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Budget Manual Overview 
 

Welcome to another budget formulation process! 

 

This manual is intended to serve as a comprehensive guide for all District agency budgeting policies 

and procedures. Each year as the budget process begins, the manual is revised and updated. For 

seasoned Office of the Chief Financial Officer (OCFO) financial staff, you’ll be pleased to learn that 

there are no major submission or technical changes from the prior year; however, we have made minor 

changes to help you submit your budget. Information about those changes can be found in the Budget 

Manual Overview section. For those who are new to the OCFO or the formulation process, the 

remainder of the manual will give you much of what you need to successfully prepare your agency’s 

budget.  

 

Unlike in prior years, the Office of Budget and Planning (OBP) will not host an annual Budget 

Kickoff. This year, the Mayor is expected to host a budget kickoff for her cabinet members. OBP will 

host budgeting workshops that continue to focus on specific formulation areas such as Budgeting for 

Fleet and Centralized Fixed Costs, Revenue Certification – Special Purpose Revenue and Dedicated 

Taxes, and the Budget Formulation Application. OCFO budget financial staff, especially those new 

to the formulation process, should strive to attend the Kickoff event as well as the workshops.   

 

As part of OBP’s continuous improvement efforts and adhering to the objectives of the OCFO’s 

S.M.A.R.T.E.R. program, the budget manual sections will be posted separately on the OBP Intranet 

site. The OCFO intranet site centralizes the forms, guidelines, calendars and other tools needed to 

help agency financial staff quickly find what they need to formulate the budget.  Expanded sections 

of this manual, as well as the manual itself, can be found on the Budget Formulation Documents 

website. 

 

Communication is a key component of a successful agency budget submission. OBP is also 

considering other technology that will allow OBP staff to communicate changes or agency financial 

staff to ask questions. This includes tools like the Operating Budget Formulation Q&A message 

board, which debuted a few years ago. Not to be complacent, OBP is working on potential innovations 

that will make it even easier to communicate. We hope to inform you of those new tools later in the 

budget formulation process. Naturally, technology does not replace the help you receive from your 

OBP Analyst. Feel free to contact your analyst by email, telephone, or meet with them in-person.    

 

The following pages provide a brief overview of the budget process and summary of changes for this 

year’s budget formulation process. The later sections provide detailed information on specific topics. 

As items may change, please visit the Budget Formulation Documents website periodically or contact 

your OBP budget analyst. 

 

Thank you for your cooperation and we look forward to creating a balanced budget that serves the needs 

of District residents and visitors. 

 
 
 
 

https://smarterocfo.dc.gov/
http://www.ocfo.in.dc.gov/cfo/cwp/view.asp?a=3&q=501742
http://www.ocfo.in.dc.gov/cfo/cwp/view.asp?a=3&q=501742
http://www.ocfo.in.dc.gov/cfo/cwp/view.asp?a=3&q=500937
http://www.ocfo.in.dc.gov/cfo/cwp/view.asp?a=3&q=500937
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Budget Process Overview 
 
The District of Columbia budget planning process that lasts several months and involves hundreds of 

District government employees as well as public stakeholders. Generally, the major parts of budget 

planning include the following: 

 

1. The Current Services Funding Level (CSFL), which is produced by the Office of the Chief 

Financial Officer (OCFO), the Office of Budgeting and Planning (OBP); 

 

2. The Maximum Allowable Request Ceiling (MARC), which establishes the initial Local funds 

spending limit for District agencies. MARC targets are primarily based on programmatic priorities 

and spending limits based on revenue certification; 

 

3. The Mayor’s policy budget proposal, which is presented to the Council of the District of 

Columbia by the Mayor;  

 

4. The District’s proposed budget, which consolidates changes made by the Mayor and Council 

and is submitted to the President of the United States and Congress for review and approval; and  

 

5. The Financial Plan, which summarizes planned revenues and expenditures from for a five-year 

period and examines financing sources, uses, and the assumptions used to derive the District’s 

short-term and long-term economic outlook. 
 

Volume 1: Executive Summary of the budget book states that funding for providing District services 

comes from several of sources. The District's General Fund revenue consists of Local tax and nontax 

revenue (which includes Local funds), Dedicated Taxes, and Special Purpose Revenue (known as 

SPR or o-type) funds. Federal Grants, Federal Medicaid, and Federal Payments constitute the 

District's federal resources. Private resources and Enterprise and Other funds make up the balance of 

the District's gross funds. Local tax revenue accounts for most of the money supporting services and 

includes such common sources as income, property, and sales taxes. The budget is allocated by fund 

types, appropriation titles, agencies, programs, and expense categories. As with revenues, 

expenditures can be grouped by the source of funds. The Mayor or the Council may create or abolish 

agencies, programs, or funds using the budget process. 
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Noteworthy Changes to the Budget Process 
 

Current Services Funding Level (CSFL). In prior fiscal years, the CSFL was shown as a component 

within the proposed budget chapters, specifically identified in Table 5, the Approved Budget to 

Proposed Budget, by Revenue Type table. Effective in FY 2018, the CSFL changes line was 

removed from the budget tables or the narrative.  

 

As before, data contained in the budget book tables will start from the prior year Approved Budget 

but in place of the CSFL we will include the “recurring budget”, which includes the removal of one-

time items from the prior budget and include the restoration of one-time reductions. In the Proposed 

Budget Changes section, which provides a narrative explanation of changes from the Approved to the 

Proposed budgets, the sections describing CSFL changes will be removed.  For more information 

regarding the CSFL, please see that section. 

 

CSFL - Fixed Costs. Introduced in FY 2017, the CSFL began incorporating the Budget 

Appropriation Utilization Rate (BAUR), which provides a forecast of Fixed Costs exclusively for 

the CSFL. Using a complex methodology that includes historical trends and subject-matter expert 

feedback, the BAUR estimates District Fixed Costs. Initially used for the Department of General 

Services (DGS) Fixed Costs. The Office of Public Works fleet assessments, the Office of Finance and 

Resource Management’s telecommunications assessments, and the Office of the Chief Technology 

Officer assessment process will remain the same. Please read more in the Fixed Costs and CSFL 

sections. 

 

Vacancy Savings. Certain agencies are now required to allocate Local funds budget authority for 

vacancy savings. The OBP has developed a vacancy savings rate, which is based on historical actual 

expenditures and the number of FTEs within the agency budget. All Agency Requests within the BFA 

MUST adhere to the OBP prescribed rate or submissions will not but accepted by the OBP analyst. 

The vacancy savings methodology and rate calculation is unchanged from the prior year. OBP 

will provide more information about the vacancy savings policy section. 

 
Performance Plans. Performance Plans are developed by the OCA in collaboration with District 

Agency directors. The OCA revamped its performance plan structure in the Approved Budget to 

better identify the programmatic functions of agencies and ensure that they comply with specific 

Mayoral or agency policy initiatives. OCA will meet with agency program staff prior to the agency 

submission of its budget to OBP. As of the date of this document, the OCA will continue use to 

QuickBase to collect performance plan data from agency program staff and the OCA will review and 

make changes accordingly.  

 

OBP Review of Agency Budget Submissions 
 

OBP analysts will work closely with agency financial staff to help prepare the budget. This includes 

a close review agency budgets in the BFA before they are accepted. If accepted by your OBP analyst 

with no suggested or required changes, the Agency Fiscal Officer (AFO) or appropriate OCFO staff 

who submitted the agency budget request will receive an email notification that the request was 

accepted by your OBP analyst with no required or recommended changes. 
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If the budget request is not accepted by your OBP analyst, the agency is expected to work with their 

OBP analyst to make all required changes. Once the budget is submitted, only OBP analysts may 

make changes in the BFA. Under no circumstances will the agency’s budget be returned to the 

submitting agency. 

 

Once the agency and OBP agree on the changes, the OBP analyst will accept the budget request with 

changes, and the appropriate agency financial staff who submitted the budget request will receive an 

email notification. The OBP analyst will provide a report of the changes prior to accepting the budget.  

 

Reorganizations. All agency reorganizations must be approved in writing by the OCA and may not 

be submitted after the budget submission due date. An agency must discuss any reorganization with 

their OBP Analyst at least three weeks before the agency submission of the budget. If program 

names or activities are changed or created, they also must be approved by the OCA in writing three 

weeks before the submission. The written approval must be submitted to your respective OBP 

Analyst.  

 

Federal Grants, Federal Payments and Private Grants. All proposed budgets must include 

projected grant roll forward/carryover budget amounts. Agency staff may not budget for grants that 

they believe will be extended beyond grant end dates of September 30th unless there is evidence from 

the funding agency that the extension is permissible. Please read the Federal and Private Grants and 

Federal Payments sections of this manual for more information. 

 
Help with Formulation Process. For general questions, specific questions, or if you need additional 

information, call your respective OBP Analyst at the number listed on the OBP Agency Assignment 

document. The Q&A Message Board, which will allow Cluster Agency Fiscal Officers, Budget 

Directors, and Associate Chief Financial Officers to post questions to SharePoint will be used again 

this year. While only financial staff may ask questions, all staff with access to CFOSource will be 

allowed to read questions and answers. Instructions regarding the use of the Message Board are 

available on the Budget Formulation Documents website.  

 

OBP may also introduce another communication method during the formulation period that will allow 

for faster access to information and to having your questions answered. OBP will provide more 

information about this potential development later in the formulation process. 
 

As always, OCFO agency staff are expected to work with the OCA, agency program directors and 

supporting staff to develop a structurally accurate agency budget. All AFOs and respective staff are 

expected to work with their assigned OBP analysts during the entire formulation process. 

 

Changes to the Budget Formulation Application  
  
While the Budget Formulation Application (BFA) is largely unchanged from last year, OBP has 

continued to consolidate or modify certain processes to make submission of the agency’s budget 

easier. Most changes reflect refinements to the system that enhance system reliability and better 

connectivity with reports or other documents.   

http://www.ocfo.in.dc.gov/cfo/cwp/view.asp?a=3&q=500937
http://www.ocfo.in.dc.gov/cfo/cwp/view.asp?a=3&q=501742
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When modifying budget lines, you may notice the “adjustment type” dropdown items. Typically, this 

field shows “Agency Request” but it could say something else. OBP uses this field to identify specific 

budget entries like one-time costs. While OBP will change all adjustment type lines to “Agency 

Request”, if you see something other than this, please change it to Agency Request or contact your 

OBP analyst.  

 

Local Non-Lapsing Funds. While policies and procedures around Special Purpose Revenue (SPR 

funds) are well-established, there is no standardization around Local non-lapsing funds. These funds 

were relatively rare until recently, but there are now enough of them, with differing legal restrictions, 

that we need to standardize some practices. This will clarify both budgeting for these funds and 

calculating carryover amounts at year-end. 
 

New budget formulation requirements for Local non-lapsing funds (hereafter referred to as “funds”): 

• Each fund must be established in law, including the agency managing the fund, the fund name, 

and the nonlapsing nature of unspent appropriations. 
• The agency must request OFOS to establish the fund in SOAR with a unique fund detail 

identifier. 
o The agency may choose the fund detail number, but the first digit must be “1.” We 

suggest agencies with new funds start with fund detail 1120, then 1121, etc. The agency 

should make sure the fund detail number has not been used before by the agency. 
o The fund name in SOAR should match the name in legislation exactly, unless the 

legislated name is more than the SOAR limit of 40 characters, in which case it must be 

abbreviated but should include the first three words unabbreviated (omitting “the” if it is 

in the legislated name). 
• Agencies must submit their budget request with dollars in the specific fund detail. For 

transparency as to which of these funds are budgeted, OBP will show the breakout of Local 

funds by fund detail in each agency’s Schedule 80 (Operating Appendices). The Mayor can add 

or subtract dollars to/from specific funds, as can the Council during its deliberation period. 
 

Automated Budget Chapter system. The Automated Budget Chapter system (ABC) BFA module 

allows for text and numerical data to be edited, saved and later printed. While this module has very 

few changes this year and is only available to OBP staff, it eliminates Agency Narrative budget 

submission documents that were previously uploaded into SharePoint. Working with OCA and the 

OCFO’s Office of Information Technology, we have streamlined the transmission of Performance 

Plan data from the OCA’s QuickBase application into the BFA, saving time and providing greater 

accuracy. 

 

Changes to Budget Submission Items  
 

While there are no new budget submission items to OBP, program enhancement request will 

continue to be approved by the OCA. It is likely that the request process will be similar to what 

occurred in prior years. The OCA’s Office of Budget and Performance Management (OBPM) will 

work with agency program staff to complete program enhancement forms. Program enhancements 

should not be submitted to OBP  Agency Fiscal Officers (AFO) are expected to work with the OBPM 
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to negotiate any proposed program enhancements.  

 

Please, do not submit paper copies of an agency budget submission to OBP.  
 

Although most submission documents are now in the BFA there are a few documents that must be 

submitted to OBP through SharePoint. The documents should not be emailed unless specifically 

requested by your OBP analyst. Attachments include but may not be limited to: 

 

1. Memorandum of Understanding (MOU) or Letter of Intent to support each newly proposed 

Intra-District agreement; 

2. Signed Agency budget submission transmittal memo (PDF); and  

3. Budgeted vacancy savings by position – Local Funds Only (Excel spreadsheet) 

 

The attachments should be uploaded to SharePoint at the same time as the agency budget submission 

to the BFA.  

 

The following sections provide details about aspects of the budget submission process. 

 
 
 


