
Yuma County Administrator’s 

Office of Management and 

Budget (928) 373-1010 

Budget 
Preparation 
Manual 
Yuma County 



  

 

 

 

 

 

 

 

 

 

 

 

(This page intentionally left blank) 

 

 

 

 

 

 

 

 



  

Table of Contents 
 

User’s Guide .......................................................................................................................... 5 

Part I: Overview............................................................................................................................... 6 

          Budget Instructions ........................................................................................................ 6 

          Key Dates ...................................................................................................................... 6 

          Timeline ........................................................................................................................ 7 

Part II: Budget Process .................................................................................................................... 8 

          Personnel ...................................................................................................................... 8 

          Budget Stages ................................................................................................................ 9 

1. Initial Baseline Budget........................................................................................... 9 

2. Department Baseline ............................................................................................ 9 

3. Budget Team Approved ...................................................................................... 10 

4. Department Request (DR) ................................................................................... 10 

5. Admin Adjustment .............................................................................................. 11 

6. Recommended Budget ........................................................................................ 12 

7. Tentative Budget ................................................................................................ 12 

8. Adopted Budget ................................................................................................. 12 

Part III: Budget Forms & Examples ............................................................................................... 13 

           Forms Availability ....................................................................................................... 13 

           Position & Related Changes Request Form ................................................................... 14 

           FTE Funding Changes-Existing Positions Form............................................................... 19 

           Supplies & Service Request Form ................................................................................. 20 

           Travel & Training Form ................................................................................................ 23 

           Capital Lease/Outlay Form .......................................................................................... 24 

           Existing and Approved Transfers Form ......................................................................... 26 

           Department Strategic Planning Form ........................................................................... 27 

           Capital Improvements Project Form............................................................................. 29 

Part IV: Oracle Cloud ..................................................................................................................... 31 

           Accessing Budget Worksheets ..................................................................................... 33 

           Line Item Entry ........................................................................................................... 34 

           Spreadsheet Export ..................................................................................................... 40 

 

 



  

 

 

 

 

 

 

 

 

 

 

(This page intentionally left blank) 



5 
 

User’s Guide 
The budget preparation manual is a general guide to the budget development in Yuma County.  
Although the guidelines and directions included in this manual are meant to be comprehensive, 
requests for new information, changes in directions and adjustments in deadlines should be 
expected.   

Information is distributed using the Budget Contact List provided by the department in 
December.  If at any point in time, you find an error or outdated information on the distribution 
list, please contact the budget office.  

 

What’s inside? 
 Budget Process: an overview of the County’s budget process, including department and 

OMB responsibilities during each stage of the process. 
 Technical Instructions: provides step-by-step instructions regarding line item entry, 

forms and checklists, documentation examples. 
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Part I: Overview 
1. Please refer to the Budget Preparation Instruction memo for any new guidelines for the 

upcoming fiscal year. 
2. The Budget Review Team (BRT) and Office of Management and Budget (OMB) are 

responsible for preparing the Recommended Budget. 
3. OMB offers “one on one” training on the budget preparation process upon request.  
4. December -  OMB: 

a) Sends budget instructions to the Budget Preparation Contacts and also post them 
on the County website.  These instructions include: 
 Due dates for departments to submit materials to OMB 
 Key dates in the Budget Preparation Process.   
 Guidelines for the preparation of the particular year’s budget. 

Date Event 
October 1 through December 
2, 2019 Requests for Market Salary/Grade Adjustment Classification Studies 

December 6, 2019 ITS Assessments due 
December 11,2019 Budget Training session 
December 31, 2019 Requests for Personnel Reclassification Studies due 
January 3, 2020 Budget Training session 
January 3, 2020 BRT distributes initial Baseline Budget-Hyperion available to Departments 
January 10, 2020  Departmental Baseline due  
January 21, 2020 Final Baseline Budget distributed 
January 21, 2020 Capital Improvement Project requests for FY21-FY25 due to County Engineer’s Office 

February 05, 2020 

Important: Department Budget Requests Due  
• Salary Holds 
• Underfills 
• Market Studies/Grade Adjustments/Reallocations 
• Travel, Departmental Strategic Planning 
• Position & Related Changes, Supplies & Services, Transfers, Capital Outlay, 

FTE Changes, Grant Lists (if needed) 

February 10, 2020 Board of Supervisors’ Workshop – Fiscal Forecast Review and Discussion of Budget 
Issues 

February 25-27, 2020 Department meetings with the BRT  

March 13, 2020 
FY21 Personnel Reconciliation 

• Personnel will be updated with Personnel Action Form actions up to this date 
May 4, 2020 Board of Supervisors receives Recommended Budget 
May 4-5, 2020 Board of Supervisors meets with departments 
June 1, 2020 Board of Supervisors adopts Tentative Budget 
June 22, 2020 Public Hearing on the Budget and anticipated adoption by the Board of Supervisors 
June 22, 2020 Adopted Budget accessible in Oracle 
August 17, 2020 Property tax rates & levies adopted 
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Part I: Overview –Concluded 

5. BOS Workshop/Retreat-  
a) Takes Place in February 
b) The Board of Supervisors and County Administrator meet with department heads in a 

workshop setting. 
c) A significant portion of the meeting deals with issues relating to the upcoming year’s 

budget. 
d) A fiscal forecast is presented. 
e) Direction may be given with regards to expected changes in salaries and benefits. 

6. Timeline: 
a) October-December, 
 Requests for Market Salary/Grade Adjustment Classification Studies due. 
 ITS Assessments due. 
 A group budget training session is held. 
 Requests for Personnel Reclassification Studies due. 

b) January – 
 The Initial Baseline Budget is distributed in Oracle Cloud by the OMB. 
 An additional group budget training session is held. 
 The Department Baseline budget is due to BRT in Oracle Cloud. 
 Final Baseline Budget is distributed. 
 CIP project requests are due to the County Engineer. 

c) February -   
 Department Requests are due. 
 Salary Holds 
 Underfills 
 Market Studies/Grade Adjustments/Reallocations 
 Travel, Departmental Strategic Planning 
 Position & Related Changes, Supplies & Services, Transfers, Capital Outlay, FTE 

Changes, Grant Lists (if needed) 
 Department meetings with the BRT. 

d) March -   
 OMB enters personnel into Oracle with the exception of departments with 

other existing personnel budgets (overtime, oncall, etc.) 
 Personnel reconciliation completed 

e) May –  
 The County Administrator presents the Recommended Budget to the Board of 

Supervisors (BOS). 
 The BOS meets with departments. 
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f) June –  
 The BOS adopts the Tentative and Adopted budgets. 
 Adopted Budget is assessable in Oracle. 

g) August –  
 Property tax rates and levies are adopted. 

Part II: Budget Process 
 
Personnel: 
Personnel/Full-Time Equivalent (FTE) Timeline 
 March- (1) OMB will email reconciled personnel spreadsheet to departments (2) OMB will 

enter personnel in Oracle Cloud in Department Request Stage **DO NOT INCLUDE 
POSITIONS REQUESTED** (3) OMB will reconcile with both Oracle and departments. (4) 
A cut-off date for changes to positions will be established. (5) OMB will apply Retirement 
& Insurance changes (if applicable). 

 April- Recommended Personnel will be emailed to departments. 
 May/June- (1) OMB will email Personnel Spreadsheet to departments after the Adopted 

Budget is adopted. 
 
Notes for Preparing Personnel Spreadsheet 
 Re: Changes- (1) Highlight corrections in specific color (2) List ONLY current positions & 

amounts- not requested positions (3) Final Personnel budget is 
the department’s responsibility. 

 Re: Oracle Cloud- (1) Approved reclasses entered by OMB (2) Reconciled personnel 
entered by OMB 

 Re: Budgeted Amounts-(1) General Fund/ General Fund supported vacant positions are 
budgeted at MINIMUM Salary and PPO Employee Only Health Insurance (2) If there 
are any discrepancies between OMB ERE amounts and department ERE amounts, PLEASE 
notify OMB (3) Provisionals/Underfills will be budgeted at current provisional/underfill 
hourly rate (a budget request should be submitted if promotion is anticipated for 
provisional/underfill position). 

 A sample spreadsheet is below: 
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Budget Stages: 
 There are eight stages of the annual budget’s development. 
 First stage is initial baseline budget and the last stage is the adopted budget. 
 Expected completion dates for each stage are listed in the Budget Instructions. 

 
1. Initial Baseline Budget: 
 First preliminary budget 
 Prepared and distributed by OMB 
 OMB will enter YE budget projections 
 Final amended budget for Supplies & Services from current fiscal year 
 Approved one-time purchases of Supplies & Services in current year budget are removed 
 Capital Outlay and Personnel budgets are also removed 

o Capital Outlay is budgeted for one fiscal year only 
 
2. Department Baseline:  
 Funds subject to the Baseline process: General Fund, Jail District, Health District and 

Library District.  
 Department reviews Initial Baseline budget prepared by OMB and determines necessary 

changes for year-end estimate and new budget year.   
o If applicable, departments submit any CIP requests to the County Engineer.  
o Departments to obtain Human Resources assessment for personnel related 

Department Budget Requests (if applicable).  
 Departments begin completing their Department Budget Request forms (if applicable). 
 Oracle Cloud entries during Department Baseline (instructions are provided in Part III of 

this manual) 
o Adjustments to individual line items in Supplies & Services not to exceed approved 

total budget amount. 
o Year-end Estimates to include Personnel 

 The better the year-end estimate for uses and sources, the better the 
beginning fund balance projection 
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 Departments must budget for existing New World Public Safety license fees (42131) and 
radio maintenance (43013) (if applicable).  If you are requesting budget authority to 
purchase additional licenses, please request the additional budget authority using a 
Department Request form.   

Budget requests should not be entered in the baseline stage 

3. Budget Team Approved: 

 Office of Management and Budget will calculate utility rate increase based on YE 
estimates entered.  

o Departments need to provide justification for increase if the increase is not 
supported by two prior year actuals and current actual projections.  

  Office of Management and Budget will review 43013 and 42131 line item accounts for 
departments with 800 MHz radio’s and New World licenses to ensure enough budget is 
available.   

 After the requested baseline line items have been reviewed by OMB and discussed with 
departments (if necessary), OMB will distribute the Budget Team Approved. Departments 
will use the Budget Team Approved as a reference for preparing their Department 
Requested budgets.  

4. Department Requests (DR): 

 Departments with SR funds will review and adjust YE estimate and new budget year 
amounts (as needed). 

o Changes to YE estimate can be changed if necessary. (All Funds) 
o Appropriation of Fund Balance (39910) will be uploaded by OMB.  

 Budget transfers will be submitted to OMB through the new Transfers form and entered 
into Oracle Cloud by OMB.  

 Personnel amounts will be entered by OMB–exception: Departments with other existing 
personnel budgets (overtime, etc.) entries are due in Department Request.  

o Position control: 
 Baseline budgets for authorized positions will be derived from the 

personnel spreadsheets provided to the departments for review. It is 
critical that these spreadsheets are reviewed for accuracy by departments 
to ensure proper budgeting of personnel costs. 

 Reclassification request information will be obtained from Human Resources. 
 Budget Authority for compensation adjustments, reclassifications, underfills, approved 

grade adjustments, salary holds and reallocation plans will be budgeted in Non-
Departmental budget and transferred as needed.   

 Budget Requests with personnel reference requires Human Resources analysis/job 
description.  
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 Departments will enter budget requests in Oracle Cloud.  

o Include forms, quotes, and justifications as attachments to each requisition in 
Oracle Cloud.   

 BRT will review all Budget requests.  
 DBS forms are submitted in this stage. 
 Revenue projections and fund balancing occur in this stage. 
 Departments to submit a list of all Budgeted Grants and the amounts (Grant List) 
 Additional information about the Department Baseline and Department Request stages 

is available at: 
http://www.yumacountyaz.gov/government/county-administrator/office-of-
management-and-budget/training-related-information/budget-preparation-material 

Forms: Provide metrics to support requests 

Forms 

*Required* Optional 

Department Strategic Planning FTE Funding Change 

Grant List Position & Related Changes Request 

Travel and Training Supplies & Services 

Transfer Form Capital Lease/Outlay 
 

o Submit one copy of each completed Department Strategic Planning form to the 
Office of Management & Budget via email. 

o If you choose to submit additional information to the BRT that is not covered in 
Oracle or forms, please submit electronic copies. 

 

5. Admin Adjustment: 

 OMB will request from departments a balancing account for possible adjustments, 
contingency will be used to balance if no response is received.  

 BRT will make adjustments to YE estimates as necessary.  
 Insurance Premiums will be entered by OMB. 
 Indirect Cost will be entered by OMB.  
 If applicable, Compensation will be entered by OMB.   

 
 

 

http://www.yumacountyaz.gov/government/county-administrator/office-of-management-and-budget/training-related-information/budget-preparation-material
http://www.yumacountyaz.gov/government/county-administrator/office-of-management-and-budget/training-related-information/budget-preparation-material
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6. Recommended Budget: 

 BRT will review and either recommend, not recommend or adjust budget requests. 
 Departments will be notified and able to review the BRT recommendations.  
 The BRT will prepare the County Administrator’s Recommended Budget for presentation 

to the Board of Supervisors. As part of the preparation of the Recommended Budget, the 
BRT will meet with departments to consider the department requests submitted during 
Department Request stage.  

 After these meetings are completed, the BRT will prioritize the department requests. 
Several factors are taken into consideration, for example: 

o How the requests relate to the adopted Strategic Plan 
 Be specific as to which of your department’s Strategic Plan objectives the 

request relates to and how the request will assist the department in 
meeting this objective. 

Budget Requests & Strategic Plan 
 Budget Requests are 

evaluated based on their 
alignment with the County’s 
Strategic Plan.  

 

7. Tentative Budget: 

 BOS meetings with department heads begin soon after the Board of Supervisors receives 
the Recommended Budget.  

o The expected format of these meetings is for the OMB to give an overview of the 
department’s budget, followed by comments by each department, indicating its 
support of, and differences with, the Recommended Budget. 

 When the Board of Supervisors finishes its meetings with all departments, it will list 
potential changes to the Recommended Budget (if applicable) and develop a tentative 
ranking of the changes. 

 The Board of Supervisors will adopt a Tentative Budget. 
 The Tentative Budget is published in the newspaper and is the basis of the public hearing 

on the budget. 

8. Adopted Budget: 

 All of the budget stages prior to this have been preliminary budgets. After conducting a 
publicly noticed public hearing the Board of Supervisors will adopt a final budget. Any 
amendments to the Adopted Budget must be made in accordance with specific provisions 
of State law. The date that the Adopted Budget should be available in Oracle Cloud will 
be included in the Budget Instructions.  
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Part III: Budget Forms 
Note: Please use the most current forms available for download on our website. 

 Open www.yumacountyaz.gov website.  

 Go to Government 

 Click County Administrator 

 A menu will appear to the left select Office of Management and Budget  

 Select Training and Related Information.  

 Next, select Budget Preparation Material  

 Forms will be available  

 Budget forms are created in Excel 

o An individual cell can support a limit of 1,024 characters. 
o Please try to limit your comments to the space provided 

 Each form contains a checklist for guidance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

http://www.yumacountyaz.gov/


14 
 

Position & Related Changes Request Form 

 Part one:  
o Describes requests for new positions and changes in sources of funding 

o Identifies personnel costs and all associated costs brought by the personnel 
change. 

 To include associated changes in Supplies & Services, Capital Outlay or 
Debt Service accounts. (A separate form for this cost is not necessary) 

 Costs need to be identified as “One-Time” or “Recurring” 

• i.e. Salary and benefit costs are “recurring” and furniture or 
supplies to establish the position would be “one-time” 

o All funds requesting new positions are required to fill out this form regardless of 
their baseline status. 

o All funds requesting funding changes to existing positions may use this form or the 
FTE funding Changes-Existing Position form. 

o If you expect to have to pay more than minimum salary to fill the position you are 
requesting (if request is approved), then use the salary you realistically expect to 
pay. 

o Budget Requests with personnel reference requires Human Resources 
analysis/job description 

 
 

 Part two:  
o Includes Statistical and Narrative Description and Return on Investment 

(ROI)/Cost Benefit 
 Statistical 

• Asks that you identify what will be the key benefit of the request 
o Improving effectiveness, efficiency/productivity or 

workload 
 Efficiency is expressed as a ratio between the 

amount of input and the amount of output and can 
be calculated on the basis of cost or number of FTEs. 

 Productivity is the opposite and is derived by 
dividing output by input.  

 Effectiveness measures how well a program or 
service is accomplishing its objectives and fulfilling 
the purpose for which it exists 
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Identify department (and division if applicable) name in top row of page

Enter Req\Priority # and Title

Change "Date Prepared" as updates/changes are made

Write brief summary of request in the top section.

Identify which, if any, Strategic Plan Strategy/Objective/Goal request fulfills

Identify any future years recurring costs

PAF must be filled out for HR/Finance if request is adopted by BOS

Include stats/narrative (e.g. Return on Investment/Cost Benefit, efficiency etc.…)

Requires Human Resources Analysis/Job Description

DEPARTMENT REQUEST:  POSITION & RELATED CHANGES

Verify that Totals for One-Time & Recurring amounts match the Budget Requisition 
Input form in Oracle.

 Part two: Concluded  

• An example of the inter-relationships of these measures:  

 

 

 
 

 

 

 

 

o Another important metric the BRT will look for is return on investment/Cost Benefit 
(documenting how the position will either save the County money or increase revenue). 

o If Return on Investment/Cost Benefit can be quantified then please fill out the ROI/Cost 
Benefit section on the forms.  (Supplies & Services, Capital Outlay and Position and 
Related) 

o Please utilize the checklist to guide you for areas the OMB will be reviewing.  

Checklist and Example of Position Related & Changes Request Form 

 

 

 

 

 

 

 

 

 

 
Example of Effective, Efficiency/Productivity and Workload measures: 
    

Monthly Food Services: 
   Data: 
   Dollars spent on Inspections:             $50,000 
   # of inspections conducted:     1,200 
   # of inspector hours:      1,600 
   Facilities with “A” rating for prior month      65% 
   Facilities with “A” rating for Current month      90% 
   Inspections requested – current month    1,200 
   Inspections projected – next month     2,400 
   Current # of Inspectors              1 
 
Efficiency   =  I     =   $50,000     =     $31.25 cost per inspection 
           O             1,200 
 
Productivity  =  O    1,200  ¾ of an inspection per hour ( 3 completed every 4 hours) 
    I   1,600 
 
Effectiveness = # of facilities with an “A” rating has increased from 65% to 90%. 
 
Changing workload =  2,400 - 1200 = 1200 additional inspections  
   1,200 / .75 of an hour = 1,600 additional inspection hours projected 
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Example 1 – Position Request (Routine Job Functions) 

 

 

 

 

Department: Req.\ Priority #: 1
Date Prepared: Short Title:    Animal Inspector

Summary:

You will need to submit Personnel Action Forms to Human Resources for changes adopted by the Board of Supervisors

 Weekly Hours now: 0

 Weekly Hours new: 40 Other - explain:

Fund & Dept. Number Fund Name %
na
          
          

Fund & Dept.  No. Fund Name % 261
00100.01.9999 General Fund 100 $70,000

          07/01/21
          
          
          

If yes, how & by 
how much?

page 1 of 3 pages

V.    Financial Impacts:
Will this request increase General Fund Revenue?   

By offering behind the scene tours, additional revenue can be realized with an ROI of $24,651 per year.

Is it l ikely this position may, directly or indirectly, result in increased dependence on the 
General Fund in the future?                                

If yes, explain:
If pay is adjusted, salaries and EREs will  increase.

County Strategic Pillar: 
(select one from drop dow n)

To provide optimal animal care and safety giving zoo patrons opportunities to learn about specific 
animals for their overall  survival from extinction.

Effective Governance
County Strategic Objective: 
(select one from drop dow n)
Responsibility

If the position is mandated, identify the mandate :  County Policy for animal safety
If mandated, what are the consequences of non-
compliance:

If Yuma County does not follow the policy to ensure animal safety, the zoo can lose it's l icense to 
have a zoo and may result in shut down.

If this is in fulfillment of a specific Strategic Plan 
objective or strategy, identify (only one): Department Objective Narrative:

Proposed Start Date:
     

IV.    Policy & Mandates:
Is an approved Human Resources assessment attached?

This position\program is needed primarily     
          to maintain existing service\operating levels.
          to expand, improve or add new service\operating levels.

Current Grade:
Current Mo. Salary:

     
III.    Requested Allocation (or reallocation of existing position):

Proposed Grade:
Prop. Annual Sal:

II.   Current Funding Allocation (complete if reallocating an existing position):
Position Number:

Incumbent's name:

Classification Title: Classification Status: Position:
Inspector

FY20/21 DEPARTMENT REQUEST:  POSITION & RELATED CHANGES    
Yuma Zoo
1/2/2020
Yuma County requires two Animal Inspectors to ensure that all animals within the Yuma Zoo remain both active and 
healthy.  In addition, a survey was conducted that patrons would purchase behind the scene tours allowing patrons 
to learn about extinction and ways to help.

PART ONE - RESOURCES NEEDED
I.   Position Information:

Employment status:

Yes No

NoYes

Yes No

New Existing 100% New All Reallocation Mixed Transfer

Regular; full-time Regular; part-time Other; please explain



17 
 

 

 

 

 

Dept.:      

Req.\Priority #:     

Accounting Details
(00100.01.0100.40291) One-time Recurring
00100.01.9999.40291 70,000                 
00100.01.9999.40292 24,550                 
00100.01.9999.41101 1,000                    
00100.01.9999.41502 4,000                     
00100.01.9999.41380 1,500                     
00100.01.9999.42410 2,000                    
00100.01.9999.43460 2,000                    
00100.01.9999.43080 4,000                     
     
     

Total $9,500 $99,550

$109,050

#VALUE!
#VALUE!
#VALUE!

Total Combined (one-time & recurring)

page 2 of 3 pages

#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!

#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!

#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!

#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE!

SMALL TOOLS LESS THAN 
COMMUNICATION 
TRAVEL EXPENSES
TRAINING AND SCHOOL 
DATA 
#VALUE!

Object Name
Amount

VII.    Comments:

NEW EMPLOYEES (OLD)
NEW EMPLOYEE 
OFFICE SUPPLIES

VI.    Account Detail:
►List each fund and account effected by this position change. Group accounts by fund, beginning with the lowest fund no.  List dept. & object accounts in 
ascending order by acct no.  Show not only direct costs of the position, but also any related amounts budgeted because of the position. (examples: 
furniture, computer, training, office supplies, vehicle)

►Enter fund name on row preceding accounts for that fund
►Enter the costs you expect to need
►Enter subtotals by fund & a grand total

Yuma Zoo Position Change Request Continuation
1
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Example 2: 
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Identify department (and division if applicable) name in top row of page

Enter Req\Priority # and Title

Change "Date Prepared" as updates/changes are made

Write brief summary of request

DEPARTMENT REQUEST: FTE FUND CHANGES TO EXISTING POSITIONS CHECKLIST

FTE Funding Changes-Existing Positions Form: 

 If you have multiple existing positions and the only change you are requesting for these 
positions is a change in funding, you may use this form 

o It allows you to list all positions on one form rather than having to complete a 
Position & Related Changes Request form for each position 

o Funding Change should not increase the General Fund 

Example of FTE Funding Changes-Existing Positions Form  and Checklist: 

 

 

 

 

 

 

 

 

 

# Employee Name Position # Class Title
 Total 
Salary FTE

Salary x 
FTE

Fund &           
Dept # FTE

Salary x 
FTE

Fund &           
Dept #

1 Timothy Thomas 143.001 Jungle Enclosure Supervisor 46,482$   -0.02 (930)          02447-9999 0.02 930           02876.9999
2 Richard Richardson 617.006 Cashier 27,718$   -0.04 (1,109)      02447-9999 0.04 1,109        02876.9999
3 Cathy Cruz 457.004 Enclosure Maintenance Worker 30,168$   -0.03 (905)          02447-9999 0.03 905           02876.9999
4 Linda Lopez 318.003 Financial Specialist 43,892$   -0.04 (1,756)      02447-9999 0.04 1,756        02876.9999
5 Joseph Johnson 543.005 Veterinarian Assistant 36,623$   -0.02 (732)          02447-9999 0.02 732           02876.9999
6 -                 -                 
7 -                 -                 
8 -                 -                 
9 -                 -                 

10 -                 -                 
11 -                 -                 
12 -                 -                 
13 -                 -                 
14 -                 -                 
15 -                 -                 

Total 184,883$ -0.15 (5,432)      0.15 5,432        

Summary: The Zoo has been notified that funding from the American Association of Zoo Keepers will  be reduced (see attached letter). As such, we will  
need to move a portion of the funding for affected positions to grant funding from the Animall Preservation League.

This form should not reflect an increase to General Fund. From To

Justification:
The affected positions are integral to the operation of the Zoo and it would increse costs to obtain these services from 
outside vendors. The costs can be adequately funded from the Animal Preservation grant and the General Fund is not 
affected.

FY20/21 Department Request - FTE and/or Funding Changes - Existing Positions
Department/Division: Yuma Zoo Req./Priority #: 3
Date Prepared: 12/15/2019 Title: Funding Changes
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Supplies and Services Request Form: 

 Use this form to explain requests exceeding the approved baseline 
 Cost should be identified as “one-time” or “recurring” 

o i.e. A request to purchase a copier 
 The cost of the copier would be considered “one-time” 
 The cost of a maintenance agreement associated with the copier will be 

“recurring” 
 Includes Return on Investment (ROI)/Cost Benefit section (if applicable)  
 Multiple requests can be listed on one form 

o Keep in mind that all requests on a form will be rated as one request. If there are 
some items you want much more than others, you might want to use more than 
one form. Also, if some of the items are to maintain existing service/operating 
levels and others are to expand, improve or add new service/operating levels you 
will likely want to separate them on two request forms.  

 Computer lifecycle budget requests will be submitted to the BRT by Information 
Technology Services (ITS). ITS will contact departments to review lifecycle needs. 
 
 

 

Do Not Use This Form For: 

 Supplies & Services requests associated with change in positions 
o Supplies & Services purchases requested in association with position changes are 

only shown on the Position & Related Changes Request Form.  
 Supplies & Services requests associated with changes appearing on capital lease/capital 

outlay form.  
o Supplies & Services purchases requested should appear only on the Capital 

Lease/Capital Outlay form. 
 For adjustments that will be made to the utilities line items as a result of the rates 

established by Finance. 
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Identify department (and division if applicable) name in top row of page

Identify which, if any, Strategic Plan Strategy/Objective/Goal request fulfills

Identify any future years recurring costs

Provide Quotes

Include Justification (e.g. Return on Investment/Cost Benefit, efficiency etc.…)

DEPARTMENT REQUEST:  SUPPLIES & SERVICES CHECKLIST

Verify that object account on request matches object account entered in Oracle (line item 
report)

Write brief description of request in Part I.

Part II describe any cost reallocations, if applicable

Verify that object accounts number matches Object Account Name

Enter Req\Priority # and Title

Change "Date Prepared" as updates/changes are made

 Example of Supplies & Services Request Form and Checklist 
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Department: Yuma Zoo Req.\ Priority#:
Date Prepared: January 2, 2020 Title:

Accounting Details Object Account Name
(00100.01.0100.41101) (Office Supplies) One- time Annual
00100.01.0100.42191 OTHER PURCHASED SERVICES  $               7,500 

#VALUE!
#VALUE! If the supply\service is mandated,  identify the mandate :  
#VALUE!
#VALUE!
#VALUE!
#VALUE!
#VALUE! County Strategic Pillar: (select one from drop down)
#VALUE!
#VALUE! County Strategic Objective: (select one from drop down)
#VALUE!
#VALUE! Department Objective Narrative:
#VALUE!
#VALUE!
#VALUE!

Total  $                       -  $               7,500 
 $               7,500 

Year 1 Year 2 Year 3 Year 4 Year 5 Total

7,500                                7,500                            7,500                 10,000               10,000                  $           42,500 

To contract audit services for Yuma Zoo.

FY20/21 DEPARTMENT REQUEST:  SUPPLIES & SERVICES
►Reminder:  Do not use this form for requests related to position changes or new capital outlay.

1
Contract Service Request

I.     Description:

Service is mandated by grants and private donors.

II.   Cost Reallocation             If this is a reallocation of costs formerly posted elsewhere, explain:
The recurring contract agreement expense for the Yuma Zoo has been previously covered by headquarters, Zoo USA.  Zoo USA is now requesting 
the agreement be expensed from Yuma Zoo's budget.

III.  Account Detail IV. Mandates & Strategic Plan
►Enter fund name on row preceding accounts for that fund.

$ change for this request This supply\service is needed primarily     
             to maintain existing service\operating levels.
             to expand, improve or add new
             service\operating levels.

Identify all future costs and/or savings

If this request is in fulfillment of a specific Strategic Plan 
objective or strategy, identify (only one):

Effective Governance

Public Trust

To protect current funding streams and actively pursue 
new funding that will sustain future growth of Yuma Zoo.

Total Combined (One-time+Annual)

 V. Recurring Annual Costs
 Recurring annual  costs  to 
exceed current budgeted 

amount. 
 VI.   Justification
As part of Zoo USA, Yuma Zoo's financial audits were paid for by Zoo USA.  It was decided by headquarters that each zoo be 
responsible for cover the cost of audits.  Because Yuma Zoo has multiple funding streams that require independent audits, 
Yuma Zoo needs budget for this expenditure.

Contract cost is $7,500 for the first 3 years with an increase to $10,000 for years 4 and 5.

 VII.   ROI (Return on Investment)/Cost Benefit
Without having an independent annual audit, Yuma Zoo will lose grants and private donations that total approximately 
$276,000 annually or $1,380,000 over the next 5 years.  The 5-year cost for performing the required audits to receive funding is 
only $42,500.
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Identify department (and division if applicable) name in top row of page

Specify Fund Name/Number (One travel form per Fund)

Amount on Travel/Training form should equal amount in Oracle line items

Increase in travel/training should be offset by reduction in another line item or submit request for 
increase 

TRAVEL AND TRAINING REQUESTS CHECKLIST

Change "Date Prepared" as updates/changes are made

Check Total Travel (42410) and Total Training (43460) formulas 

Travel and Training Form: 

 The purpose of this form is to account for travel and training activity within department 
budgets.  

o The form has been simplified this year and must be submitted for any training. 
o Keep existing training separate from new training requests. 
o Training hits a specific County Pillar and Objective in its Strategic Plan. 

 
Example of Travel and Training Form 
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Identify department (and division if applicable) name in top row of page

Enter Req\Priority # and Title 

Change "Date Prepared" as updates/changes are made

Write brief description of request in Part I.

Identify which, if any, Strategic Plan Strategy/Objective/Goal request fulfills

Identify any future years recurring costs

Verify that Totals for One-Time & Recurring amounts match Summary sheet columns

Specify if request is replacement purchase

If request is IT related, attach assessment from ITS

Provide quotes for requests

Complete all Applicable sections/Check manual for further instructions

DEPARTMENT REQUEST:  CAPITAL LEASE/OUTLAY

Capital Lease/Outlay Form: 

 Use when requesting capital outlay items or facility improvements costing less than 
$100,000. 

 Use to request authorization to enter into capital leases, or similar types of installment 
payment transactions in which the expected outcome is ownership of the asset. 

 Capital Outlay is an acquisition of land, building, vehicles, equipment, etc. to include lease 
purchases that are required to be accounted for as a capital lease (i.e. the asset is 
purchased for less than fair market value at the end of the lease period). If the equipment 
has an expected life of less than 1 year or the purchase price is less than $5,000, budget 
the item under Supplies & Services rather than Capital Outlay. 

 A threshold amount list is available on the County website to use as guidance in 
identifying whether an item is considered Capital Outlay or not. Finance is also available 
to answer questions.  

 Use to receive authority to enter into an installment purchase, even though there may be 
no installment due until a future fiscal year.  

 Purchase cost for lease purchase items is to be the sum of any down payment, lease 
payments and buy-out costs. 

 Include supplies & services related to the request capital outlay item. 
 All funds requesting Capital Outlay are required to fill out this form regardless of their 

baseline status. 
 All IT related requests must include a completed assessment form from ITS. 
 Includes Return on Investment (ROI)/Cost Benefit section (if applicable)  

 Checklist and Example of Capital Lease/Outlay Form 
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FY20/21 DEPARTMENT REQUEST:  CAPITAL OUTLAY
►Reminder:  Do not use this form for requests related to position changes.

See below for capital outlay requirements.  List all future recurring costs.
Use this  form to request capi ta l  outlay i tems  or faci l i ty improvements  costing more than $5,000 (individual item) and less than $100,000.  

Dol lar thresholds  apply to uni t costs .  Uni t cost includes  sa les  tax and shipping, BUT does  not include software tra ining

Capita l  Outlay i s  any acquis i tion of land, bui lding, vehicles , equipment, etc.  This  includes  lease purchases  that are required to be 
accounted for as  a  capi ta l  lease, (i .e.; the asset i s  purchased for less  than fa i r market va lue at the end of the lease period.)  If the 

equipment has  an expected l i fe of less  than 1 year or the purchase

INCLUDE suppl ies  & services  related to the requested capi ta l  outlay i tem on this  form.
Department: Dept. Priority:
Organization Unit: Title:

Strategic Pillar:

Strategic Objective:

IV.   Account Detail (for costs during budget year)
Object Account Name

One-Time Recurring
#VALUE!

COMMUNICATION EQUIP RE    -$                                  12,000$                   
#VALUE!
#VALUE!

COMMUNICATIONS EQUIPM 48,000$                      
48,000$                      12,000$                   

60,000$                   

Year 1 Year 2 Year 3 Year 4 Year 5 Total
12,000                           12,000                        12,000                   12,000                                   12,000                         60,000$                   

Age Mileage\ Other Metric

Date prepared:

VII.   Justification

The purchase of the additional camera equipment and additions to the monitoring station will  allow the entire park to be monitored by 
electronic communication equipment.  The increase in the Supplies and Services is to cover the cost of maintaining the new 
installation.  We've documented 6 claims in FY 19/20 that could have been prevented if those areas had been monitored.  This would 
have saved the County $25,200.  

VIII.   ROI (Return on Investment)/Cost Benefit

When taking a look at the ROI the 48,000 would be a one time amount that would be paid back throughout the years of savings with the 
expanding of the surveil lance throughout the zoo.  The only re-curring cost would be the Equip Maint & Repair of $12,000 but it is sti l l  
lower than the $25,200 in claims the County had to pay.  See attached for the following ROI/Cost Benefit is for 5 year assuming that the 
l ifespan of the equipment is 5 years.

Capital Outlay
00100.01.9999.45420

Total 
Total Combined (one-time & recurring)

V.  Recurring Annual Costs:

Recurring annual costs to exceed the current budgeted amount. 
VI.   For Replacement Purchases

Replaced Item Comment

If mandated, what are the consequences of non-compliance? NA
If this request is in fulfillment of a specific Strategic Plan 
objective or strategy, identify (only one): Department Objective Narrative:

Yuma Zoo continuous effort to increase the safety of our animals, 
staff, and vistors.Operational Excellence

Continuous Improvement

Fund.Function.Department.Object Account            Amount
i .e. (00100.01.0100.45411)

Supplies & Services
00100.01.9999.43013

Yuma Zoo 5
Administration Electronic Survellance Cameras

I.     Description:
To expand camera surveil lance to all  portions of the zoo.

This Purchase is                an additional asset,   OR          replacement of an existing asset         
This asset will  be supported by the County IT Department or will  be attached to networks maintained by the County IT Department?

II.  Is there an option to lease (If so please provide details)?  
III.   Service levels, Mandates & Recurring Costs:

This supply\service is needed primarily     
             to maintain existing service\operating levels.

             to expand, improve or add new service\operating levels.
If the supply\service is mandated, identify the mandate :  NA

Yes No
Yes No



26 
 

Identify department (and division if applicable) name in top row of page

Identify New/Existing

Ensure the Total equals zero

For each transfer, enter a description and justification

Schedule of Existing/New Transfers In and Out

Change "Date Prepared" as updates/changes are made

Enter the applicable Fund and Department numbers

Enter the amounts

Existing and Approved Transfers Form: 

 This form is for existing and new Transfers In and Out necessary to maintain existing 
service/operating levels as well as new requests.   

 Transfer form entries will be made by OMB.  
 

Checklist and Example of Department Request Summary Form 
 

 

 

 

 

 

 

 

 

FY20/21 Schedule of Transfers IN and OUT

Description = Position #, name of grant, etc.

Justification = The reason the transfer is needed

Date Prepared:

New/
Existing

Fund Dept. Account Fund Name  Amount 
00100 

Prior Year 
Amount

56010:  Transfers Out

55010:  Transfers In

56010:  Transfers Out

55010:  Transfers In

56010:  Transfers Out

55010:  Transfers In

56010:  Transfers Out

55010:  Transfers In

56010:  Transfers Out

55010:  Transfers In

56010:  Transfers Out

55010:  Transfers In

56010:  Transfers Out

55010:  Transfers In

Total (should be zero) -$                General Fund Affect $0

*If there is a General Fund increase, please submit supporting information.

Please Note:  For new transfer in and out request, please attach additional documentation supporting the amount. i.e. grantor letter, spreadsheet 
calculations, etc.  For any General Fund transfer in or out, please enter last fiscal year's General Fund amounts. 

Department:

Description/Justification
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Department Strategic Planning Form: 

 This form is used to identify how a department’s budget request(s) will meet the County’s 
Strategic Plan Pillars and Objectives. 

o Effective Governance 
 Resilience, Public Trust, Responsibility, Economic Stewardship, 

Environment Stewardship, Exceptional Public Service 
o Operational Excellence 

• Effective Staffing, Forward Looking, Continuous Improvement, 
Best Managed US County, Effective Financial Planning, 
County 1st, Department Next 

o Valued Employees & Resources 
• Robust Benefits, Timely Discipline, Unified Workforce, 

Engaged Employees, Employee Development, Meaningful Recognition 
 

 Identify the department. 
 Keep and state existing Department Mission Statement or state new Mission Statement. 
 List Significant Accomplishments (Optional). 
 List Initiative(s) (or goals) for FY20/21. 
 List Output(s) (or projects) planned to use to achieve the Initiative. 
 List Measure(s) that will be used to track progress on achieving the Initiative. 
 Identify which Strategic Plan Pillar and Objective the Initiative satisfies. 

 
Checklist and Example of Department Strategic Planning Form 

 

 

Department:  Identify department (and division if applicable)

Mission Statement:  If changing, please enter new statement.  If not, check "Keep Same" box.

Add additional pages if needed.

DEPARTMENT STRATEGIC PLANNING

Initiative:  Enter Department Initiative (goal) for FY20/21.

Output: Enter Department Output (project) expected to achieve Initiative.

Performance Measure: Enter method used to track project progress to achieve Initiative.

Identify County Strategic Pillar and Ojective associated with Initiative.

Significant Accomplishment (Optional):  If your department has had a significant accomplishment during the year 
that you would like included in your department budget pages, enter it here.
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Capital Improvements Project Form  

 Used when requesting Capital Improvement Projects costing $100,000 or more.  
 Consist of land, buildings, or improvements to same (e.g., elevator, installation in an 

existing building, or bridge construction on a County road and Information Technology 
projects). 

 CIP budget authority is approved for only one year; a form for a multi-year project must 
be submitted each year. It’s a Non-recurring expense. 

 The County Engineer coordinates preparation of the County’s Capital Improvements Plan. 
Request for new projects to be included in the Capital Improvement Plan, or making 
changes to projects already included, are submitted to him. List ALL recurring costs 
associated with the request and any savings that will result from the project. 

 List all costs such as sales tax, shipping, installation, etc.  List future recurring costs in the 
section at the bottom of the form.  List projected savings as negative amounts.  
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Part IV: Oracle Cloud  

 
Open Internet Explorer or other web browser (Firefox, Chrome or Safari) 
 

Enter the following URL: https://myservices.us.oraclecloud.com/mycloud/a418678/faces/dashboard.jspx 

 
 
Enter username and password and click sign in 
 
 

 

 

 

 

 

 

 

Next you will see My Oracle Services page, click on Oracle Enterprise Performance 
Management Planning 

 

 

https://myservices.us.oraclecloud.com/mycloud/a418678/faces/dashboard.jspx
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The following page will automatically open to FinPlan tab, change to the Planning and 
Budgeting Service tab 
 

 

                                                                          

 

 

                                      

 

 

 

 

Next, click on the Simplified Interface option. 

  

Please Note: If you are using Internet Explorer, click the “100%” in the lower left corner of the window and select 
size down to 90%.  This will make the appearance of the application better.  
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The Planning and Budgeting Cloud:FinPlan page will open (see below).  Click on Data 

 

 

 

 

 

 

 

 

 

 

 

 

The Data Entry page will open, this page contains the folders and forms where data will be entered and 
reviewed. The two stages with department involvement are Department Baseline and Department 
Request, all other stages (folders) contain a review form that will allow to view any changes made in that 
stage.  
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2.0 Department Baseline: 

 
Click the arrow beside the 2.0 Department Baseline (stage) folder to open the folder.  Then click on  the 
2.0 department folder. The department baseline stage forms will be available. Please Note: Funds subject 
to the department baseline stage are: General Fund, Jail District, Health District and Library District. If 
your department has other funds, you will not be able to view/enter data for them in this stage.  

 
 
 
 
 
 

 

 

 

 

 

 

Click on the “2.1 Year End Estimate Input Form” link to open the following screen. This form will allow to 
edit the Current Year End Estimate (edit data and/or add rows). 
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To change the Fund/Department combination click on the pencil on the right of the form 

 

 

 

 

 

 

 

 

After clicking the pencil, the following screen will 
populate. In this screen select the fund and 
department to edit.  Click the dropdown to see the 
fund list and select a fund. If a specific fund is not 
listed, select  the “no fund” option.   
Next, click the dropdown for Entity (Department) 
and select a department. If the “No Fund” option 
was selected before, return to the Fund dropdown, Fund should be available.  If the fund/department 
number is not in the dropdown menu, contact the Office of Management and Budget. Verify 
fund/department combination is valid. Click the “Apply” button to return to the form. 

 

 

 

 

 

 

 

 
 
 
 
The form is now ready to edit the data for the Department/Fund combination selected.  
You will notice that the first 6 columns are grayed out; this means the values in these columns cannot be 
edited. In the seventh column the values can be edited. The Object Account/Function combinations values 
can be changed by simply clicking in the cells and changing the value.  The eighth column is the variance 
(difference) between Department Baseline YE Estimate and Initial Baseline YE Estimate.  
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Example to change data: In the second cell in seventh column, click the cell and type in a number even if 
there was a number before. (In this example a blank cell was changed to 500) Press enter. 
You will notice that the cell with the new data is now Yellow, and the subtotals at the bottom did not 
change.  Next, Click the “Save” button to commit the new data to the database.  

 

The following message will populate informing that the data has been saved, and the subtotals have been 
recalculated.          
 

 

 

After clicking “OK”, the screen will go back to the form. 
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When editing the YE budget, a new row may need to be added to the form for an object account/function 
combination, that is not currently there.  To do this, right click on a row in the form, to bring up the 
following menu         

Select the “Add Row” option to open the following window. 

In this window, type in the Function and the Account number. There is also an option to select the 

“Member Selector” icon next to “Function”, to open the following screen. 
Please note: in this window the selections will need to be made in sequence. (Fund, function, department 
and accounts). 
 

In order to see the functions description clicks the “Settings” button , from the menu select “Show 
Alias”. 
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In this screen, scroll to the left and select “All Functions” in the first column. In the middle column check 
the All Expense or All Revenue Functions depending on whether the row added is an expense or a revenue. 
This will populate all functions within each category, in the third column. Select the function by clicking 
next to it and ensuring the check mark next to it populates.   

 

 

 

  

 

 

 

 

Click OK to return to the prior screen.   

 

To add a new the new account (object account), you can mannually enter it with quotations into the text 
box “30110” or to add mutliple accounts enter by seperating with a comma and quotations “30110”, 
“32110”. If you are unsure of what account you want to enter select the member selector next to “Select 
Accounts” to open the following screen. 
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In this screen, select one or multiple accounts, by clicking down the account structure and adding them 
to the list on the left side of the window. In the Account column, make sure “All Obj Accts” is selected, 
this will populate all of the acccounts available. Hover over the accounts and a description of the accounts 
will appear. Check one or multiple accounts by clicking in front of the account (Please Note:  the same 
function for all of the accounts is selected). As you are checking the account or accounts it should populate 
them under the Selections column. Make sure the accounts you have selected are not already on the 
form.  Click OK to return to the “Add Row” screen. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
 
 
 
Click Launch to add the account or multiple accounts. 
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Notice that the new account/Function combination has been added. To delete a row added by mistake, 
simply delete the zero in the row just added, and click the Save button. 
 

 

 

 

 

 

 

 

 

 

 

 
Ensure to save often. Close the form when you have completed your changes.  
 
Export to Excel 
Click on Actions and scroll down to Spreadsheet Export 
 
 
 
 
 
 
 
 
 
 
 

 
  

The Spreadsheet Export window will open. 
Click Export… 
 
This message will pop up click open.  
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When Excel opens this last notification will pop up click yes and it should open the excel export. 

 

 
 
(Your screen may look slightly different based on your version of windows) 

 

Spreadsheet can be saved and manipulated in the format that best fits your department. 

Next: 
2.2  Budget Input Form 
From the Data entry form listing, open the “2.2 Budget Input Form”  
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In this form, the baseline budget can be edited the same way the Year End estimate was done. Please 
note: In this form only General Fund, Jail District, Health District, and Library District Fund/Dept 
combinations will appear. Entries for Revenue and Supplies and Services are allowed. Personnel accounts 
will be available in Department request stage. 
 
As in the prior form, a value can be changed in one of the white cells under the seventh column.  Any 
changes made will highlight the cell in yellow until saved.  After saving, the subtotals will recalculate. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
During baseline budget,  the total baseline should not increase. If by accident there is an  
increase/decrease to the baseline budget, the subtotals will highlight red because the data does not 
agree with the Amended Budget. The eighth column is a variance column that will show the difference 
from Department Baseline budget to Initial Baseline budget.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next, select a new Department/Fund combination and add a new row to the form.  The results should 
be the same as was done in the prior form.The spreadsheet can be exported.  Ensure to save often. 
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Next: 
2.3  Budget Data Review Form By Fund Dept 
From the Data entry form listing open the “2.3 Budget Data Review Form By Fund Dept”  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This form is to review all of the entries by selecting fund/entity (department) combinations. It contains a 
variance column (column 8) showing the difference between the Department Baseline and Initial 
Baseline Year End Estimates  and a variance column (column 11) showing the difference between 
Department Baseline and Initial Baseline Budgets.  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This completes the Department baseline phase of the process. 
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3.0 Budget Team Approved Stage: 

This stage is open to BRT only. There is a 3.6 Budget Review Form by Fund Dept available to departments. 
This review form allows viewing of changes done in the BRT stage compared to the Department Baseline 
stage.  

 

 

 

 

 

 

 

 

4.0 Department Request Stage: 

4.1  Year End Estimate Form 
From the Data entry form listing, open the 4.0 Department Request folder, next open the 4.0 Department 
folder, then open the 4.1 Year End Estimate form. 
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This form is the same as the Year End Estimate form in the Department Baseline phase, use this form to 
enter Special Revenue YE estimates.   Change the Department/Fund combination, add a row of data, 
change and save data (the same as in the Department Baseline version). The Appropriation of Fund 
Balance (39910) amounts will be entered by Office of Management and Budget.  
Once finished, save the data, export and close this form.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4.2  Budget Input Form 
Next, open the 4.2 Budget Input Form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This form is the same as the Budget Input in the Department baseline phase. Change the 
Department/Fund combination, add a row of data, change and save data (the same as in the 
Department baseline version). 
Save the data and close this form. Please note: All funds/dept combinations are available in this stage. 
Personnel is grayed out because OMB will enter Personnel for all funds for the new budget except for 
other existing personnel budget amount (overtime, etc). 
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4.3  Budget Requisition Input Form 
Open the 4.3 Budget Request Input form. This form is used to request new amounts in addition to the 
existing budget amounts, and to submit your budget request supported documentation.  The 4.3 Budget 
Requisition Input form will populate example below. Please Note: This form will display your budget 
requests as you enter them.  This form will also be reviewed after the approvals have taken place, so you 
can see if the request was approved, and for how much it was approved for.  

To add a new requestion right click on a row and select “Add New Req” from the popup menu which opens 
the folowing screen. 

 

 

 

 

 

 

In this screen, enter the Fund, Department (make sure it is a valid combination), Function, and accounts 
(as a comma seperated list). Next, click the member select button next to the Budget request to open the 
following screen.  Please note: selections are to be done in sequence as listed.  

 

 

 

 

 

 

In the first column, highlight the next Budget request number that has not been used for this 
Department/Fund combination (since there were none for this combination we will use BR1).  In the 
second column, select a member that ends in a 1 (One time amounts) or a 2 (on going amounts). The 
example below shows an On-Going amounts.  
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Once a selection has been made (i.e first on-going Budget Request “BR1.2”) click OK to return to the 
following screen. 

 

 

 

 

 

 

 

Click launch and the new request is included on the form. 

 

 

Repeat the above process and add the same accounts to the One-Time budget request (in this example 
BR1.1) 
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In the form, enter a priority number, edit the amounts on the forms for one time and on going expenses, 
and type in the comments for the requestions, and save the form. 

 

 

Next click on a data cell within the “Requested Amount” column and click Data to bring up the  

following menu.  
 

Select the                 (attachments) option under Details to open the next screen.                       

 

In the popup menu click the Add Attachment button to open the following screen.   

Please note: each attachment used  
Should have a unique file name.  

 

 

 

 

 

Click the Browse button to open the following 
screen.  

 

 

This is a standard file explorer window, from here look up any 
budget request supporting documentation, and click the “Open” 
button  to return to the following page.  
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Click the “Upload” button to return to the following screen. 

 

 

 

Click browse again, and add another 
document to the cell if needed. 

 

Click the “Close” button to return to the form. 

 

Notice that the cell with an added attachment now has a small dot in the upper right corner of the cell.  
Click the “Data” Button again to close the menu on the right, and right click on the dot in the cell that has 
the attachment to open the following menu. 

From the menu, select “Attachments”to open the attachments window. 

In the attachments window, 
click on one of the files to 
open and review the attached 
documents. Click close to 
return to the form, and click 
Save to submit the data and 
attachments. Click the “Close” 
button to return to the Data 
forms listing. 
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4.4  Budget Requisition Review Form - ALL 
From the Data Form Listing, open the 4.4 Budget Requisition Review form-All.  Please note: this may not 
be available if OMB has not aggregated the data.  If there are any data issues, please contact the Budget 
Review Team to ensure a data aggregation has taken place since the last input. Also note that these 
requisitions are not approved at this time.  The approved requisitions will only be visible after the Budget 
Review Team has approved or not approved them.   

 

The form gives access to review the Budget requests for ALL of the Departments/Funds pertaining to each 
individual   

4.5  Budget Review Form by Fund Dept 

In the Data Form Listing, open the 4.5 Budget Review form by Fund Dept.  Data entered in Department 
Request stage can be reviewed by fund/department combination.  Please note: this may not be available 
if OMB has not aggregated the data.  If there are any data issues please contact the Budget Review Team 
to ensure a data aggregation has taken place since the last input. 
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To change the department/fund, click the   to open the following screen. 

 

 

 

 

 

In this screen change the Fund and Department to review the data.  Click Apply to go to the following 
screen. 

 

 

 

 

 

 

 

 

 

 

 
 
 
This allows to review the total amount put in for all Budget requests and  all transfers for the 
Department/Fund combination. 
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5.0 Admin Adjustment Stage: 

5.8  Budget Review form by Fund Dept 
This stage is open to BRT only.  There is a 5.8 Budget Review form by Fund Dept available to departments.  
This review form allows you to view any changes done in the Admin Adjustment stage compared to the 
Department Request stage.  

 
 
 
 
 
 

 

 

 

 

6.0 Recommended Stage: 

6.6 Budget Requisiton Review form – ALL 
A 6.6 Budget Requisition Review form will be available to view the Budget Review Team’s 
recommendations to the Board of Supervisors. An email will be sent when the form is available. 
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6.7  Budget Review form by Fund Department 
There is a 6.7 Budget Review form by Fund Dept available to departments.  This review form is to view 
any changes done in the Recommended stage compared to the Admin Adjustment stage.  

 
 
 
7.0 Tentative Stage: 
7.6  Budget Review form by Fund Dept 
This stage is open to BRT only.  There is a 7.6 Budget Review form by Fund Dept available to departments.  
This review form is to view any changes done in the Tentative stage compared to the Recommended 
stage.  
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8.0 Adopted Budget Stage: 

8.6  Budget Review form by Fund Dept 
This stage is open to BRT only.  There is a 8.6 Budget Review form by Fund Dept available to departments.  
This review form is to view any changes done in the Adopted stage compared to the Tentative stage.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
8.7  Budget All form 
There is a 8.7 Budget All form available to departments.  This review form is to view all the stages in 
Budget from Department Baseline stage to the Adopted Budget stage. 
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8.8  YE Estimate All form 
There is a 8.8 YE Estimate All form available to departments.  This review form is to view all the stages in 
YE Estimate from Department Baseline stage to the Adopted Budget stage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click close to return to the forms listing, and click the Home button  to return to the main menu.  
Click the dropdown on the employee ID number in the upper right corner of the screen and select the 
Sign Out to exit the system.   
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