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By Direction of:  
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Date:  
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Contact Agency: 
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Manual 110.1, Budget Instructions, issued by the Governor’s Budget Office, 
provides detailed instructions to state agencies on how to prepare and 
submit their 2017-18 agency budget requests. 

 
 

Agency heads, program managers, and fiscal officers should closely coordinate the 
development of their agency budget request with the Governor’s Budget Office and the 
Governor’s Policy Office to align the request with the Governor’s overarching policy goals 
and objectives.  All data and analysis required to adequately explain and support requests 
must be included.   

 
In the 2017-18 fiscal year, it is critical that Pennsylvania continues to employ sound budget 
planning. The 2017-18 executive budget will continue to focus on the Governor’s three key 
priority areas — Jobs that Pay, Schools that Teach, and Government that Works — as we 
continue to build on the progress made in the 2016-17 budget to address the state’s 
structural deficit, fully fund our obligations, and restore education funding. 
 

 
Seeking Efficiencies and Performance in Government: 
 

• While the 2016-17 budget package contained significant new recurring revenue to 
meet projected spending, challenges still remain.  In recognition of this reality, 
agencies are encouraged to evaluate options to generate savings wherever possible.  
New programs that align with the Governor’s priority areas may be proposed, but must 
be offset by achievable, sustainable savings in other areas of the agency budget.  
 

• As part of the process of finding efficiencies and budget dollars that can be shifted to 
new programs, agencies should identify legislative and regulatory changes that will 
streamline program operations and phase out burdensome practices or outdated 
programs.  Furthermore, agencies should look for consolidation opportunities with the 
goal of saving money and streamlining operations.  
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• In preparing funding requests, agencies should implement performance-based 
budgeting to closely evaluate the history of program areas as opposed to simply re-
proposing prior-year line items.  Agency funding requests should be driven by data 
collected about each program’s effectiveness in achieving its purpose.  Where 
programs are not meeting performance metrics established in the Office of the 
Budget’s Report on State Performance, the agency should carefully consider the 
reasons, and be prepared to justify continued funding of underachieving programs.  
Agencies should work with the Office of the Budget to match the performance of 
operations to the spending request as part of their overall performance report. 
 

• As always, agencies should continue to seek federal grants and other funding 
opportunities which advance agency priorities without depending on General Fund 
appropriations.  
 

Guidelines for targeted investment in 2017-18 include: 
 

• As noted above, agencies should use their agency performance reports to carefully 
evaluate and review existing programs to ensure that they continue to serve an 
important purpose, and consider phasing out programs that are duplicative or no 
longer serve their purpose. Where programs are identified that can be closed out or 
scaled back, agencies may present a plan for the use of the funding that will be saved.  
 

• Any new programs that are proposed should be closely aligned to advance the 
Governor’s three key priority areas: 

o Jobs that Pay:  To move Pennsylvania forward, we must have a thriving 
middle class.  It is essential to continue to focus on economic development 
policies that will create family-sustaining jobs across the commonwealth.  
 

o Schools that Teach: The 2017-18 executive budget will reflect the 
Administration’s continued commitment to ensure that our youngest residents, 
regardless of where they live, have access to a high-quality education that will 
provide them with the tools to be successful in the 21st century.  
 

o Government that Works:  Residents of Pennsylvania must have confidence 
that taxpayer dollars are being used effectively and efficiently.  Agencies should 
continue to aggressively pursue savings through the Governor’s Office of 
Transformation, Innovation, Management, and Efficiency (GO-TIME), which 
worked closely with agencies to save the commonwealth more than $156 
million in the 2015-16 fiscal year.  

 
Additionally, agencies should continue to focus on initiatives that support our most 
vulnerable residents in the most cost-effective manner.  

 
All 2017-18 budget submissions must be prepared in accordance with the instructions 
provided in this manual. Changes or refinements to this year's budget preparation 
instructions are identified in the table of contents in this manual with an asterisk.  This 
manual should be reviewed carefully to ensure that budget preparers have a thorough 
understanding of what is required to complete the submission. 
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The Governor’s Budget Office will provide forms, and instructions for their use, on the FTP 
server at ftp://obftp.state.pa.us and on the GBO intranet site at 
https://collab.pa.gov/ob/intranet/Budget-Rebudget-Submissions/Pages/default.aspx. 
 
 
Business Planning and Consolidations (BPC) input forms will be made available to agency staff 
mapped to budget preparation roles. Agencies must make every effort to meet the deadlines 
specified on the Budget Submission Calendar in Manual 110.1, Budget Instructions. Agencies 
should contact their budget analyst in the Governor’s Budget Office, Bureau of Budget Analysis 
when the BPC request version and supporting information are completed and ready for 
submission. 
 
Electronic copies of the agency budget request must be sent to: 
 

RA-OBAGENCYSUBMISSION@pa.gov. 
 

 

ftp://obftp.state.pa.us/
https://collab.pa.gov/ob/intranet/Budget-Rebudget-Submissions/Pages/default.aspx
mailto:RA-OBAGENCYSUBMISSION@pa.gov
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GLOSSARY OF TERMS 

 
AGENCY PROGRAM PLAN (APP) – A document consisting of program 

and financial information projected over a five-year period. It thus serves as 
the agency input into the commonwealth program plan. 
 
BUSINESS PLANNING AND CONSOLIDATIONS (BPC) – Budgeting and 

planning software that the commonwealth uses for budget preparation and 
rebudget. 
 
BUDGET TYPE (also referred to as BUDGET SUBTYPE) – A term used to 

describe the components of various funding sources and status of the 
funding sources that determine the total funds available for each 
commonwealth appropriation or executive authorization. Budget types 
include: 
 1000 – Appropriation or Executive Authorization – The amount provided 
in an enacted appropriation bill or executively authorized and issued in an 
approved expenditure symbol notification (ESN) letter. 
 2000 – Estimated Augmentations – The amount made available in an 
approved allocation or allocation amendment to supplement an appropriation 
or executive authorization from non-federal sources. 
 3000 – Federal Transfers – The amount of expenditures anticipated to 
occur first in the state appropriation or executive authorization in the first 
instance and then transferred to a related federal appropriation or executive 
authorization. 
 4000 – Non-Federal Transfers – The amount of expenditures 
anticipated to occur in the state appropriation or executive authorization in 
the first instance and then transferred to another state appropriation or 
executive authorization or other funds source within the same or a different 
commonwealth fund. 
  
BUDGET VERSION – Alternate drafts of the budget. Each budget version is 

a complete budget. Versions are available to agencies for budget 
preparation: versions 10, 20, 30 and 40. Version 40 is the official submission 
to the Governor’s Budget Office (GBO). Version 40 will automatically be 
accessible to GBO. 
 
BUDGET PERIOD – Fiscal year of proposed or actual enactment of 

appropriated funding. 
 
BUSINESS AREA – Commonwealth agency. 

 
COMMITMENT ITEM – A classification of expenditures or revenues used to 

identify the type of expenditure or revenues planned for in budget 
preparation. Certain budget preparation information is provided based on 
commitment items. A commitment item hierarchy is used to roll expenditure 

details up to higher level categories (i.e. personnel costs, operational 
expenses, etc.). 
 
COMMONWEALTH PROGRAM PLAN (CPP) – The aggregation of all of 

the APPs within the framework of the commonwealth’s program structure. 
 
CURRENT COMMITMENT – Current level of services. When used in 

projecting costs, the future cost consequences of current program policy. 
The BPC system refers to this as “cost to carry.” 
 
DECISION PACKAGE – A related set of proposed expenditures designed to 

fund current programs, projects and activities or new or substantially 
changed programs, activities and projects. A decision package can include 
entire SAP funds (appropriations) or a subset of an SAP fund. Current 
decision package types include cost to carry packages, program revision 
request packages, initiative packages and current year supplemental 
packages. Program revision request packages and initiative packages are 
assigned unique numbers.  
 
FUNCTIONAL AREA – Program subcategories, program categories and the 

commonwealth programs. 
 
FUNDS CENTER – In SAP this refers to an organization. Funds centers are 

in a standard hierarchy (agency, deputy secretary, bureau, etc.). 
 
GOAL – A goal is a desired state of affairs based upon current knowledge 

and values. It is timeless in the sense that as achievement approaches, 
goals tend to be restated at a higher level of aspiration or new goals are 
projected. Goals reflect the basic values of our society and are, therefore, 
always culture bound and subjective. 
 
INITIATIVE – (See also definition of Program Revision Request.) Changes 

in program purpose, level or activity as the result of changes in policy, 
statute, regulation or court direction that result in dollar increases or 
decreases too low to require submission of a program revision request (i.e., 
Iess than $200,000 or 15 percent of an appropriation, whichever is greater) 
are identified as initiatives. Proposed improvements such as GO-TIME 
initiatives should be included. Cost increases to operate an existing program 
without change in policy, law or regulation (such as increased fuel costs at 
an institution or increased rental costs for regional offices) are current 
commitment costs and are not identified as initiatives. 
 
OBJECTIVE – A statement of program purpose in terms of desired 

accomplishments that can be measured. 
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ORGANIZATION ELEMENT – An organization element is the agency 

activity or set of activities that produce an output or group of related outputs 
that contribute to the accomplishment of the objective of a single program 
subcategory. Organization elements are the basic units of the program 
structure. 
 
ORGANIZATION ELEMENT COMPONENT – An organization element 

component is the part of an organization element that is supported by a 
single appropriation. 
 
PAY SCALE GROUP – Pay range.  

 
PAY SCALE LEVEL – Pay step. 

 
PAY SCALE TYPE – Pay schedule. 

 
PROGRAM – A general term applied to any level of program aggregation 

defined in the APP. Included are the commonwealth program, the program 
category and the program subcategory. 
 
PROGRAM CATEGORY – The first major subdivision of the commonwealth 

program. The program category is defined in terms of desired substantive 
goals (e.g., clean air environment). 
 
PROGRAM PERFORMANCE MEASURE – A general term applied to any of 

the substantive measures found in the agency performance measures 
submission. 
 
PROGRAM POLICY GUIDELINES (PPGs) – Issued by the governor, the 

program policy guidelines identify those problems confronting the 
commonwealth that are of major concern. The guidelines initiate the budget 
process in that they ask for a preliminary assessment of alternative program 
changes that respond to the governor’s concerns. 
 
PROGRAM REVISION REQUEST (PRR) – (See also definition of Initiative.) 

The PRR is the means by which the agency proposes a new program or a 
major change in an existing program. A PRR should reflect the guidelines 
provided by the PPGs, results obtained from special analytic studies, or 
needs or demands considered relevant in the judgment of the head of an 
agency. A PRR must be submitted to support new programs or major 

changes in existing programs. As a general rule, in order to restrict PRRs to 
significant program changes, a PRR is to be submitted when an agency is 
requesting an increase or decrease of more than 15% but a PRR is not 
required if that 15% does not exceed $200,000. Consult GBO if a question 
arises as to whether or not a PRR is required for a program change. On 
occasion, GBO may request PRRs in addition to those included in the 
agency’s original budget request. 
 
PROGRAM STRUCTURE – The means that are employed to organize 

activities within a framework of goals and objectives so that organizations 
can be reviewed for decision purposes within the appropriate program 
context. 
 
SAP FUND – In SAP, this represents the lowest level source of funding 

required for budgeting and monitoring. It is generally equivalent to an 
appropriation when the last three digits of the ten-digit fund code are zeros. 
If the last three digits are other than all zeros, a lower level of detail is 
indicated. 
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GENERAL RULES OF BUDGET 
PREPARATION 

 
1. The development of a budget request that represents the best 

planning efforts of an agency and is not simply an inflated version of last 
year’s budget requires coordinated information from the governor’s 
office, the agency head and agency program managers. 

 
 The steps shown below are suggested as a guide to important 

interacting points in budget preparation. It is not necessary for an 
agency to follow these procedures precisely; however, it is important 
that the flow of information and policy be transmitted effectively to all 
program managers for the preparation of their budget requests. 

 
 Agency senior management should make program managers aware of 

the governor’s latest policy guidance and seek responses to the specific 
problems that the governor wishes to highlight. Responses to the policy 
guidance should be reflected throughout the budget request, including 
in PRRs, where appropriate, reviewed by the agency head and sent to 
the secretary of the budget as part of the budget request. 

 
 Each agency head should provide policy guidelines to program 

managers by selecting subcategories that should receive particular 
attention because of effectiveness, need or demand, or administration 
policy. In this way, a agency head indicates those programs that are to 
be emphasized or de-emphasized in the agency budget request. 

 
 Program planners may notify appropriate bureaus of the changes in 

type or level of activities that should take place to support agency policy. 
 
 The result is a budget request for resources to fund current program 

levels and substantially reduced, new or revised programs included as 
program revision requests. All appropriation budget data should include 
both current program requests and PRR amounts. Budget request 
details are entered into the BPC via several input forms for complement 
and commitment items. Database reports have been developed to add 
the decision packages into complete appropriations. 

 
2. Official Budget Schedules – All budget requests are to be submitted 

using the BPC budget preparation system or in the formats shown in 
this manual. The specific BPC input form instructions are included in the 
BPC user’s guide found on the GBO FTP server. Copies of certain BPC 
reports are to be included in the agency budget request as noted in 
Table C – Budget Forms. Agencies should use the appropriate outlines 
of forms for printing. Copies of the computer produced forms are to be 
reproduced consistent with other schedules on 8 1/2 x 11 inch size 
across the 11 inch side. Agencies must insure that all copies are legible. 

 
3. Commonwealth funds to be included – All expenditure symbols, 

(appropriations, executive authorizations, augmentations, 
restricted receipts, restricted revenues and non-budgeted ledger 5 
accounts) are to be included in budget preparation. Only 
expenditures from the general fund or the special funds shown below 
shall be entered as state funds (source of funds S). Other special funds, 
restricted receipts and revenues that are not appropriated and non-
budgeted (ledgers 4, 5 and 6) shall be entered as other funds (source of 
funds O). Funds that augment state funds shall be entered as 
augmentations (source of funds A). All funds from federal sources, 
including subgrants from other agencies, are to be entered as federal 
funds (source of funds F). Appropriations and executive authorizations 
from restricted receipt and restricted revenues are shown as source of 
funds R (ledgers 16 and 26). 

 
 

COMMONWEALTH SPECIAL FUNDS 

 
Budgeted as state funds 

 
Motor License (010) 
Lottery (002) 

 
 
 
4. Agency Head Responsibility – Budget preparation is the responsibility 

of the head of each agency. 
 
5. Comptroller Responsibility – Comptrollers should supply historical 

and other accounting data upon request of the agency head. 
 
6. Method of Preparation – Preparation of a budget should begin with 

program decisions at the subcategory level and, if the agency chooses, 
proceed to the organization element level, where appropriation and 
organization contributions to elements are determined and documented. 
Financial data is entered in BPC input forms at commitment item level 3 
(minor object) and funds center level 3. 

 
7. Levels of Presentation – Financial data is presented by appropriation 

(SAP fund) and aggregated to the agency and the commonwealth 
levels. The summary by fund and appropriation summarizes all agency 
appropriation information. In BPC commitment item planning information 
is entered at commitment item level 3 (essentially minor object) and 
funds center level 3 and rolled up in certain reports. Small amounts may 
be combined and entered as a consolidated amount. 

 



4 

8. Thousands Only – In furnishing dollar amounts on all submissions, 

round all dollar amounts to the nearest thousand in all columns. Do not 
enter the final 000; thus, $50,000 will appear as $50. Certain BPC forms 
require data to be entered in whole dollars; however, the information 
(including the complement information) should be rounded so that the 
last three digits are zeros. 

 
9. Identifying Data in Workbooks – Identifying data is entered on 

appropriation profile forms in workbooks or directly in stand-alone forms. 
Use appropriation (SAP account code) symbols as they appear in the 
latest Status of Appropriations or the latest ESN letter. If no symbol 
number has been assigned, a temporary symbol number will be 
assigned for the agency’s use. File names are to be entered on the 
computer forms. See the File Names page for instructions. 

 
10. Table of Contents – A table of contents is to be provided in all 

submissions to facilitate use of the request package. Number all pages 
at the bottom right of the page in the same manner that page numbers 
appear in these instructions. 

 
11. Sequence of Presentation – The proper sequence of schedule 

presentation is indicated on the Budget Request – Presentation Order 
section of this document. Number all pages. Group pages in the 
presentation by fund type and then by appropriation (first 5 digits of the 
SAP fund). For all subcategories show program source of funds, 
program analysis and appropriation detail for subcategory A, then B, 
then C, etc. Group all program measures together after the last 
subcategory.  

 
12. Capital Expenditures – Specific instructions are found in Section IV. 

 
13. Definition of Years 

 A. Actual Year – Will include all expenditures, encumbrances and 
available balances minus augmentations chargeable to that fiscal 
year as reflected in the June 30 Status of Appropriations, including 
any supplementals enacted after June 30. For non-appropriated 
and non-executively authorized restricted receipts and restricted 
revenues, use expenditures only. (Prior actual data follows the 
same definitions. Generally the prior actual should agree with the 
amounts shown in the actual column of the latest printed 
Governor’s Executive Budget.) Actual year information will appear 
in BPC input forms, but will be queried from June 30 Current 
budget amounts. If other adjustments are needed, consult with your 
GBO analyst. 

 
 B. Available (Current) Year – Will be consistent with the approved 

rebudget. Will include amounts appropriated to date or, if an item 
has not yet been acted upon by the General Assembly, either the 

amounts estimated in the Governor’s Executive Budget for the 
current year or in the case of federal funds, the best estimate 
currently available. When a lump sum for future distribution has 
been appropriated for such costs as employee benefit increases 
and general salary increases, generally the actual or estimated 
distribution amount should be included in the available year. For 
non-appropriated and non-executively authorized restricted receipts 
and restricted revenues use the best estimate of expenditures 
currently available. Available year information will not appear in 
BPC input forms unless the rebudget has been posted to core SAP. 
Only the adjustments to the available year will be input in the BPC 
input forms. If other adjustments are needed, consult with your 
GBO analyst. 

 C. Budget Year – Will reflect the amounts being requested for the next 
fiscal year. 

 D. Planning Years 1, 2, 3 and 4 – Will reflect the cost of the budget 
year request projected into the future and the implementation of 
legislatively mandated increases that may be effective in a future 
year but will not anticipate additional executive requests. 

 
14. Bond Funds – Expenditures from the proceeds of bond issues are not 

to be included in any of the budget schedules with the exception that 
bond expenditures by the Department of Transportation, Department of 
General Services and the Infrastructure Investment Authority should be 
budgeted under other funds. 

 
15. Appropriation of Federal Funds – On the summary by fund and 

appropriation, federal appropriations and federal executive 
authorizations will continue to be shown as federal funds with the state 
appropriation to which they relate. The detail of the individual 
appropriations will be shown on the summary by fund and appropriation. 

 
 For consistency with the treatment of state appropriations, 

administrative costs should be identified separately from federal funds 
to be used for grants and subsidies. Do not establish new federal 
appropriation line items for each additional grant award from the same 
federal source for essentially the same purpose. For example, if an 
agency receives several federal grant awards from the Department of 
Interior for grants for various recreation projects, the grants should be 
combined into one appropriation 

 
 Agencies are encouraged to maximize the use of direct appropriation of 

federal funds and minimize the use of federal subgrants between 
agencies and programs. 

 
16. Organization Chart – Agencies are required to include a current 

organization chart that is consistent with the established fund centers 
used to prepare the budget request. 
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17. Forms – Electronic budget forms will be available on the GBO FTP 

server at ftp://obftp.state.pa.us. Files are found in the templates folder. 
Templates are also available from GBO. Contact the appropriate budget 
analyst. 

 
 Agencies will be notified when BPC is available for agency staff mapped 

to budget preparation roles. 
 
18. Deadline – Budget documents are to be submitted by specified 

deadlines to GBO, 333 Market Street 19th Floor as indicated on the 
Budget Submission Calendar found in these instructions. Agencies 
should contact the appropriate budget analyst to arrange for submission 
of electronic files. 

 

ftp://obftp.state.pa.us/


6 

BUDGET REQUEST – PRESENTATION ORDER 

 
I. AGENCY SUMMARY 

  Transmittal Statement 
  Agency Statement 
  Agency Organization Chart 
  Table of Contents 
  Comparative Financial Statements 
  Summary by Fund and Appropriation 
  Authorized and Filled Complement Summary 
  Summary of Program Revision Requests 
  Summary of Initiatives 
  Federal Funds Assumptions 
   
II. APPROPRIATION DETAIL 

 For each appropriation:  
  Appropriation Summary 
  Narrative 
  Commitment Item Summary 
  Complement Planning Summary 
  Cost by Institution 
  Population Statistics  
  Performance Measures 
 
III. PROGRAM REVISION REQUEST (PRR) 

 For each PRR: 
  Program Source of Funds 
  Program Performance Measures 
  Program Analysis 
  PRR Implementation Plan 
 Package 
  Complement Planning Summary Report by PRR Decision Package 
 
IV. SPECIAL FUNDS APPENDIX 
 
V. BLOCK GRANT APPENDIX 

VI. FEDERAL FUNDS BUDGETING AND ACCOUNTING 

 
_____________________________________________________________ 
 
CAPITAL BUDGET 

 New Projects 
 Projects in Previous Budget Book 
 Additional Funds for Itemized Projects 
_____________________________________________________________ 

 
PUBLIC RELATIONS EXPENDITURE AND PERSONNEL DATA  

 Public Relations Expenditure Report 
 Personnel Data Report 
 
 
_____________________________________________________________ 

 
 
 
 
 
 
 

A table of contents is to be included. Budget request pages are to be 
assembled following the order shown above and numbered 
sequentially at the bottom right of each page. To facilitate completion 
by section, each section may be numbered separately prefaced by a 
letter. See sections in the Governor’s Executive Budget for an 
example. 
 
If further instruction is needed on the use of the BPC budget 
preparation software, please refer to the BPC user’s guide found on 
the GBO FTP server at ftp://obftp.state.pa.us. 

 
 

ftp://obftp.state.pa.us/
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SUBMISSION CALENDAR * 

 

OCTOBER 7, 2016 Budget Request Submission 
All Agencies 

 
 

 

OCTOBER 14, 2016 Capital Budget 
 All Agencies 

 
 

Agencies are required to submit Budget Requests electronically starting with the 2017-18 fiscal year submission.  
No hard copy should be submitted. 
 

– Please submit one (1) complete PDF document, preferably text searchable, to the Outlook resource account named  
 OB, Agency Submissions.  
 
If there are updates to submitted requests, a new complete PDF document should be sent to the resource account indicating that the attached 
document replaces the previous submission. If there is a separate Capital Budget submission please submit as separate PDF document to the 
same resource account. 
 
Please use the agency name, fiscal year and type of request for the submission file names. See examples below: 
 
 Department of Community & Economic Development 2017-18 Budget Request.pdf 
 Department of Community & Economic Development 2017-18 Capital Budget Request.pdf 
                      
 
 

Other Related Due Dates: 
 

OCTOBER 7, 2016 Agency IT Strategic Plans 
                                                                                      All Agencies                  Please refer to OIT instructions for submission information 
Submission to : Office for Information Technology 

 
 

OCTOBER 7, 2016                             GO-TIME Project Submissions 
                                                                                      All Agencies                  Please refer to GO-TIME instructions for submission information  

 
NOVEMBER 30, 2016                        Public Relations Expenditures                         
                                                                                      All Agencies                  Templates and Instructions provided by GBO by October 3, 2016    
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FILE NAMES 

 
For ease of identification of Excel files, file names are to be established.  
 
PLEASE ENSURE THAT ALL BPC SUBMISSIONS ARE SAVED AS A MACRO-ENABLED EXCEL WORKBOOK. 

 
Agencies should be transmitting budget requests electronically. 
 
Separate forms are grouped in workbooks. The agency level workbook is to be identified by the following: 
 Business area from Table A – Approp Code with identifier from Table B – Budget Period 
  
Thus the file name for the Department of Environmental Protection general government operations file is 35-10390-2017. 

 
The capital project justification file name is 35-J2-2017. 

 

Table A 

Agency Name Business Area Agency Name Business Area Agency Name Business Area  H&M 

Aging  .................................................................  10    Office of the Budget  ........................................  81-OB Infrastructure Investment Authority  ..................... 33 

Agriculture  .........................................................  68  Office of General Counsel  ..............................  81-OGC Insurance  ........................................................... 79 

Attorney General  ...............................................  14  Human Relations Commission  .......................  81-PHRC Judiciary  ............................................................ 51 

Auditor General  .................................................  92  Council on the Arts  .........................................  81-ARTS Labor and Industry  ............................................. 12 

Banking and Securities  ......................................  75  Juvenile Court Judges Commission  ...............  81-JCJC Lieutenant Governor  .......................................... 28 

Civil Service Commission  ..................................  32  Public Employees’ Retirement Commission  ...  81-PERC Liquor Control Board  .......................................... 26 

Community and Economic Development  ...........  24  Commission on Crime and Delinquency  .........  81-PCCD Military and Veterans Affairs  .............................. 13 

Conservation and Natural Resources  ................  38 Fish and Boat Commission  ................................  22 Milk Marketing Board  ......................................... 27 

Corrections  ........................................................  11 Game Commission  ............................................  23 Patient Safety Authority  ...................................... 83 

Drug and Alcohol Programs  ...............................  74 Gaming Control Board  .......................................  65 Probation and Parole Board  ............................... 25 

Education  ..........................................................  16 General Services  ...............................................  15 Public School Employees’ Retirement System  ... 72 

Emergency Management Agency  ......................  31 Governor’s Office  ..............................................  99 Public Utility Commission  ................................... 17 

Environmental Hearing Board  ............................  37 Health ................................................................  67 Revenue  ............................................................ 18 

Environmental Protection  ...................................  35 Health Care Cost Containment Council  .............  43 State  .................................................................. 19 

Ethics Commission  ............................................  40 Higher Education Assistance Agency  ................  90 State Employees’ Retirement System  ................ 70 

Executive Offices: Historical and Museum Commission  ..................  30 State Police  ........................................................ 20 

 Office of Administration ...................................  81-OA Housing Finance Agency  ...................................  39 Transportation  .................................................... 78 

 Office of Inspector General  .............................  81-OIG Human Services  ................................................  21 Treasury  ............................................................ 73 
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Table B  

Form Code Example 

Agency Workbook  ...................................................................................  Business Area – Budget Period (BP)  ......................................................  35-2017 

Appropriation Workbook – Operating and Institutional Appropriations  ....  Business Area - SAP Appropriation number (5 digits only) - BP ..............  35-10390-2017 

Complement Planning Summary  .............................................................  Business Area - SAP Appropriation number (5 digits only) + C – BP 35-10390C-2017 

Appropriation Workbook – Grants  ...........................................................  Business Area - SAP Fund number (5 digits only) + G - BP  ....................  35-10391G-2017 

Institution Workbook  ................................................................................  Business Area - SAP Fund number (5 digits only) + I - BP  .....................  21-10249I-2017 

PRR Workbook  .......................................................................................    Business Area - PRR - Priority Number - BP............................................  35-PRR1-2017 

Comparative Financial Statement  ...........................................................   Business Area – SAP Fund Type code - BP ............................................  18-002-2017 

Capital – Departmental Summary of Requests  .......................................  Business Area - CDS- BP ........................................................................  35-CDS-2017 

Models Code Example 

Agency Models based on Fund Type ...................................................  Business Area – SAP Fund Type Code + M - BP .................................  18-002M-2017 

Agency Models based on Appropriation .............................................  Business Area – SAP Appropriation Code + M - BP ...........................  35-10390M-2017 

 
 
 
PLEASE ENSURE THAT ALL BPC SUBMISSIONS ARE SAVED AS A MACRO-ENABLED EXCEL WORKBOOK. 
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TABLE C 

BUDGET FORMS 

 
The budget will be prepared using BPC input forms and Excel forms. Required Excel forms are found on the FTP Server at ftp://obftp.state.pa.us. The table below 
lists each form required for the budget, identifies the location of the form, whether it is used for the budget (B) and/or rebudget (R), and indicates how the form is 
prepared. Use only the forms specified below to prepare the budget.  
 

Form BPC / Excel (WB) Tab Name 
Bdgt / 
Rbdgt Preparation 

I. Business Area Workbook 

Agency Cover Page Agency Cover B & R Agency prepares. 

Transmittal Statement Agency Transmittal B & R Agency prepares. 

Agency Statement Agency Statement B & R Agency prepares 

Organization Chart NA NA B & R Agency prepares consistent with funds centers used to 
prepare request. 

Table of Contents Agency Contents B Agency prepares. 

Summary by Fund and 
Appropriation 

Agency SFA B & R Agency prepares. 

Authorized and Filled 
Complement Summary 

BPC  BPC Report B & R  

Program Revision 
Requests Summary 

Agency PRR Summ B & R Agency prepares. 

Initiatives Summary Agency Init Summ B Agency prepares. 

Federal Funds 
Assumptions 

Agency FFA B Agency prepares. 

II. Separate Files 

Comparative Financial 
Statements 

Financial Stmt Finanst B & R Agency prepares. 

Cash Flow Statements – 
Appendix Special Funds 

Cash Flow Cash Flow B & R Agency prepares. (Actual year data will be provided.) 

 
 
 
 
 
 
 

ftp://obftp.state.pa.us/
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Form BPC / Excel (WB) Tab Name 
Bdgt / 
Rbdgt Preparation 

 

III. A. Appropriation Workbook – Operating 

Appropriation Profile 
Page 

BPC BPC Report B & R Agency prepares. 

Appropriation Summary BPC BPC Report B Agency prepares. 

Commitment Item 
Summary 

BPC BPC Report B Information generated from data entered via BPC. 

Adjustments BPC Complement 
Adjustments 

Adjustments B & R Agency prepares.  
Enter all calculations and explanations necessary as a result 
of any proposed modifications to standard factors or other 
adjustments to complement summary projections. 

 

III. B. BPC Input Forms – Complement 

 
NOTE – Before beginning, budget version must be defined by the agency, decision packages must be created by the agency and new SAP 
funds must be created by IES. The title of any new SAP fund created in budget preparation will be visible to all agencies that work in this 
system. 

Vacant / LWOP 
Positions 

BPC – Complement  Vacant / LWOP Position 
Input Form  

B & R Position data entered from HR. Agency edits to reflect any 
adjustments to vacant positions for budget request. 

New Positions BPC – Complement 
Planning 

New Position Input 
Form 

B & R Agency prepares. 

Complement 
Adjustments 

BPC – Complement 
Planning 

Complement Adj Input 
Form  
 

B & R Agency enters adjustments for filled, vacant, new position or 
other personnel costs. AGENCY DOCUMENTS ALL 
ADJUSTMENTS IN A SEPARATE EXCEL DOCUMENT. 

Other Personnel Costs BPC – Complement 
Planning 

Other Personnel Costs 
Input Form 

B & R Agency enters. 

Other Adjustments BPC – Complement 
Planning 

Other Adjustments Input 
Form 

B & R Agency makes adjustments that do not affect employee 
benefits. Agency documents all adjustments in the BPC 
Complement Summary, Adjustments and Explanations 
workbook. 
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Form BPC / Excel (WB) Input Form Name 
Bdgt / 
Rbdgt Preparation 

III. C. BPC Input Forms – Distributions 

Commitment Item 
Planning 

BPC – Distributions Commitment Item 
Planning 

B & R Agency prepares.  
 

Augmentations BPC – Distributions Augmentations B & R Used to display in detail the revenue commitment items 
included in the estimated augmentations in the request year 
distribution input form. 

Distributions BPC-Distributions Distributions B & R Agency prepares. 
Commitment items appear as budget type 9999. Agency 
distributes by budget type. 

4 Planning Years BPC-Distributions 4 Planning Years B & R Agency prepares. 
Agency provides budget projection forward four planning 
years. 

IV. Institutional Workbook 

Title Sheet Institution Titles B & R Agency prepares. 

Institutional Cost Sheet Institution Inst. Costs B & R Agency prepares. 

Institutional Population 
Sheet 

Institution Inst. Pop B & R Agency prepares. 

Institutional Data Points Institution Data Points B & R Captures information that can be used for graphs. 

Miscellaneous 
Calculations and Notes 

Institution Scratchpad B & R Agency prepares as needed. 

 

VI. Program Revision Request Workbook 

Profile Page PRR PROFILE B Agency prepares. 

Program Source of 
Funds 

PRR SRC B Agency prepares. 

Program Performance 
Measures 

PRR SRC B Agency prepares. 

Program Analysis PRR Program Analysis B Agency prepares. 

PRR Implementation 
Plan 

PRR PLAN B Agency prepares. 
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Form BPC / Excel (WB) 
Input Form or Report 
Name 

Bdgt / 
Rbdgt Preparation 

 

VII. Capital Budget Workbook 

New Projects Capital Template (WB) New Projects B Agency prepares. 

Projects in Previous 
Budbook 

Capital Template (WB) Projects in Previous 
Budbook 

B Agency prepares. 

Additional Funds for 
Itemized Projects 

Capital Template (WB) Additional Funds for 
Itemized Projects 

B Agency prepares. 

 

VIII. BPC / Business Warehouse Reports and Budget Business Warehouse Report Verification Checklist – Agency Budget Submission 

Complement Planning 
Summary 

BPC Complement Planning 
Summary 

B & R This report provides both summary and detail views of the 
data recorded in BPC in the complement planning input 
form.  

Budget Verification 
Check List 

Budget Verification 
Check List (WB) 

Budget Verification 
Check List 

B & R Agency prepares. 
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SECTION I 
AGENCY SUMMARY 

 
This section presents the budget request of the 
agency, highlighting appropriation totals and overall 
agency policy. 
 

 
 
 
 
 



15 

AGENCY COVER PAGE 
201__ - 1__ Budget Request 

 
 

 BA TITLE  

BUSINESS AREA XX Agency Name  

    

AGENCY MISSION 
STATEMENT 

 

 
 
 

The agency cover page provides the agency name and business area 
to be used on all other files for identification purposes. 
 
The agency mission statement is entered to provide the agency’s 
overall mission. 
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TRANSMITTAL STATEMENT 
 

Agency Name 
 
 
 
 
 
To the Secretary of the Budget: 
 
 This and the accompanying statements, schedules, and explanatory sheets comprising _____ pages constitute the capital and operating budget 
estimates of this agency for all proposed expenditures for fiscal year __________. 
 
 All statements and explanations contained in the estimates submitted herewith are true and correct to the best of my knowledge. 
 
 
Signed: _________________________________________________ 
   (Agency Head) 
 
Date:  _____________ 
 

This transmittal statement shall be used once in an agency presentation. The purpose 
of the schedule is: 
 
1. To record the total number of sheets submitted to GBO. 
 
2. To secure the required signature of the agency head. 
 
3. To establish the date of submission. 
 
The form may be prepared on the sheet (tab) provided in the agency workbook or in a 
separate word processing file. 
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AGENCY STATEMENT 
 

Agency Name 
 
 
This schedule is to be used by the agency head to present a narrative explanation of the overall policy, program and operational considerations that are being 
emphasized in this budget request. 
 
The narrative statement should highlight the agency’s overall approach within the framework of a strategic plan to implement the commonwealth’s mission 
statement and program goals. It should include highlights of specific proposals to improve the efficiency and effectiveness of program operations, initiatives and 
shifts in directions in programs and the way these relate to the governor’s policy guidance and agency mission, goals and objectives. 
 
The following should be included: 
 
— A discussion of the agency’s overall approach to the budget and its priorities. 

 
— A brief discussion of the agency’s response to the governor’s policy guidance and any other specific initiatives proposed that focus on program and 

operational efficiencies or new programs or improvements in the treatment of ongoing programs. 
 
— A brief discussion of how the agency’s mission statement as presented on the agency profile page relates to the commonwealth’s mission statement and 

program goals (as presented in Section A of the Governor’s Executive Budget). 
 
— A brief description of any strategic planning efforts the agency is undertaking to achieve its mission and goals. 

 
— Cost reduction proposals including elimination of programs that are no longer effective and/or low priority programs or activities. 

 
 

The form may be prepared on the sheet (tab) provided in the agency workbook or in a 
separate word processing file. 
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TABLE OF CONTENTS 
 

Department of Environmental Protection 
2017-18 Budget Request 

 
SECTION I: Agency Summary 

 Agency Statement  ............................................................................................................................................  A1 
 Organization Chart  ...........................................................................................................................................  A9 
 Special Funds  ..................................................................................................................................................  A11 
 Summary by Fund and Appropriation  ...............................................................................................................  A24 
 Authorized and Filled Complement Summary  ..................................................................................................  A25 
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 Summary of Initiatives  ......................................................................................................................................  A28 
  
 
SECTION II: Appropriation Detail 

  General Government Operations  .......................................................................................................  B1 
  Environmental Program Management  ...............................................................................................  B4 
  Chesapeake Bay Agricultural Source Abatement Program  ...............................................................  B5 
  Environmental Protection Operations  ................................................................................................  B18 
  Black Fly Control and Research  .........................................................................................................  B26 
  Flood Control Projects  .......................................................................................................................  B23 
 

 

This presentation is to be prepared on the sheet (tab) provided in the 
agency workbook or in a separate word processing file. 
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TABLE OF CONTENTS 
 

Department of Environmental Protection 
2017-18 Budget Request 

(continued) 
 
 

SECTION III: Program Revision Requests 

 PRR – Expansion of Solid Waste Activities  ......................................................................................................  C1 
 PRR – Clean Air Program Expansion ...............................................................................................................  C10 
 PRR – Data System Development  ...................................................................................................................  C16 
 
SECTION IV: Special Funds Appendix  .......................................................................................................................  D1 

 
SECTION V: Block Grant Appendix  ............................................................................................................................  E1 

 
 

 

A table of contents is to be provided in all submissions to facilitate use of the request package. 
 
Number all pages at the lower right corner of the page in the same manner that page numbers appear in 
these instructions. 
 
To facilitate completion by section, each section may be numbered separately prefaced by a letter. See 
sections in the Governor’s Executive Budget for an example. 

 

 
_____________________________________________________________________________________________________________________ 

 

TABLE OF CONTENTS 
 

Department of Environmental Protection 
2017-18 Capital Budget Request 

 
 

Capital Budget 

 New Projects  ....................................................................................................................................................  1 
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1

2

3

4

5 TWO YEARTWO YEARONE YEAR ONE YEAR

6 PRIOR PRIOR PRIOR PRIOR

7 BUDGETED ACTUAL BUDGETED ACTUAL AVAILABLE BUDGET PLAN YR 1 PLAN YR 2 PLAN YR 3 PLAN YR 4

8

9 Beginning Balance 183,000

10

11 Revenue:

12 Revenue Source A 143,000

13 Revenue Source B 14,000

14 Prior Year Lapses 3,000

15      Total Receipts 160,000

16

17 Funds Available 343,000

18

19 Expenditures:

20 Agency A 116,000

21 Agency B 84,000

22 Agency C 7,000

23

24 Less Current Year Lapses (4,000)

25

26      Total Expenditures 203,000

27

28 Ending Balance 140,000

29

30

31

32

33

34

35

36

37

38

39

40

41

COMPARATIVE FINANCIAL STATEMENT

AGENCY NAME (Business Area)

COMMONWEALTH FUND

This schedule must be prepared by the agency responsible for administering each commonwealth special fund budgeted as 
state funds as listed in the General Rules of Budget Preparation in these instructions. In addition, GBO may request that this 

schedule be prepared for selected special funds that appear in the Special Funds Appendix to the Governor’s Executive 
Budget and certain programmatically significant restricted accounts.

The format should be similar to the fund financial statement found in Section C of the current printed budget.

A preformatted file is provided in the agency workbook and should be used to prepare this schedule.

Enter two actual years, available, budget and all planning years. For each of the actual years, enter data as originally budgeted 
for that year (refer to the appropriate Governor's Executive Budget) and June 30 actuals. 

Enter agency name and commonwealth fund at top of page.

Beginning Balance – July 1

Actual Year  – The actual fund balance as of July 1 of the last completed fiscal year. Also show the amount as originally 
budgeted for each of the actual years. 

Available Year  – The  July 1 fund balance of the current fiscal year.
Budget Year – The estimated July 1 fund balance of the fiscal year for which this request is being prepared.

Planning Years – The closing balance from the previous year except that zero rather than a negative figure is entered if the 
previous year ended with a deficit.

Revenue

Include all revenue by major source received or anticipated for each fiscal year exclusive. Include any transfer from the 
General Fund or any other special fund.  (Identify each major source separately.)

Prior Year Lapses

Prior Year – Actual and estimated lapses from prior year appropriations, to be reflected in the year in which the lapse is 
processed.  Also show the amount as originally budgeted for each of the actual years. 

Planning Years Estimate – Not applicable.

Total Funds Available
Show the sum of beginning balance, revenue, transfer from General Fund and lapses in each column.

Expenditures (by agency)

List actual and estimated appropriations and executive authorizations against the fund by agency.

Current Year Lapses
List actual and estimated lapses which are processed during or at the end of the fiscal year for which the appropriation was 

enacted.
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2015-16 Budget Request

2012-13 2012-13 2013-14 2013-14 2014-15 2015-16

Fund / Appropriation (SAP Fund Type / SAP Fund) Budgeted Actual Budgeted Actual Available Budget PY1 PY2 PY3 PY4

General Fund:

  General Government Operations........................ $98,750 $97,269 $98,356 $99,044 $98,215 $100,149 $103,153 $106,248 $109,436 $112,719

    (F) Drug Enforcement ...................................... 130 128 128 128 200

    (F) Traffic Accident Reviews ............................ 30 30 30 30 25

    (A) Turnpike Commission ................................ 15,000 14,982 14,982 15,462 15,571

    (A) Criminal History Checks ............................. 2,299 2,299 2,299 2,314 2,300

           Subtotal - State Funds .............................. $98,750 $97,269 $98,356 $99,044 $98,215

           Subtotal - Federal Funds ........................... 160 158 158 158 225

           Subtotal - Augmentations .......................... 17,299 17,281 17,281 17,776 17,871

Total - General Government Operations $116,209 $114,708 $115,795 $116,978 $116,311 $0 $0 $0 $0 $0

  Patrol Vehicles ................................................... $2,050 $2,034 $2,034 $2,116 $2,010

    (A) Automobile Sales ........................................ 510             506             506             535             1,500          

Total - Parole Vehicles $2,560 $2,540 $2,540 $2,651 $3,510 $0 $0 $0 $0 $0

          State Funds ................................................ $100,800 $99,303 $100,390 $101,160 $100,225

          Federal Funds ............................................ 160 158 158 158 225

          Augmentations ........................................... 17,809 17,787 17,787 18,311 19,371

TOTAL GENERAL FUND $118,769 $117,248 $118,335 $119,629 $119,821 $0 $0 $0 $0 $0

OTHER FUNDS:

  STATE STORES FUND

    Liquor Control Enforcement ............................. $12,894 $12,894 $12,894 13,294$      13,736$      

STATE STORES FUND TOTAL $12,894 $12,894 $12,894 13,294 13,736 0 0 0 0 0

DEPARTMENT TOTAL - ALL FUNDS

  GENERAL FUND ............................................... $100,800 $99,303 $100,390 101,160$    100,225$    

  FEDERAL FUND ................................................ 160             158             158             158             225             

  AUGMENTATIONS ............................................. 17,809        17,787        17,787        18,311        19,371        

  OTHER FUNDS ................................................. 12,894        12,894        12,894        13,294        13,736        

$131,663 $130,142 $131,229 132,923$    133,557$    -$           -$           -$           -$           -$           

SUMMARY BY FUND AND APPROPRIATION

(Dollar Amounts in Thousands)

State Police

The summary by fund and appropriation (SFA) includes detailed information on General
Fund, special funds, federal funds, restricted receipts/revenues, augmentations and non-

augmenting other funds. Information is provided for two actual years, available year, the
budget request and four additional planning years. For each of the actual years information is
provided on the final enacted amount and the June 30 actuals. (See the General Rules of
Budget Preparation for additional information on the definition of years.) These columns

provide a comparison between the plan and the actual expenditures for each year.

Enter the agency name in the heading of the computer form and indicate appropriate fiscal
years.

List your agency's state fund appropriations and executive authorizations by commonwealth
funds for actual, available, budget and planning years.

List each federal appropriation or federal executive authorization following the state fund

appropriation it supplements. Enter EA in parentheses following each executive authorization
title. Precede each federal appropriation or executive authorization with the letter F in
parentheses. Every federal appropriation and executive authorization must be included
following the most appropriate state appropriation. Generally, the sequence appearing in the

Governor's Executive Budget should be followed.

Augmentations supplement state funds in the General Fund and those special funds listed in
the General Rules of Budget Preparation of these instructions which are budgeted as state

funds. List each augmentation following the state fund appropriation it supplements. Precede
each augmentation with the letter A in parentheses.

On a separate page, provide an explanation of the assumptions and the basis of computation

upon which the estimate of augmentations is made.

Non-augmenting other funds include monies from certain other special funds included in the
special fund appendix to the Governor's Executive Budget and major restricted receipts and

revenues that have program significance. They are identified in the SFA and the Governor's
Executive Budget as other funds. Include on the SFA all those other fund monies included or
proposed to be included in the other funds section of the summary by fund and appropriation
in the governor's budget for which monies were received or are expected to be received

during the years reflected on the budget request forms. Generally any special fund appendix
monies that are appropriated or executively authorized should be included.

In certain cases, funds in restricted receipt or restricted revenue accounts are appropriated or
executively authorized. For these accounts only, enter the item under the appropriate general

or special fund. Precede each title with the letter R in parentheses.

Follow the format of the example for presentation of this information, which is the same as
the departmental summary by fund and appropriation in the latest governor's budget. Enter

the prior June 30 actual year as shown in the latest printed Governor's Executive Budget.
Enter the final enacted amount for each of the prior budgeted columns in the actual years.

 

20__-__ Budget Request 
20__-__ 20__-__ 20__-__ 20__-__ 20__-__ 20__-__ 
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This summary provides the number of authorized and filled salaried positions by 
appropriation rather than financial data.  The summary provides information on the actual 
year, current authorized and requested authorized counts. 
 
Prepare one summary report via BPC for the agency that includes state, federal and other 
accounts that have authorized complements.  The total agency complement should be 
identified on the report. 

 2017 
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(1) (2) (3) (4) (6) (8) (9)

Decision

Package Appropriation Title

Priority No. PRR Title (SAP Fund) State Federal Other Pos. State Federal Other Pos. Comments

1         778         Residual Waste Environmental Program Management $6,000 175    

EPA Planning Grant (F) $500

Permitting Fees $400

Environmental Protection Operations 1,000       15      

EPA Residual Waste Grant (F) 100         

PRR Total $7,000 $600 $400 190    

2         825          Improve Permit 

Response 

Capabilities 

Environmental Program Management $1,600 42      

          3          857  Strengthen 

Enforcement 

Capabilities 

 General Government Operations $250

EPA Grant (F) 250         

DEPARTMENT TOTALS - PRRs $8,850 850         400       232    

Request GBO

SUMMARY OF PRRs

(Dollar Amounts in Thousands)

ENVIRONMENTAL PROTECTION

(5) (7)

This form is to be prepared on the worksheet (tab) provided in the agency
workbook. Both the computer disk and the printout (paper) copies are to be included

with the agency request. Insert priority number in column 1. Each program revision
request (PRR) should be listed and arranged in descending priority order (number 1
is the highest priority). Identify the decision package number where PRR information
is located in the BPC database in column 2. The PRR title is entered in column 3.

Identify the appropriation within which the PRR is requested in column 4 and the
dollar amount in rounded thousands in column 5. Identify federal and other sources
of funds by source (i.e., each federal appropriation and executive authorization and
each augmentation is to be listed separately). In column 6 enter the requested
number of positions to be added or deleted as a result of the PRR. Columns 7, 8

and 9 are for GBO use only.

 

This form is to be prepared on the worksheet provided in the agency workbook.  
Electronic copies are to be included with the agency request.  Insert priority number 
in column 1. Each program revision request (PRR) should be listed an arranged in 
priority order. Identify the BPC decision package number of the PRR in column 2.  
PRR title is entered in column 3. Identify the appropriation where the PRR is 
requested in column 4 and the dollar amount in rounded thousands in column 5.  
Identity federal and other sources of funds by source.  In column 6, enter the 
requested number of positions to be added or deleted as a result of the PRR. 
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(1) (2) (3) (4) (6) (8) (9)

Decision Init Title /

Package Appropriation

Priority No. (SAP Fund) Title State Federal Other Pos. State Federal Other Pos. Comments

1 792 Investigative & 

Prosecuting Capabilities

General Government Operations $178 -         -       -   

2 814 Residual Waste 

Regulations

Environmental Protection Operations 241          -         -       3      

3 823 Improve Public Drinking 

Water

Environmental Program Management 224          -         -       5      

4 901 Oil & Gas Development General Government Operations 250          -         -       6      

EPA Grant (F) -           $250 -       

Request GBO

SUMMARY OF INITIATIVES

(Dollar Amounts in Thousands)

ENVIRONMENTAL PROTECTION

(5) (7)

This form is to be prepared on the worksheet (tab) provided in the agency
workbook. Both the computer disk and the printout (paper) copies are to be

included with the agency request. Insert priority number in Column 1. Each
initiative should be listed and arranged in descending priority order (number 1 is
the highest priority). Identify the decision package number where initiative
information is located in the BPC database in Column 2. The initiative title is

entered in Column 3. Identify the appropriation within which the initiative is
requested in Column 4 and the dollar amount in rounded thousands in Column
5. Identify federal and other sources of funds by source (i.e., each federal
appropriation and executive authorization and each augmentation is to be listed
separately). In Column 6, enter the requested number of positions to be added

or deleted as a result of the Initiative. Columns 7, 8 and 9 are for GBO use only.

 

This form is to be prepared on the worksheet provided in the agency workbook.  Electronic copies are to 
be included with the agency request. Insert priority number in column 1. Each initiative should be listed an 
arranged in priority order. Identify the BPC decision package number of the initiative in column 2.  
Initiative title is entered in column 3. Identify the appropriation where the initiative is requested in column 4 
and the dollar amount in rounded thousands in column 5.  Identity federal and other sources of funds by 
source.  In column 6, enter the requested number of positions to be added or deleted as a result of the 
initiative. 
 

Information Technology Requests: Information is to be included for both 
ongoing IT projects and new IT initiatives that are included in the IT 
Strategic Plan Review Process managed by OIT. In addition, any new IT 
projects below the Strategic Plan threshold should also be identified as 

initiatives. 
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List each federal fund, appropriation or executive authorization for which 
there is a current year appropriation or executive authorization and/or 
funding is expected in the budget year.   
 
Provide the following information: 
 

(1) Appropriation number and name as contained in the most recent 
Expenditure Symbol Notification letter. 
 

(2) CFDA – Appears in the Catalog of Federal Domestic Assistance 
 
 

(3) Carryover - Defined as the sum total of federal grant awards that 
have been made and were available, less the amounts that were 
expended or encumbered as of June 30. 
 

(4) New Funding – The amount of federal fiscal gain or aid reasonably 
allocated to the 2016-17 state fiscal year.  Normally this would be 
75 percent of the federal grant awarded October 1, 2016 – 
September 30, 2017 period.  If percentage is higher than 75 
percent, provide an explanation. 
 
 

(5) Total Appropriation - The sum of 3 and 4 should be the same 
amount contained in the General Appropriations Act or in approved 
executive authorizations. 
 

(6) Expected Revisions – Any projected change in carryover or new 
funding as a result of changes at the federal or state level since the 
appropriation was enacted. 
 
 

(7) Revised Amount – the sum of 5 and 6. 
 

(8) Carryover – Estimate the amount as of June 30, 2017. 
 
 

(9) New Funding – Estimate the new funding for 2017-18. 
 

(10) Total – the sum of 8 and 9 
 
 

(11) Comment and Assumptions – Comment as indicated above on 
revisions to the 2017-18 estimates.  Briefly state assumptions used 
in arriving at the budget year amounts.  If there is a maintenance of 
effort requirement for the federal program, identify the requirement. 



 

26 
 

 
 
 
 
 
 
 
 
 
 
 
 

SECTION II 
APPROPRIATION DETAIL 

 
 

This section presents the appropriation information for the budget year and four subsequent fiscal years.  
 
 
Detailed information related to the budget request of the agency, including an appropriation summary, major object summary, 
institutional costs and federal funds, must be presented for each appropriation that supports a subcategory program. Each of these 
forms summarizes the total costs for the appropriations including all PRR funding justified in a separate PRR presentation. In 
addition, appropriation detail will be entered in the BPC complement input forms and commitment item input forms at funds center 
level 3 and commitment item level 3. Separate decision packages are created in BPC for cost to carry, current year requests for 
supplemental appropriations, significant initiatives and PRRs. Summary reports of complement planning and commitment item 
planning information will be included in the printed copies of the agency requests. 
 
If a requested program revision meets the criteria set forth in Section III, a PRR presentation must be included in the budget request; 
however, justification of initiatives that are not large enough to meet the criteria for a full PRR presentation may be included in the 
subcategory analysis if clearly identified as initiatives. 
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PERFORMANCE MEASURES – INSTRUCTIONS 

 
 

 

PROGRAM PERFORMANCE MEASURES 

In 2009-10, a more comprehensive and streamlined approach to 
performance improvement was introduced. This approach has moved state 
government from collecting individual performance measures to developing 
agency performance plans that better reflect each agency’s goals, objectives 
and accomplishments. 

For the 2017-18 fiscal year, program measures will be aligned with the 
Governor’s statewide goals and agency performance metrics. This will 
involve a more collaborative process between the Governor’s Budget Office, 
Governor’s Policy Office and agency program and fiscal offices.  Agencies 
are required to review and update performance measures in the context of 
the Governor’s statewide goals and agency performance metrics. 

GBO’s online performance plan database provides agencies with a tool to 
create and update agency performance plans, including performance 
measures. An agency now selects budget book measures from its suite of 
measures used to manage program operations, and prints a budget book 
program measures report to include in its budget request. The agency 
checkmarks performance plan measures that it wants to include in its budget 
book program measures report.  

 

 
PERFORMANCE PLAN UPDATES 

Agency performance improvement contacts and agency fiscal officers 
received detailed instructions on updating their performance plans and 
performance measures, including budget book measures. Measures should 
link program expenditures to the core mission of the agency and the 
achievement of agency objectives stated in the performance plan. Measures 
should show what change or program results the agency expects to achieve 
with the requested funding. While the budget instructions focus on budget  

 

 

 

 

book measures, agency performance improvement contacts are charged 
with updating all aspects of their performance plans as noted in the earlier 
instructions and attachments. 

GBO will review performance plan submissions and provide comments to 
agencies prior to the budget request submission date. Agencies should then 
finalize their plans and include an electronic copy of the budget book 
program measures report in their budget request submission. After that time, 
agencies can update performance measures contained in their plan as 
better measures data becomes available. GBO will work with agencies to 
make budget book program measure adjustments as the 2017-18 
Governor’s Executive Budget document is finalized. 

Detailed instructions for completing plan updates are contained in the User’s 
Guide for the Performance Plan Database document found on the GBO FTP 
server at ftp://obftp.state.pa.us. 
 
General instructions for updating 2017-18 budget book program measures in 
the performance plan database: 

1. Review and update performance measures and measure data. 

2. Review and update, if necessary, the appropriation funding source for 
each measure using the Update Funding Source field. 

3. Select “Delete” or “Modify” in the change request drop-down box to 
request that GBO remove or modify a budget book measure. Provide an 
explanation for the proposed deletion, and/or the proposed measure title 
change in the measure comments field. 

4. Refer to the User’s Guide for the Performance Plan Database for 
instructions on how to request that GBO add a new measure to the 
budget book. Provide an explanation in the measure comments field. 

5. If the data for any measure has changed since the September 2 
submission, update the measure and provide an explanation in the 
measure comments field. 

6. If the measure projections through 2020-21 have changed, please 
provide updates for each measure. 

 
 
 
 
 
 
 

ftp://obftp.state.pa.us/
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SUBCATEGORY PROGRAM ANALYSIS 

 
SAP master data contains the association of the appropriation to a particular 
subcategory by the functional area coding.  BPC will use functional area to 
report by subcategory. 
 
The subcategory analysis included in the printed budget provides concise 
information about the services provided and the activities conducted to meet 
the objective of each program. Significant information concerning program 
measures and changes in program performance measure data is highlighted 
in the program measure section of the subcategory presentation. Agencies 
should assure that the narrative is consistent with the program performance 
measure data. 
 
Agencies may submit proposed revisions to the subcategory narrative as 
contained in the printed budget. It is expected, however, that agency budget 
requests will provide more detailed explanations and analysis for each 
subcategory than the printed Governor’s Executive Budget. 
 
Program Analysis 

 
The program analysis section is a narrative that must include at least the 
following essential components: 
 
1. Program description – A concise descriptive statement regarding the 

types of activities conducted and services provided by the program. 
 
 Changes in legislation that affect the operation of the program, the 

activities performed and/or the services provided should be discussed. 
Avoid long presentations of the history of the program or the 
organization providing the services. 

 
 Changes to the program as a result of PRRs and initiatives funded in 

the current year must be discussed. Refer to the PRR implementation 
plan included in last year’s budget request. For those PRRs that were 
funded in 2016-17, comment on the success in accomplishing the 
milestones identified. Update the information as necessary. 

2. An explanation of program initiatives that are not large enough to meet 
the criteria for a full PRR presentation. This explanation must include an 
identification of the cost for the initiative, the activities to be performed 
as a result of the initiative, program measures affected by the initiative 
and an explanation of that effect. If necessary, add and explain new 
program measures necessary to reflect program performance as a 
result of the initiative. 

 
Projections of Financial Data 

 
All financial data must be projected for the budget year as well as for future 
years. The trends described by these projections are intended to show the 
future consequences of currently existing policy commitments. Do not 
include PRR data, as that should be submitted separately per Section III. In 
other words, the projections are to show the future trends in program costs if 
the current level of service is maintained over the five year period. Trends in 
costs may change to reflect productivity changes. The following are a few of 
the more obvious factors that should be considered in making the projection: 
 
1. Inflationary trends that will affect the costs of services. 
 
2. Changes in the number of clients receiving services. If the 

commonwealth has committed to serving all those meeting eligibility 
requirements, program activity and cost will change with the number of 
eligible clients. 

 
3. Mandated Services – Where funding levels are pre-determined by a 

formula, program service output and cost will fluctuate consistent with 
the formula. 

 
4. A new method of processing in the budget year may increase 

productivity and reduce cost or increase output in the future. 
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APPROPRIATION PROFILE 
 
 
 

The appropriation profile is a BPC generated report.  Please 
follow the instructions on the first tab of the Appropriation 
Summary BW workbook for the correct generation of this 
report. 
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APPROPRIATION SUMMARY – INSTRUCTIONS 

 
The appropriation summary forms are to be used to provide brief, executive 
level summaries of the requests for each state appropriation (SAP fund), 
associated federal appropriations and executive authorizations. It is 
important that key activities and intended accomplishments be 
highlighted on these forms for executive level review. Programmatic 

justifications and impact statements will be provided in the appropriation 
subcategories. 
 
Complete a separate form in BPC for each state appropriation. No form 
should be completed for federal appropriations. Two versions of the form are 
provided: 
 
Version 1 is for general government and institutional appropriations that 

include complement information. 
Version 2 is to be used for grants and subsidy appropriations that 

require substantial justification. Most grant and subsidy 
appropriations should be presented on this form. 

 
Version 1 – General Government and Institutional Appropriations 

 
Description – A brief description of the program and activities funded by this 

appropriation is entered automatically from the Appropriation Profile page. 
This section must include legal citations for the programs funded. 
 
Appropriation Funding and Complement Summary – Amounts should 

populate based on the data entered in BPC.  Dollar amounts will be rounded 
to thousands (state, federal and augmentations funds). These amounts 
should agree with the summary by fund and appropriation. Actual, available 
year and budget request dollar amounts should agree with the totals on the 
budget major object summary. The nonrecurring available amount must be 
entered by the agency. When the lower section of the form is completed, the 
state, federal, augmentations and total amounts requested will be entered 
automatically at the top of the form. When the agency request is entered the 
change from actual and available amount and percentage will also be 
calculated and entered automatically. 
 
Complement Information – In the actual year, enter the total authorized 

complement as of June 30, 2016. 
 
In the available year columns, enter the total authorized positions included in 
the agency’s approved rebudget. 
 
In the budget request columns, enter the total authorized positions included 
in the agency request. Numbers of positions in each category are to be 
consistent with those shown on the complement summary. 

 
Agency Proposal and GBO Changes from Available Year – The lower 

section of the form is designed to highlight all the increases and decreases 
between the available amount and the budget request by activity and 
initiative or program revision. It includes three subsections: (1) nonrecurring 
costs, (2) cost to carry costs and (3) PRR and initiatives costs. Complete the 
section using the following guidelines: 
 
1. Nonrecurring costs – For major contracts, equipment purchases, etc., 

must be separately identified and deleted from the available year 

amount. (Enter minus signs in front of the dollar amounts.) 
2. Cost to Carry – The focus on this summary should be on activities and 

intended accomplishments. Details on objects of expenditures 
(commitment items) are to be presented in the major object summary 
and the commitment item planning input forminput forms. Increases 
requested for cost to carry must be separately identified by activity and 
if necessary, by item. Include a separate entry for each increase 
necessary to carry forward initiatives and PRRs funded in the available 
year. Unusual factors such as statutory salary increases, major 
reclassifications, significant increases in fuel or rental costs, etc. may 
also be identified separately. Use the major object and selected minor 
object explanation for more detailed breakdowns and explanations of 
the increases in cost to carry costs. 
– Each significant change should appear as a separate item. 
– For each item of significant change, enter the dollar amount 

involved and the associated complement. Identify state (S), federal 
(F) and augmentations or restricted other (A) funds separately. 

 A single entry that reflects the accumulation of changes too small to 
highlight individually may be entered at the end of the list. 

– Do not use the letter designations S, F and A on any subtotal 
lines (see sample). Use of these designations will result in 
double counting of the dollar amounts in the request. 

3. PRRs and Initiatives – Include both PRRs and initiatives (other 

changes that are not large enough to meet requirements for a full PRR 
presentation). Identify these items by a brief title only. Detailed 
explanations of Initiatives and PRRs should be provided on other 
explanation forms. 

4. The total request is the sum of the current program plus the PRR and 
Initiative subtotal. The template will add the total automatically. 

 
 This total amount should be entered at the top of the form and carried 

forward to all appropriate summaries. 
 
PLEASE ENSURE THAT THE FILES ARE SAVED AS  MACRO 
ENABLED EXCEL WORKBOOKS.
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PLEASE ENSURE THAT THE FILES 
ARE SAVED AS  MACRO ENABLED 
EXCEL WORKBOOKS. 
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The Commitment Item Summary is a BPC generated 
report.  Please follow the instructions on the first tab of 
the Appropriation Summary BW workbook for the 
correct generation of this report. 
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BPC COMMITMENT ITEM PLANNING – INSTRUCTIONS 

 
The equivalent of major and minor object information is entered in the BPC 
budget preparation system through a series of input forms. A separate set of 
input forms is required for each funds center level 3 (roughly equivalent to 
bureau) within an SAP fund (appropriation). A separate set of input forms is 
required for each decision package. When preparing budget requests, 
agencies are required to enter information at commitment item level 3 
(roughly equivalent to minor object) within funds center level 3. The lowest 
level commitment items are also available on the detailed input forms for 
use.  
 
 
Distributions – Commitment Item Planning Input Form 

 
This input form is used to manually enter all budget request commitment 
items and to distribute those commitment items across budget types. 
Agencies enter the budget year amounts requested for each commitment 
item at funds center level 3 and commitment item level 3. Detail below 
commitment item level 3 may also be provided. Lower level commitment 
items are available for data input on the screen. Changes to request 
amounts for personnel services must be made in the complement planning 
input forms. Reports must be used to show the totals of personnel and non-
personnel commitment items and to view the effects of source of funds 
distributions among types. 
 
 
Agencies distribute each commitment item by budget types: appropriation, 
augmentations, federal transfers and non-federal transfers. 
 

 The total of the commitment item and complement planning amounts in 
budget type 1000, appropriation and executive authorizations, must 
agree with the requested appropriation amounts and must total to 
rounded thousands at commitment item level 1, funds center level 1. 

 The total commitment item and complement planning amounts shown 
as augmentations in budget type 2000 shown in 6xxxxxx series 
commitment items (and offset in revenue commitment item 4xxxxxx 
series) must agree with the total shown on the summary by fund and 
appropriation. 

 The distribution to 92xxxxx series commitment items in budget type 
3000 federal transfers must net out to zero by budget type.  Each 

federal transfer must have an equal amount of expenditures offset by 
the transfer amount. 

 Non-federal transfers in budget type 4000 are to be treated the same as 
federal transfers. These are created to show the amounts that are 
charged to the appropriation in the first instance and transferred out to 
other appropriations, special funds or any other non-federal funding 
source. 

 CATS and other direct charges will be adjustments made in 
complement planning input forms before the commitment item totals are 
distributed by type. 

 
Amounts on this input form are in total dollars including appropriated funds, 
federal transfers, non-federal transfers and augmentations. Information 
should be rounded in the commitment item planning input forms so that the 
last three digits are zeros at commitment item level 1. 
 
 
 
 
Augmentations Input form 

 
This input form is used to provide a detailed breakdown by source of the 
total estimated augmentations for this appropriation (SAP fund). IES has 
created a revenue commitment item number for existing augmentation 
sources. 
 
Enter the revenue commitment item code and the estimated dollar amount 
for the budget year. If the agency anticipates a new augmentation source, 
they must contact the IES budget team to have a new revenue commitment 
item created. 
 
Reports from Information Entered in BPC Input forms 

 
In order to see the results of the data entered in commitment item input 
forms in BPC, BW reports must be reviewed. For general assistance in using 
the reports refer to IES web site, Business Warehouse. 
 
 
For specific BPC questions, please review the BPC User’s Guide found 
on the GBO FTP server at ftp://obftp.state.pa.us.

 
 
 

ftp://obftp.state.pa.us/
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COMPLEMENT PLANNING SUMMARY – INSTRUCTIONS 

 

(Complement Planning Forms – BPC) 
 
 
The complement planning summary is used to calculate and to document 
personnel costs. This information is to be prepared on the complement 
planning input forms in the BPC system using instructions and factors 
provided by GBO. A separate form should be prepared for each state 
appropriation or executive authorization (SAP fund), and all other accounts 
for which there is an authorized complement or complement is requested. 
Totals for state, federal and other funds must agree with the 2017-18 totals 
on the major object summary. All dollar, position and pay period information 
must be entered in order to insure proper calculation. All salary and benefit 
information, factors and rates may be subsequently adjusted by GBO, as 
needed, to reflect such changes as those resulting from collective 
bargaining. 
 
Existing filled and vacant position data for August 12, 2016 will be loaded to 
BPC from human resources (HR) information by IES. Agencies will have to 
review that information to assure that it reflects the approved rebudgets. All 
adjustments to complement planning data including filled, vacant or new 
positions, other personnel costs, benefit costs, salary adjustment factors and 
general salary increases must be made in the complement adjustments or 
other adjustments input forms and clearly identified. They must be explained 
in the BPC Complement Summary, Adjustments and Explanations workbook 
for the appropriation. Before beginning complement cost projections 
agencies must: 
• Define Budget Versions – Generally information will be loaded in 

version 10 at the start of the process. 
• Create Decision Packages – Agencies should create all non-cost to 

carry decision packages before complement planning begins. 
• Establish new SAP Funds – If the agency intends to request funds in a 

new appropriation or account, the agency must contact the IES budget 
preparation team to create the SAP fund in BPC. 

 
Factors – This screen input form shows the standard employee benefit 

factors and other adjustment factors (such as the salary adjustment factor) 
that have been loaded into BPC. These factors cannot be changed in BPC. 
All adjustments proposed by the agency must be made in the complement 
adjustments or other adjustments input forms. The nature of the adjustment, 
the calculations supporting the adjustment and a brief explanation of why the 
adjustment is needed must be provided in the BPC Complement Summary, 
Adjustments and Explanations workbook for the appropriation. 
 

Filled Positions – August 12, 2016 data will be loaded into the BPC 

system. Biweekly salaries are multiplied by 26.0 pay periods. 
If adjustments are entered in the complement adjustment input form, 
the related employee benefit adjustments are calculated in the benefits 
input form. If adjustments are entered in the other adjustment input 
form, no employee benefit adjustments are calculated. 

 
Savings from Furloughed Employees – If employee furloughs are 

necessary during 2017-18, the biweekly payroll figure for filled positions will 
need to be reduced by the sum of the actual biweekly payroll for those 
employees furloughed after the date of the biweekly payroll (August 12, 
2016). 

 
In the complement adjustment input form, enter a reason code, the total 
number of positions being furloughed, the total pay periods (number of 
positions times the number of pay periods) for which salary costs are not 
funded for each position and the total dollar value (without benefits). The 
biweekly salary for each position is multiplied by the number of pay periods 
of the furlough and the total for all positions is calculated. Since the pay 
periods and biweekly salary have been entered, the benefits input form will 
calculate the employee benefits for these positions. If furloughs are 
anticipated, unemployment compensation (UC) must be budgeted in the 
other personnel costs input form. 
 
Filled Position Savings from Complement Reductions – If additional 

reductions to filled complement are anticipated during 2016-17 or 2017-18, 
enter a reason code, the number of positions to be eliminated, the number of 
pay periods and the total dollar value of the change (without benefits) on the 
complement adjustment input form. The benefits input form will calculate the 
employee benefits for those positions. 
 
To calculate UC costs for employees furloughed in 2017-18: 

 
• Determine the annual salary of the position(s). 
• Calculate the highest quarter by dividing by 26 pay periods and 

multiplying by 7. 
• Look up the weekly UC benefit using the Labor and Industry UC tables 

(link below). 
• Multiply the weekly UC benefit by 26 (the number of weeks eligible for 

state paid UC benefits in 2017-18). 



 

35 
 

• Enter the resulting amount in the other personnel costs input form, 
commitment item 6149000. Also, include calculations in the BPC 
Complement Summary, Adjustments and Explanations workbook for the 
appropriation. 

 
Link to Labor and Industry UC tables: http://www.uc.pa.gov/unemployment-
benefits/benefits-information/Pages/Weekly-Benefit-Rate.aspx 
 
 
Filled Changes from Other Adjustments – If any other adjustments to 

filled complement are to be made such as those necessary from 
reorganizations that result in transfers from one appropriation to another, 
enter the number of positions to be added or deleted, the number of pay 
periods and the total dollar value of the change (without benefits) increase or 
decrease on the complement adjustment input form. Provide the calculations 
and briefly explain the purpose of the adjustment in the BPC Complement 
Summary, Adjustments and Explanations workbook. 
 
Salary Adjustment Factor – The salary adjustment factor is the sum of the 

longevity/increment factor and the estimated turnover factor (which may be 
either positive or negative) by bargaining unit group. Factors for each 
bargaining unit group are shown on Table D. This adjustment applies only to 
filled position costs and should be calculated after other adjustments to filled 
position costs for furloughs, reorganizations or other changes have been 
made. The agency factor will be entered automatically in the BPC system 
and will be shown on the factors report. If the agency is proposing an 
alternate rate, an adjustment must be made on the other adjustments input 
form. Multiply the revised salary adjustment factor by the total filled salary 
requirements after adjustments for any anticipated furloughs, 
reorganizations and all other adjustments that affect filled complement. 
Subtract the revised dollar amount from the amount calculated using the 
factor on the factors input form. To determine the effect on employee benefit 
costs, determine the difference between the original factor and the proposed 
factor. Multiply the net percentage times the benefits that are calculated as a 
percentage of payroll costs. Add the value of benefits adjustments to the 
change in the salary amount. Enter the total difference in the other 
adjustments input form. An explanation of why an adjustment is needed 
must be provided in the BPC Complement Summary, Adjustments and 
Explanations workbook detailing how the revised amount was determined. 
 
Salary Adjustment Factor – Increments –This is adjusted for cash 

payments where applicable.  
 
Agencies should discuss the proposed longevity/increment factors with their 
personnel offices since some bargaining units may still receive annual 
increments at some other rate. It may be necessary to adjust 
longevity/increment factors provided in Table D for significant numbers of 
such employees within an appropriation. 

 
If an agency proposes to use an increment/longevity factor other than that 
shown on Table D, the BPC Complement Summary, Adjustments and 
Explanations workbook page must be provided detailing the calculations and 
explanation of the change. 
 
Salary Adjustment Factor – Turnover – The Office of Administration 

generally derives the estimated turnover factors using a three-year average 
of the turnover experience. The turnover factor includes an assumption that 
the average position is vacant for a net of one month after leave payouts 
before it is filled again. If an agency feels its pattern will result in a different 
turnover factor, an alternative factor may be used if accompanied by a 
description of the computation. If an agency proposes to use another factor, 
the agency must provide the BPC Complement Summary, Adjustments and 
Explanations workbook page with an explanation and justification for the 
change. 
 
Vacant / LWOP Positions – The vacant / LWOP input form lists all vacant 

positions within funds centers by position number and job title as of the 
August 12, 2016. Vacant positions are funded for 13 pay periods. Provide 
explanation for any adjustments to the amount of funding provided for vacant 
positions in the BPC Complement Summary, Adjustments and Explanations 
workbook. Pay periods and biweekly hours may be adjusted on the line in 
the vacant position input form where the default data appears.  
 
In BPC, LWOP positions are included in the vacant position input form in the 
cost to carry decision package. Use the vacant/LWOP buttons to move 
between vacant and LWOP positions. LWOP positions will show up in this 
input form funded for 26.0 pay periods. If the pay periods need to be 
adjusted, they can be changed in this vacant / LWOP input form; however, 
this will automatically result in adjustments to employee benefits that are 
funded as a percentage of payroll dollars. If some other change is needed, 
make the adjustments to LWOP positions on other adjustments input form. If 
an adjustment is made, it must be provided in the BPC Complement 
Summary, Adjustments and Explanations workbook. 
 
Vacant Positions Savings from Complement Reductions – If additional 

reductions to vacant positions are anticipated during 2016-17 or 2017-18 
follow the same process as outlined above for adjustments to vacant 
positions. 
 
Vacancy Changes from Other Adjustments – If any other adjustments to 

vacancies are to be made such as those necessary from reorganizations 
that result in transfers from one appropriation to another, follow the same 
process as outlined above for adjustments to filled positions. 
 
 

http://www.uc.pa.gov/unemployment-benefits/benefits-information/Pages/Weekly-Benefit-Rate.aspx
http://www.uc.pa.gov/unemployment-benefits/benefits-information/Pages/Weekly-Benefit-Rate.aspx
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New Positions – Before entering new positions, check the decision package 

where you are working. If the new positions are not part of the cost to carry 
request, use the refresh button to change to a PRR decision package. List 
all new positions requested. Explain the number of pay periods budgeted for 
new positions in the BPC Complement Summary, Adjustments and 
Explanations workbook. 
 
Other Personnel Costs – List each budget request amount other personnel 

cost separately in the other personnel costs input form by commitment item 
(minor object). If wages are included, attach a separate documentation 
showing how many wage positions are provided for in each year and an 
explanation of the purpose for which wage positions are used. 
 
Other Personnel Costs Savings – Identify and subtract the amount of 

savings in any other personnel costs such as shift differential, overtime, etc. 
as a result of complement reductions. Enter the adjustment in the other 
personnel costs input form and provide the BPC Complement Summary, 
Adjustments and Explanations workbook documentation for the adjustment. 
 
Other Personnel Costs – Other Adjustments – If any other adjustments to 

other personnel costs are to be made such as those necessary from 
reorganizations that result in transfers from one appropriation to another, 
identify the item (i.e. shift differential, overtime, etc.) and enter the dollar 
amount of increase or decrease. Explain the adjustment in the BPC 
Complement Summary, Adjustments and Explanations workbook. 
 
Employee Benefits – Salary Related Benefits –The factors used in BPC 

are displayed in the BW factors report. These percentages and dollar 
amounts per pay period are an estimate of the statewide averages. If 
another factor can be clearly documented, it may be used instead. 
Adjustments are made in the complement adjustments screen and 
documented in the BPC Complement Summary, Adjustments and 
Explanations workbook. 
 
Effective July 1, 2009, leave payouts are budgeted as a salary related 
benefit. Each appropriation with payroll costs is charged a percentage of 
payroll costs in order to collect monies in a central restricted account. This 
account, managed by the Bureau of Commonwealth Payroll Operations, is 
used to fund leave payout costs as they occur throughout the fiscal year. 
Agencies no longer budget funds for their own leave payout costs, but 
instead budget funds to contribute to the central restricted account. Leave 
payouts are now budgeted as a percentage of payroll costs that are 
automatically calculated and applied in BPC (similar to employee health care 
and pension costs). The percentage to be applied is based on a 

commonwealth-wide estimate of total leave payout costs for the fiscal year. 
The charge is applied to gross payroll from all funding sources (General 
Fund, special, federal and other funds) in the same distribution as total 
salaries. 
 
Actual leave payouts will continue to be processed through payroll to the 
employee’s home cost code (via ZX document type). There will be a 
separate accounting document posted (via ZO document type) with the 
same FM posting date as the payroll document, to transfer the actual leave 
payout expenditures plus the associated benefits to the restricted account. 
 
Employee benefit factors, including the leave payout factor, are shown on 
Table E. Estimated workers’ compensation factors by agency are provided in 
Table H. 
 
The OPC benefits input form is used to calculate the employee benefits for 
other personnel costs. The employee benefits for other personnel costs vary 
by commitment item (minor object). The amount budgeted by commitment 
item (minor object) for each applicable cost is shown in the chart in Table G. 
 
If an agency proposes using a benefit factor other than those shown on the 
chart in Table E, an adjustment must be entered in the complement 
adjustment input form and a the BPC Complement Summary, Adjustments 
and Explanations workbook explanation must be provided. 
 
BPC includes UC in the other personnel costs input form. UC is to be 
budgeted only when the agency plans furloughs in an appropriation or has a 
documentable history of ongoing costs for this benefit. Enter the dollar 
amount to be budgeted in the other personnel costs input form and explain 
the basis for these estimates in the BPC Complement Summary, 
Adjustments and Explanations workbook. 
 
An amount should be entered if savings from furloughed employees are 
shown in the complement planning projections. (Refer to M530.9, 
Unemployment Compensation Insurance for further information on 
unemployment compensation.) 
 
 
Complement Planning Summary Report – This report is generated from 

the BPC complement planning input forms. The report is printed for each 
appropriation (SAP fund) and included in the agency’s budget request 
submission. 
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Please use this form to provide justification for any 
complement adjustments entered in the BPC complement 
input forms. 
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TABLE D 
SALARY ADJUSTMENT FACTORS – BUDGET 2017-18* 

 

Bargaining 
Unit Group 

Bargaining Unit Group Name Turnover Longevity Total 

11 General Non-supervisory Master Agreement -0.00549   
12 General Supervisory Master Agreement -0.01075   
13 Corrections Officer/Psychiatric Security Aides -0.00816   
15 Liquor Store Clerks -0.01154   
17 State Police -0.00793   
18 Liquor Store Clerk Supervisory -0.00744   
19 Medical and Supportive Services Non-supervisory -0.00558   
20 Medical and Supportive Services Supervisory -0.01451   
21 Social and Rehabilitative Services Non-supervisory -0.00146   
22 Social and Rehabilitative Services Supervisory -0.01008   
23 Compensation Referees -0.01440   
24 Adult Correction Education Non-supervisory -0.02517   
26 Physicians and Related Occupations Non-supervisory -0.01093   
27 Physicians and Related Occupations Supervisory -0.00507   
29 Security Non-supervisory -0.00659   
30 Security Supervisory -0.01533   
31 Educational and Cultural Non-supervisory -0.00833   
32 Educational and Cultural Supervisory -0.01483   
33 Instructional Non-tenured Non-supervisory -0.01300   
34 Public Utility Commission Assistant Counsel Non-supervisory -0.00019   
35 Capitol Police -0.00216   
36 Liquor Law Enforcement Non-supervisory -0.00783   
37 Liquor Law Enforcement Supervisory -0.00884   
38 State Park Rangers -0.00783   
40 Game Law Enforcement Officers -0.00591   
43 Fish and Boat Law Enforcement Non-supervisory -0.01461   
44 Fish and Boat Law Enforcement Supervisory -0.00811   
89 Public Utility Commission Management -0.00790   
94 No Elected Representation -0.00657   
97 Management and Trainees -0.00897   

 STATEWIDE AVERAGE -0.00765   

Longevity/Increment factors are not 
available at the time of publication.  
Rates will be updated in the BPC 
system once union agreements have 
been ratified. Please contact your GBO 
analyst with any questions. 
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TABLE E 
EMPLOYEE BENEFITS 

 

Benefit 

Dollars 
Per 
Funded 
Pay 
Period 

Percent Comments 

    

Health Insurance    
          Active ---  Rate not available at the time of publication.  Rates will be updated 

once union agreements have been ratified 
          Annuitant $380   
          Corrections Officers $483   
          State Police $665   
          State Police Annuitant $1,200  Retired State Police have a separate annuitant program. 

    

Social Security  6.20% For 2017, 6.2% up to $126,000 for survivors and old age retirement  

    

Medicare  1.45%  

    

Life Insurance $4.54   

    

Workers’ Compensation  3.10% Rates based on agency experience as per Table H. 

    

Unemployment Compensation  
To be 

calculated 
Agencies are billed for actual claims.  See instructions for 
unemployment compensation in complement planning instructions. 

    

Leave Payout    
          Dept. of Corrections  1.00%  
          State Police  4.00%  
          All other agencies  1.80%  
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TABLE F 

RETIREMENT RATES 
 
 

Class Category Category Description Rate 

A 0 All Others – Age 60 Retirement 26.15% 

A 1 Age 50 Retirement 29.17% 

A 2 Legislators 29.17% 

A 3  Judges 26.15% 

A 4 Magisterial District Judges 26.15% 

A 5 State Police Officers 45.48% 

A 6 Liquor Control Enforcement Officers 29.17% 

A 7 Capitol Police/Park Rangers 29.07% 

A 8 Enforcement Officers (Attorney General/Probation & Parole/Fish & Boat) 29.17% 

    

AA 0 All Others – Age 60 Retirement 32.69% 

AA 1 Age 50 Retirement 36.46% 

AA 2 Legislators 36.46% 

AA 6 Liquor Control Enforcement Officers 36.46% 

AA 7 Capitol Police/Park Rangers 36.19% 

AA 8 Enforcement Officers (Attorney General/Probation & Parole/Fish & Boat) 36.46% 

    

A3 0 All Others – Age 65 Retirement 22.59% 

A3 1 Age 55 Retirement 25.19% 

A3 2 Legislators 25.19% 

A3 5 State Police Officers 41.04% 

A3 6 Liquor Control Enforcement Officers 25.19% 

A3 7 Capitol Police/Park Rangers 25.19% 

A3 8 Enforcement Officers (Attorney General/Probation & Parole/Fish & Boat) 25.19% 

    

A4 0 All Others – Age 65 Retirement 22.59% 

A4 1 Age 55 Retirement 25.19% 

A4 2 Legislators 25.19% 

A4 5 State Police Officers 41.04% 

A4 6 Liquor Control Enforcement Officers 25.19% 

A4 7 Capitol Police/Park Rangers 25.19% 

A4 8 Enforcement Officers (Attorney General/Probation & Parole/Fish & Boat) 25.19% 

    

D4 2 Legislators 43.74% 

E1 3 Judges 41.44% 

E2 4 Magisterial District Judges 41.44% 
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TABLE G 
OTHER PERSONNEL COSTS 

 
For other than general classes make adjustments consistent with rates shown on list of employee benefits. Some commitment items may receive different 
employee benefits than shown below (for example, wage employees may be eligible for all benefits if considered full time). Adjust projections as necessary. 
 

Commitment Item Title Benefits Applied 

6112000 Salaries shift differential Social Security, Medicare, Retirement, Workers’ Compensation, 
Leave Payouts 

6113000 Salaries higher class pay Social Security, Medicare, Retirement, Workers’ Compensation, 
Leave Payouts 

6121000 Wages – regular hours 
(Varies by employee) 

Social Security, Medicare, Workers’ Compensation, Leave 
Payouts (may be eligible for all benefits if permanent and in 
some cases retirement). 

6122000 Wages – shift differential Social Security, Medicare, Workers’ Compensation, Leave 
Payouts (In some cases retirement may apply) 

6123000 Wages – higher class pay Social Security, Medicare, Workers’ Compensation, Leave 
Payouts (In some cases retirement may apply) 

6131000 Overtime hours straight Social Security, Medicare, Retirement, Workers’ Compensation, 
Leave Payouts 

6161000 Litigation arbitration payouts 
(varies) 

Depending on the payouts, benefits may not apply 

6163000 Rewards and bonuses 
(varies) 

Social Security, Medicare, Workers’ Compensation, Leave 
Payouts (In some cases retirement may apply) 

6164000 Allowances Social Security, Medicare, Workers’ Compensation, Leave 
Payouts 

 



 

42 
 

TABLE H 
WORKERS’ COMPENSATION RATES 

 
Individual agency rates are calculated by modifying the composite rate for the commonwealth by several factors. One factor provides a basic underwriting charge 
for each agency based on payroll; another is a loss factor based on each agency’s share of losses; and a third factor is a charge which is dependent on the 
increase or decrease in an agency’s losses over time. 
 

Positive loss prevention and control measures by each agency will contribute toward holding the line in the future on both commonwealth total losses and 
individual agency experience. 
 

These rates will be applied to both state and federal programs for the entire 2017-18 fiscal year. 
 

Factors below are shown as decimals. 

 

Governor’s Office  ......................................................................  0.015000 

Executive Offices .......................................................................  0.015000 

Lt. Governor’s Office  .................................................................  0.015000 

Attorney General  .......................................................................  0.015000 

Auditor General  .........................................................................  0.015000 

Treasury  ....................................................................................  0.015000 

Aging  .........................................................................................  0.015000 

Agriculture  .................................................................................  0.034623 

Banking and Securities  .............................................................  0.015000 

Civil Service Commission  ..........................................................  0.015000 

Community and Economic Development  ..................................  0.015000 

Conservation and Natural Resources  .......................................  0.044174 

Corrections  ................................................................................  0.040756 

Drug and Alcohol Programs  ......................................................  0.015000 

Education  ..................................................................................  0.015000 

eHealth Partnership Authority ....................................................  0.015000 

Emergency Management Agency  .............................................  0.015000 

Environmental Hearing Board  ...................................................  0.015000 

Environmental Protection  ..........................................................  0.015000 

Ethics Commission  ....................................................................  0.015000 

Fish and Boat Commission  .......................................................  0.015000 

Game Commission  ....................................................................  0.064137 

Gaming Control Board  ..............................................................  0.015000 

General Services  .......................................................................   0.020745 

Health  ........................................................................................  0.015000 

Health Care Cost Containment Council  .....................................  0.015000 

Historical and Museum Commission  .........................................  0.024573 

Human Services  ........................................................................  0.025939 

Infrastructure Investment Authority  ............................................  0.015000 

Insurance  ...................................................................................  0.015000 

Intergovernmental Coop. Authority – Pittsburgh  ........................  0.015000 

Labor and Industry  ....................................................................  0.015000 

Liquor Control Board  .................................................................  0.045900 

Military and Veterans Affairs  ......................................................  0.036231 

Milk Marketing  ...........................................................................  0.015000 

Municipal Retirement System  ....................................................  0.015000 

Philadelphia Regional Port Authority  .........................................  0.015000 

Probation and Parole Board  ......................................................  0.030853 

Public School Building Authority  ................................................  0.015000 

Public School Employees’ Retirement  .......................................  0.015000 

Public Utility Commission  ..........................................................  0.015000 

Revenue  ....................................................................................  0.015000 

State  ..........................................................................................  0.015000 

State Employees’ Retirement System  .......................................  0.015000 

State Police  ...............................................................................  0.039407 

Thaddeus Stevens  ....................................................................   0.015000 

Transportation  ...........................................................................  0.029464 

Legislature - House  ...................................................................  0.015000 

Legislature - Senate  ..................................................................  0.015000 

Legislature – Other Agencies  ....................................................  0.015000 
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The institution workbook is to be used to present information 
about costs by institution and institution population.  List 
each institution name on the title page. The names will 
automatically carry over onto the other institutional forms.  A 
separate workbook is prepared for each state appropriation 
that funds more than one institution. 



 

44 
 



 

45 
 

 



 

46 
 

 



 

47 
 

SECTION III 
PROGRAM REVISION REQUESTS 

 
The following forms and formats are to be used to present agency program revision requests (PRR). A PRR workbook that includes 
the forms as worksheets (tabs) is provided on the GBO FTP server. 
 
PRRs must be submitted in the event of the elimination, addition or change in program purpose, level or activity as the result of 
changes in policy, statute, regulation or court direction however, in order to restrict PRRs to significant program changes, a PRR is to 
be submitted when requesting an increase or decrease of more than 15% but a PRR is not required if that 15% does not exceed 
$200,000. In the case of grants or subsidies in which the determination of the amounts to be distributed is based on a formula 
established by law, a PRR need not be submitted unless a change in the formula is being proposed. 
 
PRRs must be prioritized within an agency request and also within an appropriation (SAP fund) (if more than one PRR is requested 
for the appropriation). A priority ranking of all PRRs for an agency submission in descending order is to be included on the summary 
of program revision requests. An implementation plan is also required for each PRR submitted. 
 
If the PRR includes funding sources from other agencies or affects program activities of other agencies, the agency 
proposing the PRR should discuss and coordinate the development of the PRR with all affected agencies. The agency 
proposing the PRR must submit documentation of the coordination between all affected agencies in its PRR submission, 
including a signature page for all affected agency heads. 
 
Provide a cover sheet for each PRR being requested showing the title and a very brief description of the request. 
 
One set of forms is to be completed for each PRR showing all subcategories affected by the program revision. 
 
In addition, a BPC decision package must be created for each PRR. BPC complement planning and commitment item input forms 
should be prepared for each decision package. The budget request should also include a complement planning summary report for 
each PRR. 
 
Information Technology Program Revision Requests. Major information technology requests proposed for funding in the 2017-18 
budget must be included and submitted with the budget request.  Information is to be included for both ongoing and new IT projects 
included in the IT Strategic Plan review process managed by the Office for Information Technology.   Agencies are required to 
complete PRRs for all IT projects that meet the PRR criteria as part of their comprehensive agency budget submission. 
Agencies must complete the standard PRR forms for IT PRRs. 
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PRR Performance Measures 
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PROGRAM REVISION REQUEST PROGRAM ANALYSIS 

 
 

ANALYSIS OF PROGRAM REVISION REQUEST 

 
For each program revision request provide a narrative statement and an 
implementation plan. The narrative statement should explain the reasons for 
submittal and whether the submittal was triggered by the governor’s policy 
guidance or by other factors such as a change in federal policy, a change in 
agency policy or a change in the environment to which the agency is 
responding. The implementation plan should identify the milestones, 
important tasks, time schedule and organization or unit responsible for PRR 
implementation and performance indicators that will measure the results of 
the program revision. Include in the presentation a complete and specific 
response to the issues raised in the governor’s policy guidance. If the 
program revision includes funding sources from other agencies or affects 
program activities of other agencies, the agency proposing the PRR should 
discuss and coordinate the development of the PRR with all affected 
agencies. This presentation is the basis on which your program revision will 
be reviewed by the GBO and defended before the governor and the 
legislature. 
 
The program analysis submitted for each program revision should include 
any or all of the following information which is necessary to completely 
explain and justify your request. Designate the subcategory or subcategories 
to which each portion of this analysis is related. 
 
Program Description: Describe the proposed program revision in concise 

and explicit operational language explaining the changes in output requested 
and the projected increases in outcomes. If the PRR includes funding 
sources from other agencies or affects program activities of other agencies, 
describe the actions taken to insure the PRR was developed in a 
coordinated manner among all affected agencies. 
 
For example “proposal to hire 25 additional inspectors to increase annual 
plant inspections by a total of 5,000 in 25 different locations in order to 
reduce by 20 percent noncompliance with emission standards”; is preferred 
to “increase surveillance capabilities through additional inspectors in order to 
reduce air environmental hazards.” The latter sentence is vague and 
contains virtually no information. 
 
A. Outcome Level – Identify and explain the intended outcomes of the 

PRR if they are sensitive to the requested change and explain the 
analytic basis for the projected impacts. Analysis should focus on the 
variables that influence the level of impact. Where no analytic basis or 
projected impacts exists state this fact and the plans for developing 
such an analytic basis. 

1. Compare the net increase or decrease in the levels of impacts 
projected in the PRR with the levels of impact of the prior year – 
explain. 

2. Discuss the trends in projected future years and explain how the 
PRR relates to those trends. 

 
B. Output/Activity Level – Provide the same information as in “A” but in 

terms of output. Explanation should focus on how and why the output 
has changed. Efficiency analyses including everything from simple time 
and motion studies to more elaborate operations research type studies 
are appropriate support as a basis for projection. 
1. Compare the levels of output projected in the PRR with the output 

levels of the prior year – explain. 
 

C. Need/Demand Estimators – Explain the levels of need or demand to 

which the PRR is responding – focus on explaining in detail the 
evidence supporting the estimated level of need or demand (i.e. the 
change in size of the target population). 

 
D. Efficiency / Productivity – Explain and support changes in efficiency 

or productivity expected. 
 
E. Consideration of Alternatives – Explain and analyze the alternatives 

considered and the available alternatives, if any, and explain the basis 
for rejection. The explanation should include cost and benefits analyses 
of the alternatives considered and the justification or selection of the 
proposed PRR. 

 
F. Spillover Effects – Explain probable spillover effects and tradeoffs if 

the PRR is accepted or rejected. Include direct effects on other 
programs and also other effects such as changes in federal aid, effects 
on clientele groups and reaction of the public if applicable. In short this 
is an estimate of the broader consequences and implication of the 
request. 
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PROGRAM REVISION REQUEST IMPLEMENTATION PLAN 

 
Agency:  Health 

 
PRR:  Enhanced Maternal and Child Health 

 
Comments: 

 

Milestones / Major Tasks Start Date Finish Date Organizational Unit Responsible 
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SECTION IV 
CAPITAL BUDGET INSTRUCTIONS  

 
This section presents detailed information on the capital budget 
request of the agency. 
 
The Capital Budget submission is to be prepared in Excel using 
the template provided on the GBO FTP server. 
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CAPITAL BUDGET – DEFINITIONS AND INSTRUCTIONS 
 

The forms and schedules provided in these instructions must be completed 
so that every proposed capital project is documented and justified. Complete 
documentation and justification is emphasized because of its importance in 
determining which projects will be included in the Governor’s Executive 
Budget. Projects which are poorly justified or lack justification cannot be 
given serious consideration. 
 
All capital project requests must be listed in priority order and all schedules 
completed for each project. Projects included in the previous governor’s 
recommendation and capital plan that are still needed but not yet authorized, 
must be included on the Projects in Previous Budbook tab of the workbook. 
DO NOT PROVIDE FOR COST ESCALATION. Projects appearing in the 

previous Governor’s Executive Budget must show the same cost estimate. 
The cost for new project requests must be estimated using prices as of June 
30, 2017. 
 
DEFINITIONS 
 
Capital Project:   

Any building, structure, facility, equipment, physical improvement or land 
purchase where the project has an estimated useful life in excess of five 
years and meets the following dollar threshold: 
 
Dollar Guidelines in “Capital” and “Maintenance and Repair” definitions: 
 

1. All new construction, land acquisition, or renovations to existing 
structures (including areas within a facility) which change the use, 
function, or increase the usefulness with a cost of $300,000 or 
more must be budgeted as  Capital Improvements (a.k.a. submitted 
in a capital budget request). 
 

2. Major rehabilitation projects to existing capital assets which do not 
change use or function but constitutes a betterment or improvement 
over the original facility, costing in excess of $300,000, are to be  
budgeted as Capital Improvements. 
 

3. Minor capital construction costing less than $300,000 is to be 
included in the General Operating Budget and appropriately 
classified under maintenance, repairs, or fixed assets.  

Capital Budget Submission: 

Similar to the operating budget requests sent by agencies in October of each 
year, the capital budget submission includes capital projects an agency 
would like to see included in the next capital itemization bill. The projects are 
included in Section F of the Governor’s Executive Budget. 

 
Capital Itemization Bill: 

A piece of legislation, usually several hundred pages long, that includes 
capital projects that need to be approved for funding. The initial draft of the 
bill is created by GBO based on each agencies capital budget submission, 
and introduced by a member of the General Assembly. During the legislative 
process, agencies are permitted to submit changes (amendments) to the bill. 
GBO is responsible for organizing any changes and drafting a 
comprehensive amendment. Legislators can also add projects that they 
deem appropriate through an amendment. Itemization bills usually occur 
once every two years; however, more recently it has taken 3-4 years for an 
itemization bill to become law.  
 
Funding Type:  

Capital Projects can be funded through bond proceeds or current revenues 
in a special fund. It some cases agencies may request that a project be 
listed as bond funded or current revenue funded so both options are 
available (ex. DOT). Projects that are funded through bond proceeds must 
be included in a Capital Itemization Bill. Projects that are funded from current 
revenues in a special fund must be presented in the Governor’s Executive 
Budget, but do not need to be included in the Capital Itemization Bill.     
 
Itemized Capital Project:  

A capital project that has been included in an itemization bill passed by the 
General Assembly and signed by the governor. Once the itemization bill is 
signed, the project is eligible to be released by The Department of General 
Services and GBO and funded through bond proceeds, cost sharing or 
current revenue.   
 
Released Capital Project:  

A project that has been itemized and selected for funding by The 
Department of General Services and GBO according to the master capital 
release plan.  
 
 
Unallocated Funds:  

Unused project authorization which becomes available when a) A project is 
completed, b) a project is canceled. Any unexpended authorization 
remaining in the project’s allocation/allotment under either the above two 
conditions are transferred to the Unallocated Funds Account to be used for 
inflation adjusted costs. 
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CATEGORIES OF CAPITAL PROJECTS 
 
Public Improvement Projects:  

Includes all types of new building and renovation projects. Also included are 
nonstructural improvements and the acquisition of land. The majority of 
these projects are designed and constructed through the Department of 
General Services; however, the Keystone Recreation, Park and 
Conservation Projects will be administered by the Department of 
Conservation and Natural Resources. 
 
Public Improvement – Original Furniture Fixtures and Equipment 
Projects:  

Provide for the equipping of newly completed public improvement projects 
by purchasing original furniture fixtures and equipment through the 
Department of General Services. 
 
Transportation Assistance Projects:  

These projects include a) the purchase of rolling stock and construction of 
improvements of facilities operated by mass transportation agencies; and, b) 
the acquisition, construction and equipping of rural and intercity common 
carrier surface transportation systems and air transportation systems.  
These projects are administered through the Department of Transportation. 
 
Redevelopment Assistance Projects (RACP):  

Grants for the acquisition of land and the construction of buildings and other 
property for municipal agencies and authorities for economic development 
and the prevention of blight. 
 
Flood Control Projects:  

Provides the State’s share of Federal flood control works and improvements 
to prevent floods and regulate the flow of rivers and streams. These projects 
are administered by the Department of Environmental Protection. 
 
Highway Projects:  

Includes the design, purchase of right-of-ways, construction, reconstruction 
and other improvements to highways and bridges on the State highway 
system. These projects are designed and constructed through the 
Department of Transportation. 
 

 
 
 
 
 
 
 
 
 

CAPITAL BUDGET SUBMISSION INSTRUCTIONS 
 

Agencies should complete the Capital Template found on the GBO FTP 
server at ftp://obftp.state.pa.us. Files are found in the templates folder.   
 
 
New Projects Tab: 

This tab should include new projects that have not been published in a 
previous year's Executive Budget Proposal. A proper description of each 
project should be included and detail any specific requirements of the 
agency. 
 
 
Projects in Previous Budbook Tab: 

This tab should include additional funding for projects that were presented in 
a previous year's Executive Budget proposal, but have yet to be itemized in 
Capital Itemization Bill. Agencies need to provide the Executive Budget 
Proposal the project originally was published in. The funding request entered 
into columns H through J should only reflect the additional funding 
needed above the amount presented in the originating Executive 
Budget.     

 
 
Additional Funds for Itemized Projects Tab: 

This tab should include additional funding for projects that have already 
been itemized in a Captial Itemization Bill.  Agencies need to provide the 
DGS Project Number of the project as well as the Act Number the project 
was itemized into.  
 
 
Projects that were submitted in previous year Capital Budget Submission, 
but were not published in an Executive Budget Proposal should be included 
in the New Projects Tab.   
 

ftp://obftp.state.pa.us/
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New Projects Tab: 

 

 
 
 
Projects in Previous Budbook tab: 
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Additional Funds for Itemized Projects tab: 
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SECTION V 
SPECIAL FUNDS APPENDIX 

 
The following form is to be used to present information on all 
active commonwealth funds except those that are budgeted as 
state funds as listed in the General Rules of Budget 
Preparation. 
 
The form should include a brief narrative description of the fund 
and financial information on a cash basis for the actual, 
available and budget years. The budget year estimate should 
reflect the agency’s best estimate of fund activity on a cash 
basis and be comparable to the actual and available year 
information. 
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COMMONWEALTH FUND:

NARRATIVE:

STATEMENT OF CASH RECEIPTS AND DISBURSEMENTS:

Cash Balance, Beginning: Actual Available Budget

201_ - 1_ 201_ - 1_ 201_ - 1_

Receipts:

STATEMENT OF CASH FLOW

(Dollar Amounts in Thousands)

The narrative for each appendix special fund is to include the following information:

1. A brief narrative that includes:
a. A description of the purpose for which the fund was established.
b. Identification of revenue sources.
c. Identification of the purpose for which expenditures are made.

2. A brief description of the relationship between this fund and other portions of the agency's
budget.

a. In addition to other revenue sources, does the fund receive revenues through General Fund
appropriations or special fund transfers?

b. Are expenditures from this fund reflected in the agency's summary by fund and
appropriation?

c. What programs and activities are supported by the fund? In what subcategory does this
appear?

3. A brief explanation of revenues and expenditures.
a. What are the significant trends for revenues?
b. What are the key factors influencing expenditure levels? Are they formula driven, mandated,

This schedule is prepared on a cash basis. It must be prepared for each special fund except those that are budgeted
as state funds as listed in the General Rules of Budget Preparation.

The format should be similar to the statement of cash flow found in the current printed budget.

Enter the fund name at the top of the form.

Enter data for actual, available and budget years.

Cash Balance, Beginning
Actual Year – The actual cash balance as of July 1 of the last completed fiscal year including

investments at cost.

Available Year – The July 1 cash balance of the current fiscal year.

Budget Year – The estimated July 1 cash balance of the budget year.

Receipts
Include all cash receipts by major source received or anticipated for each fiscal year.

Total Funds Available
Show the sum of the beginning cash balance and receipts.

Disbursements (by agency)
List actual and estimated cash disbursements against the fund by agency.
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SECTION VI 
BLOCK GRANT APPENDIX 

 
The purpose of this section is to collect data concerning federal block grants currently 
administered by the state. 
 
Information for the block grant appendix is to be coordinated and submitted by the 
agencies shown below: 

Community Services  .............................  Community and Economic Development 
Maternal and Child Health Services  ..........................................................  Health 
Preventative Health and Health Services  ..................................................  Health 
Substance Abuse  ......................................................................................  Health 
Workforce Investment  ............................................................  Labor and Industry 
Child Care and Development Fund  ............................................  Human Services 
Low-Income Home Energy Assistance  .......................................  Human Services 
Mental Health Services  ............................................................... Human Services 
Social Services  ..........................................................................  Human Services 
Temporary Assistance to Needy Families  ..................................  Human Services 
Anti-Drug Abuse  .......................................................................  Executive Offices 
 

The format will identify by administrating agency and appropriation the actual, available 
and recommended amounts. A brief description of each block grant will also be included. 
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SECTION VII 
PUBLIC RELATIONS EXPENDITURES AND 

PERSONNEL DATA 
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PUBLIC RELATIONS EXPENDITURES AND PERSONNEL DATA  
 

Public relations expenditures must be reported in accordance with section 613(4) of the Administrative Code of 1929 (71 P.S. §233).  Pursuant to section 613(4) of 
the Administrative Code of 1929 (71 P.S. §233), the Governor’s budget shall list as a single, separate line item for each administrative agency, board , and 
commission the amount  that the Governor recommends to be appropriated for the ensuing fiscal year for public relations. 
 
Public relations expenditures are the cost of preparation, presentation and distribution of advertising, publications, radio tapes, television films and tapes, and 
media releases as well as all compensation, including fringe benefits; all travel, meal, lodging, and similar expenses; the cost of purchasing new equipment and 
supplies; the cost of leasing offices and equipment; the cost of purchasing material, including newspapers, magazines, movies, films and tapes; the cost of using 
wire service equipment; and all other similar public relations expenditures. 
 

(1) Public Relations Expenditure Report 
 The completed report must: 

(a) Reflect public relations expenditures by commitment item for each appropriation the includes such expenditures 
(b) Include a summary by commitment item for all appropriations 
(c) Reflect the actual amount of encumbrances, expenditures, and available balances as of June 30 for public relations in the prior fiscal year 
(d) Include estimates for current fiscal year public relations expenditures, based on the approved or submitted rebudget 
(e) Include contact information 

 
(2) Personnel Data Report 

The completed report must: 
(a) Be presented as of September 30; do not anticipate or reflect personnel or salary changed after September 30 or alter the prior year data shown 
(b) Be presented by SAP appropriation 
(c) Include vacant authorized positions at their minimum biweekly salary 
(d) Explain additions or deletions from the prior year 
(e) Shoe positions and individuals only once under the SAP appropriation to which they are assigned within the Office of Human Resources, even if they 

are funded from other sources.  Footnote other funding sources. 
(f) Show the percentage of an individual’s time devoted exclusively to public relations and explain changes from the prior year’s report. 
(g) Show the percentage of an individual’s salary devoted exclusively to public relations and explain changes from the prior year’s report 

 
 
Further instructions and templates will be provided to agency fiscal officers by October 3, 2016. 
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SECTION VIII 
AGENCY IT STRATEGIC PLANS, PROJECT 
REQESTS AND APPLICATION INVENTORY 

APPENDIX 
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Agency IT Strategic Plans, Project Requests and Application Inventory 
 
 
 
For FY17-18, Agency IT Strategic Plans and associated IT Project Request Forms are due to OA/OIT by October 7, 2016.   

 
OA/OIT, GBO and GO-TIME work together to review any IT related project that will be initiated in FY17-18 to align existing IT investments and initiatives with the 
enterprise direction. Agencies need to ensure any IT related initiative complies with the submission guidelines in order to ensure a timely review. 
 
 
Agency IT Strategic Plans 
Agency CIOs will now leverage Daptiv software to enter and track status of their IT strategic plans. This new automated process will provide a mechanism to tie 
the IT projects that go through the Project Request Process to the Agency IT Strategic Plan. The new process will also provide improved reporting and will create a 
list of all IT projects in the commonwealth that agencies will be able to access.  
 
Agency IT Project Requests 
For any IT project referenced in the Agency IT Strategic Plan that meets the parameters defined in ITP-EPM006, agencies are to complete the Project Request 
Process in Daptiv. Once the project request is approved, agencies are to ensure they follow the requirements defined in Management Directive 310.37, which is 
related to the financial tracking of IT projects in SAP.   
 
Application Inventory Updates 
Per the Enterprise IT Strategic Plan that was issued in April, 2016, OA/OIT wants to ensure that agencies are pursuing appropriate opportunities to modernize their 
existing applications and legacy systems. We have updated the application inventory tracking system contained on IT Central to leverage the data for agency-
based and enterprise dashboards and risk profiles based on a standard formula. Agencies should update the application inventory by August 26th, focusing first 

on business essential or mission critical systems and relevant systems that align with their IT Strategic Plans and Project Request submissions.  Agencies should 
then fully populate the Application Inventory with the remaining systems by November 30, 2016.  After the inventory has been fully populated, agencies will still 

need to validate the data that has been entered to ensure it remains updated and accurate. 
 
Please refer to the instructions sent to Agency CIOs for additional information. 
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SECTION IX 
GO-TIME PROJECTS 

APPENDIX 
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GO-TIME PROJECTS 
 
 
 
For Fiscal Year 2017-18, agencies are asked to submit new GO-TIME projects by October 7, 2016.   

 
OA/OIT, GBO and GO-TIME work together to review GO-TIME and Agency IT projects to ensure projects meet GO-TIME goals and guidelines, establish cost 
savings and non-financial metrics to assess budget requirements.  Projects will also be reviewed by the Department of General Services and OA Human 
Resources where appropriate. 
 
GO-TIME GOALS 
 

For 2017-18 agencies should submit projects that achieve one of the GO-TIME objectives: 
• Improved customer service 
• Increased efficiency 
• Reduced processing times 
• Cross agency collaboration 
• Leveraging enterprise technology 
• Citizen engagement 

 
Agencies are encouraged to submit projects that result in a demonstrable improvement in customer service or have a citizen engagement component. 
 
 
COORDINATION WITH AGENCY IT AND FISCAL OFFICES 
 

GO-TIME projects should be developed and reviewed with agency IT and agency fiscal staff.  Fiscal staff should review and sign off on each project for savings 
information.  The agency CIO should sign off on all projects that involve IT. 
 
Please refer to the instructions sent to Agency Transformation Leaders for additional information. 


