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INTRODUCTION 
 
 The preparation of agency budget requests is the initial step in New York State’s 
Executive Budget process.  While preparation of the budget request is an agency 
responsibility, agencies should work closely with their respective examiners throughout 
the process.  Completed budget requests should be submitted to the Division of the 
Budget by the date specified in the annual Budget call letter. 
 
 All appropriation requests of the agency, whether they be for State funds, 
Federal funds, or other funds, should be included in a single agency budget request.  
These appropriations should be organized in the following categories: 
 

 State Operations 
 

 Aid to Localities 
 

 Capital Projects 
 

 Debt Service 
 
 Within these categories all funds should be further classified into one of the 
following fund types: 
 

 General Fund 
 

 Special Revenue Funds - Federal 
 

 Special Revenue Funds - Other 
 

 Enterprise Funds 
 

 Internal Service Funds 
 

 Private Purpose Trust Funds 
 

 Agency Funds 
 

 Capital Projects Funds 
 

 Debt Service Funds 
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 Non-Federal State Operations funds should be shown at the detail level (PS-
Reg; PS-Temp, Holiday/OT Pay; Supplies and Materials; Equipment; Travel; 
Contractual Services; Fringe Benefits; and Indirect Costs). 
 
PREPARATION OF REQUESTS 
 
 When preparing budget request forms, current year adjusted appropriation 
amounts should include all appropriations made to the agency by the Legislature for the 
current fiscal year and in force as of September 1.  Appropriations which become 
effective after this date will be added to agency totals by DOB when requests are 
reviewed.  Adjusted appropriation amounts should also reflect all approved permanent 
transfers and interchanges. 
 
 All new appropriation request amounts should be rounded to the nearest 
thousand dollars.  All reappropriation request amounts should be rounded to the next 
higher thousand dollars unless such rounding would cause the reappropriation to be 
higher than the original appropriation.  If this is the case, the actual amount should be 
used. 
 
COMPUTER GENERATED BUDGET SCHEDULES 
 
 The schedules detailed throughout the manual are formats, not forms.  Use of 
agency computer spreadsheet capabilities may facilitate alternative approaches to 
presenting the statistical data required.  Agencies are required to submit final versions 
of any source spreadsheets which are used to generate Budget Request schedules.  
Agencies should work cooperatively with their respective budget examiners early in the 
process to use these options.   
 
 A copy of all schedules, other than Schedule CP-6, may be downloaded from the 
DOB website (http://www.budget.ny.gov/guide/brm/). 
 
SUBMISSION OF BUDGET REQUESTS TO THE DIVISION OF THE BUDGET 
 
 Attached is a list of budget schedules that comprise an agency’s budget request.  
Please consult with your budget examiner to determine the most suitable 
groupings of schedules for your particular agency's submission.  Generally, these 
schedules should be grouped as follows: 
 
 Budget request Schedule A, Schedule A-Fiscal, Schedule PR-Fiscal, 
Miscellaneous Receipts, Schedule SO/ATL-Fiscal, Schedule FR, and Schedule SC-
Fiscal should be grouped by program, as applicable.  The following should be grouped 
as separate sets. 
 

http://www.budget.ny.gov/guide/brm/
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 Request for Reappropriation (Schedule I) 
 

 Capital Submission (Schedules CP-R, CP-1, CP-6, CP-2, CP-2H, CP-C and 
CMP-1 through CMP-5) 

 
 Agencies should submit their Budget Requests to the Division of the Budget 
electronically in PDF format, as well as final versions of any source spreadsheets which 
are used to generate Budget Request schedules, using the SharePoint Budget Request 
site. Authorized users can access the SharePoint site at this link Sign in to Office 365 or 
by copying and pasting https://nysemail.sharepoint.com/sites/BudgetNY/budgetrequests 
into the browser window.  Agencies should contact their budget examiner to gain 
access for new users. 
 
 When the upload to SharePoint is complete, an e-mail notification indicating that 
the agency is officially submitting its request to DOB should be sent to 
BudgetRequests@budget.ny.gov.  Please do not attach any files to the e-mail 
notification as DOB will access the files via SharePoint. 
 
  

 
 

https://nysemail.sharepoint.com/sites/BudgetNY/budgetrequests
mailto:BudgetRequests@budget.ny.gov?subject=Budget%20Request%20Submission
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LIST OF BUDGET SCHEDULES 
 

Item Schedule Subject 

3 A Commissioner’s Statement 

4 A-Fiscal Agency Summary Recapitulation of Current Year Adjusted 
Appropriations and Requested Changes for the Next Fiscal Year 

5 PR-Fiscal Program Recapitulation of Current Year Adjusted Appropriations 
and Requested Changes for the Next Fiscal Year 

6  Schedule of Miscellaneous Receipts (from the Miscellaneous 
Receipts Database) 

7 SO/ATL-Fiscal State Operations and Aid to Localities Recapitulation of Current 
Year Adjusted and Requested New Year Appropriations 

8  Installment Purchases -- Intentionally Omitted 

9 FR Special Revenue Funds - Federal 

10 I Reappropriations of Current Appropriations in Force 

11 SC-Fiscal Consulting Service Contracts for State Purposes 

12   Five Year Capital Plan and capital Projects Budget Request -- 
Introduction 

13 CP-R Commissioner’s Capital Plan Overview 

14 CP-1 and CP-6 Capital Projects Summaries 

15 CP-2 and CP-2H Non-Highway and Highway Appropriation Request 

16 CP-C Capital Commitments 

17  Capital Projects Codes 

18 CMP-1 Capital Maintenance Plan Report 

18A CMP-2 and  
CMP-2A 

Capital maintenance Plan Report Description of Maintenance 
Projects 

18B CMP-3 Capital Maintenance Plan Report Requested Maintenance 
Appropriations, Reappropriations and Disbursements 

18C CMP-4 Summary of Capital Assets 

18D CMP-5 Summary of Maintenance Plan Evaluations 

 


