Cecil County Budget
200 Chesapeake Boulevard, Suite 2105
Elkton, Maryland 21921

(410) 996-8302 FAX (410) 996--1014
Memo

To:
Department Heads, Agencies, and Non-Governmental Units

From:
Craig Whiteford, Budget Manager

Date:
1/5/2010
Re:
Fiscal Year 2011 Budget Request Packages

Enclosed is the budget request package for the Fiscal Year 2011 Budget.  Please note that the due date for budget requests to be returned to the Budget Manager is February 1, 2010.  According to statute, our code indicates a due date of February 1.  The County Commissioners have indicated that budget submissions must be forwarded to the Budget Manager by this date, and will be monitoring the receipt of submissions.
The State is currently facing upwards of a $2 billion dollar shortfall.  There is no reason to think that the County will escape the impact of their budget balancing, although the impact may not be all in the FY 2011 budget.  Any thinking that we can just “wait it out and things will get better in a year or two” will not lead us to productive and proactive budgetary decisions.  You must be prepared to develop alternatives and to provide the Board with your understanding of your service priorities.  You must be prepared to answer the following:

· If you offer two services and only one can be funded, which is the most important?

· If service levels need to be reduced, which should be most protected?

· If you can’t continue to do what you do today, what choices do you believe should be made?

· If we can’t maintain everything at the level you think we should, what choices do you believe should be made?
The County is facing a declining revenue condition for the foreseeable future.  The assessable base, which drives real property tax revenues, is beginning its decline, which reduces available revenue.  The citizens of the County desire lower property tax bills and expect the tax rate to be reduced as well, while still expecting critical services to be provided.  Income taxes are declining as a result of rising unemployment and the cessation of new construction activity.  Recordation taxes continue to decline associated with real estate activity, although the impact has been mitigated somewhat due to the Board’s decision to take on the responsibility for collection of the taxes directly and thus eliminating a significant administrative fee.  Interest earnings are largely non-existent.  Having said this, we just will not be able to provide all of the services we have offered in the past.  

The challenges are many, but not insurmountable.  Collectively, we have the skills and foresight to make recommendations and difficult decisions.  In short, FY 2011 and FY 2012 are expected to be financially challenging times, but we will take actions to be resilient, accountable, and provide the services that the citizens of Cecil County expect from us.  Budget accordingly.  

The schedules have been changed to reflect the goals and missions of the new Board of County Commissioners.  The schedules A-D are available in electronic format for your use.  Detailed instructions are included within this package.
When forwarding completed budget packages to the Budget Manager, it is requested that a total of eight copies of the budget are submitted.  Prior to forwarding the completed packages, please submit a copy to the budget manager for preliminary compliance review.  All correspondence within the budget should be addressed to the Board of Estimates.  All questions regarding the process should be referred to the Budget Manager.

The completed budget submission that each department forwards to the Budget Manager must include the following:

1. Mission Statement for each department, including a brief summary of the statutory duties and responsibilities of the department, in general.

2. Statement listing accomplishments of last fiscal year.

3. Completed Schedules A through D.  No exceptions.
4. Statement identifying cost containment efforts accomplished by your department or agency.
Budgets not meeting submission criteria will be returned immediately.  

The Board of County Commissioners has directed that operating budget submissions for FY 2011 should be crafted by departments utilizing the following guidance:

· Operating Expense budget requests must be submitted at the MINIMUM level to operate the department.  The Commissioners request that each expense line item be justified.  This, essentially, is a zero-based budget.  
· No new positions are to be requested.
· No step increases are anticipated.
· No cost of living increases (COLA) are anticipated.  
· Requests for position upgrades, promotions, and reclassifications for any employees will not be entertained during the FY 2011 Budget.  

· Machinery & Equipment – no new/additional equipment will be considered; replacement equipment will be considered on an individual basis, although it is expected that the County will severely restrict these potential purchases.

· Two additional schedules for your use:
· Standard Rates & Schedules – Microcomputer Equipment – use this rate schedule as a guide for replacement of typical PC’s and printers. (Note: this schedule does not apply to Cecil County Public Schools, Cecil College, Cecil Public Library, Cecil County Sheriff, or to any agency that procures under a separate authority.

· Expense by Object Code – a schedule that indicates particular rates to guide your budget and to indicate area of budget responsibility.

INSTRUCTIONS FOR BUDGET REQUEST SCHEDULES

BUDGET REQUEST SCHEDULES

FISCAL YEAR 2011
Schedule A






Machinery and Equipment

Schedule B






Revenue Sources

Schedule C






Operating Expenditures

Schedule D






Staffing Summary



Schedule A: Machinery and Equipment 

Schedule A is for applicable Machinery and Equipment requested by your department or agency.  This schedule must include a justification for each item requested.  For purposes of this schedule, an item categorized as Machinery and Equipment is defined as any single item (piece of machinery or equipment) costing $ 5,000 or more.  Items that you plan to acquire which cost under the $ 5,000 threshold should be classified elsewhere within your budget, typically under “Supplies.”  More simply, items to be budgeted in this category are usually “rolling stock,” or vehicles and larger equipment.

Column headings are defined as follows:

“Description of Item” – a concise description of each individual Machinery and Equipment item being requested.

“Rank by Priority” – each requesting department must rank their Machinery and Equipment requests on a 1 (high priority) to 5 (lower priority) scale.  Priority numbers are not to be duplicated, i.e., all items are not to be prioritized as number 1’s.  In the case where there are more than five items requested, they should be ranked 1 through however many items are requested.  
“Current Existing Inventory” – the number of units of a similar or like nature that are in the current inventory.

“Planned Additions” – the number of requested additions by item within this budget request.

“Planned Deletions” – the number of planned disposals of existing inventory.  Expressed as a negative.
“$ Unit Cost” – per unit cost of the requested addition within this budget request.

“Extended Cost” – the product of multiplying “Planned Additions” x “$ Unit Cost” to provide the total estimate cost of acquiring the requested equipment.

“Brief Justification” – use additional sheets if necessary.  Department should provide all necessary data to substantiate/justify the requested equipment.  Data should include, but not be limited to Cost, Estimated availability, legitimate need versus want, increase/decrease in operating expenses, source of funding, etc.

Schedule B: Revenue Sources

Schedule B is a summary of revenues generated by or associated with the department or agency.  This schedule should be used by those departments or agencies that generate revenue from the general public, receive any form of grants, or any other funding from agencies outside of County Government.  

Column headings are defined as follows:

“Account Title” – this is the general ledger account title assigned to the revenue source. 

“FY 2010 Current Year Amended Budget” – this is the up to date budgetary figure assigned to the revenue source.  This information is readily available through MUNIS.
“FY 2011 Requested Budget” – the amount the department is requesting by revenue source for the upcoming budget.  

Schedule C: Operating Expenditures

Schedule C is the request form for operating expenditures including a description and justification for each item detailed in this schedule.  New to this document are the additions of applicable overtime, shift differential, and holiday pay.  Please budget for these items for your individual departments.  Salaries and Fringes will be developed and generated by the budget manager, so you may omit them from your submission.  Applicable FICA taxes should be included in your budget for the portion attributed to overtime, shift differential, and holiday pay.
Column headings are defined as follows:

“Account Title” – this is the MUNIS general ledger account title assigned to the expenditure account. 

“FY 2010 Current Year Amended Budget” - please complete this column from online information available in MUNIS.  

 “FY 2011 Requested Budget” – this column reflects the amount your department/agency is requesting for the upcoming fiscal year.

All budget items specified in this schedule must include the proper account description, in the MUNIS format.  In the event a MUNIS project code is required, please indicate it next to the title.
Schedule D: Staffing Summary

Schedule D is to list and define current and requested staffing levels for your individual department.  Although no new positions are to be entertained by the Board, it is helpful for presentation purposes to provide this data.  Position titles should be identical to the titles used by Human Resources.  Authorized positions can be gained from the approved rosters developed and maintained by HR.
As always, I will be available for your questions and commentary should you desire additional assistance.  I can be reached at 410-996-8302, FAX 410-996-1014 or email at cwhitefo@ccgov.org.  Thank you.
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