form SS-5,
Application for a Social Security Card, from your local Social
Security Administration office or get this form online at
www.socialsecurity.gov. You may also get this form by
calling 1-800-772-1213. Use Form W-7, Application for IRS
Individual Taxpayer Identification Number, to apply for an
ITIN, or Form SS-4, Application for Employer Identification
Number, to apply for an EIN. You can apply for an EIN online
by accessing the IRS website at www.irs.gov/businesses and
clicking on Employer ID Numbers under Related Topics. You
can get Forms W-7 and SS-4 from the IRS by visiting
www.irs.gov or by calling 1-800-TAX-FORM
(1-800-829-3676).

If you are asked to complete Form W-9 but do not have a
TIN, write “Applied For” in the space for the TIN, sign and
date the form, and give it to the requester. For interest and
dividend payments, and certain payments made with respect
to readily tradable instruments, generally you will have 60
days to get a TIN and give it to the requester before you are
subject to backup withholding on payments. The 60-day rule
does not apply to other types of payments. You will be
subject to backup withholding on all such payments until you
provide your TIN to the requester.

Note. Writing “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign
owner must use the appropriate Form W-8.
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Part Il. Certification

To establish to the withholding agent that you are a U.S.
person, or resident alien, sign Form W-9. You may be
requested to sign by the withholding agent even if items 1, 4,
and 5 below indicate otherwise.

For a joint account, only the person whose TIN is shown in
Part | should sign (when required). Exempt recipients, see
Exempt From Backup Withholding on page 2.

Signature requirements. Complete the certification as
indicated in 1 through 5 below.

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered
active during 1983. You must give your correct TIN, but you
do not have to sign the certification.

2. Interest, dividend, broker, and barter exchange
accounts opened after 1983 and broker accounts
considered inactive during 1983. You must sign the
certification or backup withholding will apply. If you are
subject to backup withholding and you are merely providing
your correct TIN to the requester, you must cross out item 2
in the certification before signing the form.

3. Real estate transactions. You must sign the
certification. You may cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but
you do not have to sign the certification unless you have
been notified that you have previously given an incorrect TIN.
“Other payments” include payments made in the course of
the requester’s trade or business for rents, royalties, goods
(other than bills for merchandise), medical and health care
services (including payments to corporations), payments to a
nonemployee for services, payments to certain fishing boat
crew members and fishermen, and gross proceeds paid to
attorneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or
abandonment of secured property, cancellation of debt,
qualified tuition program payments (under section 529),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give
your correct TIN, but you do not have to sign the
certification.

What Name and Number To Give the

Requester

For this type of account:

Give name and SSN of:

1. Individual

2. Two or more individuals (joint
account)

3. Custodian account of a minor

(Uniform Gift to Minors Act)

4. a. The usual revocable
savings trust (grantor is
also trustee)

b. So-called trust account
that is not a legal or valid
trust under state law

5. Sole proprietorship or
single-owner LLC

The individual

The actual owner of the account
or, if combined funds, the first
individual on the account '

The minor 2

The grantor-trustee '

The actual owner '

The owner

For this type of account:

Give name and EIN of:

6. Sole proprietorship or
single-owner LLC

7. A valid trust, estate, or
pension trust

8. Corporate or LLC electing
corporate status on Form
8832

9. Association, club, religious,
charitable, educational, or
other tax-exempt organization

10. Partnership or multi-member
LLC

11. A broker or registered
nominee

12. Account with the Department
of Agriculture in the name of
a public entity (such as a
state or local government,
school district, or prison) that
receives agricultural program
payments

The owner
Legal entity *

The corporation

The organization

The partnership
The broker or nominee

The public entity

1Lis’( first and circle the name of the person whose number you furnish. If
only one person on a joint account has an SSN, that person’s number must

be furnished.

2Circle the minor’s name and furnish the minor’s SSN.

3
You must show your individual name and you may also enter your business
or “DBA” name on the second name line. You may use either your SSN or
EIN (if you have one). If you are a sole proprietor, IRS encourages you to

use your SSN.

* List first and circle the name of the legal trust, estate, or pension trust. (Do
not furnish the TIN of the personal representative or trustee unless the legal
entity itself is not designated in the account title.) Also see Special rules

regarding partnerships on page 1.

Note. If no name is circled when more than one name is
listed, the number will be considered to be that of the first

name listed.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns
with the IRS to report interest, dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or
abandonment of secured property, cancellation of debt, or contributions you made to an IRA, or Archer MSA or HSA. The IRS
uses the numbers for identification purposes and to help verify the accuracy of your tax return. The IRS may also provide this
information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law enforcement and intelligence agencies to combat

terrorism.

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable
interest, dividend, and certain other payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.
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Full System Pricing Proposal

		Pricing Proposal (Budgeting, Planning and Forecasting Software Implementation Services, RFP #165)

		Instructions:

		Provide pricing details below to meet full compliance of scope and requirements as defined in Section 6 of the RFP, the Technical Response, and the Business Requirements Document.

		Itemize the estimated hours for each Line Item (column B) broken down by resource type (Staff Category) and provide a lump fixed price sum for that Line Item.

		Estimated hours in Column D will be used by the City for informational purposes only.

		List any pricing assumptions and/or notes in Column J

		If your project plan includes additional Categories or Line Items or resources, insert additional ones and enter the same level of detail.

		Sample data has been provided in RED text to illustrate the level of detail the City desires and to indicate where Vendor input is required.

		Category		Line Item		Staff Category		Estimated Hours		Fixed Price		Assumptions, Explanations and Notes

										Cost

		Core System										The Core System represents the system to be built to satisify all the individual requirements listed on the "Core Requirements" worksheet in the Technical Response spreadsheet.  It also includes all the individual reports listed as "Core" under the "Requirement Option" column in the "Report Requirements" worksheet in the Technical Response spreadsheet.

				Project Management				116		$   52,400.00

				Project Plan and Schedule				40		$   40,000.00		Provide a fixed price to provide "Project Plan and Schedule".  Estimated hours are for informational purposes only and we do not expect the hourly rate X hours to match the Fixed Price provided.

						Project Manager		20

						Developer		20

								- 0

				Monthly Status Reports				28		$   10,000

						Project Manager		28				2012 - 8 Reports, 2013 - 6 Reports

								- 0

								- 0

				Meetings				48		$   2,400

						Project Manager		24				24 @ 2hrs/meeting

						Lead Developer		24

								- 0

				Success Measures Memorandum				- 0

								- 0		$   - 0

								- 0

								- 0

				Design				- 0		$   - 0

				Requirements Review				- 0		$   - 0

								- 0		$   - 0

								- 0

								- 0

				Logical Design				- 0		$   - 0

								- 0		$   - 0

								- 0

								- 0

				Physical Design				- 0		$   - 0

								- 0		$   - 0

								- 0

				Infrastructure Capacity Plan				- 0		$   - 0

								- 0		$   - 0

								- 0

				Build				430		$   23,000

				Environment Installation and Configuration				80		$   22,000

				Install TM1		System Admin		32				4 Environments

				Configure TM1		Developer		48				4 Environments

								- 0

				Interfaces to Finance/Budget Data				- 0		$   1,000

								- 0

								- 0

								- 0

				Software Configuration and User Screens				- 0		$   - 0

								- 0

								- 0

								- 0

				Reports				350		$   - 0

				Easy Reports		Cognos Developer		200				20 Reports @ 10 Hrs/Report

				Complex Reports		Cognos Developer		150				5 Reports @ 30 Hrs/Report

								- 0

				Performance Tuning				- 0		$   - 0

								- 0

								- 0

								- 0

				Testing				- 0		$   - 0

				Test Plan				- 0		$   - 0

								- 0

								- 0

								- 0

				System Test Plan				- 0		$   - 0

								- 0

								- 0

								- 0

				User Acceptance Test Plan				- 0		$   - 0

								- 0

								- 0

				Unit and System Testing				- 0		$   - 0

								- 0

								- 0

				User Acceptance Testing				- 0		$   - 0

								- 0

								- 0

				Training				- 0		$   - 0

				Training Plan				- 0		$   - 0

								- 0

								- 0

				User Guide				- 0		$   - 0

								- 0

								- 0

				System Administration Guide				- 0		$   - 0

								- 0

								- 0

				User Productivity Kit Materials				- 0		$   - 0

								- 0

								- 0

				Conduct Training				- 0		$   - 0

								- 0

								- 0

				Deployment to Production, Stabilization				- 0		$   - 0

				Deployment to Production				- 0		$   - 0

								- 0

								- 0

				Migration Plan				- 0		$   - 0

								- 0

								- 0

				Stabilization and Performance Tuning				- 0		$   - 0

								- 0

								- 0

				Measurement of Success Measures				- 0		$   - 0

								- 0

								- 0

				Post Implementation Support Plan				- 0		$   - 0

								- 0

								- 0

		Option 1						190		$   45,000		Option 1 represents the system to be built to satisify all of the individual requirements listed as "Option 1" in the Requirement Option column of the "Optional Requirements" worksheet in the Technical Response spreadsheet.

				Project Management, Design, Implementation, Testing, Training, Deployment, and Stabilization				90		$   45,000

						Tester		20

						Developer		60

						Project Manager		10

								- 0

				Reports				100		$   - 0		Option 1 represents the system to be built to satisify all of the individual requirements listed as "Option 1" in the Requirement Option column of the "Report Requirements" worksheet in the Technical Response spreadsheet.

								- 0

						Cognos Developer		100				5 Reports @ 20 hrs/Report

								- 0

								- 0

		Option 2						- 0		$   - 0		Option 2 represents the system to be built to satisify all of the individual requirements listed as "Option 2" in the Requirement Option column of the "Optional Requirements" worksheet in the Technical Response spreadsheet.

				Project Management, Design, Implementation, Testing, Training, Deployment, and Stabilization				- 0		$   - 0

								- 0

								- 0

								- 0

				Reports				- 0		$   - 0		Option 2 represents the system to be built to satisify all of the individual requirements listed as "Option 2" in the Requirement Option column of the "Report Requirements" worksheet in the Technical Response spreadsheet.

								- 0

								- 0

								- 0

		Option 3						- 0		$   - 0		Option 3 represents the system to be built to satisify all of the individual requirements listed as "Option 3" in the Requirement Option column of the "Optional Requirements" worksheet in the Technical Response spreadsheet.

				Project Management, Design, Implementation, Testing, Training, Deployment, and Stabilization				- 0		$   - 0

								- 0

								- 0

								- 0

				Reports				- 0		$   - 0		Option 3 represents the system to be built to satisify all of the individual requirements listed as "Option 3" in the Requirement Option column of the "Report Requirements" worksheet in the Technical Response spreadsheet.

								- 0

								- 0

								- 0

		Travel						- 0		$   31,000

				Airfare				- 0		$   12,000		12 Flights for 4 people

				Per Diem				- 0		$   4,000		140 Days for 4 people

				Hotel				- 0		$   15,000		120 Nights for 4 people

								- 0		$   - 0

		Other Fees						- 0		$   - 0

								- 0		$   - 0

								- 0		$   - 0

								- 0		$   - 0

				Totals				736		$   151,400

				The City of Seattle has entered into Interlocal Purchase Agreements with other governmental agencies pursuant to RCW 39.34.  The seller agrees to sell additional items at the bid price, terms and conditions to other governmental agencies.  The City of Seattle accepts no responsibility for the payment of the purchase price by other governmental agencies.
         YES  ______     NO  _______

If yes, prices are good until (  ) further notice or (  ) _________ (date).

				Prompt Payment Discount:  _________%____ days.  
Note:  Prompt payment discount periods equal to (or greater than) 10 calendar days will receive consideration and bid pricing will be reduced for evaluation by the amount of that discount.

				Vendor Name:___________________________________________________________

				Authorized Signature:________________________________________________

				Printed Name:___________________________________________________

				Date:____________________

				NOTE: For a proposal to be valid, a signature is required.





Post Implementation Support

		Post Implementation Support Pricing Proposal (Budgeting, Planning and Forecasting Software Implementation Services, RFP #165)

		Instructions:

		Vendors shall provide pricing for 600 hours per year the following for Enhancements/New Features, broken out by the major Line Items provided.

		Vendors shall provide pricing to support the new budgeting system being implemented under this RFP (annually).

		Vendors shall assume SPU will train 12 new users annually, 6 per session at City Facilities.  Assume an additional 24 individual remote training one-on-one user training and/or assistance, 2 hours per session.

		Sample data has been provided in RED text to illustrate the level of detail the City desires and to indicate where Vendor input is required.

		Category		Line Item		Staff Category		Hourly Rate		Estimated Annual Hours		Annual Cost		Assumptions, Explanations and Notes (mandatory, fill in assumptions)

												Cost

		Production Support/Troubleshooting

				Troubleshooting		Sr Developer		$   100.00		200		$   20,000

				Cognos Report Fixes		Cognos Report Developer		$   100.00		50		$   5,000

				Cognos TM1 Form Fixes		Project Manager		$   100.00		40		$   4,000

				ETL		Developer		$   100.00		40		$   4,000

								$   - 0		- 0		$   - 0

								$   - 0		- 0		$   - 0

				Subtotal						330		$   33,000		Fixed price for the indicated level of support based on Vendor best practices with other clients.

		Enhancements/New Features

				Design		Sr Developer		$   100.00		150		$   15,000

				Implementation		Developer		$   100.00		150		$   15,000

				Testing		Tester		$   100.00		150		$   15,000

				Project Management		Project Manager		$   100.00		150		$   15,000

								$   - 0		- 0		$   - 0

								$   - 0		- 0		$   - 0

				Subtotal						600		$   60,000		Fixed price for 600 hours per year.

		Training/Knowledge Transfer

				Training Materials				$   - 0		- 0		$   - 0

				Travel				$   1,000.00		2		$   2,000		2 flights

				In class Training				$   100.00		32		$   3,200

				Remote/Online Training				$   100.00		16		$   1,600		24 sessions @ 2 hrs each

								$   - 0		- 0		$   - 0

								$   - 0		- 0		$   - 0

				Subtotal						50		$   6,800

				Totals						980		$   99,800





Fixed Labor Rates

		Fixed Labor Rates (Budgeting, Planning and Forecasting Software Implementation Services, RFP #165)

		Instructions:

		Vendors shall provide fixed labor rates for their key staff for five years.

		These rates will be used to price any additional work over and above that outlined in the RFP.

		Sample data has been provided in RED text to illustrate the level of detail the City desires and to indicate where Vendor input is required.

		Staff Category/Description		Hourly Rate Year 1		Hourly Rate Year 2		Hourly Rate Year 3		Hourly Rate Year 4		Hourly Rate Year 5		Assumptions, Explanations and Notes (mandatory, fill in assumptions)

								Cost		Cost		Cost

		Cognos Report Developer		$   100.00		$   100.00		$   100.00		$   100.00		$   100.00

		Cognos BI Architect		$   100.00		$   100.00		$   100.00		$   100.00		$   100.00

		Cognos TM1 Architect		$   100.00		$   100.00		$   100.00		$   100.00		$   100.00

		Database Developer		$   100.00		$   100.00		$   100.00		$   100.00		$   100.00

		Sr Project Manager		$   100.00		$   100.00		$   100.00		$   100.00		$   100.00

		Project Manager		$   100.00		$   100.00		$   100.00		$   100.00		$   100.00

		System Administrator		$   100.00		$   100.00		$   100.00		$   100.00		$   100.00
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D City Contracts — Nondiscrimination in Benefits
SMC Ch. 20.45

12/10/2007

Equal Benefits compliance:
Contractors with multiple *offices

EB need not be offered to ANY
employees in these locations

EB must be offered to ALL
employees in these locations

Basic Rule

1. Equal Benefits must be offered to all employees throughout
an entire office where the contract work is being completed,
and not just a subset of employees working within a
particular office.

LOCATION:

1. All offices located within the City of Seattle
where no work related to the contract with
the City is being performed.

LOCATION:
1. All offices located within the City of Seattle; and

2. All offices located on property outside the City
that is owned or rightfully occupied by the City
and where the contractor’s presence on such
property is connected to a contract with the City.

* The term “office” as used herein includes traditional
workplaces as well manufacturing sites and any other
facilities within which, or out of which, employees work.

2. All offices located outside the City of Seattle
where the only work performed on-site and
related to a contract with the City is

3. All offices where work on the contract with the *administrative in nature.

* Administrative work in this context means

COVERAGE:
All employees in these locations must be offered
equal benefits, regardless of whether any of these

internal office functions that are not part of
the performance elements of the contract
with the City.

employees are doing work specific to the contract

with the City. COVERAGE:
- The law does not require that any employees in
Questions: EXAMPLE: these locations be offered equal benefits.

If one employee in the Boston office is performing
work on the contract with the City of Seattle, the
law requires that all employees in the Boston office
be offered equal benefits.

EXAMPLE:

Administering payroll for employees in other locations
who are working pursuant to a contract with the City
is an internal office function that is not a substantive
performance element of the contract with the City.

Contact Contracting Services at
(206) 684-0430 |

"
]
1
3 City is being performed.
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Vendor’s Name: ______________________________________________________________




City of Seattle Vendor Questionnaire


INSTRUCTIONS:  This is a mandatory form.  Submit this form with your bid or proposal. Provide information to the extent information available.  If response is incomplete or requires further description, the Buyer may request additional information within a specified deadline, or may determine the missing information is immaterial to award.   

		Vendor Information



		Vendor’s Legal Name 

		     



		“Doing Business Name” (dba) if applicable

		     



		Mailing Address 

		     



		Contact Person and Title 

		     



		Contact Person’s Phone Number

		     



		Contact Person’s Fax Number

		     



		Contact Person’s E-Mail Address

		     



		Dun & Bradstreet number (if available)

		     



		Identify the City and State of your company headquarters

		     





		Vendor Registration with City of Seattle



		Did your firm register on to the City’s Registration and Roster System at http://www2.ci.seattle.wa.us/vendorregistration/default.asp ?  For assistance, call 206-684-0444.

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     





		Most companies must hold a Seattle Business License (if you have a facility/office in Seattle, conduct sales visits to Seattle, deliver products in your own trucks, or perform on-site consulting, repairs, installation, etc).  If you fall within that category, will you immediately seek a Business License upon award? 

		Yes  FORMCHECKBOX 
              No FORMCHECKBOX 
     








		Ownership

		.



		Is your firm a subsidiary, parent, holding company, or affiliate of another firm?

		     



		What year was your firm, under the present ownership configuration, founded?

		     



		How many years has your firm been in continuous operation without interruption?

		     



		What year did your firm begin providing, on a continuous basis, the types of services or products that are required from this solicitation?

		     





		Financial Resources and Responsibility

		Specify yes or no.  

If yes, explain.



		Within the previous five years has your firm been the debtor of a bankruptcy?

		     



		Is your firm in the process of or in negotiations toward being sold?

		     



		Within the previous five years has your firm been debarred from contracting with any local, state, or federal governmental agency?

		     



		Within the previous five years has your firm been determined to be a non-responsible bidder or proposer for any government contract?

		     



		Within the previous five years has a governmental or private entity terminated your firm’s contract prior to contract completion?

		     



		Within the previous five years has your firm used any subcontractor to perform work on a government contract when that subcontractor had been debarred by a governmental agency?

		     





		Affirmative Contracting – SMC 20.42

		Specify yes or no.  



		Within the previous five years has your firm been found to have violated any local, state, or federal anti-discrimination laws or regulations?

		      If yes, explain.





		Disputes

		Specify yes or no.  

If yes, explain.



		Within the previous five years has your firm been the defendant in court on a matter related to any of  the following issues:


· Payment to subcontractors?


· Work performance on a contract?

		     



		Does your firm have outstanding judgments pending against it?

		     



		Within the previous five years, was your firm assessed liquidated damages on a contract?

		     



		Has your firm received notice of and/or in litigation about patent infringement for the product and/or service that your firm is offering to the City?

		     





		Compliance

		Specify yes or no. 

 If yes, explain.



		Within the previous five years, has your firm or any of its owners, partners, or officers, been assessed penalties or found to have violated any laws, rules, or regulations enforced or administered by a government entity?  This does not include owners of stock in your firm if your firm is a publicly traded corporation.  

		     



		If a license is required to perform the services sought by this solicitation, within the previous five years has your firm had a license suspended by a licensing agency or been found to have violated licensing laws?

		     



		If Hazardous Materials are an element of the contract, has the Vendor had any violations of improper disposal of such materials or any violation of associated laws, rules or regulations in the previous five years? 

		     





		Involvement by Current and Former City Employees

		Specify yes or no. 

 If yes,  explain



		Are any of your company officers or employees a current or former City of Seattle employee or volunteer?  If yes, identify the employee name.  Advise the employee of their duty to comply with City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16. 

		     





		Will any of your vendor employees work more than 1,000 hours (per rolling 12 months) within a City contract, combining the hours for work under this contract and any other?  If so, specify the worker name.  Advise the worker of their duty to comply with the City of Seattle’s Code of Ethics, Seattle Municipal Code Chapter 4.16

		     



		Vendor (including officer, director, employee, trustee, or partner) must not have a business interest or a close family or domestic relationship with any City official, officer or employee who was, is, or will be involved in selection, negotiation, drafting, signing, administration or evaluation of the Vendor performance.  Vendor shall notify the City Purchasing Buyer in writing, if known,  and the City shall make the sole determination as to compliance. 

		





		Emergency Contact Information


Certain contract products or services may be valuable during a 24-hour emergency. If you have alternative contact information for emergency response during non-business hours, please provide below.  



		Contact Name

		     



		Emergency Phone Number

		     



		Back-up Emergency Phone Number

		     



		If your company has locations outside Seattle that can be called upon in an emergency for these products or services, please list:

		





		Business History

		Specify yes or no. 


 



		In the last five years, has your firm held other contracts with public agencies to provide similar products or services in a size and scope similar to that required by the City of Seattle?

		     



		Provide and/or attach a sampling of contracts you have held in the past five years, sufficient for the City to understand the depth and breadth of your experience, with a particular emphasis on contracts with public agencies.   The City may use this to assess your capability and experience at this particular type of product provision or service work.  Specify the name/contact that can serve as a reference for each.

· If you have many such contracts, you can provide a brief summary. 

· If you are a subsidiary of a national firm, summarize the contracts that represent your local office.   


 

		





		By submittal of this form, the Vendor hereby certifies:



		Vendor is not debarred, suspended, proposed for debarment, or declared ineligible for award of contracts by any Federal agency.



		During the most recent three years, the Vendor has not  been convicted of or had a civil judgment rendering against the firm for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a Federal, state or local government, or subcontract; violation of Federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, or receiving stolen property, and my firm is not presently indicted for, or otherwise criminally or civilly charged by a Government entity with, commission of any of these offenses.



		Vendor has not paid, nor will pay, Federal appropriated funds (including profit or fee received under a covered Federal transaction), to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress, or an employee of a Member of Congress on his or her behalf in connection with this solicitation, the Offeror shall notify the City of Seattle and complete and submit, with its offer, OMB standard form LLL, Disclosure of Lobbying Activities.



		Vendor has not had a governmental or private entity contract terminated prior to contract completion or debarred from bidding, within the last five years.



		Within the previous five years, vendor has not used any subcontractor to perform work on a government contract when that subcontractor had been debarred by a governmental agency.



		Vendor’s Offer is valid until the date the City awards a Vendor Contract or rejects all offers;



		Vendor has not, directly or indirectly, entered into any agreement, participated in any collusion, or otherwise taken any action in restraint of competitive pricing in the preparation and submission of its Offer;



		Vendor shall provide immediate written notice to the City of Seattle if, at any time prior to contract award, the Offeror learns that its certification was erroneous when submitted or has become erroneous by reason of changed circumstances.



		Submittal of this Vendor Questionnaire with your proposal provides authority and certification for your entire submittal.  





City Non Disclosure Request 


If you believe any statements or items you submit to the City as part of this bid/response  are exempt from disclosure, you must identify and list them below.  You must very clearly and specifically identify each statement or item, and the RCW exemption that applies.  If awarded a City contract, the same exemption status will carry forward to the contract records.  


The City will not exempt materials from disclosure simply because you mark them with a document header or footer, page stamp, or a generic statement that a document is non-disclosable, exempt, confidential, proprietary, or protected.  You may not identify the entire page, unless the entire page is within the exemption scope. Only records properly listed on this Form will be protected and withheld for notice.  All other records will be considered fully disclosable upon request. 


 FORMCHECKBOX 
    I do not request any information be withheld.


 FORMCHECKBOX 
    I request the following specific information be withheld.  I understand that all other information will be considered public information.  For each statement or item you intend to withhold, you must fill out every box below.  You should not require an entire page withheld; only request the specific portion subject to the exemption. 

		Document Page: 

Specify the page number on which the material is located within your submittal package  (page number)

		Statement:


Repeat the text you request to be held as confidential, or attach a redacted version. 

		RCW Exemption:  

Specify the RCW exemption  including the subheading



		

		

		



		

		

		



		

		

		





For this request to be valid, you must specify the RCW provision or other State or Federal law that designates the documents as exempt from disclosure.  For example, potential RCW exemptions include the following:


1.  RCW 42.56.230.3 – Personal information -  taxpayer 


2. RCW 42.56.230.4 – Personal information – Credit card numbers and related


3. RCW 42.56.240 -  Investigative, law enforcement and crime victims


4. RCW 42.56.250 – Employment and licensing – specify the applicable subheading


5. RCW 42.56.260 - Real estate appraisals


6. RCW 42.56.270 (Items 1 through 17) – specify which subheading.


7. RCW 42.56.270 (items 1 through 17) – specify applicable subheading


8. RCW 42.56.420 - Security


Equal Benefits Compliance Declaration


Please declare one (1) option from the list below that describes the Contractor’s intention to comply with Seattle Municipal Code Chapter 20.45 (City Contracts – Non-Discrimination in Benefits) and related rules, for offices in the City of Seattle and any other United States office where work will be performed for this contract. Detailed instructions are provided on the next page.

Option A


 FORMCHECKBOX 

The Contractor makes, or intends to make by the contract award date, all benefits available on an equal basis to its employees with spouses and its employees with domestic partners, and to the spouses and the domestic partners of employees, in all Seattle locations and in other locations within the United States where work on the City of Seattle contract is being performed.  


Option B


 FORMCHECKBOX 

The Contractor does not make benefits available to either the spouses or the domestic partners of its employees.


Option C


 FORMCHECKBOX 

The Contractor has no employees.

Option D


 FORMCHECKBOX 

The Contractor submitted a request for Substantial Compliance Authorization to the City of Seattle to delay implementation of equal benefits. Substantial Compliance Authorization may be granted to a contractor if compliance will be delayed due to circumstances outside the contractor’s control – for example, the contractor cannot make eligibility changes to its health insurance plan until the next open enrollment period, or the contractor cannot negotiate with one or more labor unions for additional benefits until the expiration of the current collective bargaining agreement. The Contractor must request this authorization online and be approved by the City of Seattle. To select this option, also visit the City website and request authorization: http://www.seattle.gov/contract/equalbenefits/eb-substantial.htm.

Option E


 FORMCHECKBOX 
  The Contractor submitted a request for Reasonable Measures Authorization to the City of Seattle to provide a cash equivalent payment to eligible employees in lieu of making benefits available. Reasonable Measures may be granted to a contractor to allow a cash equivalent in lieu of benefits that are unavailable due to circumstances outside of the Contractor's control. The Contractor must request this authorization online and be approved by the City of Seattle. To select this option, also visit the City website and request authorization: http://www.seattle.gov/contract/equalbenefits/eb-reasonable.htm.

No United States Presence


 FORMCHECKBOX 

The Contractor does not have United State locations that are owned or rightfully occupied by the contractor, where the contractor performs direct services for the proposed contract.


Non-Compliance


 FORMCHECKBOX 

The Contractor does not comply and does not intend to comply with Seattle Municipal Code Chapter 20.45 and related rules.


Equal Benefits Instructions

Seattle Municipal Code Chapter 20.45 (SMC 20.45) requires consideration of whether bidders provide health and benefits that are the same or equivalent to domestic partners of employees as to spouses of employees, and of their dependents and family members.  If your company does not comply with Equal Benefits and does not intend to do so, you must still supply the information on the Vendor Questionnaire. 

1. Carefully fill out the Vendor Questionnaire.  It is essential to your standing in the evaluation process, so it is important to understand and complete the Questionnaire properly. 


2. Locations: If you have multiple offices, answer the form based on compliance for offices in the City of Seattle and any other United State locations where work will be performed for the City contract: 


3. The Buyer can answer many questions.  However, you may call the City Equal Benefits Coordinator, Jim Wurzer at 206-684-4535 (Jim.Wurzer@seattle.gov).  If necessary, you can also call the general office at 206-684-0430 to request immediate assistance.  Call before you submit your bid to ensure you’ve filled out the form correctly.  


4. The Seattle Municipal Code (20.45.010) defines “Domestic Partner” as any person who is registered with his/her employer as (having) a domestic partner, or, in the absence of such employer-provided registry, is registered as a domestic partner with a governmental body pursuant to state or local law authorizing such registration.  Any internal employer registry of domestic partnership must comply with criteria for domestic partnerships specified by rule by the Department.  Whether through employer registration or through a public agency registration, the definition of domestic Partner, by City Rule, cannot be more restrictive than that provided below:


· Share the same regular and permanent residence; and 


· Have a close, personal relationship; and 


· Are jointly responsible for "basic living expenses" as defined below; and 


· Are not married to anyone; and 


· Are each eighteen (18) years of age or older; and 


· Are not related by blood closer than would bar marriage in the State in which the individual resides; and 


· Were mentally competent to consent to contract when the domestic partnership began; and 


· Are each other’s sole domestic partner and are responsible for each other’s common welfare. 


· "Basic living expenses" means the cost of basic food, shelter, and any other expenses of a Domestic Partner which are paid at least in part by a program or benefit for which the partner qualified because of the Domestic Partnership. The individuals need not contribute equally or jointly to the cost of these expenses as long as they agree that both are responsible for the cost. 


5. If the employer does not have a registration system and does not intend to implement one, the City of Seattle has a registration system as an option: http://www.seattle.gov/leg/clerk/dpr.htm

The information you supply is used by the Buyer to determine your EB status.  However, the City Buyer still will review your responses and make the final determination.  If the information you supply is conflicting or not clearly supported by the documentation that the City receives, the Buyer may reject your bid or may seek clarification to ensure the Buyer properly classifies your compliance.  


Equal Benefits makes a significant difference in Bid evaluation:  Bidders that select “Non Compliance” will be rejected, unless there is no bidder that is compliant, responsive and responsible bidder.  The Buyer may also find a Bidder “Non Compliant” upon review (such as those that select Option D or E and do not have a waiver from the City to select that option, or where the form is blank).

Be prepared with documentation to support your declaration. All contracts awarded by the City may be audited for equal benefits compliance. Non-compliance may result in the rejection of a bid or proposal, or termination of the contract.
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City of Seattle



Consultant Inclusion Plan






			RFP/Bid  Number & Title:


			       





			Vendor Name:


			     








Use additional sheets to provide detail and specificity as appropriate.



The Proposer shall respond to questions below.  Responses shall be scored and evaluated as part of the selection, and are to evidence clear commitments that reflect responsible, sincere good faith efforts resulting in successful inclusion of WMBE firms.  The City may clarify or request additional information during evaluation of the Plan. The City may finalize the Plan with the highest ranked Proposer, and the agreed-upon Plan shall become part of the contract. 


The City defines WMBE firms as those that self-identify to be 51% woman and/or minority owned.  Such firms are asked to register in the City’s directory before RFP submittal: http://www2.ci.seattle.wa.us/vendorregistration/default.asp.  


The Proposer is expected to select their subconsultants using any strategy that can best support this Inclusion Plan.  



Subcontracting



Subcontracting is defined as direct performance through subcontracting within the proposed project team to fulfill the contract work.  


Of the total contract work, what is the percentage of WMBE participation proposed for subcontracting on your team?  This percentage will become a contract commitment.  


			Specify the percentage participation of woman owned subcontracting, out of the total work identified in the RFP.  This percentage will become part of the contract.


			%





			Specify the percentage of minority owned subcontracting participation, out of the total work identified in the RFP.


			%








Name the WMBE team members you intend to use, given the work described in the RFP.  Describe the work you expect the WMBE firms to perform.  Identify the dollars or percentage of total contract value intended for each WMBE firm. The City may request letters of commitments that show agreements between your company and the subconsultants before the City accepts the Plan and executes a City contract.  The utilization goals provided on page 1 become a material part of the contract. Should the contract scope require changes to the WMBE firms or WMBE utilization, the City expects the Consultant to discuss such changes and pursue continued commitments for WMBE utilization consistent with the changes in contract scope. 


			Name of WMBE Company 


			Specify whether a self-identified Women or Minority Business


			Describe Task


			Describe percentage of the City contract for subcontract to this WMBE





			


			     


			     


			     





			


			     


			     


			     





			


			     


			     


			     








Past Performance:


In detail, describe your past success and past performance at WMBE subcontracting or teaming participation on contracts and/or other evidence of the likelihood of the proposed subcontracting, including pre-award commitments or agreements with your named WMBE firms, specific strategies you intend to use in the solicitation and award of subcontractors that can assure WMBE participation at the percentages you have indicated, or similar.  



Strategies: 



Describe the strategies and selection processes you intend to use to ensure meaningful WMBE utilization in this contract.  Describe your strategies, the scopes of work that have greatest WMBE opportunities and how you would balance those scopes that have less WMBE opportunity.  


Mentoring Program:



If any of the WMBE subcontractors listed above are participating in a mentoring or capacity building program with your company, please identify which and describe your program.


Diverse Employment


Please specify the following information for your local office and/or or other offices that are performing direct services to this contract. 


1. What is your current employment profile?



Total number of employees:



Number and percentage of minorities and/or women:


2. Describe your employment and hiring policies that promote affirmative efforts in recruitment for employee diversity.



3. How many new employees may be required?  


Total number of new employees:



Number and percentage of minorities and/or women:



			








4. If you are planning new employment, provide a paragraph that describes the functions you are recruiting for that relate to performance of this contract, how you would recruit, and your past performance for such recruitment, that proves success that Proposer has made  or plans to make to solicit women and minorities.  


5. If you have an intern program designed to recruit woman and minorities, please describe.
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Vendor’s Name: ______________________________________________________________



City of Seattle RFP#165 

Budgeting, Planning and Forecasting Software Implementation Services

Management Response

		ID

		Company Profile (1 Page Maximum)



		1




		How many years has the company been engaged in implementing Budgeting, Planning and Forecasting packaged software systems similar in size to the City of Seattle in public or private environments?  






		

		Please describe implementation projects most comparable to the solution being proposed to the City.



		

		Please provide a brief company history and overview.   





		ID

		Company Organization



		2



		Please attach an organization chart.




		



		

		How many employees does the company have associated with budgeting, planning and forecasting systems?

		United States                        # employees


Pacific Northwest


WA, OR, ID, AK:                  # employees


Outside the  US:                     # employees






		

		How many employees associated with these types of products/systems does the company have in each of the following categories?




		Customer Support:                 # employees

Installation & Training:          # employees

Product Development:           # employees


Sales, Marketing:                   # employees



		

		Average annual staff turnover rate for employees in key staff positions

		



		

		Location of office that will serve as the primary contact during implementation

		     



		

		Does the company have any user group support organizations?

		Yes               No     


Title of Organization(s):



		

		Identify the closest meeting location that your company has for the Seattle area

		





		ID

		Financial Information



		3



		What was the Company’s annual gross revenue during the last three fiscal years?

		FY 2008          


FY 2009           


FY 2010           



		

		What was the percentage of gross revenues invested in research and development?

		  %         



		

		As an Exhibit, describe your firm’s ability to finance additional costs that would be incurred by your firm in the event your firm is awarded a Vendor Contract resulting from this solicitation.  State the amount your firm would need to borrow, and provide documentation from your firm’s lender stating its willingness to lend such amount to your firm.

		Attached     



		

		Provide Dun & Bradstreet Report

		      





		ID

		Current Commitments (1 Page Maximum)



		4



		As an Attachment, list at least ten of the highest dollar contracts currently held by your firm. If you have held less than ten, list all that have been held.  For each contract provide the following:


· Client’s name


· Brief description of the items provided by your firm


· Dollar value of the contract 


· Approximate share of current income derived from the contract 


· Expected contract termination date



		

		Attach a discussion that addresses how these or other current commitments affect the ability to support the City scope of work.  Explain any staffing and schedule overlaps, and how the Vendor proposes to ensure that such commitments or potential overlaps will not affect the City of Seattle schedule and project delivery.





		ID

		Previous Experience and References (3 Pages Maximum)



		5

		Previous clients will be contacted and used as references, along with other sources that may be provided to the City in your response or that are otherwise known to the City.  List all contracts with similar scope and magnitude held within the previous five years.  If you are a national company, you may list all contracts held by the office that will serve the City of Seattle.  Vendor shall provide at least three previous contracts that will serve as references.  For each reference and contract provide: 


· Client’s name


· Contact person’s name, title, telephone number and/or email address.


· Dollar value of the contract.


· Contact start and completion dates.


· Brief description of the items provided by your firm.  


· Indicate whether the contract was similar in size, scope, and/or complexity as required by the City in this solicitation.  





		ID

		Terminations



		6



		The City will evaluate any termination information and may also at its sole discretion, reject the Vendor’s Response if the information indicates that completion of a contract resulting from this solicitation may be jeopardized by the responsibility history of this Vendor.  These clients may be contacted as a resource to the City for assessing references and responsibility.

Have you had any early Contract Terminations?   Yes               No     


If yes, are termination descriptions attached?  Yes               No     






		

		If any, list any contracts that have been terminated before the project completion in last five years with your firm (if you are national company, list those terminations for the office that will serve the City of Seattle).  Indicate whether contract was terminated for Default (defined as a notice to Vendor to stop performance due to Vendor’s non-performance or poor performance) and whether the issue was (a) not litigated; or (b) litigated and such litigation determined the Vendor to be in default.  If any, attach a description of the deficiencies in performance and describe whether and how the deficiencies were remedied.  








		ID

		Prime Contractor



		7



		If your proposal includes hardware, software or services from a third party, the Vendor must act as prime contractor for procurement of all proposed products and services.  Prime contractor shall be the sole point of contact for contractual issues including payment of any and all charges resulting from the purchase of the proposed hardware, software, and services.  Prime contractor must take responsibility for demonstration, delivery, installation, and acceptance testing of all items proposed.  Prime contractor must also provide maintenance, warranty and ensure third-party warranties are extended to City.



		

		Will Vendor utilize Subcontractors?:   Yes               No     





		

		If yes, attach a clear description of how you as prime contractor will direct work of all subcontractors to ensure the quality and timeliness of work performed by the Company and all subcontractors.      Attached?  Yes               No     



		



		

		If you responded yes and are utilizing subcontractors (or third party vendors), then also complete the following chart for each subcontractor:

Third Party Vendor Name:


     

Number of previous partnerships with this Vendor


Location of Previous Partnerships with this Vendor


Description of Installed and Configured Service


Project Management Services


     

     

     

Application Software Programs

     

     

     

Other Software


     

     

     

Training


     

     

     

Client Devices/Hardware


     

     

     

Data Base Administration


     

     

     

Networking/Infrastructure


     

     

     

Security


     

     

     

Data Conversion Development


     

     

     

External System Interfaces Development


     

     

     

Functional/Business  Analysis

     

     

     

Testing


Deployment


Other







		ID

		Proposed Project Approach (5 Pages Maximum)



		8

		Describe your system development life cycle methodology.  Include a description of each phase, task/work product, deliverable and proposed milestone.  





		9

		The City desires the system to be operational in time to support the second year of the 2013/2014 biennial budgeting process which begins in March 2013. The City desires all functionality to be implemented, in production and operational by March 2013.  Minimally, the “core” portion of the budgeting system must be developed, tested and users trained to support a March 2013 deadline.  Discuss how your approach meets this deadline, and how you would continue to meet this deadline when project issues surface that might preclude that from happening. 





		10

		Provide a project plan as a separate attachment that shows (Microsoft Project or similar is acceptable):


· Project phases, tasks, milestones and deliverables. 


· Project staff loading based on those proposed in the Project Organization and Key Staff sections later in this document.  


· Gantt chart showing task sequencing and relationships over time.








		ID

		Knowledge Transfer (2 Pages Maximum)



		11

		SPU staff will need to be trained in the new system and understand how the system has been architected and implemented in order to maintain and make enhancements over the long term.  Describe your approach to transfer knowledge from your team to SPU staff over the course of this contract.  How and when this would be accomplished, who (role) from SPU would be involved and the activities being proposed.  Areas of particular interest include:  

· Administration of the system (server configuration, client configuration, security at all levels/roles, user/role administration, cube configuration)


· Modifying and developing new forms/user data entry screens


· Dimensional modeling and implications of changes or additions 


· System architecture


· TM1 and Cognos applications


· Performance tuning (server, client)


· Troubleshooting (approaches to systematically assessing and resolving performance and application issues)


· Modifying or developing new scripts





		ID

		Project Organization



		12

		Provide a diagram that illustrates the Vendor’s project organization.  Include the names of key project staff and any subcontractors.  Identify all internal and external communication paths, including within the Vendor’s project staff and between the Vendor and City project staff.





		ID

		Key Staff



		13

		Describe the project roles and responsibilities for each key staff member and sub-contractor identified in the Project Organization diagram.  Indicate the responsibilities and qualifications of such personnel, and include the amount of time each will be assigned to the  Budgeting, Planning and Forecasting project.  Public sector or governmental accounting experience is required of at least one key member of the proposed implementation team.  



		14

		Provide resumes as separate attachments for the named staff and include the following information:


· Current position with the Vendor


· Years with the company


· Project position to be staffed


· Education and Training


· Work experience, including past positions with the Vendor’s company


· Technical skills and qualifications relevant to the project


· Specific description of experience in working with the proposed software/system, including experience in system design, installation, support, training or management


· Developing planning documents for budget management systems.

· Practical experience with public sector budget management practices and principles.

· Recommending budget management best prac​tices in both the private and public sectors.

· Implementing the proposed budget tool in a public sector environment.







		ID

		Location of Key Staff or Project Team



		15

		The City prefers to work with a Vendor that has key staff or project teams on-site.  SPU will provide facilities for all Vendor resources while onsite at the Seattle Municipal Tower, including temporary office space, meeting space, access to hardware and software including security rights and passwords where required to implement the budget system.

Propose a plan that provides an adequate level of on-site participation and how the activities would be accomplished while Vendor staff members are off-site.



		16

		In responding to this RFP, Vendor warrants that any key staff members identified by the Vendor 


and accepted by the City shall be dedicated to the City’s project as that person’s primary assignment for the duration of the project.  Any change in assigned key staff is subject to prior City approval in writing.  Indicate whether or not this will be an issue for you.





		ID

		Project Management



		17

		Designate the Project Manager who will have overall, daily responsibility for the project.  This person will be responsible for the Vendor’s project management and coordination with the City.  Provide an organizational chart that shows the Project Manager’s reporting relationships within the Vendor’s organization. The Vendor should also describe the type and level of authority vested in the Project Manager in regards to coordinating the Vendor resources in support of the project.





		ID

		Project Manager Qualifications



		18

		The Vendor must provide detailed information regarding the designated Project Manager’s experience with projects of similar size and complexity. In addition to the information provided above, list and describe all projects performed by the Project Manager for similar work.








		ID

		Project Resources Required by City of Seattle



		19

		Based on past experience with projects of this size and scope, please describe the level of staffing support required of the City during the following project phases:


· Design

· Build/Construction

· Test

· Deployment/Training

· Stabilization

Please be specific in describing the number of positions required, roles, responsibilities, and prerequisite skills of all staff members.
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City of Seattle



 Outreach Plan






Please use additional sheets if necessary to complete this plan.



To meet the affirmative efforts requirements of SMC Ch. 20.42, Vendor shall respond to the questions below.  The information will be evaluated to determine compliance with the affirmative efforts requirements of the Contract.  The City reserves the right to request additional information.  The information provided becomes a part of the Contract.   



			Bid//RFP Number & Title:


			       





			Vendor Name:


			     








1) If Vendor must hire additional employees to service this contract, complete Section A below.


2) If Vendor must subcontract to achieve this contract, complete Section B below.


A.  EMPLOYMENT:  If Vendor replies yes to employment, fill out this Section.



If Vendor believes new employees are required to service this contract, indicate employment goals for women and minorities.   Such goals shall not represent a utilization requirement, but are a commitment to goals that the Vendor proposes to be reasonably achievable. 


       How many new employees are required?       


			


			Goal for minorities


			Goal for women





			Of the new employees that must be hired to achieve this contract, what is the % of new hires that the Vendor aspires to achieve?


			     


			     








If you plan to hire new employees to service this contract, provide a statement indicating the efforts that Vendor has made  or plans to make to solicit women and minorities.  


			     





			     





			     





			     





			     





			








B:  SUBCONTRACTING.  If Vendor believes additional subcontracting is required to achieve the contract, list the commercially useful subcontracting functions expected within the contract:



			1)      





			2)      





			3)      





			4)      








What is the % of subcontracting that the Contractor would like as a goal for distribution to minority or women owned business?


			Subcontracting 



What is the % share of the total contract value that you expect to subcontract?


			What % of such new subcontracting would the Vendor aspire to be awarded to Minority-owned businesses


			What % of such new subcontracting would the Vendor aspire to be awarded to Women-owned businesses





			     


			     


			     








If subcontractors were sought by the Vendor before bids were submitted to the City, identify all firms contacted and any firms that have been established as a subcontractor.


			Name of WMBE Company Solicited


			Specify whether a Women (W) or Minority (M) 


			Function


			Did you Contract w/Firm


Y/N


			Optional:


List dollar amount of participation





			     


			     


			     


			     


			     





			     


			     


			     


			     


			     





			     


			     


			     


			     


			     





			     


			     


			     


			     


			     





			     


			     


			     


			     


			     





			     


			     


			     


			     


			     








If the Vendor anticipates subcontracting, describe the Affirmative Efforts Vendor will perform to encourage participation of qualified, available, and capable Women and Minority Businesses to perform such work (see attached list of examples)


			1.      





			2.      





			3.      





			4.      








Identify past success at achieving participation on prior contracts or other evidence of the likelihood of the Bidder at achieving the proposed Affirmative Efforts.   



			1.      





			2.      





			3.      





			4.      





			5.      








SIGNATURE AND CERTIFICATION OF INFORMATION


The undersigned certifies that the information and data contained herein is correct and complete.



			





			Signature of Authorized Representative





			





			Printed Name of Authorized Representative





			     





			Title





			     





			Date








Examples of subcontracting efforts:



The City encourages the utilization of WMBEs in all City contracts.  The City encourages the following practices to open competitive opportunities for WMBEs:



a) Attending a pre‑Bid or pre‑solicitation conference, if scheduled by the Owner, to provide Project information and to inform WMBEs of contracting and subcontracting opportunities.



b) Placing all qualified WMBEs attempting to do business in The City of Seattle on solicitation lists, and providing Written Notice of subcontracting opportunities to WMBEs capable of performing the Work, including without limitation all businesses on any list provided by The City of Seattle, in sufficient time to allow such businesses to respond to the written solicitations.



c) Breaking down total requirements into smaller tasks or quantities, where economically feasible, in order to permit maximum participation by small businesses including WMBEs.



d) Establishing delivery schedules, where the requirements of this Project permit, that encourage participation by WMBEs.



e) Providing WMBEs that express interest with adequate and timely information about plans, specifications, and requirements of this Project.



f) Utilizing the services of available minority community organizations, minority contractor groups, local minority assistance offices, The City of Seattle, and other organizations that provide assistance in the recruitment and placement of WMBEs.



			File: G:\Purchasing\Keeper of the Forms\Outreach Plan\Purchasing Version Outreach Plan 10-12-05.doc
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THE SEATTLE ETHICS & ELECTIONS COMMISSION

The SEEC is a seven-member, independent panel
of citizen volunteers. The Commission and its staff
are responsible for administering the City of Seattle
Ethics, Elections, and Whistleblower Protection
Codes. Three Commissioners are appointed by the
Mayor, three by the City Council, and the seventh
by the other six. They are confirmed by the City
Council and serve overlapping three-year terms.

The Commission is supported by a staff of six
employees who provide training, investigate
complaints, and issue advisory opinions.

TRAINING AND INFORMATION

Ethics training and brochures are available by
request. Information is also available at the
Commission website: http:/www.seattle.gov/ethics/.

CoMMISSION MEETINGS

You are invited to attend any Commission meeting.
Meetings are usually the first Wednesday of the
month in the Seattle Municipal Tower.

Copies of the meeting agenda, including time and
location, are in our office and on our Internet web
site under Commission/Agendas & Minutes. You
can also call 206-684-8500 for meeting times and
locations.

This brochure highlights portions of the Seattle
Ethics Code, SMC 4.16. The complete law is on the
City Clerk’s Seattle Municipal Code (SMC) web site,
http://clerk.ci.seattle.wa.us/~public/code1.htm.
Copies are also available in the SEEC office.

ETHICS COMPLAINTS AND CONSEQUENCES

Anyone who feels a City officer or employee has
violated the Ethics Code may complain to the Ethics
and Elections Commission. Commission staff will
investigate whether there is a Code violation.

If it is found that an employee or official violated the
City’s Ethics Code, the Commission may fine that
person up to $5,000 per violation plus costs and
restitution. The Commission may also recommend
disciplinary action, including suspension or discharge.

A complaint may be dismissed if there is no violation
of the Code or if the violation is minor and inadvertent
or has already been remedied.

ADVICE

City employees and officers may seek advice on
whether a planned action or activity raises issues
under the City’s Ethics Code.

@) city Of Seattle
ETHICS AND ELECTIONS COMMISSION

Seattle Municipal Tower
700 Fifth Avenue, Suite 4010

Mon - Fri: 8am - 5pm
Tel: 206-684-8500 Fax: 206-684-8590
E-mail: ethicsandelections@seattle.gov
Postal mail: PO Box 94729, Seattle, WA 98124-4729

Internet: http://www.seattle.gov/ethics/

JATRAINING\Train Brochures\contractor-vendor brochure rev.doc

5/2007

@ City of Seattle

An Explanation

of the
City of Seattle’s
Ethical Standards
for

Contractors, Vendors,
Customers and Clients

This pamphlet is intended to help you understand
the conduct expected of City employees, elected
officials, and members of City boards and
commissions under the Seattle Ethics Code.

SEATTLE ETHICS AND ELECTIONS
COMMISSION

Your advocate for fair, open, and honest government.





An Explanation

The City of Seattle’s
Ethical Standards

Contractors, vendors, customers, and clients:
We appreciate doing business with

you and hope that you find this
information helpful.

The Code of Ethics
Seattle Municipal Code (SMC) 4.16

The Seattle Ethics Code was created to inspire
public trust in City government and ensure that
City officers and employees are “independent,
impartial, and responsible to the people.”
The law is administered by an independent
commission of citizen volunteers.

The Code sets ethical standards about work
activities, business relationships, and the use
of City resources that apply to all City employees,
elected officials, and members of most City
boards and commissions.

This brochure highlights areas of the Code that
pertain to contractors, vendors, and regulated

parties, and also to customers and clients. It is
one of our efforts to increase awareness of the
Code and to help you better understand what

employees can and cannot do.

If you would like more information or have

questions, please call us at 206-684-8500

or visit our web site:
http://www.seattle.gov/ethics/

This brochure is a general summary of the

Seattle Ethics Code. If you have questions

or would like advice on a specific issue,

please contact Commission staff.
206-684-8500

HIGHLIGHTS

THANKING CITY EMPLOYEES

The best way to thank a City employee is to
write a letter of praise to the employee’s
supervisor. City employees may not accept
gifts, loans or other things of value in
appreciation for their work or services.

Example: Employees responsible

for purchasing cannot receive

gifts or premiums for the City

orders they place.
Employees may accept promotional items or
items such as flowers or candy to share with co-
workers or the public, as long as they are valued
at $25 or less. However, the Commission limits
the value of such items to $50 from a single
source in a calendar year.

SOLICITING ITEMS
City employees may not ask people with whom
they do City business to donate items, whether
for personal, charitable, or other purposes.
Example: Inspectors may not ask businesses
they inspect for donations of meeting spaces
or supplies.
No FREE MEALS
Employees may not accept free meals from
people with whom they do City business, or from
people who wish to do business with the City.
Example: An employee who is
meeting with a vendor or client
for lunch cannot have the lunch
paid for by the vendor or client.

REFRESHMENTS AT MEETINGS
Employees may accept basic refreshments—
such as coffee, tea, soft drinks, doughnuts, or
cookies—when attending meetings in your office.

USE oF CITY FACILITIES AND RESOURCES
City employees cannot use City
resources for non-City purposes.
City property, including City paid
time, vehicles, and equipment, may
only be used for a City purpose.

CONFLICT OF INTEREST
Employees may not take part in City business
where they, or an immediate family member,
have a financial or private interest. Employees
also may not take part in City business where
they would appear to have a conflict of interest.

Example: City employees must withdraw from
a vendor selection process if one of the
competitors is the employee’s spouse or
domestic partner, or if a competitor has been
the employee’s business partner or client
within the last twelve months.
ADVERTISING
Employees cannot use their positions for
anyone’s private gain or use City resources
for a non-City purpose. Therefore, they cannot
hand out or post advertising materials.

INVITATIONS TO SEMINARS & CONFERENCES
> City employees may attend
°m = o educational programs paid for by
City vendors or potential vendors
only under limited conditions. Neither the City
nor the employee can accept reimbursement for
expenses incurred that are not allowable under
the City's Travel Policies and Procedures. In all
cases, the event must serve a City purpose
Example: An employee may not attend a
conference at your expense unless you are
required by contract to provide training or
education to City employees, or the employee
is directed by his or her supervisor to attend.
Reimbursement for travel or lodging must be
made to the City, not to the individual.

AFTER LEAVING CITY EMPLOYMENT
Employees must wait one year after leaving
the City before they can (i) assist others in
proceedings involving their former agency, (ii)
assist or represent others on matters in which
they were officially involved, or (iii) compete for
contracts when they helped determine the scope
of work or the process for selecting a contractor.

Example: For one year, former employees
may not assist their new employers in seeking
permits from the City department they left.
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700 5th Avenue, Suite 4250 OBL. NR. AMT.
P.O. Box 34214

Seattle, Washington 98124-4214 OBL. NR. AMT.
(206) 684-8484 fax (206) 684-5170  email address rca.bizlictx@seattle.gov OBL. NR. AMT.

www.cityofseattle.net/rcal

APPLICATION FOR BUSINESS LICENSE Annual Fee $90.00

The license is for the calendar year, January through December. For a business that opens July 1 or thereafter, the half-year fee is $45.00*
The half-year fee does NOT apply to any years prior to 1998. The Seattle business license expires December 31.
*If worldwide annual gross income and/or value of products is estimated as $20,000 or less, the license fee
is $45.00 ($22.50 for half-year fee).

PLEASE PRINT OR TYPE - COMPLETE BOTH SIDES OF THE APPLICATION

Your business will be assigned a City of Seattle CUSTOMER NUMBER. Refer to the Customer Number in any future correspondence relating to your license.
Let us know if you previously had a Seattle business license. The account will be deemed a reinstatement ONLY if it has been closed for at least 12 months.

Please provide the information in the first section if it is available. The ID numbers are not required to obtain a City of Seattle business license.

State of Washington UBI # FEIN

State of Washington Contractor # City of Seattle Vendor ID # (if applicable)

Internet Address (if applicable) S.1.C. Code o (office use only)
Have you previously had a Seattle Business License? [J YES [J NO NAICS.Code (office use only)

PLEASE COMPLETE ALL SECTIONS BELOW and the REVERSE SIDE OF THIS FORM PROVIDING the BUSINESS INFORMATION

TYPE OF BUSINESS (Check ONE) [ Sole Proprigtor [] Corporation [ Partnership LILLC [ Other

Is the business a non-profit organization? [] Yes [INo (Non-profit organizations are required to be licensed and file tax returns as all other businesses.)

LEGAL NAME OF BUSINESS ENTITY

(If a sole proprietorship, please list your legal name, last name first, and include any middle initial.)

TRADE NAME or dba (doing business as)

WHAT IS THE STARTING DATE OF BUSINESS IN SEATTLE? Month Day Year

If the business was operating in Seattle before the current year, prior years' license fees, taxes, penalties and interest may be due.

Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance.
The location of your business should be indicated below. You must list a physical address (a post office box or mail drop is not considered a physical address).

PHYSICAL BUSINESS LOCATION:

ADDRESS CITY STATE ZIP
IS THIS LOCATION BEING ADDED AS A BRANCH ONLY TO AN EXISTING LICENSE? LJYES L[INO

Mailing address for LICENSE & RENEWAL

[ ] SAME AS ABOVE ADDRESS CITY STATE ZIP

Mailing address for TAX FORMS

[] SAME AS ABOVE ADDRESS CITYy STATE ZIP
BUSINESS PHONE: - CELLULAR PHONE - FAX -
LIST OTHER BUSINESS LOCATIONS IN SEATTLE - Each BRANCH LICENSE FEE is $10.00 per year (attach a separate sheet, if needed).
TRADE NAME ADDRESS SEATTLE ZIP CODE TELEPHONE "Separate" tax reporting status?
[JYes [ No
[JYes [ No

PLEASE COMPLETE THE BACK SIDE OF THE APPLICATION - ALL INFORMATION AND A SIGNATURE IS REQUIRED TO PROCESS





( \
‘QDI‘\ CITY OF SEATTLE APPLICATION FOR BUSINESS LICENSE - Page 2

NATURE OF BUSINESS: Check all that apply and provide detail below. THIS INFORMATION should be as detailed as possible.
[ Manufacturing-Extracting L Printing & Publishing L] Tour Operator L] Wholesale L] Retail [ Service L] Transportation LI Other

L] Utility Services (telephone services, pager services, cable television franchise) [ Charging Admission for Events/Shows ] Gambling Activity
DOES YOUR BUSINESS OWN OR OPERATE PRICE SCANNING EQUIPMENT? LIYES [INO
DESCRIBE IN DETAIL THE PRINCIPAL PRODUCT(s) OR SERVICE(s) RENDERED:

NOTE: Additional licenses or endorsements may be required depending on the business activity - please see instruction sheet under regulatory licenses.

NAME(S) OF SOLE PROPRIETOR, PARTNERS, CORPORATE OFFICERS, AND RESIDENT AGENTS: List true name(s), residence address,
telephone number and date of birth of the sole proprietor or all partners or corporate officers/directors and their titles (attach a separate sheet, if needed).

NAME AND TITLE RESIDENCE ADDRESS CITY, STATE, ZIP TELEPHONE  DATE OF BIRTH

TAX REPORTING STATUS - Seattle BUSINESS LICENSE TAX FORMS must be filed by every business, EVEN IF NO TAX IS DUE.
Based on the taxable revenue for your business as described below, please check one of the following reporting frequencies:

[0 QUARTERLY - Estimated taxable revenue will exceed $50,000 per year for entire entity - main location and branches (tax is due every quarter).
[J ANNUAL - Estimated taxable revenue will be less than $50,000 per year for entire entity (no tax due if revenue is less than $50,000).
A Business granted ANNUAL reporting status by Revenue and Consumer Affairs must file a combined tax return if there is more than one location.

Tax forms are mailed to the last known address - failure to receive the form does not preclude the requirements to file timely.

L1 YES My annual worldwide gross income and/or value of products will be $20,000 or less.
Should my gross income and/or value of products be greater than $20,000, | understand
| will be responsible for additional license fees.

IF YOU PURCHASED THIS BUSINESS, DID YOU TAKE OVER L] THE ENTIRE BUSINESS [J ONLY A PORTION

FORMER OWNER'S NAME CURRENT ADDRESS CITY, STATE, ZIP TELEPHONE CUSTOMER NUMBER

A SIGNATURE IS REQUIRED IN ORDER TO PROCESS THE APPLICATION

As applicant, | , certify or declare under penalty of perjury under the laws of the State of Washington
that the foregoing is true and correct. All information given is subject to verification with State of Washington, Department of Revenue.

SIGNATURE DATE
PLEASE PRINT your NAME TITLE
FEES DUE - MAKE CHECK PAYABLE TO CITY OF SEATTLE FOR OFFICE IU_StFION'-; ,
niuals ate

Business License Fee if OPEN date is January 1 - June 30 $90.00

If $20,000 or less in worldwide annual gross income $ 45.00 Processed by
Business License Fee if OPEN date is July 1 or laterin year ~ $ 45.00

If $20,000 or less in worldwide annual gross income $22.50 Tax Forms Mailed
Additional Seattle Locations X $10.00 = $ Enforcement

TOTALDUE ..., $ License # Issued
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_____________________________________________________________________________________________ 


Gregory J. Nickels, Mayor


Department of Executive Administration


Fred Podesta, Director




Seattle Business License Requirements

Thank you for your interest in becoming a vendor to the City of Seattle. In accordance with Seattle Municipal Code 5.55.030, businesses located within the City are required to obtain and maintain a current business license.  Businesses located outside the City that make sales into the City or deliver service within the City, which meet the definition of “engaging in business,” also need to obtain and maintain a current business license. Further information is available on the City’s web site at www.seattle.gov/rca

SMC 5.30.030 B3

q. Accepting or executing a contract with the City, irrespective of whether the goods or services are delivered within or without the City, or whether the person's office or place of business is within or without the City

SMC 5.45.060  Doing business with the City

A. The tax levied in this section shall not be levied when:


1. The aggregate value of all City contracts with the person during the calendar year is Five Thousand Dollars ($5,000) or less, or 


2. The person's only source of revenue consists of contracts with the City for neighborhood planning purposes, sister city associations, or Arts Commission grants, and is less than the taxable threshold amount provided in SMC Section  5.55.040 D.


B. All persons subject to this section, other than those exempted by subsection (a business license as prescribed by SMC Section  5.55.030.A) above, are required to obtain and maintain 

D. …. The Director may withhold payment due a City contractor pending satisfactory resolution of unpaid taxes and fees due the City under this title.


If the above applies to your business, please complete the Application for Business License found on the back of this information sheet and return it with the license fee made payable to “City of Seattle” for each year engaged in business in Seattle.

Please contact our information line at (206) 684-8484 if you have any questions regarding Seattle business licensing and business tax or Georgianne Browning at (206) 684-8408 or Cherie MacLeod at (206) 684-8402.









_____________________________________________________________________________________________


Revenue and Consumer Affairs, 700 5th Avenue Suite 4250, PO Box 34214  Seattle, WA 98124-4214

Tel: (206) 684-8484, Fax: (206) 684-5170, http://www.cityofseattle.net/rca/   email: rca.bizlictx@seattle.gov

An equal opportunity, affirmative action employer. Accommodations for people with disabilities provided upon request.
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P.O. Box 34214
Seattle, Washington 98124-4214
(206) 684-8484 fax (206) 684-5170

email address rca.bizlictx@seattle.gov web site  http://www.cityofseattle.net/rca/

INFORMATION and INSTRUCTIONS FOR BUSINESS LICENSE APPLICANTS

Business License Required - Based on chapter 5.55 (formerly 5.44) of the Seattle Municipal Code, it is unlawful to engage in business in Seattle
without first obtaining a city business license. The license is valid only for the legal owner listed on the license. If your place of business, business office,
work space, or work location will be located within the City of Seattle; i.e., between 145th in the North end and approximately Roxbury Street in the South
end, you will need a City of Seattle business license. If your place of business is not located within the city limits, but you or sales agents will be physically
coming into the City to conduct business or to call on clients, you will need a Seattle business license.

The cost for a Seattle business license is $90.00 for the calendar year (January - December) or if opening after June 30, the license fee is $45.00. Effective
January 1, 2005, if a business has $20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar
year and $22.50 for the half year fee. The business license expires on December 31 of the year purchased. The license must be renewed annually. Non-
payment of a renewal does not close the business license account. Written notice of closing or sale of the business, including the effective date is required to
close the account. Final tax returns will be sent.

Requirement to File Tax Returns - All businesses are required to file business license tax returns (commonly referred to as the B & 0 tax) with the
City of Seattle. Per Seattle Municipal Code 5.55.040 D. Businesses with less than $50,000 annual taxable revenue for the calendar year (January through
December) may file annual reports if the revenue declaration on the application and/or renewal form is accepted by the Director. The annual return must list
the actual revenue figures, but the business may declare no tax due on the appropriate line of the form. Taxable revenue is gross revenue less allowable
deductions as defined in SMC 5.45.100. Businesses with $50,000 or greater annual taxable revenue are subject to tax on the entire amount. Quarterly, or
Annual returns as authorized, must be filed regardless of whether or not tax is owed. The Director may assign certain accounts to Monthly reporting. Returns
not received on or before the due date will be subject to late charges pursuant to SMC 5.55.110.

Zoning Limitations - A business license does not authorize the holder to conduct business in violation of any zoning ordinance. Call the Department of
Planning and Development at (206) 684-8850 if you have questions.

INSTRUCTIONS FOR THE LICENSE APPLICATION - This information follows the same order as the application.

If you have obtained a State of Washington Unified Business Identifier Number (UBI), a Federal Employer Identification Number (FEIN), a Contractor
Number, a City of Seattle Vendor Identification Number, or currently have an Internet address, please enter these in the spaces provided. None of these
items are required on the application if they are not available or not applicable. The S.I.C. code (Standard Industrial Classification code) and/or the
N.A.L.C.S. code (North American Industry Classification System) will be entered by office personnel at the time of processing.

TYPE OF BUSINESS - Check the box for the correct "nature" of the legal entity as registered with the State of Washington.
If your business is registered as a non-profit organization, please check the appropriate box on the application.

LEGAL NAME - Based on the entity please provide the full legal name as noted below:
Sole Proprietor - list last name, then the first name and middle initial;
Corporation - list the corporate name as filed with the State of Washington (not the shareholder's names);
Partnership - list the partners' last names only;
LLC - (Limited Liability Company), list the name as filed with the State (not the owner's names).

TRADE NAME - Commonly referred to as the dba (doing business as) for a business when the business name is different than the legal name.

STARTING DATE - The date the legal owner commenced business activity in the City of Seattle. Note: tax forms for all periods (from the starting or
opening date of the business as listed on the application) are required to be filed, even if no tax due, or no revenue generated.

PHYSICAL BUSINESS LOCATION AND MAILING ADDRESSES - Tax forms, licenses and license renewal notices will be sent to the mailing
addresses listed on the application if different than the physical location address. All Seattle locations must list a street address even though a PO. Box or
mail drop is used for mailing purposes. Please provide a current phone number for the business and if applicable, a cell phone number and/or fax number.

OTHER BUSINESS LOCATIONS IN SEATTLE - List the street address of all other locations in the City of Seattle; a $10.00 license fee is required
for each additional location. The renewal fee is $10.00 per calendar year. If you would like the branch location(s) to be sent a separate tax reporting form for
each quarterly tax period, check the appropriate box. All businesses that are granted "Annual” tax reporting status must report as one combined entity when
there is more than one location due to the $50,000 taxable revenue threshold.

NATURE OF BUSINESS - Be very specific, just indicating "service" or "retail" alone is not acceptable. List the type of service you provide and/or the
products sold. If you do not include enough specific information in this section, the application may be delayed until more details are provided. If you indicate
utility services, charging of admission or conducting any gambling activity, you will be required to complete additional registration paper work and tax liability
for utility tax, admission tax and/or gambling tax will be assigned to your business license account.

OWNERS, PARTNERS, OFFICERS - List full/true legal name, residential address, telephone and date of birth for all owners, partners, and officers.
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TAX REPORTING STATUS - Licensees are required to file Quarterly tax returns if taxable revenue for the entire entity is expected to exceed $50,000.
Only those businesses that estimate annual taxable revenue of less than $50,000 and are granted Annual tax reporting by the Department may file annually.
Total taxable revenue is determined by the licensee (legal entity), not for each location. If a business or licensee exceeds the $50,000 threshold for an
annual period, the Department will change the reporting status to quarterly for the following year. The Director may assign some businesses to a Monthly
reporting frequency. Tax forms are due on the last day of the month following each reporting period and must be filed even if no tax is due. All tax forms filed
after the due date are subject to late fees.

IF YOU PURCHASED THIS BUSINESS - Indicate former owner's forwarding address and phone number if known. Indicate the former owner's
customer number with the City of Seattle. Successors may be liable for back taxes on the business. If this is a new legal entity for you, provide your original
customer number.

SIGNATURE REQUIRED - Please sign the application. Also print the name and title of the signer. Provide the date the application was signed.

FEES DUE - Depending on the date of opening iin Seattle, the fee will be $90.00 or $45.00 for one location. Effective January 1, 2005, if a business has
$20,000 or less in worldwide annual gross income and/or value of products the license fee will be $45.00 for the calendar year and $22.50 for the half year.
Indicate how many branch locations are being licensed and multiply that number times $10.00. Enter the total amount due for additional locations (if any)
and then total due for the application. Make your check payable to the City of Seattle. Include any past license fees if open date is prior to the current year.

REGULATORY LICENSES OR ADDITIONAL ENDORSEMENTS - If you are just starting your business and are not certain what business
activities you will be conducting, you may apply for additional endorsements at a later date. It is the owner's responsibility to apply for and maintain all
required licenses. Failure to be properly licensed may result in substantial penalties. If you will be performing as an adult entertainer or managing an adult
entertainment premise you must appear in person at the Revenue and Consumer Affairs Office, Suite 4250, of the Seattle Municipal Tower Building at 700
5th Avenue, Seattle, for a photo identification and a criminal background check.

Note: If you need a for-hire drivers license, please contact King County Licensing at (206) 296-2710. Taxicab association offices and taxicab owners should
apply for licenses at the Consumer Affairs Unit: 805 S. Dearborn Street, Seattle, WA 98134. Phone: (206) 386-1298. A criminal background check is
required.

You should contact Revenue and Consumer Affairs regarding additional licensing requirements if you will be doing any of the following:

operating a Trade Show; operating a utility, telephone network, pager services, or cable television franchise;
owning/operating a taxicab or taxicab association; charging admission for any event;

installing and/or maintaining burglar alarm systems; operating any type of gambling activity;

operating an all ages dance; operating a public parking garage;

operating a horse-drawn carriage; operating a tattoo shop;

operating as a panoram device location; owning/operating tow trucks;

operating as a residential seller (door to door); selling any type of used goods;

functioning as a weighmaster and/or weigher; operating a mobile home park;

operating an adult entertainment premise; or operating a public bathhouse;

owning/operating amusement devices; monitoring alarm systems.

Request for Additional Information

Note: The Seattle Municipal Code is located on the internet: http://clerk.ci.seattle.wa.us/-public/

If you would like to receive additional information from the Seattle Municipal Code concerning the following, you may return this section to the
address at the top of the instruction sheet. Please provide the name and address where the information should be mailed:

Please mail information on the following License Endorsements that are required in addition to the City Business License:

(] Adult Entertainment Premise (SMC 6.270) Exp. Dec 31 (] Public Garage/Parking Lots (SMC 6.48) Exp. Mar 31

(] AdultEntertainer (SMC 6.270) Exp. Dec 31 [J Residential Seller........ (SMC 6.260) Exp. May 31
(] Adult Entertainer Manager ... (SMC 6.270) Exp. Dec 31 [] Tatoo Shop (SMC 6.102) Exp. Feb 28
]  Amusement Devices___ . (SMC 6.270) Exp. Nov 30 [ Taxicabs (SMC 6.310) Exp. Aug 31
(] BurglarAlarmDealer. ... . (SMC 6.08) Exp. Dec 31 ] Taxicab Association.................... (SMC 6.310) Exp. Dec 31
(1 AlAgesDance . ... ... (SMC 6.294) Exp. Sept 30 ] Tow Trucks (SMC 6.214) Exp. Aug 31
(] Horse-drawn Carriages _ .. (SMC 6.315) Exp. Mar 31 (] Used Goods (SMC 6.288) Exp. Mar 31
[J Mobile Home Park ... (SMC 22.904) Exp. Jul 31 ] Weighmaster (SMC 7.04.565) Exp. Apr 30
(] Panoram Location/Device . .. (SMC 5.42) Exp. Dec 31 [J Trade Show License........... (SMC 6.20) Daily

] Public Bathhouse (SMC 6.36) Exp. Dec 31 (] Alarm System Monitoring (SMC 6.10) Exp. Dec. 31

Please mail the appropriate section of the SMC covering the City of Seattle business taxes for:

(] Gambling Tax (SMC 5.52) [] Business License Tax (SMC 5.45)
(] Admission Tax (SMC 5.40) [] Definitions (SMC 5.30)
(] Occupation Utility Tax (SMC 5.48) (] Administrative Provisions (SMC 5.55)






