Office Memorandum

	Date:
	June 16, 2014


	To:
	Agency Chief Financial Officers, Budget Directors and Budget Coordinators

	

	From:
	Margaret Kelly, State Budget Director

	

	Phone:
	(651) 201-8009


	Subject:
	2016-17 Biennial Budget: Agency Narrative Instructions



With the new fiscal year quickly approaching, it is time to turn our attention to the 2016-17 biennial budget. The first step in the budget process is to develop agency budget narratives. This memo will provide the guidance for completing the background narratives that collectively comprise the catalogue of state government—how and how well agencies fulfill their mission. In July, additional instructions will be provided for developing base budgets and budget and policy recommendations for the next biennium.

The purpose of an agency’s budget narrative is:

1. To provide a description of what your agency does and the public good or outcome that is a result of that investment in a way that decision-makers and the public can easily understand. 
2. To demonstrate how well you are doing with performance measures that show how much is provided (the quantity), how well it is done (the quality) and whether or not anyone is better off (the result). 

Over the last several months we have worked with the Governor’s Office, legislators, legislative staff and agencies on the content that needs to be included in the 2016-17 biennial budget document. We have brought back the “at-a-glance” box for a snapshot view of your agency, as well as some of the background context to expand the summary information that your agency can provide in the narratives. With these instructions, I hope you will find that the form and format of the narratives provide your agency with the flexibility to describe your agency’s work clearly and concisely.  

As we have done in previous years, we are asking agencies to complete their work on budget narratives over the summer, in advance of the base budget work and budget decision-making processes. The budget narratives will be published on the MMB website in October. 

To assist with your agency’s work planning, the remainder of this memo provides an overview of the biennial budget timeline, the steps agencies must take to complete the budget narratives and the resources and assistance that are available to you. 

2016-17 Biennial Budget Timeline
Items related to the budget narratives are in italics. 

	Activity
	Date

	Narrative Instructions and Templates Available
	June 10

	BPAS Stakeholder Event, Narrative Discussion
	June 13

	Results Based Accountability Training
	June 23

	SharePoint and BPAS Training
	July and August

	Budget Proposal Instructions Available 
	July

	Plain Language Training
	July 16 and 23

	Preparing Fiscal Information (Base Budget) Instructions Available
	Late July

	BPAS Open to Agencies
	August

	Budget Narratives Due to MMB
	August 25

	Departmental Earnings, Internal Service and Federal Funds Instructions Available
	September

	Agency Narratives Published to MMB Website
	October

	Base Budget Data Due in BPAS
	October 15

	Agency Budget Proposals due to MMB	
	October 15

	Base Budget Data Submitted to Legislature
	December 1

	Governor’s Decision Making
	November/
December

	Governor’s Budget Submitted to Legislature
	January 27 or February 17


Steps to be Completed
1. Identify your agency budget structure and ensure this structure exists in SWIFT.   
2. Bring questions on the budget narrative templates or the budget process to the June 13, 2014 BPAS Stakeholder Event at 9:30 a.m., Skjegstad Room, Department of Revenue. 
3. Attend the Results Based Accountability training (for staff who have not yet attended), on June 23, 2014.
4. Attend Plain Language Training focused on budget narratives on July 16 or 23, 2014.
5. Complete and submit the budget narrative templates in an accessible format by August 25, 2014. 
Available Resources 
The following resources, intended to assist you in developing your budget narratives, can be found on MMB’s website  http://www.mn.gov/mmb/budget/budget-instructions/bibudprep  for your reference. 
· [bookmark: _GoBack]Budget Structure and Selecting Narrative Templates
· Budget Narrative and Change Item Templates
· Sample Budget Documents
· Plain Language and Style
· Using SharePoint for Document Submission
· Statewide Outcomes and Results Based Accountability
· Creating Accessible Documents
Change Item Templates
We are providing the change item template early simply so you can understand the form and format of the request and questions that will need to be answered in the budget decision-making process.  Specific instructions for agency change requests will be provided at a later date. 

In response to agency feedback, we are also providing a Change Item Template for cross-agency collaborations.  This template is for agencies that are working collaboratively on initiatives to positively impact a statewide issue, concern or goal. Both templates can also be found on the web link noted above.

We are committed to providing you the help and guidance you need for your budget work.  Please contact your EBO directly if you have any questions related to the biennial budget narratives or process.



cc: 	Bill Marx, Chief House Fiscal Analyst
		Eric Nauman, Chief Senate Fiscal Analyst 
		Agency Deputy Commissioners
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