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GENERAL INSTRUCTIONS

Statute section 81-1113, R.S.Supp. 2018, directs the State Budget Division to prescribe the forms
and procedures that all agencies must use in compiling their budget requests and establishes the
deadline for submitting biennial budget requests. Budget requests for the 2021-2023 biennium are
due by 5:00 p.m., Tuesday, September 15, 2020.

The budget request process is used by the State of Nebraska to assist in the development of the
most significant State public policy statement and plan for the use of public human and financial
resources-its budget. The state budget embodies the policy and financial priorities for state
government.

The Nebraska Budget Request and Reporting System (NBRRS) continues to be the method for
agencies to prepare and submit their biennial budget requests. The system is accessible, anywhere
and anytime; allowing for maximum ease of access and the most efficient use of human and physical
resources to accomplish budget request submission.

These instructions provide guidance to agencies, boards, and commissions relative to preparation
of their budget requests and include helpful step-by-step instructions on the use of the system
screens. The instructions contain the following sections:

e General Instructions - Summary information including requirements for submission

e Section | — Technical instructions for preparation of the operations and aid budget request

e Section Il — General information and technical instructions related to the Budget Modification

process

e Section Il — Capital Construction and Building Renewal Guidelines and technical instructions

e Section IV — General information and Technical instructions related to the Information

Technology screens developed in cooperation with staff of the Nebraska Information
Technology Commission

e Section V — Agency Administrator / Request Submission technical instructions

e Appendices — Includes projected rates, NBRRS login and password help, along with

information on persons who may be contacted for assistance

Budget Request Process

The Nebraska Budget Request and Reporting System includes the following components:

Narratives — Agency, Division (if applicable,) and Program

Base (i.e. FY 2020-21) — Permanent Salaries and Appropriation

Issues — Issue Details and Issues Summary

Modifications — Modification Details and Modifications Summary

Funds — Funds Analysis

Capital Construction/Building Renewal — Reaffirmations, Building Renewal Projects, Capital
Construction Project, Request Summary, and Building Renewal Copy

¢ Information Technology — Agency IT Setup, IT Project Proposals, and IT Agency Summary

Certain elements of the Agency, Division, and Program narratives can be copied forward from the
final 2019-2021 biennial budget request upon request to the State Budget Division.

Operations and aid request data for FY 2021-22 and FY 2022-23 changes compared to the
FY 2020-21 Base Appropriation will be entered at the subprogram level within each Issue. Historical
data will be pre-loaded into the system in the Base Appropriation and Personal Services Base
screens. You may view your request at the program, division and/or agency level via reports that are
available in the system, but editing is generally done at the subprogram level.
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Strategic Plans and Performance Measures

For agency convenience, enhanced NBRRS functionality will allow, at an agency’s request, the
agency, division (if applicable), and program narratives to be copied forward from the 2019-2021
biennium budget request. While this functionality has been developed to promote efficiency in the
preparation and submission of the biennial budget request, it is important that this information be
revised to accurately reflect the product of an agency’s current strategic planning efforts leading into
preparation of your 2021-2023 biennium budget request. Agencies should carefully review and edit
this information to ensure that the narrative to be submitted represents the agency’s current goals,
statutory responsibilities, process improvement strategies, program objectives and priorities, among
other elements. Essential to a results-based budget request is the development and documentation
of performance standards for each program, subprogram, and activity to measure and evaluate
progress in meeting performance objectives and how actual and proposed expenditure levels relate to
those performance objectives. Taxpayers and their elected representatives expect state agencies
and other recipients of state funding to respect the critical link that exists between agency strategic,
results-based planning and the allocation of finite public resources.

Attachment of Additional Agency Strategic Plan Documents

Please use the attachment function on the Agency Narrative screen to attach any additional
strategic plan documents developed by the agency, independent of the strategic results-based
elements already included in the Agency, Division, and Program Narrative screens.

Key Performance Indicators-Excel template for submission

To further highlight the importance of the development and documentation of an agency’s key
performance indicators, the Administrative Services State Budget Division has developed an
Excel template to facilitate the entry and submission of performance measures for each
budget program. The template is available at http://budget.nebraska.qgov/instructions.html in
the “Part A — Narratives” section under the link to the Program Narrative Instructions. The
“attachment” functionality on the Performance Measures tab of the Program Narrative screen
is available for submission of the performance measures Excel template file for each
respective budget program.

Narrative Due in Preliminary Form

The Agency, Division (if applicable), and Program level narratives should be completed in
a preliminary form in the NBRRS by Monday, August 3, 2020. At that time, the assigned State
Budget Division budget analyst will begin reviewing the strategic results-based elements (vision,
mission, goals, objectives, performance measures) of these narratives for conformity with the
narrative content instructions as provided in the 2021-2023 Biennium Budget Instructions. The
information contained in the narrative budget request screens will be finalized and electronically
submitted with information contained in other completed budget request screens on or before
September 15, 2020.

Issues

The Nebraska Budget Request and Reporting System (NBRRS) places the emphasis on
explanation, justification and furtherance of the State’s and individual agency’s goals and priorities,
not merely accounting codes or job codes. An Issue is a change to the FY 2020-21 Base
Appropriation and therefore could be a positive (increase) or negative (decrease) during the two
request years, FY 2021-22 and FY 2022-23. Using the “Issue Details” screen, an agency can identify
the specific goals, objectives, outcomes, cost-drivers, activities or initiatives for which the agency is
requesting a change in appropriated resources. The Issue is defined by the agency on one screen


http://budget.nebraska.gov/instructions.html

with all of the justification necessary to support the request encapsulated within the identified issue,
especially insofar as how the requested Issue relates to the State’s and agency’s goals, priorities and
performance objectives. This information becomes a “decision point” for the Governor and
Legislature. The issues submitted for consideration can also be much more easily understood by the
public than was previously the case when account codes were the primary basis for requested
appropriation changes.

Issues are categorized into Issue Types, including:

e Agency Issues (specific to the agency)

e IT Issues (an issue created to accompany an IT Project Proposal to be submitted to the NITC)
o Multi-Agency Issues (an issue in which two or more agencies collaborate), and

o Enterprise Issues (an issue common to most, if not all, agencies).

Multi-Agency and Enterprise Issues are created by the State Budget Division and assigned to
agencies. In the case of Multi-Agency Issues, they will be created and assigned at the request of the
agencies.

Two Enterprise Issues have been established for the 2021-2023 biennial budget to account for
state costs related to employee pay and benefit adjustments: pay adjustments of 2% annually for
July 1, 2021 and July 1, 2022, and the impact on agency budgets of a 4% increase in employee
health plan costs effective July 1, 2021 and an additional 4% health plan cost increase effective
July 1, 2022. The estimated impact associated with these two Enterprise Issues will serve as a
placeholder to account for employee pay and benefits cost for the 2021-2023 biennium as agency
biennial budget requests are constructed. Amount ultimately included in agency budgets for the
2021-2023 biennium will be determined through the budget setting process, including the outcome of
bargaining with labor organizations representing the state workforce. See Section | — Operating
Budget Request, Part C — Issues, Issues — Narrative Content, and Issues — Enterprise Issues for
more information.

Budget Modifications

The budget maodification process for the 2021-2023 biennial budget request requires that agencies
with General Fund appropriations submit modifications at the 95% base level. Budget
modifications represent the lowest priorities for continued or additional new funding within the
budget request and will be considered as such during the budget process. The 95% base level is
intended to generate a number of thoughtful choices and priorities for each affected agency for the
Governor’'s and Legislature’s consideration and that agencies will give serious attention to their
identification of modifications.

Certification of Evidence-Based Programs and Practices

Pursuant to statute section 81-1113(4)(a), R.S.Supp. 2018, each department and agency shall
certify with their biennial budget request, for each program or practice it administers, whether such
program or practice is an evidence-based program or practice, or, if not, whether such program or
practice is reasonably capable of becoming an evidence-based program or practice.

An Excel template form is provided on the State Budget Division website at
http://budget.nebraska.gov/instructions.html. The Excel template must be used by agencies for
identifying all programs and practices they administer and for indicating whether the programs or
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practices are evidence-based or reasonably capable of becoming evidence-based. Use the file
attachment function to attach the agency completed certification form to the Executive Summary,
Management Processes, and Service Delivery Methods tab of the Agency Narrative screen.

Amended Budget Requests

Revising a budget request after submission requires a formal request by the agency to the State
Budget Division. The System Administrator in the State Budget Division will need to “unlock” the final
version of the budget request to allow revisions to be made by an agency. Once the revisions have
been made in the NBRRS and the version re-submitted by the agency, the assigned State Budget
Division budget analyst must be contacted to explain the revisions. The NBRRS System
Administrator will “post” the final version to the web.

Mid-Biennium Budget Requests for FY 2020-21

Mid-Biennium budget requests for FY 2020-21 will be submitted using the NBRRS. The
instructions will be posted on the State Budget Division website.

The deadline for submission of supplemental deficit requests for FY 2020-21 will be
Wednesday, October 21, 2020. If the FY 2020-21 mid-biennium request results in higher costs for
subsequent years, those amounts should also be identified in the supplemental deficit request. The
2021-2023 biennium budget request should not assume any change in the current FY 2020-21 base
appropriation related to anticipated FY 2020-21 mid-biennium requests. In other words, the
FY 2020-21 base appropriation entered in the NBRRS should reflect appropriations as of the
completion of the 2019 legislative session and part of the 2020 session. Any necessary
continuation funding for an FY 2020-21 mid-biennium request should be included as an Issue in the
agency’s 2021-2023 biennial budget request.



Administrative Services State Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

SECTION |

Operating Budget Request

Part A — Narratives
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Agency Narrative Instructions

Purpose
>» To document the agency’s authority to carry out programs, state agency purpose, identify
significant issues, articulate management strategies, and communicate the agency’s strategic
plan.

Getting Started
In the left-margin menu, under Narratives, click “Agency Narrative”.
. Budget Cycle defaults to the current cycle.
. Select Agency and Version from the options that have been assigned to you (see Time-Saver
Tip on the right margin).

Time-Saver TIP
Set default options
to avoid repetitive
selections of
Agency and
Version.

Go to User
Options in the
upper right corner
of any screen.

Once your
1. Select a narrative tab and click to begin entering information. The Agency Narrative screen selections are
contains five tabs. See the Narrative Content section below for instructions on the content of each made, press
tab. :
e The narrative tab currently selected appears in the information bar.
e Narrative tabs with two edit windows are limited to aminimum and maximum number of characters, which is pre-defined
based on the screen. Text in the limited edit winad6ws should be viewed as a summary of what is presented in the
second, unlimited text window. The limited text window is intended to be included in various standardized reports that will
be generated from the system, such as € Governor’'s budget recommendations.
e The Statutory Authority, Vision, MiSsion and Principles, and Goals tabs contain two edit windows.
e The Executive Summary, M Processes, and Service Delivery Methods tab contains a single
unlimited text window. Start-Up TIP
Agency Narrative & Edit If any of the drop-
Hudget Cycle: 2021-2023 Ay DGS - ADMINISTRATIVE SERVICES Wersion: A1 - AGENCY REQUEST down menus failS to
= show expected
« Statutory Authority Vision Mission and Principles Goals COVID-19 Resonse choices, you may
S E;_nfcu Summaly, Mgmt Processes, and Service Delivery Methods - need to have your
I;l;)mlll.o:l::)r F;h;c;i‘.;n {limited) Character Count; 0 Minimum Chargcters: 50 Maximum Characters: 700 1 Security settings
5] Sowce B Sy AGBoler 1 u|EEFEE i adjusted.
Contact your
agency administrator
or the State Budget
Division for
assistance.
Supporting Informatian [uniimited) Charactar Count: 0 Minimum Charactsrst 0
o} [E] Saurca &G v AU EF B ruU|iEE iE | E 3 |
Formatting TIP
Avoid the use of
hard returns when
entering narrative
Browsa | Altach | text. Using hard
=3 returns prevents

e The Character Count shows how many characters are in the
clicked.
o |f the number of characters in the section exceeds the Maximum Characters allowed then the

Xdit window and will update when is

normal text "wrap"
and hinders
publication.

information will NOT be saved but the Character Count value will be updated. Reduce the number of characters to under

the maximum, then save.

e Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, point your
mouse over the icon for a description of that feature. The li.e., Maximize the Editor Size) button simply toggles you

back and forth from full-screen editor mode to the normal screen.

e Copy & Paste text into the edit windows using either the Ctrl-C and Ctrl-V functions (i.e., pressing the Control key & the V
key at the same time) or the B & B buttons on the left side of the edit window's button bar. To provide consistent

formatting, a standard font style and size will be applied upon clicking EEZIS.

e Attach supporting files (e.g., organizational chart graphics, picture/sound files, etc.) by clicking the [ Brawse..

button at lower

left to locate the desired file and then clicking the La#=ch | button. Attachments should not be referenced in the limited,

Information for Publication edit window as the attachments will not be included with all reports.

loss.

CAUTION: You must click =28 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data

V7.0
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Agency Narrative Instructions

Agency Narrative Content

The biennial State budget process is intended to support the development of budget requests within a strategic results-based
process. The agency'’s narrative should document its authority to carry out programs, state the agency’s purpose, identify
significant issues, and articulate management strategies.

e  Statutory Authority — Provide statutory references that are relevant to your agency.
e Vision — A statement of the compelling image of a desired future by the agency.
e Mission and Principles — A broad and comprehensive statement of the agency's purpose and its core values.

e Goals — Describe the desired results to be accomplished by the agency over the next two bienniums through the
efforts and with the resources of all agency programs and services.

e COVID-19 Response: Please describe the significant operational changes implemented by your agency during the
COVID-19 public health emergency.

o ldentify any savings and/or additional costs due to these operational changes.

o Describe the operational changes, if any, you have implemented or propose to implement as a result of this
experience on a continuing basis in the 2021-2023 biennium.

e Executive Summary, Management Processes, and Service Delivery Methods — Provide a comprehensive review
of the budget request. Also, describe the agency’s process improvement strategies.

o Highlight:
= any proposed redirection or request for additional public resources
= designated budget request priorities, and
= significant matters affecting the agency’s budget request.
Agencies are encouraged to cross-reference the highlighted items to specific Issues, expenditure objects, or
other data or information included in the budget request submission.

o Fully describe significant adjustments in federal funding represented in the biennial budget request and the
impact on state funding. Include references to the Catalog of Federal Domestic Assistance numbers (CFDA)
to provide a consistent reference point for obtaining additional information.

o Include information on your organizational structure. A detailed organizational chart should be included on
this tab using the &&=ch | button.

o Finally, summarize the agency’s management processes and identify its specific service delivery methods.
What process improvement strategies will be employed or are under development for the 2021-2023
biennium that will improve results and/or lower the cost of service delivery? Please identify any indirect or
direct cost savings resulting from process improvements that have been redirected or reduced from the
budget request.

AGENCY STRATEGIC PLAN: Please use the file attachment functionality to attach PDF versions of any additional strategic
plans developed by your agency, independent of the strategic results-based statement of vision, mission and principles, goals,
division and program objectives, and performance measures included elsewhere in the Nebraska Budget Request and
Reporting System screens.

EVIDENCE-BASED ACTIVITIES: Pursuant to 81-1113(4), R.S. Supp., 2018, each department and agency shall certify, for
each program or practice it administers, whether such program or practice is an evidence-based program or practice, or, if not,
whether such program or practice is reasonably capable of becoming an evidence-based program or practice.

Please complete the Excel template provided on the State Budget Division website at
http://budget.nebraska.gov/instructions.html under Section I, Part A - Agency Narrative. Use the file attachment function within
NBRRS to attach the agency completed certification of evidence-based or reasonably capable of becoming evidence-based
programs and practices.

V7.0
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EVIDENCE-BASED CERTIFICATION FORM

Instructions: Pursuant to 81-1113(4), R.S. Supp., 2018, each department and agency shall certify, for each program or practice it administers, whether such
program or practice is an evidence-based program or practice, or, if not, whether such program or practice is reasonably capable of becoming an evidence-based
program or practice. List all of the programs or practices your agency administers, identify the budget program# associated with each program or practice listed,
and indicate whether the program or practice is evidence-based or reasonably capable of becoming evidence-based. If the program or practice is neither evidence-
based nor reasonably capable of becoming evidence-based, do not check either box.

Definitions: See 81-1113(4), R.S. Supp., 2018. Includes the following:
Evidence-based: a program or practice (A) offers a high level of research on effectiveness, determined as a result of multiple rigorous evaluations, such as
randomized controlled trials and evaluations that incorporate strong comparison group designs or a single large multisite randomized study and (B) to the
extent practicable, has specified procedures that allow for successful replication
Program or practice: a function or activity that is sufficiently identifiable as a discrete unit of service
Reasonably capable of becoming an evidence-based program or practice: the program or practice is susceptible to quantifiable benchmarks that
measure service delivery, client or customer satisfaction, or efficiency

NOTE: Contact your assigned State Budget Division analyst if additional template rows are needed.

Reasonably
Capable of
Becoming
Budget Evidence- Evidence-
Program or Practice Description Program# Based Based

Ofdfdoooo0oooooonoooooonooooooooooogodgano
oo oo ooogan
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Division Narrative Instructions

Purpose
» To document division-level objectives and articulate the division’s request priorities. Start-Up TIP
If any of the dro_p-
Getting Started down menus fail to

In the left-margin menu, under Narratives, click “Division Narrative”.

show expected
choices, you may
need to have your
Security settings
adjusted.

Budget Cycle defaults to the current cycle.

Select Agency, Division, and Version from the options that have been assigned to you (see Time-
Saver Tip on the right margin).

1. Select a narrative tab and click to begin entering information. The Division Narrative screen CUnEEEl

contains three tabs. See the Narrative Content section below for content instructions.

agency administrator
or the State Budget

The narrative tab currently selected appears in the information bar. Division for

Narrative tabs with two edit windows are limited to aminimum and maximum number of characters, assistance.
which is pre-defined based on the screen. Textir'the limited edit windows should be viewed as a
summary of what is presented in the secondyUnlimited text window. The limited window is intended to be included in

various standardized reports that will be-generated from the system, such as the Governor’s budget recommendations.

e  The Division Description a ivision Objectives tabs contain two edit windows. The Request Priorities
tab offers a single unlimited edit window.

Division Narrative &y »Edif !
o . Time-Saver
Budget Cycle: 2021-2023 Agency: 065<ADMINISTRATIVE SERVICES Divisicn: 01 - DAS Version: A1 - AGENCY REQUEST TlP
“save ] Rese st dail
» Division DeScription Division Objectives Reguest Priorities OptiOnS to avoid
Inft tion for Publication (limi Character Count: 0 Mini Characters: 50 Maxi Characters: 700 repetitive
D.n'na ion for Publical Dn{ll‘:lfed] ra . .r u : S II'III'I'II._I;‘I ra._. rs_. 9 : aximum racters: selections of
) | & | 4 A5 | [ f B I U |i= =] iE |E| EEE|O=: Agency and
Version.
Go to User

Options in the
upper right corner
of any screen.
Once your
selections are

Supporting Information [unlimited) Character/Count: 0 Minimum Characters: 0 made, press

=

m
a
I

Save

| & % |¢a 8 |E @ iB 1 EEIEE(EEa=

Formatting TIP
Avoid the use of
hard returns when
entering narrative
text. Using hard

Browss. | M3 Tie seected. WAttach| returns pre\/"ents .

[“Save ] ViewMode ] normal text "wrap
a— and hinders
publication.

The Character Count showg how many characters are in the edit window and will update when is

clicked.

If the number of characters/in the section exceeds the Maximum Characters allowed then the information will NOT be
saved but the Character Qount will be updated. Reduce the number of characters to under the maximum, then save.
Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, point your
mouse over the icon for a description of that feature. The Sl (i.e., Maximize the Editor Size) button simply toggles you
back and forth from full-screen editor mode to the normal screen.

Copy & Paste text into the edit windows using either the Ctrl-C and Ctrl-V functions (i.e., pressing the Control key and the
V key at the same time) or the & buttons on the left side of the edit window’'s menu bar. To provide consistent
formatting, upon clicking a standard font style and size will be applied.

Attach supporting files (e.g., organizational chart graphics, picture/sound files, etc.) by clicking the __Erowse.. . putton to
locate the desired file and then clicking the [attach | putton. Attachments should not be referenced in the limited,
Information for Publication edit window as the attachments will not be included with all reports.

CAUTION: You must click =28 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data

V7.0
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Division Narrative Instructions

Division Narrative Content

The biennial State budget process is intended to support the development of budget requests within a strategic results-
based process. The division’s narrative should describe the division, state its objectives, and identify its request priorities.

e Division Description — A comprehensive description of the division and its purpose.

o Division Objectives — The desired results to be accomplished by the division over the next two bienniums with the
efforts and resources of this division and its programs, sub-programs and services. ldentify the strategies and
actions planned to achieve those objectives.

e Request Priorities — Describe the division’s priorities relative to the requested funding, including a priority listing of
the Issues submitted as part of the budget request.

V7.0
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Purpose

>

Getting Started choices, you may

In the left-margin menu, under Narratives, click “Program Narrative”. need to have your
. Budget Cycle defaults to the current cycle. Security settings
. Select Agency, Division (if applicable), and Version from the options that have been assigned to you adjusted.

1. Select a narrative tab and click to begin entering information. The Program Narrative screen or the State Budget
contains four tabs. See the Narrative Content section below for content instructions on each tab. Division for
e The narrative tab currently selected appears in the information bar. assistance.

Program Narrative Instructions

To document the program’s objectives and identify the specific agency goal(s) these objectives

support. The narrative also includes performance measures such as: inputs, outputs, efficiency,
outcomes and quality. In addition, the program narrative should be used to provide highly Start-Up TIP
detailed information regarding request priorities and significant Issues.

If any of the drop-
down menus fail to
show expected

Time-S Ti the right in).
(see Time-Saver Tip on the right margin) Contact your

agency administrator

Narrative tabs with two edit windows are limited to a pafhimum and maximum number of characters as

defined on the screen. Text in the limited edit wipet®ws should be viewed as a summary of what is presented in the
second, unlimited text window. The limited wjaflow is intended to be included in various standardized reports that will be
generated from the system, such as the ernor’s budget recommendations.

The Program Description, Program @bjectives, and Performance Measures tabs contain two edit windows. The

Request Priorities and Signific Issues tab provides a single unlimited edit window.

Program Narrative £ »Edit .
. Time-Saver TIP
Budget Cycle: 2021-2023 Agency: 065,ADMINISTRATIVE SERVICES Division: 04 - SBD Version: A1 - AGENCY REQUE ST .
Set default options to
Program: 560 - STATE BUILDING DIVISION

avoid repetitive

selections of Agency

» Program Descriptiol Program Objectives Ferformance Measures Request Pricrities and Significant Issues and Version.
Information for Publication (limited) Character Count: 0 Minimum Characters: 50 Maximum Characters: 700 Go to User Options
k s A E ? ‘B 7 Ui sE=s=D=; in the upper right

corner of any screen.
Once your selections
are made, press

Supporting Information (unlimited} Chz?c'ter Count: 0 Minimum Characters: 0

Formatting TIP
Avoid the use of hard
returns when

s oL@ 2iB I WIE = +;5|E|:‘::E =l

entering narrative
text. Using hard
returns prevents
normal text "wrap!
and hinders
publication.

Browse...

Mo file zebected. Attach
View Mode ﬁ

The Character Count §hows how many characters are in the edit window and will update when is clicked.

If the number of charactexs in the section exceeds the Maximum Characters allowed then the information will NOT be saved
but the Character Count Will be updated. Reduce the number of characters to under the maximum, then save.

Use the edit window button\par for standard word processing features. If any of the buttons look unfamiliar, point your mouse
over the icon for a descriptio\of that feature. The =l (i.e., Maximize the Editor Size) button simply toggles you back and forth
from full-screen editor mode to\he normal screen.

Copy and Paste text into the edit windows using either the Ctrl-C and Ctrl-V functions (i.e., pressing the Control key and the V
key at the same time) or the B EN# buttons on the left side of the edit window’s button bar. To provide consistent formatting, a
standard font style and size will be applied upon clicking EEZE.

Attach supporting files (e.g., organiational chart graphics, picture/sound files, etc.) by clicking the _Brewse.. . putton to locate
the desired file and then clicking the [Att=ch | button. Attachments should not be referenced in the limited, Information for
Publication edit window as the attachments will not be included with all reports.

CAUTION: You must click =28 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data

loss.

V7.0
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Program Narrative Instructions

Program Narrative Content

The biennial State budget process is intended to support the development of budget requests within a strategic results-based
process. The agency’s program narrative should describe the program, state program objectives, provide performance
measures, present request priorities and identify significant issues.

V7.0

Program Description — A comprehensive description of the program and its purpose.

Program Objectives - The desired results to be accomplished by the program over the next two bienniums with the
efforts and resources of this program, subprograms and services. Identify the strategies and actions planned to
achieve those objectives.

Performance Measures - The measures used by the agency to determine the cost, efficiency, effectiveness, and
results of this program over the next four fiscal years. These measures should include at least one each of the
following:

a) Inputs-resources used to provide goods or services;

b) Outputs-amount of goods or services provided;

c) Efficiency-cost of labor or materials per unit of goods or services provided;

d) Outcomes/Results-extent to which program objectives were achieved; and

e) Quality-extent to which customer requirements or satisfaction have been achieved.

Additional reports may be attached that document operational performance, and/or process improvements.

IMPORTANT NOTE: To further highlight the importance of the development and documentation of an agency’s key
performance indicators, the Administrative Services State Budget Division has developed an Excel template to
facilitate the entry and submission of performance measures for each budget program. The template is available at
http://budget.nebraska.gov/instructions.html in the “Part A — Narratives” section under the link to the Program Narrative
Instructions. The “attachment” functionality on the Performance Measures tab of the Program Narrative screen is
available for submission of the performance measures Excel template file for each respective budget program. A file
naming convention that includes the program number, such as “Prog 509 performance measures”, is requested as it
will aid in file organization.

Elements/columns of the template are as follows:

= Sequence — a column available for a user determined sort order (optional)

= Ag# - the agency number as assigned by the budget appropriations bills (required)

=  Prog# - the budget program number as assigned by the budget appropriations bills (required)

=  Subprog# - the subprogram number as determined by the agency for financial monitoring purposes
(optional)

= Performance Indicator Description — an easily understood general description of the performance
measure; ideally a description that will allow a layperson to understand the activity (required)

= Category — use items a) through e) above under performance measures (required)

= Type —indicate the format of the quantitative measures; i.e. numeric, percent, other (required)

= Historical Measures — indicate the actual quantitative value that resulted from the agency’s activities for
each year (required, to the extent available)

= Current Year — indicate the projected quantitative value that will be the result of the agency’s activities
(required)

= Future Measures — indicate the projected quantitative value that will be the result of the agency’s activities
based on the requested level of funding (required)

= Request Issue(s) — a cross reference to any budget request Issues that will have a direct impact on the
performance measure (required, if applicable)

= Budget Mod(s) — a cross reference to any budget modifications that will have a direct impact on the
performance measure (required, if applicable)

= Positive Measure Impact — short narrative on the positive consequences if performance objective is
achieved (required)

= Negative Measure Impact — short narrative on the negative consequences if performance objective is not
achieved (required)

Request Priorities and Significant Issues - In addition to describing request priorities and budget request Issues

that require additional program funding, any proposed redirection of existing resources should also be described.
Also, identify significant internal or external forces that will affect program performance.
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Administrative Services State Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

Program Key Performance Indicators Instructions

Performance Measures - The measures used by the agency to determine the cost, efficiency, effectiveness, and
results of the program over the next four fiscal years. These measures should include at least one each of the
following:

a) Inputs-resources used to provide goods or services;

b) Outputs-amount of goods or services provided;

¢) Efficiency-cost of labor or materials per unit of goods or services provided;

d) Outcomes/Results-extent to which program objectives were achieved; and

e) Quality-extent to which customer requirements or satisfaction have been achieved.

To further highlight the importance of the development and documentation of an agency’s key performance
indicators, the Administrative Services State Budget Division has developed an Excel template to facilitate the
entry and submission of performance measures for each budget program. The template is available at
http://budget.nebraska.gov/instructions.html in the “Part A — Narratives” section under the link to the Program
Narrative Instructions. The “attachment” functionality on the Performance Measures tab of the Program
Narrative screen is available for submission of the performance measures Excel template file for each
respective budget program. A file naming convention that includes the program number, such as “Prog509
performance measures”, is requested as it will aid in file organization.

Elements/columns of the template are as follows:

= Sequence — a column available for a user determined sort order (optional)

= Ag# - the agency number as assigned by the budget appropriations bills (required)

= Prog# - the budget program number as assigned by the budget appropriations bills (required)

= Subprog# - the subprogram number as determined by the agency for financial monitoring
purposes (optional)

= Performance Indicator Description — a easily understood general description of the
performance measure; ideally a description that will allow a layperson to understand the
activity (required)

= Category — use items a) through e) above under performance measures (required)

= Type —indicate the format of the quantitative measures; i.e. numeric, percent, other (required)

= Historical Measures — indicate the actual quantitative value that resulted from the agency’s
activities for each year (required, to the extent available)

=  Current Year —indicate the projected quantitative value that will be the result of the agency’s
activities (required)

=  Future Measures — indicate the projected quantitative value that will be the result of the
agency’s activities based on the requested level of funding (required)

= Request Issue(s) — a cross reference to any budget request Issues that will have a direct impact
on the performance measure (required, if applicable)

= Budget Mod(s) — a cross reference to any budget modifications that will have a direct impact
on the performance measure (required, if applicable)

= Positive Measure Impact — short narrative on the positive consequences if performance
objective is achieved (required)

= Negative Measure Impact — short narrative on the negative consequences if performance
objective is not achieved (required)

Contact your Administrative Services State Budget Division Budget Analyst if you have any questions.
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Administrative Services State Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

SECTION |

Operating Budget Request

Part B — Base
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Permanent Salaries Base Instructions

Purpose
» To provide a detailed breakdown, by Job Code, of the Permanent Salaries (Object Code 511100) Start-Up TIP
base, as authorized by a budget bill and/or an A-Bill. It also shows FTE, or Full-Time Equivalent, If any of the drop-
teammates by Job Code. down menus fail to
show expected
Getting Started choices, YU

need to have your

In the left-margin menu, under Base, click “Permanent Salaries. Security settings

e Budget Cycle defaults to the current cycle. adjusted.
e Select Agency, Division (if applicable), Version, Program, and Subprogram from the options that have
been assigned to you (see Time-Saver Tip #1 on the right margin). Contact your
e Ifthe shortened Job Titles are difficult to read, point your mouse over them for a complete job title (also see NBRRS Agency
the Screen Tip on theAtight margin). Administrator or the
e FTE and salary hisidry is pre-loaded into the system. Unchecking the FY18, FY19 or FY20 History State Budget Division

for assistance.

boxes and clickjig _Change | removes those columns from the display.

1. Click to begifi entering amou he selected subprogram.

Permanent Salaries Base £ wView Only

Budget Cycle: |2021-2023 Agency: |05 - ADMINISTRATIVE SERVICES v Division: |02 - Bl Version: A1 - AGENCY REQUEST v |

Program: [508 - BUDGET DIVIZON| w] Subprogram: [001 - OPERATIONS v ] Time-Saver TIP #1
=3 Set default options to
Display History: F¥18 History FY18 Histary FY20 History avoid repetitive

Job Code  Job Title FY18 FTE  FY18 Actual FY13FTE  FY19 Actual FY20FTE  FY20 Actual FY21 Cur FTE  FY21 Cur Appr Est Salary selections of Ag ency
518524 BUDGET MGMT 1.04] 105.638 1.00 86,338 100 | 86,888 [ | [ | [ | and Version

02212 BUSINESS MA \ 47551 | | [ ] |

k19511  BUDGETMANA | 000] | [ 263 [ o081 | 2263 | ] [ 0 ] Go to User Options in
KI9512  EUDGET MANA 389 226,607 3,00 168,895 20 | 168,898 | | [ |0 | the upper right corner
NOO250  DAS DIVISIO 1.00) \ 162938 | \ [ [ ] of any screen. Once
NOOT00 DISCRETIONA 0.05 5.585) 0.00 0.00] | ] | [ [ | your selections are
V12513 BUDGET MANA \ 236508 | ] [ I ] made, press

Totals [ 988 | s767951 | 857 | 731418 [ 857 | $731.418 | 0 [ $0] | $0|

2. Enter Current FTE, Current Appropriation and June 30 Estimated Salary for FY 2020-21, or “FY21" for each Job
Code. Negative numbers are not permitted.
e Each Job Code with current FTE must also provide current Appropriation and vice versa.
e FY21 Cur FTE represents Full-Time Equivalent teammates based on a 2,080-hour year (e.g., 4 part-time teammates working 10
hours/week equals 1.00 FTE) rounded to two decimal places.
e FY21 Cur Appr is the allocation of Personal Service Limitation, or PSL, to the subprogram for permanent salaries and wages as
authorized by a budget bill and/or an A-Bill. Administratively authorized PSL for federal grants approved by the State Budget
Division should not be included.
e Est Salary represents the June 30, 2021 “annualized salary” (i.e., June 30 salary amount applied to a full year) reflecting any
mid-year increases.
tfications or position changes which are anticipated to occur beyond the base year, FY21, should be

equested as a ncy Issue on the Issue Details screen.
Permanent Salaries Base ) »Edit
Budpget Cycle- 2021-2023 Agency D65 - ADMINISTRATIVE SERVICES Division: 03 - BUD Version: A1 - AGENCY REQUEST
Program- 503 - BUDGET DIVISION Subprogram: 00T
[smve Y iewviose | reoet | reres ] Screen TIP
Display History: FY¥18 Histary F¥10 History FY¥20 History Free up screen
Job Code- l—‘ Add Search Job Codes | Copy Cur Appr to Est Sal | space by Se|ecting
Job Codel Job Title FY12 FTE FY18 Actual FY19 FTE FY1S Actual FY20 FTE FY20 Actual FY21 Cur FTE  FY21 Cur Appr Est Salary Delate Hlde Men u above
G19524  BUDGETMeMT [ 1.04 | 105638 [ 100 | se.888] [ 100 | se.888 | ] [ ] ] 8
K09212 BusinESSMa | 1.00] | 4723 [ 100 | 47551 [ 100 | 47551 | ] [ ] ] the left-margin menu
o [mosesroe | o | | [ o5 | e [ o5 | e | I I | of any screen.
K18512 BUDGET MAMNA [ 228607 [ 300 | 168398 [ 300 | 168.398 | | [ | | Sele.Ct Show Menu
Noo2se  pasowisio | 100 | 61781 [ 100 | 62958 [ 109 | 162933 | ] [ | ] to b”ng back the left-
MOOTOD DISCRETICNA [ 5585 [ o000 | ] [ oog | ] ] [ ] ] margin menu.
V19513 BUDGET MANA 258 | 21004 [ 300 | 236508 [ 300 | 236508 | ] [ ] ]
Tatals [ o966 | $767.951 [ 857 | $731418) [ 857 | $731.418 | [} [ $0] | 0|
= ==

CAUTION: You must click @28 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data loss.

V7.0
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Permanent Salaries Base Instructions

3. To add Job Codes, either enter a known Job Code and click the Add] button; or click the [_Searchaob codes | hytion to search

by Job Code or Job Title. |Job Code: Add Search Job Codes | |

. On the search screen, the Job Code field will search for codes that begin with what is entered while the Job Title field will search

for the characters contained in the Job Title.

e Clickon L==ah]

Search for JobCodes (Agency: 065 - ADMINISTRATIVE SERVICES)
Job Code: 3 Job Title: [Search ]| Reset |
Submit | Back |
Show: 30 perpage ~
KNI KIRERI CI ]
89 Job Codes found, displaying 1 to 30. Page 1/3
Select Job Code Job Title Grade
] S01112 OFFICE CLERK Il
[ 801113 OFFICE CLERK I
] S01120 OFFICE SUPERVISOR
501210 TYPIST
] 501311 WORD PROCESSING SPECIALIST I
[ S01312 WORD PROCESSING SPECIALIST Il
] S01313 WORD PROCESSING SPECIALIST Il

e You may select multiple Job Codes from the search results.
. Sort by Job Code or Job Title by simply clicking either column header.

. Click M to return to the previous screen with the selected Job Code(s).
o Click R==tlto clear the criteria entered.
. Click % to return to the previous screen without returning a Job Code.

e Job Codes added unnecessarily can be deleted by clicking the @\Qtton.

Permanent Salaries Base @

Budgst Cycla: 2021-2023

»Edit

Agency: 065 - ADMINISTRATIVE SERVICES Divisicn: 02 - BUD \ersion: - AGENCY REQUEST

Program: 503 - BUDGET DIVISION Subprogram: 001 - OPERATION S

== =B

Display History: FY18 History FY18 History FY20 History
JobCode:| | Add  Searchlab Codes | ppr o EstSal |
Job Codet  Job Title FY18 FTE  FY18 Actual FY18 FTE  FY19 Actual FY20 FTE  FY20 Actual FY21 Cur FTE  FY21 Cur Appr Est salaq.\ Delete
A19211  AGOCOUNTANT | I | I ] I | ] [ Jo A i
c10524 BUDGETMGMT [ 1.04] | 105638 [ 100 | 86888 [ 100 | 26338 | ] [ ] ]

K09212 BUSINESS MA [ 1.00] | 47238 [ 100 | 47551 [ 1og | 47551 | ] [ || ]

K10811 BUDGET MAMA [ 0100 | ] [ o5 | 28635 [ 057 | 28638 | ] [ [ ]

K19812 BUDGET MANA 389 | 226607] [ 300 | 168,298 [ 3o | 165,396 | ] [ || ]

NOD250 DAS DIVISIO 7m0 | 161781 [ 100 | 162,938 [ 1og | 162,938 | ] [ ] ]

MOUTOD  DISCRETIONA [ 5585 [ owoo | ] [ oog | ] ] [ || ]

18513 BUDGET MAMA | 258 | 221104 [ 300 | 236508 | 300 | 736508 | | [ | |

Tatals [ 968 [ $767.951] [ 957 | $731418 [ 957 | $Ta1atg | q [ 50 | 50/

[ovve | vewrone | reser | oren

Time-Saver TIP #2
To copy data from the FY21
Cur Appr column to the Est
Salary column, use the

Copy Cur Appr to Est Sal

|

button.

NOTE: The Est Salary
column should include the
annualized impact of any
mid-year salary increases
and thus may differ from the
FY21 Cur Appr column.

4. Click to commit the data entered to the database. The FY21 Cur Appr salary total will be automatically inserted into

the 511100 Object on the Base Appropriation screen.

5. Click to exit Edit Mode. From this point you can select another Program or Subprogram.

CAUTION: You must click B2 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data loss.

V7.0
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Base Appropriation Instructions

Purpose

> To provide a detailed breakdown, by Object Code, of the base appropriation and personal services limitation (PSL), as
authorized by a budget bill and/or an A-Bill. The Base Appropriation screen also provides for the identification of the

base appropriation by fund type for each of Operations and Government Aid.

Getting Started
In the left-margin menu, under Base, click Appropriation.
. Budget Cycle defaults to the current cygfe.

. Select Agency, Division (if applicabl
(see Time-Saver Tip on the right m
. Select a Major Account.

in).

. Expenditure history at the selecjéd Major Account level is displayed. Unchecking the FY18, FY19 or FY20
removes those columns from the display (also see Screen Tjg on the right

Chapfe

History boxes and clicking
margin). NOTE: FY20 Act

1. Click to begin entering

| will not be available until early July 2020.
ounts for the selected subprogram.

, Version, Program and Subprogram from the options that have been assigned to you

"R, Official Nebraska Government Website

Allinewem
e p—

Ul

Adminiglrative Services Stlate Bu

NEBRASKA BUDGET REQ

&l Division

EST AND REPORTING SYSTEM

+ Narratives

§ 3 [HGS-EEF&RTMETL‘-L ADMINISTRATION | w
= Agency Namative

» Division MNamrative

~Base Year and Reappropriation

= Program MNamative

Hame Reperls Budgel Division udget Tnshruclions Training Resources FAG Budgel Request Documents
Home - Operating Budget Request Appropriztion
Hide Manu
Dperating Budget Base fation wWiow Only
Request
Budget (Ade [2021-7023 ] Agancy: |083 - ADMINISTRATIVE SERVICES Tv] Dneion: [01-DAS [w]  ‘ersicn: [AL - AGENCY REQUEST

. Bass Susgregram: [000 - DPERATIONS Tv] Majar Avsunt W
« Pecmament Display History: 1 Fr 18 History 4 Fi@ History [ P20 Hastory
o e Object Codef FY12 Actual FY 18 Actual . FY20 Actual FY20 Reappr FY21 Cur. Appr

811100.PERMAMENT SALARIES-WAGES 214,467 351,547] 351637 1]

+ lssues 511300-OVERTIME FAYMENTS ] FL| pdi} |
® Iesue Detsils 511800-FER DIEM FAYMENTS ] ] ]
= Izzues Summary 515100-RETIREMENT FLANS EXFENSE 16 0BT 28337 26.337 |
= Briefing 515200-FICA EXPENSE 15729 25248 25248 |

+ Modifications 515400-LIFE & ACCIDENT INS EXP 33 41 43 ]
= hiod Details G15500-HEALTH INSURANCE EXPENZE 23774 54891 54891 |
& Miod. Summary S1B200-TUITION ASSISTANCE 2138 1,470 1.470 |
P— H18300-EMPLOYEE ASSISTANGE PRO 25l a7 37 1

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your NBRRS
Agency Administrator
or the State Budget
Division for
assistance.

Time-Saver TIP

Set default options to
avoid repetitive
selections of Agency,
Division and Version.
Go to User Options in
the upper right corner of
any screen. Once your
selections are made,

nress m

not permitted.

2. Enter FY20 Re-appropriation and FY21 Current Appropriation for each Object Code. Note that negative numbers are

FY20 Reappr should equal the allocation to this subprogram of the program’s unexpended balance of FY 2019-20
appropriation (i.e. reappropriations and encumbrances).

FY21 Cur Appr is the new appropriation authority allocated to the subprogram as authorized by a budget bill and/or an A-Bill.
Re-appropriations and encumbrances should be included in the FY20 Reappr column. Federal or cash fund appropriation
authority administratively provided for FY21 by the State Budget Division should not be included. The sum of allocations to
subprograms must equal legislative appropriations to the program for each fund type.

Base Appropriation @ »View Only

Budget Cycle: [2021-2023 | Agency: |065 - ADMINISTRATIVE SERVICES ~] Division: [01-DAS [¥]  Version: [AL - AGENCY REQUEST| ]

Program: |043 - DEPARTMENTAL ADMINISTRATION v | Screen TIP

=B Fr(lee ?p scHr_t(ejen'\jpace by
— selectin Iae Menu

+Base Year and Reappropriation in the ugper left corner of

Subprogram: |000 - GPERATIONS [v] Msior Account. [ALL EXPENDITURES [ v/ any screen. Select Show

Display History: FY18 History FY18 History ¥ Fv20 History Menu to bring back the

Object Codef FY18 Actual FY19 Actual FY20 Actual FY20 Reappr FY21 Cur. Appr left-margin menu.

511100-PERMANENT SALARIES-WAGES [ 214,467 [ 351,687 [ ] [ 0]

511300-OVERTIME PAYMENTS [ | [ 23 [ 28 [ | [ |

511600-FER DIEM PAYMENTS [ | [ | [ | [ ] [ J

515100-RETIREMENT PLANS EXPENSE [ 16,067 [ 26,337 [ 26.337) [ | [ |

515200-FICA EXPENSE [ 25,248 [ 25,248 [ ] [ ]

515400-LIFE & ACCIDENT INS EXP [ a3 [ 43| [ 43/ [ | [ |

515500-HEALTH INSURANGE EXPENSE [ ] [ |

. Base Year and Reappropriation and Funding sections will collapse or expand by clicking the blue triangle icon.
e NOTE: The Object Code 511100-Permanent Salaries-Wages for FY21 Cur Appr is shaded, indicating it cannot be edited and
is linked to the Permanent Salaries Base screen.

3. Atan agency’s request, the State Budget Division will extract the FY 2020-21 Budget Status Report “Budgeted Amount”
(subprogram level data from the BUAPPROP, BUREAPPR, and BUENC sub-ledgers) from the EnterpriseOne accounting
system for import. See the State Budget Division’s memo regarding the FY 2020-21 Budget Status Report for more

information.
V7.0
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Base Appropriation Instructions

4. To add Object Codes, either enter a known Object Code and click the button: or click the __Search Object Codes
button to search by Object Code or Object Description.

. On the search screen, the Object Code field will search for codes that begin with what is entered while the Object
Description field will search for the characters contained in the description. Click on Search.
e  The Major Account selection limits the search results to that group of object codes.

Search for Object Codes (Agency: 065 - ADMINISTRATIVE SERVICES Program: 049 - DEPARTMENTAL ADMINISTRATION )
Object Code Object Description: Major Account: ALL EXPENDITURES Search Reset
Submit | | Back |

Show: | 30 per page %

[[][*4][4] 12245672 [ |e][H]
223 Object Codes found, displaying 61to 90. Page 3/8

Select Object Codet Obiject Description

Selected 525200 RENT EXP-DATAFROC EQUIP

O 525400 RENT EXP-COMM EQUIP

[ 525500 RENT EXP-OTHER PERS PROP

O 526100 REF & MAINT-REAL FROPERT

I 527100 REP & MAINT-OFFICE EQUIP

O 527200 REP & MAINT-MOTOR VEHICL

You may select multiple Object Codes from the search results. Click Submit to return to the previous screen with the selected
Object Code(s).

Click Reset to clear the criteria entered.
. Click Back to return to the previous screen without returning an Object Code.

. Object Codes added unnecessarily can be deleted by clicking the _putton.
. Object codes that have historical data cannot be deleted.

Base Appropriation € »Edit
Budget Cycle: 2021-2023 Agency: 065 - ADMINISTRATIVE SERVICES Division: 01 - DAS Wersion: A1 - AGENCY REQUEST
Program: 048 - DEPARTMENTAL ADMINISTRATION
=S =
+Base Year and Reappropriation
Subpragram: 000 - OPERATIONS Msjor Account [ALL EXPENDITURES ||
Display History: FY18 History FY18 History [ Fy20 History Change
Object Code: ’—| ﬁ Search Object Codes |
Object Codel FY18 Actual FY18 Actual F¥20 Actual FY20 Reappr F¥21 Cur. App Delete
511100-PERMANENT SALARIES-WAGES | 214,467 [ 351,687 | 351,687 [ | [ 5]
511300-OVERTIME FAYMENTS [ | [ 28| [ 28| [ | [ 4
511600-FER DIEM FAYMENTS [ | [ | | | [ | [ | &
515100-RETIREMENT PLANS EXPENSE [ 16.067] [ 26,337 26,337 [ | [ |

| 515200-FICA EXPENSE [ 15729 [ 25 243 I 25245 [ ] [ ]

5. Enter Funding amounts for both the FY20 Reappr and FY21 Cur Appr columns as needed.

e  Funding amounts must be entered separately for Operations and Government Aid.

e  The total of the funding amounts entered must balance with the total of the amounts ALL EXFENDITURES

entered by Object Code. i--Select
e  The system requires that Operations and Government Aid object totals bala AlLL EXFEMDITURES
Operations and Government Aid Funding before the budget request ¢ e submitted. OPERATIONS

. The Major Account filter controls what group of object codes can be ed. FPERSCMNAL SERVICES

e  Operations Funding can only be edited if All Expendituresor Operations are selected. SALARIES
e  Government Aid Funding can only be edited if All Expenditures or Government Aid are BEEMEFITS
selected. QPERATING EXFEMNSES
e  There are five Fund Types: General Fund, Cash Fund, Federal Fund, Revolving Fund, and TRAVEL EXPEMSES
Other Fund (if Other Fund is used, the Program Narrative should explain the funding source). CAPITAL OUTLAY

GOVERNMENT AID

CAUTION: You must click B=Z8 \whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data loss.
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Base Appropriation Instructions

>» Funding may be entered by two methods, Whole Dollar or Percentage.

e  To change methods, check the box to enter data in percentages then click _Change |

. Un-checking the box and clicking _Change | returns the system to the Whole Dol

i Whole Dollar method

. Enter amounts, by fund type, for each year.
. Be sure to determine the amounts to be entered for Operations and Governmen

are clicke

. System will calculate totals and variance when
e NOTE: System will only save dollar amounts, not percentages.

ii.  Percentage Method

Refresh or

Save

. Enter percentage amount, by fund type, for FY20 re-appropriation and FY21 current appgopriation.

e If you enter amounts exceeding 100%, you will need to resolve the variance.
e  The system will calculate, based upon the respective object codes, the dollar amounts for

Operations and Government Aid Funding sections.

Refresh

. Upon or

Save

, the system will calculate a dollar amount based upon the
percentage. You may need to correct the effect of rounding using the Whole Dollar method.

e NOTE: System will only save the dollar amounts, not percentages.

wFunding
Operations Funding
FY18 Actual FY13 Actual FY20 Actual
General Fund I | | | | |
Cash Fund [ | [ | [ |
Fadersl Fund [ ] [ ] [ ]
Revalving Fund [ 462,030 [ 903,934 [ 903,934
Other Fund [ ] [ ] [ ]
Tatal I $462,029| [ $903,984, §903,984
Government Aid Funding
FY18 Actual FY13 Actual FY20 Actual
General Fund I | | | | |
Cash Fund [ ] [ ] [ ]
Federal Fund I | [ | [ |
Revolving Fund I | | | | |
Other Fund [ | | | | |
Total [ 30 [ $0| [ $0]
Total Funding
FY18 Actual FY19 Actual FY20 Actual
General Fund I | | | | |
Cash Fund [ ] [ ] [ |
Faderal Fund [ ] [ ] [ ]
Revalving Fund [ 462,030 [ 903,934 [ 903,934
Other Fund [ ] [ ] [ ]
Total | $462,030] [ 5903,984] 5903984
PSL [ $214.467| [ $351,716/ [ $351,718
.\Farlance {This section will be updated on Save)
FY18 Actual FY19 Actual FY20 Actual
Total Request [ §462,030/ [ $903.554 $903.984
Total Funding [ $462,030/ [ $903.554 $903.934
Warisnce [ 50| [ 50] [ 50/
=s

Enter Data In Percentages || Chahge

FY20 % Reappr FY21 % Cur. Appr
I | [100.00] 152,454
I | |
1l | L |
= I |
Il | I |
oo 50 [iooo0| siszend
FY20 % Reappr FY21 % Cur. Appr
I | |
[ | I |
[ | |
1l | L |
Il | I |
[Cood| 5ol [ood]| 50
FY20 % Reappr FY21 % Cur. Appr
[Cong | o] [100.00] 152.454]
[Cood| 0 oo ]
[Coog| ol o0 g
[Cong | 0] ["omg]| 0
[Cong | 0] om0 0
[“oog| 5] [100.00]| $152.454]

I 50 I 50

FY20 Reappr FY21 Cur. Appr

[ 50 [ $152.464]

I 50 [ $152.464|

I Ell I su

6. Click to commit the data entered to the database and check for Variances.
. Variances do not need to be resolved in order to save. However, all Variances must be resolved before
your budget request can be submitted.

Wariance (This section will be updated on Save)

FY18 Actual FY13 Actual FY20 Actual FY20 Reappr FY21 Cur. Appr
Total Request [ $462,030/ [ $903 934/ [ $903.984] [ sal [ §152 464/
Total Funding [ §462,030] [ $903.5984) [ $903.884| [ 50/ [ $15.000]
Variance | 50) | 50 | 50 (IS 5137.454)

e  The system will calculate the variance f e-appropriations and FY21 Current Appropriations. Any

variance will be highlighted with red shading.
e  Use of the Percentage funding method may produce a variance due to rounding. To correct, use the Whole

Dollar method.

7. Click to exit Edit Mode. While in View Mode you may switch to a different Program and
Subprogram and continue entering your Base Appropriation or change to a different screen from the

left-margin menu.

V7.0
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Issue Details Instructions

Purpose

>» To provide a distinct “decision point” developed by the agency for its budget request within which
the agency requests a change in appropriation and/or personal service limitation for
consideration by the Governor and Legislature (the change is relative to the base appropriation
and personal service limit level). Issues are categorized into Issue Types. They include Agency
Issues (specific to the agency), IT Issues (an issue created by an IT Project Proposal being
submitted to the NITC), Multi-Agency Issues (an issue in which two or more agencies
collaborate), and Enterprise Issues (an issue common to most, if not all, agencies).
Multi-Agency and Enterprise issues are created by the State Budget Division and assigned to
agencies (see the Content Instructions below for more information regarding Enterprise Issues
for the 2021-2023 biennial budget request). Multi-Agency Issues are created and assigned at
the request of agencies and with approval from the State Budget Office.

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your
NBRRS Agency
Administrator or the
State Budget
Division for
assistance.

Getting Started

In the left-margin menu, under Issues, click “Issue Details”.
. Budget Cycle defaults to the current cycle.

. Select Agency and Version from the options that have been assigned to you (see Time-Saver Tip #1 on the right margin).

Create a New Agency Issue

1. Select Agency Issue from the Issue Type drop-down menu and then select “=== New ===" from Issue.
e  The systgm will enter NEW mode. While in NEW mode, the Issue Name must be/entered and saved before
you can gontinue.

Issue Details £

Agancy [zzus

*\iaw Only

Budget Cycle Agency. | 0SS - ADMINISTRATIVE SERVICES ~ fersion: [ a1 - AGENCY REQUEST [,

=502 Type

2. Enter Issue Name and Description for the Issue and click =
e  The name of the Issue will now appear beside Issue.
e The Description field allows more explanation regarding the nature of the selected Issue and should only be
about a sentence long. Use the General Description narrative tab to provide a more detailed explanation of
the Issue.

+Issue Narrative
Issue Name : New lssue

Description :

Enter a short description of the Issue. -

Time-Saver TIP #1
Set default options
to avoid repetitive
selections of
Agency and
Version.

Go to User
Options in the
upper right corner
of any screen.
Once your
selections are
made, press

3. Continuing on the Issue’s Narrative tab, begin to enter narrative information. The Issue Details narrative contains five

tabs. See the Narrative Content section below for content guidelines on each tab.

e  The narrative tab currently selected appears in the information bar.

. Narrative tabs with two edit windows are limited to a mjnt
based on the screen. Text in the limited edit wind
unlimited edit window. The limited edit windg
generated from the system, such as the

e All narrative tabs will display Chara

requirements for each edit wind6w. This value is updated when or
e  The General Descripti
Performance Indicators, and Implementation Plan tabs offer just one, unlimited edit window.

vernor's budget recommendations.

Sl ore clicked.

Research, Analysis and Justification Impact Performance Indicators Implementation Plan

» General Description /

Information for Publication (limited)

Character Count: 0
a0 IR I UGiE =

Minimum Characters: 50 Maximum Characters: 700

EiEEE

um and maximum number of characters which is pre-defined
should be viewed as a summary of what is presented in the second,
S intended to be included in various standardized reports that will be

r Count to assist with the satisfaction of the minimum and maximum character

and Research, Analysis, and Justification tabs contain two edit windows. The Impact,

Formatting TIP
Avoid the use of
hard returns when
entering narrative
text. Using hard
returns prevents
normal text "wrap"
and hinders
publication.

Supporting Information (unlimited)  Character Count: 0 Characters: 0

& V- #h B 2iB 1 UiE =S

M= |
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Issue Details Instructions

. If the number of characters in the section exceeds the Maximum Characters allowed the information will NOT be saved but
the Character Count will be updated. Reduce the number of characters to under the maximum, then save.

. Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, point your
mouse over the icon for a dascription of that feature. The _-|(i.e., Maximize the Editor Size) button simply toggles
you back and forth from full-sgreen editor mode to the normal screen.

. Copy & Paste text into the edif windows using either Ctrl-C and Ctrl-V features, or by using the B B puttons on
the left side of the edit window’s\ button bar. To provide consistent formatting, a standard font style and size will be

applied upon clicking EEE

e  Attach supporting files (e.g., ordanizational chart graphics, picture files, etc.) by clicking the - Brewse.. putton to

locate the desired file and then clicking the [attach | hytton. Attachments should not be referenced in the limited,
Information for Publication edit window as the attachments will not be included with all reports.

Supporting Information (unlimited) Character Count: 0 4 Minimum Characters: 0
frmnee@ayv: #IEsin 7 UIEE 1=

| Browse.. | Attach |

4. Click to commit the narrative entered to the database.

5. Select the Issue’s Request tab to provide detailed financial information for the Issue by Job Code, Object Code and
Fund Type at the su/Mprogram level. The contents of this screen tab are blank at the creation of a new Issue.

Issue Details &) »Edit

Budget Cycle: 2021-2023

Agency: 065 - ADMINISTRATIVE SERVICES “ersion: A1 - AGENCY REQUEST

Issue : New Issue
Vi liode ==

|r Narratihve T # Request SuUmamany \I

wissue Request Summary / i Program-SubProgram

lzsue Type : Agency |ssue

6. Begin adding Issue Detail (Program / Sub combinations) to the Issue:

e  Click il BregE e e | to add financial data for each respective Program / Subprogram combination affected by
the Issue.

e You may add as many Program / Subprogram combinations as are needed and relevant to the Issue.

. Click on the blue Program link in the Issue Request Summary section to load a specific previously entered Program /
Subprogram combination.

7. Select a Program and Subprogram from the drop-downs to add job code, object code, and funding detail for that
subprogram.

. Be sure to click before attempting to change or add a Program / Subprogram combination.

( Marrative Y - RequestT Summary )
[» Issue Regquest Summary

wlssue Request Data
Program: | 049 - DEPARTMENTAL ADMINISTRATION — w Subprogram: | 000 - OPERATIONS s

V7.0
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Issue Details Instructions

8. To add Job Codes, either enter a known Job Code and click the (Add| button; or click the L_Searchssb cedes | hyjtton to

search by Job Code or Job Title.

L]
field will search for the characters contained in the Title. Click on Search.
Search for JobCodes (Agency: 065 - ADMINISTRATIVE SERVICES)

Job Code: |S Job Title:
Submit || Back

Show: | 30 per page ¥

0 Job Codes found, displaying 0to 0. Page 0/0

Select Job Codet Job Title

] s01112 OFFICE CLERKI

(] 501113 OFFICE CLERK Il

501120 OFFICE SUPERVISOR

selected Job Code(s).
. Click Reset to clear the criteria entered.
e  Click Back to return to the previous screen without returning a Job Code.

On the search screen, the Job Code field will search for codes that begin with what is entered while the Job Title

You may select multiple Job Codes from the search results. Click Submit to return to the previous screen with the

|( Narrative T * Request T Sumimany ]
P Issue Request Summary
wlssue Request Data
Program: | 049 - DEPARTMENTAL ADMINISTRATION o

Subprogram: | 000 - OPERATIONS

Copy Job Codes and Object Codes:

Issue Program/Subprogram:

wPermanent Salaries

Coy FY2Z to FYZ23
Job Code: |nad] [Semrcn son Codes| [Ingert Histarican Jan Codes
Job Codet Job Title FY22 FTE FY22 Sal FY23 FTE FY23 5al Delete
s01112 OFFICE CLERK Il [ | ] [ I[ | &
501113 OFFICE CLERK Il [ I ] ][ g
Totals [ o0 sol [ —eom[ 0|

e Job Codes added unnecessarily can be deleted by clicking the I putton.

9. Enter FTE and Salary request amounts for the Job Code(s) added for the currently selected
subprogram. Amounts entered are relative to the base year (i.e. the requested change from the Base
Appropriation).

. Note that negative numbers may be entered.
. If an FTE amount is entered, then a Salary amount is required.
. Note that common salary-related Object Codes are added automatically if a Job Code is added.

. | [Copy F¥23 1= FY23| . -
e  Click = = to copy numbers entered in the 1% year of the request to the 2" year. This will
overwrite whatever is currently entered in the 2™ year.

10. Click to commit the data entered to the database. The FY22 and FY23 salary totals will be
automatically inserted into the 511100 Object Code.

V7.0
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Time-Saver TIP #2
To copy data from the
FY22 column to the
FY23 column, use the

Copy FY22 to FYZ":i

button.

Caution: This will
overwrite any amounts
already entered in
FY23.




11. To add Object Codes, either enter a known Object Code and click the button; or click the |
button to search by Job Code or Job Title.

Issue Details Instructions

Search Object Codes

On the search screen, the Object Code field will search for codes that begin with what is entered while the Object

Description field will sear
Use the Major Acco

or the characters contained in the description. Click on Search.
rop-down to limit the search results.

Ohject Cade : (521

Submit| Back

Search for Object Co

Ohject Description:

Ohject Code~
521100

521200
521280
52129
521300
521400

Major Account:

Ohject Description
PCOSTAGE EXPERNSE

COM EXPENSE - VOICE/DATA
COM EXPENSE - VOICE/DATA
COM EXPENSE - VOICE/DATA
FREIGHT EXFEMSE

DATA PROCESSING EXPENSE

s (Agency: 065 - ADMINISTRATIVE SERVICES Program: 509 - BUDGET DIVISION )

--ALL-- v|

Search| Reset

You may select multiple Object Codes from the search results. Click Submit to return to the previous screen with the selected

Object Code(s).

Click Reset to clear the criteria entered.
Click Back to return to the previous screen without returning an Object Code.

w(bject Codes
Object Code: [nid] [Fearch Oigject Codes| [Insert Histarical Object Coges|

Object Codet
511100
515100
515200
515400
515500
516300

Totals

Description

PERMAMNENT SALARIES-WAGES
RETIREMENT PLAMNS EXPEMNSE
FICA EXPENSE

LIFE & ACCIDENT INS EXP
HEALTH INSURANCE EXPENSE
EMPLOYEE ASSISTANCE PRO

FY22 Request

2,700

i

E

Object Codes added unnecessarily should be deleted by clicking the M button.

12. Enter request amounts in the Object Code(s) added for the currently selected subprogram.
Amounts entered are relative to the base year (i.e. the requested change from the Base
Appropriation).

Note that negative numbers may be entered.

Note that you may not delete the Object Code 511100. This Object Code will appear as long as Job
Code(s) are shown under the Permanent Salaries section.

. o | [Copy FY23 1o Fra3 ) .
Click ——=—=1 {0 copy numbers entered in the 1 year of the request to the 2™ year. This
will overwrite whatever is currently entered in the 2™ year.

13. Click to commit the data entered to the database.

Time-Saver TIP #3

To insert job codes
and/or object codes used
historically in the
selected Program-
Subprogram
combination, use the

Insert Historical Job Codes

and
Insert Historical Object Codes
buttons.

CAUTION: You must click [ save | whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data

loss.

V7.0
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Issue Details Instructions

14. Enter Funding amounts for both the FY22 Funding and FY23 Funding columns.
e  Funding amounts must be entered separately for Operations and Government Aid.
o The total of the funding amounts entered must balance with the total of the amounts entered by Object Code.
o0 The system requires that Operations and Government Aid object totals balance to Operations and Government Aid Funding
before the budget request can be submitted.
e  There are five Fund Types: General Fund, Cash Fund, Federal Fund, Revolving Fund, and Other Fund (if Other
Fund is used, the Issue Details narrative should explain the funding source).
< Funding Enter Data In Percentages DM
Operations Funding
Fund Type Total FY¥22 % FY22 Funding FY23 % FY23 Funding
General Fund Ij | ” | | || |
Cash Fund [ = I I[ | || |
Federal Fund 5163,400 100.00] | 69,2000 [100.00(| 54,200
Revolving Fund Ij | ” | | || |
Cther Fund [ = [ ][ ] i |
Total Operations Funding £163,400 [100.00] | £65,200]  [100.00 | £534,200]
Gowvernment Aid Funding
Fund Type Total FY22 % FY22 Funding FY23 % FY23 Funding
General Fund L =0 [ I | Il ]
Cash Fund | [ I[ | Il |
Federal Fund s 1l | I |
Revolving Fund [ ][ ] [ I[ |
Other Fund [« [ I[ | Il |
Total Aid Funding [ =i Co.00][ so| [ .0 s0f
Tetal Funding
Fund Type Total FY22 % FY22 Funding FY23 % FY23 Funding
General Fund lj‘ [ o[ o | il [
Cash Fund I | [ of [ o of
Federal Fund [ sig3,400 [100.00] | 65,200  [100.00] | 34,700
Rewvolving Fund lj‘ [ of[ o | ol [ of
Other Fund . s o of [_o of
Total [100.00] 565,200 [100.00][ 554,200/
PSL Request
Variance
Total Fy22 FY23
Total Request
Total Funding $163,400 3,200
Variance [ s 4 [
>»  Funding may be entered by two methods, Whole Dollar or Percentage.
e To change methods, check the box to enter data in percentages then click M.
. Un-checking the box and clicking _Change | returns the system to the Whole Dollar entry method.
i. Whole Dollar method
. Enter amounts, by fund type, for each year.
. Be sure to determine the amounts to be entered for Operations and Government Aid.
o System will calculate totals and variance when or are clicked.
e NOTE: System will only save dollar amounts, not percentages.
ii.  Percentage Method
e  Enter percentage amount, by fund type, for FY22 Funding and FY23 Funding.
e If you enter amounts exceeding 100%, you will need to resolve the variance.
e  The system will calculate, based upon the respective object codes, the dollar amounts for both the
Operations and Government Aid Funding sections.
e Upon or I the system will calculate a dollar amount based upon the
percentage. You may need to correct the effect of rounding using the Whole Dollar method
e NOTE: System will only save dollar amounts, not percentages.
V7.0
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Issue Details Instructions

15. Click to commit the data entered to the database and check for Variances.

e  Variances do not need to be resolved in order to save. However all Variances must be resolved before your
budget request can be submitted.

Variance

Total FY22 FY23
Total Request [ siesam
Totel Funding 55,200
Variance 4

The system will calculate the variance total for FY22 and FY23. Any variance will be highlighted with red shading.

Use of the Percentage funding method may produce a variance due to rounding. To correct, use the Whole
Dollar method.

16. Click to exit Edit Mode. While in View Mode you may switch to a different Issue to continue
entering your budget request or change to a different screen from the left-margin menu.

NOTE: The Issue’s Summary tab displays the Funding data in summary fashion, by year. No data entry is required
on this screen tab.

V7.0
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Issue Details Instructions
Edit an Existing Issue

1. Select the desired Issue Type (this filters the Issue drop-down) and then select the Issue you wish to edit from the Issue

drop-down menu.
»Wiew Only
Agency: | 065 - ADMINISTRATIVE SERVICES L Version: |Al - AGENCY REQUEST |«

lssue : | Attorney frem State Purchasing to Central Legal |« |

Issue Details ¢
=

( Narrative ‘I{ * Request Y Sur
wlssue Request Summary

Budget Cycle:

|zsue Type :

v )

Program Subprogram FY22 Request FY23 Request
049 - DEFARTMENTAL ADMIMISTRATION 000 - OFERATIONS 385,200 $594,200
»1T1 - MATERIEL DIVISION 000 - ADMIN -350.000 -350,000

Total 318,200 544,200

e  The currently selected Issue may be deleted by clicking the button while the screen is in View Mode
(also see the Issues Summary screen).

2. Click to begin editing the Issue.
. Select the Narrative, Request or Summary tab as needed.

Issue Details 0 »Edit
Budget Cycle: 2021-2023 Agency: 065 - ADMINISTRATIVE SERVICES Version: A1 - AGENCY REQUEST
Issue Type : Agency |ssue Issue : Attorney from State Purchasing to Central Legal

[sove | Viewtvode ] et | e

( Harrative T * Request T’ SurTaTa Y ]

wlssue Request Summary A4 Program-SubProgram)
Program Subprogram FY22 Request FY23 Request Delete
»049 - DEPARTMENTAL ADMINISTRATION 000 - DPERATIONS 569,200 94200
171 - MATERIEL DIVISION 000 - ADMIN 550,000 850,000
K Total 519,200 544,200

e To load\Xhe request financial data for a specific Program / Subprogram combination which was previously entered, click
the “program link” under the Program column in the Issue Request Summary section of the Issue’s Request tab.
e  You may delete a Program / Subprogram combination from the Issue in the Issue Request Summary section by clicking

the I button while in Edit Mode.
e  This will only delete the selected Program / Subprogram, not the entire Issue.
. Follow Steps 3-16 under Create a New Issue above to continue editing the existing issue.

V7.0
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Issue Details Instructions

Issues — Narrative Content

The state’s biennial budget process is intended to support the development of budget requests within a strategic
result-oriented process. An Issue narrative should document the general purpose of the Issue, any research and analysis to
support the Issue, any impact (positive and negative) the Issue may have, how success will be measured by the agency with
regards to the Issue, and how the Issue request would be implemented if enacted.

General Description — A brief description of the Issue including the relationship of the Issue to accomplishment of
agency goals and program objectives.

Research, Analysis and Justification — Provide the results of your research, analysis, or other study that serves as
the justification for the Issue. This information may include a business plan, an analysis of the return on investment,
or a process improvement report.

Impact — The agency should identify the quantitative and qualitative impacts of the Issue, including:
a. What services would be continued, adjusted or expanded?

b. What client groups would be impacted?

c. What effects would be felt by the general public, etc?

d. What would happen if funding is not provided for the Issue?

Performance Indicators — State the performance measures (inputs, outputs, efficiency, outcomes, quality) and
provide an objective measure that will be used to determine the extent to which the Issue has produced intended
results.

Implementation Plan — Outline the actions and time lines that will be followed to implement the Issue.

Issues — Enterprise Issues
Enterprise Issues are used to aggregate information and costs across all agencies of state government for a specific activity.

Two Enterprise Issues have been established for the 2021-2023 biennial budget. Additional Enterprise Issues may be added
at the discretion of the State Budget Division.

Issue Name Purpose

2021-2023 Teammate Salary Increase | Use as a placeholder with the assumption of a salary increase of 2.0%, effective
July 1, is provided in each year of the next biennium.

» For purpose of this issue, agencies should use a 2.0% annual increase over the FY21
Permanent Salary Base.
For FY23, agencies should use a 2.0% annual increase over the FY22 requested
Permanent Salaries Base.
Use Job Code ZZNEWSAL. Combine all teammates into this one Job Code.
Retirement and FICA should be included as part of the estimate.
No increase in FTE should be included.
If any Request Issues include additional staff, the 2.0% percent increase should be
included in the specific Issue.
An agency may choose to enter the request amounts in one subprogram for each
program as an alternative to entering amounts for every subprogram.

\4

YVYVYY

2021-2023 Teammate Health Use as a placeholder with the assumption that the cost related to provide Teammate

Insurance Health Insurance will increase.

» For purpose of this issue, agencies should use a 4.0% increase over the FY21 base
appropriation allocated to object code 515500.

» For FY23, agencies should use a 4.0% increase over the FY22 requested appropriations
allocated to object code 515500.

» Use Object Code 515500 for the percentage increase.

» If any Request Issues include additional staff, the percent increase for each year should be
included in the specific Issue

V7.0
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Issue Summary Instructions

Purpose

>» To provide the user with a listing of all the Issues for the agency in a summarized manner and by the type of the

Issue.

Getting Started

In the left-margin menu, under Issues, click “Issue Summary”.
. Budget Cycle defaults to the current cycle.

. Select Agency and Version from the options that have been assigned to you (see Time-Saver Tip on the

right margin).
. Screen will be grouped by Issue Type and sorted by the Issue Name.

e  Amounts shown for Request years are a total of object codes entered, not funding. To see funding, you will

need to select a specific Issue (see below).

e  Clicking on @ will expand a specific Issue Type.

Open an Issue for Viewing or Editing

1. Selecting the Issue Name will open the Issue in the Issue Details screen.
. Seei}étructions for Issue Details.

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your
NBRRS Agency
Administrator or the
State Budget
Division for
assistance.

Issues Summary &),

Budget Cycle: Agency: |05 - ADMINISTRATIVE SERVICES L] Version: [AL - AGENCY REQUEST |V |
Issue Type FY22 Request FY23 Request Delete

- Agency lssues f2) [ 39.2lﬁ| [ 64,200|

Attorney from State Purchasing to Central Legal [ 19.200/ [ 44.200] i

on Budget Request System [ 20,000| [

208 __y3

= IT Issues (1) | D| | D|

e 0 @

Update Budget System [

»View Only

Delete an Issue

1. Clicking the ] button (only a user with the Agency Administrator role will see the button) will delete the
entire Issue. Click on OK to confirm the deletion.

V7.0
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Version.
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upper right corner
of any screen.
Once your
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made, press
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Funds Analysis Instructions

Purpose

» To show the relationship of the receipts and/or expenditures of each Cash Fund, Federal Fund and
Revolving Fund to all related programs & subprograms. The Funds Analysis shows receipts,
expenditures, and balances to provide a cash flow analysis for the Fund through the end of the
request biennium (Fund 40000 — Federal Letter of Credit grants do not require receipts or balance
information, only expenditures). Further, the Funds Analysis screen indicates the amount available
for appropriation for each respective fund. Agencies are expected to complete a narrative for all
Federal Funds and Grants.

Getting Started
In the left-margin menu, click Funds Analysis.

1.
2.

. Budget Cycle defaults to the current cycle.

. Select Agency, Version, and Fund (if 40000 - Federal Letter of Credit, you will also need to select a
Grant, or CFDA#) from the options that have been assigned to you (see Time-Saver Tip on the right)

. Each Fund has been assigned to a single agency. If multiple agencies have a financial relationship to a
given Fund, the assigned agency is responsible for coordinating preparation of the cash flow for that Fund.

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your
NBRRS Agency
Administrator or the
State Budget
Division for
assistance.

Funds Analysis #View Only
Budget Cycle: |2021-2023 ] fAgency: [065 - ADMINISTRATIVE SERVICES ] Version: [A1 - AGENCY REQUEST|~]
Fund: [26560 - VACANT BUILDING v Time-Saver TIP
=8 Set default options to

- avoid repetitive
(e rund Aty | Narrauve | selections of

FY18 Actual FY13 Actual FY20 Actual FY21 Estim F¥22 Estim FY23 Estim

Fund Equity Total July 1 0] | $524,868] | 525,551 | -55.764] [ $219.236) | $495,236] Ag ency and
v Receipts ? Version.
Object Codes Agt Pgm SP  FY18 Actual FY¥19 Actual FY20 Actual FY21 Estim FY22 Estim FY¥23 Estim Autharity _
431100-INVESTMENT INCOMEDSS 580 003 | | 18.757) | 29,554 | 29,554 [ 25.000] [ 26,000 [ 26,000 | | Go to User Options
482100-LAND USE REVENUE 085 580 003 | [ Tiz59) | 101,582 | 101992] | 200,000 [ 250,000] | 300,000] [ | in the upper right
483400-0THER RENTAL 065 580 003 | ‘\ 25| [ ][ ][ il | [ | [ | corner of any screen.
REVENUE \ Once your selections
484500-REIME NON-GOVT 065 560 003 | | 33 | ] [ [ [ [ [ | are made, press
SOURCES \
491301-DISPOSAL - 065 580 003 | | 445.903] | [ ] [ il | [ il |
FROCEEDS \
4B3200-OPERATING 085 580 003 | | ] [ -336.550 | 386,550] [ | [ | [ 1 |
TRANSFERS OUT \
Total Receipts [ 5578.260] | -$255,004] | -5255,004] | $225,000] | 276,000/ | $326.000

Click to begin entering a}nounts for the selected Fund.

Provide the Fund’s Fund Equity Total July 1 for FY18 (this would be July 1, 2017).

e Expenditure and receipt history is pre-loaded into the system, however, you must provide the Fund Equity
Total July 1 for FY18 (i.e., 7/1/17 “beginning balance”). Equity totals are either available with an
EnterpriseOne Trial Balance By Fund inquiry or using the EnterpriseOne Fund Summary Report (click the
provided link to view a searchable copy of the FY18 year-end report in PDF format). See the Fund Summary
by Fund report example below, where the FY18 Fund Equity Total, or “beginning balance” is identified.

e Beginning balances for the following years are automatically calculated.

e Fund Equity objects in the range of “300000” through “399999” are excluded in the first year of history since
the fund equity activity is already built in to the Fund Equity Total, or “beginning balance”.

Screen TIP

Free up screen
space by selecting
Hide Menu above
the left-margin menu
of any screen.

Select Show Menu
to bring back the left-
margin menu.

Agency Number 065 ADMINISTRATIVE SERVICES
Agency Division 004

Fund 26560 WACANT BUILDING

ACCOUNT CODE AND DESCRIPTION DEBIT CURRENT MONTH CREDR CURRENT MONTH ACCOUNT BALANCE DEBIT ACCOUNT BALANCE CREDIT

100000 Assets
111100 GENERAL CASH
139801 AR INVOICED (SYSTEM)

Assats
398,991.65-
24.96

1.040,699.83
2496

Fund 26560 Assets Total 398,966.69- 1.040,72479

200000 Lisbilities
211700 REC'D - NOT YOUCHERED (5

Liabilities

7.706.75

Fund 26560 Liabilities Total 7.706.75

Fund Equity ~ 300000 Fund Equity

349100 UNDESIGNATED \

785.958.81

Fund 26560 Fund Equity Total 785.358.81

e Any fund lapses or transfers out should be shown as negative receipts (use the 493200-Operating Transfers Out object code).
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Funds Analysis Instructions

3. Provide Receipt and Expenditure estimates for the FY21 Estim, FY22 Estim and FY23 Estim columns.
o Estimates of receipts should reflect the best available information. Receipt estimates are not required for Fund 40000 — Federal Letter
of Credit grants.
e Expenditure estimates must take into account all budget request “Issues” for FY22 and FY23 plus the FY21 Base
Appropriation allocated to the Fund.
e Each receipt or expenditure item should be accompanied by a specific statute or other authority supporting this activity.
e If earmarking or reserving some portion of fund equity for a specific purpose, be\sure to provide explanation in the Funds Analysis

Narrative.
Funds Analysis @ »Edit
Budget Cycle: 2021-2023 Agency: D65 - ADMINISTRATIVE SERVICES Wersion: A1 - AGENCY REQUEST
Fund: 26560 - VACANT BUILDING
== =a
( ® Fund Activity T Narrative ]

FY18 Actual FY13 Actual FY20 Actual FY21 Estim F¥22 Estim FY23 Esm

Fund Equity Total July 1 [ 0] | $524.368] | 5259,551] [ §5.764] | §219.236) | $395,236
wReceipts
Agency: |—Select L] Program: Im SubProgram: Im Object Code: @\l Add Object |
Object Codes Agl Pgm 5P FY18 Actual FY13 Actual FY20 Actual FY21 Estim FY22 Estim FY23 Esti ‘Authority i
481100-INVESTMENT 085 560 003 | 19,757] | 29,554 | 29,554] | 25,000] | 26,000] | 26,000] | |
INCOME
482100-LAND USE REVENUE 0B5 580 003 | 112,592] | 101,987 | 101,882] | 200.000] | 250,000] | [300,000] | |
483400-0THER RENTAL 085 580 003 | 25] [ | [ ][ | [ il / | [ |
REVENUE /
434500-REIMB NON-GOVT 085 560 003 | 33| | | [ ] [ ][ | Ji il |
SOURCES /
401301-DISPOSAL - 085 560 003 | 445,903 | il ] 1 I | [ |
FPROCEEDS /
4D3200-OPERATING 085 560 003 | ] [ -386.550] [ -386,550] [ 1 1] il |
TRAMSFERS OUT
Total Recaipts [ $578,260] | $255.004] | -§255,004] | $225.000] | §276.000] | | $326.000]

4. To add additional Receipt Object Codes,

. Select the appropriate Agency, Program and Subprogram the revenue activity will be attribyted to from the drop-down menus in
the Receipts section.

o  Either enter a known revenue Object Code and click the _299.9Bi=et |pytton: or click the button to search by Object Code or
Description.

5. On the search screen, the Object Code field will search for codes that begin with what is entered while the Description field will
search for the characters contained in the Description.

Receipt Object Codes »Edit]
Object Code: 47 Description: Major Account: 400000 Search | Reset | Back |

Select Object Code Description

Select 470000 REVENUE SALES & SERVICES

Select 471100 SALE OF SERVICES

Select 472100 SALE OF SUP & MAT

Select 472200 REPROD & PUBLICATIONS

e  Searching with no selection criteria will produce all available revenue object codes.

. Click Select to return to the previous screen with the selected Object Code. You may select only one Object Code at a time from
the search results.

e  Click Reset to clear the criteria entered.

. Click Back to return to the previous screen without returning an Object Code.

e  Object Codes added unnecessarily can be deleted by clicking the I button.

. Rows containing historical activity cannot be deleted.

6. Enter amounts for the revenue objects in the currently selected fund.
. Use object code 481100 - Investment Income to estimate the amount of investment earnings that will be added to each fund by the
Nebraska Investment Council.

. The Nebraska Investment Council has set an assumed annual rate of return of 1.75%.

CAUTION: You must click 238 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data loss.
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Funds Analysis Instructions

7. Click to commit the data entered to the database.

8. To add expenditure estimates for an Agency / Program / Subprogram combination not already listed,

e Select the appropriate Agency, Program and Subprogram the expenditure activity will be attributed to from the drop-down menus in
the Expenditure section.

e Click the button to add additional subprograms one at a time.
e Agency / Program / Subprogram combinations added unnecessarily can be deleted by clicking the I_button.
e Rows containing historical activity cannot be deleted.

w Expenditures
Agency: |—-Select ‘ | Program: I“EE|E€I L] SubProgram: I--Select v |

Add Program\SubProgram |
Program desc Agt Pgm SP FY18 Actual FY13 Actual FY20 Actual FY21 Estim FY22 Estim FY23 Estim Authority ﬁ'
STATE BUILDING DIVISION 065 560 003 | 53,394| | 10.310] | 10,310 [ ][ ] [ il |
Total Expenditures [ 853,304 | $10.310] | 510,310 | 50 | 50/ | 50/

FY18 Actual FY13 Actual FY¥20 Actual FY21 Estim F¥22 Estim FY23 Estim

Fund Equity Total [ $524.866] | $259.551) | -$5.764| | $219.236] | $495.236| | $821.236]
Less Encumbrances l:l
Unobligated Balance -$5.764)

9. Enter expenditure estimate amounts for the currently selected fund.
10. Click to commit the data entered to the database.

11. Click to exit Edit Mode. While in View Mode you may switch to a different Fund to continue
entering Funds Analysis or change to a different screen from the left-margin menu.

12. Continue to the Narrative tab and begin to enter narrative information. The Fund Analysis narrative contains six tabs. See
the Narrative Content section below for content guidelines on each tab.
e The narrative tab currently selected appears in the information bar.
o All narrative tabs will display Character Count to assist wi#f the satisfaction of the minimum and maximum character

requirements for each edit window. This value is upgdted when or are clicked.

e All narrative tabs contains one edit window that i@s no limit on the number of characters that can be entered. There may be a
minimum number of characters required as#fdicated by the Minimum Characters.

\

r Fund Activity Y L} Narrativew

vNarrative
Purpose of f@nt (Required-  Grant Characteristics (Required-  Use of Grant Fundy (Required-  Grant Future Outlook (Required- Fo rm attin TIP
* General Comments pefGeral Only) Federal Only) Federal OnY) Federal Only) h 9
- - Avoid the use of
Impact of Potential Reductions
(Required-Federal Only) hard _returns when
eneral Comments entering narrative
Supporting Information (unlimited) Character Count: 0 Minimum Characters: 25 text. USIng hard
i Esowen B¥ioc|MNHLiB I uisElcFE=s==i0E0 Jii® prevents |
normal text "wrap
| and hinders
publication.

Attach
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Funds Analysis Instructions

Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, point your
mouse over the icon for a dascription of that feature. The “=li(i.e., Maximize the Editor Size) button simply toggles you
back and forth from full-screeq editor mode to the normal screen.

Copy & Paste text into the ed windows using either Ctrl-C and Ctrl-V features, or by using the B & buttons on the left
side of the edit window’s button\bar. To provide consistent formatting, a standard font style and size will be applied upon

clicking HEZED.

Attach supporting files (e.g., or

the desired file and then clicking th
Publication edit window as the attac

nizational chart graphics, picture files, etc.) by clicking the - Brawse.. . button to locate

[ attach | putton. Attachments should not be referenced in the limited, Information for
ents will not be included with all reports.

A|=

Supporting Information (unlimited) Character Count: 0

BEEESV: # L E FiB 7 Ui

Minimum Characters: 0

=

+

Browse... || Attach |

13. Click to commit the narrative entered to the database.

data.

CAUTION: You must click B=Z8 whenever exiting a screen or risk losing data. Save frequently to avoid loss of unsaved

V7.0
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Funds Analysis Instructions

Funds Analysis Narrative Content

The narrative portion of the Fund Analysis is intended to provide background information on the various funds that an agency uses
to complete their day to day operations. The following is a breakdown of elements of the narrative and the information being
requested for each tab.

General Comments

o0 Provide explanation for any situations where estimated annual revenues exceed estimated annual expenditures by
an amount greater than seven percent for FY 2022-23, or where the estimated June 30, 2023, fund balance exceeds
twenty-five percent of FY 2023 expenditures.
= If applicable, why does the agency believe the balance exceeding the 25% guideline should be maintained?

o Explain any projected negative fund balances.

o If your agency determines that an adjustment of fees/charges would be advisable, information should be included
outlining any agency proposals for making such adjustments.

o Provide any additional information that will aid in understanding the revenue source(s), purpose, and use of cash,
federal and revolving funds.

The following narrative tabs are for use with federal funds and grants only. Include all information for cash and revolving funds in
the General Comments tab.

V7.0

Purpose of Grant (Required-Federal Only)

0 What is the purpose of the grant according to the awarding federal government agency? Include any additional
purpose(s) as provided by any other award documentation or agreements between the awarding federal agency and
state agency. In other words, what services are made available as a result of the grant?
= Please attach the federal grant award letter to this narrative tab.
= Please indicate if the grant was received in response to the COVID-19 public health emergency.

Grant Characteristics (Required-Federal Only)
Please include the following information and any other relevant information:
0 Is the grant one-time or on-going?

= If one-time, what is the period of the grant?
o Does the funding support a mandate?

= Ifyes, is it a federal mandate, state mandate, or both? Explain as needed.
0 Is a state or local match required?

= |fyes, describe the match requirement.

= What is the current fund source of the state match?
0 Is a state or local maintenance of effort required?

= If yes, describe the MOE requirement(s).

=  What is the current fund source of the state MOE?

Use of Grant Funds (Required-Federal Only)

0 Isthe grant passed through to another state and/or local public entity or to a private entity or is it used for agency
internal operating expenses? Explain as needed.

o Does use of the grant funds represent aid to individuals, aid to local governments, locally delivered services, state
delivered services, local program administration, state program administration, or indirect costs?

o Indicate the amount of funding received in response to the COVID-19 public health emergency.

Grant Future Outlook (Required-Federal Only)

o What information is known relative to the availability of federal funding for this grant in the future?

o Do any known enacted or proposed federal budget proposals or other presidential or congressional plans include a
reduction or elimination of this funding?
= How much is this reduction? Explain as needed.

Impact of Potential Reductions (Required-Federal Only)
o0 Describe the impact of proposed changes to this grant award on the programs supported.
= Include the likely impact on services and your agency’s or other entities’ ability to meet any mandates, MOE, or
other requirements.
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Administrative Services State Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

SECTION I

Budget Modifications
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BUDGET MODIFICATION GENERAL INSTRUCTIONS

The budget modification process, based on a percentage of current new appropriations after certain
base adjustments, was initiated to aid the Governor and the Legislature in assessing priorities related to
agency budget requests. The process is based on a "what if* scenario: If an agency's level of
appropriation is to be less than the current FY 2020-21 level (or at any level less than the total
FY 2021-22 request), what services or activities would not be continued or initiated? These activities or
services are submitted as possible “modifications," that together would reduce the appropriations to a
specified percentage of the current “base” level of appropriations. The budget modifications do not
represent a request for a reduction in the agency appropriation, but are the identification of an agency’'s
lowest priorities and/or least effective functions relative to the agency’s goals and objectives within the
context of the budget modification process. Agencies are encouraged to consider submission of
multiple modifications as necessary to achieve the required base level appropriation while also
ensuring submission of quality budget modifications.

Budget modifications are to be submitted by agencies based upon their current new General
Fund appropriation. All Modifications, for each of operations and government aid, must have a
unique priority number in sequential order beginning with “1” before an agency's budget can be
submitted. This occurs on the Budget Modification Details screen using the "ALL" selection from the
Modification drop-down (see the Madification Details Instructions).

The “FY 2020-21 Base Level Appropriation” for this budget request cycle is 95% of current
new general fund appropriations for FY 2020-21, after adjustments. The Legislative Fiscal
Office will provide agencies a Form 200 which will include the dollar amount that represents the
“FY 2020-21 Base Level Appropriation” (including adjustments) prior to preparation of your budget
modifications.

The Form 200 is to be used to calculate the minimum agency-wide amount to be identified as
modifications (i.e., the difference between the total request and the FY 2020-21 Base Level
Appropriation). The calculation of modifications will be based on the total operations and aid requests
for the first year of the request biennium, FY 2021-22.

The Nebraska Budget Request and Reporting System includes two screens to be used in the
budget modification process. Individual modifications are created on the Modification Details screen.
Using the Modification Details screen, agencies will provide detail on each modification and indicate the
cost of the modification into the second year of the request biennium. This screen is also used to detail
in narrative form key points necessary for understanding the priority assigned to the modification, why
the particular activity was identified as a modification, and the impact if not funded. Prioritization also
occurs on the Modification Details screen using the selection “ALL” from the Modification drop-down
(see the Moadification Detail Instructions). Finally, operations and government aid modifications are
summarized on the Modifications Summary screen including information that will assist the agency in
monitoring its progress in meeting the 95% requirement.

Definitions

FY 2020-21 Base Level Appropriation — Ninety-five percent of the FY 2020-21 General Fund
appropriation to an agency, adjusted for one-time items and reappropriations. A list of allowable
adjustments will be sent to you by the Legislative Fiscal Office for use in the budget modification
process.

Modifications - The difference between the FY 2020-21 base level appropriation and the
FY 2021-22 total request. Modifications should be distinct, stand-alone functions or levels of activity.
Failure to fund a modification should not materially affect the remaining base budget or any other
modification.

51



Priorities - Costs associated with completing the core functions of an agency should be included in
the base level appropriation. Modifications should be prioritized as follows: Modification #1 is the
very highest priority in addition to the 95% base, i.e., the first function to be funded if
appropriation is provided above the 95% level. All Modifications, for each of operations and
government aid, must have a unique priority number in sequential order beginning with “1” before an
agency's budget can be submitted. This occurs on the Budget Modification Details screen using the
"ALL" selection from the Modification drop-down (see the Modification Details Instructions).

Important Reminders

— The base level appropriation, the total request, and the amount of modifications are calculated at
the AGENCY level and not the program level, although an agency identifies affected budget programs
in the preparation of a modification and may include up to an entire program as a modification.

— Operations and Government Aid are to be prioritized separately using the “ALL" selection on the
Modification Details screen. A budget modification may include both operations and government aid.

— One-time costs, deferrals to other fiscal years, or transfers of cost to other agencies are not to be
considered as modifications.

— Enterprise Issues may not be used for budget modifications.

— An activity mandated by statute may be identified as a modification. If such an activity is
identified, the agency must provide a complete listing of necessary statute changes in the narrative
contained in the input screen. Agencies should be prepared to offer assistance in the preparation of
legislation to modify or repeal statutes necessary to implement the budget modification.

— The quantification of individual modifications must account for timing considerations and costs
associated with the implementation of curtailed service or benefit levels and thereby represent the
exact level of appropriation reduction on a fiscal year basis related to the modification.

— Salaries for constitutional officers are to be excluded from the base level and the request for
purposes of calculations on the Form 200.

— The impact of inflation on the operating budget request, by itself, should not be considered a

modification. If significant cost increases are expected to occur, a modification must be discussed in
terms of reduced usage or curtailed service levels as the result of higher unit costs in the base level.
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Budget Modification Details Instructions

Purpose

>» To create and prioritize budget modifications. The budget modification process, based on a percentage
of current new appropriations after certain base adjustments, is used by the Governor and the Legislature
in assessing priorities related to agency budget requests (also see Budget Modification General
Instructions).

Getting Started

In the left-margin menu, under Modifications, click “Mod. Details”.
. Budget Cycle defaults to the current cycle.
. Select Agency and Version from the options that have been assigned to you (see Time Saver Tip #1).

Create a New Budget Modification

1. Select “=== New ===" from the Modification drop-down menu.
e The system will enter NEW mode. While in NEW mode, you must enter the Modification Title before you
can coftinue.

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your
NBRRS Agency
Administrator or the
State Budget
Division for
assistance.

g Official Nebraska Goveknment Website

Welcome ALinnem
User Options | Logout

Administrative Serviceg State Budget Division

NEBRASKA BUDGEI' REQUEST AND REPORTING SYSTEM

Home Reports Budget Divisi Budget Instructions Training Resources FAQ Budget Request Documents
Home ‘Operating Budget Request difications
Hide Menu
Operating Budget Modifications »View Onl|
Request
Budget Cycle: Agency: |065 - ADMINISTRATIVE SERVICES [v] Version: |AL - AGENCY REQUEST | v |

4 Narratives
= Agency Narmrative Modification:

= Division Narrative

= Program Narrative

2. Entera Modificat\ion Title for the modification and click .

Modifications &
[Budget Cycle: 2021-2023

»Edii

Agency: 065 - ADMINISTRATIVE SERVICES Version: A1 - AGENCY REQUEST

Modification:

Modification Narrative
Modification Title :| |

(" herseva) roancer | SU.&..W )

Time-Saver TIP #1
Set default options to
avoid repetitive
selections of Agency
and Version.

Go to User Options
in the upper right
corner of any screen.
Once your selections
are made, press

[ sae

3. Continuing on the modification’s Narrative tab, begin to enter narrative information. The Modification Details narrative

contains five tabs. See the Narrative Content section below for content guidelines on each tab.

e  The narrative tab currently selected appears in the information bar.

. Narrative tabs with two edit windows are limited
on the screen. Text in the limited edit windo
edit window. The limited edit window ig4
system, such as the Governor's byddet recommendations.

o All narrative tabs will display

t window. This value is updated when or

requirements for each Sl are clicked.

* General Desc&on Implementation Costs

eneral Description
Information for Publication (limited)

& ¥:io

Rationale Impact Statutory Change

Character Count: 0 Maximum Characters: 700
[éh 2B 7B 1

Minimum Characters: 50

(=]

Character Count: 0

Supporting Information (unlimited)
[éh 2B 7B 1

Minimum Characters: 0
|& v =

i@E=EiE \

(=]

minimum and maximum number of characters which is pre-defined based
Should be viewed as a summary of what is presented in the second, unlimited
ended to be included in various standardized reports that will be generated from the

aracter Count to assist with the satisfaction of the minimum and maximum character

Formatting TIP
Avoid the use of
hard returns when
entering narrative
text. Using hard
returns prevents
normal text "wrap"
and hinders
publication.

e The General Description and Rationale tabs contain two edit windows. The Impact, Statutory Change, and Implementation

Costs tabs offer just one, unlimited edit window.
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Budget Modification Details Instructions

If the number of characters in the section exceeds the Maximum Characters allowed the information will NOT be saved but the
Character Count will be updated. Reduce the number of characters to under the maximum, then save.
Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, scroll your mouse

over the icon for a descriptign of that feature. The _|(i.e., Maximize the Editor Size) button simply toggles you back and forth
from full-screen editor mode Yo the normal screen.

. Copy & Paste text into the e

windows using either the Ctrl-C and Ctrl-V features (i.e., pressing the Control key and the V key at

& ® puttons on the left side of the edit window’s button bar. To provide consistent
size will be applied upon clicking
Attach supporting files (e.g., organNzational chart graphics, picture files, etc.) by clicking the _Browse...

the same time) or by using the
formatting, a standard font style a

button to locate the

desired file and then clicking the button
! AY
Suppeorting Information (unlimited) Character Count: 0 \ Minimum Characters: 0
i & % #E SR 7 Ui s ig

Browse... || atach |

T T '_Y Aoy W

4. Click to commit the narrative entered to the database. > Modification Summary

e . . — — i +Modification Data
5. Select the modification’s Financial vide detailed financial information for

the modification by Job Code, Object Code and Fund Type.

Begin adding Modification Detail (Programs) to the Modification. This can be done using two methods:
1) To manually add Program level detail, continue with Step 7.

2) To copy Issue Detail financial data from an Issue, skip to the “Copy Financial Details from an Existing Issue” section of this instruction.

7. Click _Adderoz=m | 45 add Program Modification Detail.
. Select a Program to be added.

To add Job Codes, either enter a known Job Code and click the ﬂ button; or click the [ seachiobCodes | pytion to
search by Job Code or Job Title.

On the search screen, the Job Code field will search for codes that begin with what is entered while the Job Title field will
search for the characters contained in the Title. Click on Search.

Search for JobCodes (Agency: 065 - ADMINISTRATIVE SERVICES)

Job Code:|S Job Title:
Submit | Back

Show: | 30 per page ¥

[0 ]

0 Job Codes found, displaying 0to 0. Page 0/0

Select Job Codet Job Title

a S01112 OFFICE CLERKI

[FI 501113 OFFICE CLERK N
S01120 QFFICE SUPERVISOR

You may select multiple Job Codes from the search results. Click Submit to return to the previous screen with the
selected Job Code(s).

. Click Reset to clear the criteria entered.
Click Back to return to the previous screen without returning a Job Code.

CAUTION: You must click whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data loss.
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Budget Modification Details Instructions

|> Modification Summa| [ copylssuepata» | ]
— = Time-Saver TIP #2
wModification Data
To copy data from the
Program; |509 - BUDGET DIVISION [v] FY22 column to the
= Permanent Salaries _ CopyFr22toFv23 | FY23 column, use the
Job Code: Add Search Job Codes | Copy FY22 to FY23 I
Job Codet Job Title FY22 FTE FY22 Salary FY23 FTE FY23 Salary Delete button
NO1120 OFFICE SUPERVISOR [ Il [ Il W ’
= 4
Totals [ 000 so [ oo 50 Caution: This will
overwrite any amounts
. Job Codes added unnecessarily can be deleted by clicking the I button ?I\ré%dy etz

9. Enter FTE and Salary amounts for the Job Code(s) added for the currently selected program. Amounts entered are
relative to the base year.
. Note that negative numbers may NOT be entered.
. If an FTE amount is entered, than a Salary amount is required.
. Note that common salary-related Object Codes are added automatically if a Job Code is added.

Copy FY22 to FY23

. Click | to copy numbers entered in the 1% year of the modification to the 2™ year. This will overwrite
whatever is currently entered in the 2" year.

10. Click to commit the data entered to the database. The FY22 and FY23 salary totals will be automatically inserted into
the 511100 Object Code.

11. To add Object Codes, either enter a known Object Code and click the button; or click the L_Ssarch Obiect Codes | 140 1o
search by Job Code or Job Title.

. On the search screen, the Object Code field will search for codes that begin with what is entered while the Object Description field
will search for the charactefs contained in the description. Click on Search.
. Use the Major Account drop-down to limit the search results.

Search for Db%s (Agency: 065 - ADMINISTRATIVE SERYICES Program: 509 - BUDGET DIVISION )

Ohject Code : (521 Ohject Description: Major Account; | --ALL-- v| Search M
Submit %

Select Object Code~ Ohbject Description

O 521100 POSTAGE EXPEMNSE

O 521200 COMEXPENSE - VOICEIDATA

O 521290 COM EXPENSE - VOICEIDATA

O 521291 COmM EXPENSE - VOICEIDATA

O 521300 FREIGHT EXPEMSE

O 521400 DATA PROCESSING EXPENEE

e You may select multiple Object Codes from the search results. Click Submit to return to the previous screen with the selected
Object Code(s).

. Click Reset to clear the criteria entered.

. Click Back to return to the previous screen without returning an Object Code.

. Object Codes added unnecessarily can be deleted by clicking the '@w

+ Objects
Object Code: ’—|@ Search Object Codes |
Dbject Code? Description FY22 Amount FY23 Amount Delete
511100 FERMANENT SALARIES-WAGES | T~
515100 RETIREMENT PLANS EXPENSE 1 1 i
515200 FICA EXPENSE 1] 1 i
515400 LIFE & ACCIDENT INS EXP C 1 1 i
§15500 HEALTH INSURANCE EXPENSE ] 1 ]
516300 EMPLOYEE ASSISTANCE FRO ] 1 W
Totals

V7.0
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12.

13.
14.

V7.0

Budget Modification Details Instructions

Enter amounts in the Object Code(s) added for the currently selected program. Amounts entered are relative to the base year.
e Note that negative numbers may NOT be entered.
. Note that you may not delete the Object Code 511100. This Object Code will appear as long as Job Code(s) are shown under the
Permanent Salaries section.

e  Click

Copy FY22 to FY23

to copy numbers entered in the 1% year of the request to the 2™ year. This will overwrite whatever is

currently entered in the 2" year.

Click to commit the data entered to the database.

Enter Funding amounts for both the FY22 Funding and FY23 Funding columns. NOTE: Modifications must have an ongoing
impact. In other words, the funding impact may not be one-time only.
e  Funding amounts must be entered separately for Operations and Government Aid.
o The total of the funding amounts entered must balance with the total of the amounts entered by Object Code.
o0 The system requires that Operations and Government Aid object totals balance to Operations and
Government Aid Funding before the budget request can be submitted

. There are

five Fund Types: General Fund, Cash Fund, Federal Fund, Revolving Fund, and Other Fund (if Other

Fund is used the Modification narrative should explain the funding source)

wFunding

Operations Funding
Fund Type

General Fund

Cash Fund

Federal Fund

Revolving Fund

Cther Fund

Total Operations Funding

Government Aid Funding
Fund Type

General Fund
Cash Fund
Federal Fund
Revolving Fund
Cther Fund

Total Aid Funding
Total Funding

Fund Type
General Fund

Cash Fund
Federal Fund
Revolving Fund
Other Fund
Total

PSL Amount

Enter Diata In Percentages [] Change

Tofal FY22 % FY22 Funding FY232 % FY22 Funding

I | |
I | I ]
] L ]
I | I | I
I | | I
Tofal FY22 % FY22 Funding FY232 % FY22 Funding

I | ]
I | I | I
I | I ]
] L
I | |
Total FY22 % FY22 Funding FY23 % FY23 Funding

Co 4 g 1
)| | I
Co— 4 g1
o4 | I ]
Lol Lol 4

>» Funding may be entered by two methods, Whole Dollar or Percentage.
e  To change methods, check the box to enter data in percentages then click M.
. Un-checking the box and clicking _Change | returns the system to the Whole Dollar entry method.

i Whole Dollar method

Enter amounts, by fund type, for each year.
Be sure to determine the amounts to be entered for Operations and Government Aid.

System will calculate totals and variance when or are clicked.
NOTE: System will only save dollar amounts, not percentages.

ii.  Percentage Method

Enter percentage amount, by fund type, for FY22 and FY23.
If you enter amounts exceeding 100%, you will need to resolve the variance.
The system will calculate, based upon the respective object codes, the dollar amounts for both the Operations
and Government Aid Funding sections.
Save

Upon SRS or - the system will calculate a dollar amount based upon the percentage.
You may need to correct the effect of rounding using the Whole Dollar method
NOTE: System will only save dollar amounts, not percentages.
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15.

Budget Modification Details Instructions

Click to commit the data entered to the database and check for Variances.
e Variances do not need to be resolved in order to save. However all Variances must be resolved before your budget request can be
submitted.

Variance

Total

$120.000

Total Objects

Total Funding

FY22

60,000/

|

FY23

60,000/

16.

pPw DR

5.

ariance

I

e  The system will calculate the variance for FY22 and FY23. Any variance will be highlighted with red shading.
. Use of the Percentage funding method may produce a variance due to rounding. To correct, use the Whole Dollar method.

Click to exit Edit Mode. While in View Mode you may switch to a different Modification to continue entering your
budget modifications or change to a different screen from the left-margin menu.

Copy Financial Details from an Existing “Issue”

Select the Modification you wish to update from the Modification dropdown or create a new Modification as outlined above.
Click to begin editing the Modification.

Select the | ® Financial | {51

Click Copy IssueData» | 1 copy financial details from an existing Issue request.
e  When clicked, you will receive a warning indicating that all existing data in the Modification will be deleted. Click OK to continue

or Cancel to stop the copy.

Are you sure you want to copy Issue Daka? The existing request programs From the modification will be deleted 111

Windows Internet Explorer

9
</

[ ok g [ Cancel

e Alisting of all Issues available to the user will be shown
. Click BACK to return to the previous screen without selecting an Issue to copy.
. Click on the Issue Name to look up the Issue in the Issue Details screen.

<< Back I

P Modification Summary

Issue Name
[» Upgrade of Budget Request System
[+ Maintenance on Budget Request System

Issue Type Action
Agency lssue Copy

Agemlssme//—V Copy

Click COPY to copy the Job Code and Object Code amounts entered in the Issue.

Subprogram detail will be rolled up to the Program level.

No narrative will be copied.

Funding will not be copied.

Negative numbers will be copied. However, negative numbers are not allowed in Modifications so you will not be able Save
until all negative numbers are removed.

e  The name of the_ Issue Copied will be shown. Clicking on that name will take you to the Issue Details.

[Modifications (7]
Budget Cycle: |2021-2023 v

jon: |Maintenance on Budget Request System | v |

| i J Deite |

sView Only

Version: [A1 - AGENCY REQUEST v ]

Agehwy: |065 - ADMINISTRATIVE SERVICES ﬂ

f Narrative Y. Financial Y Summary ]
wModification Summary

Program?
048 - DEPARTMENTAL ADMINISTRATION

Issue Copied: Maintenance on Budget Request System

F¥22 Amount

Total

F¥23 Amount
$20.000
$20.000

$20,000
320,000

NOTE: Once copied, the source Issue and the Modification are not linked. If the source Issue changes, the Modification will not change, and

vice versa. Consequently, it is highly recommended that entry of the Financial data for the source Issue be complete before copying.

6. See Edit an Existing Budget Modification below to edit the Modification.

NOTE: The modification’s Summary tab displays the Funding data in summary fashion, by year. No data entry is required on this screen.

V7.0
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Specific Modification Detail Instructions

Edit an Existing Budget Modification
1. Select the Modification you wish to update from Modification dropdown.

2. Click to begin editing the Modification.

Select the Narrative, Request or Summay,

o NOTE: You can change the
. To load the modification financial
Program column in the Modific

Title i#hecessary. Click after changing the title.

a for a specific Program which was previously entered, click the “program link” under the
lon Request Summary section of the modification’s Request tab.

Modifications € sView Only
Budget Cycle: |2021-2023 L] Agency: |065 - ADMINISTRATIVE SERVICES | Wersion: |A1 - AGENCY REQUEST v |
Modification: ICOntinue updating budget system v
=8
( Narrative T & Financial Y Summary -]
wModification Summary Issue Copied: Maintenance on Budget Request System
Program{ FY22 Amount FY23 Amount
040 - DEPARTMENTAL ADMINISTRATION $20.000 520,000
Tatal $20.000 520,000

e  The currently selected Modification may be deleted by clicking the button while the screen is in View Mode (also

see the Modifications Summary screen).

Edit Mode.

Set Budget Modification Priorities

Follow Steps 3-16 under Create a New Budget Modification above to continue editing the existing modification.

You may delete a Program from the issue in the Modification Request Summary section by clicking the W button while in

1. From the Modification Details screen, select ALL from the Modification drop-down menu. The system will list all

Modifications created by the agency — li eparately for Operations and Government Aid.

Modifications £

Modification Priority (Prierity should be numeric. it should nat be blank)
Modifications (Operations)

Priority?
Maintanance on Budget Reguest System a
Continue updating budget system [u]
Modifications (Gowt. Aid) Priority |

Centinue Aid to Cities

sWView Only
Budget Oycle: |2021-2023 Agency: |065 - ADMINISTRATIVE SERVICES v Version: |AL - AGENCY REQUEST| ™|
Modification: |ALL ™

2. Click to begin editing the Modification priorities for each of Operations and Government Aid, if applicable.
. Priority 1 is the very highest priority in addition to the 90% base level. In other words, it is the first function
to be funded if appropriation is provided above the 90% level.
¢ All Modifications, for each of Operations and Government Aid, must have a unique priority number in sequential order
beginning with 1 before an agency’s budget request can be submitted.
V7.0

58




Specific Modification Detail Instructions

Modifications — Narrative Content

The Budget Modification narrative should provide a detailed description of the Modification including an analysis of the
impacts and statutory changes necessary.

NOTE: Where possible, cross referencing to the Agency, Division, Program, and Issue Narratives is useful.

General Description - The agency should describe the Modification in detail. As an example, explain what
changes would be necessary to existing activities if the Modification is not funded or what proposed Issue would not
be implemented.

Rationale - The agency should describe the rationale, criteria or priority system used in determining the relative
importance of the specific Modification to the base level. Explain why this activity or service was determined to be a
low priority in relation to items left in the base level.

Impact - The agency should identify the quantitative and qualitative impacts of the Modification. The description

should include:

a. What services would be continued, adjusted or expanded, what client groups would be impacted, what effects
would be felt by the general public, etc.

b. What would happen if funding is not provided for the specific Modification? Cross-reference the Modification to
the key performance indicators submitted by the agency and what, if any, impact there would be on these
guantitative performance objectives in the event funding is not received for the Modification.

c. Clearly indicate whether funding for the Modification matches other fund sources and include an estimate of the
amount of other fund sources that may be lost or not received if the Modification is not funded. A reference to
the Catalog of Federal Domestic Assistance (CFDA) number should be included in the case of federal funds.

Statutory Change - In some cases, a Modification may require statutory change. The agency should identify the
relevant statutes and the changes necessary to implement the Modification.

Implementation Costs - The agency should identify estimated costs of implementation, if any, if the Modification is
not funded. Such costs should include accumulated vacation payments, unemployment, operating expenses carried
into the next fiscal year, etc.

V7.0
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Purpose

Budget Modification Summary Instructions

>» To provide a listing of all the Budget Modifications created by the agency.

Getting Started
In the left-margin menu, under Modifications, click “Mod. Summary”.

Budget Cycle defaults to the current cycle.

Select Agency and Version from the options that have been assigned to you (see Time-Saver Tip on
the right).

Screen will list all Modifications entered, sorted by Name.

Amounts shown for Request years are a total of object codes entered

Funding totals are broken down by fund type.

i. To see specific amounts, you will need to look at the Modifications Details.

Open a Madification for Viewing or Editing

1. Select the Modification Name to open the Modification in the Modifications Details screen.

See inst}aétions for entering and updating the Modifications Details.

Modifications Summary aView Only|
Budget Cycle: |2021-2023 Agency: |065 - ADMINISTRATIVE SERVICES L] ersion IA:l - AGENCY REQUEST v |

+ Modifications

Modification Name FY22 Amount FY22 Amount Delete

Continue Aid o Ciies i

Continue updsting budget system i

Maintenance on Budget Request System il

Tota

elete a Modification

1. Clicking the W button (by an Agency Administrator only) will delete the entire Modification. Click on
OK to confirm the deletion.

V7.0
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Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your
NBRRS Agency
Administrator or the
State Budget
Division for
assistance.

Time-Saver TIP
Set default
options to avoid
repetitive
selections of
Agency and
Version.

Go to User
Options in the
upper right corner
of any screen.
Once your
selections are
made, press




GENERAL GUIDELINES
CAPITAL CONSTRUCTION AND BUILDING RENEWAL REQUESTS

This section outlines the budget request process for capital construction and building renewal projects. It is
intended as a general outline of the process. More detailed guidelines and procedures can be found in the sources
which are referenced in this section.

Purpose

Agencies should prepare a capital construction request for new projects and for changes or renovations to
existing facilities if the work transcends routine maintenance. The key tests for whether a capital construction request
is required are: 1) does the project extend the life of existing facilities; 2) does the project have a significant fiscal
impact which would not routinely be part of the operating budget; 3) does the project represent an expenditure that
is not made routinely every seven years or less for minor repair and maintenance; and, 4) does the project change
the nature or scope of programs.

Use the capital construction budget request for the following:

— planning funds for construction-related activities, including preparation of a comprehensive plan, program
statements, design development and bidding documents;

— construction funds including new construction, renovation and major repair;
— reaffirmation of funds previously authorized but not yet appropriated; and,
— building renewal requests (all four categories—deferred repair, fire and life safety, Americans with
Disabilities Act (ADA) and energy conservation).
Reaffirmations
List projects which require reaffirmation funding (i.e. continuation funding on projects previously authorized) on

Capital Construction Reaffirmations. Explain any requested deviation from the originally authorized total project cost
or annual allocations in the narrative section of the Capital Construction Reaffirmations Screen.

Reappropriations

On or before October 16, 2020, submit to the Department of Administrative Services State Building Division,
Department of Administrative Services State Budget Division, and the Legislative Fiscal Office; a list of all Capital
Construction Programs that should be reappropriated into FY 2021-22. Include the program number, project name,
and the estimated June 30, 2021, unexpended appropriation balance, by fund type. Also, identify how much of the
June 30, 2021 balance will be committed through contractual agreements.

Planning Requirements

State statutes prescribe two types of planning which must occur before an appropriation of funds for capital
construction projects may be made. A "Comprehensive Facilities Plan" is required prior to requesting funds for any
project whose total cost exceeds $705,000. A "Program Statement" is required for each project where total cost
exceeds $705,000, prior to requesting funds for construction drawings and actual construction work. Note, however,
if policies adopted by the Board of Regents of the University of Nebraska and the Board of Trustees of the Nebraska
State Colleges indicate a threshold other than $705,000, such threshold is acceptable for those agencies.
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In addition to these two statutory requirements, a "Needs Statement" should accompany requests for planning
funds. A needs statement should also accompany construction requests for small projects when a detailed program
statement is not required. These three types of plans are discussed in greater detail below. For additional information,
consult the "Procedural Manual for Capital Construction Projects," available from the State Building Division,
Department of Administrative Services.

The quality of planning included in agency Comprehensive Facilities Plans and Program Statements, along
with the clarity of the relationship to agency long-run strategic plans, will be an element in evaluating and prioritizing
requests.

a. Comprehensive Facilities Plan

Section 81-1114.01, Nebraska R.R.S. requires each state agency to prepare a Comprehensive Facilities Plan
prior to submitting a capital construction project request in excess of $705,000. At a minimum, a Comprehensive
Facilities Plan should project future programmatic needs, analyze existing facilities and the utilization of such facilities,
and identify projects to meet those needs. The Comprehensive Facilities Plan must be updated or revised whenever
an agency requests funding for a major project that is not in compliance with the original plan, or when changes in
projected needs would significantly affect the Comprehensive Facilities Plan. Such plans, and any updates or
revisions, must be submitted to the Department of Administrative Services State Building Division, the Department of
Administrative Services Budget Division and the Legislative Fiscal Analyst. Please note that Section 81-1108.41
establishes a State Comprehensive Capital Facilities Plan for all agency projects (except for the University of
Nebraska, the State Colleges, and the Community Colleges who are covered under another process involving the
Coordinating Commission for Postsecondary Education) based on a six-year planning time frame, or three biennial
budget cycles. Agencies should use the six-year time frame for their individual Comprehensive Facilities Plans.

b. Program Statement
Section 81-1108.41, Nebraska R.R.S. requires that an agency submit a Program Statement before requesting

an appropriation for drawings and the construction of a project if total costs exceed $705,000 (or other threshold for
the University of Nebraska or the Nebraska State Colleges). The purpose of the Program Statement is to justify the
project by examining programmatic needs and translating them into space and facility needs. The Program Statement
must address the following:

1) scope of the project and its impact on existing space and programs;

2) project's compatibility with the agency's Comprehensive Facilities Plan;

3) existing and proposed space utilization;

4) project costs, sources of funding and fiscal impact; and,

5) time line.
For a complete Program Statement outline, refer to the Procedural Manual for Capital Construction Projects,
Section VIII, published by the Department of Administrative Services State Building Division.

Requests for new or replacement capital construction projects should include a complete inventory of all space
presently occupied by the agency and a utilization report on such space. The utilization report should have been
completed within the preceding 12-month period and adjusted for projects presently under construction or for projects
for which an appropriation for construction has already been made. In addition, any change in the population served
by the facilities between the time of utilization review and the projected construction of the requested project should
be included. Refer to the Space Management Guidelines, published January 1996 by the Department of
Administrative Services State Building Division, for a general background on space definitions, management
guidelines and needs.

The efficient use of space is one measure of performance which will be examined more closely when evaluating
and prioritizing requests. Agencies are expected to analyze existing space utilization when formulating budget
reqguests for new construction or major renovations.

A new Program Statement is required whenever the scope of a project changes. For Program Statements that
have been submitted previously and where the scope of the project is unchanged, only the "project budget/estimate”
page needs to be updated.

The statutory deadline for submitting the Program Statement, or revisions, is September 15 of the year prior to
the initiation of an appropriation for drawings orconstruction.
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With the exception of the University of Nebraska and the Nebraska State Colleges, no agency may enter into

a contract for the planning, design or construction of a new facility, or major renovation of an existing facility, unless
the Governor has approved the Program Statement.

c. Needs Statement

The Needs Statement serves as the basis for the agency's request for initial capital funding. This document is

generally prepared in-house and submitted with the budgetrequest.

1.

A subsequent Program Statement must be developed for projects whose estimated total project cost exceeds
$705,000 (or other threshold for the University of Nebraska or the Nebraska State Colleges). In such cases,
funding procedures allow for consideration during the first year for planning funds and the following year(s) for
design development and construction funds.

A Program Statement may be submitted in lieu of a Needs Statement when an agency is preparing a Program
Statement in-house for a project whose estimated total cost exceeds $705,000 (or other threshold for the
University of Nebraska or the Nebraska State Colleges).

Only a Needs Statement is required for projects whose estimated total cost is less than $705,000 (or other
threshold for the University of Nebraska or the Nebraska State Colleges). For these projects, the initial request
for funding may include totalfunding.

For projects exceeding $705,000 that do not change programmed space (such as fire/life safety, utility, ADA
and repair and maintenance projects), a Needs Statement may be submitted in lieu of a Program Statement.

d. Historical Structures

Requested information on Historic Structures owned or occupied by state agencies.

Section 72-808(3), Nebraska Revised Statutes specifies that efforts should be made by the state to identify,
preserve, maintain, and restore such historic structures wheneverpossible

Section 72-810 specifies:

“Improvements, alterations, or changes made by the state, its agencies, or departments on or to any historic
structures owned by the State of Nebraska shall be in keeping with its historical or architectural significance. Such
alterations shall be made according to standards set by the United States Department of the Interior. No alteration
shall be made without review and comment by the State Historic Preservation Officer. If the state, its agencies,
or departments do not agree with the review and comment of the officer, a final determination as to what action
must be followed by the state shall be made by the Governor. A state agency or department shall only be required
to comply with this section if it has been notified in writing by the officer that a particular structure is a historic
structure.”

Given the statute sections noted above, all agency requests for funds in excess of $705,000 for substantial
renovation, substantial rehabilitation, substantial remodel or demolition of any State-owned or occupied
structure should indicate, in the request, whether or not the structure has been determined an Historic
Structure by the State Historic Preservation Officer.

The process of obtaining review and comments is the responsibility of the respective state agency or
department and should be completed prior to the submittal of the project to DAS.
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State Comprehensive Capital Facilities Plan

Agency Capital Construction project requests (with the exception of the University of Nebraska, the State
Colleges, and the Community Colleges) are subject to the prioritization process of the State Comprehensive Capital
Facilities Plan submitted November 15 of even numbered years. The detailed guidelines for this process are
included in the following pages.

Americans with Disabilities Act (ADA)

Minor modifications to facilities should be accomplished using repair and maintenance funds in the agency-
operating budget. Agencies with large and specialized building maintenance staff should be able to implement many
ADA-related changes without the need for a separate appropriation. Larger projects will require contracting for
services. Section 81-1108.43 limits the total project cost of construction work done by an agency's own work force to
$85,000. The same section requires use of a professional consulting engineer or architect for preparing the plans for
any project costing $705,000 or more.

If projects exceed the capabilities of an agency's work force or represent a substantial modification to a facility, a
separate request for each is necessary. ADA modifications are one of the four separate categories of deferred building
renewal requests and should be included on the Building Renewal Request Screen. An ADA project should have the
same documentation as other deferred building renewalrequests.

Joint and Cooperative Planning

Agencies are encouraged to engage in joint and cooperative facilities planning. Such planning should increase
efficiency and utilization of facilities and may be done several ways:

— Planning of joint use facilities or one-stop centers where agencies serve common customers or where
agencies serve customers in the same geographical area.

— Coordination of the requesting, designing, bidding, and contract awarding of similar projects in close
proximity in a geographic region. This includes renovation projects and various deferred building renewal
projects in particular.

Non-State Funds

In cases where agencies receive federal or other non-state funds through a cost reimbursement or cost sharing
formula or program, and in which reimbursement for facility depreciation and facility maintenance is included, such
reimbursement should be included in the funding requested for construction and all types of deferred building renewal
projects.

In instances where Federal or other non-state funded grant programs exist which could help fund a construction
or deferred building renewal project, such fund should be applied for and included in the funding requested.

Some agencies qualify for participation in the Institutional Building Grants Program (IBGP). This enables the
utilization of federal funding to match state dollars in accomplishing approved projects. With some exceptions, the
Task Force for Building Renewal has been providing matching funds to accomplish energy conservation measure
projects. Agencies or institutions eligible for participation in IBGP funding are encouraged to actively seek these funds
wherever possible.

Compliance with the “Procedural Manual for Capital Construction Projects”

Agencies are encouraged to read the Procedural Manual for Capital Construction Projects published by the State
Building Division of the Department of Administrative Services. Adoption of the procedures, requirements, processes
and suggestions contained in the Manual will facilitate consideration of your budget request.
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Building Renewal Assessments (LB1100 Assessments)

LB1100 Assessments were repealed by the Legislature in LB380, 2011.
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STATE COMPREHENSIVE CAPITAL FACILITIES PLANNING 2020

GUIDELINES
Budget Instructions - July 2020
For The 2021-2023 Biennium

Applies to all agencies’ capital construction requests
except the University of Nebraska and the State Colleges, as they are subject to
the Coordinating Commission for Postsecondary Education Statewide Planning Process.

In accordance with Revised Statute 81-1108.41, the Department of Administrative Services State Building

Division is to develop a State Comprehensive Capital Facilities Plan for each biennium, utilizing a Committee
appointed by the Governor. The Plan is to be submitted on November 15" of even years and is to include a
prioritization of capital construction project requests submitted for the biennium. The Committee, made up of state
agency personnel and citizens, develops the planning process, guidelines for implementation, and the project
prioritization system to be used in evaluating the project requests. Details and instructions for this process are
incorporated into the following Guidelines:

1, Agency Comprehensive Facility Plans and Program Statements should be in accordance with the DAS/SBD

Procedural Manual, as per Sections 81-1114.01 and 81-1108.41. Both are required for project requests in excess
of $705,000.

Program Statements that do not meet the information requirements outlined in the DAS/SBD Procedural Manual
as determined by DAS will instead be considered as “Need Statements,” and the Committee will consider the
associated request as a request for planning funds only (not construction funding) in keeping with
Section 81-1108.41. In such cases, DAS may recommend an amount for planning funds after consultation with
the agency.

Agencies are encouraged to provide facility space utilization data in Program Statements to help support the
justification and need for the project.

Project Descriptions in the narratives of the Capital Construction Project Request should include the following
information:

a. State how the project responds to the 2020 Mission Statement/Governing Values for State of Nebraska
Capital Construction (see below).

b. State the REAL consequences of the project request being denied/unfunded, or underfunded.

c. Provide an evaluation of your project for critical life safety/legal issues (item 1.b. of the Project Rating
Criteria) using a scale of 0 to 4 points.

d. Provide the individual yearly amounts necessary for current or future requests for projects (planning, design
and/or construction funds) that will begin or extend beyond the two-year biennial budget period, through the
sixth year. This does not apply to operational estimates/requests.

Capital Construction Requests and Program Statements are due September 15, 2020 per the Budget
Instructions. After September 15", the Capital Construction documentation will become public information and
will be available on the State Budget Division website. The Committee will not evaluate, score and prioritize, or
otherwise include in the November 13, 2020 plan requests that are submitted after that date.

Project Request explanations for the Committee are scheduled for mid-October 2020. Each agency submitting
capital construction requests will have an opportunity to give presentations on its highest-priority requests, and
to respond to questions the Committee may have. Agencies will be notified of the location and times of the
presentations approximately three weeks in advance of theirappointment.

66



7. The following two pages detail the State of Nebraska Capital Construction Mission Statement and Governing
Values and the Project Rating Criteria Scoring System to be used in the evaluation of capital construction project
requests for the 2021-2023 biennium that will be included in the November 13, 2020 plan.

Project requests meeting these guidelines and being evaluated by the Committee will be scored using the Project
Rating Criteria and given an overall priority in the State Comprehensive Capital Facilities Plan. The Plan will also
include project request priority lists for the four following categories:

1) Reaffirmations,

2) Requests of General Funds (any portion of the request),

3) Requests for Planning Funds (regardless of fund source), and
4) Requests of 100% Non-General Funds.

The State Comprehensive Capital Facilities Plan will be submitted to the Governor, the Committee on Building
Maintenance (Task Force for Building Renewal legislative oversight committee), and the Legislative Fiscal Office no
later than November 13, 2020.

Critical life safety/legal issues scoring scale for Project Rating Criteria 1.b.:

Classification Definitions

Class | Life safety improvements necessary because the safety of persons is IMMEDIATELY, DIRECTLY, and
CLEARLY IMPERILED, OR

CODE OFFICIALS have determined that life safety improvements are needed IMMEDIATELY, OR
ADA improvements CLEARLY needed for compliance, OR

Accreditation or closing of the facility is in IMMEDIATE jeopardy if improvements are not completed.

Scoring Over 50% of Construction* = 4 points
Less than 50% of Construction = 3 points

Class Il Life safety improvements MAY BE necessary to comply with codes and to avoid potential danger, OR
ADA improvements MAY BE necessary to comply with the ADA Act and to avoid possible non-compliance OR
Accreditation or closing of the facility MAY BE in jeopardy if improvements are not completed.

Scoring Over 50% of Construction* = 2 points
Less than 50% of Construction = 1 point

*A determination has to be made whether the cost of the improvement for critical life safety/legal issues amount to more than
50% of the construction cost of the project request.
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STATE COMPREHENSIVE CAPITAL FACILITIES PLANNING 2020
MISSION STATEMENT AND GOVERNING VALUES FOR
NEBRASKA CAPITAL CONSTRUCTION

(Excludes the University of Nebraska and State Colleges, as they are subject to the Coordinating
Commission for Postsecondary Education Statewide Planning Process.)

Mission Statement for Nebraska Capital Construction:

“The mission of capital construction in the state of Nebraska is to plan, fund, design, construct and maintain
facilities to serve the best interests and needs of all Nebraskans in an efficient and cost-effective manner.”

Governing Values for Nebraska Capital Construction:

10.

Facilities should be accessible and designed/constructed to serve the interests and needs of all persons.

Facilities should represent a wise, responsible use of taxpayer funds which utilizes efficient, cost-effective
design and construction methods and modern technology, and results in reasonable ongoing operations,
maintenance and energy costs.

Facilities should be safe, promote health and well-being, and maintain a quality of life for all persons.

Facility decisions and projects should reflect the state’s stewardship role in preserving, protecting and
maintaining the environment and existing facility assets, including state-owned historic properties.

Facility decisions and projects should best serve the long-term interests of all Nebraskans including future
generations.

Based on appropriate evaluations facilities should responsibly support state agencies, their missions and
goals, and be of service to Nebraska’s citizens.

Facility projects should encourage partnering, cooperation and the sharing of resources between state
agencies, local governments and private entities, where appropriate.

State facility planning, design and construction should act as a model for other state and local governments,
as well as private entities and institutions.

State facilities should strike a balance between quality and quantity and incorporate a level of excellence that
reflects a high appreciation for the built and natural environments.

State facilities and those who plan, build and care for them must be accountable to all Nebraskans and
responsive to their changing needs.
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STATE COMPREHENSIVE CAPITAL FACILITIES PLANNING 2020
PROJECT RATING CRITERIA SCORING FOR FY2021 AND FY2022 REQUESTS

(Excludes the University of Nebraska and State Colleges, as they are subject to the Coordinating Commission for
Postsecondary Education Statewide Planning Process.)

Category: Points/Percent  Multiplier/Base TOTAL
1) CRITICAL & IMMEDIATE ISSUES 500.00
a) Critical: Reaffirmation (% of Project) 100.00% 250 250.00

The % of the project which is a reaffirmation of Legislature-approved funds.
b) Life Safety: Life Safety/Legal Issues (0-4) 4.00 50 200.00
0-4 points are awarded (see scale below) and multiplied by 50 for a total possible of 200.
4 - Class I; more than 50% of constr. 1 - Class Il; less than 50% of constr.
3 - Class I; less than 50% of constr. 0 - No Life Safety /Legal Issues
2 - Class II; more than 50% of constr.
c) Need: Immediacy of Need (0-5) 5.00 10 50.00
0-5 points are awarded (see scale below) and multiplied by 10 for a total possible of 50.
5 - Clearly addresses needs in <5 years. 2 - Clearly addresses needs in 20+ years.
4 - Clearly addresses needs in 5-10 years. 1 - Justification of Need not clear.
3 - Clearly addresses needs in 10-20 years. 0 - Justification of Need not stated.
2) FINANCIAL / ECONOMIC
a) Long Term: Operating Savings/Efficiencies (0-5) 5.00 30 150.00

0-5 points are awarded (see scale below) and multiplied by 30 for a total possible of 150.
5 - Project includes a consolidation of agencies or services with a significant reduction in FTE, or non-
renewable energy use or square feet of current building space.

4 - Demonstrates a quantifiable savings in departmental or facility-related operating costs, including
energy usage AND a more efficient function.

3 - Demonstrates a quantifiable savings in departmental or facility-related operating costs, including
energy usage.

2 - Project demonstrates more efficient function only.
1 - Project neither creates savings nor is more efficient in function.

0 - Project creates above average operating costs OR inefficient function.

Asset Preserv. & Mgmnt. (% of Project) 100.00% 150 150.00
The % of the project that is asset preservation (LB309 & renovation) is the score.
b) Short Term: User/Non-State Financing (% of Proj.) 100.00% 100 100.00

This score is based on the percent of non-general funds proposed for the project. The more the
project is funded from sources other than state general funds, the higher the score.

General Fund Impact (100 minus $ mil.) 0.00 100 100.00

The amount of proposed general funds in the Total Project Cost (in millions) is subtracted from
100 for the score.

3) SERVICE VALUE 500.00
a) Project Significance & Improved Services (0-390 pts.) 390.00

300 to 390 points - High Significance & Improved Services
200 to 299 points - Average Significance & Improved Services
100 to 199 points - Low Significance & Improved Services
0 to 99 points - minimal or no Significance & Improved Services
b) Mission Relevance (0-100 pts.) 100.00

60 to 100 pts. - Directly Related to Agency Mission.
20 to 60 - Indirectly Related.
0 to 20 - Not Related.

c) State Owned Historic Property (0 or 10 pts.) 10.00

10 pts. - Yes, it is listed on the National Register or designated by State Historic
Preservation Office (SHPO) as eligible for Listing on the National Register

0 pts. — It is not listed and SHPO had determined it is not eligible for listing
TOTAL POSSIBLE: 1500.00
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Project Rating Criteria Scoring for 2021-2023 Budget Requests

Proposed guidelines for rating #1b) Life Safety/Legal Issues

EXPLANATION:

The proposal is to utilize the 309 Task Force designations for "Class I" and "Class II" of the fire/life safety and ADA
categories (but adding in accreditation/closing of facility issues) and assigning higher scores if the "Class I" or
"Class II" improvements amount to more than 50% of the cost of construction. On a scale of 0 to 4, the Committee
members assign a score for #1b in this manner:

4 - 309 Class I; more than 50% of construction
3 - 309 Class [; less than 50% of construction
2 - 309 Class II; more than 50% of construction
1 - 309 Class ll; less than 50% of construction
0 - No fire, life, safety or legal issues

Here are the designations of 309 "Classes," paraphrased for clarity, and assigned a value as per
the scale above:

Definition of Class |

(F/LS) Improvements necessary because the safety of persons is IMMEDIATELY, DIRECTLY, and CLEARLY IMPERILED,
OR

(F/ILS) CODE OFFICIALS have determined that improvements are needed IMMEDIATELY to ensure safety of persons,

OR

(ADA) Improvements CLEARLY necessary for COMPLIANCE with ADA act,

OR

(+) ACCREDITATION or closing of the facility is in IMMEDIATE jeopardy if improvements are not completed.

Scoring
If more than 50% of construction = 4 points

If less than 50% of construction = 3 points

Definition of Class Il

(F/LS) Improvements MAY BE necessary to comply with codes and to AVOID potential danger,
OR
(ADA) Improvements MAY BE necessary to comply with ADA Act and to AVOID possible non-compliance, OR

(+) ACCREDITATION or closing of the facility in MAY BE in jeopardy if improvements are not completed.

Scoring
If more than 50% of construction = 2 points

If less than 50% of construction =1 point

Beyond Class Il = 0 points

(F/LS) Improvements provide safer environment, but are NOT REQUIRED for code compliance or legal requirement.

(ADA) Improvements provide better accessibility, but are NOT REQUIRED for ADA compliance.
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Project Rating Criteria Scoring for 2021-2023 Budget Requests

EXAMPLES:
1. Fire sprinkler system requested by Fire Marshal OR clearly a code violation, and less than
50% of the construction cost of arenovation project 3 points (Class 1)
2. Fire sprinkler system not necessarily a code violation, and less than 50% of the construction
cost of a renovation project 1 point (Class I1)
3. Boiler "red-tagged" by inspector for replacement, and less than 50% of the construction cost of
a renovation project 3 points (Class 1)
4. Boiler "red-tagged" by inspector for replacement, and the replacement is the entire project
(more than 50% of construction cost) 4 points (Class 1)
5. Accreditation review citation for emergency generator, and the closing of the facility or losing
of accreditation is imminent, and more than 50% of construction 4 points (Class 1)
6. Accreditation review citation for window hazard, but the closing of the facility or losing of
accreditation is NOT imminent, and more than 50% of constr. 2 points (Class II)
7. Prison is over 150% of capacity, there are existing lawsuits, and the project is to build a new
housing facility (more than 50% of construction) 4 points (Class 1)
8. An ADA elevator is CLEARLY needed for ADA compliance, but is less than 50% of the
construction cost of a renovation project 3 points (Class 1)
9. A second ADA elevator is desired for better access of residents in a certain part of a facility
0 points (Beyond Class II)
10. The existing fire alarm system meets code, but a new, addressable system is desired to

connect with other facilities 0 points (Beyond Class II)
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Task Force for Building Renewal

Agencies are encouraged to consult the Task Force for Building Renewal Handbook for guidelines to Building
Renewal projects, or visit the Task Force website at das.nebraska.gov/309/. The Handbook makes reference to
buildings and projects not eligible for Task Force funds, and lists other types of projects that are either limited or
restricted in terms of funding. Agencies are encouraged to submit for review draft plans and specifications on new
construction and renovations.

Building Renewal Requests

Pursuant to Nebraska R.R.S. 81-173 to 81-191.01, requests for building renewal are divided into four categories:
deferred repair, fire and life safety, ADA and energy conservation. Each category is made up of projects and classes
(or priorities). Please complete the Building Renewal Request screen. After completing this, the four categories are
to be prioritized in the same priority list on the Capital Construction Request Summary screen with all other
construction and renovation projects.

Buildings not owned by the State, revenue bond buildings and buildings being purchased through lease purchase
are not eligible for funding. Please refer to the Handbook for requirements pertaining to building acquisitions.

In preparing to complete a Building Renewal Request, agencies should follow these procedures:
1. Identify all deferred repair, fire and life safety, ADA and energy conservation projects by building, and
categorize according to the major thrust of the project.

2. Identify those projects which may be an emergency. For the purpose of this biennial budget submission,
an emergency is a project that needs to be addressed prior to the start of the request biennium.

3. Assemble project cost. There should be a minimum of three items: Design Fees, Construction Costs, and
Contingency.

4. For each category or type of project; deferred repair, fire and life safety, ADA, and energy conservation;
identify Class | and Class Il priorities according to the definitions supplied in item 8. All funding for a project
must be in the same class; projects cannot be split between two classes.

5. Determine funding sources. Note that cooperative funding is not required for this request cycle. However,
it is highly encouraged.

6. Determine whether a project is “materials only.” A materials only project is one where the agency provides
the labor for the project using its own staff, and the Task Force provides funding only for the materials.

7. Complete the Building Renewal Request making sure to check the “emergency” and “materials only” boxes
(if applicable), and the appropriate “type” and “class” boxes. In the Narrative section, an explanation should
be completed for each project, to provide the Task Force for Building Renewal with specific and detailed
background information and justification for the funding request, as well as cost estimates. This information
is important in evaluating projects for funding consideration. Narratives should include the need for the
project, a detailed plan for repair or modification, the potential savings to be realized and where applicable,
the estimated payback period (with a description of the method used for determination). Also, if the project
can be phased over more than one year, explain these points and provide a potential "phased funding"
schedule.

8. Assign each project a priority rank. That is, if you have a total of 100 projects in the two classes, and 40
are deferred repair, 30 are fire and life safety, 20 are ADA and 10 are energy conservation, there would be
100 projects ranked from 1 to 100. (It is assumed, however, by definition that all Class | projects are a
higher priority than Class Il projects). Note that individual prioritization of Class Il projects beyond the first
100 total projects is optional.  Also note that for agencies with large campuses, it is acceptable to
prioritize by campus.
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9. The four major categories or types of building renewal requests (deferred repair, fire and life safety, ADA
and energy conservation) should each be prioritized along with the new construction, renovation, land
acquisition and major equipment purchase projects on the Capital Construction Request Summary screen.
For example, fire and life safety might have a priority of 1, deferred repair might have a priority of 2, ADA
might have a priority of 3, energy conservation might have a priority of 4, and construction of a new office
building might have a priority of 5.

It should be noted that no additional capital construction and/or renewal budget submission should be necessary
in the mid-biennium. With the exception of projects or emergencies not included in the Class | request, or significant
changes in priorities, no additional submission should be required in the summer or fall of 2021. Agencies should be
far enough along on preventive maintenance plans that the vast majority of renewal requests will be known and
scheduled for the September 15, 2020 budget request submission, minimizing future emergency requests. The Task
Force for Building Renewal will continue to accept true emergency requests throughout the year.

When identifying projects and buildings, you will be required to use the state-assigned building “tag” numbers as
defined in EnterpriseOne (E1).
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V6.0

FIRE/LIFE SAFETY: Requests to correct or repair structural, mechanical, or other defects in
a building or its components, or utility systems which endanger the lives or health of state
employees or the general public. Such requests bring the facilities, components, or utility
systems into compliance with current fire safety, life safety, and hazardous materials
abatement requirements, and provide a safer structural environment. Requests for funding
to provide fire/life-safety improvements are divided into two classes:

Class | Building or utility system changes/modifications which are required to rectify a situation
where the health and well-being of the occupants of a building are immediately, directly,
and clearly imperiled, or where local, state or federal code officials have determined
certain fire/life-safety improvements are needed immediately in order to ensure the safety
of building occupants or users.

Class Il Other building changes/modifications which may be necessary to comply with fire/life-safety
codes and to avoid potential danger to the health and safety of the building occupants.

DEFERRED MAINTENANCE: Requests to repair structural or mechanical defects that would
endanger the integrity of a building, utility system or their components or allow the unwanted
penetration of a building or system by the outdoor elements. Requests for funding of
deferred repair projects are divided into two classes:

Class | Items for immediate action to avoid unwanted penetration of a building by outdoor elements
and to avoid costly damage to a building, utility system or their components. If these
projects are not addressed, it could very possibly stop a program or a service from being
achieved due to a building or utility system failure.

Class Il Items of imperative need to correct problems that if neglected will quickly deteriorate further
into Class | items, or that must be done to provide efficient use of the facility or system.

AMERICANS WITH DISABILITIES ACT (ADA): Requests provide building and program
accessibility for disabled and physically challenged individuals and bring a building into
compliance with the 2010 ADA Standards for Accessible Design (2010 ADA). Requests
should be limited to structural modifications to buildings or other requests normally handled
through the capital construction process. Minor pieces of equipment, computer
modifications, and other non-capital items should be included in the operating budget
request. Requests for funding to provide accessibility for the disabled and physically
challenged are divided into twoclasses:

Class | Structural changes/modifications which have been clearly found to be necessary to comply
with the 2010 ADA Standards for Accessible Design (2010 ADA) or which have been
deemed necessary by physically challenged individuals in order to work or gain program
access in a facility.

Class Il Other structural changes or modifications which may be necessary to comply with
Americans with Disabilities Act (ADA) federal law.

ENERGY CONSERVATION: Requests whose primary emphasis is the reduction of energy
consumption by a building, utility system or their components. The objectives of the
conservation request, along with financing options, should be included in requested
projects. Requests for funding of energy conservation projects are divided into twoclasses:

Class | Items for immediate action to correct deficiencies creating excessive use of energy
resources. Projects for which energy conservation measure funding applications have
been or are planned to be submitted to the Nebraska Energy Office should be included in
this category. Simple payback should be five (5) years or less.

Class Il Items which if not addressed will create an additional strain on energy resources and which
if accomplished would result in operating expenditure reductions. Simple payback should
be five (5) to ten (10) years.
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Capital Construction Request Summary Instructions

Purpose

» The Capital Construction Request Summary shows all of the Capital Construction Project Requests
entered by the agency. It also reflects the totals of all of the Building Renewal Projects, by Category -
ADA, Fire/Life Safety, Deferred Repair, and Energy Conservation. The Request Summary screen is
used by an agency to designate its capital construction priorities.

Getting Started
In the left-margin Menu, under Capital Construction/Building Renewal, click on “Request Summary.”
The Capital Construction Request Summary Screen will be loaded.
. Budget Cycle defaults to the current cycle.
. Select Agency and Version from the options that have been assigned to you (see Time-Saver Tip
on the right margin).

Time-Saver TIP
Set default options to
avoid repetitive
selections of
Agency, Division
and Version. Go to
User Options in the
upper right corner of
any screen. Once
your selections are
made, press EEZI.

1. Select “All Assets” from the Building/Land drop-down. This will provide a list of all capital construction

projects and building renewal categories.

2. Click @E. This will allow you to set the Priority number for each capital construction request relative to the

building renewal categories.

Capital Construction Request Summary & »View Only
Budget Cycle- |2021-2023 v Agency: | 065 - ADMINISTRATIVE SERVICES v Version: |AL - AGENCY REQUEST| v |
Building/Land: |ALL ASSETS [~]
wRequest
Description Priority] Program Program Name Total Prior Exp FY21 AppriReappr FY22 Request FY23 Request Future Request
DEFERRED REPAIR 0 $4,500 54,500 $0
ENERGY CONSERVATION 1] $10,000 50 $10,000
FIRE/LIFE SAFETY 0 50 50 $0
ADA 0 $0 50 $0
FERGUSON HOUSE 0 921 FERGUSON HOUSE REPAIRS $316,000 $1,000 $135,000 $180,000
Total $330,500 30 50 $5,500 $145,000 5180,000

e  Within the Request section, projects may be sorted by Description, by Priority number, or by Program.

Simply click on the column headings to re-sort the list in the desired order.

. Enter a unique Priority number for each project or building renewal category. Rows with $0 Total Cost do

not need to be prioritized.

3. Select the Narrative section of the screen (the blue triangle expands/collapses the section). Use the Narrative to

provide explanation of your agency’s prioti
issues that relate to the constructi riorities.
e  The Explanatietrof Priorities tab contains single, unlimited edit window.
o Al

character requirements. This value is updated when SIS

or are clicked.

[+Marrative

= Explanation of Priorities

Supporting Information {unlimited) Minimum Characters: 50
_|é SV #h 5B P B Ui s IHEIE

or capital construction and to highlight any critical policy or other

ive tabs will display Character Count to assist with the satisfaction of the minimum and maximum

The first two priorities are important building renewal projects for the pgency - Energy Conservation and Deferred Repair in that order. The Energy Conservation projects take first
priority due to the increasing cost of fuel and other energy sources.

Formatting TIP
Avoid the use of
hard returns when
entering narrative
text. Using hard
returns prevents
normal text
"wrap" and
hinders
publication.

. Use the edit window buttdn bar for standard word processing features. If any of the buttons look unfamiliar, scroll
your mouse over the icon for a description of that feature. The = (i.e., Maximize the Editor Size) button simply

toggles you back and forth from full-screen editor mode to the normal screen.

. Copy and Paste text into the edit windows using either the Ctrl-C and Ctrl-V features, or by using the B &
buttons on the left side of the edit window's button bar. To provide consistent formatting, a standard font style and

size will be applied on Save.

e  Attach supporting files (e.g., facilities master plans, program statements, picture files, etc.) by clicking

the _Brawse.._ putton to locate the desired file and then clicking the _Attach | pytton.
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Capital Construction Reaffirmation Request Instructions

Purpose
» To summarize Reaffirmation requests to complete or continue previously funded capital construction
projects. This screen shows total project costs, prior and current expenditures and future funding
needs for each project.

Getting Started
In the left-margin Menu, under Capital Construction/Building Renewal, click on “Reaffirmations.” The
Capital Construction Reaffirmations Screen will appear.

. Budget Cycle defaults to the current cycle.

. Select Agency, Division (if applicable), and Version from the options that have been assigned to you (see
Time-Saver Tip on the right margin).

Create a New Reaffirmation Request

1. Clickon Ne\/v. This will create a Capital Construction Reaffirmation Request.

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your NBRRS
Agency Administrator
or the State Budget
Division for
assistance.

@ Official Nebraska Government Website
‘Welcome ALinnem
User Options | Logout

Administrative Services State Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

Home Reports Budggt Division Budget Instructions Training Resources FAQ Budget Request Documents
Home | Capital Constructiof and Building Renewal - Capital Construction Reaffirmations
Hide Menu
Operating Budget Capital Construction Reaffirmations € »View Only
Request

Agency: |065 - ADMINISTRATIVE SERVICES ~

Division: |04 - SBD | v Version: |Al - AGENCY REQUEST v

“ Narratives

= Agency Narrative

2. Selecta Program. Only the 900 series programs (i.e. capital construction programs) assigned to the
user will be displayed. If the desired program is not found, please contact the State Budget Division to
have one created.

. Enter a Project Name.
e  Enter the Bill Number (LB #) reference, along with the year of the legislation and the bill section that
authorizes the Project identified above.

3. Continuing on the Request tab, enter amounts as needed in fields provided (see screenshot below),
beginning with Prior Exp (Project-to-Date expenditures through FY 2019-20) and the base year
FY21 Appr/Reappr, then add reaffirmation request amounts for FY22 Reafrm, FY23 Reafrm, and
future Add Reafrm (sum of future years).

Time-Saver TIP
Set default options to
avoid repetitive
selections of
Agency, Division
and Version. Go to
User Options in the
upper right corner of
any screen. Once
your selections are
made, press BN,

Space-Saver TIP
Free up screen space
by Selecting Hide
Menu in the upper
left corner of any
screen. Select Show
Menu to bring back
to left-margin menu.

Capital Construction Reaffirmations © »Edit
Budget Cycle: 2021-2023 Agency: 065 - ADMINISTRATIVE SERVICES Division: 04 - SBD Version: A1 - AGENCY REQUEST

=

[ Summary

wProjects & Funding
( * Request T Narrative W

Program: |986 - DATA CENTER RISK MITIGATION ﬂ Project Name: ‘Data Center Risk Mitigation Project |

LB# Year Sec# Total Prior Exp FY21 Appr/Reappr FY22 Reafrm FY23 Reafrm Add Reafrm

[ oes] [ 2015 [ 39| | $4.283.592] | 100.000] | 2091796 | 1.045.898 | 1.045.898 | |
Total Funding Total Prior Exp FY21 Appr/Reappr FY22 Reafrm FY23 Reafrm Add Reafrm
Gzl Smi | $0| | | | | \ | | | | |
GenlAme | 80 | | | | | | |
(Fecere) [Rud | s0] | | | | | | |
Revolving Fund | $4.283.592 [ 100,000] [ 2,091,796 \ 1,045,898 | [ 1.045.698| [ |
iz | sl | | | | | | |
hIDEr | sl | | | | | | |
Total Funding [ $4.283.592| [ $100.000] [ $2,091,796/ \ $1,045,398| [ $1.045.898/ [ 0|
Variance

Total Prior Exp FY21 AppriReappr FY22 Reafrm FY23 Reafrm Add Reafrm

Total Request [ $4.283.592 [ 100.000] [ 2,091.796 [ 1,045,898/ [ 1,045,898/ \ 0|
Total Funding [ $4,283.592 [ 100,000| [ 2,091,796 [ 1,045,898 [ 1,045,898 \ 0|
arance | so| | o | g | o | g | ]
=n
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Capital Construction Reaffirmation Request Instructions

4. Enter Funding amounts for the reaffirmation request (General, Cash, NCCF, etc.) as needed for all columns. Once

completed, Total Funding must match Total Request in each column.
. Click to commit the data entered to the database and check for Variances.

e  Variances do not need to be resolved in order to save. However, all Variances must be resolved before your budget

request can be submitted.

Other Buttons:
e  Click to calculate Request and Funding Totals.
. Click frequently to commit your changes to the database.
e  Click to clear all amounts entered on the screen since the last save.

5. Select the Narrative tab to provide a short history, or background, on the financing of the project as well
as an explanation of changes in the scope of the project or its cash flow, if any. The Reaffirmations
narrative includes two tabs. See the Narrative Content section below for content guidelines on each tab.

e  The narrative tab currently selected appears in the information bar.

e Narrative tabs with two edit windows are limited to a migirfum and maximum number of characters which is
pre-defined based on the screen. Text in the limiteg-€dit windows should be viewed as a summary of what
is presented in the second, unlimited edit window. The limited edit window is intended to be included in

various standardized reports that will be rated from the system, such as the Governor’s budget
recommendations.

e  All narrative tabs will display Ch

Cter Count to assist with the satisfaction of the minimum and maximum

character requirements foreéch edit window. This value is updated when or are

clicked.
e  The Backgroun

contains two edit windows. The Additional Information tab provides a single, unlimited
edit window,

Formatting TIP
Avoid the use of
hard returns when
entering narrative
text. Using hard
returns prevents
normal text
"wrap" and
hinders
publication.

= Narrative

* Background Additional Information
Background
Information for Publication (limited) Minimum Characters: 50 Maximum Characters: 700
i EEZ |42 E #:8 £ Ui S =]

for state agency tenants. The project was started in FY 2007-08 with architectural plans for space renovation, repair, and an elevator replacement. The project will extend through FY 2012 and will be
funded out of a combination of private grants and federal historical presernvation funding.

the Ferguson House is a historical landmark which currently provides office space on the first floor for state agencies. The second floor requires extensive repair and remodeling in order to make it usable

Supporting Information (unlimited) Minimum Characters: 0
A |8 ¥: |# % B 2iB £ Uiis =]

u
i
|
[}

. If the number of characters in the section exceeds the Maximum Characters allowed the information will NOT be saved

but the Character Count will be updated. Reduce the number of characters to under the maximum, then save.

e  Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, point your
mouse over the icon for a description of that feature. The = (i.e., Maximize the Editor Size) button simply toggles you

back and forth from full-screen editor mode to the normal screen.
. Copy and Paste text into the edit windows using either the Ctrl-C and Ctrl-V features, or the

B puttons on the left

side of the edit window’s button bar. To provide consistent formatting, a standard font style and size will be applied on

Save.

e  Attach supporting files (e.g., program statements, project plans, picture files, etc.) by clicking the - Browse..
button to locate the desired file and then clicking the _2%2ch | putton. Attachments should not be referenced in
the limited Information for Publication edit window as the attachments will not be included with all reports.

data loss.

CAUTION: You must click &2 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid
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Capital Construction Reaffirmation Request Instructions

Edit an Existing Reaffirmation Request
1. While in View Mode, click an existing reaffirmation request’s Project Title from the projects listed in the

Summary by Agency tab or Summary by Program tab und e Summary section of the screen. This
will open the project’s detail information.

Capital Construction Reaffirmations © »View Only

Budget Cycle: |2021-2023 'v|  Agency: |065 - A ISTRATIVE SERVICES v Division: |04 - SBD |~ | Version: |Al - AGENCY REQUEST| v |

[ ow ]

w Summary

(. Summary By Agenr_Wy By Program w

Project Titlet Program# LB# Sec# Total Prior Exp FY21 App/Reap  FY22 Reafrm FY23 Reafrm Add Reafrm Delete

»Data Center Risk Mitigation Project 986 986 39 54283592 100,000 2,091,796 1,045,898 1,045,898 fil
Total Request $4,283,592  $100,000 $2,091,796 $1,045,898 $1,045,898 50

e  Click to begin making any desired changes.
. Follow Steps 3-5 under Create a New Reaffirmation Request to continue editing the existing project.

Reaffirmation Project - Narrative Content

Background — Provides a brief description and a short history of the project. The source of prior funding amounts should be

identified as well as the anticipated length of the project, completion date, and any changes in the overall scope, cost, or timing
of the project since it was originated.

Additional Information — Includes any other information which would assist in understanding the request.
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Capital Construction Project Request Instructions

Purpose

» To provide detailed information on the funding requirements of individual capital construction
projects, provide narrative substantiating the request, and to identify anticipated operating costs
and revenues for the facility once the construction or major renovation project is completed.
Agencies should submit a Capital Construction Request for new projects if the work transcends
routine maintenance. Key tests for whether a Capital Construction Request is required are: a)
does the Project extend the life of existing facilities; b) does the Project have a significant fiscal
impact which would not routinely be part of the Operating Budget; c) does the Project represent an
expenditure that is not made routinely every seven years or less for minor repair and maintenance;
and d) does the Project change the nature or scope of programs.

Getting Started
In the left-margin Menu, under Capital Construction/Building Renewal, click on Cap. Const. Projects.
. Budget Cycle defaults to the current cycle.
. Select Agency, Division (if applicable), and Version from the options that have been assigned to you
(see Time-Saver Tip #1 on the right margin).

Create a New Project Request
1. Click on New. This will create a new Capital Construction Project Request. Note: The Project’s Priority
Number MII be set later on the Capital Construction Request Summary screen.

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your NBRRS
Agency Administrator
or the State Budget
Division for
assistance.

"WOfficial

Welcome ALinnem
User Opbions  Logoul
Administrative Sedvices State Budget Division

NEBRASKA BUPGET REQUEST AND REPORTING SYSTEM

Hom: Heparts Buddet Division Badget Instructions Training Resources FaQ Budget Request Documents

Home - Capital Constructioh and Building Renewal © Capital Construction Froject Heguest

Viow Oy

Warsion: [A1 - AGENCY REQUEST | v

. oo [2071-2023 -

065 - ADMINISTRATIVE SERVICES - jon: [04- 58D~
Agancy. Dedsion:

Hidée Manu
Operating Budget Capntl Construction Project Request €

+ Narratives
[ tew |

= Agency Narrative

2. Selecta Program. Only the 900 series programs (i.e. capital construction programs) assigned to the
user will be displayed. If the desired program is not found, please contact the State Budget Division to
have one created.

Time-Saver TIP #1
Set default options to
avoid repetitive
selections of
Agency, Division
and Version. Go to
User Options in the
upper right corner of
any screen. Once
your selections are
made, press EEZ.

. Click on Search Building/Land to open a search screen. Enter the criteria for the search in any of the available fields such as

Tag# (also known as Asset#), Asset Description, Site, etc.
Search Assets (Agency : 065 - DEPT OF ADM SERVICES )

Tag# Asset Description: g5z 0e Site
Site Description: Location #: Location2 #:
Location2 # Search | Reset || Back
Select  Tag Number Description Site  Site Description Loct Loc2 Loc3

Select 65800117008 EAST PARKING GARAGE

EAST PARKING GARAGE (65)

EAST PARKING GARAGE ADDITION
EXECUTIVE BLDG. PARKING GARAGE
SOUTH PARKING GARAGE

SOUTH PARKING GARAGE (65)

1501 ‘M' STREET
Select  65B00004L
Select  65B0011703B
Select  65B0175100B
Select 65800118008
Select  B5B00003L

LINCOLN DD00B8509
1501 ‘M STREET
13TH & 'K STREETS
1401 'L" STREET

LINCOLN 000068509

Space-Saver TIP
Free up screen space
by selecting Hide
Menu in the upper
left corner of any
screen. Select Show
Menu to bring back
the left-margin menu.

. Click Search. Find the Building/Land you wish to identify from the search results. Click Select. This will return you to the

project screen with the selected building/land identified.

3. Select the project’'s Request tab.

Time-Saver TIP #2

Point your mouse over
the Building/Land
description to see
additional details about
the building, such as Site,
Site Description, and
location information.
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Capital Construction Project Request Instructions
4. Enter project amounts as needed in the fields provided (see screenshot below), beginning with Prior Exp (Project-to-
Date through FY 2019-20) and the base year FY21 Appr/Reappr, then add request amounts for FY22 Request,
FY23 Request, and Future Add Request (sum of future reaffirmation requests).

Project Cost Categories:

. Program Planning - anticipated professional fees and related costs required to develop a Program Statement and to
document the need for a specific project.

. Professional Fees - all professional services necessary for the proper implementation of a Project. This includes costs for
schematics; preliminary plans; contract documents; legal costs; services by engineers and architects hired outside the
agency; and services performed by agency personnel such as project management and inspections. As a guideline,
Professional Fees generally comprise 7% - 10% of the construction cost of a Project.

. Construction - estimates for the complete implementation of the Project on a fiscal year cash flow basis. Includes cost of
General/Mechanical work; Electrical/Elevator; Fixed Equipment; and Utility Connections and Site Work.

. Miscellaneous - includes costs for Moveable Furniture and Equipment; Technical Equipment specific to the building use;
Land Acquisition (if applicable); Art Work (general guideline is 1% of the Construction total, less $500,000 for new
construction or $250,000 for remodeling of an existing facility); and Contingency costs (which should be based on 5% - 10%
of Construction total).

Program: [521 - FERGUSON HOUSE REPAIRS. v Building/Land: B5B0121300B - FERGUSON HOUSE Search Building/Land
Priority 0
Program Planning

Total Prior Exp FY21 AppriReappr FY22 Request |7 Dz ::ﬂ.ur::ldd
Program Planning [ 30/ [ ] [ ] [ | [ ] [ ]
Total [ 0/ [ 50/ [ 50 [ 50/ [ 50] [ $0]
Professional Fees

Total Prior Exp FY21 AppriReappr FY22 Request FY23 Request ::ﬂ'“':::"d
Architect/ Engineers [ £ [ ] [ ] [ | [ ] [ ]
In-house Services [ 50/ [ ] [ ] [ J [ ] [ |
Total [ 50| [ 50| [ 50 [ 50 [ 50| [ $0]
Construction

Total Prior Exp FY21 AppriReappr FY22 Request FY23 Request E:ﬂ'“':ﬁ"d
Generalf Mechanicall I 50/ [ ] [ ] [ | [ | [ ]
Electrical/ Elevator
Fixed Equipment [ 50| [ ] [ ] [ ] [ ] [ ]
Utility Gonnect/ Site Work | 50/ [ ] [ ] [ ] [ ] [ |
Total [ 50| [ 50| [ 50 [ 50 [ 50| [ $0]
Miscellaneous

Total Prior Exp FY21 AppriReappr FY22 Request FY23 Request ;:ﬂ'“':,:“

Moveable Equipment 50/

50

Special or Technical
Equipment

Land Acquisition
Art Work

Other

50
50|
50]
30
50/
50

Project Confingency ]

50|
50|

0|
0|

Total
Total Request

5. Enter Funding amounts for the project (General, Cash, NCCF, etc.) as needed for all columns. Once completed, Total
Funding must match Total Request in each column. Note: The NCCF should only be used after receiving prior
approval from the State Budget Division.

. Click to commit the data entered to the database and check for Variances.
e Variances do not need to be resolved in order to save. However, all Variances must be resolved before your budget request
can be submitted.

Funding

Total Prior Exp FY21 AppriReappr. FY22 Request FY23 Request Fn::'nr;s?dd
e A [ $115.000 [ | [ | [ | [ 115,000] [ |
Cash Fund [ 51,000 [ ] [ ] [ 1,000] I 20,000] I 30,000
Federal Fund [ 0] [ ] [ ] [ ] [ ] [ ]
Revoiving Fund | o ] ] ] | \
Other Fund | s | ] | | \
NCCF [ si50,000) [ | [ | [ | \ | \ 150.000]
Total Funding [ $316,000 [ 50| [ 50 [ $1.000 | $135,000] [ 180,000
Variance

Total Prior Exp FY21 Appr/Reappr FY22 Request FY23 Request Add Request
Total Request [ $316,000] I 0 [ 0 [ 1,000 I 135,000/ [ 120,000]
Total Funding $316,000 I 0 [ 0 [ 1,000/ I 135,000/ [ 180,000]
Variance [ 30| [ 0 [ 0 [ ] [ [i] [ 1]

Other Buttons:

o Click WSS 1o calculate Request and Funding Totals.

e  Click frequently to commit your changes to the database.
. Click to clear all amounts entered on the screen since the last save.

V7.0
82



Capital Construction Project Request Instructions

6. Select the project’s Narrative tab. Click the Edit button. The Capital Construction Project Request narrative includes five
tabs. See the Narrative Content section below for content guidelines on each tab.

The narrative tab currently selected appears in the information bar.

Narrative tabs with two edit windows are limited to a gifimum and maximum number of characters which is pre-defined based
on the screen. Text in the limited edit windows uld be viewed as a summary of what is presented in the second, unlimited
edit window. The limited edit window is in ed to be included in various standardized reports that will be generated from the
system, such as the Governor's budgettecommendations.

All narrative tabs will display Character Count to assist with the satisfaction of the minimum and maximum character

requirements for each eeitwindow. This value is updated when ARSI or are clicked.
The Description Justification tabs offer two edit windows. The Comprehensive Capital Facilities Plan information,
and Time Schedule, and Additional Information tabs provide a single, unlimited text window.

‘L

Narrative
DescnptioAfﬂcan’on Comprehensive Capital Facilities Plan Information Project Status and Time Schedule Additional Informatif
ustification
information for Publication (limited) Minimum Characters: 50 Maximum Characters: 700

=

| & ¥ ¢ |d#h 2G| B #iB 1 U iE =

The Capitol Environs Master Plan proposes a long-range goal of providing a malHlike appearance on the East side of the State Capitol, along J Street, similar to the Lincoln Mall on the West side

Formatting TIP
Avoid the use of

hard returns when
entering narrative

Supporting Information {unlimited) Minimum Characters: 50 text. Using hard
LB | & ¥ |dd 5 |E #im 7 U iiE s =) returns prevents
The section of J Street extending eastfrom the State Capitol is actually ofsgtfrom the rest of the street. in order to provide a consistent width to this street, the building on 1717 J Street needs to by normal text
removed and the lot shortened to accommoedate street widening. "wrap" and

hinders
publication.

|(Browse.. [ Atach

o T o T vervoce T

If the number of characterg in the section exceeds the Maximum Characters allowed the information will NOT be saved but
the Character Count will pe updated. Reduce the number of characters to under the maximum, then save.

Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, point your mouse
over the icon for a description of that feature. The Ll (i.e., Maximize the Editor Size) button simply toggles you back and
forth from full-screen editor mode to the normal screen.

Copy and Paste text into the edit windows using either the Ctrl-C and Ctrl-V features, or by using the buttons on
the left side of the edit window's button bar. To provide consistent formatting, a standard font style and size will be applied on
Save.

Attach supporting files (e.g., program statement, project plans, picture files, etc.) by clicking the _Brawse.. . putton

to locate the desired file and then clicking the [ attach | putton.  Attachments should not be referenced in the limited
Information for Publication edit window as the attachments will not be included with all reports.

CAUTION: You must cIickm whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data

V7.0
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Capital Construction Project Request Instructions

Capital Construction Project Request - Narrative Content

Description — Provides the “What” for the project. An overview of the project that includes the general plan, timing, and objectives
of the project. Also reference or attach any additional information or reports (i.e. program statement).

Justification — Provides the “Why” for the project. Describes the basis or need for the project, the consequences of not doing the
project, and the benefits of completing the project.

Comprehensive Capital Facilities Plan Information — How the project conforms to the agency’s master plan for capital
construction. Also details any project costs beyond the 2-year biennial budget period.

Project Status and Time Schedule — Describes the various phases of the project and provides a proposed construction timetable.

Additional Information — Includes any other information which may assist in understanding the request.

--Capital Construction Project Request - Operating Costs instructions continued on next page

V7.0
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Capital Construction Project Request Instructions

Capital Construction Project Request — Operating Costs

As part of a new Capital Construction Project Request, the requesting agency must include information on the estimated
costs and revenues that are expected as a result of the project for three years past completion. The Operating and
Maintenance (O&M) costs and the Programmatic (Prog) costs are to be listed separately.

Getting Started

1. Verify that the screen is in View Mode. Select the project’'s Operating Costs tab. Operating Costs provides information
relative to anticipated operating expenditures and revenues for theé facility once the construction or major renovation
project is completed. This should reflect the costs for the first year of operation of the facility, even if the first year of
operation is a partial year, along with estimates for the two sulsequent years.

2. Click on the Operating Costs Request tab. Two types of EXpenditures are identified in this Section: Operating and
Maintenance (O&M) costs, whjch are related to opening gnd operating the facility (utilities, custodial services,
maintenance, grounds, etc.), and Programmatic (Prog) gosts, which relate to the additional costs necessary to provide
programs of service or functipn in the facility.

. Click the Edit button.

° Click the | Add Prlgram-SubProgram I butto

. Select the operating Program and Subprogrdm.

. Under the Permapient Salaries section, adg'Job Codes as needed. If the Job Code is known enter the code and click Add,
otherwise click [/ s==rch3sbcodes | On the/ search screen, the Job Code field will search for codes that begin with what is
entered while the Job Title field will seargh for the characters entered anywhere in the Title. Click on Search.

the search results. Click Submit to return to the previous screen with the selected

Job Code(s).
. Begin enterinfg O&M FTE and Salayy and/or Programmatic FTE and Salary amounts for each year shown.
. Point your mouse over the Job Cofe to see the full Job Title.
e Job Codes/added unnecessarily’can be deleted by clicking the W putton.

wProjects & Fun)iing

Program: [521 - FE}GUSON HOUSE REPAIRS [v] Buikding/Land: 55801213008 - FERGUSON HOUSE Search Building/Land NOTE: i
The default Starting
TN By s 500

You may enter a
different Starting FY

> Request Summary by entering the

Request Data correct year and
Program: |560 - STATE BUILDING DIVISION| v | Subprogram: |007 - FERGUSON MANSION L+l
oo < Sicking <.

wPermanent Salaries

JobCode:|  ||Add|  Searchlob Cades |

é‘;‘;ﬂ FY24 FTE FY24 Req (O&M) FY24 FTE FY24 Req (Prog) FY25 FTE FY25 Req (O8M) FY25 FTE FY25 Req (Prog) FY26 FTE FY26 Req (O&M) FY26 FTE FY26 Req (Prog) Del

Gog213| | I | | I[ I | Il I[ | Il @
Totals [ 000 s0/ ooo| s 00| 50/ o.00] s aoo s oo0]f 50/

+ Request

Object Code: I:l Add | Search Object Codes |

‘c’n"'::f FY24 O&M Req Fr24Prog Req FY25 O&M Req FY25 Prog Req FY26 O&M Req FY26 Prog Req Del
511100 [ | [ ] [ ] [ ] [ ] [ ]
515100 [ ] [ ] [ ] [ ] [ ] [ 1
515200 [ J [ ] [ ] [ J [ ] [ |
515400 [ ] [ ] [ ] [ ] [ ] [ 1
515500 [ ] [ ] [ ] [ J [ ] [ |
516300 [ ] [ ] [ ] [ ] [ ] [ | &
Tatals [ 50 [ 50 [ E [ 50/ [ 50/ [ 50|

. Under the Request sect\on, add Object Codes as needed. If the Object Code is known enter the code and click Add,

otherwise click L__SearshObiect Codes | oy the search screen, the Object Code field will search for codes that begin with
what is entered while the Object Description field will search for the characters contained in the Description. Click on Search.

e You may select multiple Object Codes from the search results. Click Submit to return to the previous screen with the
selected Object Code(s).

. Begin entering O&M and/or Programmatic expenditure estimates for each year shown.

. Point your mouse over the Object Code to see the full Object Description.

. Object Codes added unnecessarily can be deleted by clicking the T putton.
. Click lEZE to commit the data entered to the database.

V7.0
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Capital Construction Project Request Instructions

86

3. Enter amounts under Funding (General, Cash, etc.) as needed for all columns. Once completed, Total Funding must
match Total Request in each column.

o ClickBEZ to commit the data entered to the database and check for Variances.

e  Variances do not need to be resolved in order to save. However, all Variances must be resolved before your budget request
can be submitted.

4. If the facility will generate revenue (such as rent) once the project is completed, revenue estimates should be entered
under the Revenue Codes section.
e If the revenue Object Code is known enter the code and click Add, otherwise click [ _SearchRevenue Codes | Qo the search
screen, the Revenue Code field will search for codes that begin with what is enteped while the Description field will search for
the characters contained in the description. Click on Search.
w Funding
Total Funding
Fund Type FY24 O&M Fund FY24 Prog Fund FY25 O&M Fund F¥25 Prog Bufid FY26 O&M Fund FY26 Prog Fund
General Fund [ | [ | [ ] | [ | [ |
(A | | | | | ‘I/T | | | | |
Fe“e”’f At | | | | | | | | | | |
Revolving Fund | | | | | | | | | | | |
LA | | | | | | | | | | | |
Total [ 0| [ £ [ 50 [ $0] [ 50| [ C)
FEL [z | 50| | 50| 50] | 30| | 50| | 50|
Variance

FY24 O&M FY24 Prog 25 O&M FY25 Prog FY26 O&M FY26 Prog
[ R | [l | Al | 1] | 1] | a | i
[l i | 0 | 1] | 1] | 1] | a | i]
[METETER | [l | 1] | 1] | 1] | a | a
wRevenue Codes
[Revenue Code: ﬂ Search Revenue Codes |

e You may select multiple Object Codes from the search results. Click Submit to return to the previous screen with the
selected Revenue Code(s).

. Begin entering revenue estimates for each year shown.

. Point your mouse over the Code to see the full Description.

. Revenue Object Codes added unnecessarily can be deleted by clicking the W pytton.

wRevenue Codes
Revenue Code: M Search Revenue Codes |
Object Codet FY24 O&M Req FY¥24 Prog Req FY25 0&M Req FY25 Prog Req FY26 O&M Req FY¥26 Prog Req Del
471100 | | | | | | | | | | | |
Totals [ 30 [ 30/ [ 50/ [ 50/ [ 50 [ 50
o ClickBEEZI to commit the data entered to the database.
. Click on View Mode to leave Edit Mode.
NOTE: The Operating Costs Summary tab displays the Request and Funding data in summary fashion, by year.
No data entry is reauired on this screen.
Edit an Existing Project Request
1. While in View Mode, click an existing project’s Building/Land Description from the Summary section of the screen.
This will open the project’s detail information. Click to begin making any desired changes.
e Follow Steps 3-6 under Create a New Project Request above to continue editing the existing project.
. Follow Steps 1-4 under Capital Construction Project Request — Operating Costs above to edit the related operating costs.
w Summary
(u Summary By Agency W( Summary By Program W( 35[,':,‘:;._:,_‘:‘1
Building/Land Descriptionf Programs# Priority Total Prior Exp FY21 App/Reap FY22 Request FY23 Request Future Delete
#FERGUSON HOUSE 921 - FERGUSON HOUSE REPAIRS o $316,000 1,000 135,000 180,000 [
Total Request $316,000 50 S0 $1,000 $135,000 $180,000
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Building Renewal Project Request Instructions

Purpose

> To identify Building Renewal Project Request for specific buildings by four major types: Deferred
Repair, Energy Conservation; Fire/Life Safety, and ADA (Americans with Disabilities Act compliance).

Project costs are categorized as Class | (occurring in FY 2021-22) or Class Il (occurring in FY 2022-23).
The screen also identifies the percent of the total project cost to be financed by the agency’s

cooperative funding including the specific fund types to be used by the agency.

Getting Started

In the left-margin Menu, under Capital Construction/Building Renewal, click on “Bldg. Renew. Projects.”

. Budget Cycle defaults to the current cycle.

. Select Agency, Division (if applicable), and Version from the options that have been assigned to you

(see Time-Saver Tip on the right margin).

Create a New Building Renewal Project Request

1. Click on New. This will create a new Building Renewal Project.

= Official Nebraska ¢overnment Website

Welcome Alinnem

Administrative Sefvices Staie Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

Home Reports Budget Division Budget Instructions Training Resources FAQ Budget Request Documents

Home: - Capital Constructioh and Building Renewal Building Renewal Request
Hide Menu

Operating Budget
Request

Building Renewal Request &

BudgagCyce: |2021-2023 ~

Division. |04 - SBD | v

. Agency, |065 - ADMINISTRATIVE SERVICES v
< Narratives

= Agency Narrative
= Division Narmative

= Program Narrative

User Options  Logout

Version, Al - AGENCY REQUEST v

sView Only

Start-Up TIP

If drop-down menus
fail to show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your NBRRS
Agency Administrator
or the State Budget
Division for
assistance.

Time-Saver TIP
Set default options to
avoid repetitive
selections of
Agency, Division
and Version. Go to
User Options in the
upper right corner of
any screen. Once
your selections are
made, press B

Click on Search Building/Land to open a search screen. Enter the criteria for the search in any of the available fields such as Tag#, Asset

Description, Site, etc.

Space-Saver TIP
Free up screen space
by Selecting Hide
Menu in the upper
left corner of any
screen. Select Show
Menu to bring back
the left-margin menu.

Search Assets (Agency : 065 - DEPT OF ADM SERVICES )
Tag # Asset Description: garage Site
Site Description Location1 # Location2 #
SRR [ search || Reset || Back|
Select Tag Number Description Site  Site Description Loc1 Loc2 Loc3
Select 65B0011700B EAST PARKING GARAGE 1501 "M STREET
Select 65B00004L EAST PARKING GARAGE (65) LINCOLN 000068509
Select 65B0011703B EAST PARKING GARAGE ADDITION 1501 ‘M STREET
Select 65801751008 EXECUTIVE BLDG. PARKING GARAGE 13TH & 'K STREETS
Select 65800118008 S0UTH PARKING GARAGE 1401°L STREET
Select 65B00003L SOUTH PARKING GARAGE (65) LINCOLN 000068509
. Click Search. Find the Building/Land you wish to identify from the search results. Click Select. This will return you to the
project screen with the selected building/land identified.
e  Select a Project name from the pre-populated drop down list of common projects. Alternatively, you may select New to
create a more unique project name. If a New project name is created, select a Project Code from among the Building
Renewal Task Force defined drop-down list of codes.
V7.0
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Building Renewal Project Request Instructions

2. Select the project’'s Request tab. Check the appropriate box(es) if the project is a Duplicate Project (part of, or related
to, a Capital Construction Project Request); an Emergency Request (requiring attention prior to start of the 2021-2023
biennium); or a Materials Only Request (labor provided by the agency). Note: See instructions below for setting the
project’s Priority Number.

3. Continuing on the Request tab, enter project amounts as needed in the fields provided (see screenshot below) for each
project type (Deferred Repair, Energy Conservation, etc.) under the FY22 Class | and/or FY23 Class Il columns.

e Enter the Cooperative Funding percentage (the percentage of the Building Renewal Project total cost that the agency will
be providing from their operating budget, as opposed to the portion of the cost to be covered by the Task Force for Building

Renewal). Click Set. This will calculate the project funding to come from 309 Taskforce Funding and from agency
Cooperative Funding.

wRequest
( ® Request Y Narrative }
Building/Land: (65800002008 - GOVERNOR'S MANSION | search Building/Land Project: |FASCIA/SOFFIT UPGRADE [v]
Pn'orily:l— Duplicate Project? [ ] Emergency Request? [ ] Materials Only? [] Project Code:T3R - ROOF
Total FY22 Class | F¥23 Class Il
DA L 1 L 1
Total Request
Cooperative Funding Percentag 10.0
Funding Total F¥22 Class | F¥23 Class Il
LB 309 Task Force Funding
Cooperative Fund
Total Funding
Cooperative Funding Total F¥22 Class | FY23 Class Il
Genersl Fund 0 I
Cash Fund s1.000 —
NCCF L ] L 1
Total Cooperative Funding
Variance
Total FY22 Class | FY23 Class Il
Total L6 309 Funding
Total Cooperative Funding 450
Variance | | [ 0

4. Enter amounts under Cooperative Funding (General, Cash, etc.) as needed for both columns. Once completed, the
Total Cooperative Funding must match the Cooperative Fund amount in each column in the Funding section calculated
above.

. Click to commit the data entered to the database and check for Variances.
e  Variances do not need to be resolved in order to save. However, all Variances must be resolved before your budget request
can be submitted.
. Click View Mode to leave Edit Mode.
Other Buttons:

Click Refresh

. to calculate Request and Funding Totals.
. Click frequently to commit your changes to the database.

. Click to clear all amounts entered on the screen since the last save.

CAUTION: You must click EZZ8 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid data loss.

V7.0
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V7.0

Building Renewal Project Request Instructions

Select the project’s Narrative tab to provide detailed explanation and justification for each individual Building Renewal
Project Request. The narrative provides the basic information for the Task Force for Building Renewal to begin

evaluation of the project. See the Narrative Content section below for content guidelines on each tab.

Click the Edit button. /':Of_f;fr‘]t“ng T:P
The narrative tab currently selected appears in the information bar. s SE 0

) ) o o hard returns when
Narrative tabs with two edit windows are limited to &

) . . entering narrative
pre-defined based on the screen. Text in the limi text. Using hard

inimum and maximum number of characters which is
edit windows should be viewed as a summary of what

is presented in the second, unlimited edit win . The limited edit window is intended to be included in returns prevents
various standardized reports that will be geaerated from the system, such as the Governor’s budget normal text "wrap"
recommendations. and _hin(_jers

All narrative tabs will display Charag#€r Count to assist with the satisfaction of the minimum and maximum £ litetiielry

character requirements for each it window. This value is updated when EEAEESES or
clicked.

The Description and the JStification tabs contain two edit windows. The Project Status and Time

are

Schedule and the Addigtnal Information tabs each provide a single, unlimited edit window.

A|

+Request /
( Request Y = Marg ive}
wNarrative
= Description Justification Project Status and Time Schedule Additional Information
Information for Publication (limited) Minimum Characters: 50

Maximum Characters: 700

|& ¥ ¢ |4 8| Bl &#:B 1 U ii= = Y s =

The Executive Building elevator is in need of repair and renovation to accomodate ADA standards. The State Building Division will contribute 20% of the

cost of the work and is seeking the remaining funding from the Taskforce for Building Renewal. The Project will begin in FY 2009-10 and be completed
in FY 2010-11.

If the number of characters in the section exceeds the Maximum Characters allowed the information will NOT be saved but
the Character Count will be updated. Reduce the number of characters to under the maximum, then save.
Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, scroll your

mouse over the icon for a description of that feature. The Sl (i.e., Maximize the Editor Size) button simply toggles you
back and forth from full-screen editor mode to the normal screen.

Copy and Paste text into the edit windows using either the Ctrl-C and Ctrl-V features, or the “= buttons on the left
side of the edit window’s button bar. To provide consistent formatting, a standard font style and size will be applied on Save.
Attach supporting files (e.g., program statement, project plans, picture files, etc.) by clicking the - Brewse.. . button

to locate the desired file and then clicking the [Attach | putton. Attachments should not be referenced in the limited
Information for Publication edit window as the attachments will not be included with all reports.

CAUTION: You must click BEZZ8 whenever exiting a screen or risk losing unsaved data. Save frequently to avoid
data loss.

89



1.

Building Renewal Project Request Instructions

Edit an Existing Building Renewal Project Request

While in View Mode, click an existing project’s Building/Land Description from the Summary section of the screen.

This will open the project’s detail information.

. Click to begin making any desired chang
e  Click the triangle icon to collapse or expand th
. Follow S

ummary section.
s 2-5 under Create a New Buildjxg Renewal Project Request to continue editing the existing project.

Budget Cyclg? ll Agency: IOGS ADMINISTRATIVE SERVICES

Edit Priorities Only i Edit |

w Summary

(. Summary By Agency W( gﬂﬂ:’ g!L:rrd Y Summary by Project W

v

s»\View Only

Division: |n4 - SBD |v| Version: |A1 - AGENCY REQUEST | v |

Building/Land Description X Project Priority Total Class | Class I Delete
»65600002008 - GOVERNOR'S MANSION FASCIA/SOFFIT UPGRADE C ] §14500 4500 10,000 i
Total Request $14500  $4500  $10,000

Building Renewal Request - Narrative Content

V7.0

Description - Provides the “What” for the project. A general overview of the project, as well as a description of the objectives of
the project. This narrative also explains how the project type was determined, such as Deferred Repair, ADA, etc. It should also

explain the percentage of agency Cooperative Funding.

Justification - Provides the “Why” for the project. Describe the basis or need for the project and the consequences of not doing

the project and the benefits of doing it?

Project Status and Time Schedule - Describes the various phases of the project and provides a proposed construction
timetable. Also describe whether the project is part of a Capital Construction Project Request.

Additional Information - Includes any other information which may assist in understanding the project request.
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Edit Priorities

IMPORTANT NOTICE

All Class | Building Renewal Project Requests require a unique Priority number. All Class | and Class Il Projects,
up to the first 100, regardless of class, must have a unique Priority number.

For agencies with large campuses, it may be possible to prioritize by campus. Check with your assigned budget
analyst to see if this applies to your agency.

1. While in View Mode, click BESSSRIIERSI]

You can sort the projects by Building/Land Description, Project Description, or Priority number, by clicking on
the applicable column heading.
2. Enter the priority for each project in the box under Priority. Click Save Priorities.

. Priority numbers are not required in order to save. Wowever, a priority number, where required, must be present
before your budget request can be submitted (see Impdxtant Notice above for specific requirements).

. This will allow entry of a number in the Priority field for each project.

Building Renewal Request &)

»Edit
Budget Cycle: 2021-2023 Agency: 065 - ADMINISTRATIVE SERVICES Version: A1 - AGENCY REQUEST
w Summary
* Summary By Agency
Building/Land Descriptiont Project \ﬂioritv Total Class | Class ll
65B0000200B - GOVERNOR'S MANSION FASCIA/SOFFIT UPGRADE |:| 514,500 4500 10,000
Total Request $14,500 £4,500 £10,000
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Building Renewal Project Copy Instructions

Purpose
> Allows an agency to copy Building Renewal Projects which were submitted in the 2019-2021
budget request, but are not yet completed, to the 2021-2023 budget request.

Getting Started
In the left-margin Menu, under Capital Construction/Building Renewal, click on “Bldg. Renew.
Copy.” The Copy Building Renewal Projects Screen will appear. The screen is split into two list
boxes, Select Agencies and Select Building Renewal Projects.

e  The “Target” is the current budget cycle. The “Source” is the previous budget cycle.

e  Only projects that were included in the final version of the source budget cycle may be copied.

Copy a Building Renewal Project Copy

Capital Construction/
Building Renewal

4 Request Summary

4 Reaffirmations

4 Cap. Const. Projects

4 Bldg. Renew. Projects
\A Bldz Renew. Copy

Copy Building Renewal Projects ()

Copy Attachments ? |

Refresh Projects

Budget Cycle (Target) : 2021-2023 Budget Cycle (Source) : 2019-2021
Select Agencies Select Building Renewal Projects
46M01426008 - ANCILLARY : OTHER - FIRE EGRESS
————— ALL AGENCIES ----- 467703348008 - BLDG. A - ADMINISTRATION : MECHANICAL - REPLACE BOILER AND BURNER ~
013 - DEPT OF EDUCATION 467703348008 - BLDG. A - ADMINISTRATION : MECHANICAL - REPLACE CHILLER
025 - DEPT OF HEALTH & HUMAN SERVICES 462203348008 - BLDG. A - ADMINISTRATION : ROOF - ROOF REPLACEMENT
028 - DEPT OF VETERANS AFFAIRS 46M0153800B - BLDG. A - ADMINISTRATIVE : BUILDING - REPLACE EXTERIOR DOOR LOCKS
031 - MILITARY DEPARTMENT 46M0133800B - BLDG. A - ADMINISTRATIVE : BUILDING - REPLACE EXTERIOR. WINDOWS AND DOORS
033 - GAME & PARKS COMMISSION [COPIED] 46M01538008 - BLDG. A - ADMINISTRATIVE : PLUMBING - NEW FIRE SPRINKLER
46773345008 - BLDG. B - INMATE HOUSING : ROOF - ROOF REPLACEMENT
050 - NEBRASKA STATE COLLEGES 46MON66500B - BLDG. B - VISITING : ENERGY - ROOF REPLACEMENT
46M00%6500B - BLDG. B - VISITING : ROOF - MECHANICAL TUBE REPLACEMENT
46M006500B - BLDG. B - VISITING : INTERIOR - ADA MODIFICATIONS
46M006§500B - BLDG. B - VISITING : PLUMBING - REPLACE SEGREGATION SEWER PIPING
462203350008 - BLDG. C - INMATE HOUSING : ROOF - ROOF REPLACEMENT
46M0066§00B - BLDG. C - SECURITY/EDUCATION : ENERGY - ROOF REPLACEMENT
46M0066000B - BLDG. C - SECURITY/EDUCATION : INTERIOR - ADA MODIFICATIONS
46M0066600B - BLDG. C - SECURITY/EDUCATION : BUILDING - REPLACE EXTERIOR WINDOWS AND DOORS
46M0066600B - BLDG. C - SECURITY/EDUCATION : PLUMBING - NEW FIRE SPRINKLER
46M00733008 - BLDG. D - INDUST./WOOD FURN. : INTERIOR - ADA MODIFICATIONS
46ZZ0335104B - BLDG. D - INMATE HOUSING : ROOF - ROOF REPAIR/REPLACE v
467203352009 - BLDG. E - EDUCATION : ROOF - ROOF REPLACEMENT

Select an Agency from the list in the left selection bax from the agencies that have been assigned to you.

1. Select Building Renewal Project from the right selection box.
. Projects are sorted in Asset Tag order.
. Multiple projects may be selected.
. Hold CTRL key to select multiple individua] projects that are not in sequence.
e Hold SHIFT to select a range of projects.

e If a project has been copied previously, [COPIED] will appear at the beginning. If it is recopied any changes previously

made to the project in the 2021-2023 budget cycle will be overwritten.
2. Check Copy Attachments? to also copy attachments from the 2019-2021 budget request.

3. Click to copy the selected project(s) to the 2021-2023 budget request.

4. Upon completion, copied projects will be listed in the Summary section of the Building Renewal Projects screen.

V7.0
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Administrative Services State Budget Division
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GENERAL INSTRUCTIONS
Information Technology

Information Technology Project Proposals

The Nebraska Information Technology Commission (NITC) is required by statute to “make
recommendations on technology investments to the Governor and the Legislature, including a
prioritized list of projects, reviewed by the technical panel...” Neb. Rev. Stat. 886-516(8).
“Governmental entities, state agencies, and non-education political subdivisions shall submit all
projects which use any combination of general funds, federal funds, or cash funds for information
technology purposes to the process established by Neb. Rev. Stat. §86-512 to §86-524. The
commission may adopt policies that establish the format and minimum requirements for project
submissions.” Neb. Rev. Stat. 886-516(5). In order to perform this review, the NITC require
agencies/entities to complete this form when requesting funding for technology projects. Detailed
information can be found at http://nitc.ne.gov/standards/1-202.html.

Note that any project which requires an increase in appropriation for FY 2021-22 and/or
FY 2022-23 must be entered as a separate “IT Issue” on the Issue Details screen of the Nebraska
Budget Request and Reporting System (NBRRS). The costs identified as part of an IT Project
Proposal are in a format as required by the NITC and are not copied to the IT Issue. Unlike the IT
Project Proposal, the IT Issue uses job codes and object codes to identify costs. An agency should
only request an increase in appropriations if the current level of appropriation is not sufficient to fund
the IT Project Proposal.

Agency Information Technology Plan (IT Plan)

Section 86-524.01, Nebraska R.R.S. states “all state agencies, boards, and commissions shall
report to the Chief Information Officer, in a format determined by the commission, an information
technology plan that includes an accounting of all technology assets, including planned acquisitions
and upgrades.” The Office of the Chief Information Office has a web based portal for agencies to use
to complete this requirement. It is found at https://cioapps.nebraska.gov/ITPlan. Therefore, the
Agency IT Plan will not need to be included in the final submission.

IT Project Proposals for the 2021-2023 biennium are due by 5:00 p.m., Tuesday,
September 15, 2020.
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Agency IT Setup Instructions

Purpose

>» Allows an agency to designate specific Programs and Subprograms as containing only IT related expenditures. This
designation, along with the Office of the CIO’s designation of specific IT related job codes and object codes, will help to
report the level of IT expenditures in the state for the Nebraska Information Technology Commission. NOTE: Nothing is

required from an agency on this screen if it has no programs and/or subprograms that are exclusively IT.

Getting Started — Agency IT Setup

1. From the left-margin menu under Information Technology, click Agency IT Setup.
. Budget Cycle defaults to the current cycle.
. Select Agency from the drop-down menu options that have bgen assigned to you (see Time-Saver Tip
on the right).

g Official Nebraska Government Website

Welcome ALinnem
User Options | Logout

Administrative Services State Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

Home Reports Budget Division Budget Instructions Training Resources FAQ Budgey Request Documents
Home © Information Technology © Agency IT Setup
Hide Menu
Operating Budget Agency IT Setup & »Wiew Only

luest Budgsl Cycle: |2021-2023 -

jency: | 065 - ADMINISTRATIVE SERVICES Lv]
4 Narratives

= Agency Namative m
= Division Narrative Shaw Selected Cnly

5 DEPT OF ADMINISTRATIVE SERVICES
© 049 - DEPARTMENTAL ADMINISTRATION

“ Base & 101 - CHIEF INFORMATION OFFICER
= Permanent Salaries ® 169 - FEDERAL LIAISON

® 170 - INTGOVT DATA SERVICES

# 171 - MATERIEL DIVISION

= Program Narrative

= Appropriation

4 Issues & 172 - IMSERVICES DIVISION
» Issue Details & 173 - COMMUNICATIONS DIVISION
T , & 180 - TRANSPORTATION SERVICES BREAU
S ssae Sunmaoy ) 245 - PUBLIC SAFETY COMM. SYSJ£M
» Briefing ® 509 - BUDGET DIVISION
+ Modifications @ 535 - RISK MANAGEMENT DIJSION

= 536 - MISCELLANEOUS CL.

= Mod. Details & 560 - STATE BUILDING DIISION
» Mod. Summary @ 567 - ACCOUNTING DIYISION
B @ 573 - BUILDING RENPZIVAL-OPERATIONS
& 531 - TORT CLAI
= Funds Analysis & 592 - INDEMNIF)ZATION CLAIMS
Capital Construction! @ 593 . WORKEWS COMPENSATION CLAIMS
Building Renewal 51 594 - STATZINSURANCE
4 Request Summary & 605 - PERSONNEL DIVISION
) = 606 - BENEFITS ADMINISTRATION
# Reaffimations @ 608 /EMPLOYEE RELATIONS DIVISION

4 Cap. Const. Projects - CAPITOL COMMISSION
4 Bldg. Renew. Projects
+ Bldg. Renew. Copy

Information Technol
4 Agency IT Set-Up.
 IT Project Proposal

« IT Agency Summary

2. click HEIN

e  The system will enter EDIT mode.

Time-Saver TIP
Set default
options to avoid
repetitive
selections of
Agency and
Version.

Go to User
Options in the
upper right corner
of any screen.
Once your
selections are
made, press

Save

. If needed, click on beside the Agency name to expand the program list. Click the to the left of the check box for each

program number to expand the subprogram list.

Agency IT Setup @ »Edi
Budget Cycle: 2021-2023 Agency: 065 - ADMINISTRATIVE SERVICES
=8

Show Selected Only |

= DEPT OF ADMINISTRATIVE SERVICES
[1049 - DEPARTMENTAL ADMINISTRATION
[]101 - CHIEF INFORMATION OFFICER
[1169 - FEDERAL LIAISON
[J170 - INTGOVT DATA SERVICES
[]171 - MATERIEL DIVISION
[1172 - IMSERVICES DIVISION
[]173 - COMMUNICATIONS DIVISION
[]180 - TRANSPORTATION SERVICES BUREAU
[[1245 - PUBLIC SAFETY COMM. SYSTEM
[1509 - BUDGET DIVISION
[[1535 - RISK MANAGEMENT DIVISION

3. Mark each Program and/or Subprogram that is exclusively IT as needed.
. Checking or Unchecking a Program will do the same for all subprograms.

V7.0
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Agency IT Setup Instructions

4. To mark or unmark a specific Subprogram, click on the to expand and see all subprograms defined for selected
Program.

= [»][170 - INTGOVT DATA SERVICES
060 - WORKSTATIONS

061 - PRINTERS
062 - CONTROL PROCESSING UNITS
063 - DISK STORAGE

064 - TRAINING

065 - DMV PROJECT

066 - PC CONVERSION

067 - SITE PREPARATIONS

069 - CONNECTIVITY

090 - ADMINISTRATION

091 - PASSTHRU

093 - GIS

095 - GIS TRAINING

. Click on = to collapse the listing.
5. Click to commit changes to the database.
o  Click [_ShowsslectedOnly ] t show only Programs/Subprograms that have already been marked.

e Click to show all Programs/Subprograms.
6. Click View Mode to leave Edit Mode.

V7.0
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IT Project Proposal Instructions

Purpose

>

Allows an agency to identify an IT Project that requires review by the NITC. Project proposals
are submitted by entering the information into the Nebraska Budget Request and Reporting
System (NBRRS). For each IT Project Proposal created in the NBRRS, the submitting
agency must also complete an “IT Issue” in the system if a change in appropriation is
requested related to the project (see Issue Details instructions).

Notes about the IT Project Proposal:

Statutory Authority. The Nebraska Information Technology Commission (“NITC”) is required by

statute to “make recommendations on technology investments to the Governor and the
Legislature, including a prioritized list of projects, reviewed by the technical panel...” Neb. Rev.
Stat. §86-516(8). “Governmental entities, state agencies, and political subdivisions shall submit
all projects which use any combination of general funds, federal funds, or cash funds for
information technology purposes to the process established by sections 86-512 to 86-524. The

Start-Up TIP
If any of the drop-

down menus fails to
show expected

choices, you may
need to have your
Security settings
adjusted.

Contact your
NBRRS Agency

Administrator or the

State Budget
Division for
assistance.

commission may adopt policies that establish the format and minimum requirements for project submissions.” Neb.
Rev. Stat. 886-516(5). In order to perform this review, the NITC requires agencies/entities to complete this form

when requesting funding for technology projects.

Which technology budget requests require a Project Proposal Form? Information on the “Project Review Process” is

available at http://nitc.ne.gov/standards/1-202.pdf.

Questions. Contact the Office of the CIO/NITC at (402) 471-7984 or rick.becker@nebraska.gov

Getting Started
In the left-margin menu, under Information Technology, click “IT Project Proposal”.

. Budget Cycle defaults to the current cycle.

. Select Agency, Division (if applicable), and Version from the options that have been assigned to you (see

Time-Saver TIP).

Create a New IT Project Proposal

1. Select New from IT Project dropdown.

. rl'he system will enter NEW mode.

Home

Home

Show Menu

Reports]

IT Project Proposl €3

Budgel Cycle |2u21 023 ~]
IT Project E:L

=g Official Nebrpska Government Website

Welcome Alinnem
User Options | Logout

Administratipe Services State Budget Division

NEBRASK A BUDGET REQUEST AND REPORTING SYSTEM

Budget Division Budget Instructions Training Resources FAQ Budget Request Documents

Informgtion Technology - IT Project Proposal

Division; |15 - CIO | v Version IAI AGENCY REQUEST | v |

Agency. Iﬂ&b ADMINISTRATIVE SERVICES bt

NEW
Copyright © 2008 State of Nebraska

»View Only

V7.0
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Set default
options to avoid
repetitive
selections of
Agency and
Version.

Go to User
Options in the
upper right corner
of any screen.
Once your
selections are
made, press
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IT Project Proposal Instructions

2. Enter the Project Name and click on to commit the name to the database.
e AnIT Issue, with the same name as entered here, will be created.
e  Continue to enter additional information on the General Section tab.
e  Agency users will not be allowed to update the NITC Priority or the NITC Score.

IT Project Proposal & »Edit
Budget Cycle: 2021-2023 Agency: 065 - ADMINISTRATIVE SERVICES Division: 15 - CIO Version: A1 - AGENCY REQUEST
IT Project: Project Name: |

[ Swve ] Vowtiodo ] Rosa ] Rl

( * General SectlonY Financial Y Narrative -]

wGeneral Section

Contact Name ‘ | E-mail | Telephone | |
Address ‘
City ‘ | State INebraska v Zip | |

=B

. Click before continuing on to the Financial and Narrative tabs.

3. Click on the project’s Financial tab to enter costs by project category. Click the Edit button.
e  This section is worth 20 points.
e  Enter detailed information concerning the different components of the IT Project as well as the funding breakdown for
each column.
e  Amounts entered for Prior Exp is all expenditures related to the project prior to FY 2022-23.
e NOTE: This screen does NOT constitute an agency’s request for appropriation for this project. This is completed on the Issue
Details screen.

e  Click before continuing on to the Narrative tab.

wFinancial
IT Project Costs

Contractual Services Total Prior Exp FY21 AppriReappr FY22 Request FY23 Request E::;::s?dd
Design | $0| \ \ \ | | | | | | |
Programming | $0| \ | \ | | | | | | |
Project Management | $0| \ \ \ | | | | | | |
Data Conversion | $0| \ | \ | | | | | | |
Other | $0| \ ] \ | | | | | | |
Total | $0] \ $0) \ $0) | sq | 50| | $0)
‘Teleoommunimtions

Data | $0] \ \ \ | | | | | | |
Video | $0| \ | \ | | | | | | |
Voice | $0| \ \ \ | | | | | | |
Wireless | $0| \ | \ | | | | | | |
Total [ 30| | $0/ | 0/ [ 50/ [ 0| [ $0|
Training

Technical Staff | 50| \ \ \ | | | | | | |
End-user Staff | $0] \ \ \ | | | | | | |
Total [ 30| \ 0| \ 0] [ s0 [ 30| [ 30|
Other Project Costs

Personnnel Cost [ 30| \ \ \ | [ | [ | [ |

pplies & Material | 50| \ | \ | | | | | | |

Travel | $0| \ \ \ | | | | | | |
Other | $0| \ | \ | | | | | | |
Total [ 0| \ 0/ \ 0] [ so [ sa| [ 30|
Capital Expenditures

Hardware | $0| \ \ \ | | | | | | |
Software [ $0] \ | \ | [ | [ | [ |
Network [ $0] \ ] \ | [ | [ ] [ |
Other | $0| \ | \ | | | | | | |
Total [ 30| | $0 | 0/ [ 0/ [ 50| [ $0|
Total Request [ 30/ [ 0/ I 30| [ 30 [ 50| ‘ $D‘|
[Reoot ] Refesh ] |

V7.0

99



IT Project Proposal Instructions

4. Click on the project’s Narrative tab to enter narrative information about the IT Project. See the Narrative

Content section below for content guidelines on each tab.

e  The narrative tab currently selected appears in the inform

e Narrative tabs with two edit windows are limited to a minj
pre-defined based on the screen. Text in the limited egh
presented in the second, unlimited edit window. Th
standardized reports that will be generated from t
recommendations.

e  All narrative tabs will display Character Cou

character requirements for each edit wind
clicked.

ion bar.

um and maximum number of characters which is
windows should be viewed as a summary of what is
imited edit window is intended to be included in various
system, such as the Governor’s budget

to assist with the satisfaction of the minimum and maximum
. This value is updated when or

Formatting TIP
Avoid the use of
hard returns when
entering narrative
text. Using hard
returns prevents
normal text "wrap
and hinders
publication.

Save

are

e  The Executive Summary and Goals/Objectives, and Outcomes tabs contain two edit windows. The Project
Justification / Business Case, Technical Impact, Preliminary Plan for Implementation, Risk Assessment, and
Financial Analysis and BudgejAabs offer just one, unlimited window.

Narrative
* Executive Goals, Objectivgs, and Froject Justification / Business
Summary Cutcaemes A5 pts) Case (25 pts)
Risk Azsessment  Financial Angksis and Budget
(10 pts) 720 pts

Minimum Characters: 50

[¢h 2L Bl & B 7 U :iZ iZ|

Information for Publication (limited)

EXZ

alf

Technical Impact
(20 pts)

Maximum Characters: 700

Freliminary Plan for
Implementation (10 pts)

iE =i

. Use the edit window button bar for standard word processing features. If any of the buttons look unfamiliar, point your

mouse over the icon for a description of that feature. The

=l(i.e., Maximize the Editor Size) button simply toggles you

back and forth from full-screen editor mode to the normal screen.
. Copy & Paste text into the edit windows using either the Ctrl-C and Ctrl-V features (i.e., pressing the Control key & the V

key at the same time) or the

formatting, a standard font style and size will be applied upon clicking
e  Attach supporting files (e.g., project plans, picture files, etc.) by clicking the

& @ puttons on the left side of the edit window's button bar. To provide consistent

Save

_Brawse.. pytton to locate the desired file

and then clicking the _Attach | button. Attachments should not be referenced in the limited Information for Publication edit

window as the attachments will not be included with all reports.

5. Click to commit the data entered to the database.

6. Click to exit Edit Mode. While in View Mode you may switch to a different Issue to continue
entering your budget request or change to a different screen from the left-margin menu.

Edit an Existing IT Project Proposal

1. Selectthe IT Project Proposal you wish to edit from the drop-down menu. Click to begin editing the project.

. Select the G

eral Section, Financial, or Narrative tab as needed.

IT Project Proposal

Budget Cycle Agency: |065 - ADMINISTRATIVE SERVICES V]

IT Project: |Update Budget System | |

( * General SeﬂlnnY Financlal Y Nurrallvz]
wGeneral Section

»View Only

Divigion: [15-CID |[v| Version: |AlL - AGENCY REQUEST | v |

. Follow Steps 3-6 under Create a New IT Project Proposal above to continue editing the existing project.

V7.0
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IT Project Proposal Instructions

IT Project Proposal — Narrative Content

Executive Summary

i. Provide a one or two paragraph summary of the proposed project. This summary will be used in other externally
distributed documents and should therefore clearly and succinctly describe the project and the information technology
required.

Goals, Objectives, and Projected Outcomes (15 Points)

i. Describe the project, including specific goals and objectives, expected beneficiaries of the project, and expected
outcomes.
ii. Describe the measurement and assessment methods that will verify that the project outcomes have been achieved.
iii. Describe the project’s relationship to your agency comprehensive information technology plan.

Project Justification / Business Case (25 Points)

i Provide the project justification in terms of tangible benefits (i.e. economic return on investment) and/or intangible benefits
(e.g. additional services for customers).
ii. Describe other solutions that were evaluated, including their strengths and weaknesses, and why they were rejected.
Explain the implications of doing nothing and why this option is not acceptable.
iii. If the project is the result of a state or federal mandate, please specify the mandate being addressed.

Technical Impact (20 Points)

iv. Describe how the project enhances, changes or replaces present technology systems, or implements a new technology
system.
V. Describe the technical elements of the project, including hardware, software, and communications requirements.
Vi. Describe the strengths and weaknesses of the proposed solution.
Vii. Address the following issues with respect to the proposed technology:

1. Describe the reliability, security and scalability (future needs for growth or adaptation) of the technology.

2. Address conformity with applicable NITC technical standards and guidelines (available at
http://nitc.ne.gov/standards/) and generally accepted industry standards.

3. Address the compatibility with existing institutional and/or statewide infrastructure.

Preliminary Plan for Implementation (10 Points)

i Describe the preliminary plans for implementing the project.
ii. Identify project sponsor(s) and examine stakeholder acceptance.
iii. Describe the project team, including their roles, responsibilities, and experience.

iv. List the major milestones and/or deliverables and provide a timeline for completing each.
V. Describe the training and staff development requirements.
Vi. Describe the ongoing support requirements.

Risk Assessment (10 Points)

i. Describe possible barriers and risks related to the project and the relative importance of each.
ii. Identify strategies which have been developed to minimize risks.

Financial Analysis and Budget (20 points)
i. Provide additional explanatory information about the Financial information entered on the Financial tab.

V7.0
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IT Agency Summary Instructions

Purpose
>» Automatically calculates and displays the amount of IT expenditures identified by the agency in the
system during the preparation of the budget request. IT expenditures are defined as:
1. Specific Job Codes and Objects Codes identified by the Office of the Chief Information Officer
as being IT related.

2. Specific Programs / Subprograms identified by the agency on the Agency IT Set-up screen as
being exclusively IT related expenses.
3. All job codes and object codes included in any IT Issues entered by the Agency.

The agency can then enter additional expenditures that do not meet the above criteria at a Major
Account level. Finally, agencies should enter a breakdown of what fund types are utilized to fund the
agency’s IT related activities.

Getting Started

In the left-margin menu, under Information Technology, click “IT Agency Summary”.

Budget Cycle defaults to the current cycle.

Select Agency and Version from the options that have been assigned to you (see Time-Saver Tip)

There are two tabs, Request and Narrative.

The Request tab has four sections on the screen:

1. Designated Exclusive IT

2. System Identified IT Expenditures

3. Agency ldentified IT Expenditures

4. IT Related Funding.

. Each section can be expended or collapsed by clicking on the blue or white triangle next to the section
header.

Request Tab

Time-Saver TIP
Set default
options to avoid
repetitive
selections of
Agency and
Version.

Go to User
Options in the
upper right corner
of any screen.
Once your
selections are
made, press

Start-Up TIP

If any of the drop-
down menus fail to
show expected
choices, you may
need to have your
Security settings
adjusted.

Contact your
NBRRS Agency
Administrator or
the State Budget
Division for
assistance.

IT Agency Summary & »View Only
Budget Cycle lm Gency: |065 - ADMINISTRATIVE SERVICES [v] Version. [A1 - AGENCY REQUEST| v
tem Identified IT Expenditures
Object Codet Description Reappr. Cur Appr. FY22 Request FY23 Request
533470 PERSONAL COMPUTING EQUIPMENT | o| [ 152,464/ [ 152 464 [ 152,464/
Total [ 50/ [ $152.464| [ 5152 464| [ $152.464|
wAgency Identified IT Expenditures
Description Reappr. Cur Appr. FY22 Request FY23 Request
SALARIES \ ] [ ] [ J [ |
BENEFITS \ | [ | [ | [ |
OPERATING EXPENSES [ J [ J [ J [ |
TRAVEL EXPENSES [ | [ | [ | [ |
CAPITAL OUTLAY [ | [ ] [ J [ |
GOVERNMENT AID [ ] [ | [ | [ |
Total [ 50| | 30/ | 50/ | 30/
+IT Related Funding
Reappr. Cur Appr. FY22 Request FY23 Request
General Fund [ ] [ ] [ ] [ ]
Cash Fund [ ] [ ] [ ] [ ]
Federal Fund [ ] [ ] [ ] [ ]
Revolving Fund [ | [ | [ | [ ]
Other Fund I ] [ ] [ ] [ ]
Total [ s0] [ 30/ [ s0| [ 50
PSL Request I 50| [ 50| | 50 [ 0|
V7.0
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IT Agency Summary Instructions

Designated Exclusive IT

This section lists the Program and Subprograms designated by the agency has being exclusively IT.
e These are set on the “Agency IT Set-Up” screen.

e  The designation must be defined for each budget cycle. Designations from a prior budget cycle cannot be copied
forward.

System Identified IT Expenditures

This section lists all IT expenditures determined by the system based on the Agency IT Setup screen and pre-defined IT-
related job codes and object codes. The total in this section will be added to the Agency Identified IT Expenditures
section to determine the amount of IT Related Funding needing to be identified by the agency.

Agency Identified IT Expenditures

This section is used to enter additional IT expenditures that were not included in the System Identified IT Expenditures
section. The additional IT expenditures are entered at a Major Account level. The total in this section will be added to the
System Identified IT Expenditures section to determine the amount of IT Related Funding that is to be identified by the
agency.

1. Click to begin entering agency identified IT related expenditures at the Major Account level for each column, if
necessary, along with the estimated funding amounts by fund type.

Edit

* Request Narrative
> Designate Exclusive IT
[> System Identified IT Expenditures
wAgency Identified IT Expenditures

Description Reappr. Cur Appr. FY22 Request FY23 Request
SALARIES

[

BENEFITS [
OPERATING EXPENSES [
TRAVEL EXPENSES [
[

[

[

CAPITAL OUTLAY
GOVERNMENT AID
Total

50 $0 50

2. Click to commit the data entered to the database.
IT Related Funding
This section is used to enter the fund types for IT related expenditures. The total expenditures identified in the System

Identified IT Expenditures and Agency Identified IT Expenditures sections are included.

1. Click to begin entering funding amounts by fund for each column.

+IT Related Funding
Reappr. Cur Appr. FY22 Request F¥23 Request

General Fund
Cash Fund

Federal Fund

Other Fund |
5]

30|

|
s

50/

|
s0]

30|

Total
PSL Request

[ [ [
I I I
[ [ [
Revolving Fund | | |
I I I
I I I
[ [ [

Variance

Reappr. Curr Appr. FY22 Request F¥23 Request
Total Expenditures [ 50| [ $152.464 [ 5152 464 [ 3152 464
jtabluing I s0| I 50| I 50| I s0|

varance

2. Any variance in funding relative to the amount of expenditures will be shown in red. These should be corrected before the
budget request is submitted.

3. Click to commit the data entered to the database. Click View Mode to leave Edit Mode before continuing on to the
Narrative tab.
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Narrative Tab

In prior budget submissions the Narrative tab was used to attach the Agency IT Plan. The Office of the Chief Information Office
has a web based portal for agencies to use to complete this requirement. It is found at https://cioapps.nebraska.gov/ITPlan.
Therefore, there is no Narrative or attachment required to be included in the budget submission.

V7.0
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Purpose

Agency Administrator Instructions

» These instructions provide users with the Agency Administrator role with the step-by-step directions on how to perform the

unique tasks available to an Agency Administrator.
» Under the Administration section on the left margin menu, the Agency Administrator will see the following:

Administration
4 Support Tables

4 Security

4+ Workforce Actions
4 User Options

4 Balance Checking

4 Umbrella Programs

Support Tables

Support Tables allow the user to view information and to update certain fields. See Tab Descriptions below.

Manage Support Tables - Agencies &)
Budget Cycle |2021'2023 L]

( * Agencies TMa]or Aocounr:.T Object Codes T Jab Codes T Funds T Grants T Marratives ‘I( Proj Codes T Proj Types ]

Show Actives Only I

Description Codet Short Desc. Who Last Updated When Last Updated Active
LEGISLATIVE COUNCIL 003 LEGISLATURE GBush Apr7, 2020 /
SUFREME COURT 005 SUPREME COURT GBush Apr7, 2020 /
GOVERNOR 007 GOVERMNOR GBush Apr7, 2020 /
LIEUTENANT GOVERNOR 008 LT. GOVERNOR GBush Apr7, 2020 /
SECRETARY OF STATE 009 SECRETARY OF STATE  GBush Apr7, 2020 /

NOTE: Only Agencies that have been assigned to the user will appear. This may very likely be a single agency.

V7.0

Tab Descriptions

vV V¥V YVYVYVY VY

Agencies: Shows all agencies that the Agency Administrator has security to manage. Additional tabs will appear
once an agency has been selected.

Major Accounts: Shows a listing of the Major Account filters established in the system. This is an informational
tab only.

Object Codes: A listing of all Object Codes available in the system. This is an informational tab only.

Job Codes: A listing of all Job Codes available in the system. This is an informational tab only.

Funds: A listing of all Funds available in the system. This is an information tab only.

Grants: A listing of all Federal Grants (CFDA#) available in the system. Grants are listed in CFDA# order. This is
an informational tab only.

Proj Codes: A listing of all Project Codes available for Building Renewal projects. These codes are required on
Building Renewal projects and are defined by the State Building Division. This is an informational tab only.

Proj Types: A listing of Project Types available for Building Renewal projects. These types are required on Building
Renewal projects and are defined by the State Building Division. This is an informational tab only.
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Agencies

After clicking on a specific agency to manage, this screen will be displayed. There are three distinct sections: a row of new
tabs, the Agency section, and the Users section.

New Tabs

|f versions | Programs ) Divisions § Projects )  Assets  §  Funds )} Grants Y Object Codes \1|
» Versions: Shows Versions. Allows the Agency Administrator (AA) to Submit, Edit, Lock, Create, Copy and Merge
Versions.
Programs: Shows all Programs and Subprograms in the selected Agency. Allows the User to change the
description of a subprogram.

» Divisions: Shows all Divisions and what Programs are assigned to each Division. Tab is informational only.
» Projects: Shows all Building Renewal Project titles. Allows the Agency Administrator to change information of an
Agency created Project.
>» Assets: Shows all buildings and land assigned to an Agency. Tab is informational only.
» Funds: Shows all Funds assigned to Agency that will need to have a Funds Analysis completed by the Agency.
e See higher level funds support table for parent fund relationships.
» Grants: Shows all Federal Grants assigned to the Agency that will need to have a Funds Analysis completed by
the Agency.
» Object Codes: Shows Agency Object Codes as extracted from historical expenditure activity. Allows the Agency
Administrator to change the description for a specific Program/Object Code combination.
Manage Support Tables - Agencies §)
Budget Cycle |2021-2023 Lv]
r ® Agencies T Major AccounlsT Object Codes T Job Codes T Funds T Grants T Narratives 1( Proj Codes T Proj Types }
{ versions Y Programs Y Divisions f Projects Y Assets Y  Funds Grants Y Object Codes \1
Agency »View Only Users (60)
abranni jglenn prunge
Description: DEPT OF ADMINISTRATIVE SERVICES o ifilber001 T
Short ADMINISTRATIVE SERVICES alinnem jheacoc pdonsch
Description:
amartin010 jwilcox001 phovis
Nﬁ?:tr)]:? i bpape jheyen rbecker
) cstrate iperez rpracht
Active: |,
charre kbillin mipley
Functional Public Finance cnichal002 khall rcarso
Area:
. . coglesh ktenopi ssostad
Budget Meil Sullivan .
Analyst: dregner kherr sdanigo
LFO Scott Danigole/Phil Hovis/Kathy Tenopir EET I ELHEET
Analyst: dhanson001 Inansel sdendy
Pro Adviser: Trinity Chappelear etoner Imartin003 thonnor
Tozgar Jeson e ghruska mtonjes001 thergaqu
Name: fzarate mhunt thlieme
Director Director gbush milovelalo1 tcao
Title: goligmu mimoerer tmattox
Agency Code johmber mwemhof vhkress
Type:
jscofie nsulliv vpateH001
jsalisb npische wwood

e Agency section has general information about the agency. This information will be used in reports for identification

purposes. Changes to this section can be made by the State Budget Division only.
e Users section shows all users that have been granted access to the agency.
e By pointing the mouse over a user ID, the user’s full name can be seen.

e Clicking on the ID takes the Agency Administrator to the Security screen for that user.

V7.0
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Agency - Versions

This tab contains information about the version(s) setup for the agency. New Versions can be created; data can be copied or

merged to a different version. Also a Version can be locked or unlocked.
Specific Version

e Click on a specific Version in the Description (Select Version) column. The Version section as shown below will be

displayed.
Manage Support Tables - Ageyicy Versions &
Budget Cycle | 2021-2023
( * Agencies TMa]or Accounts, Object Codes T Job Codes Y Funds Y Grants Marratives 1( Proj Codes T Proj Types ]
(0 versions Y Programs Divisions Y Projects Y  Assets Y Funds Y/ Grants Y Object Codes \
Agency
Degeription: DEPT OF ADMINISTRATIVE SERVICES
Code: 065
Versions Create Version Copy Versions Merge Versions
Lock Balance Version sViiew Only
Description (SflectVersion)  starys  {pecking Submitted? Description: AGENCY REQUEST
» A1- AGENCY REQUEST |’ Unlockea FaIIRD No Type: A
Number: 1
Active: | .
Lock
Budget Request [OBR][CCER]
Documents:

Copy BF Ledger Data

Status Message Created by Start Time

Users (41)

abranni ffilber001 pdonsch

i.  Click Editl to change the description of the Version or change the active status.
e Ifthe Version has transactions, it may not be made inactive.

ii. Note the Lock Status, Balance Checking Status, and if the version has been Submitted. The Version’s
Balance Checking Status must indicate “Passed” before the Version can be submitted as the agency’s final

request.

iii.  Click tesk] or Lunteek |1 change the Lock status of the Version.
e NOTE: A Version that has been submitted may only be unlocked by the State Budget Division.
iv.  Click on [OBR] or [CCBR] to see the final budget request documents.

e These links will only work once the final budget request document has been prepared by the system.

v. All users that have been granted access to the Version will be shown.
e By pointing the mouse over a user ID, the user’s full name can be seen.
e Clicking on the ID takes the Agency Administrator to the Security screen for that user.
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Create Version
Allows creation of a new Version. When a Version is created, the User who created the Version will automatically have
the new Version assigned to them.
>» NOTE: A Version MUST be created before the Copy and Merge Version functionality will work.
> In order for other Users to utilize the Version, they must be given access to the version by the Agency
Administrator under Security.

e Clicking on __create version | wjill cause a new section to appear on the screen.

Wersion wllew

+* Description:

#*Type: | --Select s
* Humber: --Select [w
Active: []

Save | Cancel

i. Description: Enter a short Description for the new Version.
ii. Type: Select ‘A’. This represents an agency request distinct from version numbers assigned for
Budget Division use.
iii. Number: Select a number for the Version. Up to 9 Versions may be created.
iv. Active: Check the box to make the Version available to be selected on system screens.

e Click Save to commit the new Version to the database.

Copy Version
Data copied will overwrite existing data on the destination Version. This will cause data loss. Use Merge functionality
to preserve data on the destination Version.

e Clicking on | cepyversions | il cause a new section to appear on the screen.

Mersions Create Version | Copy Versions | Merge Versions

Copy from source [ A1 - AGENCY REQUEST

Version:
Copy to destination --Select ~
Version: ZTEgjEcf
AZ - AGENCY REQUEST - KT
A3 - TEST

A5 - REQUEST VERSION £5

i. Copy from source Version: Select the source Version.
ii. Copy to destination Version: Select destination Version.
e Only Versions currently assigned will appear.
e Locked Version will not appear on the list.
e  After selecting the destination Version, there will be two options: Copy the entire Version and Copy Selectively.

Copy from source | A1 - AGENCY REQUEST v
ersion:

Copy to destination | A5 - REQUEST VERSICN 25 |+
Version:

® Copy the entire version
) Copy Selectively

Copy Entire Version

e Selecting Copy the entire Version and clicking on Copy Entire Version | || copy the entire Version to the
destination Version.
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e Selecting Copy Selectively will cause a new section to appear on the screen.

|( - MlscellaneousT Issues T Budget Mod w

Narratives

[ Agency Marrative
[ Division Marrative
[ Program Marrative

Operating Budget Request

[ Permanent Salaries Base
[] Base Appropriation

[ Funds Analysis
Capital Construction and Building Renewal

[] Capital Construction Reaffirmations
[] Building Renewal Request

[] capital Construction Project Request

( Miscellaneous T L} IssuesT Budget Mod 1
Select Issue(s)
[JAgency Issue
[ Analyst Identified
[ Business Manager reclassification
IFI Depreciation Surcharge
[ Testfor Jobcode deletion
[] Testlssue
[ TestIssue
i issue
(1 Groowy
IFI Uparade Accounting System
[ Enterprise Issue
(] Health Insurance Premium Increases

( Miscellaneous T Issues T * Budget Mod}
Select Budget Modification(s)

[ continue Budget Operations

[l Establish outreach program

CTest-KT

O Test Aid 1

[test Ops and aid

[ Testing ops

Miscellaneous tab

i. Click the individual check boxes to select the elements to be copied.

Issues tab — selections are allowed for:
i. All Issues of a specific type to be copied by checking the Issue Type name.
ii. A specific Issue to be copied by checking that Issue Name.

iii. Selection of multiple Issues to copy.

Budget Mod tab — selections are allowed for:
i. Select any specific Modification to be copied by checking that Modification Name.

ii. Under each tab, check the information to be copied to the destination Version.
iii. Selection of multiple Modifications to copy.

e Clicking on ooy | will copy the selected item(s) to the destination Version.

V7.0
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Merge Version

Merging a Version will not overwrite existing data on the destination Version. Data will be added to the destination
Version.

e Clicking on __Merge versions | wjill cause a new section to appear on the screen.

Versions Create Version | Copy Versions Merge Versions

Merge from source Al - AGENCY REQUEST [»

Version:
Merge in destination --Select v
Version:  [TUEEEE

AZ - AGENCY REQUEST

i. Merge from source Version: Select the source Version.
ii. Merge to destination Version: Select the destination Version. Locked Versions will not appear on the
list.

After selecting the destination Version, the following tabs will be shown on the screen.

( L IssuesT Budget Mod Y CC Reaffirmations YCC Building Renewals Y CC Project Requests -\

Issues: Lists all Issues, by Issue type.

Budget Mod: Lists all Budget Modifications

CC Reaffirmations: Lists all Reaffirmation Projects.

CC Building Renewals: Lists all Building Renewal Projects.
CC Project Requests: Lists all Capital Construction Projects.

YVVYVYVY

e After selecting the desired tab, select one or more items in the list.
e Click on M=re= | This will Merge the selected item(s) to the destination Version.
e NOTE: All checked items on all tabs will be merged when the _Merge | putton is clicked.
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Agency - Programs

This tab contains information about the Program(s) set up for the agency. A user can review the information for the Program and

what Subprogram(s) are assigned to each Program. Additionally, the Agency Administrator may change the description of a
Subprogram.

Specific Program
Clicking on a specific Program will cause a new section to appear on the screen.

Program Users(11)

Description: ACCOUNTING DIVISION dreznic lthotti-001 vsindel

Program: 5G7 ekutsch Iheaton Vllajeru
Active: [ ghush mhussai-001 wscheid
jwilcox001 steegal-001
< Back

Sub-Programs
Description {Select Sub-Program)
000 - REVOLYING REVEMUE
001 - MAS
002 - ACCOUNTIMNG
010 - SYSTEMS DEVELOPMENT
014 - SUBPROGRAM 14

e Alist of users currently assigned to the Program is shown.

e Alist of Subprograms is provided.

e Clicking on _= 8ack | will return the user to the Program selection screen.

Specific Subprogram

Clicking on a specific Subprogram will cause a new section to appear on the screen.
Sub-Programs

Description (Select Sub-Program) Sub Program #View Only
000 - REVOLVING REVEMUE

Description: SUBFPROGRAM 14

001 - MAS

002 - ACCOUNTING Sub Program: 014
010 - SYSTEMS DEVELOPMENT Active: |,
» 074 - SUBPROGRAM 14 Edit

e Clicking on Edie] will allow the user to update Subprogram description.
e  Only the Description may be changed.

e Clicking on _Update | il save any changes and return user to View Only mode.

Sub Program =»Edit
*=required
* Description: | SUBPROGRAM 14

* 5ub
Program:

Active:

Update
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Agency - Divisions

This tab contains information about the Division(s) set up for the agency. A user can review the information for the Division and
what Program(s) are assigned to that Division.

Divisions

Description { Select Division)

01-DAS DIRECTOR

02 - ACCOUNTING DIVISION

03 - BUDGET DIVISICHN

04 - BUILDING DIVISIGH

08 - MATERIEL DIVISION

08 - PERSCOMMEL DIVISION

09 - EMPLOYEE RELATIONS DIVISIOH

10 - TRANSPORTATICN SERVICES BUREAL
11 - RISK MANAGEMEMT DIVISIGHN

12 - BUILDIMNG REMEWAL DIVISION

13- OFFICE OF STATE CAPITOL COMMISSION
15 - DIVISION OF THE CHIEF INFORMATION
OFFICER

Specific Division
Clicking on a specific Division will cause a new section to appear on the screen.

[Division
Description: BUDGET DIVISION

Short BUD
Description;

Division: 6503
Label: 03

Active: E

Assigned Programs:

30% - BUDGET DIVISICN

671 - OBSCOLETE FROGRAM

672 - PRIMARY CLASS DEV PROIJECT

673 - METROPCLITAN CLASS DEV FROIECT
BUDGET FACILITIES CONTROL

(Y]

[

]
]

¢ No information can be changed on this screen. If any changes need to be made to the Assigned Programs,
contact your assigned State Budget Division Budget Analyst.
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Agency - Projects

This tab contains information about the Building Renewal Projects set up for the agency. There are a number of predefined
Projects identified by the 309 Task Force. Additionally, an agency can create Projects that are usable for the Agency.

Specific Project

Title Created By Admin
ADA ENTRY UPGRADE i
ADA MODIFICATIONS i
ADA RESTROOM UPGRADE i
DOORSHARDWARE UPGRADE |4
ELECTRICAL UPGRADE i
ELEVATOR LIPGRADEADA i
EMERGEMCY GENERATOR i
FASCIAISOFFIT REPAIR/IREPLACE |4
FIRE ALARM UPGRADE i
FOUNDATION REPAIRMUIPGRADE |4
HVAC STUDY i
MASOMNRY REPAIRS i
ROOF DRAINAGE LUPGRADE i
ROOF REPAIR/REPLACE i
STRUCTURAL STUDY i
STRUCTURAL UPGRADE i
WITCHGEAR REFAIR/REPLACE |4
TUNMNEL REFPAIR/REPLACE i
WINDOW REPAIR/IREFLACE i

Clicking on a specific Project will cause a new section to appear on the screen.
e Ifa Project has been Created By Admin, no changes will be allowed and the Edit] putton will not appear.
Project s\Wiew Only

Title: WINDOW REPLACEMENT PROJECT
Project Code: T3C-EMERGY COMSERVATION

Created By
Admin:

Active: [

(Edit]
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Agency Created Project

e For a Project created by the Agency on the Building Renewal Projects screen, the Agency Administrator may
update Title and Project Code fields.

e If there is no transactional data associated with the Project, user may also change the Active flag.
e Clicking on ZEdie] will allow the user to update.

ProjectThis lookup code is being referred in transaction and/or historical data,

. . »Edit
therefore cannot be made in-active!l!

* = required
*Title: wINDOW REPLACEMENT PROJECT
*Project Code: | T3C - ENERGY CONSERVATION v

Created By
Admin:

Active;

Update Cancel

e  Clicking on _Uedate | il save any changes and return user to View Only mode.
e Clicking on _Cancel | will not save any changes and return user to View Only mode.
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Agency - Assets
This tab allows the user to search for an Asset assigned to the Agency.

V7.0

» An Asset is a Building or Land in the state inventory from the state accounting system at the start of the budget cycle.

> Assetis used in the Building Renewal Project and Capital Construction Project Request screens.

Search Assets (065 - DEPARTMENT OF ADMINSTRATIVE SERVICES)
Tag# Asset Description: Site:

Site Description: Location1 #:

Search || Reset

LocationZ &

Location3 #:

e User may enter criteria to search in any of the available fields such as Tag#, Asset Description, Site, etc.
o Click 322" | {0 find the Asset you wish to identify from the search results

Search Assets (Agency : 065 - DEPT OF ADM SERVICES )

Tag # Asset Description: garage Site:
Site Description: Location # Location2 #
Location3 # Search M %

Select  Tag Number Description Site  Site Description Loc1 Loc2 Loc3
Select  65B0011700B EAST PARKING GARAGE 1501 "M STREET
Select 658000041 EAST PARKING GARAGE (65) LINCOLN 000068509
Select 65800117038 EAST PARKING GARAGE ADDITION 1501 "M STREET
Select 65801751008 EXECUTIVE BLDG. PARKING GARAGE 13TH & 'K STREETS
Select 65800118008 SOUTH PARKING GARAGE 1401°L" STREET
Select  65B00003L SOUTH PARKING GARAGE (65) LINCOLN 000068509

Specific Asset
Clicking on a specific Asset (Tag Number) will cause a new section to appear on the screen.

¢ Noinformation may be changed. If a change is needed, contact your Administrative Services State Budget Division

analyst.
e Clicking on _=8ack | will return the user to the previous screen.

Search Assets (065 - DEPARTIMENT OF ADIMINSTRATIVE SERVICES)

Asset
Description: REHABILITATION UNIT #10 (HRC)
Tag number: 25001518008
Location-1: 4200 W. 2ND STREET
Location-2:
Location-3: HasTINGS 62901
Site: 557738

Site Description: sc _pglpo Dy STATE

Active: |,

=< Back
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Agency - Funds

This informational screen contains details about what funds are identified in the system. Only funds that are identified as a parent

Agency Administrator Instructions

fund in the higher level Funds support table will need to have a Funds Analysis completed. A parent fund is a fund that is not

designated as a child fund for any other fund. A parent fund may or may not have child funds assigned to it. All data from child

funds will be rolled up to the parent fund on the Funds Analysis screen.

If an agency believes that a Funds Analysis is not required for a particular identified fund, please contact the State Budget Division.

Also, contact the State Budget Division to add a fund that is not listed.

Fund Type:

Agency Funds

1 - General Fund
2 - Cash Fund

4 - Federal Fund

5 - Revolving Fund
& - Other Fund

38 - MCCF

i-=ALL

Agency Funds

Select the fund type to display from the dropdown and click [se-]
e Select --All to show all funds.

e Once selected, the screen will display the funds.

Agency Funds
Fund Type: | --ALL

W | 5o =

Show: | 30 per page (v

[0« 123 [ )R] ]

66 Agency Funds found, displaving 11to 30. Page 1/3

Description Code~
CAPITOL RESTORATION 26500
CAPITOL RESTORATION 26501
CAPITOL RESTORATION 26502
CAPITOL RESTORATION 26503
BLOG REMEWAL 309 TF 26520
TELECOM CASH FD 26530
RESOURCE RECYCLING 26540
VACANT BUILDING 26560

NEBRASKA STATE FAIR STUDY26565

Who Last Updated
GBush

GBush
GBush
GBush
GBush
GBush
GBush
GBush
GBush

VWhen Last Updated
Iar 11, 2008

lMar 11, 2008
Mar 11, 2008
Mar 11, 2008
lMar 11, 2008
Mar 11, 2008
Mar 11, 2008
lMar 11, 2008
Mar 11, 2008

e User may change how many lines are displayed by select 30, 60 or 90 per page.
e User may sort by Description or by Code in either ascending or descending order.

V7.0
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Agency - Grants

This tab contains information on Fund 40000 - Federal Letter of Credit grants managed by the agency that will require the Funds
Analysis expenditure information and narrative screens to be completed. This screen is informational only and no changes can be
made by the Agency Administrator. Contact the assigned State Budget Division budget analyst if changes need to be made.

Agency Grants

Show; | 30 per page |%

[<[«][«] 123 > [[or]p1]

G5 Agency Grants found, displaying 1to 30. Page 1/ 3

Description Coder Who Last Updated VWhen Last Updated Active
SCHOOL BREAKFAST 10.553 =Bush Mar 11, 2008 A
PROGRAM

MATIOMAL SCHOOL 10.555 zBush Mar 11, 2008 i
LUMCH PROGRAM

SFPECIAL MILK PROGRAM 10,556 GBush Mar 11, 2008 i
FOR CHILD

CHILD AMD ADULT CARE 10.558 GBush Mar 11, 2008 i
FOOD PROG

e User may change how many lines are displayed by select 30, 60 or 90 per page.
e User may sort by Description or by Code in either ascending or descending order.
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Agency - Object Codes

This tab contains information about the unique program-level object codes that an agency has set up in the state accounting
system (typically ending in something other than “00” but there are instances of universal object codes ending in “01” through “99”
as well). These codes are known in the NBRRS as Agency Object Codes. Once set up by the State Budget Division, the agency
may change the description of an Agency Object Code.

Agency Object Code
After selecting the Object Codes tab, the user will be asked to select the Major Account and Program to display.

Agency Object Codes
Major Account; | --Select | Program: |--Select w GO =

Ho agency object accounts to display.

e User may select ALL for both.
e To narrow the search, be more specific on the Major Account and/or Program.

e  After making the search selection, Click [Se-1

Agency Object Codes

Major Account: | ALL | Program: |-ALL v GO >

Show: i v

[Iea[<] 123 Do oe] o]

89 Agency Object Codes found, displaying 1to 30 Page 1/3

Description ggﬁﬁft Program® Who Last Updated VWhen Last Updated Active
COM EXPENSE - VIDED 521291 101 - CHIEF INFORMATION OFFICER LHeaton May 8 2008 i
INDIRECT COST ALLOCATIONS 559165 170 - INTGOWT DATA SERVICES dreznic Apr 3, 2008 4
INDIRECT QPERATIMNG EXP 550198 170 - INTGOVT DATA SERVICES dreznic Apr 3, 2008 i
POSTAGE-AUCTIONS 521101 171- MATERIEL DIVISION dreznic Apr 3, 2008 4
PUB & PRINT EXP AUCTIONS 521501 171 - MATERIEL DIVISION dreznic Apr 3, 2008 i
UTILITY-FUEL 523101 171- MATERIEL DIVISION dreznic Apr 3, 2008 4
UTILITY-ELECTRIC 523102 171 - MATERIEL DIVISION dreznic Apr 3, 2008 i
EQUIPMENT PARTTS 527803 171- MATERIEL DIVISION dreznic Apr 3, 2008 4
RESALE PAPER SUPPLIEZ 5234903 171 - MATERIEL DIVISION dreznic Apr 3, 2008 i
OUTSIDE SERVICES 547904 171- MATERIEL DIVISION dreznic Apr 3, 2008 4
PRESORT COSTS 552101 171 - MATERIEL DIVISION dreznic Apr 3, 2008 i
INTERMAL SALES 471199 172 - IMSERVICES DIVISION dreznic Apr 3, 2008 4

e To change the Description for a specific Code and Program, click on the description.
e Anew screen will appear:

gency Object Code
Description; UTILITY-FLUEL
Program: 171 - MATERIEL DIVISION
Object Code: 523101

Active: |,

@ < Back
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o Click k],
e An Agency Administrator may make changes as needed to the Description field only, but any change should

continue to reflect a relationship to the description of the standard object code sharing the same first four numbers
Agency Object Code

Description: UTILITY-FLEL
Program: 171-MATERIEL DIVISION
Object Code: 523101

Active: |,

w < Back

(i.e. “523100” in the example above).
e Clicking on _Update | il save any changes and return user to View Only mode.
e Clicking on _cancel | will not save any changes and return user to View Only mode.

Agency Object CodeThis lookup code is being referred in transaction and/or historical data, therefore cannot be made in-active!!  »Edit]
* = required

* Description: | TILITY-FUEL

# Program: 171 - MATERIEL DIVISION
# Object Code:

Active:

Update | Cancel |

e Clicking on _=8ack | will return the user to the previous screen.
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Security

Security allows an Agency Administrator to assign other users to Agencies, Programs and Versions.
NOTE: Only Agencies, Programs and Versions currently assigned to the Agency Administrator can be assigned to
other users.

Security

Budget Cycle | 2021-2023 ]

User Id:| || > Go| Search User

Searching for a User

If the User ID is not known, the Agency Administrator may perform a search.
e Click on|2&arch Userlto open a new window.
» This database is maintained by the Office of the CIO. Any request for changes should be addressed to the
OcCIO.

Access Restriction by Granular User Services Welcome GARY BUSH

Agency Applications m

Search Users

Search Users By UserID AND/OR Name:

User Id: | |

Last Hame: | |

First Hame: | |

| Search | |Reset|

Search Users By Application:
|Se|ect [v]| Search |

e  Enter search criteria.
e Note: Partial names will expand the search results.
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Agency Administrator Instructions

e Click on to search and display the results

# User ID Last Name First Name Phone Number Email Agency Name Company Name
1 ABush BUSH ALRON LIMKMNOWM

2 ABush003 BUSH AARON College System, MNebraska State

3 BBushaw BUSHAW BART 402 595-3012 bart.bushaw@nebraska.gov Labor, Department of

4 DBush BUSH DAVID LIMKMNOWM

S GBush BUSH GARY 402 471-4161 gary.bush@nebraska.gov  Budget Division

6 JBush BUSH JAMES 402 223-6845 james.bush@dhhs.ne.gov  Health and Human Services

7 KBush BUSH KELLY College System, Mebraska State

8 LBush BUSH LYINN 402 479-5421  lynn.bush@dhhs.ne.gov Health and Human Services

9 MBushue BUSHUEV  MAXIM College System, Mebraska State

e Note User ID and close the window.
e  Proceed with Working with a User ID.

Working with a User ID

Entering a known User ID allows the Agency Administrator to assign other users to Agencies, Programs and Versions.
e Select Budget Cycle: The default will be the current budget cycle.

e Enter User ID.

e Clicking will update the screen with additional information.

Security

Budget Cycle |2021'2023 Lv]

User Ig: [alinnem I[ = o] search user Remove All User Security
User

Userld: alinnem
Full Name: ANN LINNEMAMN
Email Id: Ann.Linneman@nebraska.gov
Phone Number : 402-471-4120
User Roles: Agency Administrator, Security Manager, Reports:CAT User
Active: |,

User Type: IB—Budget Office User ﬂ

Save
Assign Operations
Assign Agencies Assign Versions | Assign Programs Cancel
[Assign Agencies to User
Available Agencies: Assigned Agencies:
003 - LEGISLATIVE COUNCIL ~
005 - SUPREME COURT
007 - GOWVERNOR
Add > 008 - LIEUTENANT GOVERNOR
005 - SECRETARY OF STATE
R
| <Remove | 010 - AUDITOR OF PUBLIC ACCOUNTS

Add All == 011 - ATTORNEY GENERAL

012 - STATE TREASURER
<< Remove All 013 - DEPT OF EDUCATION

014 - PUBLIC SERVICE COMMISSION

015 - BOARD OF PAROLE

016 - DEPT OF REVENUE

018 - DEPT OF AGRICULTURE v

019 - DEPT OF BANKING

e Various information is listed that includes User ID, Full Name, Email, Phone Number, User Roles assigned, if the
user is currently active, and the User Type.
e The User Type must be set by the Budget Division before any assignments can be made.
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Assigning Access to the Agency to a User ID

V7.0

Screen layout is similar for all 3 areas: Agencies, Versions, and Programs.

A box on the left will list Available Options that the Agency Administrator has assigned.
A box on the right will list Assigned Options to the user ID.

An agency must first be assigned before a Version and/or Program can be assigned.

The following buttons have the following actions on all screens:

Add = | Add selected item on left box to User ID.
< Remove | Remove selected item on the right box from the User ID.
Add All == | Add all options on the left box to the User ID.
== Remawve All | Remove all items on the right box from the User ID.

Click
Click
Click

A i A 1 H
Assign Agencies | to assign an Agency to a User ID.

il i LT/ i . .
Assign Versions _ | to assign a Version to a User ID.

Assign Programs | to assign a Program to a User ID.

Caution:

If an Agency Administrator removes access on themselves, only another Agency Administrator with
access to that agency or the State Budget Division can assign the access back.
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Agency Administrator Instructions

User Options

User Options allows any User to set a default Agency, Division (if used), and / or Version.

e Select Agency from a list of Agencies assigned.
e Select Division, if applicable.
e  Select Version from list of Versions assigned.

User Options &
Budget Cycle : 2021-2023

Agency : |065 - DEPFT OF ADMIMISTRATIVE SERVICES ﬂ
Division : I——Select v
Version : I-—Selectﬂ

o click IEE.

Balance Checking

Allows user to initiate the Balance Checking routines to verify the data entered for a specific Version. These routines will check
to ensure that a version is complete before it is submitted. Before an Agency can submit their budget request, it must

pass Balance Checking.
e  Select Agency and Version as needed.

Balance Checking Status &)

Budget Cycle: |2021-2023 v Agency: |065 - ADMINISTRATIVE SERVICES V]

Please select one or mare of the following to perform balance checking.

Operating Budget Request
Base Appropriation
Issue Details

Narratives
Agency Marrative

Program Marrative

Division Narrative Cap. Const. Projecis

Perform Balance Checking

Budget Modifications
Funds Analysis

Check All {Required for final submission)
Capital Construgtion/Building Renewal

Building Renewsl Projects

=\View Only

Version: |ALl - AGENCY REQUEST v |

Information Technology
IT Project Proposal

IT Agency Summary

e  Select specific areas of the budget reqﬁest.

. To have all areas checked, select I Check All (Required for final submission) |

e This must be done for final submission of the budget request.

e Click to start Balance Checking routines. Once completed, the screen will update with

new information.

e NOTE: Global Status indicates if the Version has passed Balance Checking.

e The following icons indicate the results:

Display : Show Fatals [J show warnings

[J show Success

Change

r = Marratives T Base Appropriation Y Issues

( CC Reaffirmations Y IT Project FroposaIY IT Agency Summary W

Y Budget Modificaticns Y Funds Analysis (CC Building Renewals Y CC Project Requests YCC Reguest Su@

. 9 Fatal. Corrective action required.
o &b Passed. No further action required.

. .& Warning. No Corrective action required but review of item should be com

Select tabs to see results.
By default, results are limited to Fatal results. The user may expand
Show Warnings, or Show Success and clicking on _Change |

ed prior to submission.

imit results by selecting Show Fatals,

See separate instructions on how to submit your budget request.
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Agency Budget Request Submission Instructions

Purpose

> Provide directions to the Agency Administrator on how to submit an agency’s request. Administration
Getting Started 4 Support Tables
The process for submitting an agency’s budget has two steps: + Securitv

1. Verify that the request passes all Balance Checking and edits as defined.
2.  Submit the request in the system.

[

User Options

Verify the Request

On the left-margin menu, under “Administration”, click “Balance Checking”:
. Budget Cycle defaults to the current cycle.
e  Select Agency and Version from the options that have been assigned to you.

[

Balance Checking

%

Umbrella Programs

»  Select Check Ab—___

Balance Checking Status &) »View Only
Budget Cycle: |2021-2023 ~] Agency: [o85 - ADMINIWﬂ Version: [A1 - AGENCY REQUEST| v |
Please select one or more of the following to perform balance checking. Check All (Required for final submission)
Narratives Operating Budget Request Capital Construction/Building Renewal Information Technology

Agency Narrative Base Appropriation Request Summary IT Project Proposal

Program Narrative Issue Details Reaffirmations IT Agency Summary

Division Marrative Budget Modifications Cap. Const. Projecis

Funds Analysis Building Renewal Projects
Perform Balance Checking

. Click on to initiate the balance checking process.

Once complete, the screen will update and look similar to this:

Note: Global Status must have a green check mark &b If ared X icon o appears then all fatal conditions must be resolved
before the version can be submitted.

Balance Checking Status &) Global Status: © »Viiew Only
Budget Cycle: |2021-2023 v | Agency: |065 - ADMINISTRATIVE SERVICES [v] Version: |A1 - AGEMCY REQUEST| v |
Please select one or more of the following to perform balance checking. Check All (Required for final submission)
Narratives Operating Budget Request Capital Construction/Building Renewal Information Technology

Agency Marrative Base Appropriation Request Summary IT Project Proposal

Frogram Marrative Issue Details Reaffirmations IT Agency Summary

Division Narrative Budget Modifications Cap. Const. Projects

Funds Analysis Building Renewal Projects

Perform Balance Checking

Display : Show Fatals ] Show Warnings [] Show Success

( = Narratives Y Base Appropriation \I’ Issues Y Budget ModlﬂcatlonsY Funds Analysis (CC Request SummarvY CC Reaffirmations \]

( CC Project Requests YCC Building Renewals Y IT Project Proposal Y IT Agency Summary W

e  Click on each tab to see the results of the specific area. All Q must be resolved for the Global Status to turn green.
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Agency Budget Request Submission Instructions
Submit the Request

On the left-margin menu, under the Administration section, click “Support Tables”.
. Select your Agency.
e  Click on the Versions tab.
. Click on the version to be submitted under the Descriptiy (Select Version) column.

Manage Support Tables - Agency Versions &

Budget Cycle |2021—2023 ﬂ
( i YMamraccnunuY Quisct Cadaa T 168 Codes Ty/ Y Grants TNarrallves 1( Proj CoucsT Proj Types 1

(—O Versions Y Programs Y Divisions Y Projects Y ts Y Funds Y Grants Y Object Codes -]

Agency
TRATIVE SERVICES

Description: DEPT OF ADI

Code: 065

Versions Create Version Copy Versions Merge Versions |

Balance Version »View Only

Lock

DescriisnliSeectvession) Status  hecking Submitted? Description: AGENCY REQUEST
» AT- AGENCY REQUEST i Unlocked PasSed No Type: A

Number: 1

Active: [

Lock Submit Request

Budget Request [OBR][CCBR]
Documents:

. Confirm the Balance Checking Status is Passed.
Submit Request )

. Finally, click on
. Once the system has completed the process, the version will be locked and shown as Submitted.
o NOTE: Only the State Budget Division may unlock a submitted version. Once unlocked, the version will need to once
again pass Balance Checking to be re-submitted.
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Budget Preparation Reports Instructions

Purpose

Start-Up TIP

> To provide the user with a catalog of reports available on Nebraska Budget Request and If any of the drop-down menus

Reporting System.

Getting Started

There are two ways to access the Budget Preparation Reports.

e  On the top of the page, click on Reports. |

OR

e At the bottom on the left menu, under “Reports”, click on “Preparation Reports”.

fails to show expected choices,
you may need to have your
Security settings adjusted.

Contact your Agency

Home

Administrator or the State Budget

Beporls Division for assistance.

There are 5 sets of reports shown on the report selection bar.

Reports
4 Preparation Reports

OBR Reports | CCBR Reports | IT Reports | Admin Reports | Mid-Biennium Request Reports

OBR Reports
Narrative Reports

Agency Narrative
Division Narrative
Program Narrative
Permanent Salaries Base Report
Base Appropriations Report
Request Reports
Agency Request Report
Division Request Report
Program Request Report
Subprogram Request Report
Permanent Salary Request Reports
Agency Permanent Salaries Request Report
Division Permanent Salaries Request Report
Program Permanent Salaries Request Report
Subprogram Permanent Salaries Request Report
Issue Reports
Issue Detail Report
Issues List Report
Budget Modifications Reports
Modification Detail Report
Modifications List Report
Fund Analysis Report

CCBR Reports
Capital Construction Reaffirmations Report

Capital Construction Project Request Report
Building Renewal Request Report
Capital Construction Request Summary Report

IT Reports
IT Issues Summary Report

IT Agency Summary Report

IT Agency Detailed Report

IT Project Proposal Summary Report

IT Project Proposal Detail Report

IT Agency Summary Report - FTE

IT Agency Summary Report - Expenditures

Admin Reports
Reserved for Budget Office Staff

Mid-Biennium Request Reports
Agency Mid-Biennium Issues List Report
Agency Mid-Biennium Request Summary Report
Mid-Biennium Issue Detail Report
Mid-Biennium Issues List Report (By Issue/By Program)

Time-Saver TIP
Set default options to avoid repetitive selections of Agency and Version.

Go to User Options in the upper right corner of any screen. Once your selections are made, press i

V7.0
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PROJECTED RATES

Department of Administrative Services, Office of the Chief Information Officer, Department of Transportation — Division
of Aeronautics, and other projected rates are attached to the budget instructions to assist state agencies, boards, and
commissions in determining their operating costs and preparing budget requests.

Department of Administrative Services and Office of the Chief Information Officer has reviewed the cost of providing
services to state agencies, boards, and commissions. All divisions have been advised to hold the line on costs and
increase efficiencies in order to deliver quality goods and services in the most cost effective manner. Each division has
developed projected rates for the next biennium by analyzing historical information and incorporating future trends and
projects that impact rates. Every attempt will be made to maintain the projected rates identified in this appendix.
However, the possibility exists for reductions or increases to these rates based on cost changes and/or market factors.

These rates represent information to assist state agencies, boards, and commissions in determining the cost of
achieving its goals and objectives.

Account 511100 Permanent Salaries:

This line should reflect a consolidation of all expenditures for salaries and leave. State agencies, boards, and
commissions should use the Enterprise Issue “2021-2023 Teammate Salary Increase” as a placeholder to estimate the
cost of teammate salary increases equivalent to 2% each July 1stfor FY 2021-22 and FY 2022-23. The Governor and
Legislature will determine appropriation levels during the budget process that will take into consideration any
agreements reached through the collective bargaining process.

Account 515100 Retirement:
All permanent, full-time teammates are eligible for participation in the State Retirement Plan upon hire.

Contribution Rate:
The employer contribution rate is 7.5% of annual compensation for permanent, full and part-time teammates.
Contributions begin immediately upon hire.

FY 2021 FY 2022 FY 2023
Contribution Rate 7.50% 7.50% 7.50%

Account 515200 FICA:

FICA expense is calculated based on the following schedule. The Medicare surcharge rate applies only to the amount
of an individual's salary in excess of the FICA maximum wage. The maximum wage listed is an estimate and the actual
amount will be determined by the federal government.

FY 2021 FY 2022 FY 2023
Maximum Rate 7.65% 7.65% 7.65%
FICA Maximum Wage $136,800 $142,200 $149,100
Medicare Surcharge on
Wage above Maximum 1.45% 1.45% 1.45%
Account 515400 Life Insurance:

Life insurance is contracted and is computed by multiplying the rate by the number of permanent teammates enrolled in
the life insurance program. For FY 2021-22 and FY 2022-23, no budgeted amount should be computed as the cost will
be covered by existing funds.
FY 2021 FY 2022 EFY 2023
0.00 0.00 0.00
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Account 515500 Health Insurance:

Health insurance should be computed based on current rates and plan selections. It is anticipated that health care
costs will change in the next biennium. State agencies, boards, and commissions should use the Enterprise Issue
¥2021-2023 Teammate Health Insurance” as a placeholder to estimate the cost to the agency for teammate health
insurance with an increase equivalent to 4% on July 1 for FY 2021-22 and FY 2022-23. The Governor and the
Legislature will determine appropriation levels that will take into consideration health insurance plan changes and cost
estimates for FY 2021-22 and FY 2022-23.

Account 516300 Employee Assistance Program:
The Employee Assistance Program (EAP) is an optional program. State agencies, boards, and commissions pay an
annual fee per teammate to participate in the program. The fee per teammate is:

FY 2021 FY 2022 EY 2023
12.36 12.36 12.36

Account 516400 Unemployment Compensation:
Calculate unemployment compensation based on past expenditures and anticipated expenditures only.

Account 516500 Workers' Compensation Assessment:

The workers' compensation assessment reflects allocations from an actuarial study which identified actual claims and
loss history for each state agency, board, and commission. Please direct your questions to the DAS Division of Risk
Management at (402) 471-2551.

Agency Agency Name FY 2021 FY 2022 EY2023
003 Legislative Council 130,385 139,418 139,418
005 Supreme Court 561,235 642,184 642,184
007 Governor/PRO 11,659 11,754 11,754
008 Lieutenant Governor 785 863 863
009 Secretary of State 15,433 18,811 18,811
010 Auditor of Public Accounts 23,805 28,211 28,211
011 Attorney General 59,084 71,100 71,100
012 State Treasurer 20,305 23,721 23,721
013 Dept. of Education 250,590 288,491 288,491
014 Public Service Comm. 25,990 30,483 30,483
015 Board of Parole 29,542 34,148 34,148
016 Dept. of Revenue 168,242 182,293 182,293
018 Dept. of Agriculture 81,914 86,697 86,697
019 Dept. of Banking 37,871 45,096 45,096
021 State Fire Marshal 31,574 35,271 35,271
022 Dept. of Insurance 55,167 59,360 59,360
023 Dept. of Labor 150,545 164,421 164,421
024 Dept. of Motor Vehicles 74,975 90,118 90,118
025 Dept. of Health & Human Services 3,142,904 3,368,384 3,368,384
027 Dept. of Transportation 1,970,678 2,117,442 2,117,442
028 Dept. of Veterans' Affairs 444,886 388,556 388,556
029 Dept. of Natural Resources 52,772 62,845 62,845
030 Nebraska Electrical Board 9,601 14,040 14,040
031 Military Department 70,444 96,010 96,010
032 Bd. of Educational Lands & Funds 16,818 17,025 17,025
033 Game & Parks Commission 422,681 453,402 453,402
034 Nebraska Library Commission 17,652 19,087 19,087
035 Liquor Control Commission 6,625 7,126 7,126
036 State Racing Commission 2,772 2,986 2,986
037 Workers' Compensation Court 30,628 33,909 33,909
039 Nebraska Brand Committee 32,261 36,023 36,023
040 Motor Vehicle Industry Licensing 6,171 4,388 4,388
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Agency Agency Name FY 2021 FY 2022 FY2023
041 Real Estate Commission 4,828 5,441 5,441
045 Board of Barber Examiners 731 869 869
046 Dept. of Correctional Services 1,772,114 2,420,404 2,420,404
047 Educational Telecommunications 26,966 27,984 27,984
048 Postsecondary Education 7,926 7,727 7,727

050-00 Nebraska State Colleges 16,417 17,682 17,682

050-01 Chadron State College 162,040 182,577 182,577

050-03 Peru State College 93,119 106,679 106,679

050-04 Wayne State College 232,574 250,639 250,639
051 University of Nebraska 3,473,261 4,640,433 4,640,433
053 Real Property Appraiser Board 1,352 1,528 1,528
054 State Historical Society 32,351 32,699 32,699
056 Nebraska Wheat Board 1,467 1,816 1,816
057 Oil & Gas Conservation Comm. 4,383 5,662 5,662
058 Engineers & Architects 2,951 3,408 3,408
060 Nebraska Ethanol Board 2,685 2,820 2,820
063 Board of Public Accountancy 1,684 1,825 1,825
064 Nebraska State Patrol 577,552 580,880 580,880
065 Administrative Services 304,133 373,590 373,590
066 Board of Examiners-Abstractors 219 140 140
067 Equal Opportunity Commission 11,005 12,057 12,057
068 Commission on Latino-Americans 1,074 1,129 1,129
069 Nebraska Arts Council 4,401 5,083 5,083
070 Foster Care Review 12,301 14,153 14,153
072 Dept. of Economic Development 31,735 34,653 34,653
074 Power Review Board 1,765 2,100 2,100
075 Nebraska Investment Council 9,559 10,847 10,847
076 Comm. on Indian Affairs 1,331 1,339 1,339
077 Comm. on Industrial Relations 1,455 1,800 1,800
078 Crime Commission 22,860 25,321 25,321
081 Comm. for Blind & Visually Impaired 24,511 22,175 22,175
082 Comm. for Deaf & Hard of Hearing 4,923 6,216 6,216
084 Dept. of Environment & Energy* 114,317 120,437 120,437
085 Public Employees Retirement System 20,499 22,107 22,107
086 Dry Bean Commission 373 493 493
087 Accountability & Disclosure Comm. 3,722 6,558 6,558
088 Corn Development Marketing Board 3,282 3,999 3,999
091 Nebraska Tourism Commission 5,560 6,550 6,550
092 Grain Sorghum Board 447 688 688
093 Tax Equalization & Review Comm. 4,971 5,271 5,271
094 Commission on Public Advocacy 6,560 7,550 7,550

Total 14,961,398 17,548,992 17,548,992

* The former State Energy Office’s assessment is included in the Department of Environment & Energy assessment.

Account 521100 Postage Expense:
Listed below is the charge associated with DAS Materiel's mail processes.
FY 2021 FY 2022 FY 2023
Postage Surcharge 16.00% 15.20% 15.20%
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Account 521400

OCIO Expense:

The type of service required by agencies determines the billing for services provided by the Office of the CIO.

To avoid duplication of expenses, all OCIO bills received by agencies are to be coded to object code 521400. In

cases where OCIO is purchasing a fixed asset for the agency, the OCIO and the agency should collaborate to ensure

proper coding on both sides, with no expense duplication.

Unless otherwise indicated, all amounts are billed on a monthly basis. For assistance regarding your agencies
historical usage, please contact the Office of the CIO at (402) 471-3560.

The projected rates are:

Service Category Service Unit of FY 2021 EY 2022 FY 2023
Network Public DSL Each Call for Pricing
Core Transport Mgt (non-public DSL) Circuit 192.00 192.00 192.00
Telepresence Video Unit (TVU) Each 75.00 75.00
State Network - Senior Hour 84.00 87.00 90.00
Advanced Network Support - Lead Hour 96.00 99.00 102.00
Firewall Each 150.00 150.00 150.00
Firewall — Shared Each 75.00 75.00 75.00
Network Performance Monitoring Svc Each 100.00 100.00 100.00
Site to Site VPN Each 150.00 150.00 150.00
Site to Site VPN — Shared Each 37.50 37.50 37.50
WebEx/Spark Services User 5.00 5.00 5.00
Voice / Wireless Cisco IP NUCN® Each Call for Pricing
Communications | gcal Basic® Each Call for Pricing
Toll Free Each 0.05 0.05 0.05
Toll / Rerate BC 600 Each 0.06 0.06 0.06
NVNET System Each 16.50 16.50 16.50
Language Line - Standard Minute 0.70 0.70 0.70
Language Line - Legal / Medical Minute 1.20 1.20 1.20
IVR - Agent Charge Each 140.00 140.00 140.00
Smartphone Set Up Hourly 75.50 78.50 81.50
Voice/Wireless Support Hourly 75.50 78.50 81.50
Voice/Wireless — Lead Hourly 96.00 99.00 102.00
@ As of 12/31/19 and 6/30/20, Windstream and Centurylink will no longer be providing historical Centrex (land line) service.
Application Application Developer Hour 75.50 78.50 81.50
Development Appl. Developer - Co-Located Hour 67.00 70.00 73.00
Applications Developer / SR Hour 84.00 87.00 90.00
Appl. Developer / SR Co-Located Hour 78.00 81.00 84.00
Appl. Developer / Lead Hour 96.00 99.00 102.00
Appl. Developer / Lead Co-Located Hour 90.00 93.00 96.00
Clarity Project Management Monthly/User 12.00 12.00 12.00
Application Web Hosting Hit Rate First 200K Each 0.0049 0.0049 0.0049
Hosting Web Hosting 200K - 1,000K Hits Each 0.0025 0.0025 0.0025
Web Hosting 1,000K - 4,000K Hits Each 0.0003 0.0003 0.0003
Web Hosting over 4,000K Hits Each 0.0001 0.0001 0.0001
Web Application Hosting Fee Monthly/Applicati 275.00 275.00 275.00
Static Web Hosting Fee Month 28.00 28.00 28.00
SQL Server Database Hosting Month 35.50 35.50 35.50
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Service Category Service Unit of FY 2021 FY 2022 FY 2023

App Hosting SQL Server Database Hosting (GB) GB 7.00 7.00 7.00
Continued Kronos Time Entry User 0.85 0.85 0.85
State Gas System Gallon 0.018 0.027 0.027
Electronic
Content B@Zi Esaenr ng,%oo transactions per month Month 75.50 78.50 81.50
Management ECM Transaction Fee Transaction 0.00159 0.00165 0.00165
ECM Storage GB 0.20 0.20 0.20
Cabling Services  Closed Circuit TV (CCTV) Each 7.14 8.90 8.90
Design, Engineering & Mgmt Svcs Hour 96.00 99.00 102.00
Cabling Services — Analyst Hour 75.50 78.50 81.50
Cabling Services — Senior Hour 84.00 87.00 90.00
NSOB Voice/Data Outlet, Single Qutlet 211.00 211.00 211.00
NSOB Voice/Data Outlet, Dual Outlet 315.00 315.00 315.00
1526 Building Voice/Data, Single Outlet 478.00 478.00 478.00
Open Systems Data Protector Backup GB 0.39 0.39 0.39
Remote Client Access Account 13.00 13.00 13.00
Multi Factor Authentication User 4.00 4.00 4.00
Server Support - Basic Server 160.00 160.00 160.00
SAN HBA Connection Connection 72.00 72.00 72.00
SAN Storage (w/ Replication) GB 0.20 0.20 0.20
Virtual Server - 2GB Per 2 GB 70.00 70.00 70.00
VM Memory Surcharge Each 30.00 30.00 30.00
Managed Domain Services Account 5.75 5.75 5.75
State VPN Connection Account 13.00 13.00 13.00
Open System Support Hour 75.50 78.50 81.50
Open System Support - Senior Hour 84.00 87.00 90.00
Open System Support - Advanced Hour 96.00 99.00 102.00
Secure File Transfer (0-100 Users) User 3.00 3.00 3.00
Secure File Transfer (Over 100 Users) User 2.00 2.00 2.00
Rack Hosting Fee — Device (Primary) CPU 50.00 50.00 50.00
Rack Hosting Fee — Cabinet (Primary) Cabinet 1,500.00 1,500.00 1,500.00
Rack Hosting Fee — Device (Secondary)®  CPU 45.00 45.00 45.00
Rack Hosting Fee — Cabinet (Secondary)(z) Cabinet 1,350.00 1,350.00 1,350.00
Inbound / Outbound Internet Fax Page 0.058 0.058 0.058
@ Transport not included (see Core Transport Mgt (non-public DSL)
Site Support & Site Support Exchange Acct 41.50 41.50 41.50
Computer Desktop Lease Program® Desktop 22.00 22.00 22.00
Leasing Laptop Lease Program® Laptop 34.00 34.00 34.00
Performance Desktop Lease® Desktop 31.00 31.00 31.00
Performance Laptop Lease® Laptop 57.00 57.00 57.00

@) Includes hardware costs only. Site Support must also be purchased. It is mandatory for code agencies and all current OCIO lease customers.

Technology Fee  Technology Fee FTE + Contractor 26.06 38.00 38.00

135



Service Category Service Unit of FY 2021 FY 2022 FY 2023
Enterprise MVS-CICS Sec-CPU 0.1285 0.2239 0.2239
Computing CICS zlIP Sec-CPU 0.0985 0.1780 0.1780
MVS Enterprise Server Sec-CPU 0.0730 0.0900 0.0900
MVS-DB2 CPU Sec-CPU 0.0730 0.0900 0.0900
MVS Enterprise zIIP Sec-CPU 0.0730 0.0761 0.0761
CCF-MMF Migrations Migration 56.00 - -
CCF-MMF Migrations Module - 0.71 0.73
Job Schedule Support Job 1.24 2.00 2.00
Output Manager Service Per 1,000 Lines 0.05 0.1325 0.1325
Job Scheduler Hour 45.00 62.00 62.00
MVS-Disk Storage Cycle 0.0248 0.0316 0.0316
Tape Storage GB 1.00 1.89 1.89
Systems Prog — Senior Hour 84.00 87.00 90.00
Systems Prog — Lead Hour 96.00 99.00 102.00
Data Base Admin — Senior Hour 84.00 87.00 90.00
Data Base Admin — Lead Hour 96.00 99.00 102.00
Public Safety Public Safety Comm. System Device 72.00 72.00 72.00
Microsoft Microsoft Enterprise Cloud Suite Exchange Acct 31.00 33.30 35.00
Exchange Services — Education Account 14.50 14.50 14.50
Other Services Mass Notification Mgmt Fee Agency 60.00 60.00 60.00
Mass Notification W/Telephony User 0.09 0.09 0.09
Mass Notification W/O Telephony User 0.07 0.07 0.07
Analytics & Reporting (OBIEE) User 23.50 23.50 23.50
Systems Prog - Senior (Midrange) Hour 84.00 87.00 90.00
Systems Prog - Lead (Midrange) Hour 96.00 99.00 102.00
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Account 521500 Publications and Printing:

Printing Services: Listed in the following table is a detailed breakdown of rates set by the DAS Materiel Division.
This list should be used to estimate your agency’s printing costs for FY 2021-22 and FY 2022-23. Most print jobs
utilize more than one type of service. Please contact Printing Services at (402) 471-4137 for additional information.

Cost
Center  Service FY 2021 FY 2022 FY 2023
401 Type Input/Design 1/2 hour 42.14 40.13 40.13
524 Computer to Plate (each) 13.60 12.95 12.95
525 CTP-Metal 52.63 50.12 50.12
601 Black Ink 7.80 7.43 7.43
602 Wash Up (each) 28.86 27.49 27.49
603 Plate Change (each) 5.92 5.64 5.64
611 Web Impression/M 2.06 1.96 1.96
621 Docutech Impression/C 2.38 2.27 2.27
625 Warrant Printing (per warrant) 0.05 0.05 0.05
626 Variable Printing/Copy (each) 0.03 0.03 0.03
631 Sheet Impression / M 4.63 4.41 4.41
660 Digital Color 0.17 0.16 0.16
701 Machine Staple / C 2.06 1.96 1.96
703 Padding / M 2.48 2.36 2.36
711 Collate # Sheet - each 7.85 7.48 7.48
712 Collate # Sets / C 3.17 3.02 3.02
721 Folding / M 7.21 6.87 6.87
722 Punching / M 3.06 291 291
731 Numbering / M 22.07 21.02 21.02
732 Perforating / Score / M 10.75 10.24 10.24
741 Trimming / M 1.79 1.70 1.70
751 Shrink Wrap - each 0.37 0.35 0.35
752 Inkjet Labeling / M 37.63 35.84 35.84
771 Insert/Smart Insert Pc/Env - each 9.17 8.73 8.73
772 Insert # Envelope / C 1.50 1.43 1.43
773 Smart Insert # Envelope / C 4.89 4.66 4.66
799 Finish Hourly - 1/2 hour 22.49 21.42 21.42
802 Special Purchase 37% 35% 35%
803 Paper Costs 37% 35% 35%
804 Plate Costs 37% 35% 35%
805 Special Order Supplies 37% 35% 35%
806 Colored Ink 37% 35% 35%
Color Copies 0.07 0.07 0.07
Binding 0.74 0.70 0.70
CD Burns 2.10 2.00 2.00
DVD Burns 4.20 4.00 4.00
Laminating (all sizes) 0.69 0.66 0.66
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Account 524600/ 524900  State Building Division & DAS 309 Task Force Rates:

The following table lists the square footage and total rental rates for various spaces administered by DAS State
Building Division. The base rates reflect the operating costs of office and other special use space occupied in State
owned facilities. The rates listed DO NOT include rates and costs for commercial leases administered by DAS State
Building Division for office and special use space. If your facility is not listed, or if you have questions, please contact
DAS State Building Division at (402) 525-2903.

The depreciation rate component is an assessment established for building renewal projects under the Deferred
Building Renewal Act and will be recorded to the 524900 object account. No federal funds should be used to pay for
these assessments.

Building FY 2021 FY 2022 FY 2023 Sq. Feet

The following buildings are occupied by a single agency. The total monthly rental cost and
depreciation cost is shown for each building.

Beatrice State Development Center
Base 6.08 5.35 5.35 553,037
Depreciation 1.81 131 1.31 553,037
Total 7.89 6.66 6.66
Total Rental Cost 3,362,465 2,961,100 2,961,100
Total Depreciation Cost 1,000,997 724,478 724,478

Bridges
Base 11.59 10.20 10.20 11,279
Depreciation 1.64 1.28 1.28 11,279
Total 13.23 11.48 11.48
Total Rental Cost 130,724 115,071 115,071
Total Depreciation Cost 18,498 14,437 14,437

Central Nebraska Veterans Home
Base 4.81 4.23 4.23 334,163
Depreciation 3.63 4.73 4.73 334,163
Total Rate 8.44 8.96 8.96
Total Rental Cost 1,607,257 1,413,499 1,413,499
Total Depreciation Cost 1,212,961 1,580,591 1,580,591

Eastern Nebraska Veterans Home
Base 5.23 4.61 4.61 121,963
Depreciation 2.20 1.71 171 121,963
Total Rate 7.43 6.32 6.32
Total Rental Cost 637,866 561,666 561,666
Total Depreciation Cost 268,319 208,557 208,557

Geneva YRTC
Base 8.07 7.10 7.10 97,189
Depreciation 2.53 2.18 2.18 97,189
Total Rate 10.60 9.28 9.28
Total Rental Cost 784,315 690,359 690,359
Total Depreciation Cost 245,888 211,872 211,872

Grand Island Patrol Facility (Troop C)
Base 14.15 12.45 12.45 8,656
Depreciation 1.20 0.94 0.94 8,656
Total Rate 15.35 13.39 13.39
Total Rental Cost 122,482 107,794 107,794
Total Depreciation Cost 10,387 8,137 8,137
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Building

Hastings Regional Center
Base
Depreciation
Total Rate

Total Rental Cost
Total Depreciation Cost

Kearney Game and Parks Maint. Facility

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Kearney Patrol Facility

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Kearney YRTC

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Law Enforcement Training Center

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Lexington Patrol Facility (Troop D)

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Lincoln Regional Center

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Norfolk Patrol Facility (Troop B)

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost

FY 2021

3.31
1.91
5.22

1,306,973

7

1,0

54,175

4.46
0.76
5.22
50,777
6,717

9.69
2.08
11.77
18,188
3,904

6.44
1.25
7.69
61,705

206,076

7.06
2.89
9.95

908,022

3

2,7

71,697

12.60
1.54
14.14
24,242
2,963

7.51
1.32
8.83
54,803

484,200

1

139

13.94
1.23
15.17
22,672
10,824

FY 2022

291

1.49

4.40
1,149,854
588,335

3.92
0.46
4.38
44,674
5,237

8.53
1.61
10.14
16,009
3,022

5.67
0.97
6.64
934,043
159,915

6.21
2.24
8.45
798,607
288,098

11.09
1.19
12.28
21,338
2,290

6.61

1.03

7.64
2,424,476
377,823

12.26
0.96
13.22
107,917
8,448

EFY 2023

Sqg. Feet

291

1.49

4.40
1,149,854
588,335

3.92
0.46
4.38
44,674
5,237

8.53
1.61
10.14
16,009
3,022

5.67
0.97
6.64
934,043
159,915

6.21
2.24
8.45
798,607
288,098

11.09
1.19
12.28
21,338
2,290

6.61

1.03

7.64
2,424,476
377,823

12.26
0.96
13.22
107,917
8,448

394,856
394,856

11,385
11,385

1,877
1,877

164,861
164,861

128,615
128,615

1,924
1,924

366,818
366,818

8,800
8,800



Building
Norfolk Regional Center

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Norfolk Veterans Home

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
North Platte Patrol Facility (Troop D)

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Omabha Patrol Facility (Troop A)

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Scotts Bluff Patrol Facility (Troop E)

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
Surplus Property

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
TSB Center (Parking)

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost
TSB Gas Shack

Base

Depreciation

Total Rate

Total Rental Cost

Total Depreciation Cost

FY 2021

4.90

1.66

6.56
1,091,789
369,871

4.65
2.00
6.65
674,845
290,256

9.60
0.54

10.14
103,987
5,849

11.58
1.21
12.79
101,024
10,556

7.56
1.37
8.93
217,743
39,459

3.20
0.89
4.09
27,370
7,612

1.30
1.07
2.37
23,334
19,205

8.08
291
10.99
3,507
1,263
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FY 2022

4.31
1.29
5.60
960,276
287,430

4.09
1.55
5.64
593,251
224,948

8.45
0.42

8.87
91,547
4,549

10.19
0.94
11.13
88,929
8,201

6.65
1.07
7.72
191,507
30,818

2.82
0.70
3.52
24,120
5,987

1.12
0.85
1.97
20,123
15,257

7.11
2.26
9.37
3,084
981

EFY 2023

Sqg. Feet

4.31
1.29
5.60
960,276
287,430

4.09
1.55
5.64
593,251
224,948

8.45
0.42

8.87
91,547
4,549

10.19
0.94
11.13
88,929
8,201

6.65
1.07
7.72
191,507
30,818

2.82
0.70
3.52
24,120
5,987

1.12
0.85
1.97
20,123
15,257

7.11
2.26
9.37
3,084
981

222,814
222,814

145,128
145,128

10,832
10,832

8,724
8,724

28,802
28,802

8,553
8,553

17,949
17,949

434
434



Building FY 2021 FY 2022 FY 2023 Sq. Feet
Western Nebraska Veterans Home
Base 6.16 5.42 5.42 90,060
Depreciation 1.82 141 141 90,060
Total Rate 7.98 6.83 6.83
Total Rental Cost 554,770 488,530 488,530
Total Depreciation Cost 163,909 126,985 126,985

The following buildings are shared by multiple agencies. The monthly rental rate is based upon each agency’s

square footage within the building.

Building FY 2021
501 Building Office

Base 23.52

Depreciation 3.59

Total 27.11
501 Building Lower Level

Base 13.11

Depreciation 3.59

Total 16.70
1526 Building

Base 9.80

Depreciation 4.32

Total 14.12
Executive Building

Base 9.80

Depreciation 247

Total Rate 12.27
Nebraska State Office Building

Base 8.46

Depreciation 3.27

Total Rate 11.73
North Platte Craft State Office Building

Base 18.40

Depreciation 4.46

Total Rate 22.86
Omabha State Office Building

Base 11.44

Depreciation 2.79

Total Rate 14.23
State Laboratory

Base 25.73

Depreciation 2.59

Total Rate 28.32
TSB Center

Base 8.08

Depreciation 1.07

Total Rate 9.15
Whitehall Campus

Base 9.04

Depreciation 2.38

Total Rate 11.42
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FY 2022

19.74
2.84
22.58

11.80
2.84
14.64

8.78
3.29
12.07

9.25
2.06
11.31

7.57
2.59
10.16

16.72
4.40
21.12

10.12
2.39
12.51

22.65
1.99
24.64

7.32
0.85
8.17

7.64
1.78
9.42

FY 2023

19.74
2.84
22.58

11.80
2.84
14.64

8.78
3.29
12.07

9.25
2.06
11.31

7.57
2.59
10.16

16.72
4.40
21.12

10.12
2.39
12.51

22.65
1.99
24.64

7.32
0.85
8.17

7.64
1.78
9.42




Account 524600 Commercial Leases:

State agencies, boards and commissions occupying commercial leased space managed through DAS State Building
Division are assessed an overhead cost of 2% of the annual cost of the lease. This assessment will be reflected on the
space allocation agreement. Some of the individual commercial leases have annual increases as part of the lease
agreement. If you have any questions regarding commercial leased space, please direct your questions to the DAS
State Building Division at (402) 525-2903.

Account 541100 Accounting Assessment

The Accounting Assessments for FY 2021-22 and FY 2022-23 are based on the division’s request for resources to
support the DAS State Accounting system and corresponding functional areas. Please direct your questions to DAS
State Accounting at (402) 471-0600.

Agency Agency Name FY 2021 FY 2022 FY 2023
003 Legislative Council 28,943 32,376 32,376
005 Supreme Court 203,984 214,257 214,257
007 Governor/PRO 2,562 2,373 2,373
008 Lieutenant Governor 334 340 340
009 Secretary of State 12,445 13,301 13,301
010 Auditor of Public Accounts 5,135 5,686 5,686
011 Attorney General 14,629 14,375 14,375
012 State Treasurer 54,154 58,488 58,488
013 Dept. of Education 467,267 435,893 435,893
014 Public Service Commission 19,361 16,347 16,347
015 Board of Parole 8,899 9,461 9,461
016 Dept. of Revenue 387,548 412,256 412,256
018 Dept. of Agriculture 39,204 47,690 47,690
019 Dept. of Banking 12,238 11,288 11,288
021 State Fire Marshal 10,895 10,504 10,504
022 Dept. of Insurance 17,523 18,958 18,958
023 Dept. of Labor 120,290 119,363 119,363
024 Dept. of Motor Vehicles 35,926 39,266 39,266
025 Dept. of Health & Human Services 1,895,285 1,578,225 1,578,225
027 Dept. of Transportation 469,305 457,343 457,343
028 Dept. of Veterans' Affairs 7,306 161,851 161,851
029 Dept. of Natural Resources 20,850 20,182 20,182
030 Nebraska Electrical Board 3,393 3,442 3,442
031 Military Department 43,211 46,680 46,680
032 Bd. of Educational Lands & Funds 7,369 7,310 7,310
033 Game & Parks Commission 182,291 203,975 203,975
034 Nebraska Library Commission 6,098 6,120 6,120
035 Liquor Control Commission 3,574 3,547 3,547
036 State Racing Commission 789 786 786
037 Workers' Compensation Court 7,772 7,342 7,342
039 Nebraska Brand Committee 7,438 8,319 8,319
040 Motor Vehicle Industry Licensing 1,582 1,390 1,390
041 Real Estate Commission 2,668 2,714 2,714
045 Board of Barber Examiners 724 799 799
046 Dept. of Correctional Services 687,822 528,458 528,458
047 Educational Telecommunications 9,423 8,994 8,994
048 Postsecondary Education 7,838 5,705 5,705
050 Nebraska State Colleges 45,891 55,317 55,317
051 University of Nebraska 741,093 835,631 835,631
053 Real Property Appraiser Board 1,013 1,037 1,037
054 State Historical Society 16,142 15,768 15,768

142



Agency Agency Name FY 2021 FY 2022 FY 2023
056 Nebraska Wheat Board 837 793 793
057 Oil & Gas Conservation Comm. 1,453 1,347 1,347
058 Engineers & Architects 1,921 1,960 1,960
059 Board of Geologists 168 170 170
060 Nebraska Ethanol Board 796 666 666
061 Dairy Industry Development Board 397 370 370
062 Board of Examiners-Land Surveyors 85 111 111
063 Board of Public Accountancy 883 878 878
064 Nebraska State Patrol 98,507 97,530 97,530
065 Administrative Services 311,420 328,973 328,973
066 Board of Examiners-Abstractors 142 102 102
067 Equal Opportunity Commission 3,815 3,755 3,755
068 Commission on Latino-Americans 405 409 409
069 Nebraska Arts Council 2,348 2,290 2,290
070 Foster Care Review 4,021 3,787 3,787
072 Dept. of Economic Development 20,454 20,080 20,080
073 Board of Landscape Architects 51 69 69
074 Power Review Board 603 616 616
075 Nebraska Investment Council 1,892 1,709 1,709
076 Comm. on Indian Affairs 447 527 527
077 Comm. on Industrial Relations 495 410 410
078 Crime Commission 12,841 15,013 15,013
081 Comm. for Blind & Visually Impaired 12,077 10,411 10,411
082 Comm. for Deaf & Hard of Hearing 1,760 1,966 1,966
084 Dept. of Environment and Energy* 88,475 99,966 99,966
085 Public Employees Retirement System 303,398 330,525 330,525
086 Dry Bean Commission 347 399 399
087 Accountability & Disclosure Comm. 1,192 1,147 1,147
088 Corn Development Marketing Board 3,381 3,444 3,444
091 Nebraska Tourism Commission 3,320 3,759 3,759
092 Grain Sorghum Board 430 327 327
093 Tax Equalization & Review Comm. 1,466 1,302 1,302
094 Commission on Public Advocacy 2,223 2,347 2,347

Total 6,492,264 6,360,315 6,360,315

* The former State Energy Office’s assessment is included in the Department of Environment & Energy assessment.
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Account 541200 Purchasing Assessment:

The Purchasing Assessments for FY 2021-22 and FY 2022-23 are based on DAS Materiel Division’s request for
resources to meet the demands relative to the processing of goods and service contracts. Please direct your questions
to the Materiel Division at (402) 471-0972.

Use the object account 541200 to ensure proper recording of this expense.

Agency Agency Name FY 2021 FY 2022 FY 2023
003 Legislative Council 3,784 3,276 3,276
005 Supreme Court 108,740 81,284 81,284
007 Governor/PRO 357 298 298
008 Lieutenant Governor 22 20 20
009 Secretary of State 5,224 4,043 4,043
010 Auditor of Public Accounts 648 593 593
011 Attorney General 2,475 2,115 2,115
012 State Treasurer 5,405 4,099 4,099
013 Dept. of Education 38,183 27,338 27,338
014 Public Service Comm. 2,341 1,340 1,340
015 Board of Parole 1,195 2,496 2,496
016 Dept. of Revenue 11,776 11,115 11,115
018 Dept. of Agriculture 7,739 6,235 6,235
019 Dept. of Banking 1,478 1,232 1,232
021 State Fire Marshal 1,229 1,056 1,056
022 Dept. of Insurance 11,747 15,839 15,839
023 Dept. of Labor 11,182 6,964 6,964
024 Dept. of Motor Vehicles 8,735 16,679 16,679
025 Dept. of Health & Human Services 116,189 167,111 167,111
027 Dept. of Transportation 388,023 352,190 352,190
028 Dept. of Veterans’ Affairs 351 35,094 35,094
029 Dept. of Natural Resources 5,284 3,443 3,443
030 Nebraska Electrical Board 279 265 265
031 Military Department 13,587 13,754 13,754
032 Bd. of Educational Lands and Funds 3,104 2,992 2,992
033 Game and Parks Commission 40,606 42,337 42,337
034 Nebraska Library Commission 732 681 681
035 Liquor Control Commission 223 201 201
036 State Racing Commission 187 162 162
037 Workers’ Compensation Court 1,331 990 990
039 Nebraska Brand Committee 779 1,060 1,060
040 Motor Vehicle Industry Licensing 151 117 117
041 Real Estate Commission 435 349 349
045 Board of Barber Examiners 22 20 20
046 Dept. of Correctional Services 192,084 143,718 143,718
047 Educational Telecommunications 5,291 3,991 3,991
048 Postsecondary Education 10,788 186 186
053 Real Property Appraiser Board 174 90 90
054 State Historical Society 2,586 2,013 2,013
056 Nebraska Wheat Board 1,136 706 706
057 Oil and Gas Conservation Comm. 446 209 209
058 Engineers & Architects 201 132 132
059 Board of Geologists 20 17 17
060 Nebraska Ethanol Board 240 149 149
061 Dairy Industry Development Board 1,845 1,339 1,339
062 Board of Examiners-Land Surveyors 10 8 8
063 Board of Public Accountancy 115 83 83
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064
065
066
067
068
069
070
072
073
074
075
076
077
078
081
082
084
085
086
087
088
091
092
093
094

Agency Agency Name FY 2021 FY 2022 FY 2023
Nebraska State Patrol 26,133 23,529 23,529
Administrative Services 135,753 99,800 99,800
Board of Examiners-Abstractors 18 4 4
Equal Opportunity Commission 368 314 314
Commission on Latino-Americans 29 31 31
Nebraska Arts Council 147 160 160
Foster Care Review 394 365 365
Dept. of Economic Development 2,459 1,494 1,494
Board of Landscape Architects 20 14 14
Power Review Board 287 218 218
Nebraska Investment Council 1,665 1,055 1,055
Comm. on Indian Affairs 38 119 119
Comm. on Industrial Relations 47 43 43
Crime Commission 3,383 2,544 2,544
Comm. for Blind & Visually Impaired 1,512 759 759
Comm. for Deaf & Hard of Hearing 236 176 176
Dept. of Environment and Energy* 20,104 13,074 13,074
Public Employees Retirement System 5,995 5,514 5,514
Dry Bean Commission 309 309 309
Accountability & Disclosure Comm. 118 138 138
Corn Development Marketing Board 9,004 7,224 7,224
Nebraska Tourism Commission 1,112 1,407 1,407
Grain Sorghum Board 58 61 61
Tax Equalization & Review Comm. 189 124 124
Commission on Public Advocacy 279 227 227

Total 1,218,136 | 1,118,132 1,118,132

* The former State Energy Office’s assessment is included in the Department of Environment & Energy assessment.

Account 556100

The assessments reflect adjustments from an actuarial study which identified actual claims and loss history for each

Motor Vehicle Liability:

state agency, board and commission that owns vehicles. Please direct your questions to the Division of Risk
Management at (402) 471-2551.

Agency Agency Name

009
013
014
016
018
021
022
024
025
027
028
029
031
032
033
039
046

Secretary of State

Dept. of Education

Public Service Comm.

Dept. of Revenue

Dept. of Agriculture

State Fire Marshal

Dept. of Insurance

Dept. of Motor Vehicles

Dept. of Health & Human Services
Dept. of Transportation

Dept. of Veterans' Affairs

Dept. of Natural Resources
Military Department

Bd. of Educational Lands & Funds
Game & Parks Commission
Nebraska Brand Committee

Dept. of Correctional Services
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FY 2021
410

820
5,326
1,639
21,535
14,423
410
5,058
174,784
1,303,117
410
2,688
31,139
10,938
509,004
2,049
82,439

FY 2022
507

1,014
7,159
2,027
27,716
17,827
5,708
159,301
1,385,172
41,702
3,041
40,914
12,961
721,837
2,534
96,339

FY 2023
507

1,014
7,159
2,027
27,716
17,827
5,708
159,301
1,385,172
41,702
3,041
40,914
12,961
721,837
2,534
96,339



Agency Agency Name FY 2021 FY 2022 FY 2023
047 Educational Telecommunications 1,426 1,520 1,520
050-01 Chadron State College 21,757 26,959 26,959
050-03 Peru State College 20,133 25,279 25,279
050-04 Wayne State College 21,799 26,601 26,601
054 State Historical Society 2,868 3,547 3,547
057 Oil & Gas Conservation Comm. 1,639 2,027 2,027
064 Nebraska State Patrol 337,602 413,913 413,913
065-04 DAS - Building 21,604 27,359 27,359
065-05 DAS - Materiel 1,524 1,520 1,520
065-10 DAS-TSB 560,781 933,933 933,933
065-12 DAS - 309 Task Force 410 507 507
065-13 DAS - Capitol Com 1,639 2,027 2,027
065-15 DAS - OCIO 410 507 507
078 Crime Commission 820 1,014 1,014
084 Dept. of Environment & Energy* 2,452 507 507
088 Corn Development Marketing Board 410 507 507
Total 3,163,463 3,993,486 3,993,486

* The former State Energy Office’s assessment is included in the Department of Environment & Energy assessment.

Account 556100 Motor Vehicle Physical Damage Coverage:

Motor vehicle physical damage coverage may be purchased at the stated rate per $100 of the original purchase price
of the vehicle.

FY 2021 FY 2022 FY 2023
Per $100 of the original purchase price $1.946 $1.906 $1.906

Account 556100 State Property Insurance:
The DAS Risk Management Division procures insurance for both real and personal property. Building insurance is
required. Agencies have the option to purchase insurance for their inventory/contents and inland marine. The rate is
based upon $100 of the replacement value.

State Inventory/Contents Insurance:

Inventory/contents insurance coverage is for agency owned property (except electronic) on state property. Please
direct your questions to the DAS Risk Management Division at (402) 471-2551.

EFY 2021 EY 2022 EY 2023
Per $100 of replacement value 0.0710 0.0755 0.0755

Inland Marine Rates:
Inland marine insurance covers state owned computers and other electronic equipment when it is on-site and off-site
of state property and other property when it is off-site. An example of this is for laptop computers or other mobile
equipment. Please direct your questions to the DAS Risk Management Division at (402) 471-2551.

FY 2021 FY 2022 FY 2023
Per $100 of replacement value 0.0400 0.0425 0.0425

State Building Insurance:
Each state agency, board, and commission owning building(s) must have property insurance. The Department of
Administrative Services is responsible for the insurance on buildings owned / managed by DAS State Building
Division. DAS State Building Division maintains property values for all state owned properties. If you have questions
regarding your property valuation, please contact DAS State Building Division at (402) 471-0418 or the DAS Risk
Management Division at (402) 471-2551.

FY 2021 FY 2022 FY 2023
Per $100 of replacement value 0.0910 0.0975 0.0975
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State Blanket Bond:
The state blanket bond is insurance coverage against losses due to theft, teammate dishonesty, or other actions
resulting in a loss to the state. Each state agency, board, and commission is assessed for this statutorily required
coverage. The fee per teammate is:

EY 2021 EY 2022 EY 2023
6.73 8.65 8.65

Account 573100 State Owned Transportation:

Vehicle charges consist of two components: mileage and rental (lease) rates. Mileage rates represent the cost of
operations, both direct and indirect. Rental (lease) rates represent vehicle replacement costs and account for
depreciation and salvage value. Projected rates for replacement vehicles purchased during the next biennium are
based on the estimated purchase cost and rate of return at surplus. Those rates may be subject to change and will
be set at the time of acquisition.

Rates listed for Model Year 2019 and older vehicles are actual and will not change until time of replacement. These
rates should be used to estimate your state-owned transportation costs for the upcoming biennium. Changes in
Mileage Rates may be required due to fluctuations in fuel prices. High Mileage Rates will apply to vehicles over
2,000 miles per month. Contact DAS TSB (402) 471-2897 for High Mileage Rates or agency specific projected
replacement schedules.

Monthly Lease Rates:

Rate Code Vehicle Type Model Year FY 2021 FY 2022 FY 2023
SCM Sub-Compact Sedan 2014 197.00 197.00 197.00
Sub-Compact Sedan 2015 197.00 197.00 197.00
Sub-Compact Sedan 2016 197.00 197.00 197.00
Sub-Compact Sedan 2017 191.00 191.00 191.00
Sub-Compact Sedan 2018 191.00 191.00 191.00
Sub-Compact Sedan 2019 203.00 203.00 203.00
Sub Compact Sedan 2021** 216.00 201.00 201.00
Sub-Compact Sedan 2022** N/A $207.00 $207.00
Sub-Compact Sedan 2023** N/A N/A $213.00
CMP Compact Sedan 2014 203.00 203.00 203.00
Compact Sedan 2015 228.00 228.00 228.00
Compact Sedan 2017 228.00 228.00 228.00
Compact Sedan 2018 216.00 216.00 216.00
Compact Sedan 2019 216.00 216.00 216.00
Compact Sedan 2020** 222.00 222.00 222.00
Compact Sedan 2021** 222.00 207.00 207.00
Compact Sedan 2022** N/A 219.00 219.00
Compact Sedan 2023** N/A N/A 225.00
ISD Intermediate Sedans 2014 216.00 216.00 216.00
Intermediate Sedans 2015 216.00 216.00 216.00
Intermediate Sedans 2016 216.00 216.00 216.00
Intermediate Sedans 2019 259.00 259.00 259.00
Intermediate Sedans 2020** 291.00 291.00 291.00
Intermediate Sedans 2021** 303.00 283.00 283.00
Intermediate Sedans 2022** N/A 289.00 289.00
Intermediate Sedans 2023** N/A N/A 300.00
MCA Mini Van Cargo 2014 247.00 247.00 247.00
Mini Van Cargo 2018 272.00 272.00 272.00
Mini Van Cargo 2019 297.00 297.00 297.00
Mini Van Cargo 2020** 291.00 291.00 291.00
Mini Van Cargo 2021** 303.00 283.00 283.00
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Mini Van Cargo 2022** N/A 289.00 289.00

Mini Van Cargo 2023** N/A N/A 300.00

MPA MiniVan Passenger 2014 259.00 259.00 259.00
MiniVan Passenger 2016 266.00 266.00 266.00
MiniVan Passenger 2017 272.00 272.00 272.00
MiniVan Passenger 2018 272.00 272.00 272.00
MiniVan Passenger 2019 272.00 272.00 272.00
MiniVan Passenger 2020** 278.00 278.00 278.00
MiniVan Passenger 2021** 284.00 265.00 265.00
MiniVan Passenger 2022** N/A 271.00 271.00
MiniVan Passenger 2023** N/A N/A 283.00

1/2 1/2 Ton Pickup* 2014 253.00 253.00 253.00
1/2 Ton Pickup* 2016 303.00 303.00 303.00

1/2 Ton Pickup* 2017 316.00 316.00 316.00

1/2 Ton Pickup* 2018 313.00 313.00 313.00

1/2 Ton Pickup* 2019 326.00 326.00 326.00

1/2 Ton Pickup* 2020** 278.00 278.00 278.00

1/2 Ton Pickup* 2021** 316.00 295.00 295.00

1/2 Ton Pickup* 2022** N/A 300.00 300.00

1/2 Ton Pickup* 2023** N/A N/A 312.00

1/2 Ton 4x4 Pickup* 2014 322.00 322.00 322.00

1/2 Ton 4x4 Pickup* 2015 322.00 322.00 322.00

1/2 Ton 4x4 Pickup* 2016 316.00 316.00 316.00

1/2 Ton 4x4 Pickup* 2017 347.00 347.00 347.00

1/2 Ton 4x4 Pickup* 2018 334.00 334.00 334.00

1/2 Ton 4x4 Pickup* 2019 353.00 353.00 353.00

1/2 Ton 4x4 Pickup* 2020** 341.00 341.00 341.00

1/2 Ton 4x4 Pickup* 2021** 353.00 330.00 330.00

1/2 Ton 4x4 Pickup* 2022** N/A 341.00 341.00

1/2 Ton 4x4 Pickup* 2023** N/A N/A 353.00

1/2 Ton 4X4 Pickup, Ex Cab* 2014 322.00 322.00 322.00
1/2 Ton 4X4 Pickup, Ex Cab* 2015 328.00 328.00 328.00
1/2 Ton 4X4 Pickup, Ex Cab* 2016 334.00 334.00 334.00
1/2 Ton 4X4 Pickup, Ex Cab* 2017 347.00 347.00 347.00
1/2 Ton 4X4 Pickup, Ex Cab* 2019 353.00 353.00 353.00
1/2 Ton 4X4 Pickup, Ex Cab* 2020** 366.00 366.00 366.00
1/2 Ton 4X4 Pickup, Ex Cab* 2021** 372.00 347.00 347.00
1/2 Ton 4X4 Pickup, Ex Cab* 2022** N/A 359.00 359.00
1/2 Ton 4X4 Pickup, Ex Cab* 2023** N/A N/A 370.00
1/2 Ton 4x4 Pickup Crew Cab* 2014 359.00 359.00 359.00
1/2 Ton 4x4 Pickup Crew Cab* 2015 366.00 366.00 366.00
1/2 Ton 4x4 Pickup Crew Cab* 2016 359.00 359.00 359.00
1/2 Ton 4x4 Pickup Crew Cab* 2017 372.00 372.00 372.00
1/2 Ton 4x4 Pickup Crew Cab* 2019 341.00 341.00 341.00
1/2 Ton 4x4 Pickup Crew Cab* 2020** 422.00 422.00 422.00
1/2 Ton 4x4 Pickup Crew Cab* 2021** 441.00 411.00 411.00
1/2 Ton 4x4 Pickup Crew Cab* 2022** N/A 423.00 423.00
1/2 Ton 4x4 Pickup Crew Cab* 2023** N/A N/A 435.00
3/4 3/4 Ton Pickup* 2015 353.00 353.00 353.00
3/4 Ton Pickup* 2016 322.00 322.00 322.00

3/4 Ton Pickup* 2018 378.00 378.00 378.00
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3/4 Ton Pickup* 2019 341.00 341.00 341.00

3/4 Ton Pickup* 2020** 359.00 359.00 359.00

3/4 Ton Pickup* 2021** 359.00 335.00 335.00

3/4 Ton Pickup* 2022** N/A 347.00 347.00

3/4 Ton Pickup* 2023** N/A N/A 359.00

3/4 Ton 4x4 Pickup* 2015 353.00 353.00 353.00

3/4 Ton 4x4 Pickup* 2016 341.00 341.00 341.00

3/4 Ton 4x4 Pickup* 2017 353.00 353.00 353.00

3/4 Ton 4x4 Pickup* 2018 353.00 353.00 353.00

3/4 Ton 4x4 Pickup* 2019 366.00 366.00 366.00

3/4 Ton 4x4 Pickup* 2020** 378.00 378.00 378.00

3/4 Ton 4x4 Pickup* 2021** 384.00 359.00 359.00

3/4 Ton 4x4 Pickup* 2022** N/A 365.00 365.00

3/4 Ton 4x4 Pickup* 2023** N/A N/A 376.00

3/4 Ton 4X4 Pickup, Ex Cab* 2015 316.00 316.00 316.00

3/4 Ton 4X4 Pickup, Ex Cab* 2019 397.00 397.00 397.00

3/4 Ton 4X4 Pickup, Crew Cab* 2015 384.00 384.00 384.00

3/4 Ton 4X4 Pickup, Crew Cab* 2018 403.00 403.00 403.00

3/4 Ton 4X4 Pickup, Crew Cab* 2019 403.00 403.00 403.00

12P 12 Passenger Van 2014 303.00 303.00 303.00
12 Passenger Van 2015 322.00 322.00 322.00

12 Passenger Van 2016 334.00 334.00 334.00

12 Passenger Van 2017 347.00 347.00 347.00

12 Passenger Van 2019 359.00 359.00 359.00

12 Passenger Van 2020** 322.00 322.00 322.00

12 Passenger Van 2021** 353.00 330.00 330.00

12 Passenger Van 2022** N/A 341.00 341.00

12 Passenger Van 2023** N/A N/A 347.00

SuU3 4X4 4-Passenger 2014 247.00 247.00 247.00
4X4 4-Passenger 2017 272.00 272.00 272.00

4X4 4-Passenger 2018 272.00 272.00 272.00

4X4 4-Passenger 2019 247.00 247.00 247.00

4X4 4-Passenger 2020** 266.00 266.00 266.00

4X4 4-Passenger 2021** 272.00 254.00 254.00

4X4 4-Passenger 2022** N/A 260.00 260.00

4X4 4-Passenger 2023** N/A N/A 265.00

SuU5 4X4 5-Passenger 2015 266.00 266.00 266.00
4X4 5-Passenger 2019 284.00 284.00 284.00

4X4 5-Passenger 2020** 359.00 359.00 359.00

4X4 5-Passenger 2021** 316.00 295.00 295.00

4X4 5-Passenger 2022** N/A 306.00 306.00

4X4 5-Passenger 2023** N/A N/A 318.00

SuU7 4X4 7-Passenger 2016 309.00 309.00 309.00
4X4 7-Passenger 2017 341.00 341.00 341.00

4X4 7-Passenger 2020** 341.00 341.00 341.00

4X4 7-Passenger 2021** 359.00 335.00 335.00

4X4 7-Passenger 2022** N/A 341.00 341.00

4X4 7-Passenger 2023** N/A N/A 353.00

SU9 4X4 8-Passenger 2015 459.00 459.00 459.00
4X4 8-Passenger 2019 509.00 509.00 509.00

4X4 8-Passenger 2020** 559.00 559.00 559.00
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4X4 8-Passenger 2021** 578.00 540.00 540.00
4X4 8-Passenger 2022** N/A 557.00 557.00
4X4 8-Passenger 2023** N/A N/A 563.00

* Additional $13.00 monthly charge if equipped with topper or lid.
** Projected rate.

Mileage Rates:
Mileage rates represent the cost of operations, both direct and indirect. Changes in projected mileage rates may occur
in FY 2021-22 or FY 2022-23 due to fluctuations in costs including fuel prices and liability insurance. DAS TSB wiill
review the mileage rates on a quarterly basis and adjust them as needed.

Beginning in FY 2021-22 the mileage rate charged for leased vehicles will no longer include motor vehicle physical
damage coverage. Each agency will be responsible for their physical damage coverage or self-insurance. Please
contact TSB at (402) 471-2897 for more information.

Type Vehicle Type FY 2021 FY 2022 FY2023
SCM Sub-Compact Sedan 0.24 0.24 0.24
CMP Compact 0.25 0.25 0.25

ISD Intermediate Sedan 0.26 0.26 0.26
MCA Mini Van Cargo 0.27 0.27 0.27
MPA Mini Van Passenger 0.27 0.27 0.27
VAN 1 Ton Cargo Van 0.28 0.28 0.28
T12 1/2 Ton Pickup w/Topper 0.28 0.28 0.28

1/2 1/2 Ton Pickup 0.28 0.28 0.28
T44 4x4 Pickup w/Topper 0.29 0.29 0.29
44P 4x4 Pickup 0.29 0.29 0.29
C34 3/4 Ton Pickup w/Topper 0.31 0.31 0.31

3/4 3/4 Ton Pickup 0.31 0.31 0.31
T34 3/4 1500 2x4 w/Topper 0.31 0.31 0.31
TCP Pickup Club Cab w/Topper 0.31 0.31 0.31
12P 12 Passenger Van 0.29 0.29 0.29
SU3 4X4 4-Passenger 0.29 0.29 0.29
Su4 4X2 5-Passenger 0.30 0.30 0.30
SU5 4X4 5-Passenger 0.31 0.31 0.31
SU6 4X2 7-Passenger 0.30 0.30 0.30
SU7 4X4 7-Passenger 0.31 0.31 0.31
Su8 4X2 8-Passenger 0.30 0.30 0.30
SU9 4X4 8-Passenger 0.32 0.32 0.32
T4D 4X4 Compact Pickup Crew Cab w/Topper 0.28 0.28 0.28
T4C 1/2 Ton 4x4 Pickup Crew Cab w/Topper 0.29 0.29 0.29
CE2 Compact Pickup 0.27 0.27 0.27
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Rental Half Day/Daily:

Rental (lease) rates represent vehicle replacement costs and account for depreciation and salvage value. Changes in
projected mileage rates may occur due to fluctuations in fuel prices.

FY 2021 FY 2022 FY 2023
Type Vehicle Type .
1/2 Day Daily 1/2 Day Daily 1/2 Day Daily

CMP Compact 8.50 14.00 8.00 13.50 7.50 12.50
ISD Intermediate Sedan 10.00 16.00 10.50 17.50 10.50 17.00
MCA MiniVan Cargo 10.50 17.50 10.50 17.50 10.50 17.00
MPA MiniVan Passenger 10.50 17.00 10.50 17.00 10.00 16.00
SCM Sub-Compact Sedan 7.50 12.50 7.50 12.50 7.50 12.50
T12 1/2 Ton Pickup w/Topper 11.50 19.00 10.50 17.00 11.00 18.00

1/2 1/2 Ton Pickup 11.50 19.00 10.50 17.00 11.00 18.00
T44 4x4 Pickup w/Topper 12.00 20.00 12.50 20.50 12.00 20.00
44pP 4x4 Pickup 12.00 20.00 12.50 20.50 12.00 20.00

3/4 3/4 Ton Pickup 12.50 20.50 13.00 22.00 12.50 20.50
C34 3/4 Ton Pickup w/Topper 12.50 20.50 13.00 22.00 12.50 20.50
12P 12 Passenger Van 13.00 21.50 12.00 19.50 12.00 20.00
SU3 4X4 4-Passenger 10.50 17.50 10.00 16.00 9.50 15.50
SuUs 4X4 5-Passenger 10.50 17.50 13.00 22.00 11.00 18.00
SuU7 4X4 7-Passenger 13.00 21.50 12.50 20.50 12.50 20.50
SuU9 4X4 8-Passenger 19.50 32.00 20.50 34.00 19.50 32.50
T4C 1/2 Ton 4x4 Pickup Crew Cab w/Topper 13.50 22.00 15.50 25.50 15.00 25.00

Vehicle Types in Bold print are present in the pools in the greatest numbers
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Aeronautics

Projected rates for the Department of Transportation — Division of Aeronautics on state aircraft and pilot services for
FY 2021-22 and FY 2022-23. Rates are charged hourly only if mileage is unknown due to nature of travel. Please
direct your questions to the Division of Aeronautics at (402) 471-2371.

EFY 2021 FY 2022 FY 2023
Current Aircraft Rate
King Air C90GTx - 7 passenger seating — N84NE 3.76/mi (1027/hr) | 3.76/mi (1027/hr) | 3.95/mi (1078/hr)
Intermediate Stops 25.00 each stop 25.00 each stop 25.00 each stop

Aircraft Rental Pool

Beechcraft Bonanza A36TC, single engine —
6 passenger

2.17/mi (390/hr) | 2.17/mi (390/hr) | 2.28/mi (410/hr)

Beechcraft King Air E90 - 7 passenger — N390PS 600/hr + Fuel 600/hr + Fuel 600/hr + Fuel

Intermediate Stops 25.00 each stop 25.00 each stop 25.00 each stop

Beechcraft King Air C90A — 7 passenger — N701XP 600/hr + Fuel 600/hr + Fuel 600/hr + Fuel
Pressurized, Twin Engine (Turbo Prop), 230mph

Intermediate Stops 25.00 each stop 25.00 each stop 25.00 each stop

PILOT charges
All Aircraft 73.00/hr 73.00/hr 75.00/hr

The Division of Aeronautics utilizes rental aircraft as the need arises. The availability of the pool of rental aircraft
is variable. Rental rates are charged by flight hour. When utilizing a rented aircraft in support of another state
agency, an additional $10.00 is assessed to the user agency to cover liability insurance. Please call the Division
of Aeronautics at (402) 471-2371 with any questions.

Pilot charges are assessed from one hour before departure time from Lincoln until the aircraft returns to Lincoln,
unless remaining overnight elsewhere. If remaining overnight elsewhere, pilot charges terminate at the end of
the normal duty day and resume at the beginning of the next duty day.

Incidental charges include pilot lodging, meals, and ground transportation; hangar rental due to inclement
weather; and ground power unit used for winter time starting assistance.

Open seats may be used on trips already scheduled, for a "hitchhiker" fee of $0.65/mile.

Charges for Intermediate Stops will be made for any additional landings en route to an ultimate destination
and/or on the return to Lincoln.
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Administrative Services State Budget Division

NEBRASKA BUDGET REQUEST AND REPORTING SYSTEM

Login and Password Help

Access to the Nebraska Budget Request and Reporting System (NBRRS) is managed through the
Nebraska Directory Services (NDS) user authentication system. If you are a State employee or past
NBRRS user, you already have a User ID assigned. However, you may not already know or may not
remember your NDS User ID and password.

Please note that the NDS ID is different from an Enterprise One, formerly known as NIS, User ID.

Follow these steps if you do not already know your NDS User ID and password:

1. Contact the Office of the CIO Help Desk at CIO.Help@nebraska.gov or call
(402) 471-4636. Indicate that you need to obtain your NDS ID and password. Include in your
request your name, agency, phone number and email address.

2. You will receive an email back from the Office of the CIO that will have your ID and a one-time
use, temporary password.

3. Log on to the NBRRS directly at http://nbrrs.nebraska.gov or by clicking the “System Login”
link on the right side of the screen at http://budget.nebraska.gov/nbrrs.html. Use your NDS
User ID and the temporary password.

4. The first time you log in, you will receive a message that the temporary password has expired
and prompted to change your password. Read carefully the directions given to make this
change.

5. After you have completed the process to change your password, make sure to setup
Password Hints. Password Hints allows you to answer three security questions that can be
used as an automated password reminder in event you forget your password in the
future. However, the CIO Help Desk will continue to be available for password resets as well.

NOTE: If you currently use the MyNebraska Portal (http://my.ne.gov/) to access web applications,
you can also access the NBRRS from the My Applications page.

To access the Nebraska Budget Request and Reporting System:

1. Log on to the NBRRS directly at http://nbrrs.nebraska.gov or by clicking the “System Login”
link on the right side of the screen on the NBRRS portal at
http://budget.nebraska.gov/nbrrs.html. Use your NDS User ID and the password you have set
for yourself
e If accessing from MyNebraska Portal (http://my.ne.gov/), click on “Nebraska Budget

Request and Reporting System”.

2. You are in and ready to go!

If you have any questions or encounter any problems, please contact Gary Bush (402-471-4161) or
Ann Linneman (402-471-4180) in the State Budget Division. We also encourage you to check out the
NBRRS portal at http://budget.nebraska.gov/nbrrs.html for information on training, step-by-step
screen instructions, and more.
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QUESTIONS

If you have questions regarding a certain section in this book, please contact the following person(s) at the
telephone number or e-mail address listed:

Budget Request System Support
Gary Bush, Sr. Budget Management Analyst 471-4161 gary.bush@nebraska.gov
Ann Linneman, Budget Management Analyst 471-4180 ann.linneman@nebraska.gov

Operations & Government Aid Request / State Budget Division Staff

Gerry Oligmueller, State Budget Administrator 471-4171  gerry.oligmueller@nebraska.gov
Lee Will, Deputy State Budget Administrator 471-4175 |ee.will@nebraska.gov

Joe Wilcox, Sr. Budget Management Analyst 471-4178  joe.wilcox@nebraska.gov

Gary Bush, Sr. Budget Management Analyst 471-4161 gary.bush@nebraska.gov

Claire Oglesby, Budget Management Analyst 471-4174  claire.oglesby@nebraska.gov
Ann Linneman, Budget Management Analyst 471-4180 ann.linneman@nebraska.gov
Neil Sullivan, Budget Management Analyst 471-4179 neil.sullivan@nebraska.gov
Lucas Martin, Budget Management Analyst 471-4181  lucas.martin@nebraska.gov

Capital Construction / Building Renewal

John Heacock, AS Building Division 471-0428 john.heacock@nebraska.gov
Doug Carlson, AS Building Division 471-0972  doug.carlson@nebraska.gov
Doug Hanson, AS Task Force for Building Renewal 471-3511 doug.hanson@nebraska.qgov
To obtain a new Asset (Building) Tag#

Andrea Stefkovich, AS Building Division 471-0465 tanya.lyon@nebraska.gov

Information Technology
Rick Becker, Office of the CIO 471-7984  rick.becker@nebraska.gov

154


mailto:gary.bush@nebraska.gov
mailto:ann.linneman@nebraska.gov
mailto:gerry.oligmueller@nebraska.gov
mailto:lee.will@nebraska.gov
mailto:joe.wilcox@nebraska.gov
mailto:gary.bush@nebraska.gov
mailto:claire.oglesby@nebraska.gov
mailto:ann.linneman@nebraska.gov
mailto:neil.sullivan@nebraska.gov
mailto:john.heacock@nebraska.gov
mailto:doug.carlson@nebraska.gov
mailto:doug.hanson@nebraska.gov
mailto:tanya.lyon@nebraska.gov
mailto:rick.becker@nebraska.gov

	1-Cover
	2-Table of Contents
	3-General Instructions
	4-SECTION IA-Narratives
	5a-NBRRS Agency Narrative Instructions ver 7.0
	5b-Evidence-Based Certification template ver 6.0 (03-28-18) - DRAFT
	5c-Division Narrative Instructions ver 7.0
	5d-Program Narrative Instructions ver 7.0
	5ee-PerformanceMeasuresTemplate
	5e-Program Key Performance Indicators Instructions
	6a-SECTION IB-Base
	6b-NBRRS Base Permanent Salaries Instructions ver 7.0
	6c-Base Appropriation Instructions ver 7.0
	6d-Blank Page
	7a-SECTION IC-Issues
	7b-Issue Details Instructions ver 7.0 (4-27-2020)
	Getting Started
	4. Click  to commit the narrative entered to the database.
	5. Select the Issue’s Request tab to provide detailed financial information for the Issue by Job Code, Object Code and Fund Type at the subprogram level.  The contents of this screen tab are blank at the creation of a new Issue.
	6. Begin adding Issue Detail (Program / Subprogram combinations) to the Issue:
	10. Click  to commit the data entered to the database. The FY22 and FY23 salary totals will be automatically inserted into the 511100 Object Code.
	13. Click  to commit the data entered to the database.
	14. Enter Funding amounts for both the FY22 Funding and FY23 Funding columns.
	Edit an Existing Issue
	Issues – Narrative Content

	7c-Issue Summary  Instructions ver 7.0
	Getting Started

	8aa-Blank Page
	8a-SECTION ID-Funds
	8b-Funds Analysis Instructions ver 7.0
	13. Click  to commit the narrative entered to the database.

	9aa-Blank Page
	9a-SECTION II-Modifications
	9ba-Budget Modification General Instructions
	Budget Modification General Instructions
	Definitions
	Important Reminders

	9b-Budget Modification Details Instructions ver 7.0
	Getting Started
	4. Click  to commit the narrative entered to the database.
	5. Select the modification’s Financial tab to provide detailed financial information for the modification by Job Code, Object Code and Fund Type.
	10. Click  to commit the data entered to the database. The FY22 and FY23 salary totals will be automatically inserted into the 511100 Object Code.
	14. Enter Funding amounts for both the FY22 Funding and FY23 Funding columns.  NOTE: Modifications must have an ongoing impact.  In other words, the funding impact may not be one-time only.
	Edit an Existing Budget Modification
	Modifications – Narrative Content

	9c-Budget Modification Summary Instructions ver 7.0
	Getting Started

	10ab-CCBR Gen Guidelines ver 6.0 (05-07-18) - FINAL
	a. Comprehensive Facilities Plan
	b. Program Statement
	c. Needs Statement
	d. Historical Structures
	Budget Instructions - July 2020 For The 2021-2023 Biennium
	Critical life safety/legal issues scoring scale for Project Rating Criteria 1.b.:
	Mission Statement for Nebraska Capital Construction:
	Governing Values for Nebraska Capital Construction:
	Definitions and Classifications of Project Requests for Deferred Building Renewal
	2. DEFERRED MAINTENANCE: Requests to repair structural or mechanical defects that would endanger the integrity of a building, utility system or their components or allow the unwanted penetration of a building or system by the outdoor elements. Request...
	3. AMERICANS WITH DISABILITIES ACT (ADA): Requests provide building and program accessibility  for disabled and physically challenged individuals and bring a building into compliance with the 2010 ADA Standards for Accessible Design (2010 ADA). Reques...
	4. ENERGY CONSERVATION: Requests whose primary emphasis is the reduction of energy consumption by a building, utility system or their components. The objectives of the conservation request, along with financing options, should be included in requested...


	10a-SECTION III-CCBR
	10b-CC Request Summary Instructions ver 7.0
	10c-CC Reaffirmation Project Instructions ver 7.0
	Other Buttons:
	Edit an Existing Reaffirmation Request
	Background – Provides a brief description and a short history of the project. The source of prior funding amounts should be identified as well as the anticipated length of the project, completion date, and any changes in the overall scope, cost, or ti...
	Additional Information – Includes any other information which would assist in understanding the request.

	10d-CC New Project Request Instructions ver 7.0
	 Program Planning - anticipated professional fees and related costs required to develop a Program Statement and to document the need for a specific project.
	 Professional Fees - all professional services necessary for the proper implementation of a Project. This includes costs for schematics; preliminary plans; contract documents; legal costs; services by engineers and architects hired outside the agency...
	 Construction - estimates for the complete implementation of the Project on a fiscal year cash flow basis. Includes cost of General/Mechanical work; Electrical/Elevator; Fixed Equipment; and Utility Connections and Site Work.
	5. Enter Funding amounts for the project (General, Cash, NCCF, etc.) as needed for all columns. Once completed, Total Funding must match Total Request in each column.  Note: The NCCF should only be used after receiving prior approval from the State Bu...
	Description – Provides the “What” for the project. An overview of the project that includes the general plan, timing, and objectives of the project.  Also reference or attach any additional information or reports (i.e. program statement).
	Justification – Provides the “Why” for the project.  Describes the basis or need for the project, the consequences of not doing the project, and the benefits of completing the project.
	Comprehensive Capital Facilities Plan Information – How the project conforms to the agency’s master plan for capital construction. Also details any project costs beyond the 2-year biennial budget period.
	Project Status and Time Schedule – Describes the various phases of the project and provides a proposed construction timetable.
	Additional Information – Includes any other information which may assist in understanding the request.
	3. Enter amounts under Funding (General, Cash, etc.) as needed for all columns. Once completed, Total Funding must match Total Request in each column.

	10e-Building Renewal Request Instructions ver 7.0
	4. Enter amounts under Cooperative Funding (General, Cash, etc.) as needed for both columns. Once completed, the Total Cooperative Funding must match the Cooperative Fund amount in each column in the Funding section calculated above.
	 Click  to commit the data entered to the database and check for Variances.
	 Variances do not need to be resolved in order to save.  However, all Variances must be resolved before your budget request can be submitted.
	 Click View Mode to leave Edit Mode.
	Other Buttons:
	Edit an Existing Building Renewal Project Request
	1. While in View Mode, click an existing project’s Building/Land Description from the Summary section of the screen.  This will open the project’s detail information.
	 Click  to begin making any desired changes.
	 Click the triangle icon to collapse or expand the Summary section.
	 Follow Steps 2-5 under Create a New Building Renewal Project Request to continue editing the existing project.
	Description - Provides the “What” for the project. A general overview of the project, as well as a description of the objectives of the project. This narrative also explains how the project type was determined, such as Deferred Repair, ADA, etc.  It s...
	Justification - Provides the “Why” for the project. Describe the basis or need for the project and the consequences of not doing the project and the benefits of doing it?
	Project Status and Time Schedule - Describes the various phases of the project and provides a proposed construction timetable.  Also describe whether the project is part of a Capital Construction Project Request.
	Additional Information - Includes any other information which may assist in understanding the project request.
	Edit Priorities
	1. While in View Mode, click  .  This will allow entry of a number in the Priority field for each project.

	10f-NBRRS Building Renewal Copy Instructions ver 7.0 (5-19-2020)
	11a-SECTION IV-IT
	11b-General Instructions - IT ver 6.0 (05-07-18) - FINAL
	11c-Agency IT Setup ver 7.0
	Getting Started – Agency IT Setup
	5. Click  to commit changes to the database.
	 Click  to show only Programs/Subprograms that have already been marked.
	 Click  to show all Programs/Subprograms.
	6. Click View Mode to leave Edit Mode.

	11d-IT Project Proposal ver 7.0
	Getting Started
	5. Click  to commit the data entered to the database.
	Edit an Existing IT Project Proposal
	Executive Summary
	i. Provide a one or two paragraph summary of the proposed project. This summary will be used in other externally distributed documents and should therefore clearly and succinctly describe the project and the information technology required.
	Project Justification / Business Case (25 Points)
	i. Provide the project justification in terms of tangible benefits (i.e. economic return on investment) and/or intangible benefits (e.g. additional services for customers).
	ii. Describe other solutions that were evaluated, including their strengths and weaknesses, and why they were rejected. Explain the implications of doing nothing and why this option is not acceptable.
	iii. If the project is the result of a state or federal mandate, please specify the mandate being addressed.
	Technical Impact (20 Points)
	iv. Describe how the project enhances, changes or replaces present technology systems, or implements a new technology system.
	v. Describe the technical elements of the project, including hardware, software, and communications requirements.
	vi. Describe the strengths and weaknesses of the proposed solution.
	vii. Address the following issues with respect to the proposed technology:
	1. Describe the reliability, security and scalability (future needs for growth or adaptation) of the technology.
	2. Address conformity with applicable NITC technical standards and guidelines (available at http://nitc.ne.gov/standards/) and generally accepted industry standards.
	3. Address the compatibility with existing institutional and/or statewide infrastructure.
	Preliminary Plan for Implementation (10 Points)
	i. Describe the preliminary plans for implementing the project.
	ii. Identify project sponsor(s) and examine stakeholder acceptance.
	iii. Describe the project team, including their roles, responsibilities, and experience.
	iv. List the major milestones and/or deliverables and provide a timeline for completing each.
	v. Describe the training and staff development requirements.
	vi. Describe the ongoing support requirements.
	Risk Assessment (10 Points)
	i. Describe possible barriers and risks related to the project and the relative importance of each.
	ii. Identify strategies which have been developed to minimize risks.
	Financial Analysis and Budget (20 points)
	i. Provide additional explanatory information about the Financial information entered on the Financial tab.

	11e-IT Agency Summary ver 7.0
	Getting Started
	Request Tab
	Designated Exclusive IT
	System Identified IT Expenditures
	Agency Identified IT Expenditures
	1. Click  to begin entering agency identified IT related expenditures at the Major Account level for each column, if necessary, along with the estimated funding amounts by fund type.
	2. Click  to commit the data entered to the database.
	IT Related Funding
	1. Click  to begin entering funding amounts by fund for each column.
	2. Any variance in funding relative to the amount of expenditures will be shown in red.  These should be corrected before the budget request is submitted.
	3. Click  to commit the data entered to the database. Click View Mode to leave Edit Mode before continuing on to the Narrative tab.
	Narrative Tab

	12a-SECTION V-AA & Submission
	12b-NBRRS Agency Administrator Instructions ver 7.0 (4-20-2020)
	Support Tables
	Agencies
	Agency - Versions
	Agency - Programs
	Agency - Divisions
	Agency - Projects
	Agency - Assets
	Agency - Funds
	Agency - Grants
	Agency - Object Codes
	Security
	Searching for a User
	Working with a User ID
	Assigning Access to the Agency to a User ID
	User Options
	Balance Checking
	See separate instructions on how to submit your budget request.

	12c-NBRRS Request Submission Instructions ver 7.0
	Getting Started

	12d-Report Instructions ver 7.0
	Getting Started

	12e-Blank Page
	13a-Appendix
	13-Rates
	14-NEED UPDATED INFORates Section 2018-06-21 Draft Combined
	16-Login and Password Help ver 6.0 (05-07-2018) - FINAL
	17-Questions



