STEPS TO COMPLETE YOUR BUDGET
NOTE:
Review this attachment completely before you begin. It will give you a sense of the process necessary to complete your budget.

STEPS
1.  Review any special guidance from your Regional Command.

2.  Stations should review the entire package and determine who will be responsible for what parts and set deadlines for completion.

3.  Contact the regional/station comptroller or resource manager to get copies of the OP-34-1 and OP-34-2 from the latest Presidents Budget (for the 4 years, FY-03 (PY), 04 (CY), 05 (BY), 06 (BY+1).  Data from these reports is needed to complete the APF Support worksheet (TAB I).

4.  Distribute worksheets to appropriate staff members and provide any local specialized guidance.

5.  The following is a suggested order to complete your budget:

a) Complete Patron worksheet (TAB H)

b) Complete Staff worksheets (TAB G,G1,G2)

c) Complete individual activity worksheets (TAB A)

   NOTE: Department level budgeting must be done first if  you choose this option. (TAB J)
d) Complete Cash worksheet (TAB E)

e) Complete Restricted Cash worksheet (TAB F)

f) Complete APF Support worksheet (TAB I)

g) Complete Activity Identification worksheet (TAB K)

h) Complete OP34-1/2 Worksheets (TAB L)

6.  Prepare narrative and cover letter to be signed by the CO or designated authority.

7.  Prepare completed package for submission.  Use ATTACHMENT 4, Final Submission Checklist, to verify contents are complete.

8.  Have your CO or designated authority sign your cover letter as concurrence with your submitted budget.

9.  Mail completed submission package (including all worksheets on diskettes if you used Excel) to your Region by their deadline.

10.  Work with your Regional Command and NPC in the review process.

TAB L
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