Instructions for completing the OPBUD/CAPBUD-5 Form for FY07
PURPOSE OF FORM: To extend operating and capital appropriations and budget funds in the current fiscal year under the modified accrual basis of accounting to support the rollover of valid encumbrances from previous fiscal years, where the original appropriation period has expired, and if allowed under the original enabling legislation.  
Qualifying legislation may include appropriations in Laws 2006, 2005 and Laws 2004, with the exception of appropriations contained in Section 4 of the General Appropriation Act, and all legislation enacted in Laws 2003 and prior years, which contains the following language “any unexpended or unencumbered balance remaining at the end of fiscal year XXXX shall revert to the General Fund.” Because the language requires only unexpended and unencumbered fund to revert, it has been interpreted to allow funds to be re-budgeted in the current fiscal year to support valid encumbered amounts under the appropriation. However, the agency may only establish budget in FY07 in an amount equal to valid encumbrances outstanding against the appropriation.
Field Name


Use and Description
BUSINESS UNIT (Agency)
REQUIRED: 
5 digit number beginning with former “Agency 

Code.” Example: 12300.

DATE



REQUIRED.  Enter the transaction date in MM/DD/YY format.
FUND
REQUIRED. 5 digit SHARE fund code.


APPROPRIATION

REQUIRED. Enter the last day for which the appropriation is
END DATE


valid in MM/DD/YY format.

SHARE JOURNAL ID #
REQUIRED: SHARE assigned numbers for the revenue and appropriation entries.

BUDGET FY
REQUIRED.  Enter last two digits of the budget fiscal year to be associated with this transaction (example: 07). 

APPROPRIATION
REQUIRED.  Indicate whether the appropriation being extended 

TYPE
is an operating or a capital appropriation.
CAPITAL PROJECT
REQUIRED IF A CAPITAL PROJECT.  The 6 digit project

ID NO.
identification code as assigned by the Capital Projects Office.

CONTROL NUMBER,
LEAVE BLANK for
DFA Use Only.

SBD/CPU APPROVAL,
and FCD APPROVAL

AGENCY NAME
REQUIRED.  Enter the name of the agency initiating this


document.

Filling out the REVENUE (Budgeted Sources) table:

FUND/BUSINESS UNIT/
REQUIRED. Formerly “Fund/Agency/Program.”
DEPARTMENT
Source: Fund code section of the chart of accounts provided by DFA/FCD and program codes assigned to agencies.

Enter the fund number (5 digits), business unit code (5 digits), and department (program/PCode) (4 digits) to be budgeted.  

Example: 45600/12300/P100
REVENUE CODE
No code required. Write in “Fund Balance” if not already entered. Extension of prior year appropriations through encumbrances involve fund balance.
STATUTORY
REQUIRED. Enter the original appropriation associated with 

CITATION
this encumbrance.  (E.g., Laws of 2005, Chapter 33, Section 5, item 1.)

AMOUNT
REQUIRED. Enter the dollar amount for this accounting line.  Show amounts in actual dollars. Example: for a $1.3 appropriation, enter 1,300.
TOTAL REVENUE
REQUIRED. Formula will calculate the total of all revenue amounts in this column.
Filling out the APPROPRIATION (Budgeted Expenditures) table:

APPROPRIATION
REQUIRED.  Formerly known as “Budgeted Expenditures.”

(Table)
Table should be filled out using the middle four rows to budget appropriations by appropriation unit. Fill out the middle two columns to budget by separate programs or orgs as identified at top line of each column using the Fund/Business Unit/Department format described above. Enter amounts in actual dollars. Example: for $1.3, enter 1,300.  
TOTAL
REQUIRED.  Formula will calculate the total for each column

APPROPRIATIONS 
and row. Total appropriations should equal total revenues.
REQUIRED


REQUIRED:    Agency must provide all of the following:
ATTACHMENTS
A copy of the original legislation that specifies the authorized appropriation period and includes the “unexpended, unencumbered language.” This may mean including the language at the introduction of a section of a bill (e.g,, the introductory language to Section 5 of House Bill 2).

A copy of the June 30, 2006 encumbrance reports from DFA Central Accounting Systems listing outstanding encumbrances plus the SHARE FY06 accounts payable reports from July 2006. The documentation should include whatever the agency will use to develop its final FY06 expenditures for its FY06 audited financial statements. 

A copy of encumbrance support documentation (e.g. final signed contract, agreement or other documentation with expiration dates) to reflect that the encumbrance is still valid.

AGENCY
Signature of the Chief Financial Officer attesting to the validity of

CERTIFICATION
the encumbrances and the statutory ability to extend appropriated amounts.
