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Internal Operations Manual

SUBJECT: Requests and Letters to the Emergency Board and NUMBER: 107-02-020

Interim Joint Committee on Ways and Means

DIVISION: Operations Division EFFECTIVE DATE: July 7, 2008

APPROVED: e D &

POLICY/PURPOSE: This policy is to assure that letters submitted to the Emergency Board and relevant

committees are timely, written in clear and concise language and follow Budget
and Management Division (BAM) guidelines.

AUTHORITY: BAM 2007-09 Emergency Board Guidelines
APPLICABILITY: All DAS Divisions and Offices
ATTACHMENTS: 1. Interim Joint Committee on Ways and Means Letter Format
2. Emergency Board Letter Format
3. Schedule of Emergency Board Letters and Requests
4. Position Information Control System Update Form (PICS)
5. Fiscal Impact Summary
6. Sample format for ten-day notification on federal grant applications requiring
retroactive Emergency Board approval
GUIDELINES:

(N The Emergency Board is composed of members from the House and Senate. It meets
regularly between Legislative Sessions. The Emergency Board acts under the authority
granted by ORS 291.322 - 291.,336. At times, an Interim Joint Committee on Ways and Means
may be established to compliment the Emergency Board sessions. Between sessions, the
Emergency Board may:

A
B.
C.
D.

Allocate General Fund money to any State agency;

Authorize an agency to spend money in excess of its adopted budget;
Approve budget for a new activity; and

Authorize transfers between expenditure classifications.

. Requests must meet one of these needs:

A

B.

ltems needing legislative approval to achieve savings in agency budgets that should not
wait until the legislative session.

ltems needing action to continue or eliminate an approved program (e.g. funds to maintain
required caseload and/or workload levels, authority to end a program).

ltems specifically deferred to the Emergency Board by the Legislature and newly legislated
assignments where fiscal impact was shown or the impact is greater than projected and
provided for under legislation.

Statutory items requiring review and/or approval by the Emergency Board (e.g.
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compensation plan changes, fee increases, or fund shifts) and other reports required by the
Legislature.

E. Certain items needing approval to proceed (e.g. major consfruction projects, repair projects
addressing health and safety issues, grant applications). All requests for federal grant
application approval are to be submitted before the grant application is made.
Retroactive approval requests will be accepted only if federal timelines precluded
timely advance approval. If retroactive approval will be sought from the Emergency Board
for federal grant applications, the division must provide written notice to the President of the
Senate and The Speaker of the House of Representatives. The division will then request
retroactive authority at the next scheduled meeting of the Emergency Board. The letter must
be received at least ten days before the grant application is due. The grant application may
not be submiited to the grantor until the end of the ten-day notification period.

F. Current or impending shortfalls in agency budgets requiring additional expenditure limitation
or Emergency Fund allocations due to circumstances beyond an agency's control.
Otherwise, the agency is expected to manage within its legislatively adopted budget.

G. Requests to expend Federal Funds, including federal grants.

H Requests that respond to new federal mandates.

I Reports or action needed to satisfy a budget note.

Requests For Full-time Equivalent (FTE) Positions:

Requests to establish positions must clearly explain the revenue or funding source to support the
request. Documents required for position requests inciude:

A. Position Description (PD).

B. Organization Chart.

C. Classification Analysis.

Submit the PD and organization chart to DAS Employee Services at least two weeks prior to the
date the draft letter is due to Operations Division. If the request is approved, Employee Services
will write the Classification Analysis. Attach the three required documents to the draft letter, and
proceed with the steps outlined in this Policy. NOTE: For several new positions or a large
reorganization, contact DAS Employee Services at least two months early. This will allow
time for a thorough review.

Required Format for Emergency Board Letters

A. Address Emergency Board letters to the Co-Chairs as shown in the attachments. Format
them as follows:

1. Top Margin: 1.75 inches

2. Bottom Margin: 1 inch

3. Left Margin: 1 inch

4. Right Margin: 1inch

5. Font: Times New Roman

6. Point Size: 12 o

7. Length: Every effort should be made to ensure that the letter is written in clear

and congcise language. It must provide enough information to support
the request. Attachments are acceptable,

B. Emergency Board letters must contain these headings in bold print:
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1. Nature of the Emergency or Request
2. Agency Action

3. Action Requested

4. Legislation Affected

V. Required back-up documentation:

A. PICS Update form.
B. Fiscal Impact Summary.
C. Position-related information referenced in Section 1ll, above.

PROCEDURES FOR GRANT REQUESTS:

Step Responsible Party Action

1. Division Administrator « Notify DAS Director or Deputy Director of intent to apply for
a grant at least 30 days ahead of the submission date.
Work with the Operations Division Emergency Board
Coordinator to provide written notice to the Legislative
Leadership of the division’s intent to request retroactive
authority to apply for federal grants at least ten days before
the grant application is due.

2. Division Administrator « Develop Emergency Board requests with the support of the
Division’s assigned Fiscal Analyst and the Employee
Services Section of Operations Division.

3. Division Administrator e  Submit requests for positions to Employee Services at least
two weeks prior to the date draft Emergency Board letters
are due.

4. Financial Services E-Board e Work with the Division Administrator and Personnel Unit to

Coordinator develop Emergency Board requests.
5. Financial Services Fiscal » Ensure that required documentation is included. Verify that
Analysis the numbers are correct. Create the Fiscal Impact

Summary. Create PICS Update form (if needed,).

PROCEDURES FOR EBOARD REQUESTS:

Step Responsible Party Action

1. Division Administrator e Notify the DAS Director or Deputy Director and the
Operations Division Administrator of Emergency Board
concepts at least 30 days prior to the BAM submission
date, according to the schedule set by BAM.

2. Operations Division e Compile list of potential Emergency Board items and
3



Requests and letters to the Emergency Board

10.

11.

Administrator

Financial Services Section

Division Administrator

Financial Services Section
Analysts, BAM Anaiyst

Financial Services Section
Analysts, BAM Analyst

Division Administrator

Financial Services Section
Analysts, BAM Analyst

DAS Director

Financial Services Section
Analysts

Emergency Board Coordinator
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present at next Executive Team meeting.

Notify BAM and LFO regarding potential requests at least
30 days prior to the BAM submission date, according to the
schedule set by BAM.

Provide the Operations Division Emergency Board
Coordinator with an electronic copy of draft Emergency
Board letters at least 3 weeks prior to the BAM submission
date, according to the schedule set by BAM. Include all
required documentation as outlined in Section V above.

Review letters and develop written recommendations for the
Administrator regarding the proposal, the language in the
letter, the supporting documentation and other possible
alternatives of handling the issue. This is to be completed
two weeks prior to the BAM submission date, according to
the schedule set by BAM.

Financial and BAM Analysts will meet with the Division
Administrator to resolve issues that were identified by the
Analysts. This is to be completed 10 days prior to the BAM
submission date, according to the schedule set by BAM.

Administrator makes agreed upon changes and submits the
final draft letter to the DAS Director or Deputy Director and
the assigned Financial Analyst at least one week prior to the
BAM submission date, according to the schedule set by
BAM.

Financial and BAM Analysts will jointly write and submit a
Policy Memo to the Administrator and the Director
describing any unresolved issues. This is to be completed
at least one week prior to the BAM submission date,
according to the schedule set by BAM.

Meets with Division Administrator and Analysts to discuss
any unresolved issues. Director makes final decision on
letter.

Financial Analyst makes any changes decided by the
Director and completes technical requirements for the letter
(format, minor technical edits, PICS update and fiscal forms)

Finalize Emergency Board letters. Send them to the
Financial Services Manager for final review. Do a final
proof read.
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12. Financial Services Section + Following final review by the Financial Service Manger,
Analysts send final letter to Operations Office Manager for final
formatting. Print on Letterhead and prepare for Director’s
signature.

13. Operations Office Manager e Ensure that correct number of copies of each letter is
submitted to BAM by 12 noon according to the schedule set
by BAM.

14. BAM Analyst + BAM complete written recommendations that are consistent

with the pre-submission analyses.

15. Financial Services Emergency e« Maintain a record of Emergency Board actions. After

Board Coordinator Emergency Board meetings, send out notice of the final

actions of the Emergency Board and include due dates for
the next Emergency Board.

16. Financial Services Section « After Emergency Board meeting, revise financial systems to
Analysts reftect approved changes and revise allotment plans to
reflect approved changes.



Format of Letter to the Interim Joint Committee on Ways and Means
(Print on Agency’s Letterhead)

Date (Date Letter due to BAM)

The Honorable Kurt Schrader, Co-Chair

The Honorable Mary Nolan, Co-Chair
Interim Joint Committec on Ways and Means
800 Court Street NE '

H-178 State Capitol

Salem, OR 97301-4048

Dear Co-Chairpersons:

Nature of Emergency or Request

Describe the reason for appearing before the interim Joint Committee on Ways and Means, include
a precise statement of the action being requested.

Agency Action

Describe in detail what actions you have taken to prepare for, offset, or mitigate the emergency, or
the need for Joint Committee on Ways and Means action.

Action Requested
Describe precisely what you want the interim Joint Committee on Ways and Means to do. Include
precise expenditure limitation and appropriation dollar amounts and number of positions/full-time
equivalency/classification information.

Legislation Affected

Cite the appropriate agency ORS statute, appropriation bill, chapter law, and section to be revised
if request is approved.

Sincerely,

Scott L. Harra, Director
Department of Administrative Services



FORMAT OF LETTER TO THE EMERGENCY BOARD

(PRINT ON AGENCY’S LETTERHEAD)

Date (Date Letter due to BAM)

The Honorable Peter Courtney, Co-Chair
The Honorable Jeff Merkley, Co-Chair
State Emergency Board

H-178 State Capitol

900 Court Street NE

Salem, OR 97301-4048

Dear Co-Chairpersons:

Nature of the Emergency or Request

A precise statement of the action being requested.

Agency Action

Describe the reason for appearing before the Emergency Board. Describe what is being
requested, why it is being requested and how the request is being paid for. Describe in detail
what actions you have taken to prepare for, offset, or mitigate the emergency or the need for
Emergency Board action.

Action Requested

Describe precisely what you want the Emergency Board to do. Include precise expenditure
limitation and appropriation dollar amounts and number of positions/full-time
equivalency/classification information.

Legislation Affected

Cite the appropriate ORS statute, appropriation bill, chapter law, and section to be revised if

request is approved.

Sincerely,

Scott L. Harra, Director
Department of Administrative Services
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INSTRUCTIONS FOR PICS UPDATE FORM

Note: All columns need to be completed by agency before submission

1. Action: A= Abolish | = Increase Months/FTE*
D = Decrease Months* R = Reclass
E = Establish T = Transfer
F = Fund Shift*

*These actions must be comprised of two lines, a “from” line and a “to ling”

2. Representation Code: Identifies union representation code, i.e., OA
Classification: Identifies position classification, i.e., C0104
Pay/Range Options: Identifies payfrange i.e., AA vs |A

3. Salary Rate: Establishments are automatically set up at 2™ step
Not applicable to reclasses or abolishments

4. Position Type: PF= Permanent Full-time
PP = Permanent Part-time
LF = Limited Duration Full-time
LP = Limited Duration Part-time
SF = Seasonal Full-time
SP = Seasonal Part-time

Attachment 5

5. FTE: Full-time equivalent amount based on the number of months on the

position divided by 24

6. # of months Biennial number of months on the position

7. Phase-In/Phase-Out:  Dates a position will be established and/or expire for the current

biennium
Permanent positions require phase-in dates only

Seasonal positions, use this field for annual season start and end

date

8. Funding: Show position fund split by percentage in the correct fund type

column
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Attachment 5

SAMPLE FORMAT FOR TEN-DAY NOTIFICATION ON FEDERAL GRANT
APPLICATIONS REQUIRINTG RETROACTIVE EMERGENCY BOARD
APPROVAL

(PRINT ON AGENCY’S LETTERHEAD)

<Current Date>

The Honorable Peter Courtney, Co-Chair
The Honorable Jeff Merkley, Co-Chair
H-178 State Capitol

900 Court Street NE

Salem, OR 97301-4048

Dear Co-Chairpersons:

The Department of Administrative Services, Office for Oregon Health Policy and Research
(OHPR), requests approval from Legislative Leadership to apply for additional funds relating to
an existing federal grant prior to the first regular meeting of the 2001-2003 Emergency Board.

OHPR has been studying approaches to universal healthcare through a HRSA grant that will
expire this fall. HRSA has requested a follow up report on activities occurring during the 6
months following the initial grant period and will make funds available to complete the report.
However, the application deadline for the funds is August 17, 2001. With approval from the
Legislative Leadership, OHPR will take advantage of the opportunity to obtain the additional
funds and follow up with a request for retroactive approval from the Emergency Board.

Sincerely,

~ Scott L. Harra, Director
Department of Administrative Services
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