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with the budget or as the main elements of the budget. In some smaller jurisdictions, completing 
forms that communicate expected expenditures may be the primary component of preparing a 
budget. In other jurisdictions, a common practice is to prepare a letter of transmittal to be sent to 
the central budget agency or to the executive along with the submission of the agency budget. In 
still other jurisdictions, the agency budget may be simultaneously submitted to the central bud-
get agency and to the legislature.

Time Frame

As we observe in Appendix A of this module, the federal budget process starts more than half a 
year before the budget is actually submitted to Congress. State and local processes generally do 
not take as long to complete, but they typically last many months. Critical dates provide for the 
agency to submit its budget so that the central office can begin reviewing, adjusting, and compil-
ing a government-wide budget. A budget due to be presented to a state legislature in mid-January 
may be due to the central budget office in August or September of the previous year.

Agency Role in the Budget Process

A well-operated agency is prepared when the budget call is transmitted. The agency can do three 
things in advance of the budget call to make the budget process run smoothly:

1.	 The agency should know the important issues that will call for decision packages, and it 
should have these already prepared to the greatest degree possible. These should not wait 
for the budget call.

2.	 The agency head can consult with constituent groups and legislators to learn about issues 
and build support for budget initiatives. This activity should be conducted within the scope of 
guidance provided by the central executive.

3.	 The agency head can consult with the central executive, an intermediary, or the director of 
the central budget office to bring important initiatives to their attention before the budget 
call is produced.

After the budget call, the agency prepares a budget package. Actual practice varies sharply 
among jurisdictions and even among agencies within some jurisdictions. Most of the work will 

Table 10.1

Typical Organization of an Agency Budget Submission

Commissioner’s Statement (can be one to several pages) State mission, dollars in current budget, and changes requested

Agency Budget Show current revenue and expenditure budget, both FTEs and dollar 
amounts

Program Additions/Deletions Show projected revenue and expenditure budget, both FTEs and dollar 
amounts

Special Revenue Funds Report any new or federal funding
Performance Data Demonstrate both the efficiency and the effectiveness of the current 

programs and those being proposed
Explanation of Any Unusual Circumstances Report any revenue ending, unusual purchases such as new computers, 

etc.
Capital Budget (usually reported separately) May include computers


