Guidelines and Instructions for Submission of
Non Federal Funds Requests to the Legislative Advisory Commission (LAC) Form (7260-01)
1.	General Guidelines Applicable for Non Federal LAC Requests.  See Legislative Advisory Commission (LAC) Approval policy and procedures (0306-01) for additional information (http://mn.gov/mmb/accounting/state-financial-policies/ch3.jsp).
A. [bookmark: _GoBack]Items that have previously been considered by the legislature are discouraged from being presented to the LAC and items that have previously been considered by either the House Ways and Means Committee or the Senate Finance Committee, but rejected by one of the committees, will not be considered by the LAC.
B. Agencies should submit LAC requests to their assigned executive budget officer (EBO) on an as needed basis.  The LAC Request (7260-01) form must be completed and signed, with detailed justification.
C. The Commissioner of Minnesota Management & Budget (MMB) as Executive Secretary of the LAC can either use the round robin review process or schedule a meeting for approval of LAC item(s).  The current practice is to use the round-robin review process.
D. If a LAC meeting is scheduled, the agenda must be provided to the Governor and the LAC members prior to the meeting date. No item will be considered that is not included on the agenda.
E. The LAC charges the Executive Secretary (Commissioner of MMB) with the responsibility for carefully reviewing requests. Requests not meeting established guidelines will not be included for consideration in either a round-robin request or meeting agenda.
F. Any item that is tabled or for which consideration is postponed until a subsequent meeting must be formally resubmitted to be considered.
2.	Type of Request
A. Emergency Request - State Funds:  This type of request is for an emergency appropriation or transfer between appropriations when authorized by law. A request of this type should be requested for matters of an emergency nature and only after the requesting agency has exhausted all other possible remedies.
B. Other LAC Actions:  This type of request is required when the legislature has authorized a specific appropriation amount for a stated purpose, but has indicated that LAC approval must be obtained prior to release of the appropriation. This type of request may also include such things as approval of transfers between accounts or objects of expenditure, and items where it is directed by law or statute to be reviewed by the LAC.
3.	Items to Be Included In Request
A. Emergency Request – State Funds
1. Title of Request; Amount of Request; Account Information, and Legal Reference (Authority). The second block for	account information and legal reference only needs to be provided if the request involves a transfer.
2. Summary of Request: This item should include a concise summary statement of the funds being requested.
3. Nature of the Urgency: This item should include a clear and concise statement of the problem, the nature of the emergency, whether the problem is temporary or long term, how it came about, why it could not be anticipat¬ed.
4. Alternatives Considered: This item should include a specific statement of what alternative funding sources have been explored.
5. Attach Detailed Justification: This item should include:
a) Summary of request by 5-digit expenditure account; 
b) Narrative justification and methodology used in arriving at requested amount; and
c) Specific justification and workload indicators for any additional positions.
B. Other LAC Action: The information contained in this type of request will vary depending on the nature of the request and the legislative directive. Agencies should review these items with their assigned EBO prior to submission and determine the information and format to be included.
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