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U S. Departnent of Justice
Federal Bureau of Prisons

C h a-n g e Dl RECTI VE AFFECTED: 2100. 03

CHANGE NOTI CE NUMBER: 02

N Ot i C e DATE: 3/8/2001

1. PURPCSE AND SCOPE. To revise the Budget Execution Manual to
elimnate certain provisions pertaining to the Trust Fund
Appropriation, and clarify procedures and requirenents related to
deficit variances, distribution process of operating plans,
Central O fice budgeting, and subm ssion of obligational

requi renents based on assessnents of internal controls and

| nspector General (1G Financial Statenent Audit recomrendati ons.

2.  SUWNARY OF CHANGES

C Budget devel opnment and execution requirenents (Chapter 12)
pertaining to the Trust Fund Appropriation have been renoved
and wi Il now be addressed by the Trust Fund Branch.

C Overall controls and responsibilities for nonitoring
operational (non-salary) obligations and funding at the
Central O fice are now encunbered at the division |level.

C Cost Center Managers nust receive approval fromthe
Controller/Conptroller prior to creating a deficit variance.

C Deficit authority requests are to be requested by budget
activity wwth required quarterly realignment of deficit
vari ances by sub-budget activity (decision unit) wthin the
Budget Activity to resolve the deficit variances.

C The Budget Requirenents form (BP-184) is no |onger required
but may continue to be used to identify and transmt annual
and quarterly cost center budget requirenments. |If the
BP-184 is not used, regional office and institution Budget
and Pl anning Comm ttees nust devel op formats and procedures
to identify and transmt cost center manager budget
requirenents.
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C Cost Center Managers are required to submt nonthly Fund
Control reconciliations to the Controller/Conptroller thru
their Associate Warden within 10 working days foll ow ng the
nont h- end cl oseout .

C The BP-183, Budget Distribution Requirenents, is required
only upon notification of the approved annual all otnent.

C Funding and positions allocated for Drug Abuse Prograns
cannot be reprogrammed regardl ess of which appropriation
provi des resources for these prograns (Salaries & Expenses
Appropriation or the Violent Crinme Reduction Program

Appropriation).

C Institutions and regional offices are no longer required to
fund obligations associated with unforeseen events

e The Annual Wbrkforce Purchase and Utilization Plan may be
formul ated as a fiscal year summary and/or by quarter

3. TABLE OF CHANGES

Renove | nsert

Tabl e of Contents, Pages i-iii Tabl e of Contents, Pages i-i
Chapter 1, Pages 3 - 5 Chapter 1, Pages 3 - 6
Chapter 4, Pages 1 - 3 Chapter 4, Pages 1 - 4
Chapter 5, Pages 3 - 7 Chapter 5, Pages 3 - 9
Chapter 6, Pages 1 - 5 Chapter 6, Pages 1 - 5
Chapter 9, Pages 1 and 2 Chapter 9, Pages 1 and 2
Chapter 10, Pages 1 - 3 Chapter 10, Pages 1 - 3
Chapter 12, Pages 1 - 6 Chapter 12, Pages 1 - 6
Chapter 12, Exhibits 2 (p.3) & 6 Chapter 12, Exhibit 3
Chapter 15, Pages 1 - 3 Chapter 15, Pages 1 - 3

4. STANDARDS REFERENCED

a. Anerican Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4014, 3-4015, 3-4028, 3-4029,
3-4030, and 3-4039

b. American Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1A-14, 3-ALDF-1A-15,
3- ALDF- 1B-03, and 3- ALDF- 1B-13
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c. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2CO 1B-03 and 2CO 1B-04

d. Anerican Correctional Association 1st Edition Standards for

Adult Correctional Boot Canp Prograns: 1-ABC- 1A-12, 1-ABC 1B-04,
1- ABC- 1B- 05, 1-ABC-1B-06, and 1- ABC 1B-13

6. ACTION. File this Change Notice in front of PS 2100.03, the
Budget Execution Mnual .

/sl
Kat hl een Hawk Sawyer
Director
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C h a.n g e Dl RECTI VE AFFECTED: 2100. 03

Notice
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CHANGE NOTI CE NUMBER: CN-01
DATE: 11/9/99

PURPOSE AND SCOPE. To update the Budget Execution Manual to

reflect current regul ati ons, mandates, and requirenents of |aw,
and to provide clarification, guidance, and additional
requirenents relating to:
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proper use of appropriations,

the Buildings and Facilities (B&F) Appropriation,
the Violent Crinme Reduction Program (VCRP),

year-end al |l ot nents,

fund control

regionally authorized full-tinme permanent positions,
rei nbursenents, and

non-recurring expenses.

SUMVARY OF CHANGES

References to the NI C Appropriation were renoved as the NIC
Appropriation is now part of the Salaries and Expenses (S&E)

Appropri ation.

Ref erences to the Violent Crine Reduction Program (VCRP)
Appropriation were added as outlined in Public Law 103-322.

Ref erences to the proper use of appropriations were added.

Reprogramm ng gui delines were revised to reflect recent
revisions to the Departnent of Justice (DQJ) Budget and
Program Execution Call.

Concepts of obligations incurred were updated to reflect the
recent revisions to Ofice of Managenent and Budget (QOVB)
Circular A-34.

Trust Fund resale itenms may be excluded fromthe fund
control process.

Qui delines pertaining to the use of the B&F Appropriation
wer e added.
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A specific tolerance for acceptable differences between Cost
Managenent records in the fund
process was established.

Gui dance regarding year-end allotnments and B&F “unobli gat ed
carryover was provided.

Reference to regionally authorized full-tine pernanent
(PO1B) positions was added.

The estinmated rei nbursenents exhi bit was updated to account

rei nbursenents associated with the recycling program

Pl anni ng Conmi tt ee.

Updat ed nmenbership for the Central Ofice Budget and

Procedures for verifying the validity of budget year

reinbursenent estinates were outlined to reflect current
verification practices.

Form BP- 184 was updated to change refund to receivable and

Form BP- 183 was changed to reflect its correct title.

é
Cent er
contr ol
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bal ance”
é
é
for
é
é
é
é

Procedures associated with the approval, docunentation, and

obligation of non-recurring expenses (e.g., disturbances,

nat ur a

of using journal

appropriate cost centers.

3. TABLE OF CHANGES

Renove

Tabl e of Contents

Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er
Chapt er

di sasters) were clarified to preclude the practice

vouchers to charge these expenses to the

Pages 1 - 5
Pages 1 and 2
Pages 1 - 5
Pages 1 - 4
Pages 1 and 2
Page 5

Pages 1 and 2
Pages 5 and 6

Exhi bit 1,

Page 1

Exhibit 2, Page 1

Exhibit 5

Pages 1 and 2

Pages 1 -

4

| nsert

Tabl e of Contents

Chapter 1, Page 5
Chapter 1, Exhibit 1
Chapter 3, Pages 1 - 6
Chapter 4, Pages 1 - 3
Chapter 5, Pages 1 - 7
Chapter 6, Pages 1 - 4
Chapter 8, Pages 1 and 2
Chapter 8, Page 5
Chapter 9, Pages 1 and 2

Chapter 12, Pages 5 and 6
Chapter 12, Exhibit 1, Page 1
Chapter 12, Exhibit 2, Page 1
Chapter 12, Exhibit 5

Chapter 13, Pages 1 and 2
Chapter 15, Pages 1 - 3
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4. ACTION. File this Change Notice in front of Program
St at enent 2100. 03, the Budget Execution Manual .

/sl
Kat hl een Hawk Sawyer
Director



U. S. Departnent of Justice
Federal Bureau of Prisons

Program

Statement

OPl : ADM
NUVBER: 2100. 03
DATE: August 4, 1995
SUBJECT: Budget Execution Mnual

1. PURPGSE AND SCOPE. To provide guidance involving the

interpretation and application of budget execution concepts and

requirenents.

2. PROGRAM OBJECTIVES. The expected result of this programis

to ensure that the Bureau of Prisons does not exceed obligation,
wor kyear, and position | evels prescribed by Congress in Public
Law on an annual

basi s.

3. DI RECTI VES AFFECTED

a. Directive Rescinded

P.S. 2100.

01

Budget Manual (03/01/66)

b. Directives Referenced

P.S. 1221.60 Directives Managenent Manual (11/21/94)

P.S. 2000. 02 Accounting Manual (10/15/86)

P.S. 3000. 02 Human Resour ce Managenent Manual (11/01/93)

P.S. 4100. 02 BOP Acqui sitions (05/03/89)

P.S. 4200. 08 Facilities Operations Manual (09/01/93)

P.S. 4400. 02 Property Managenent Manual (07/16/90)

P.S. 4500. 03 Trust Fund Managenent (04/04/89)

P.S. 4700. 03 Food Service Manual (06/10/91)

DA Order 2030.4E Control of Funds Under Apportionnent
(05/05/93)

OMB Crcular A 11 Preparation and Subm ssion of Budget
Esti mates (07/06/94)

OMB Circul ar A-34 I nstructions on Budget Execution

(10/ 18/ 94)
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4. STANDARDS REFERENCED

a. Anerican Correctional Associ ati on Foundati on/ Core Standards
for Adult Correctional Institutions: C2-4014, and
C2- 4015

b. American Correctional Association 3rd Edition Standards for
Adult Correctional Institutions: 3-4025, 3-4028, 3-4030, and
3-4040

c. Anerican Correctional Associ ati on Foundati on/ Core Standards
for Adult Local Detention Facilities: C2-5021, and
C2- 5030

d. Anerican Correctional Association 3rd Edition Standards for
Adult Local Detention Facilities: 3-ALDF-1B-01, and 1B-14

e. Anerican Correctional Association 2nd Edition Standards for
Adm ni stration of Correctional Agencies: 2CO 1B-01, 1B-04, and
1C 06

5. ACTION REQURED. This directive shall be utilized primarily
by Fi nancial Managenent staff at institutions, regional offices,
and the Central Ofice in the adm nistration of budgeting
operations. The Budget Execution Branch and the Nati onal
Financial Training Center will also use this material to train
staff who are involved in the adm nistration of budgeting
oper ati ons.

\ s\
Kat hl een M Hawk
Di rector
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Chapter 1 - Overview

1. Purpose. The purpose of this chapter is to provide
information to facilitate understandi ng of the budget
requi renents addressed in this Mnual .

2. Background. The budget is much nore than a legally binding
financial plan. Since funds are always |limted, budgeting is a
process of choosing anong alternative expenditures. This process
entails political decision making as well as financial and
econom ¢ anal yses. The federal budget will be the result of the
i nteraction between the Executive Branch (with its many
departnents and agencies) and Congress (with its system of
commttees and subconmm ttees).

3. Bureau Budget Process. Although budgeting is a continuous
process, it is best understood in terns of four phases: Budget
Devel opnment, Congressi onal Approval, Budget Execution, and
Revi ew.

The Bureau's budget devel opnment phase begi ns approximately 18
nmont hs before the beginning of the fiscal year. During this
time, managenent identifies initiatives (nmajor projects, new
prograns, estimted costs, workyears, etc.) that should be
included in the Bureau's budget request. Once the initiatives
have been consoli dated, reviewed, and approved by the D rector,

t he Budget Devel opnent Branch adds the projected cost of those
initiatives to a "base" (the prior year budget plus annualization
and ot her uncontrollable costs) resulting in the Bureau's
proposed operating budget. This data, along with detailed
descriptions and justifications for the array of consolidated
decision units (prinme decision units), is conpiled into a
docunent known as the Spring Planning Subm ssion. After review
and approval by the Director, the Spring Planning Subm ssion is
forwarded to the Departnment of Justice (DQJ) in May. Final

O fice of Managenent and Budget (OVB) figures (allowances) are
set during Novenber or Decenber; an appeal process is avail able
where DQJ can argue its case for any deleted or reduced itens.
After resolution of appeals, the BOP prepares the budget for the
President's final review and the budget is submtted to Congress
in January.

Once the President's budget has been submtted to Congress,
Bureau staff continue to watch carefully as the budget makes its
way through the commttee process. The Director is called to
provi de testinony regardi ng the Bureau's budget subm ssion.
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During this time, usually in May, the field (institutions,

regi onal offices, Managenment and Specialty Training Center

(MSTC), and Central O fice) begins the process of identifying

t heir budget requirenents. The Budget and Pl anning Conmttee and
the Salary/Wrk Force Commttee neet to review and approve cost
center managers budget subm ssions for the upcom ng fiscal year
Regi onal offices review, approve, and consolidate institution and
regi onal office subm ssions and forward themto the Budget
Execution Branch, Central Ofice. The Budget Execution Branch,
usi ng the Financial Mnagenent Information System (FM S), begins
to devel op operating plans based on proposed spending |evels
("marks") received from Congress during the appropriations
process. Those operating plans, distributed to the decision unit
| evel based on equity fornulas and regional subm ssions, are
continually revised to reflect the nost current anticipated
spending level. By QOctober, either the appropriations bill or a
continuing resol ution has been passed and the fiscal year begins.

| f an appropriations bill has been passed by Congress and signed
by the President, the allotnment procedure begins. Once the
operating plans are revised to reflect approved spending |evels,

t he Budget Execution Branch transmts operating plans via FMS to
the regional level which in turn transmts operating plans to the
institutional level. As the fiscal year progresses, obligations
are nonitored at each organi zational |level to ensure they are

w t hin established pl ans.

The field, through the Budget and Planning Conmttee, the

Sal ary/ Wrk Force Commttee, and other commttees, approve and
recomend adjustnents to established plans due to operational
requi renents. The Budget Execution Branch may nodify operating
pl ans based on the recomrendations fromthe field and may request
reapportionnment or reprogramm ng of the Bureau' s budget authority
to reflect anticipated obligation and reinbursable trends for the
remai nder of the fiscal year. As the fiscal year draws to a

cl ose, the Budget Execution Branch scrutinizes obligations to
ensure that the Bureau does not exceed spending |levels authorized
and, therefore, does not violate the Antideficiency Act.

The Bureau has its own internal review system coordinated by the
Program Review Division. This review systementails, in part, an
operational review process and a programrevi ew process.

An operational review is conducted by individual programareas 10
to 14 nonths fromdate of the previous programreview. The
operational review allows individual program areas at al

organi zational levels to assess their operations by utilizing
national review guidelines to determne if any devi ations noted
in the previous programreviews have been corrected and if the
program areas are functioning according to policy.
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A programreview is conducted by reviewers fromthe Program

Revi ew Di vision and staff selected fromthe institutions,
regional offices, Training Centers, and Central Ofice as subject
matter experts. The reviewers, utilizing national review
gui del i nes established during the nmanagenent assessnent process,
identify deviations from and exenplary conpliance to, the

gui del i nes.

Al'l Bureau prograns are subject to review fromthe O fice of
| nspector General (O G, the CGeneral Accounting Ofice (GAO, and
OVB at any tine.

4. Delineations of Authority. Unless specified otherw se, the
title of Chief Executive Oficer (with the exception of the
Director, Federal Bureau of Prisons) will be used to identify the
executive responsi ble for overseeing operations at a particul ar
organi zati onal level as follows:

I Institutions - WAarden, Canp Superi ntendent

I Regional Ofices - Regional Director

Training Center Region - Director, MSTC *
I Central Ofice - Deputy Assistant Director, Adm nistration

5. Equity Formulas. To facilitate the process of establishing
fundi ng bases for Sal ari es and Expenses decision units, Central
O fice program managers, with input fromfield staff, have
created uni que formulas. These fornulas provide the Central
Ofice wwth the ability to establish equitable fundi ng bases at
the decision unit level automatically. Creation or nodification
of equity fornmulas shall be coordi nated between the appropriate
Central O fice program manager and the Chief, Budget Execution
Br anch.

The factors associated with each equity formula are conpl ex and
make an attenpt to identify elenments (e.g., climte, security

| evel ) which are cormon to all facilities and have a tangible
effect on operations. Equity formulas cannot realistically
identify every elenent that has an inpact on every facility.

a. Chief Executive Oficers at the regional |evel, absent any
restrictions inposed, retain the authority to distribute funds to
the institutional level in any manner deened equitabl e.
Disparities in the conputation of equity fornulas shall be
brought to the attention of the Chief, Budget Execution Branch,
prior to approval of the current year budget.

b. For those areas that do not utilize equity fornulas,
Central O fice program managers and the Budget Execution Branch
di stribute funding according to their established guidelines.
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Any disparities in funding |levels shall be addressed with the
appropriate Central Ofice program nmanager.

6. Trust Fund Budgeting. The requirenents addressed in this
Manual al so apply to the Trust Fund Appropriation unless stated
ot herwi se. Procedures that are required but not addressed in
this Manual shall be issued by the Chief, Trust Fund Branch.

7. Local Budget Requirenents. The requirenents addressed in
this Manual are mninmumrequirenents that shall be nmet. As such
the field may require specific formats, procedures, and neetings
as deened necessary by the appropriate Chief Executive Oficer.
However, those requirenments shall not conflict nor detract from
the requirenents addressed in this Mnual.

a. Chief Executive Oficers at the regional |evel, absent any
restrictions inposed, may specify requirenents that shall be
conplied with by their respective office operations and/or
institutions. Requirenents and applicabl e due dates shall be
specified in witing. One copy of that docunent shall be
forwarded to the Chief, Budget Execution Branch, and one copy
shall be maintained |ocally for Program and Operational Reviews.

b. Chief Executive Oficers at the institutional |evel, absent
any restrictions inposed, may specify requirenents that shall be
conplied with by their institutions. Chief Executive Oficers
shall ensure that Institution Supplenents are devel oped in
accordance with the Directives Managenent Manual and specify the
requi renents and applicabl e due dates.

8. Automation. Automation of tasks specified in this Manual is
encouraged. Field staff are encouraged to suggest, devel op, and
utilize automated progranms if those prograns are practical and
meet the requirenents of policy.

a. |If an automated budget programis approved for Bureau-w de
i npl enentation, then that programis the only program authori zed
to performthe task for which it was designed and shall be used
by those facilities who choose automati on as the nethod of
perform ng that task

9. Central Ofice Budgeting. Unless specifically stated
otherwi se, the level of overall controls and responsibilities for
nmoni t ori ng operational (non-salary) obligations and funding is to
be encunbered at the division level. However, requirenents
pertaining to reprogranmm ng and deficit variances are to remain
consistent with the provisions stipulated in Chapters 5 and 6.
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The Sal ary/Workforce Utilization Commttee is responsible for
nmonitoring salary obligations and funding at the Budget Activity
and sub-budget activity (decision unit) |evel.

a. Deputy Assistant Directors are to serve as Budget
Comm ttee nmenbers and are responsible for approving funding
| evels for their respective divisional cost centers based on the
di visional distribution the Central Ofice Business Ofice
provides. Final fund distributions in FMS nust be nade in
accordance wth the funding | evel s approved by the Deputy
Assi stant Directors.

b. Central Ofice Cost Center Managers are responsible for
executing their cost center plans as outlined in Chapter 4 (fund
control), Chapter 5 (deficit variances), and Chapter 12
(budget devel opnent and execution requirenents).

10. Buildings and Facilities Budgeting. The requirenents
addressed in this Manual also apply to the Buildings and
Facilities appropriation unless stated otherw se. Speci al
procedures that are required but not addressed in this Manual
shal | be issued by the Chief, Budget Execution Branch, and/or the
Chief, Facilities Managenment, as appropriate.

11. Drug Abuse Program Budgeting. Funding and positions

all ocated for the Drug Abuse Program regardless of the
appropriation, are strictly for neeting the mandates for which
this programwas created and nmay not be reprogramred or

suppl enmented from ot her sources unl ess otherw se provided for
Furthernore, the use of staff who occupy positions in this
program for purposes other than that specified by Bureau policy
is restricted. For additional information and gui dance, refer to
the Drug Abuse Program Manual . *

12. Use of Appropriations. ©One of the primary responsibilities
of all Chief Executive Oficers and Fi nancial Managers is to
ensure that Federal funds are spent in a manner consistent with

t he purposes of each appropriation authorized by Congress for the
Bureau’s use. Use of funds for purposes other than those
specified in an appropriation s authorizing | anguage constitutes
an i nproper use of that appropriation. The inproper use of a
current year, prior year, or expired appropriation is a violation
of 31 U S.C 1301(a) and 31 U S.C. 1502(a). For additional

i nformati on and gui dance, refer to the Program Statenent on the
Use of Appropriations.
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13. Records Retention. The agency’s budget preparation
presentation and apportionnment nust be maintained in accordance
W th CGeneral Records Schedule 5 (Exhibit 1). The Archivist of
the United States issues General Records Schedules (GRS) to
provi de di sposal authorization for tenporary records conmon to
several or all Federal Governnent agencies. Use of the GRS has
been legally mandatory since 1978.

The di sposal authorizations nust be used by a Federal agency to
the greatest extent possible. For nore information contact the
Nat i onal Archives and Records Adm nistration, Publications
Distribution (NECD), Room G 9, Washi ngton DC 20408.
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BUDGET RECORDS GENERAL RECORDS SCHEDULE RETENTI ON

DESCRI PTI ON OF RECORDS

Budget Correspondence Fil es.

Correspondence files in

formal | y organi zed budget

of fices pertaining to routine
adm nistration, interna
procedures, and other natters
not covered el sewhere in this
schedule. Excluding files
relating to agency policy and
procedure maintained in formally
organi zed budget offices.

Budget Backgr ound Records.

Cost statenents, rough data and
simlar materials accumulated in
prepari ng annual budget estinates,
i ncl udi ng duplicates of budget
estimates and justifications and
rel ated appropriation | anguage
sheets, narrative statenents,
rel ated schedul es;
of fices copies of reports sub-
mtted to budget offices.

and

Budget Reports Files.

Periodic reports on the status of
appropriation accounts and
apportionment.

a. Annual report
(end of fiscal year).
b. Al'l other reports.

Budget Apporti onment Fil es.

Apportionnment and reapportionnment
schedul es, proposing quarterly
obl i gati ons under each authori zed
appropriation.

and originating

AUTHORI ZED DI SPOSI T1 ON

Destroy when 2 years ol d.

Destroy 1 year after the
cl ose of the fiscal year
covered by the budget.

Destroy when 5 years ol d.
Destroy 3 years after the
End of the fiscal year.

Destroy 2 years after the
cl ose of the fiscal year.
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[ Note: The follow ng budget files are not covered by the GRS:

1 Budget office correspondence or subject files
docunenting budget policy and procedures and reflecting
policy decisions affecting expenditures for agency
progr ans.

Budget estimates and justifications of formally

organi zed budget offices at the bureau (or equival ent)
or higher organizational |evel. Depending on agency
record keeping practices and patterns of docunentation,
t hese records nay have archival value and nust be
schedul ed by submtting an SF 115 to NARA ]
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Chapter 2 - Requirenents and Penalties of Law

1. Purpose. The purpose of this chapter is to present certain
| egal requirements that shall be satisfied with regard to
incurring, recording, and reporting obligations.

2. | ncurring Obligations

a. Requirenents of Law. The Revised Statutes (31 U S.C)
prescri be that every officer or enployee of the United States is
strictly prohibited fromperformng certain acts as foll ows:

(1) Creating or authorizing an obligation under, or from
maki ng or authorizing an expenditure from any appropriation or
fund in excess of the anount |egally avail abl e under that
appropriation (Section 1341).

(2) Involving the Governnent in any contract or other
obligation for the paynent of noney for any purpose in advance of
an appropriation unless such individual contract or obligation is
specifically authorized by |aw (Section 1341).

(3) Accepting voluntary service for the United States and
from enpl oyi ng personal service in excess of that authorized by
| aw except in cases of energency involving the safety of human
life or the protection of property (Section 1342).

(4) Creating or authorizing any obligation or maki ng any
di sbursenent in excess of an apportionnent or reapportionnment or
in excess of the anount permtted by regulations (Section 1517).

b. Penalties for Violation of Law. Any officer or enployee of
the United States who violates the law is subject to the
penal ties prescribed under 31 U. S.C., Section 1519 as foll ows:

(1) Appropriate adm nistrative discipline including, when
ci rcunst ances warrant, suspension fromduty w thout pay or
removal fromoffice

(2) Upon conviction, inpose a fine not to exceed $5, 000
and/or inprisonnment not to exceed two years.

(3) Violations of Section 1517 shall be reported through
the Director of the Ofice of Managenent and Budget (OVB), the
President of the United States, and Congress.
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(a) Report to the Director. The Chief Executive
Oficer (the "allottee") having managenent responsibility for the
Central Ofice, MSTC, or a region (regional office and the
institutions within that region) shall report imediately, in
witing, to the Director of the Bureau of Prisons all real
vi ol ati ons exceedi ng one-half dollar and all pertinent facts of
t he vi ol ati on.

(b) Report to the Regional Director. The Chief
Executive Oficer (the "allottee") having managenent
responsibility for an institution operated by the Bureau of
Prisons shall report imediately, in witing, to the Regional
Director all real violations exceeding one-half dollar and al
pertinent facts of the violation.

3. Recordi ng and Reporting Obligations

a. Requirenents of Law. Requirenents governing the recording
and reporting of financial transactions as obligations are
prescribed in Section 1311 of the Suppl enental Appropriations Act
of 1955, 31 U.S.C. 1501(a), as foll ows:

(1) No anpunt shall be recorded as an obligation of the
Governnment of the United States unless it is supported by
docunent ary evi dence of:

(a) a binding agreenent in witing between the parties
for a purpose authorized by | aw executed before the expiration of
the period of availability for obligation of the fund or
appropriation concerned for specific goods to be delivered, real
property to be purchased or |eased, or work to be perfornmed; or

(b) a valid | oan agreenent, showi ng the anmount of the
| oan to be made and the terns of repaynent thereof; or

(c) an order required by lawto be placed with a
Gover nnment agency; or

(d) an order issued pursuant to a |aw authorizing
purchases w t hout advertising when necessitated by public
exi gency, for perishable subsistence supplies, or within specific
nmonetary limtations; or

(e) a grant or subsidy payable: from appropriations
made for paynment of, or contributions toward, sumnms required to be
paid in specific amounts fixed by law or in accord with formul ae
prescribed by |law, or pursuant to agreenent authorized, or plans
approved in accordance with and authorized, by |aw, or
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(f) aliability which may result from pendi ng
[itigation brought under authority of |aw or

(g) enploynment or services of persons or expenses of
travel in accordance with |aw, and services perforned by public
utilities; or

(h) any other legal liability of the United States
agai nst an appropriation or fund legally available therefore.

(2) Title 31 of the United States Code al so prescribes
t hat :

(a) The head of each Federal agency shall report that
any statement of obligations furnished to OVB or to Congress
consists only of valid obligations as defined in section 3.a.(1)
above (Sections 1108, 1501).

(b) Each report to OMB shall be certified and
supported by records evidencing the anounts which are reported as
havi ng been obligated. Certifications and records shall be
retained in the agency for purposes of audit and reconciliation.
O ficials designated by the agency head to nake certifications
may not redel egate that responsibility (Section 1108).

(c) Any appropriation or fund which is limted for
obligation purposes to a definite period of tinme is not avail able
for expenditure after the expiration of such period, except for
the liquidation for anounts obligated in accordance with 31
U S C, 1108 (Section 1502).
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Chapter 3 - Concept of Obligations |ncurred

1. Purpose. The purpose of this chapter concerns the
application of the concept of obligations incurred to various
transactions as set forth in Ofice of Managenent and Budget
(OwvB) Circular No. A-34.

2. Background. The OMB in G rcular A-34, has defined
obligations incurred as anounts of transactions during a given
period which require paynments during the sanme or a future period.
Such amounts include di sbursenents not preceded by the recording
of obligations, except advances for travel, and reflect
adjustnents for differences between obligations previously
recorded and actual disbursenents.

3. Application of the Concept of Obligations |ncurred

a. Personal Services and Benefits. As a general rule,
personal services and benefits include anbunts earned by
enpl oyees and others during the reporting period. Charges based
on sal aries and wages (such as living and quarters all owances,
equal i zati on al |l owances under 5 U. S.C. 3373, the enployer's share
of contributions to the retirenent fund, insurance prem unms, and
FI CA taxes) are obligations at the tinme they are earned. O her
al l omances (such as uniform all owances, incentive awards) are
obl i gati ons when they becone payable to the enpl oyee.

(1) Severance pay is reported as an obligation of the pay
period covered, on a pay period by pay period basis, as it is
ear ned. *

(2) Authorized rei nbursabl e expenses estimated to be paid
to enployees for real estate, tenporary subsistence, and ot her
expenses incident to relocation at the request of the Federal
Governnment are reported as an obligation when the individual
travel orders are approved. These obligations shall be revi ewed
periodically and updated to reflect actual requirenents. *

(3) Annual leave is not to be reported as an obligation
until it becones due and payable as term nal |eave or taken in
l[ieu of a lunp sum paynent. However, transfers of people from
revol ving funds to non-revolving funds shall be acconpani ed by
transfers of budgetary resources in the anount of any funded
annual | eave, but the resources nust be credited to m scell aneous
receipts.

b. Travel and Transportation. As a general rule, include
anounts for travel and transportation that are needed during the
reporting period and:

(4) for which a valid contract for services has been made,
or

(5) for which travel and transportati on expenses have been
i ncurred.
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A valid contract is a binding agreenent for specific services.
Transportation requisitions, Governnment Bills of Lading (GBL),
and shi pping orders are not binding agreenents for specific goods
or services.

Travel and transportation expenses incident to dislocation at
t he request of the Federal Governnent are to be reported as an
obligation on the basis of individual travel orders. The sane
reasons specified in 3.a. above for the treatnent of personal
benefits incident to dislocation at the request of the Federal

Gover nment apply. *
c. Comunications, Uilities, and Rents. Include anmounts for

services received or anmounts owed for the use of property during

the reporting period. If bills are rendered for a period

begi nning in one nonth and ending in the follow ng nonth, the

services received subsequent to the latest billing date need not

be i ncl uded.

(1) An obligation for comrunication services and utilities
shall be entered for the portion of the nonth not covered by a
billing. The obligation shall be based on the best information
avai l abl e (nmeter readi ng when practical).

(a) Under 31 U S.C 1308, in nmaking paynents for
utilities where the quantity is based on neter readings, the
entire paynent for a billing period which begins in one fiscal
year and ends in another is chargeable to appropriations current
at the end of the billing period.

(b) If the charge covers several fiscal years, 31
U.S.C. 1308 does not apply. A charge covering several fiscal
years nust be prorated so that the charge to any one fiscal year
appropriation will not exceed the cost of the service for a one-
year period ending in that fiscal year.

(2) Generally, for contracts involving recurring services
(such as rent), the contracts are to cover only the period funded
and obligations are recorded for the full anpbunt of the contract
for these services. *

d. Printing and Reproduction, O her Contractual Services,
Supplies and Materials, and Equi pnent. Include orders placed and
contracts awarded. 31 U S.C. 8 1501 requires docunentary
evi dence of binding agreenents, orders, or other |egal
liabilities before an anount may be recorded as an obligation.
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In reporting orders for supplies and services, the general rule
for lawfully obligating a fiscal year appropriation is that the
supplies or services ordered are intended to neet a bona fide
need of the fiscal year in which the need arises or to repl ace
stock used in that fiscal year.

The head of an executive agency nmay enter into a contract for
severabl e services for a period that begins in one fiscal year
and ends in the next fiscal year provided that the contract
peri od does not exceed one year.

Adm ni strative conmtnments in the formof requisitions within an
agency, invitations for bids, or any other action short of a

bi ndi ng contract, order, or other sim/lar agreenent are not
reported as obligations. Regarding specific types of contracts *
and orders, the foll ow ng procedures shall be observed:

(1) Cost-Plus-Fixed-Fee and O her Types of Contracts
Wthout a Fixed Price. Include obligations on the basis of the
total estimated costs of contracts (including fixed fees). This
figure shall be reported for the nmonth during which the contract
is let, and subsequent adjustnments upward or downward in the
estimated cost (or the fixed fee) shall be reflected in
subsequent reports. If a maxinumprice is stated, the nmaxi mum
anount shall be reported at the tine the contract is |et.

(2) Fixed Price Contract Wth Escalation, Price
Redet erm nati on, and Incentive Provisions. Report the fixed
price stated in the contract, or the target or billing price in
the case of a contract with an incentive cl ause.

(3) Continuing Contracts Subject to the Availability of
Appropriations. Report as an obligation the Federal Governnent’s
total estimated liability, such as the amount which the
contractor has been notified is avail able for paynent under the
particul ar contract, and any potential Federal Government
cancel l ation and/or termnation costs. The reported anmount is to
be nodified based on any subsequent agreenents. *

(4) Letters of Intent. Were such letters constitute
bi ndi ng agreenments under which the contractor is authorized to
proceed, obligations are to cover the maximumliability indicated
inthe letters. |If the letters nerely indicate an intention on
the part of the Federal Governnent to enter into a contractual
relationship at a |ater date, the anounts involved are not to be
treated as obligations. The maximumliability under a letter of
intent shall be the ambunt necessary to cover expenses which the
contractor is authorized to incur prior to the execution of a
definitive contract.
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(5 Contracts for Variable Quantities. Wen a contract
cites several quantities as alternatives, report only the anount
for the quantity specified for delivery, exclusive of permtted
variations. Contracts that provide for delivery only when and if
requested by the Federal Governnent, when the Governnent assunes
no specific obligation, only orders for delivery shall be
reported.

(6) Purchase Orders. Include orders under which the
Federal Governnment assunes a specific obligation for material or
services not reflected in the itens described above. *

(7) Oders Required by Law to be Placed with Another
Federal Governnent Agency. Wen an agency is required by |law or
regul ation to place certain orders with anot her Governnent
agency, such orders are recorded as obligations of the ordering
agency at the tinme the order is issued. This includes orders
pl aced with the General Services Adm nistration (GSA) by agencies
with limted exenption from procurenent under the Federa
Property and Adm nistrative Services Act of 1949 as anended.

(8 Oders Involving Deliveries of Stock From O her
Appropriations or Funds. The inclusion of an anount as an
obligation where an order is placed for deliveries of stock from
ot her appropriations or funds (other than those covered by (7)
above) depends largely upon the capacity in which the supplying
activity functions with respect to the particular transaction.

(a) \Where an order involves comopn-use standard stock
itens that the supplying activity has on hand or on order for
pronpt delivery at published prices, the obligation is incurred
at the time the order is placed by the requisitioning activity.

(b) \Where an order involves stock itens (other than
t hose covered by (8)(a) above), the obligation is incurred by the
requisitioning activity at the tinme of issuance of a fornmal
notification fromthe supplying activity that such itens are on
hand or on order and will be released for pronpt delivery.

(c) \Where an order involves execution of a specific
contract, the obligation is incurred by the requisitioning
activity at the time the contract is entered into by the
supplying activity. Agencies may elect to record the obligations
for such orders at the time the order is placed with the
supplying activity. 1In those cases, adjustnents shall be nade at
the end of the fiscal year so that the only obligations that
remai n recorded are those for which contracts have been entered
into by the supplying activity.
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(9) Oher Intra-governnent Orders. Include orders placed
and accepted under 41 U.S.C. 8 23, pursuant to the Econony Act
(31 U.S.C. §8 1535) and simlar legislation. It should be noted
t hat anmounts obligated pursuant to orders under the Econony Act
are available for obligation by the receiving agency only for the
sane period as the account from which the anounts are w thdrawn.

*

e. Land and Structures. Include contracts entered into for
procuring land and interest in |and, buildings and ot her
structures, additions to buildings, nonstructural inprovenents,
and fixed equi prment.

(1) An estimated anount shall be included for the price of
the | and when the Attorney General is requested to start
condemati on proceedi ngs, adjusted to the anpbunt of the paynent
to be held in escrow, where there is a declaration of taking.

(2) For |ease-purchase contracts, obligations are recorded
in the amount of the | ease paynents’ present val ue di scounted
using the Treasury interest rate used to cal cul ate the budget
authority provided for the purchase. During the | ease period,
report obligations equal to the inputed interest costs (i.e., the
financing costs Treasury woul d have incurred if it had issued the
debt to acquire the asset). *

f. dains. No tort claimshall be considered as an obligation
until it has been approved for paynent. Approved torts are
payabl e fromcurrent appropriations. Were it is believed clains
are neritorious, admnistratively sufficient anobunts shoul d be
reserved to cover the contingent liability.

g. Interest and Dividends. Include the amount of interest
owed or dividends declared during the reporting period.

h. Investnents in U S. Securities. U S. securities consist of
public debt securities and securities issued by Federal
Gover nnment agencies. Wen authorized by |aw, bal ances nay be
invested in these securities to earn interest inconme. Because
cash does not |eave the Treasury, for budget execution purposes,
the portion of the balance used to purchase the U S. securities
continue to be shown as bal ances.

(1) When funds are invested in a U S. security, the
principal transaction is treated as an exchange of assets as
follows: no obligation is recorded, the |evels of unobligated
and obl i gated bal ances of budgetary resources do not change, cash
bal ances are reduced by the purchase price and hol dings of U S
securities are increased by the par (face or nom nal) val ue of
the security acquired, and anmounts invested are reported, w thout
distinction, as part of the bal ances reported on apportionnent
and reporting forns.
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(2) When a U. S. security is sold or redeened, the principa
transaction is treated as follows: no obligation or outlay is
recorded, the | evels of unobligated and obligated bal ances of
budgetary resources do not change, and hol dings of U S.
securities are decreased by par (face or nom nal) value of the
security acquired and cash bal ances shall be increased by the par
val ue of the security.

(3) Interest, earned discounts, and prem uns are recorded
as increases and decreases, as appropriate, in the receipts of
special and trust funds, and are conbi ned and recorded on a net
basis as interest on investnents.

(a) When a security is purchased for an amount | ess
than the par value, the difference is recorded as a negative
adj ustnment to par val ue.

(b) When a security is purchased for an anmount greater
than the par value, the difference is recorded as a negative
adj ust ment to earnings.

(c) When a security is sold for an anount | ess than
par value, the difference is recorded as a positive amount if it
is a gain and a negative anount if it is a |oss.

(d) When a security is sold for an anobunt greater than
par value, the difference is recorded as a positive anmount if it
is a gain and a negative anount if it is a |oss.

(e) Nomnal or stated amobunt of interest received or
anticipated during the year is recorded as a positive anpunt.
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Chapter 4 - Controlling, Recording, and Reporting Obligations

1. Purpose. The purpose of this chapter is to present

desi gnations of responsibilities and duties for controlling,
recording, and reporting obligations for nonth-end Fi nanci al
Managenment | nformation System (FMS) closeout. Control is
mai nt ai ned effectively through a systematic designati on of
responsi bilities and assignnent of duties for the execution of
specific actions which incorporate el enents and features of
managenent control over funds.

2. Responsibilities

a. The Chief Executive Oficer, who is the allottee of each
institution or regional office (including the Central Ofice, the
Managenment and Specialty Training Center (MSTC), and the Staff
Trai ni ng Acadeny (STA) as appropriate, is responsible for
ensuring that obligations are accurately controlled, recorded,
and reported as required in Chapters 2 and 3. This
responsibility cannot be del egat ed.

(1) It is the responsibility of the Chief Executive Oficer
to ensure that all obligating docunments such as contracts,
purchase orders, travel authorizations, etc., are validated under
t he supervision of the Controller/Conptroller to indicate that
funds are available in the applicable account prior to the
creation of a |egal obligation.

(2) The Chief Executive Oficer nust designate individuals
as cost center managers annually. For the Central Ofice, the
desi gnation of cost center managers nust be nade in cooperation
with the Deputy Assistant Director fromeach division. This
designation is to be in witing and is effective for one fiscal
year.

The Controller/Conptroller is responsible for maintaining a
current listing of cost center managers for updates annually by
t he CEQO

b. The Controller/Conptroller has the overall responsibility
for ensuring that all obligation docunents are certified (signed)
and assigned fund control nunbers by Cost Center Managers
indicating funds are available in the applicable account prior to
creation of obligations. |In addition, the Controller/Conptroller
is responsible for ensuring that obligation and operating status
reports are made avail able to Cost Center Managers to assist them
with rectifying variances in fund control records.
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c. Cost Center Managers are individually responsible for
assigning fund control nunbers to all obligation docunents and
for certifying that funds are available in their respective cost
centers prior to the creation of obligations. Specifically, Cost
Center Managers are responsible for the foll ow ng:

(1) Menorandumrecords, in order to avoid over-obligation
of funds avail able, shall be maintained and updated to refl ect
status of fund availability on an "up-to-the m nute" basis.

(2) The systemused to maintain nmenorandumrecords is to
consi st of individual |ogs for each project in the Buildings and
Facilities (B&F) Appropriation, and for each cost center for al
ot her appropriations unless otherw se stated. The automated BOP
Fund Control System should be used this purpose. *

(3) Al obligation docunents shall be certified and
assi gned fund control nunbers prior to procurenent action. This
allows for determ nation of funds availability before any
procurenent action is taken, including the assignnent of purchase
request nunbers. bligation docunents for the purchase of Trust
Fund resale itens may be entered into fund control to generate
YREGDOC nunbers but do not require reconciliation to FM S.

(4) Each source docunment pertaining to: any cost center
shal |l contain an accurate accounting classification code; a
Central Ofice, Regional Ofice, and National Training cost
center shall be supported by docunentation authorizing obligation
agai nst those cost centers, and; a National Prograns cost center
shal |l contain the proper project nunber and shall be certified to
indicate that the obligation is valid and proper.

(5 Al source docunents (such as governnment bills of
| adi ng, governnent transportation requests, travel
aut hori zati ons, purchase requests (including cash and Gover nnent
Charge Card purchases), BP-281s, BP-134s, etc.) shall be
certified and assigned fund control nunbers prior to obligation.

(6) Journal Vouchers (JVs) affecting budgetary resources of
i ndi vidual cost centers shall be certified and assigned fund
control nunbers by the appropriate Cost Center Manager

(7) Inmate Performance Pay shall be certified and assigned
fund control nunber(s) by the appropriate Cost Center Mnager
prior to posting to Inmate Deposit Fund accounts.

(8) Adjusting entries nust be required when the estimated
anount on the source docunent is different fromthe confirmed or
actual amount. Discounts are to be deducted when making
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adjustnents to the fund control logs. This includes
Decentrali zed Vendor Paynent Modul e (DVP) transactions and cash
pur chases. *

(9) B&F obligations shall be charged to the appropriate
project and decision unit for which an operating plan has been
establ i shed and shall not exceed funds avail abl e unl ess approved,
in witing, by the Regional Facilities Adm nistrator or the
Chief, Facilities Managenment. Obligations charged to a project
at or by nmultiple locations shall be handled in accordance with
the Program Statenent on Buildings and Facilities Projects
Cl osure. Enpl oyee relocation expenses chargeable to the B&F
appropriation shall be obligated by the Consolidated Rel ocation
Secti on.

(10) Differences between Cost Center Manager records and
Fi nanci al Managenent records nust be researched and reconciled by
Cost Center Managers within 5% or $500, whichever is |ess
($25, 000 or 5% whichever is less for B& “Z" projects), to the
nmont h- end Fi nanci al Managenent | nformation System (FMS) fund
status report(s).

Cost Center Managers nust submt their nonthly
reconciliations to the Controller/Conptroller, through their
respective Associ ate Warden/ Deputy Regional Director, within 10
wor ki ng days follow ng the nonth-end cl oseout.

For the Central O fice, Cost Center Managers nust submt a
copy of their nonthly reconciliations to their respective Deputy
Assi stant Director or designee. Deputy Assistant Directors, or
t heir designees, nust submt the nonthly reconciliation
certifications to Financial Mnagenent.

Fi nanci al Managenent is to prepare and provide a listing of
out standing reconciliations to the Institution/Regional Ofice
Executive Staff by the 20'" day of the nonth (for the previous
nmont h-end reconciliation). Financial Mnagenent nust naintain
these reconciliations for a period of one year.

3. Review of Obligations. At the close of each nonthly
accounting cycle, the Controller/Conptroller nmust ensure that
obligations are reviewed for the followi ng comon deficiencies by
executing the indicated FM S Di stri buted Budget Mdul e (DBM
report(s). Coding errors and deficits are to be identified and
appropriate action initiated to rectify those deficiencies.
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The DBM reports must be maintained nonthly along with supporting
docunent ati on which indicates the errors identified, corrective
action taken, and justification for any deficits.

a. Deficit variances for all appropriations (see Chapter 5,
page 5) - $RSTAT, $REGBFQ_ (B&F only), and $DEFAUTH. FM S
Accounting Mdul e Expenditure and Al |l ot ment Reports must be used
to obtain the status of expired (prior-year Sal aries & Expenses)
appropriations.

b. I nappropriate appropriation, sub-budget activity, cost
center relationship; Inappropriate object class -3$APPCD

c. Inproper use of S&E national projects, i.e., S&E projects
used wi thout prior authorization, project obligations with
I nappropriate appropriation, sub-budget activity, cost center,
and object class rel ationships (see Chapter 15, page 3)-$PRQIREV
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Chapter 5 - Receiving and Accounti ng for Funds

1. Purpose. The purpose of this chapter is to delineate
responsibilities for receiving and accounting for funds in the
Bureau of Prisons.

2. Background. The Bureau of Prisons obtains initial spending
authority through appropriations authorized by Congress. The
appropriations under which the Bureau is financed are as foll ows:

a. 15*1060 - Sal aries and Expenses (S & E)

b. 15X1003 - Buildings and Facilities (B & F)

c. 15X8600 - Violent Crine Reduction Program (VCRP) *

d. 15X8408 - Trust Fund (TF)

e. 15X5094 - Asset Forfeiture Fund (AFF)

f. 15*/*1060 - Sal aries and Expenses (S & E) Prior- Year
Carryover *

* = insert last digit of applicable fiscal year(s) (1998 = 8)

3. Budget Authority. Budget authority is provided by law to
enter into obligations that will result in imediate or future
outl ays invol ving Federal Governnent funds. The basic forns of
budget authority are appropriations, authority to borrow, and
contract authority. Budget authority may be classified by the
period of availability (1-year, mnmultiple-year, no-year) and by
t he manner of determ ning the anount avail able (definite,
indefinite).

a. Forns of Budget Authority. An appropriation is an
aut hori zation by an act of Congress that permts Federal agencies
to incur obligations and to nmake paynents out of the U S.
Treasury for specified purposes. An appropriation should follow
enact ment of authorizing |egislation. Appropriations represent
limtations of anbunts that agencies nay obligate during the
period of tinme specified in the respective appropriations acts.

The authority to borrow, also referred to as borrow ng
authority or authority to spend debt receipts, is statutory
authority that permts a Federal agency to incur obligations and
to make paynents for specified purposes out of borrowed nonies.

Contract authority permts obligations to be incurred in
advance of appropriations or in anticipation of receipts to be
credited to a revolving fund or other account. By definition,
contract authority is unfunded and shall subsequently be funded
by an appropriation to |liquidate obligations incurred under the
contract authority, or by the collection and use of receipts.
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b. Period of Availability. One-year (annual) authority is
budget authority that is available for obligation only during a
specified fiscal year and expires at the end of that tine.

Mul ti pl e-year authority is budget authority that is available
for a specified period of tine in excess of one fiscal year.
This authority generally takes the formof 2-year, 3-year, etc.,
availability, but may cover periods that do not coincide with the
start or end of a fiscal year.

No-year authority is budget authority that remains avail able
for obligation for an indefinite period of time, usually until
t he objectives for which the authority was nade avail able are
att ai ned.

c. Determnation of Anpbunt. Definite authority is budget
authority that is stated as a specific sumat the tine the
authority is granted. This includes authority stated as "not to
exceed" a specified anount.

Indefinite authority is budget authority for which a specific
sumis not stated and is determ ned by other factors such as
receipts froma certain source or obligations incurred.

4. Continuing Resolutions. A continuing resolution is

| egi sl ati on enacted by Congress to provide budget authority for
Federal agencies to continue operations until the regular
appropriations are enacted. The continuing resolution allows
agencies to incur obligations at a specified |evel, usually the
| oner of the prior year level, the House "mark", or the Senate
"mar k".

a. In the event that a continuing resolution has been enacted
by Congress, the Assistant Director for Adm nistration shal
notify the field that the Bureau will be operating under a
continuing resolution and shall also specify the period of the
continuing resolution and any gui delines which shall be followed.

(1) If required, the Budget Execution Branch shal
establish and distribute operating plans to the regional |evel
based on guidelines stipulated in the continuing resolution
| egi sl ati on and/ or guidelines mandated by QvB or DQJ.

(a) Operating plans shall be established by the
regional |evel for the period of the continuing resolution and
distributed to the institutions in the sane manner as regul ar
operating plans. As periods of the continuing resolution change,
so shall the operating plans change to provide funding through
the affected period.

(b) Upon receipt of the continuing resolution
operating plan(s), Budget and Pl anning Comm ttee neetings shal
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be conducted. Projected obligations, receivables, etc., shall be
prorated for the period of the continuing resolution only.

(2) |If operating plans are not issued by the Budget
Execution Branch during the period of the continuing resolution,
Budget and Pl anning Comm ttee neetings need not be held.
However, absence of operating plans during the period of the
continuing resolution does not relieve staff of the
responsi bility for maintaining sound financial managenent.

(a) Upon notification by the Budget Execution Branch
of the enactnent of continuing resolution |egislation, the field,
t hrough what ever neans deened appropriate (e.g., nenorandum
| etter, Budget and Planning Commttee neeting), shall notify the
i ndi vidual programareas within their domain of the continuing
resol ution and any gui delines which shall be followed during that
peri od.

5. Appropriations Warrant. Follow ng the enactnent of
appropriations, the Treasury Departnent, upon the approval of the
Comptrol l er General, issues an Appropriation Warrant (TFS-6201)
to the Departnent of Justice. The Appropriation Warrant reflects
t he appropriation synbol and the individual anounts appropriated
by Congress.

6. Apportionnent. After receipt of the Advice of Allotnent from
t he Departnent of Justice (DQJ), the Budget Execution Branch,

t hrough the Director, Bureau of Prisons, submts an Apporti onnent
and Reapportionnment Schedul e (SF-132) to request apportionnents
in accordance with OvB G rcul ar A- 34.

a. An SF-132 shall be prepared for each appropriation
aut hori zed by Congress and shall reflect budgetary resources
(budget authority, unobligated bal ances, reinbursenents,
recoveries of prior year obligations, portion not avail able
pursuant to public law, and any restorations and/or witeoffs)
and application (distribution) of budgetary resources by quarter
(to include pending rescissions, deferrals, and unapporti oned
bal ances of revol ving funds).

b. Conpleted SF-132's shall be submtted to OVB, through DQJ,
for approval. Upon approval, the Bureau of Prisons receives the
authority to incur obligations against the appropriation.

7. Qperating Plans. After receipt of apportionnent, the

Director, Bureau of Prisons, through the Chief, Budget Execution
Branch, provides obligational authority to each Regional D rector
by nmeans of operating plans. Qperating plans are controlled and
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accounted for at the national, regional (including the Central
O fice and Training Centers), and institutional |evels. *

a. Qperating Plan Holder (OPH). Operating Plan Hol ders (OPH)
are responsi ble for control of all obligational authority at
their level. At the institution, regional office, Training
Centers, and Central Ofice levels, the Chief Executive Oficer
is the OPH, at the agency level, the Director, Federal Bureau of
Prisons, is the OPH. Each OPH is responsible for any violations
under 31 U S. C. 1517.

b. D stribution Process. All operating plans and adjustnents
(allotments) shall be distributed using procedures devel oped for
the Distributed Budget Mddule (DBM of the Financial Managenent
| nfformati on System (FM'S), and the FM S Accounti ng Modul e.

(1) The Budget Execution Branch nust distribute operating
pl ans and adjustnents to the regional |level into cost center
“undi stributed” by sub-budget activity (decision unit) and
region.

(2) Regional offices (including the Training Center Region
and the Central Ofice) nust distribute operating plans and
adjustnments to the institutional level. Amunts distributed to
institutions are to be placed into cost center "undistributed" by
sub- budget activity (decision unit) by institution.

For the B&F appropriation, the Regional Budget Analyst nust
provide an FM S generated transaction listing for B&F allotnments
to the Regional Facilities Admnistrator for signature before the
al lotnents are processed.

For the Central O fice, amounts distributed nmust be placed
into the designated division-|level cost centers.

For the Training Center Region and Regional Ofices (for
regional office operations), anounts distributed nust be pl aced
in the appropriate cost centers.

Institutions nust distribute anmounts from cost center
"undi stributed" to the appropriate cost centers.

(3) Amunts held in reserves nmust be placed into the
appropriate "reserves" project code. Obligations may not be nade
to "reserves" project codes.
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(4) The Budget Analyst must sign the transaction listing
generated by FMS, as a result of the distribution of funds in
7.b.(2), and forward it to the Accounting Supervisor for support
of the required accounting systementries. It is the Accounting
Supervisor’s responsibility to ensure that batch transactions for
operating plans and adjustnents are entered into the FMS
Accounting Mbdule within the tinme franes specified in the
Accounti ng Managenent Manual. The Budget Anal yst nust maintain a
copy of the transaction listing.

(5) At the end of each nonth, the Budget Anal yst nust
execute the appropriate Budget Form3 (BF-3) (FM S report
$BF30___ ). The anounts contained thereon nmust be verified to
ensure agreenent with the total of the transaction listings
processed during the nonth. The BF-3 is to be nunbered by
institution or regional office designation, nunerical sequence,
and fiscal year (e.g., P0614-01-5).

For updates to the operating plan, the BF-3 nust be
supported by copies of the transaction listings stipulated in
section 7.b.(4) above. Reasons for updates are to be provided in
the "Remarks" section of the BF-3. The BF-3 is to be signed by
Budget and Pl anning Comm ttee nenbers, excluding Cost Center
Managers. For the Central Ofice, the BF-3 is to be signed by
Budget and Pl anning Conm ttee nenbers, excluding Deputy Assistant
Directors.

The Accounting Supervisor nust maintain the original, along
with the supporting transaction listings, for official support of
accounting systemtransactions. The Budget Anal yst nust nalntaln
a copy, along with the supporting transaction |istings.

c. Advances. Operating plan advances shall be requested by
the Chief Executive Oficer at the institutional |evel fromthe
Chi ef Executive O ficer at the regional |evel. The regional
office has the authority to make advances if sufficient resources
are available at the regional level. Requests by the regional
of fices, Training Center Region, and Central O fice for advances
shal|l be directed to the Chief, Budget Execution Branch, before
the 15th of the third nonth of a quarter.

d. Deficit Variances. At the quarter-end and year-end, each
appropriation, whether current by Budget Activity (also referred
to as Primary Decision Unit) or expired (total overall), nust
reflect operating plans equal to or in excess of obligations.
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| nmat e

Budget Activity - Care and Prograns:

Budget Activity -

Sub- budget Activity A - Food and Farm Servi ces

Sub- budget Activity B - Medical Services

Sub- budget Activity C - Inmate Services

Sub- budget Activity F - Unit Managenent/| SM DAP/ | PP

Sub- budget Activity G - Education

Sub- budget Activity H - Recreation

Sub- budget Activity J - Religious Services

Sub- budget Activity K - Psychol ogy Services

Budget Activity - Institution Security and Adm nistration:

Sub- budget Activity E - Institution Security

Sub- budget Activity M- Institution Adm nistration

Sub- budget Activity N - Enpl oyee Devel opnent

Sub- budget Activity P - Institution Miintenance

Budget Activity - Contract Confinenent:

Sub- budget Activity D - State and Local Contracts

Sub- budget Activity R - Comunity Corrections Managenent

Sub- budget Activity S - Privately Omed & Operated
Facilities

Sub- budget Activity T - Community Corrections Centers

Sub- budget Activity T - Privatized BOP Facilities/NIC

Managenment and Admi ni stration:

Sub- budget Activity X -

Managenent and Adm ni stration

Sub- Budget Activity (decision unit) deficits within a Budget
Activity can exist as long as the overall Budget Activity
reflects an operating plan equal to or in excess of the
obligations for the quarter/year-end accounting cycle. Deficit
authority requests in these cases do not need to be submtted,
however, funding wthin the Budget Activity should be realigned
during the next quarter to elimnate the Sub-Budget Activity
deficit variance.

The responsibility to manage salary fund variances resides with
the Sal ary/Wrkforce Utilization Commttee (see Chapter 10).

I ndi vi dual Cost Center Managers are responsi ble for
operating funds variances (see Chapter 4).

managi ng
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Deficit authority approval is required for all B&F projects
that are anticipated to incur deficit bal ances regardl ess of the
overall status of the sub-budget activity (also referred to as
decision unit).

(1) Procedures. Requests to reflect deficit variances in
Budget Activities (i.e, Inmate Care & Programs, Institutions
Security & Adm nistration, Contract Confinenment and Institution
Adm ni stration) for the quarter/year-end nust be made in witing
prior to the close of the quarter/year-end accounting cycle
(i.e., the date FM S cl oses for that period). Requests nust
state specific amobunts to the nearest $100. Responses are to be
returned prior to the close of the quarter/year-end accounting
cycle in the Financial Mnagenent Information Systemfor the
specified period. This may sonetines be up to five days or so
after the | ast cal ender day of the nonth. Responses nust specify
the “actual” amount of deficit authority approved.

(a) Cost Center Managers, prior to creating a deficit
variance in FM S and/or fund control, nmust forward a request
whi ch provides a justification for the projected deficit and a
pl an of action to elimnate the projected deficit to the
Controller. The Controller will review the request with the | ocal
institution Executive Staff and recommend approval / di sapproval .
For Central Ofice Cost Center Managers, the appropriate Deputy
Assi stant Director nust approve the request prior to its
subm ssion to the Central Ofice Controller. |f approved, the
Controller is to state the anmobunt to the nearest $100 in a
menmor andumto the Cost Center Manager.

(b) Controllers nmust coordinate their requests, by
budget activity, through their Wardens, for subm ssion to their
Regi onal Conptrollers. Regional Conptrollers nust coordinate
their responses through their Regional Director. Al requests
should include a plan to resolve deficits prior to year-end. |If
approved, the Regional Conptroller nust state the anmount to the
nearest $100 in a nenmorandumto the Controller. A copy of the
menor andum nust be attached to the final fund status report for
the quarter.

(c) Regional Ofices, the MSTC, and the Central Ofice
Busi ness O fice nmust forward their requests to the Chief, Budget
Execution Branch. Requests pertaining to the Trust Fund
Appropriation are to be forwarded to the Chief, Trust Fund
Branch. [If approved, the Chief, Budget Execution Branch, nust
state the ampunt to the nearest $100 in a menorandumto the
Comptrol l er. Responses are to be returned prior to the close of
the quarter/year-end accounting cycle in the FMS for the
speci fied period.
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This nmay sonetinmes be up to five days or so after the
| ast cal ender day of the nonth.

Responses nmust specify the “actual” anmount of deficit
authority approved. A copy of the nmenorandum nust be attached to
the final fund status report for the quarter.

e. Year-end Allotnents. Ofice of Managenent and Budget,
Departnent of Justice, and Bureau procurenent regul ations provide
instructions regarding fourth quarter procurenent actions and
obligations. These instructions not only Iimt the amount of
obligations during the fourth quarter, but also establish | ead
times and cut-off dates for accepting and processing procurenment
requests that require use of expiring current year funds. As
such, all fiscal resources nust be allotted and made avail abl e
for use prior to the cut-off date to allow for procurenent |ead-
time. For additional information regarding fourth quarter
procurenent actions, cut-off dates, and |lead-tinmes, refer to the
Program St at enent on BOP Acqui sitions.

(1) The Budget Execution Branch shall distribute al
necessary and remaining allotnments for the current fiscal year to
the Regional Ofices no |later than one week prior to the
procurenent cut-off date. Any Regional Ofice request, to
include the Central Ofice Business Ofice and the Training
Center Region, for an energency allotnent subsequent to the
distribution of the final allotnment shall be submtted, under
signature of the Regional Conptroller, Training Center
Controller, or Central Ofice Controller, as appropriate, to the
Chi ef , Budget Execution Branch, for consideration.

(2) Regional Ofices, including the Central O fice Business
O fice and the Training Center Region, shall distribute all final
allotnments to their institutions prior to the procurenent cut-off
date with consideration to procurenent lead tinme. Any
institution request for an energency allotnment subsequent to the
distribution of the final allotment nust be submtted, under the
Controller’s signature, to the Regional Conptroller for
consi derati on.

f. B&F Funds Accountability and Carryover. The “no-year”
budget authority provided by Congress for the B&F Appropriation
allows the Bureau to fund facilities’ new construction, repairs,
and i nprovenents without the need to seek renewal of budgetary
authority for those projects. Since the scope of those projects
usual |y extend beyond the end of the fiscal year, special
procedures are necessary to account for operating plans and
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obl i gations associated with those projects. For additional
information, refer to the Program Statenents on the Facility
Operati ons Manual and the Buildings and Facilities Projects
Cl osure.

(1) Prior to the close of each quarter and fiscal year,
Institution Controllers and Regional Conptrollers nust ensure:

(a) each project reflects the approved operating pl an,

(b) the operating plan for each project, by decision
unit and object class code, is equal to or is in excess of the
obligations incurred agai nst the project,

(c) the operating plan for each project is distributed
to and obligations are charged agai nst the proper decision unit
and obj ect class codes,

(d) the funds status reflected in FM S for each
project are in agreenent, and

(e) each project is closed in accordance with the
Program St atenent on Buildings and Facilities Projects C osure.

(2) Once the requirenents stipulated in f. (1) above have
been satisfied, and upon receipt and verification of the final
obligations for the fiscal year, the Budget Execution Branch
commences wWith the carryover of unobligated bal ances to the new
fiscal year. This process is independent of the allotnent of any
and all new budget authority granted by Congress for the new
fiscal year

(3) Regional Ofices nust comrence with the transfer of
unobl i gated bal ances to their institutions upon notification and
in accordance with any and all instructions provided by the
Budget Execution Branch. Allotnents for the precedi ng and
current fiscal year may not be processed until the carryover
procedures are conpl eted.

(4) The FM S entries required as a result of the carryover
process nust be acconplished in accordance with the instructions
specified in 7.b. above and the Accounting Managenent Mnual .



PS 2100. 03
CN-1 11/9/99
Chapter 6, Page 1

Chapter 6 - Reprogrammi ng

1. Purpose. Presented in this chapter are reporting

requi renents that relate to the reprogranm ng of funds by budget
activity, sub-budget activity (decision unit), and the authority,
responsi bilities, and procedures to satisfy those requirenents.

2. Definition. The process of reprogranm ng has been defined as
those shifts of funds within the |egal confines of an
appropriation account which do not change either the total anount
avai l able in the account or any of the purposes for which the
appropriation is legally available. A reprogranm ng action
arises froma conscious decision to reallocate resources or an
unf oreseen need to respond to operational requirenents.

3. Requirenents of Congress. The Departnent of Justice nust
notify the Appropriations Conmmttees of both Houses of Congress
of any reprogramm ngs 15 days prior if the reprogranm ngs:

a. nmake available for obligation or expenditure funds provided
for under current appropriation acts, previous appropriation acts
to fund agencies under the current appropriation acts, or from
any accounts in the U S. Treasury derived by the collection of
fees available to the agencies that:

(1) creates new prograns;

(2) elimnates a program project, or activity;

(3) increases funds or personnel by any neans for any
project or activity for which funds have been deni ed or
restricted;

(4) relocates an office or enployees;

(5) reorganizes offices, progranms, or activities; or

(6) contracts out or privatizes any functions or activities
presently perforned by Federal enployees;

b. meke available for obligation or expenditure funds in
excess of $500,000 or 10 per cent, whichever is |ess, provided
for under current appropriation acts, previous appropriation acts
to fund agencies under the current appropriation acts, or from
any accounts in the U S. Treasury derived by the collection of
fees available to the agencies that:

(1) augnents existing prograns, projects, or activities;
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(2) reduces by 10 percent funding for any existing program
project, or activity, or nunbers of personnel by 10 percent as
approved by Congress; or

(3)
per sonnel
activities,

results fromany general savings froma reduction in
whi ch woul d result in a change in existing prograns,
or projects as approved by Congress.

4. | dentification of Budget Activities and Sub-Budget Activities

a. The Congressional reporting requirenent applies to each
budget activity in the Salaries and Expenses Appropriation as
identified below. Sub-budget activities (decision units) are for
internal BOP reporting requirenents only:

Care and Prograns:

Budget Activity - I nmate

Budget Activity -

Sub- budget Activity A - Food and Farm Servi ces

Sub- budget Activity B - Medical Services

Sub- budget Activity C - Inmate Services

Sub- budget Activity F - Unit Managenent/| SM DAP/ | PP

Sub- budget Activity G - Education

Sub- budget Activity H - Recreation

Sub- budget Activity J - Religious Services

Sub- budget Activity K - Psychol ogy Services

Budget Activity - Institution Security and Adm nistration:

Sub- budget Activity E - Institution Security

Sub- budget Activity M- Institution Adm nistration

Sub- budget Activity N - Enpl oyee Devel opnent

Sub- budget Activity P - Institution Miintenance

Budget Activity - Contract Confinenent:

Sub- budget Activity D - State and Local Contracts

Sub- budget Activity R - Comunity Corrections Managenent

Sub- budget Activity S - Privately Omed & Operated
Facilities

Sub- budget Activity T - Community Corrections Centers

Sub- budget Activity T - Privatized BOP Facilities/NIC

Managenment and Admi ni stration:

Sub- budget Activity X -

Managenent and Adm ni stration



PS 2100. 03
CN-2 3/8/2001
Chapter 6, Page 3

b. Buildings and Facilities Appropriation - for use in the
Congr essi onal Budget and for purposes of reporting reprogranmm ng
actions to Congress, budget activities and sub-budget activities
are synonynous and shall be used in the Buildings and Facilities
Appropriation as foll ows:

Decision Unit 2 - Planning, Site Acquisition, New Construction,
and Expansi on

Decision Unit 3 - Mdernization and Repair of Existing
Facilities

Not e: New construction and expansi ons which do not add
capacity are reported under Decision Unit 3.

5. Authorities and Responsibilities for Reprogrami ng

a. The Director, Bureau of Prisons, is responsible for
assuring conpliance with the Congressional reporting requirenent
for reprogranm ng.

b. The Assistant Director for Adm nistration is responsible
for directing the actions necessary to achi eve conpliance with
the reporting requirenments of Congress.

6. Authorities and Responsibilities to Mnitor Reprogrann ng

a. The Chief, Budget Execution Branch, has overall authority
and responsibility for coordinating and nonitoring reprogranm ng
of funds between budget activities, sub-budget activities, and
obj ect codes. The Chief, Budget Execution Branch, receives and
reviews reports relating to reprogramm ng of funds within the
Bureau of Prisons.

b. Each Regional Conptroller is responsible for coordinating
requests, under signature of the Regional Director, for
reprogranmm ng of funds within the region.

c. The Controller, Managenent and Specialty Training Center
(MSTC), is responsible for controlling and nonitoring
reprogramm ng of funds for the operation of the Training Center
Regi on.

d. The Controller, Central Ofice Business Ofice, is
responsi ble for controlling and nonitoring reprogramm ng of funds
for operating the Central Ofice.
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e. The Budget Devel opnent Branch, in collaboration with the
Budget Execution Branch, prepares Congressional reprogranmm ng
docunent ation and justification.

f. The Chief, Trust Fund Branch, is responsible for
controlling and nonitoring reprogramm ng of funds for the
operation of the Trust Fund Programw thin the Bureau of Prisons.

7. Special Reporting Wthin the Bureau of Prisons. |If an
adjustnment is anticipated to any fiscal year budget activity,
sub- budget activity, or object class during the operating period,
the responsible authority (as defined above) shall submt a
request for reprogranmng, via FMS, to the Chief, Budget
Execution Branch, no later than the first day of the third nonth
of the quarter the anticipated adjustnent is expected to occur.

a. The request shall reflect each annual budget activity
and/ or sub-budget activity anmount, the proposed adjustnent for
each, a full narrative explanation of the reasons for each
adj ustnent, and any possi bl e future adjustnents.

b. The appropriate Assistant Director or Regional D rector
shall imediately report and provide a full explanation in
witing to the Assistant Director for Admnistration if any of
the foll ow ng occur:

(1) A reprogramm ng action for any amount if such action
woul d have the effect of requiring significant funding in future
years.

(2) An increase in funds or personnel for any project or
activity for which funds have been denied or restricted.

(3) Creating a new program or augnenting an existing
program

(4) Relocating an office or enployees as defined in section
3.a.(5) above.

8. Pr ocedures for Requesti ng Reprogranm ng

a. Requests for reprogranm ng shall be entered into FM S,
Version 70, at the institution I evel by the 15th day of the
second nonth of each quarter.

(1) Requested reprogramm ng of positions shall be entered
by decision unit under the appropriate position object class code
(PO1, PO1A, etc.).
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(2) Requested reprogramm ng of workyears shall be entered
by decision unit under the appropriate FTE object class code
(1FTE, etc.). Wrkyears shall be prorated fromthe first pay
period of the quarter follow ng the reprogranm ng request.

(3) Requested reprogramm ng of funds shall be entered by
deci sion unit under the appropriate object class code.

b. Regional offices shall assess institution requests for
review and adj ustnent by the end of the second nonth of each
quarter. Requests that can be offset against each other shall be
handl ed by the region.

(1) Requests that the region can fund fromtheir reserves
and of fset agai nst known regi onal needs shall be renoved fromthe
system and acconpl i shed by the region.

(2) Upon conpletion of all actions by the regions and
institutions, regions shall copy Versions 70 fromthe institution
disks to the region disks for access by the Budget Execution
Br anch.

c. The Budget Execution Branch shall access regional
(i ncluding the Training Center Region and Central O fice) disks
by the 5th day of the third nonth of each quarter for review of
request ed reprogramm ng. Requests that can be acconpli shed
within established [imtations shall be turned around to the
regions by the end of the third nonth of the quarter.

d. Energency requests for reprogramm ng nmay be approved for
non-sal ary funds or position/workyears.

(1) Emergency requests for non-salary fund reprogranm ng
shall be made via tel ephone to the regional conptroller after
maki ng appropriate FM S entries. The Regional Conptroller shal
review the energency request and determine if the requested
action can be handled by the region. |If the Conptroller cannot
effect the reprogramm ng, the Chief, Budget Execution Branch,
shall be contacted and infornmed of the circunstances. Normally,
t he Budget Execution Branch has the capability to renedy
enmergency requests by internal reprogrammng or by an advance of
funds fromone quarter to another.

(2) Energency requests for position/workyear reprogrammng
bet ween decision units are acconplished only by the Budget
Execution Branch. Requests shall be acconpani ed by a copy of the
SF-52 (Request for Personnel Action) prior to the reprogranm ng.
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Chapter 7 - Full Tine Equival ency (FTE) Enpl oynent Controls

1. Purpose. Presented in this chapter are definitions relating
to the Full Time Equival ency (FTE) system which is an enpl oynent
control systemthat translates the utilization of staffing into
wor kyears as a net hod of determ ning whether an agency
acconplishes its m ssion.

2. Background. The FTE System becane effective on Qctober 1,
1981 and was inplenented by the Ofice of Managenent and Budget
(OVB) in coordination with the Ofice of Personnel Managenent
(OPM. Under this system an agency is given a total workyear
ceiling that cannot be exceeded for the fiscal year. The total
wor kyear ceiling is divided into two categories: Full Tine

Per manent (FTP) and Other than Full Tinme Permanent (O FTP).

3. Definitions

a. Wirkyear - normally consists of 2080 hours of paid
enpl oynent and is determ ned by the nunber of conpensable work
days in a year. For earnings purposes, 2087 hours is used.

b. Paid Enploynent - consists of all regularly schedul ed hours
i ncl udi ng hours paid for annual, sick, holiday, and other paid
| eave but excludes hours paid at overtine rates, term nal |eave
hours, and hours worked and earned as conpensatory tine.

c. Full Tinme Permanent (FTP) - conprised of all paid
enpl oynent by full tinme enpl oyees who have pernanent appoi ntnents
(designated as 1FTE in FM S).

d. OQher than Full Tinme Permanent (O FTP) - conprised of al
pai d enpl oynment by full time enployees wth tenporary
appoi ntments, and part tine enployees with either permanent or
tenporary appoi ntnents (designated as 2FTE in FM S).

e. Full Tine Enployee - an enployee who is regularly schedul ed
to work the nunber of hours (over 32 hours) and days required for
hi s/ her enpl oynent group or cl ass.

f. Part Tine Enployee - an enployee who is regularly schedul ed
to work between 16 and 32 hours per week.

g. Permanent Appointnent - an appointnent in which the
enpl oyee serves under tenure group 1, 2, 4, 5, 6, or 7 as defined
in 5 CFR 340. 202.

h. Tenporary Appointnent - an appointnent in which the
enpl oyee serves under tenure group 0, 3, 8, or 9 as defined in
5 CFR 340. 202.
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Chapter 8 - Position Control

1. Purpose. Presented in this chapter are definitions and
delineations of responsibilities and duties relating to the
position control systemin the Bureau of Prisons.

2. Background. The position control systemis maintained in the
Fi nanci al Managenent |Information System (FM S) by Fi nanci al
Managenment staff at all organizational |evels. Although

Fi nanci al Managenent staff have the overall responsibility of
updating the system Human Resource Managenent and UNI COR staff
have specific responsibilities as outlined bel ow.

3. Responsibilities. The position control systemis conprised
of two separate and distinct functions: position accounting (PO)
and position managenent (PZ).

a. Wth the exception of UNICOR, the position accounting
function is the responsibility of Financial Mnagenent and is
nmonitored at the decision unit level; the position nmanagenent
function is the responsibility of Human Resource Managenent and
is nonitored at the decision unit and cost center |evels.

b. Concerning UNI COR, the position accounting function is the
responsibility of the Ofice of the Associate Conmm ssioner and is
nmonitored at the division level; the position managenent function
is the responsibility of Human Resource Managenment and is
nmonitored at the division |level.

4. Position Accounting. It is the responsibility of Financial
Managenment to maintain the files associated with the position
accounting (P0O) function of the position control system

a. The Budget Execution Branch shall key all changes (with the
exception of region authorized positions) to the PO files in FM S
for the S&E, B&F, Trust Fund, PHS, and FPI Appropriations.

(1) Changes to the PO file for the S&E Appropriation wll
be made under the direction of the Resource Managenent
Subcomm ttee and approved by the Director.

(2) Changes to the PO file for the B&F Appropriation shal
be made under the direction of the Assistant Director for
Adm ni stration.

(3) Changes to the PO file for the Trust Fund Appropriation
shall be made under the direction of the Assistant Director for
Adm ni strati on.
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(4) Changes to the PO file for Public Health Service (PHS)
shal|l be made under the direction of the Assistant Director,
Heal th Servi ces Division

(5) Changes to the PO file for the UNI COR Appropriation
shal|l be made under the direction of the Assistant Director,
UNI COR.

b. Position Accounting Codes. To facilitate the process of
mai ntai ning the position accounting (PO) files, unique FM S codes
have been established to identify specific types of positions
used in the Bureau. Those positions, and their associated FM S
codes, are as follows:

(1) Full-Time Permanent (FTP) (P01, PO1A). These positions
are established through Congressional authorization (PO1l), and
Bureau (Executive Staff) authorization (P0O1A).

Reqgi onal Aut horized Full-Tine Pernmanent (P0O1B). These
Ful | -Time positions are established not to exceed one fiscal
year. Regional Directors must prepare a justification and
Request for Personnel Action (SF-52) for all regionally
aut hori zed positions and forward these docunents to the Assistant
Director for Admnistration for concurrence. *

(2) Bureau Authorized Tenporary (P02). These O her than
Ful | -Time positions are approved by the Resource Managenment
Subconm ttee and are established not to exceed one fiscal year.
Enpl oyees under this appointnment are not eligible to receive
Gover nnent - supported benefits. Extensions of previously approved
P02 positions beyond the fiscal year shall be approved by the
appropriate Assistant Director. The maxi mum cunul ative tine
limt for Bureau authorized tenporary positions is two years.

(3) Regional Authorized Tenporary (P03). These Qther than
Ful | -Time positions are approved by the Regional Director and are
established not to exceed one fiscal year. Enployees under this
appoi ntnent are not eligible to receive Governnent - supported
benefits. Extensions of previously approved P03 positions beyond
the fiscal year shall be approved by the Regional Director. The
maxi mum cunul ative tinme limt for Regional authorized tenporary
positions is two years.

(4) Public Health Service Permanent (P04). These
positions, established when Public Health Service personnel are
assigned to a facility, are approved by the Assistant Director,
Heal th Services Division. Since PHS personnel are assigned in
lieu of non-PHS personnel (and vise-versa), POl and P04 positions
shal | be exchanged on a one-for-one basis as needed.
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(5) Public Health Service Tenporary (P0O5) - these positions
are established by the Resource Managenent Subcommttee and are
monitored by the Assistant Director, Health Services Division.
These positions are established for tenporary duty assignnment of
PHS personnel. These positions are not exchanged as specified in
section 4.b.(4) above.

(6) Term Appointnents (P0O6) - these positions are approved
by the Resource Managenent Subcommttee and are established for a
specified period of nore than one year but no nore than four
years. Enpl oyees under term appointnents are eligible for
Gover nnent - supported benefits.

(7) Stay-in-School Program (P07) - these positions are
approved by the appropriate Assistant Director based on
gui del i nes established by the Resource Managenent Subconm tt ee.
These positions have the sanme restrictions as P02 positions.

(8) Co-ops and Interns (P0O8) - these positions are approved
by the appropriate Assistant Director, based on guidelines
establ i shed by the Resource Managenent Subcomm ttee, and are
nmonitored by the Staffing Section, Human Resource Managenent
D vision. These positions have the sane restrictions as P02
positions.

(9) Bureau Controlled Permanent (P09, P0O9A) - these
positions are in essence POls/P01As which are the responsibility
of Central Ofice program managenent areas. These positions are
established at institutions and are used primarily for the
Bureau' s trai nee prograns.

5. Position Managenent. It is the responsibility of Human
Resource Managenent to maintain the files associated wth the
posi ti on managenent (PZ) function of the position control system

a. Human Resource Managers are responsi ble for review ng, at
| east nonthly, the PZ files at their location to ensure that the
files are current and accurate. Financial Managenent shal
provi de Human Resource Managers with the FM S reports necessary
to facilitate the revi ew process.

b. Human Resource Managers shall provide Financial Managenent
aut hori zation to key changes to the PZ files in FMS for the S&E,
B&F, Trust Fund, NIC, and UNI COR appropriations (see Exhibit 1).

(1) Copies of SF-52s authorizing changes to the PZ file
shal |l be attached to the authorization. This procedure is
essential for verification of the position listing printout as
well as for the establishnment of an audit trail.
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c. The Budget Execution Branch shall be responsible for
mai ntaining the PZ file for the Public Health Service.

d. Dictionary of Titles (PZ Dictionary). The PZ dictionary
contains all of the object class code (OCCD) titles required to
maintain a current PZ file. This dictionary is maintained in
FM S and nay be printed as needed (refer to the DBM User's
Manual ). Each entry in the dictionary contains a twelve
character code and a code title:

Exanpl e:
Code Title
PZ1300070705 CORR OFFI CER

The first two characters (PZ) define the FMS file; the third
character (1) defines the type of position (1 = P01 or PO1lA, 2 =
P02, etc.); the fourth character (G defines the pay schedule (G
= CGeneral Schedule, etc.); characters 5,6,7, and 8 define the job
classification series (0007 = Correctional Wrker); the ninth and
tenth characters (07) define the grade of the position; and the
el eventh and twelfth characters (05) generate the title.

(1) Pay and Position Managenent, Human Resource Managenent
Division, retains the authority to request changes. Requests for
changes shall be directed to the Chief, Pay and Position
Managenent through Regi onal Human Resource Managers.

(2) The Budget Execution Branch shall effect changes to the
dictionary upon witten authorization fromPay and Position
Managenment. Pay and Position Managenent shall provide a
menor andum to t he Budget Execution Branch to support changes to
the dictionary. This nmenorandum signed by the Chief, Pay and
Posi tion Managenent, shall include the OCCD code, the associated
title, and the action to be acconplished (add/delete) in regard
to the code.

6. Position Accounting/Position Managenent Rel ationship.

Al t hough position accounting and position nanagenent functions
are separate and distinct, the data entered for one function has
a corresponding relationship to the data entered for the other
function. The chart provided bel ow di spl ays those rel ati onshi ps:
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Posi tion Posi ti on Managenent

Type of Position Accounti ng QTR1 QTR2 QTR3 QTR4
Congressi onal FTP PO1 PZ1
Bureau FTP PO1A PZ1
Regi onal FTP PO1B Pz1 *
Bureau Tenporary P02 PZz2
Regi on Tenporary P03 PZ3
PHS FTP P04 PZ4
PHS Tenporary P05 PZ5
Ter m Appoi nt ment s PO6 PZ6
St ay-i n- School PO7 pPZ7
Co-ops, Interns P08 PZ8
Bureau Control |l ed

Congressi onal FTP P09 PZ9

Bureau FTP PO9A PZ9
7. Reconciliation of PO and PZ Files. It is the responsibility

of Financial Managenent to produce FM S PO/ PZ reconciliation and
PZ file reports to assist in maintaining a current PZ file at
each | ocati on.

a. The reconciliation and PZ file report for each
appropriation shall be produced and provided to Human Resource
Managers at |east nonthly.

b. Changes to the PZ file requested by Human Resource Managers
(see Exhibit 1) shall be returned to Financial Mnagenent for
entry into FM S.

c. After changes are keyed by Financial Mnagenent, updated
reconciliation and PZ file reports shall be produced. The
reconciliation report shall be signed by Controllers or
Comptrollers (as appropriate) and Human Resource Managers. The
signed original shall be maintai ned by Financial Managenent and a
copy provided to Human Resource Managers.

d. The PZ file, locally and region-w de, shall be current and
in balance with the PO file by the close of business on the | ast
wor ki ng day of each nonth
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U S. Departnent of Justice
Federal Bureau of Prisons

)

MEMORANDUM FOR THE CONTROLLER

FROM Human Resour ce Manager

SUBJECT: Updating of PZ File Information

Pl ease make the follow ng changes to the PZ files as indicated
bel ow.

ADD

Cost
Appcd DU Cent er OCCDh QIR Quantity
DELETE
- Cost .
Appcd DU Cent er OoCCh QIR Quantity

() REQU RED SF52s ATTACHED
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Chapter 9 - Budget and Pl anning Conm ttee

1. Purpose. The purpose of this chapter is to delineate the
duties and responsibilities of the Budget and Pl anning Commttee.
The Budget and Planning Committee is an integral part of the
process involving the receipt and accountability of funds.

2. Responsibilities. The Budget and Planning Commttee shall be
responsi ble for the foll ow ng:

a. establishing guidelines for use by cost center managers in
formul ati ng annual budget subm ssions to the Budget and Pl anni ng
Comm ttee;

b. review ng and approving annual and quarterly budgets for
al | appropriations;

c. formulating the B&F programfor the ensuing fiscal year as
required in the Facilities Operations Mnual;

d. review ng and approving the annual allocation and each
continuing resolution allocation;

e. preparing supporting justification statenents for each
decision unit consistent with those furnished by cost center
managers and with institutional, regional, and Bureau objectives
for future year(s) resource requirenents;

f. weffecting distribution of allotted resources (including
positions) to individual cost centers;

g. providing direction and gui dance for resource utilization
to cost center managers;

h. reviewng and taking appropriate action on Conmttee
recomendations and identified surplus and/or deficit conditions;

i. approving redistribution of resources between cost centers
and requesting regional office or Budget Execution Branch
approval for redistribution of resources between decision units;

J . approving individual cost centers to exceed funds avail abl e
if the integrity of the decision unit can be maintained and
requesting regional or Budget Execution Branch approval for
i ndi vi dual sub-budget activities (decision units) to exceed funds
available if the integrity of the operating plan at the Budget
Activity level (s) can be maintai ned, and;

k. reviewng and approving the results and budget subm ssions
of the Salary/Wrk Force Utilization Commttee, Work Progranmm ng
Comm ttee, and other commttees.
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3. Menbership. For institutions, regional offices, the
Managenment and Specialty Training Center (MSTC), and the Staff
Trai ni ng Acadeny (STA), the Budget and Pl anning Conm ttee shal
be conprised of, but not limted to, the follow ng as

appropri ate:

Chi ef Executive Oficer (Chair)

Associ ate Wardens/ Deputy Regi onal Directors/Assistant
Directors, MSTC and STA

Controller/Conptroller (BAO in absence of a Controller)
Cost Center Managers

Resource Staff - Budget Anal yst

Recorder - designated by the Chair

For the Central O fice, the Budget and Pl anning Conmttee
shall be conprised of, but not limted to, the foll ow ng:

Sr. Deputy Assistant Director, Admn Division (Chair)
Deputy Assistant Directors (all divisions)

Controller

Resource Staff - Budget Anal ysts

Recorder - designated by the Chair

Chi ef, Fi nance Branch

Deputy Chi ef, Finance Branch

4. Agenda. An agenda shall be prepared under signature of the
Comm ttee Chair and shall be distributed to all nenbers of the
Commttee at | east three working days prior to the neeting. The
agenda shall include, but not limted to, the follow ng: the
date, tine, and location of the neeting; the type of neeting
(annual, energency, etc.); the purpose of neeting; and reference
to, and expl anation of, any advance material included.

5. Advance Material. Advance material shall be included with
t he agenda. Advance material shall be conprised of, but not
l[imted to, the foll ow ng:

a. Annually. Advance material for annual neetings shall
i ncl ude synopses of: cost center manager subm ssions for al
appropriations (the appropriate FM S report $I PCA or $RBCA may be
used for this purpose - refer to the DBM User's Manual);
subm ssions of equipnent itens to be considered for the Equi pnent
Priority List; subm ssions of position allocation and staffing
requi renents; and projected receivabl es.

b. Sem annually. Advance material for sem annual neetings
shal | include synopses of: cost center manager requirenents for
all appropriations (the appropriate FM S report $I PC or $RBC may
be used for this purpose - refer to the DBM User's Manual);
justifications for new equi pnent itens; and projected
recei vabl es.
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6. Cost Center Manager Responsibilities. Cost Center Managers
are required to review the agenda, advance nmaterial, and open
obligations prior to the neetings. This review is necessary to:
beconme famliar with the data that will be considered at the
meetings; ensure that obligations against the cost centers are
valid; and determ ne accurate current funds availability.

a. Cost Center Managers anticipating deficit variances shal
prepare the docunent(s) necessary to request perm ssion to exceed
funds avail abl e and address how t hose variances will be
el i m nat ed.

7. Meetings. The Budget and Planning Commttee shall neet
annual ly and sem annually for the purposes specified, as
appropriate, in section 2. above. Annual Budget and Pl anni ng
Comm ttee neetings may be held in conjunction with the sem annual
meetings. At the discretion of the Chief Executive Oficer, the
Budget and Pl anning Conmttee may be held as two separate
commttees (Budget Commttee and Planning Conmttee) as specified
in section 9. bel ow.

8. Mnutes. Mnutes shall address all recommendati ons nmade by

t he Budget and Pl anning Conmttee and shall include pertinent

di scussi ons and concl usi ons reached, particularly those involving
actions to utilize surpluses or elimnate deficits, and
reprogramm ng. M nutes shall be prepared under signature of the
Chi ef Executive Oficer and copies provided to all Budget and

Pl anni ng Conm ttee nmenbers.

a. One copy of the mnutes shall be forwarded to the Regi onal
Comptroller (institution neetings) or the Chief, Budget Execution
Branch, (regional, Central Ofice, and MSTC neetings) follow ng
the neeting. One copy of the mnutes shall be maintained |ocally
to facilitate Program and Operational Reviews.

9. Separation of Commttees. If two separate conmttees are to
be held, as determned in section 7. above, the foll ow ng
provi si ons apply:

a. The Planning Commttee shall be responsible for:
formul ati ng annual and quarterly budgets; review ng position
all ocation and staffing requirenments; review ng the existing
Equi prent Priority List and recommendi ng approval of new
equi pnrent itens to be added to the Equipment Priority List;
recomendi ng redi stribution of funds between cost centers within
the sane decision unit; and initiating requests for
redi stribution of funds between decision units.
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b. The Planning Commttee shall be conprised of, but not
limted to, the follow ng: Controller/Conptroller (Chair);
Assi stant Controller/Assistant Conptroller; Cost Center Managers;
Resource Staff (Budget Analyst); and Recorder (designated by the
Controller/Conmptroller). The Budget Comm ttee nenbership shal
be as stated in section 3. above, excluding Cost Center Mnagers.

c. Agendas and advance material shall be required for Pl anning
Comm ttee neetings but are not required for Budget Commttee
nmeet i ngs.

d. The Planning Commttee shall neet: annually for the purpose
of review ng annual subm ssions and fornul ati ng recomendati ons
for review by the Budget Comm ttee; sem annually; and to resol ve
| ocal problens or at the discretion of the Chief Executive
O ficer.

e. Planning Commttee m nutes shall address those itens stated
in section 8. above. Mnutes shall be prepared under signature
of the Controller/Comptroller to the Chief Executive Oficer and
copies provided to all Planning Comnmttee nenbers. One copy of
the mnutes shall be maintained locally to facilitate Program and
Oper ati onal Revi ews.

f. The Budget Commttee shall neet to review and take
appropriate action on the recomendati ons made by the Pl anning
Comm ttee. Budget Commttee m nutes shall be prepared in
accordance wth section 8. above.
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Chapter 10 - Salary/Wrk Force Uilization Commttee

1. Purpose. This chapter addresses the duties and
responsibilities of the Salary/Wrk Force Utilization Commttee.

2. Background. W rkyears and associ ated sal ary funding
represent a significant portion of the Bureau's total budget;

t herefore, thorough planning, nonitoring, and reporting of the
utilization and distribution of staff resources on an ongoi ng
basis is necessary to pronote the nost cost effective approach to
m ssi on acconplishnent and is the responsibility of all managers.
Actual control of workyears and salary funds rests with the

regi onal offices, who are encouraged to redel egate the
responsibility to individual facilities.

3. Responsibilities. Al institutions and regional offices, the
Managenent and Specialty Training Center (MSTC), Staff Training
Acadeny (STA), and the Central O fice shall establish Sal ary/ Wrk
Force Uilization Conmttees for their respective areas.

I ndi vi dual responsibilities of Chief Executive Oficers, Human
Resour ce Managers, Financial Managers, Supervisors, and
Department Heads are as outlined in the Human Resource Managenent
Manual . The Sal ary/Wrk Force Utilization Conmttee is
responsi ble for the foll ow ng:

a. Annually: At the start of the fiscal year, fornulate a
conpr ehensi ve and preci se Wirk Force Purchase and Utilization
Plan (Staffing Plan). Salary requirenments shall be projected as
a fiscal year summary or by quarter and nust be based on

allotted salaries or projected allocation of salaries;
hi storic turnover data;

known and anti ci pat ed vacanci es;

wor kl oad decreases or increases;

m ssi on and/ or program changes;

nunber of pay periods and holidays in the year;
projected overtine and identified peak overtine periods;
proj ected surplus/deficit conditions;

actions to elimnate projected variances and the inpact of
such actions, and;

I other data and i nput deened appropriate.

b. Quarterly. The Salary/Wrk Force Utilization Conmmttee
shall neet quarterly to update the Staffing Plan and has the
responsibility to:
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(1) Review all witten short-range and | ong-range operation
pl ans of each departnent to assess work force needs, projected
changes in workload requirenents, and review avail abl e
departnmental rosters to determne if positions and salaries are
efficiently utilized.

(2) Review actual and projected overtinme and expl ore
met hods of elim nating unnecessary overti ne.

(3) Review programreview reports to determ ne current
| evel s of efficiency, work force needs, and identify managenent
and/or training related problens which may inpact negatively on
the program areas or on the utilization of staff.

(4) Recommend specific actions to elimnate projected
salary deficits or to utilize projected surpluses.

(5 Recommend consolidation of functions, reorganization,
elimnation of duplicate work and excess supervisory | ayering,
and ot her neans to reduce staff needs.

In addition, the regional Salary/Wrk Force Utilization
Comm ttee has the responsibility to:

(6) Develop work force inpact assessnents for al
expansi on, renovation, and renodeling projects for existing
facilities, and devel op work force need proposals for new
institutions prior to finalization of construction and/or
acqui sition plans.

(7) Review mnutes of all institution Sal ary/ Wrk Force
Utilization Commttee neetings for the quarter.

(8 Review salary and workyear allocations and usage,
identify any end-of-quarter surpluses or deficits, review all
institutions' ensuing quarterly plans, and project any end-of -
year surpluses or deficits.

(9) Assess region-wide staffing needs, establish a priority
list of needs, and recommend reall ocati on of avail able or
identified resources to neet those needs.

(10) Submt requests to the Resource Managenent
Subcomm ttee for positions, workyears, and/or salaries if the
region is not able to identify resources for additional needs.

c. Salary Planning. Salary expenditures shall be nonitored
quarterly and projected for the entire fiscal year. A separate
projection for regular salaries, overtinme, premum pay, and
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benefits shall be maintained. Consideration shall also be given
to the inpact of termnal | eave paynents, incentive awards,
vacanci es, part-tine enpl oyees, pronptions, pay increases, etc.
Proj ections shall be acconplished frequently and shall include
conpari sons between projected and actual anmounts. Regiona

O fices nust nonitor regional workyear usage quarterly.

4. Menbership. For institutions and regional offices, the
Sal ary/ Wrk Force Uilization Conmttee shall be conprised of,
but not limted to, the follow ng as appropri ate:

Chi ef Executive Oficer (Chair)

Associ ate Wardens/ Assi stant Regional Directors

Human Resour ce Manager/ Human Resource Adm ni strator
Controller/Conptroller (BAO in absence of a Controller)
Captai n/ Correctional Services Adm nistrator

Resource Staff - Budget Anal yst

Recorder - designated by the Chair

For the Central Ofice and the Training Centers, the Sal ary/Wrk
Force Uilization Commttee shall be conprised of, but not
limted to, the follow ng as appropri ate:

Chi ef Executive Oficer (Training Centers only - Chair)
Chi ef, Finance Branch (Central Ofice only - Chair)
Assistant Directors (Training Centers only)

Human Resource Manager

Controller (STA only - Financial Program Manager)
Resource Staff - Budget Anal yst(s)

Recorder - designated by the Chair

5. Meetings. The Salary/Wrk Force Uilization Commttee shal
meet annually and quarterly for the purposes specified in section
3. The annual Salary/Wrk Force Uilization Conmttee neeting
may be held in conjunction with a quarterly neeting.

6. Mnutes. Mnutes shall address all recommendati ons made,
particularly those involving actions to utilize surpluses or
elimnate deficits, and reprogramm ng. M nutes shall be prepared
under signature of the Chief Executive Oficer and copies
provided to all Salary/Wrk Force Utilization Commttee nenbers.

One copy of the mnutes shall be forwarded to the Regi onal
Comptroller (institution neetings) or the Chief, Budget Execution
Branch, (regional, Central Ofice, and Trai ning Center neetings)
follow ng the neeting. One copy of the mnutes shall be

mai ntained locally to facilitate Program and Operational Revi ews.
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Chapter 11 - Reserved
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Chapter 12 - Budget Devel opnent and Executi on Requirenents

1. Purpose. This chapter sets forth the duties,
responsibilities, and procedures involving the formul ati on of
budget devel opnment and execution requirenents.

2. Background. Fornulation of financial plans is essential to a
carefully planned and coordi nated program and shall be devel oped
to enbrace every phase of an activity's operation. It is
inperative that realistic and conpl ete plans be prepared as they
W Il be used as guides during the entire fiscal year. However,
the plans shall be flexible enough to change with fluctuating
requi renents; therefore, quarterly plans shall be fornulated in
such a way as to cover anticipated requirenents for the
particul ar period. Regional offices are encouraged to review

i nstitution budget subm ssions prior to allocation of funds,

rat her than basing allocations solely on Central O fice equity
formulas, to ensure that sufficient funds are provided for
acconpl i shnent of program goals and objecti ves.

3. Responsibilities. The successful devel opnent and execution
of the financial plan is the responsibility of the cost center
managers who conprise the Budget and Planning Coonmittee and the
Chi ef Executive Oficer who is the Operating Plan Hol der (OPH)
Properly prepared budget exhibits are essential conponents of the
budget process in that they reflect operational requirenents of
each program area and are used as a basis for "bottom up”
managenent deci si on maki ng.

a. Cost center managers are responsible for the foll ow ng:

(1) furnishing realistic annual estinmates of resource needs
to nmeet objectives based on Bureau, regional office, and
institution programgoals and quarterly breakdowns supportabl e by
previ ous obligation history and within avail abl e funds;

(2) providing estimates that identify programinitiatives
and, based on reliable cost information, funds required to
fi nance operations;

(3) determning how additional funds will be spent or in
what areas reductions in obligations will be required to permt
t he managenent of prograns within funds avail abl e;

(4) managing programfunds within funds allotted unl ess
witten approval has been granted by the Budget and Pl anni ng
Commttee to exceed funds available (the obligational limtation
established for a decision unit may not be exceeded as a result
of local authorization furnished to a cost center), and;
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(5) ensuring that obligations against their cost centers
are valid, current funds availability is known, and notifying the
Control |l er/ Conptroller and the Budget and Pl anning Conm ttee of
changes fromthe authorized operating plan.

b. Financial Mnagenent is responsible for the foll ow ng:

(1) providing assistance and training to all staff
responsi bl e for budget fornul ati on and executi on;

(2) utilizing the Financial Mnagenent |nformation System
(FM'S), as well as past experience, to furnish information and
experti se to nanage avail abl e resources;

(3) consolidating cost center budgets into an overal
budget by sub-budget activity (decision unit);

(4) presenting all cost center budget requests to the
Budget and Pl anning Conmttee, and;

(5) formalizing and forwardi ng Budget and Pl anni ng
Commi ttee actions and/or recomrendations to the regional office
or Budget Execution Branch.

4. Budget Requirenents. Docunentation nust be prepared to
request operating plans (annually) and identify obligational
requi renents (for the period considered) by object class for

each cost center that anticipates obligations for the period
specified. The BP-184 (Exhibit 1) may be used for this purpose,
however, the regional office or institution, as appropriate, nust
determ ne the formats and nethods to be used.

Regi onal O fices and institutions choosing alternative formats
and net hods nust develop witten guidelines and procedures in
accordance with Chapter 1., section 7.

a. Cost center managers are responsible for:

C subm tting docunentation for each cost center they are
requesting an annual operating plan for at the tine
annual requirenents are fornul ated and,

C subm tting docunentation for each cost center they
anticipate obligations will be incurred for the period
considered (anticipated quarterly or biannual
requirenments).
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b. Financial Mnagenent is responsible for maintaining the
docunentation locally to facilitate Program and Operati onal
Revi ews. *

5. Budget Distribution Requirenents. The BP-183 (Exhibit 2)
must be conpleted for each cost center that operating plans are
requested for and is used to specify quarterly fund distributions
by object class of approved operating plans. Fund distributions
nmust be based on actual fund requirenents (e.g., advance
procurenents, seasonal demands, fourth quarter obligation
limtations, bulk purchases, etc.) and not sinply one-fourth of

t he annual anount.

a. Cost center nmanagers (Deputy Assistant Directors or
designees at the Central Ofice) are responsible for: conpleting
a BP-183 to provide for and support the distribution of the
initial operating plan in FMS; conpleting a revised BP-183 to
effect a change in quarterly distributions; ensuring that al
bl anks are conpl eted and signatures are obtained; and verifying
the mat hematical accuracy of all col ums.

b. Financial Mnagenent is responsible for: providing cost
center managers with a BP-183 for each cost center they are
responsible for at the tine annual requirenents are approved; and
providing a BP-183 to cost center managers wi shing to effect a
change in quarterly distributions. The BP-183, and al
supporting docunentation, shall be maintained locally to
facilitate Program and Operational Reviews.

6. Equi pnent Requirenents. This budgeting procedure is
established to elimnate special allotnents for equipnent.
Institutions are advised not to rely on the Central Ofice or
regional offices for special allotnents for equi pnent during or
at the end of each fiscal year (except as indicated bel ow).
Newl y added itens or changing priorities would require
substitution of one itemfor another item(s) during the year

W t hout recourse to special funding assistance.

The Central O fice, Training Center Region, or regional offices
shal | consider funding of any itemfor which the need could not
be anticipated (refer to Chapter 15 for further guidance with
requesting equi pnent funds).

a. Responsi bilities

(1) Cost center managers are responsible for: preparing, on
an annual basis, a listing of their equipnent needs in priority
order; and presenting their requests to the Budget and Pl anning
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Commi ttee through the Inventory Managenment Specialist (surplus
screening) and the Controller/Conptroller. Each itemon the
listing shall be substantiated by a justification statenent.

(2) Financial Managenent is responsible for: consolidating,
on an annual basis, cost center manager priority listings for
consi deration by the Budget and Planning Commttee in fornulating
an equi pnent priority listing; and properly conpleting Exhibit 3.
Current Year allocation and obligation data shall be analyzed to
determne if equipnent funds are being utilized to the naxi mum
extent possible.

(3) The Chief Executive Oficer shall determ ne the
priority of justified equi pnent needs to be placed on Exhibit 3
"Equi prrent Priority List".

7. Reinbursenent Estinmates. Reinbursenents reported on this
exhibit are included in the Bureau's total budgetary resources.

I ncone earned or collections falling short of established
estimates require downward adjustnents and withdrawal s of that
portion of the allocation that represents antici pated

rei mbursenments. As such, it is inperative that due care is
exercised in fornulating and revising rei nbursenent estimates for
the fiscal year. It is the responsibility of Financial
Managenment to conplete Exhibits 4 and 5.

a. Definition. Reinbursenents are earnings or collections
fromsales of cormodities and services furnished or to be
furni shed. Reinbursenents do not represent a correction or
adj ustment of previously recorded di sbursenents.

Rei mbur senents constitute a restoration of the original anount
appropriated by Congress and are subject to apportionnent by QVB.
Exanpl es of reinbursenents include: paynents received for
boar di ng non- Federal prisoners, sales of neal tickets, sale of
utilities produced by the Bureau to UNI COR, and paynents received
for staff housing rentals.

Conversely, refunds are recoveries of anmounts paid in error and
advances. Refunds shall be directly related to a previously
recorded di sbursenment and is a reduction of such di sbursenent.
Refunds are not subject to apportionnent by OvB. Exanples of
refunds include: repaid travel advances, overpaynents to vendors,
and jury fees.

b. Instructions. Instructions for conpleting required
exhibits are as foll ows:

(1) Exhibit 4 - "Rental Staff Housing Rei nbursenents”
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(a) Enter the institution nanme and the ensuing fiscal
year (budget year).

(b) Enter the nunber of applicable units and the total
annual rental value anount of those units.

(c) List all anticipated vacanci es using known changes
and/ or using an average of vacancies for the past three years.
The amount for vacancies is calculated by nmultiplying the nunber
of units by the applicable nonthly rate by the nunber of nonths
the unit(s) wll be vacant. Units with identical rental rates
and nont hs vacant may be grouped toget her.

(d) Net Rental Reinbursenents is the result of Tota
Reductions subtracted from Total Full Value - Al Units and
represents the anount of anticipated rental deductions for the
budget year and shall be entered under Sub-Goup "E2", Exhibit 5.

(e) Enter the anobunt of payroll deductions for rentals
reported on the ASPM for NFC Pay Period 10 or DQJ Pay Period 12
and nmultiply that anount by 26.

(f) D fference is the result of Payroll Deduction for
Rental s subtracted from Net Rental Reinbursenents.

(g) If the Difference amobunt is greater than £ 5% of the
Net Rental Reinbursenents anmount, that variance, if correct,
shall be justified or explained in the space provided.

(h) The enpl oyee who prepared the exhibit shall sign in
t he space provided; the Controller shall sign indicating the
exhi bit has been revi ewed and approved.

(2) Exhibit 5 - “Sunmmary, Estimate of Rei nbursenents”
(a) Enter the institution nane and budget year.

(b) Enter the total value of applicable anticipated
rei mbursenments. Note: The anmount for Sub-Goup “E2" shall be
the same as the anobunt cal cul ated for Net Rental Reinbursenents
in Exhibit 4, “Rental Staff Housing Requirenents”. Do not
i ncl ude refunds.

(c) The enpl oyee who prepared the exhibit shall sign in
t he space provided; the Controller shall sign in the space
provi ded indicating the exhibit has been approved.
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(d) Exhibit 5 shall be transmitted by institution
Controllers to the regional offices by July 1. Regional
Trai ning Center Region, and Central Ofice summaries shall be
transmtted to the Chief, Budget Execution Branch, no |ater than
July 14.

c. Verification. The reinbursenents estimated in Exhibit 5
shal|l be accounted for and controlled in accordance with the
Accounti ng Managenent Manual and as fol |l ows:

(1) Differences in excess of +/- five percent between the
Exhibit 5 estimates and the earned rei nbursenents shown in FM S
or FM5S for the prior year nust be docunented and justified.

(2) Reinbursenent estimates are to be adjusted during the
fiscal year to reflect the rate at which reinbursenents are
earned and are anticipated for the remai nder of the fiscal year.

(3) Reinbursenent collection rates and outstanding billings
shoul d be revi ewed throughout the fiscal year for al
appropriations (as applicable) current and/or prior. Follow up
on outstandi ng coll ections should be coordinated through
accounting staff to the appropriate party (docunented in witing)
to ensure collections are received.

If after a period of time in which several attenpts to
obtain collection have been unsuccessful, the institutions or
regi on should contact the appropriate staff at the next
managenent | evel (regional office or central office) to initiate
debt collection procedures (treasury off-set). *

(4) Payroll deductions for staff quarters rentals as shown
in the nost recent Accounting Station Posting Media (ASPM are to
be conpared to and in agreenent with the rental rates shown in
t he menorandum fromthe Chief, Property and Procurenent Branch.
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For m BP- S184. 021 BUDGET REQUI REMENTS i s avail abl e on BOPDOCS.



P.S. 2100. 03
August 4, 1995
Chapter 12, Exhibit 1, Page 2

Instructions for conpleting the BP-184:

(1)

(2)

(3)

(4)

(5)

(6)
(7
(8)
(9)

(10)

(11)
(12)

(13)

(14)

(15)

(16)

(17)

(18)

(19)

~

Institution - self explanatory

Requi rements for F.Y. - insert the fiscal year for which the form applies.

Period Considered - state the budget period being considered. (Annual, seni-annual, etc.)

Estimated popul ation - this applies only to those cost centers whose operating plans are based on popul ¢
the popul ation used is different fromthe established annual estimated popul ati on, the reason for the di

shall be docunent ed.

Per Capita Base - this applies only to those cost centers whose operating plans are based on popul ati on.
cost center per capita base shown in the Budget Execution or Regional Budget Pl anning Manual .

Decision Unit - self explanatory.

Cost Center - self explanatory.

Cost Center Title - state the cost center nane.

Supervi sor - the signature of the cost center manager's i medi ate supervisor to indicate review and conc

Prepared by - the signature of the cost center manager to indicate that the requirenents refl ected have
reviewed and are correct.

Colum 1 "nject Cass" - indicates the FMS naj or object class code.
Colum 2 "Description" - short title for the nmajor object classes in Colum 1.
Colum 3 "Current Operating Plan" - for the annual BP-184, this represents the prior year initial operat

is conpleted by the Budget Analyst. Oherwi se, this represents the operating plan for the period consic
conpl eted by the Budget Analyst using the $I OP4 report.

Colum 4 "Total Requirement" - to be conpleted by the cost center manager and indicates required fundinc
peri od being considered. Requirements other than annual for Object Cass 26.0 "Supplies per:BP-281 & or
shall be supported by amounts reflected on the BP-281 and/or BP-134 (refer to the BOP Acqui sitions Manue
Requests for Purchase that were submitted, but not processed, in the prior period must be included in tft
reflected in this col um.

Colum 5 "Planning Commttee Adjustnents" - to be conpleted by the Budget Analyst and indicates the anot
adj ust rent recommended by the Planning Conmittee. Adjustnents shall be substantiated by Pl anni ng Comm t
m nut es.

Colum 6 "Budget Conmittee Adjustments" - to be conpleted by the Budget Analyst and indicates the anpunt
adj ust ment approved by the Budget Committee. Adjustments shall be substantiated by Budget Committee nee

m nut es.

Colum 7 "Approved Operating Plan" - to be conpleted by the Budget Analyst and is the result of adding t

in Colum 4 to the adjustnents in Colum 6. |If approved requirements exceed the anpbunts in Columm 3, dc
shall be prepared to indicate the action which will be taken to reduce expenditures or obtain additional
Bl ock 8 "Receivabl es" - to be conpleted by the cost center nanager in conjunction with the Budget Analys

refl ect known and estinated receivabl es applicable to the period bei ng considered.

Justification of Requirenents - a separate paper (to be attached to the BP-184) is used by cost center r
justify increases or decreases in quarterly and/or annual requirenments. Justifications shall be in suff
detail and shall include the probable inmpact on the program should the requested adjustnent be di sapprov



Not es and renarks:
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For m BP- S183. 021 BUDGET DI STRI BUTI ON REQUI REMENTS i s avail abl e on BOPDOCS.
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I nstructions for conpleting the BP-183:

(1) Institution - self explanatory

(2) Requi rements for F.Y. - insert the fiscal year for which the form applies.

(3) Annual or Amended - state whether the formis an annual or an anended BP-183

(4) Estimated popul ation - this applies only to those cost centers whose operating plans are based on popul ¢

the popul ation used is different fromthe established annual estimated popul ati on, the reason for the d
shal | be docunented

(5) Per Capita Base - this applies only to those cost centers whose operating plans are based on popul ation
cost center per capita base shown in the Budget Execution or Regional Budget Pl anni ng Manual

(6) Decision Unit - self explanatory.

(7) Cost Center - self explanatory.

(8) Cost Center Title - state the cost center nane.

(9) Supervi sor - the signature of the cost center manager's i medi ate supervisor to indicate review and conc

(10) Prepared by - the signature of the cost center manager to indicate that the requirenents refl ected have
reviewed and are correct.

(11) Colum 1 "(nject Cass" - indicates the FMS naj or object class code
(12) Colum 2 "Description" - short title for the nmajor object classes in Colum 1.

(13) Colum 3 "Approved Operating Plan" - for the annual BP-183, this represents the operating plan approved
annual BP-184 and is conpl eted by the Budget Analyst. For the anended BP-183, this represents the opere
approved on the annual BP-184, plus additional funding received and/or cumrul ative distribution changes.

(14) Colums 4, 5, 6, and 7 "1st, 2nd, 3rd, 4th Quarter Requirenent" - for the annual BP-183, these represent
distributions of the amobunts in Colum 3 and are conpleted by the cost center manager. For the quarterl
required), these represent revised quarterly distributions of the amounts in Colum 3 and are conpl eted
center manager. Either dollar ambunts or percentages of the quarterly distributions shall be used.
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EQUI PMENT PRIORITY LI ST

Current Year

Budget Year

Institution

Priority

Nunber DU ccC
»

Cost

Cent er

Priority

Nunber Item

I nventory Managenent Speci ali st

Control | er/ Busi ness Manager

Equi pment Al l ocation CY: $

Equi pment Obligation CY: $

Uni t Tot al
Qy Cost Cost

Chi ef Executive Oficer



Chapt er

RENTAL STAFF HOUSI NG REI MBURSEMENTS

Institution

»
)
Housekeeping Units (# )
BOQ and Non- Housekeeping Units (# )

Total Full Value - Al Units

Less - Anticipated Vacancies (# of Units x Rate x Months Vacant):

X X
X X
X X
X X
X X
X X
X X

Total Reductions
Net Rental Reimnmbursenents (enter as "E2", Exhibit 5)
Payrol| Deduction for Rentals (NFC PP10 or DQJ PP12)

Di fference

Justification/Explanation (if Difference is greater than + 5%:

Budget Year

P.S. 2100.03
August 4, 1995
12, Exhibit 4




Prepared By: Control | er/ Busi ness Manager
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SUMVARY
ESTI MATE OF REI MBURSEMENTS
Institution Budget Year
Sub- Tot al

Control G oup GroupDescription DU oCcCcD Val ue
"A'" State Billings " ALY STATE | NMATE OTHER 1 11.1

‘AL NI C 1 25.0
"B" Other Fed Agencies " B1" US CT CVL CNTR 1 11.1

" B2" I NS DETAI NEE 1 11.1

" B3" GSA CHI CAGO 3 23.3
"D'" UNI COR " D1" IND UTILITIES P 23.3

" D2" I ND BLDG MAI NT P 26.0

" D3" I ND VEHL MAI NT P 26.0
"E' M scel | aneous "E1" MEAL TI CKETS A 26.0

“E1" Ca F F 26.0

" E2" RENTAL OF RES P 23.3

" E3" PERSONAL PROPERW 31.0

" E6" RECYCLE | NCOMVE M 26.0 *

“ET" COST OF | NCARCERATI ON

"F" Farm Qperations "F1" FARM BY- PROD A 26.0
"F2"  FARM LI VESTOCK A 26.0
"F3"  FARM M LK A 26.0
"F4"  FARM CROPS A 26.0
"F5"  FARM PROPERTY A 31.0

Total - Al Reinbursenents —=============




Prepared By: Control | er/ Busi ness Manager
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PLANNI NG FORVAT
RENOVATI OV CONSTRUCT1 ON
TRUST FUND SALES UNI T

I NSTI TUTI ON:
APPROVED BY:

(War den) (Date)

(Comptroller) (Date)

(Regional Facilities Adm nistrator) (Date)

(Regional Director) (Date)

(Chief, Facilities Managenent)* (Date)

(Chi ef, Trust Fund Branch) (Date)

JUSTI FI CATI ON: (Reason for renovation/construction)

Statenent of the condition and use of the present sales
unit. Indicate limtations for sales, storage area, personnel
envi ronnment, and security problens, if any. How would renovation
of existing sales unit or the construction of a new sales unit
enhance the sales program etc.? |Indicate how |long sales unit
has been in its present location and last tinme major renovation
has taken pl ace.

* Signature Required for Requests Exceedi ng $6, 000. 00

PLANS, DRAW NGS, SPECI FI CATIONS: (Design and specifications)

I nclude with your planning format, architectural draw ngs
and specifications detailing renovation/construction of the
proposed sales unit. Include renoval drawings if renovation
existing location. Include detail of sales front, counter
configuration, secure storage area (hot roon), office, and if
necessary, display cases, coolers, freezers, shelving (for
super mar ket design), etc. Draw ngs should indicate proposed
pl acenent of equi pnent (cool ers, freezers, safes, drop-chutes,
cash drawers, sprinkler system doors, speak-through w ndows,
etc.). Materials for counter, w ndows, fronts, doors, and
ceiling, must be shown. If new construction, such as a totally
new bui | di ng, include usual construction draw ngs and
specifications as would be provided in an invitation for bid or
i n-house new construction.
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| TEM ZED ESTI MATE: (ltem zed renovation/construction estimate)

I nclude with the planning format an item zed cost estimate,
excluding equipnment. This item zed estinmate is very inportant to
al |l ow appropriate review by nanagenent and to determ ne the
feasibility of financing the plan.

| TEM ZED EQUI PMENT LI ST: (ltem zed sales unit equi pnent
list/cost)

Include with the planning format an item zed |ist of
equi pnrent you need to purchase, including replacenent equi pnment
and the current estimated cost. Submt avail abl e specifications,
drawi ngs, brochures, etc., for the equi pnment and an equi pnent
justification as required by current policy.

TARGET DATE: (Statenent of proposed target date)

| ndi cat e when renovation/constructi on woul d be nost
appropriate for your institution after funds are approved and
authorization to proceed is given. Wuld work be done "in-house"
or by contract and why? |Is there other renovation/construction
taking place that the sales unit plan could or should be
incorporated with, etc.?

FUNDI NG (Joint funding effort)

I ncl ude a statenent if other than Trust Fund funds (15X8408)
are available for all or a portion of your proposed plan. Joint
funded efforts may be approved earlier or have a higher priority
than all 15X8408 funded.

M SCELLANEQUS: (Statenent(s) of interest or concern)

I ncl ude any rel evant statenents, ideas, recommendations,
etc., to assist in the review and approval of your plan.
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Chapter 13 - Salary Budget |nformation

1. Purpose. The purpose of this chapter is to identify
procedures in obtaining estimtes of the maxi num wor kyears and
dol l ars needed for the budget year (BY) and to assenble
information for use in making allocations.

2. Background. Obtaining the nost current and accurate
information avail able is necessary to ensure that resources are
all ocated according to need. The information provided by
conpleting this exhibit shall be used to determ ne workyear

| evel s and funding allocations for 11.1 and 12.1 object class
codes. O her salary requirenents will be determined by equity
formulas. Results shall be rounded to the nearest $100.

3. | nstructi ons

a. Exhibit 1, Attachnent A

(1) Line 1: Actual 11.1 disbursenents from Accounting
Station Posting Media (ASPM, Summary Level 3, Pay Period (PP) 10
(sub-objects 1125, 1129, 1130, 1135, 1148, 1149, 1163, 1191, and
1196). *

(2) Line 2: Hours worked for 11.1 di sbursenents from ASPM
for PP10.

(3) Line 3: ASPM adjustnents for dollars.

(4) Line 4: ASPM adjustnents for hours (e.g., enployees
paid in wong decision unit, paid in 11.3 but should be paid in
11.1, paid in 11.1 but should be paid in 11.3, etc.).

(5) Line 5: Dollar anmount for PP10 vacanci es.

(6) Line 6: Hours for PP10 vacanci es.

(7) Line 7: Actual 12.0 disbursenments from ASPM ( sub-
objects 1200, 1220, 1221, 1222, 1223, 1224, 1225, 1226, 1227,
1228, 1229, 1230, 1231, and 1242).

(8) Line 8  Actual Thrift Savings Plan (TSP) disbursenents

from ASPM (sub-obj ects 1227, 1228, and 1229). Data for this line
is for informational purposes only and shall not be adjusted.
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b. Exhibit 1, Attachnent B:

(1) Line A® Add Lines 2, 4, and 6 of Attachnent A and
divide by 80 (result shall equal authorized P01, PO1lA, P09, and
PO9A posi tions comnbi ned).

(2) Line B: Add Lines 1, 3, and 5 of Attachnent A and
mul tiply by 26.

(3) Line Multiply Line B by 1%

(5) Line

C

(4) Line D Add Line B and Line C
E: Divide Line D by Line A
F

(6) Line
mul ti ply by 100.

Divide Line 7 by Line 1 of Attachnent A and

4. Transmttal Procedures. Exhibit 1 (Attachnment A and
Attachnment B) shall be transmitted by institution Controllers to
the regional Conptrollers by July 1. Regional, Mnagenent and
Specialty Training Center (MSTC), and Central O fice summaries
shall be transmitted to the Budget Execution Branch no later than
July 14.
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SALARY | NFORVATI ON

| nstitution Current Year

Dat e Budget Year

Deci sion Unit Tot al

1. Reg. Sal

2. Reg. Hours

3. ASPM ADJ $

4. ASPM ADJ

Hour s

5. vacancies $

0. Vacancies
Hour s

7. rpersonnel
Benefits

8. Thriefte o
Savi ngs

Pl an
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BUDCGET YEAR SALARY REQUI REMENTS

| nstitution

C. Peri odi c
Step I ncrease

D. Tot al
Sal ari es

E. Wor kyear
Cost

F. Benefits
Per cent age

Current Year

Budget Year

Tot al
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Chapter 14 - Wage Board | ncreases

1. Purpose. The purpose of this chapter is to provide the neans
to request additional funding associated with increases in salary
rates of the Federal Wage Board System Rate Schedul e.

2. Background. Since funding for Wage Board salary rate
increases is not included in the initial allotment, it is
necessary to request funding to cover the costs associated with
those increases. It is the responsibility of Financial
Managenment to conplete Exhibit 1 (Attachnents A and B) within 30
days of the effective date of the salary increase. Salary rate
i ncreases associated with the Trust Fund appropriation shall be
conpleted on a separate exhibit.

3. | nstructi ons

a. Exhibit 1, Attachnent A "Wage Board Increase":

(1) Enter the institution nane, current fiscal year, the
effective date of the salary rate increase, and hours remaining
in the current fiscal year.

(2) Enter the decision unit affected by the increase.
(3) Enter the grade and step affected by the increase.

(4) Enter the nunber of enployees in the grade and step
speci fi ed.

(5) Conparing the new Rate Schedule with the old Rate
Schedul e, conpute the hourly increase for each applicable grade
and st ep.

(6) Conpute the Increase by nultiplying the hourly increase
by the nunber of enpl oyees specified.

(7) Current Funding Required is the Increase tinmes the
nunber of hours remaining in the fiscal year fromthe date the
salary rate increase is effective (the nunber of pay periods
remai ning tinmes 80 hours).

(8) Annual Funding Required is the Increase tinmes the
nunber of hours in the ensuing fiscal year (26 pay periods
mul tiplied by 80 hours).

(9) Subtotals of Current Funding Required and Annual
Fundi ng Requi red anobunts are required for each decision unit.
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(10) Personnel benefits percentage is determ ned by
utilizing the nost current ASPM and dividing total 1200 obj ect
class charges by total 1100 object class charges for each
applicabl e decision unit. That percentage shall be applied to
the subtotals and the result entered in the space provided.

(11) The subtotal amounts and the personnel benefits
cal cul ated shall be added together to arrive at total costs for
the decision unit.

(12) Gand totals of all decision units shall be
cal cul at ed.

(13) The enpl oyee who prepared the exhibit shall sign the
formand forward it to the Controller for review and approval.

b. Exhibit 1, Attachment B "Distribution of Funds, \Wage Board
| ncrease":

(1) Enter the institution nane, the current fiscal year,
and the effective date of the salary rate increase.

(2) Amounts determined in Attachment A of this exhibit
shal |l be distributed, by decision unit, by object class, and by
quarter.

(3) If the effective date of increase is after the
subm ssion of the Sal ary Budget Information exhibits (Chapter
14), then each institution affected will prepare a separate
Attachnent B for the remai nder of the current fiscal year and for
t he ensuing fiscal year.

4. Transmttal Procedures. Exhibit 1, Attachnents A and B, and
new Wage Schedul es shall be forwarded to the Regional Conptroller
for review The regional office shall forward the exhibits and
Wage Schedul es to the Chief, Budget Execution Branch. Exhibits
pertaining to the Trust Fund Appropriation shall be forwarded to
the Chief, Trust Fund Branch.
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BOARD | NCREASE

Institution

Ef fective Date

»
)

Nurmber
G ade/ of
DU Step Enpl oyees *
»
)

Hour |y
I ncrease

Subt ot al
Pl us: % - Personnel Benefits

Total DU

Subt ot al
Pl us: % - Personnel Benefits
Total DU

Grand Tot al

I ncrease

Fi scal Year

Hour s Remai ni ng

Current Annual
Fundi ng Fundi ng
Requi red Requi red




Prepared By: Approved By: (Controller/Busi ness Manager)

* NUMBER OF EMPLOYEES SHOULD BALANCE TO YOUR $PCS3 PZ REPORT



Institution

Ef fective Date
»
)

Deci si on
Uni t
»

)
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DI STRI BUTI ON OF FUNDS
WAGE BOARD | NCREASE

Fi scal Year

oj ect
d ass

First Second Third Fourth
Quarter Quarter Quarter Quarter

Tot al
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Chapter 15 - Speci al Fundi ng Requests

1. Purpose. The purpose of this chapter is to establish
procedures for special funding of equipnent, task forces, non-
recurring expenses, identified projects, special requests by
Central O fice, Training Center Region, and Regional Ofices, and
enpl oyee transfer expenses.

2. Equipnent. Regions are expected to adjust the priorities of
their S&E budgets to acconplish any unpl anned but necessary

equi pnent purchases under $20,000. Equipnent itens with a cost
of $20,000 or nore per itemor group of like items shall be
requested by the Regional Director to the Assistant Director for
Adm ni stration.

a. The request shall list the specific type of equipnment to be
purchased, indicate the total anmount of funding required, and
specify the total ampunt of equipnent itens recomrended for
cancel lation or deferral. The net anount requested shall be the
result of the total anmount of cancell ations/deferrals subtracted
fromthe total anmount of funding required.

(1) The request shall be substantiated by a detailed
justification statenment which includes a list of all equipnent
itens for all institutions within the region for which funding
has been made avail abl e but obligation of those funds has not
occurred. The list shall also include reserves held by the
region. The Regional Director's assessnent of the inpact of
cancel l ati ons or deferrals of equipnent purchases shall also be
provi ded.

b. The Assistant Director for Adm nistration shall review the
merits of the request. |f approved, the anmobunt and funding
source shall be indicated.

3. Task Forces. It is the practice of the Director, Bureau of
Prisons, to establish and fund special task forces to nake
detail ed studi es and eval uati ons of problem areas.

a. The task force Chair is responsible for notifying the
Chi ef, Budget Execution Branch, of the establishnment of the
approved task force, and for conpiling a budget estinate for the
task force operation.

(1) A nmenorandum stipulating the nature of the task force,
t he amount of anticipated obligations, the length of tine the
task force is required, and the nane of the task force Chair
shall be forwarded to the Chief, Budget Execution Branch, prior
to the cormmencenent of task force operations.
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b. The Budget Execution Branch, upon receipt of the required
information fromthe task force chair, shall assign a special
proj ect nunber.

4. Non-recurring Expenses. During the course of a fiscal year,
events occur (e.g., disturbances, natural disasters, etc.) which
could not be foreseen. Historically, those occurrences have
required fiscal resources above and beyond established operating
bases. As such, institutions and regi ons may request project
nunbers. These project nunbers provide the ability to track the
costs associated with specific events and provide a basis for
addi tional funding allocations.

a. |If an event occurs where anticipated obligations may exceed
$2,000, the Controller shall request a project number through the
Regi onal Conptroller. The Regional Conptroller is to notify the
Chi ef, Budget Execution Branch, of the need for a project nunber.
The Chi ef, Budget Execution Branch, reviews the request and, if
approved, notifies the Regional Conptroller of the project nunber
and any special obligating instructions (e.g., types of
obl i gations approved, limtations). All obligations associated
with the unforeseen event nmust be coded to the project nunber
i ssued, and cost center 22U* (* appropriate sub-budget activity). *

A menorandum from t he Regi onal Conptroller stipulating the
nature of the event, the anmount and type of anticipated
obligations (e.g., overtine, travel), and the length of tine
obligations are expected to be incurred nust be forwarded to the
Chi ef , Budget Execution Branch, when the project nunber is issued
to the Regional Conptroller, or soon thereafter depending on the
nature of the circunstances surrounding the incident.

b. Institution Controllers and Regi onal Conptrollers shal
ensure that obligations charged to approved projects are fully
docunent ed, supportable, and consistent with the justifications
approved and any special obligating instructions issued by the
Chi ef, Budget Execution Branch. Regional Conptrollers shal
review all project obligations within their respective regions
and provide revised estimates to the Chief, Budget Execution
Branch, for consideration and, in the case of upward revisions,
approval to further incur obligations against the projects.

5. ldentified Projects. 1In contrast to projects established for
non-recurring events, projects have been established to capture
the costs associated with recurring prograns that have national

i npact (e.g., airlift, bus, etc.). Obligations for those
projects shall be charged agai nst the appropriate decision unit
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and cost center 22U* unl ess specified otherw se as bel ow or by
special obligating instructions provided by the Chief, Budget
Executi on Branch.

Proj ect oj ective Cost Center
09D W TSEC Protection 22AE
35C Bus Operations *
46C Airlift Operations *
98C Emergency Medical Airlift 22AB

* Use appropriate |local cost center codes

6. Cut-Of Date. A cut-off date of Septenber 15 of each fiscal
year is established for use of National Programlevel cost
centers. Obligations for on-going projects beyond this cut-off
date will be accrued and entered into FM S by the cut-off date.
Any obligations not in FMS by this date are the responsibility
of the institutions or regional offices involved.

7. Special Requests by Central or Regional Ofices. If a
Central Ofice or Regional Ofice program manager requests
participation of institution and regional office personnel to
assist in effecting programfunctions (e.g., Program Revi ews,
travel ), the program manager shall issue a nenorandumto the
institutions and regional offices citing the FM S accounti ng
classification code authorizing the use of the Central Ofice or
Regi onal O fice cost center. The nmenorandum shall be naintained
in a manner to readily support the obligation authorized.
Institutions are authorized to carry negative bal ances for any
obligation that is properly docunented by Central O fice or

Regi onal O fice authorization.

8. Enployee Transfer Expenses. All enployee rel ocation expenses
shal |l be obligated by the Consolidated Rel ocation Section.

Unl ess ot herw se provided, funds will not be allocated to the
institutions and Regional Ofice for relocation expenses.




