
MINUTES OF THE MEETING 
GE,'-!ERAL GOVERNMENT AND HIGHWAYS SUBCOIvI.Iv1ITTEE 

50TH LEGISLATIVE SESSION 
HOUSE OF REPRESENTATIVES 

The meeting of the General Government and Highways 
Subcommittee was called to order by Chairman Rehberg 
on January 19, 1987 at 8:00 a.m. in Room 132 of the 
State Capitol. 

ROLL CALL: All members were present except Sen. Stimatz, 
who was excused. Also present were Flo Smith, Budget 
Analyst, from the Office of Budget & Program Planning 
(OBPP) and Pam Joehler, Senior Fiscal Analyst, from the 
office of the Legislative Fiscal Analyst. (LFA) 

Tape 3lA:0.lO 

DEPARTMENT OF ADMINISTRATION 

Flo Smith presented the budget for the OBPP. The four 
percent vacancy savings was applied to all positions 
within the department except the three State Tax Appeal 
Board members. The unfunded pay plan and sixty percent 
of the June 1986 Special Session five percent reductions are 
reflected in the 88 and 89 budgets. The department 
eliminated fourteen positions for an annual savings 
of $303,000 and operational costs reductions are $789,000. 
In total, this amounts to an annual reduction of $1,092,000. 
The budgeting for building rent and grounds maintenance . 
is consistent with the way it has been handled in other 
departments. The OBPP did not support a networking 
system that was installed within the department, referred 
to as DISOSS. They felt this was above negotiated agree­
ments with ISD in regard to computer costs. The OBPP 
also felt that $550 per personal computer for maintenance 
was high. They allowed $250 per computer. 

Director's Office - Exhibit No.1 

Ms. Smith continued her presentation. The eight FTE 
level remains constant from the 87 biennium. They 
requested approximately $304,000 each year of the bi­
ennium, approximately $255,000 is general fund and 
$49,000 is proprietary. She told the committee there 
was an error on the comparison sheets. The four percent 
vacancy savings was not properly applied and the general 
fund is stated incorrectly. The proprietary fund supports 
the legal unit attached to the Director's Office. There 
is no equipment request. 
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Governor Elect - Exhibit No. 2 

The request is for $25,000 in general fund for FY 89 and 
is required under Section 2152215 of the Codes. 

Pam Joeh1er presented the budget for the LFA. (Exhibit 
No.3) The OBPP recommended three FTE and approximately 
$4,000,000 more total funds in the 89 biennium than the 
LFA. This is attributable to eight modified recommendations 
and other adjustments which add seven FTE and $7,000,000 
which is offset by recommendations included in the LFA 
analysis which reduced FTE by four and total expenditures 
by $3,000,000. 

The modified requested by the agency and recommended by 
the OBPP is shown in Table A on page A-199. Tl-2re are 
two general fund modifieds, one in the State Tax Appeal.,.· 
Board and the other in the Investment Division. 

Ms. Joeh1er said another difference is attributed to the 
recommendation by the OBPP of higher operating costs, 
totaling approximately $2,900,000. This is composed of 
almost $600,000 for higher contracted services, $1,350,000 
for higher goods for resale and $960,000 for other operating 
costs. In regard to the networking system, the LFA under­
stood· th3t t.le director required ea.ch division to have a 
personal computer to be hooked up to DISOSS. The computer 
maintenance costs were estimated for personal computers 
at $500. The LFA provided a two percent increase in total 
expenditures in the 89 biennium for the Director's Office. 
Current level adjustments included $2,156 for increased 
insurance, computer communication and maintenance contracts. 

There are two major differences in the two budgets. The 
OBPP included $1,300 for overtime in the 89 biennium and 
the LFA did not. The second difference is in the funding 
for the legislative members for the Capital Finance Ad­
visory Council. The OBPP included $1,388 each year for 
per diem and travel for two legislative members to attend 
four meetings each year. The LFA included $390 for travel 
each year for two legislative members to attend two meetings 
each year. $100 per year should be added to the LFA for 
per diem. With this correction, the LFA had $1,796 less 
in the 89 biennium. With the OBPP correction on funding, 
there was very little difference in the two budgets. 
Ms. Joeh1er took vacancy savings on the legal staff which 
.s supported from the proprietary fund. Ms. Smith had 
corrected that. 
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Ellen Feaver, Director of the Department of Administra­
tion, gave an overview of the department. (Exhibit No.4) 
She outlined the goals of the .department and highlighted 
changes or current projects that are cost effective and 
time saving. (Exhibit No. 5 shows the General Fund Full 
Time Equilvalents within the department; Exhibit No. 6 
shows the organizational structure of the department). 
Most of the department is funded with proprietary funds. 
(Exhibit No. 7 defines proprietary fund). 

Two proposed changes within the department are to move 
the Tramway Advisory Council to the Department of Commerce 
and the proposed consolidation of the Board of Investments 
and the Montana Economic Development Board, transferring 
tQe functions to the Department of Commerce. Ms. Feaver 
requested the committee postpone final action on the 
Board of Investments as they are now trying to put toget~er 
a budget for this combined board for the Department of 
Commerce. 

The committee discussed the possibility of hearing the 
budget for the Department of Administration first in the 
future as it reflects on all other agency budgets. - . 

Ms. Feaver addressed the modifications. She said the 
largest ones are in ISD for computer processing where 
they anticipate additional growth. In Central Mailing, 
they requested two FTE. Ms. Feaver said the savings in 
mailing is realized through volume and agencies considering 
withdrawal from Central Mail should look into the cost cf 
personnel, equipment, etc. She said the larger agencies, 
such as the Department of Revenue, help to get the bulk 
rate for the smaller agencies. The $50,000 requested by 
the Public Employees Retirement System will be used to 
rewrite software dealing with their contribution and 
refund systems. System Development requested authority 
to hire outside contractors, but not to include it in 
their current level. The department also requested addi­
tional spending authority for telephone equipment maintenance 
as pass-through. 

+n the coming biennium, there will be a change in the 
Social Security Program, which is a part of the Public 
Employees Retirement System. Beginning in 1987, the local 
governments will remit directly to IRS. The proposal 
provides funding of the Public Employees Retirement 
Program out of interest earned on contributions to the 
fund. 
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Ms. Feaver addressed the budget for the Director's Office. 
Her biggest concern was the funding for the two legisla­
tors on the Capital Finance Advisory Council. She said 
this Council had played an important role in state finance 
in the past two years and the funding for two legislatois 
to attend meetings was very important. She requested 
the $200 per diem for four meetings and $694 for travel 
costs for each year of the biennium be added to the LFA 
recommendati(':l. 

Centralized Services Division - Exhibit No. 8 

Flo Smith presented the budget for the OBPP. The autho­
rized FTE level was 15 for the 87 biennium. ·A. 25 FTE 
was transferred to the Personnel Division and a .25 FTE 
was eliminated, bringing the total to 14.5 FTE for the 88· 
biennium. Audit fees amount to $9,428 in FY 88. One 
position, plus operational costs associated with that 
position, are supported by the Investment Division through 
the proprietary account. There was an error made in 
trying to take all of the vacancy savings out of the 
general fund rather than the four percent against the 
one position funded from the Investment Division. General 
fund requested amounts to approximately $418,000 in FY 88 
and $409,000 in FY 89. Approximately $30,000 each year 
would come from the Investment Division proprietary account. 

Pam Joehler presented the budget for the LFA. The 
current level provided a one percent decrease in the 89 
biennium. The FTE level was reduced .5 to reflect the 
agency's reduction through the pay plan shortfall. Audit 
costs decreased significantly between bienniums while 
other operating cost increases offset the audit savings. 

32A:0.13 

Karen Munro, Administrator of Central Services Division, 
gave a brief overview of the operations and staff. 
(Exhibit No.9) She addressed the budget differences. 
(Exhibit No. 10) She requested reconsideration of 
additional photocopying money in FY 89. These costs are 
in direct relationship to the legislative session. 

There was discussion regarding the job share positions 
and the costs relating .to full insurance benefits for 
these positions. Sen. Keating requested information 
be furnished the committee. (Flo Smith will make this 
information available to the committee). 
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Sen. Gage requested information regarding the grievances 
handled by this division in a year. 

Chairman Rehberg requested a written job description of 
the two positions in the personnel office. (Exhibit No. 11) 

Accounting Division - Exhibit No. 12 

Flo Smith presented the budget for the OBPP. The FTE 
level authorized for the 87 biennium was 12.5. A .25 FTE 
was transferred to the Personnel Division. A .25 FTE 
accounting clerk position was eliminated. This position 
was used at year end as temporary help. The division 
will be implementing offsite printing for approximately 
fifteen agencies at an estimated savings of $15,000 
annually. The OBPP included an increase in supplies 
for agencies doing their own printing. The Department ~ .. 
of Institutions rejected the proposal and requested 
the $1,500 be added back to compensate for the difference. 
Audit costs for the biennium are included in FY 88. 
Equipment amounted to $200. Funding is general fund 
in FY 88 amounting to $835,000 and in FY 89, $828,000. 

Pam Joehler presented the budget for the LFA. The 
current level provided a 3.8 percent decrease in the 
88-89 biennium. The agency deleted a .25 FTE. The LFA 
also eliminated the ISD SBAS Key verification contract. 
Ms. Joehler addressed the budget differences. The OBPP 
is $87,500 higher in the biennium, with the majority 
being in contracted services. The OBPP recommended 
the budget reflect a nine percent annual increase for 
microfiche services due to growth. The LFA maintained 
this expenditure at the 86 base. The OBPP also recommended 
growth in computer processing costs. Again, the LFA 
maintained this expenditure, with the exception being 
the adjustment identified by ISD of $4,000 a year. 
Other than that adjustment, growth was not budgeted in 
the LFA. The LFA also continued printing costs at the 
86 level while the OBPP increased these costs in FY 88 
only to purchase forms. 

(26.43) 

Kathy Fabiano, Administrator of the Accounting Division, 
gave an overview of the functions of the division. 
(Exhibit No. 13) She addressed the budget differences. 
(Exhibit No. 14) 
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Ms. Fabiano said that every bill creating a new account 
increased their costs. Chairman Rehberg requested a 
bre~kdown of the printing costs of the hard copy. 
She told the committee that' in the past the division 
got an inflation factor on the computer processing budget 
and never realized that inflation. So, in fact, the 
costs decreased and they were able to accommodate the 
growth without requesting an increase in their base. 
However, in the next biennium, this savings will not 
be realized as the ISO anticipated rate reductions 
are now built into the budget. (Exhibit No. 15 shows 
statistics reflecting the growth in state accounting 
activities from FY 84 through FY 86) 

The committee recessed at 10:00 a.m. 

The committee reconvened at 10:15 a.m. 

Sen. Gage was excused to introduce a bill. 

The committee discussed the exhibits. 

Sen. Gage returned to the meeting. 

Ms. Fabiano addressed the modification. The division 
requested an additional $25,000 in FY 88. The division 
is responsible for the. preparation of a statewide 
indirect cost allocation to be used when agencies nego­
tiate an indirect cost rate for federal funds. These 
costs are included in their indirect cost plan and 
costs incurred to the general fund are recovered. 
In the last fiscal year, Montana recovered $410,000 
from the federal government and deposited this amount 
to the general fund as revenue. This $25,000 will be 
used to hire a firm on a contingency basis and to 
prepare the Montana Statewide Cost Allocation Plan for 
FY 88. They will charge the $25,000 only if Montana 
recovers an additional $25,000 as a result of the re­
vamping of the existing plan. This would be put out 
for bid, but the spending authority is necessary in order 
to sign a contract. 

Purchasing Division - Exhibit No. 16 

Flo Smith presented the budget for the OBPP. This 
division was authorized 16.5 FTE for the biennium. 
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During FY 86, the division transferred a .2S FTE to the 
Architecture and Engineering Division, which was re­
turned in FY 87. In FY 87, the division transferred a 
full position to Architecture and Engineering. They 
have also reduced a .S FTE as part of the pay plan short­
fall, which brings them to the lS FTE level. Half of 
the division administrator's position is included in 
this budget. The other half is in the Property and 
Supply Division. The agency requested approximately 
$467,000 in general funds for each year of the biennium. 

Pam Joehler presented the budget for the LFA. The. 
budget increased 2.3 percent from the 87 to the 89 
biennium. The half-time management analyst position 
deleted in FY 87 was continued. The annual increases ~ .. 
of approximately $4,000 over the base year were provided 
for insurance, computer maintenance costs and computer 
charges. Overtime costs and health insurance costs 
included in the OBPP budget account for the difference 
in the personal services category. The LFA included 
$519 less for vacancy savings. The OBPP is higher 
in contracted services and supplies as they allowed 
increased expenditures for education and training and 
increased microfilm services. The LFA left these 
expenditures at the 86 level. The OBPP is also higher 
in the communication category. 

(7.11) 

Mike Muszkiewicz, Administrator of the Purchasing Division, 
gave an overview of the division. (Exhibit No. 17) 
He addressed the budget differences. (Exhibit No. 18) 

Rep. Quilici questioned the over-expenditure in personal 
services due to upgrades. Mr. Muszkiewicz stated the 
only upgrade was in the position of a purchasing agent. 
There were two downgrades. When he transferred from 
another agency, he was at a higher step level and that 
accounted for part of that increase. 

There was discussion regarding computer purchases, 
the delegation of workload to other agencies and 
the cost effectiveness of rules or statutes that per­
tain to purchasing. Mr. Muszkiewicz stated he felt 
the preference legislation cost the state money. 
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There was discussion regarding the elimination of mid­
management positions and the problems involved. 

When asked by Sen. Keating why they were funded with 
general funds, Mr. Muszkiewicz said they do this as 
a service to other agencies to decrease their costs. 
It would be difficult to pass those costs on to 
these agencies on a fee or percentage basis. Ms. 
Feaver stated she believed the purchasing function to 
be a compliance function and created a fair atmosphere 
for vendors. There are some state agencies not using 
this service at present. 

Chairman Rehberg opened the meeting to the public. 

(19.55) 

Mr. Terry Wahl, member of the Big Sky Public Purchasing 
Association, addressed the committee. (Exhibit No. 19) 
The purpose of the association is to support cooperative 
governmental purchasing in Montana. He stated they 
supported volume purchasing which would yield greater 
savings, thereby reducing the cost to evetyone. He told 
the committee the association conducted a survey of 
various city, county and school officials in November 
and the response was good to this idea. 

Mr. Muszkiewicz said the department would support this 
program, but they are not going to advocate it or ask 
for a modified to support it. 

Mr. Wahl stated those responding to the survey had, for 
the most part, indicated they would support a fee. He 
felt the state would realize increased savings in 
purchasing as a result of the increase in volume from 
other governmental sources. 

ADJOURNMENT: The meeting adjourne9 at 11:45 a.m. 

Attached and made a part of these minutes is Memorandum 
from Kathy Fabiano, Administrator, Accounting Division 
to Subcommittee members, dated January 21, 1987 

Attached and made a part of these minutes is Statewide 
Information System Plans 

,..-:' . 
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DEPARTMENT OF ADMINISTRATION 

,'3 
/-11-'17 

COMP\I~ [:;ON OF EXECUTIVE BUDGET AND LF A CURRENT LEVEL 

Executive Budget 
LF A Current Level 

Executive Over (Under) LFA 

FTE 
FY '89 ---- --. 

413.09 
410.09 

- - - - - - Biennium 
gen~Ial_ F~nd 

$8,115,066 
_~, ~09, ~Jl!! 

$74,051,451 
~83,278 

The executive recommends 3.0 FTE and $4,068,173 more total funds for the 
Department of Administration in the 1989 biennium than is included in the LFA 
current level. This is attributable to 8 modified recommendations and' other 
adjustments adding 7.0 FTE and $7 million offset by recommendations which reduced 
FTE by 4.0 and the total expenditures by $3 million. 

.." .. 
~SSUE 1:. ___ MODIFIEI>_ItEQYE~T~ 

The exp.cutive has recommended approval of eight modified requests totaling $3.8 
million. The FTE and fiscal requirements of each modified request are summarized 
below in Table A. None of these modified requests are included in the LFA current 
level. 

Table A 
Modified Requests Recommended by the Executive 

1989 Biennium 

-------------_._- ------------ ------ -------------- ----. ----------------------
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ISSUE 2: EXECUTIVE RECOMMENDS HIGH.ER OPERATING EXPF;NSES 

The executb:p has recommended higher operating expenses than LFA current 
level in 14 of the department's programs. A total of approximately $2.9 million is " 
included in the executive recommendation for higher operating expenses. This is 
composed of approximately $575,000 for higher contracted services, $1. 35 million for 
higher goods for resale, and $960,000 for other operating expenses. The current 
level budget adjusted base year operating expenses only when the agency could 
justify or document the need for increased operating expenses in the 1989 biennium. 

LF A current level includes $2.6 million transfer appropriation authority in two 
programs, general services and tort claims, which is not included in the executive 
recommendation. In order to eomply with generally accepted accounting principles, 
the department issued a management memo in fiscal 1986 directing agencies to transfer 
non-proprietary funds used to support proprietary fund operations ,into the 
proprietary fund so that all expenditures would appear on the accounting system as 
coming from the proprietary fund. . 

In order to comply with this management memo, the general services divisions 
and tort claims division sought and obtained a temporary appropriation ·'·through 
administrative appropriation authority. The current level budget includes the 
transfer authority while the executive budget does not have this transfer authority. 

The Budget Analysis attempts to reflect the general operating procedures of the 
state as well as the policies of the legislature when presenting its current level 
budget. . .. 

ISSUE 4: EXECUTIVE DELETES SOCIAL SECURITY PROGRAM IN PUBLIC EMPLOY­EEs' RETiREMEN·TDiVisiON .... . .-. ..-
.- _... _. - . - -- . . - -

The executive has recommended four FTE and $158,000 be deleted from the 
public employees' retirement division in the 1989 biennium as it expects the Social 
Security Administration to amend the existing federal/state agreement removing the 
responsibility of collecting state and local government social security contributions 
from the division. 

The current level budget did not remove the FTE as the future of the social 
security program was uncertain at the time the analysis was compiled. The four FTE 
are in LF A curren t level funded from the investment earnings of the division. 
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DEPARTMENT OF ADMINISTRATION 

F.T.E. 

Personal Services 
Operating Expenses 

Equipment 

Total Operating C09t~ 

Non-Operating Costs 

Total Expenditures 

Fund Sources • ___ " _. _____ 4_ 

General Fund 

State Special 

Other 

Total Fund 

Actual 

Fiscal 

1986 

419.30 

$10,(f9£t,831 

18,090,145 

1!82/J ,4S~ 

$~0,(.J3.{126 

2.985.177 

$ 3,706,889 

843,128 

_2~,8~8_,_5~~ 

~~~~~~~~~~~ 

Appropriated 

F1scal 
1987 

414.09 

$10,700,139 

20,391,312 

1 .. 9~0+ ' 3_9! 

$33.035,842 

Z,S.ZO, ~81? 

$ 3,710,456 

895,448 

-- 3Q._~Q.~7!~ 

$35,556,622 
=========== 

- - Current Level - -

Fiscal 
1988 

406.09 

$10,702,433 

18,787,431 

____ }J]~~ ,~~~ 

$30.826,397 

_ 4_,00+4: ,546 

$ 3.750.8.38 

842.269 

_}i!?_~ !_~~ 36 

$34,870,943 
=========== 

Fiscal 
1989 

410.09 

$10,791,420 

19,152,478 

_1_,126,483 

$31,070,381 

~~4:h~~4: 

$35,112,335 
=========== 

$ 3,758,861 

843,342 

30,510,132 

~~~~~~~~~~~ 

% Change 

1987-89 

Biennium 

(4.00l 

,:r o 
• 

1.41 

( 1.41l 

(34.7Z l 

( 2.45l 

46.87 ----

1.49 
======= 

1.25 

( 3.05l 

1.65 ---

1.49 
======= 

-~---------================================================ 
The primary goal of the department is to provide services to state agencies in 

the areas of accounting, financial reporting, insurance, communications, data process­
ing, personnel management and labor relations, purchasing, printing, mail and mes­
senger J and records management. 

The department Rlso administers the Long-Range Building Program, State Em­
ployee Group Benefits Program, and various state retirement programs. 

Functions attached to the department for administrative purposes include the 
Board of EXAminers, State Tax Appeals Board, Workers' Compensation Court, Board 
of Investments, Public Employees Retirement System, - and Teachers' Retirement 
Division. 

The current level budget provides an overall 1.5 percent increase in total 
expenditures from the 1987 biennium to the 1989 biennium. Overall FTE decreases a 
net 4.0 between fiscal 1987 and 1989. Decreases totaling 8.0 FTE appear in 
accounting (0.25), architecture and engineering (0.25), information services (1. 25), 
gen~ral services (0. 75), purchasing (0.50), centralized services (0.50) J investments 
(2.5), personnel (1.5), ~nd tort claims (0.50). Offsetting increases appear in 
information serv ices (3. 0) and personnel (1. 0) . 

Personal services increase 1.4 percent as the 1989 biennium salaries are based on 
the fiscal 1987 pay matrix and fiscnl 1986 vacancy savings exceeded budgeted vacancy 
savings by approximately $197 J 000. 
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Non-oper::ttinl1; costs include long-term lease purchase costs and accounting entity 
transfers to comply with generally accepted accounting principles. Lease purchase 
costs account fOl' $215,866 of the hiennial $2,580,543 increase; accounting entity "­
transfers account for the remainder. 

General fund increases 1.25 percent in the current level budget primarily 
because the common area allocation funded by general fund in the general services 
budget follows legislative intent in the current level budget rather than the actual 
expenditure pattern of the department. In fiscal 1986, the agency spent $106,642 
less general fund than authorized by the 1985 legislature. General fund also 
increases because $25,000 is included in fiscal 1989 for the governor- elect program 
required by Section 2-15-221, MCA. 

F.T.E. 

Personal Service 

Operating Expense 

Equipment 

Total Expenditures 

General Fund 

Proprietary 

Total Funds 

ActU,ll 

Fiscal 

1986 

8.00 

$260.,518 

23,037 

__ .P ,li.!l1 

$Z95,136 ======== 

$253,155 

_.4.1_!. 9.l! I. 

~~~~~H~ 

DIRECTOR'S OFFICE 

Appropriated - - Current 

Fiscal Fiscal 

1967 1988 . --.. -- ._-_ .. ---- --

8.00 8.00 

$272,70.5 $276,916 

26,965 26,20.7 
-().- ·0-... - --_. 

~~~~~~~2 ~;~~~!~; 

$257,695 $254,0.47 

._!!L~7~ ___ 49,()7~ 

~~~~~~~~ ~~~~~~~~ 

Level - - % Change 

Fiscal 1987-89 

1989 Biennium 
----~- --- .-

J,.r-- • 

6.00 0..0.0 

$276,625 3.8 

27,117 6.6 

-0.- (10.0..0 ) ------_.----- ------ ~-

$30.3,742 2.0 ======== ======= 

$255,0.53 (0..3) 

68!~~9 16.4 -----

$30.3,742 2.0 ======== ======= 

The Director's Office supervises and coordinates the activities of the various 
divisions within the department and the administratively attached boards and agen­
cies. Services provided by the staff include legal services, management reviews, 
assistance in sped~l project~. and assistance to the Board of Examiners. 

The current level budget provides a 2 percent increase in total expenditures 
from the 1987 biennium to the 1989 biennium. Personal services increase 3.8 percent 
as the current level budget reflects the fiscal 1987 salary matrix. Operating expens­
es increase 6.6 percent due to higher expenditures for insurance, computer communi­
cation charges, and computer maintenance costs. 

The Director's Office is funded from general fund and from fees charged to 
various divisions for legal staff housed in the Director's Office. General fund de­
creases 0.3 percent while the proprietary fund supporting the legal function increases 
16.4 percent. 

'. 



DEPARTMENT OF ADMINISTRATION 
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The followill,'!; table compares fiscal 1986 actual expenditures and funding to 
appropriations 8.S wticipated by the 1985 legislature. 

Table 1 
Comparison of the Appropriation to Actual Expenses - Fiscal 1986 

F.T.E. 

Personal Service 
Operating Exppnse 
Equipment 

Total Expenditures 

General Fund 
Proprietary Funds 

Total Funds 

8.00 

$269,371 
26,103 

-0-

$253,422 
42 ,O_Q~ 

$~~l2 ... 4H --------

Actual -----

8.00 

$260,518 
23,037 

____ U~81 

$~~l2 ... 1~§ --------

$253,155 
__ 1J",!8~ 

$~~~.,J~§ --------

Difference 

0.00 

$ 8,853 
3,066 

~-.L581) 

$ ____ ~3~L 
---------

$ 267 
71 

Fiscal 1986 actual expenditures were $338 less than authorized by the legislature. 
Personal services was $8,853 less than authorized due to 1.0 FTE working three­
fourth time in fiscal 1986. This savings in personal services, together with a 
cumulatiye $3,066 savings in supplies, travel, repair, and other expenses, funded the 
purchase of office equipment and a personal computer and related software not re­
quested by the agency nor authorized by the 1985 legislature. 

<:uJ,'rent _Leyel AdjustmeJ1t~ 

The current lev!"l budget includes adjustments totaling $2,156 for increases in 
insurance costs, ('omputl:~r communication charges, and maintenance contracts. 

A - 203 
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GOVERNOR ELECT 

Actual Appropr iated 
Fi!tcal Fiscal 

Budget Item 1986 1987 

f.T.E. 0.00 0.00 

Operating Expenses $-0- $-0-
---- ----

Fund Sources ._--_._----

General Fund $-0- $-0-

- - Current Level - - % Change 
Fisc<,l Fiscal 1987-89 

1988 1989 Biennium 

0.00 0.00 0.00 

$-0- $25,000 
---- ======= ----

$-0- $25,000 
======= 

Section 2-15-221, MCA provides that the Department of Administration shall 
provide the governor-elect and his necessary staff with suitable office space in the 
Capitol Building together with operating expenses for the period between the general 
election and the inauguration. The current level budget provides $25,000 in fiscal 

,,-:" -
1989 for this purpose. 

ACCOUNTING DIVISION 

~ 

Actual Appropriated - - Current Level % Change 

Fiscal Fiscal Fiscal Fiscal 1987-89 

~~~~!.!~ 1986 1987 1988 1989 Biennium ------ -----

F.T.E. lZ.25 12.Z5 12.00 12.00 10.251 

Personal Service $316.110 $319.516 $323.583 $323.562 1.8 
Operating Expense 499.650 489,018 478,141 449.808 16.1 I 

Equipment _1~_~~! -0- -0- -0- 1100.0 I ---- -.----- ---.----~ - .. --

Total Expenditures ~~~~~~~~ ~~~~~~~~ $801,724 $773.370 13.81 ======== ======== ======= 
FUlid Sources 

General Fund ~~~~~!~~ $808.534 ~~~!~!~~ ~!I~~~I~ 13.81 
======== ======= 

The Accounting Division operates the Statewide Budgeting and Accounting Sys­
tem (SBAS) and is responsible for processing and recording the state's financial 
transactions. The division also maintains the Property Accountability Management 
System which is the state's primary fixed asset accounting system. An annual finan­
cial report of all the state's financial activity is prepared after the close of each fiscal 
year by the division. 

'lflii 

The current level budget provides a 3.8 percent decrease from the 1987 biennium " 
to the 1989 biennium. Personal services increases 1.8 percent because the fiscal 1986 
appropriation was underspent by $2,970, the fiscal 1987 appropriated amount reflects 
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The dpadhead fee or the overhead rate could be reduced significantly and still 
enable the prog;r"In to operate at the current level. If the deadhead fee were 

, reduced to the ,~;dent of the overcollection, the fee would drop by 95 percent in 
fiscfll UW8 and fl., :'liminated in fiscal 1989. If the overhead rate were reduced to the "'­
extent of the o',u'c('ollection, the rate could be reduced hom 17.5 percent in fiscal 
1987 to 1. 9 p~rcellt in fiscal 1988 And 2.1 percent in fiscal 1989. 

The general fund impact of the revenue overcollection is approximately $83,850 in 
the 1989 biennium. 

Qpti~n ___ t\.: Direct the Department of Administration to reduce either the proposed 
deadhead fee or overhead rate for the 1989 biennium so that the 
expected revenue collection equals the legislatively approved budget. 

QptioT!_~: Take no action. 

TREASURY CENTRAL SERVICES 

F. LE. 

Personal Service­

Opera~ing Expense 

Equipment 

Tot~l Expenditures 

Fund Sources 
.. - -' 

General Fund 

rroprieta~y funds 

Actual 

Fiscal 

1986 

14.75 

$373,003 

58,434 

___ ?_,_~3~ 

~~~~~~~~ 

$413,18'. 

.. __ . Z},89~ 

~~~!~~~~ 

Appropriated - - Current 

Fiscal Fiscal 

1987 1988 ---.- - --- ---_."-

15.00 14.50 

$380,133 $386,160 

74,794 61,918 

123 -0---- --.-----

~~~~~~~~ ~~~~~~~~ 

$428,384 $417,114 

___ ~6-1_~~~ , ,30 ,_~64 

~~~~~~~~ ~~~~~~~~ 

Level - -
Fiscal 

1989 

14.50 

$386,206 

52,879 

-0-----------

~~~~~~~~ 

$408,176 

,,30 ,.JO~ 

$439,085 ======== 

% Change 

.'- 1987-89 
Biennium -----

(0.501 

2.6 

( 13.81 

(100.0 ) ---

1.0 
======= 

(1. 91 

___ L3,',4_ 

(1.01 
======= 

---.------- ,~--=-============================================= 
Th~ Treasurv Central Services Division is divided into two functions. The 

cen tral services {unction contains central budget and personnel functions for the 
department. The treasury function is the state's central bank. It receives and 
disburses funds and monitors the record~ of accounts for all approved commercial 
depositories throughout the state. 

The current level budget provides a 1 percent total decrease from the 1987 
biennium to the 1989 biennium. FTE was reduced 0.5 in the 1989 biennium to reflect 
the agency's reduction for the fiscal 1987 pay plan shortfall. 

Personal services increase 2.6 percent from the 1987 biennium to the 1989 
biennium due to several factors. Fiscal 1986 expenditures were $6,510 less than 
budgeted after vacancy savings and the fiscal 1987 appropriation reflects the $12,175 
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Eliminating this 8.dministrative charge from the mail program budget would save 
Wapproximately $11,1)00 of general fund in the 1989 biennium. This savings would come 

in the form of lower deadhead rates or a lower administrative overhead rate assessed "-
on all outgoing U. S. mail. 

The executive includes this administrative cost in its recommendation; the Legis­
lative Fiscal Analyst excludes this cost. 

QRtloIl.A: Approve the LFA current level budget and direct the agency to pass 
on the cost savings to agencies in the form of either lower deadhead 
rates or a lower administrative overhead rate. 

9p!iC!I!_.!3: Keep the cost in the mail program budget but include this reim­
bursement to general services as a revenue in that program, thereby 
reducing the rental rate charged to agencies. 

QptiC!.I! _Q: Take no action. 

..-:-- . 
The projected collections from the three revenue sources exceed LF A current 

level costs by $142,615 in fiscal 1988 and $155,894 in fiscal 1989. This is based on 
the anticipated revenue from "deadhead" fees, overhead rate collections from outgoing 
U.;'. mail, and the U. S. Postal Service contract compared to the current level budget. 
This is detailed in Table 16. 

Table 16 
Calculation of Excess Revenue in Mail Program 

1989 Biennium 

Estimated Postage 
UPS 

Total Communications Revenue 
Overhead (17.5°,) 
Messenger 
USPS Contract 

Total Est. ftevenue 

. LFA Current Level Cost 

Excess Revenue Over Cost!'; 

FY 87 ---.---

$ 805,222 
__ ~.9.Jl1 

$ 825,996 
144,549 
149,352 

__ ~_~.J~I~ 

$1,158,873 

-------_._---_. __ . __ .- --_ ... _---- - --_ .. _--

FY 88 

$ 893,796 
20,774 

$ 914,570 
160,050 
149,352 

__ ~1h976 

$1,262,948 

$.1.JJ20J.~;!~ 

FY 89 

$ 992,114 
20,774 

$1,012,888 
177,255 
149,352 
38,976 

$1,378,471 

The revenue from the U. S. Postal Service is from a fixed contract so the agency 
does not need to collect this from the deadhead fee or overhead rate. However, the 
deadhead fee and the overhead rate proposed by the agency collect $298,509 more 
revenue in the 1989 biennium than necessary to operate the program. .... 
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pay plan shortfa iI . Ti,e 1989 biennium expenditures reflect 14.5 FTE funded from the 
0' fiscal 1987 pay matrix. Additionally, the 0.5 FTE reduction between fiscal 1987 au-

thorized and the 11)89 hiennium produced only a $10,000 savings. Finally, the agency 'l1li 
made a 1. 0 FTE ill to two 0.5 FTE positions, each receiving health insurance benefits. 
This added $2, 760 to the personal services cost in the 1989 biennium. 

Current level operating expenses decrease 13.8 percent from the 1987 biennium 
to the 1989 biennium primarily as audit costs will decrease from $36,800 in the 1987 
biennium to $9,428 in the 1989 biennium. This $27,372 savings is offset approximately 
$6,500 for increased costs for insurance, maintenance contracts, and computer 
communication costs. 

This program is funded from general fund and investment division proprietary 
funds. General fund decreases 1. 9 percent. The proprietary fund increases 13.4 
percent. 

The following table compares fiscal 1986 actual expenditures and funding to 
appropriations as anticipated by t.he 1985 legislature. 

,.'r'" . 

Table 16 
Comparison of the Appropriation to Actual Expenses - Fiscal 1986 

F.T.E. 

Personal Service 
Operating Expense 
Equipment 

Total Expenditures 

General· Fund 
Proprietary Funds 

Total Funds 

~eK~~t~ t.l!!~ 

15.00 

$379,513 
85,746 

___ ~J]~~ 

~~§§!2§~ 

$440,156 
__ ~J.J~.2_~ 

$1Q6~Q6~ _.- ------_. 

Actual -"---

14.75 

$373,003 
58,434 

___ ~-L638 

~~~h2!~ 

$413,184 
___ 71..1§9~ 

Difference 

0.25 

$ 6,510 
27,312 
~_ill. 

~~!!221= 

$26,972 
35 --- ._- ----

------ ---.. --------------- -----------------------

Fiscal 1986 expenditures were $27,007 less than the appropriation. Personal 
services were $6,510 less than appropriated primarily due to an accounting tech II 
position, originally budgeted at 1.0 FTE, being reduced to 0.75 FTE via a program 
transfer, and the remaining 0.75 FTE being filled only one-half the time. 

Operating expenses were $27,312 less than appropriated with the greatest sav­
ings coming in audit fees. The agency spent only $12,567 of a $36,800 audit appro-
priation. ... 
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Equipment t'xpenditures exceeded the fiscal 1986 appropriation by $6,815 due to 
the agency pnrchasing a personal computer and related software not specifically 

f authorized by tllf' l€'gislature. 

§_u~rr~I1~LI.~v~l~_AdjustI1!~llt~ 

The current level budget applies a four percent vacancy savings factor to per­
sonal services for 14.5 FTE. Legislative Auditor fees of $9,428 are included in fiscal 
1988 only. Insurance fees paid to the department's tort claims division increase 
$3,729 hecause the vault insurance policy is now paid annually, rather than on a 
three~ year contract which was last paid in fiscal 1985. Additional fees for computer 
chArges, totaling $1,560 each year, were added to the current level budget. 

F.T.E. 

Personal Service 
Operating Expense 

Equipment 

Total Operating Costs 

Non-Operating Costs 

Total EYr~nditures 

Fund Sources 

Proprietary Funds 

BOARD OF INVESTMENTS 

Actual Appropriated - - Current 

Fiscal Fiscal Fiscal 

1986 1987 19~~ 

19.00 18.50 16.00 

$526,145 $552,477 $522,289 

Zln.475 217,872 301.530 

3.575 _:!,200 3,500 - .. --- ---- ----

$813.195 $777.549 $827,319 

---!-'P~~ -0- __ ~?!_~J..Q. 

$820,216 $777,549 $836,509 

======== -------- ======== --------

$836.509 ======== 

Level - - % Change 
Fiscal 1987-89 

1989 Biennium 

.t" . 

16.00 (2.50 ) 

$522,307 (3.2) 

227,363 5.5 

-0- .!..~Z:M ---

$749,670 ( 0.91 

_~.924 86.8 

$753,594 (0.5) 

======== ------

(0.51 

The Board of Investments has the authority to invest state funds in accordance 
with Article VII, Section 13 of the Montana Constitution and Section 17-6-201, MCA. 
The investment staff initiates the investment process for board approval and accounts 
for those investments. 

The current level budget provides a 0.4 percent decrease from the 1987 biennium 
to the 1989 biennium. Full~time equivalent positions decrease by 2.5 FTE. Personal 
services decreases 3.2 percent while operating expenditures are budgeted to increase 
5.5 percent. The relatively large operating expense increase is due primarily to 
fiscal 1988 audit costs being $42,500 higher than the fiscal 1986 audit expenditure. 
Equipment expenditures decrease 67.5 percent. Non-operating costs include lease 
purchase payments for the board's telephone system and computer equipment. This 
program is funded from investment earnings. 
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---------- ~----------------

GOVERNOR ELECT 
------------------

Actual Appropriated 
Fi!'lcal Fiscal 

~udget Item 1986 1987 

F .T.E. 0.00 0.00 

Operating Expenses $-0- $-0-
---- ----

General Fund $-0- $-0-

- - Current Level - - % Change 
Fiscal Fiscal 1987-89 

1988 1989 Biennium 

0.00 0.00 0.00 

$-0- $25,000 
---- ::=:==== ----

$-0- $25,000 
::::::::::: 

Section 2-15-221, MCA provides that the Department of Administration shall 
provide the governor-elect and his necessary staff with suitable office space in the 
Capitol Building together with operating expenses for the period between the general 
election and the inauguration. The current level budget provides $25,000 hi fiscal 
1989 for this purpose. 

F.T.E. 

Personal Service 
Operating Expense 

Equipment 

Total Exp~nditures 

FUfld Sources -- .- .. - - ---_ ... -

General Fund 

ACCOUNTING DIVISION 

Actual Appropriated - - Current 

Fiscal Fiscal Fiscal 

1986 1987 1988 ------

12.25 lZ.2S 12.00 

$316,110 $319,516 $323,583 

499,650 489,018 478,141 

__ 1£~9~~ -0- -0---- ----~,-

$828,742 ~~~~~~~~ ~~~~~~~~ ===':==== 

$808,534 $801,724 
::::::::::::::::::::::::: ======== 

Level % Change 

Fiscal 1987-89 

1989 Biennium -----

12.00 (0.251 

$323,562 1.8 

449,808 (6.1 I 

-0- (100.0 I ------- _._---

$773,370 ( 3.81 
=::::::::::::::::::::: ::::::::::=::= 

( 3.81 ======= 

The Accounting Division operates the Statewide Budgeting and Accounting Sys­
tem (SBAS) and is responsible for processing and recording the state's financial 
transactions. The division also maintains the Property Accountability Management 
System which is the state's primary fixed asset accounting system. An annual finan­
cial report of all the state's financial activity is prepared after the close of each fiscal 
year by the division. 

.. 

The current level budget provides a 3.8 percent decrease from the 1987 biennium .... 
to the 1989 biennium. Personal services increases 1. 8 percent because the fiscal 1986 
appropriation was underspent by $2,970, the fiscal 1987 appropriated amount reflects 
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The foUowin.s!'" table compares fiscal 1986 actual expenditures and funding to 
appropriations (1,:;mticipated by the 1985 legislature. 

Table 1 
Comparison of the Appropriation to Actual Expenses - Fiscal 1986 

F.T.E. 

Personal Service 
Operating Expense 
Equipment 

Total Expenditures 

General Fund 
Proprietary Funds 

Total Funds 

k~g~~J~tl.!r~ 

8.00 

$269,371 
26,103 

-0-

$2~~ ... 414 --.------

$253,422 
._~2JQ!?~ 

$2~~ ... H4 --------

Actual ----

8.00 

$260,518 
23,037 

. ___ J:_L_~81 

~~~~~Hg 

$253,155 
_.1JJ!81: 

~~~~~Hg 

Difference 

0.00 

$ 8,853 
3,066 

---'-!l, 581 ) 

$ ____ ~~S_ 
---------

$ ,,·267 
__ -:71 

~====~~~= 

Fiscal 1986 actual expenditures were $338 less than authorized by the leg;islature. 
Personal services was $8,853 less than authorized due to 1.0 FTE working three­
fourth time in fiscal 1986. This savings in personal services, together with a 
cumulative $3,066 savings in supplies, travel, repair, and other expenses, funded the 
purchase of office equipment and a personal computer and related software not re­
quested by the agency nor authorized by the 1985 legislature. 

The current lev~l budget includes adjustments totaling $2,156 for increases in 
insurance costs, ('omputer communication charges, and maintenance contracts. 
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gether in the sam0 building, the information indicated there were two buildings which 
contained suffici0nt space to accommodate this space requirement. 

!~~JJ~ 2_~ __ ~J!Q{]~J2 J:HE LEG~m..ATJL~F; INCLUDE THE VAQAtlT _SPACE 1~ __ 1'HE 
_GA~CULATI9J'{ OIIt~N"~A1 __ RA1'E_~~_~~_~~_~D_STAJ'1l __ A.9~NQJ~~Z 

Qp~Jo_IJ:_.t\: Change the rent calculation methodology to include vacant space in 
total square footage for a general fund savings of $142,684. 

Option __ B: Maintain the status quo. 

----- --------_._-_._---------------------------
PURCHASING DIVISION - - PURCHASING PROGRAM 

F.T.E. 

Persona 1 5erv ice 

Operating Expense 
Equipmen t: 

Total Expenditures 

Fund Sources ----- _._----

General Fund 

Actual 

Fiscal 

1986 

16.25 

$409,059 

83,677 

__ 2!..Q.81 

$494,818 ======== 

$494,818 ======== 

Appropriated 

Fiscal 

1987 --_._-

15.50 

$356,976 

98,980 

850 

~~~~~~~~ 

- - Current Level - -
Fiscal Fiscal 

1988 1989 

15.00 15.00 

$373,342 $372,902 

89,127 89,931 

-0- -0------- ----

~~~~~~~~ ~~~~~~~~ 

$462,469 $462,833 
======== ======== 

% Change 
1987-89 

Biennium ----

(0.501 

.. '" . 

( 2.61 

(2.01 

(100.01 

(2.31 
======= 

(2.31 
======= 

The Purchasing Division includes the Purchasing Bureau and the Property and 
Supply Bureau. Each bureau is presented separately in the Budget Analysis. 

The Purchasing Bureau investigates possible sources for products, determines 
alternate product possibilities, prepares specifications, and enforces the terms and 
conditions outlined in purchase orders issued. The bureau ensures compliance with 
purchasing law and rule for agencies with delegated purchasing authority and pro­
vides technical assistance on agency purchases. 

The current level budget results in a 2.3 percent decrease from the 1987 
biennium to the 1989 biennium. A 0.5 FTE management analyst deleted by the agency 
to address the fiscal 1987 reductions was also deleted from current level in the 1989 
biennium. Personal services decrease 2.6 percent and operating expenses decrease 2 
percent. The purchasing bureau is funded from the general fund. 

fj:!)~IlJ.J~J~ft: __ C01ll.P!lri~on __ Q_LA~tu~L_E~~lJs~s to thJL~JmTI>l>.riat~Qn 

. The following table compares fiscal 1986 actual expenditures and funding to 
appropriations as anticipated by the 1985 legislature. 

A-2211 
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ISSUE 2; VACA~"rT SPACE 

In the 198) "ossion, the legislature did not include vacant office and warehouse 
space in the cC'lklllation of the rental rate per square foot assessed each state agency 
in the ~apitol complex. The rate proposed by OBPP also does not include vacant 
space in its caleuln tion. The rationale for this approach is that general services still 
has to provide some services to unoccupied space, such as heat; therefore, the cost 
of unoccupied space has to be borne by occupied space. 

There are two fiscal impacts resulting from this method of calculating the rental 
rate. These are discussed in this issue. 

The first impact is that the rate per square foot assessed state agencies increas­
es when vacant space is not included. This is a function of the formula; Total 
Costs ! Square Footage = Rate Per Square Foot. 

Assuming total costs remain the same, increasing the square footage will reduce 
the calculated rate and the total general fund used to fund the estimated costs. Con­
versely, decreasing the square footage will increase the calculated rate and the total 
general fund used to fund the estimated costs. The fiscal impact in the 1989 
biennium of not including the vacant space in the square footage is shown below in 
Table 11. Ji'" 

Table 11 
Rate and General Fund Change Resulting from Vacant Space 

Inclusion/Exclusion in Rate Calculation 
1989 Biennium* 

._--_._---------_._-----------------------------

Fiscal 1988 Rate 
Fiscal 1989 Rate 

General Fund Impact to LF A 
Current Level Budget 

Vacant 
~~l!ce_.J:ncI1lged 

$2.59 
$2.67 

Vacant 
Space Excluded 

$2.79 
$2.89 

*Rate and general funci impact calculated with LFA current level budget. 

---::---=--=---=~==--==--=-==================================== 
The second impact is that the department of administration has no incentive' to 

fill the vacant space because all costs of vacant space are recovered through the rate 
assessed state agencies. The cost of this lost incentive appears in higher rent paid 
to private owner"s. 

For example, in the 1987 biennium Information Services Division moved its data 
entry personnel into private space owned by the Teacher's Retirement System. The 
rental rate in this space is $7.00 per square foot and the space occupied is 2,285 
square feet. The additional cost to the state in the 1989 biennium will be $17,891 
using OBPP rates. The department of administration -provided information during the 
budget development process which indicates there is 25,120 square feet of vacant '" 
office space within the capitol complex. Although not all this space is grouped to-
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Table 13 
Camp;) rison of the Appropriation to Actual Expenses - Fiscal 1986 

F.T.E. 

Personal Service 
Operating Expense 
Equipment 

Total Exp. and Gen. Fund 

J..~gi~J~tt!r~ 

16.50 

$396,736 
112,645 

850 
.. _--------

$lHQ.L~~l --------

Actual Difference 
---~--- ---~---

16.25 0.25 

$409,059 $(12,323) 
83,677 28,968 

___ ~,08~ __ LL232) 

$4~4.L~US ~=H~~H= --------

The fiseal 1986 expen<li t.ures were $15,413 less than the appropriation. Personal 
services expenditures were $12,323 more than appropriated, due primarily to position 
upgrades. Operating expenditures were $28,968 less than appropriated with the major 
cost savings in contracted secretarial services, computer processing and system 
development fees, microfilm services, and education and training fees. Supplies and 
communication expenses were less than anticipated while travel and repair costs were 
higher than expected. 

y~.r:.r~!!!_~~y.~lAdiu§t~el!ts. 

The current level budget allowed the following major adjustments: (1) $178 
each year for increased insurance costs; (2) $1,485 each year for increased 
maintenance costs on computer equipment; and (3) $2,400 in fiscal 1988 and $2,640 in 
fiscal 1989 for office automation subscription fees, a new fee assessed by the 
-Information Services Division for agencies which have personal computers. The fee 
will be used to support the Information Center in the Information Services Division. 

-_._---_._-_._._--------------------------
PURCHASING DIVISION - - PROPERTY AND SUPPLY BUREAU 

-------.---- -- ----------

F .T.E. 

Personal Service 

Operating Expense 

Equipment 

Total Expenditures 

Proprietary Funds 

Actual 

Fiscal 
1986 

16.00 

$ 343,8{l8 

2,315,468 

8~,~~~ 

~~~;~~~;~~ 

Appropriated 

Fiscal 

1987 _._-_._-- ----

16.00 

$ 378,202 

2,998,961 

__ 6~,_000 

$3,437,163 
========== 

A-22S 

- - CUrrent Level - -
Fiscal Fiscal 

1988 1989 

16.00 16.00 

$ 364,150 $ 364,099 

2,529,601 2,523,713 

-0- -0--------... - -----

$2,893,751 ~~~~~;~~~~ :==:::::::: 

$2,893,751 $Z,887,812 
========== ========== 

% Change 

1987-89 

Biennium ----

0.00 

0.9 

(4.9) 

(100.01 

16.51 
======= 

16.51 
======= 
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The Property and Supply Bureau provides centralized purchasing and distribu­
tion of office ann janitorial supplies for state agencies. The bureau is responsible for 

; the Surplus Propprty Program which disposes of property no longer needed by an 
agency. 

The current level budget provides a 6.5 percent decrease from the 1987 biennium 
to the 1989 hiennium. Personal services increase 0.9 percent while operating 
expenditures are hudgeted to decrease 4.9 percent. 

The Property and Supply Bureau is funded from proprietary funds. 

fi~_~~L19~_~ ~_g~)J;~p~_r!~_~n _Qf_~ctual EXjJ_~l!~es to the A~p_~~~tiation 

The following table compares fiscal 1986 actual expenditures and funding to 
appropriations as antiCipated by the 1985 legislature. 

Table 14 
Comparison of the Appropriation to Actual Expenses - Fiscal 1986 

Jtl!gEe_t_J!~m 1egili!~t~~~ Actual pin(U'~nc~ --_ .. -.---. 

F.T.E. 16.00 16.00 0.00 

Personal Service $ 361,467 $ 3.43,848 $ 17,619 
Operating Expense 3,145,161 2,315,468 829,693 
Equipment -----~-~.I~QQ _ ... _~~J~~~ -.l!~JJ~~J 

Total Exp. and Funding ~~!~~~!~~~ $2~H4£78~ ~~g~!~~~= ----------

The fiscal 1986 expenditures were $803,843 less than the appropriation. The 
agency expended $17,619 less for personal services than budgeted. This was caused 
by two position downgrades and vacancy savings. Operating expenses were $829,693 
less than budget.ed with the difference occurring primarily in goods for resale. The 
agency was budgeted $50,000 in fiscal 1986 to purchase a truck as requested by the 
agency because its vehicle was claimed by the agency to be unsafe. The agency 
actually expended $85,469 on computer and office equipment. The agency spent 
$4,500 to repair its truck and continues to use the vehicle for its operation. 

_~~IT_~n_~_ ~~yel Adjus_~n:t~J} ts 

The current level budget reduces a 1.0 FTE warehouse worker from the originltl 
appropriation of 17.0 FTE as the agency had deleted this position in fiscal 1987 to 
compensate for fiscal 1987 reductions. 

Operating expense increases were provided for higher insurance costs, payroll 
service fees, utility expenses for heating a building used for surplus sales, and 
computer maintenance costs. In addition, the cost of hooking-up one personal 
computer to the mainframe in order to utilize the state mainframe network system was 

... 

, added to base year expenditures. The current level budget allows for 10 percent "­
growth in goods for resale. The agency withdrew its request for equipment. 
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FY '88-89 BUDGET OVERVIEW 

INTRODUCTION 

I. Mission and Goals of the Department 

II. Size of Department 

A) Number o~ Divisions (handout organization chart) 

B) Budget 
1) Total 
2) General Fund 

C) FTE's (handout) 

D) Comparison with Other Agencies 
j.~' . 

III. Comparison of General Funded Activities and Proprietary 
Funded Acti~ities (handout) 

A) Proprietary Accounts are Demand Sensitive 

B) Spending Authority and FTE's Fluctuate as Demand 
Changes 

C) Spending Authority is Used Only' if Other Agencies 
Demand Service 

IV. Reorganization 

V. Cuts 

A) Dollars and FTE 

B) Office Automation 

C) Rate Reductions 

VI. Modi':ieds 

VII. Department Hiqhlights 

A) 9-1-1 Program 

B) Telecommunications Project 

C) Executive Budget Typeset 

D) Treasury Window 

E) Social Security 



The purpose of m:' talk is to acquaint the Coinmi ttee with the 

Departr.1en': and to ans';ver any general questions you might have. 

Our division acministrators will make presentations on each of 

their budgets and they will be prepared to answer specific 

questions. Each administration has handouts which show the 

difference between the Executive and LFA Budgets. I vlOuld like 

to discuss the Department's mission and goals, and to highlight 

the changes made in the Department since the Legislature last 

met. 

Department Goals and Mission 

The Department's primary function is to provide services ~to .. ~. -

the state's other departments. This function is central to each 

of the divisions in the Department. For example: 

Accounting Division operates th0 state's Statewide Budget-

ing & Accounting system. 

Archi tecture & Engineering Division provides design and 

architectural services so that agencies I capital 

construction programs can be implemented. 

Centralized Services Division provides treasury services 

for state agencies. 

Information Services Division maintains 36 buildings in the 

capitol area and also distributes mail to state 

agencies. 

Tort Claims Division defends state agencies in tort 2ctions 

and insures state assets. 

Personnel Divi.!';ion assists agencies vTi th labor relations, 

training, and pay and henefit administration. 

- 2 -



Publ~cation and Graphics provides printing and typesetting 

services to state agencies. 

Purchasing Division consolidates and groups agencies' 

purchases to achieve lower per unit costs • 

. Teachers' Retirement Division and Public Employees' Retire­

ment Division administer retirement benefits for our 

employees. 

Investment Division invests .'all state funds. 

The Department1s mission is made complex in two respects. 

First l most of the services performed by the Department can be 

lli-:dertaken at the agency level. For example, although maj or 

purchases are completed through the Purchasing Division, agencies 

can make small dollar purchases \vithout the Purchasing Division's 

i:-',·olvement. Similarly, although the Information Servtces 

Division operates the mainframe computer, a good deal of data 

processing is unique to a particular agency and does not involve 

the De~artr-ent of Administration. It is often difficult to tell 

where these sArvices should be performed. Often economics of 

scale dictate that the function be done in the Department of 

Adr:1.i:1ist~i1 tion. Sonetirnes, agencies' need dictate that the 

~e=vices be done on an agency by agency basis. 

The .')eoartnent I s role is also made more complex by virtue 

:J= the fa'~::t ~~at ~.a:1~~ of the servic~s it pro'vi.~.es can also be 

prcvided by tte frivate sector. Departmental sel",.rices including 

typesetti.ng and printing, purchC'.sing and warehousing of' o~:ice 

supplies and telecommunications can be provided to state agencies 

by the private sector as well. We look to the Legislature each 
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bienniur:1 to ?rovide guidelines which determine the Department I s 

service ~ole vis-a-vis other state agencies and the private 

sector. 

Denart...rnent ~ize 

As an orientation to the Department, it is helpful to 

qualify the size of the Department using some different criteria. 

I} Di visions - The DepartMent consints of 14 divisions, 

four of which are attached to the Department for 

administrative purposes only. 

2) Budget - The total departmental budget requested for 

'88 and '89 is about 36 million a year. Of that 
lor'- • 

request, approximately $4 million is for general funds. 

3} FTBs - The executi'le budget requests 382 FTE for FY 

1988 and 385 FTE for FY 1989. General Fund FTE for 

FY '88 is 84.875 and '89 is 84.375. 

Director's Office .. 6.625 

Accounting Division . · 12.5 

Purchasing .•.... · 17 

General Servi.ces ... 2 

Centralized Service . · 15 

Personnel . · 34.75 

State Tax Appeal Board. 5.S 

This reduction continues a trend of the 1~3t few vear3. :n 

';:'V '82. -t=or .2xample, the Departf'1.ent had 136.7 general fund PTE's. 

In Fyt 83, that =igure was reduced to 131.45 PTE's. 
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1:1 '3'::-"_"a.::-'" the Department is neither the largest nor the 

smallest i~ state government. When measured by budgetary author-

ity, the ue?artnent is about 16% the size of Highways, but almost 

twice as large as the Department of State Lands. IV'hen measured 

by PTE's, the Department of Administration is approximately 

one-ha!~ the size of the Department of Revenue, but is four and 

one-half tines as large as the Department of Agriculture. 

General Fund & Proprietarv Funds 

I indicated earlier that the Department provides services 

to other sta~e agencies. For most of these services, the Depart-

ment charges a fee very similar to a private business. For 

example, ",hen state aaencies order a publication printed, the 

Department bills the requesting agency. Proprietary activities, 

vhich used to be called revolving funds, comprise the bulk of the 

Department's budget approximately 88%. As such, the burtgeting 

o! these activities is important to us. 

!.. Hant to leave the Committee with a few observations about 

t~e Department' s proprietary activities v;hich I believe will be 

help~ul in your budgetary review. 

First, our propri~tary activities are demand sensi~i~e. 

The resbu~ces required by those activities are determined bv the 

serT!ice dc;~a::.ds of other cus tomer agenc ies. For e:~ample, 

agencies' ~e~and for data processing services increases, the 

spenrting auttority of the central computer operation will need to 

i~crease to rneetthat demand. 

Seco!1d, ?roprietar:' accounts do not e;:pend qel"'.eral fund 

monies. Ins tead, they bill user agenc iGS and generate reve:1ue 
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that wa:'. ~evertheless, it is true that manv of our customers 

pay thei.r bills with general fund monies. We estimate that an 

average of 43% of proprietary fund revenue comes from general 

fund agencies. 

Finally, in budgeting proprietary accounts, you are estab-

lishing spending authority limits for that activity. You are not 

giving that agency cash resources. Instead, they must earn the 

money they spend. 

Reoraanization 
« 

Only one reorganization affecting the Department is being 

proposed this year. ~'7e propose moving the Tramt-lay Inspection .. ~. 

Program to the Business Regulation Division in the Department of 

Commerce. 

The goal of this program (safety inspection and regulation 
, 

of ski lifts) parallels one of the goals of the Department of 

Co~~~erce - business regulation. The budget for this program has 

been included in the Department of Commerce and will be con-

sidered by Representative Svift's Natura.l Resources Committee. 

Cuts 

The Department has participated in the Governor's three 

across-the-2card cuts this biennium, absorbing the unfunded pay 

plan for ?Y '87 without any additional funding. These cuts 

resul ted in 2 ~ 418,626 reduction in general funds as Hell as 

appro~i~ately $2.1 million in proprietary fund spending authority 

reductions. 

Fourteen FTE's have been reduced from the Department's ba.se 

as a result of these cuts. He were able to achieve these re-
r' 

ductions by eliminating vacant positions, transferring employees 
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withi~ -~~ Department and in some cases, working reduced hours. 

In each 22se, I have reviewed the cuts proposed by the divisions 

to assure that Assentia1 services would continue. 

At the same time that we have reduced jobs in the Depart-

rner.t, I have stressed office automation as a means of increasing 

e~ployee productivity. Personal computers are becoming as 

essential as the telephone to the workplace. Advantages include 

reduced keying of documents as workers learn to compose on their 

PC·s. And "telephone tag" is reduced. 

~'lanv of the De;>artment' s proprietary rates were reduced 

during tte current biennium partially to offset the impacts of 
,r' -

these across-the-board budget cuts. For example: 

although the G~neral Services Division was authorized 

53.l0/sq. ft. maintpnance fee in FY '87, we are only 

charging $2.92. Services have been reduced, however. h'e 

are no longer provicting the services agencies once expected 

for :f:ree: 

- te!eccrr.munications rates ,Jere reduced 4 - 7%; 

- computer processing rates decreased over 9% in FY '87. E'or 

the first time, we are projecting a negative inflation rate 

for computer processing for a coming biennium; 

unzcrtunately, not all rates decreased. The insurance 

prer.iums the Department bills to other state agencies were 

not reduced this biennium. lmd\1e are recorm:!ending a .~ 5 ~ 

incr~~se in rates for the coming biennium. 
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Hodifieds 

Let 2e briefly outline the modifieds proposed in the 

Executive Budget: 

ISD - additional growth in the use of the central computer 

necessi tates expenditures designed to increase the capacity of 

the existing hard\'1are. We are requesting about $500,000 per year 

for this growth. We project 18% grm"th in mainframe processing 

this coming biennium. The week of January 4 was the busiest ever 

for the mainframe. 

Central Mail - We have requested two FTE and approximately 

$400,000 in proprietary spending authority each year to assume ,,:-' . 

mail responsibilities for some agencies. Central Mail is a cost 

effective program and as agencies have looked at ways of saving 

mo~ey, they have turned to Central Mail. This modified "pays for 

itself" and should be approved. 

PERD - We are proposing a o~e time $50,000 expenditure in 

PERD to rewrite contributions and refund software for PERS. The 

r~l~7ri te Hill allm·, more timely in forma tion for the 26,000 . active 

l!'.ember accounts tracked on the system and it vTi11 cut the time 

necessary to process refunds of terminating members I contri·-

butions from 30 days to 15 days. 

Development Similarly to last biennium, are 

reques't :":-:g: l2 5, COO in propl ~.etary spending authOri t:r for con-

tracting ~or systems development work. We have found this to be 

a SllCC8SS:U 1~pproach this biennium and we ask you to continue 

it. Rather than hiring staff for workload ppaks, we have CCJ"1-

,:ractec1 'vi t~ programmers for the \·lOrk. 

- 8 -



Telephone Equipment Maintenance. We are requesting approx-

irnately $400,000 each year to centralize the costs o~ telephone 

equipment ~aintenance. These costs are being incurred now by 

agencies. Approval of this modified will allow us to aggregate 

equipment maintenance and save money by purchasing one mainte-

~ance contract instead of several. 

Decartrnent Highlights 

I want to leave the committee with a brief status report on 

some of the projects in the Department that you will probably be 

i:lte!'ested in. 

- Last session this Committee authorized the Department to 
.. or- -

spend ~200,OOO to hire a consultant to recommend imorove-

rnents to the state's telephone neblOrk. Representative 

Quilici c~aired the Telecommunications Advisory Comn~ttee 

which oversa~'l that project. I am happy to report back to 

this Committee that that investment will allmv us to save 

$291,000 during the coming biennium for telephone 

services. This project will result in at least $6 

million of savings during the next ten years at the same 

time that higher quality voice and data circuits are 

provided to agencies. 

The 9-1-1 program authorized hy the last session is 

proceeding smoothly. For the first time, your Jar.uClry 

phone bill will reflect the ~5 cent fee 'ivhic:c supports 

t:-r,= program. A program manaqer has hcen hired, an 

advisory counc i 1 created and rules vlri tten. \'ie are a'ivare 

of several communi ties already 'ivorking on their plans. 
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- The Treasury window in the Mitchell Building is no longer 

o~en for employees' personal business. The cumulative 

1 'J % cuts prompted a revieH of the necessity for this 

service. Closing the window allowed a, 1/ <1 FTE reduction 

in the Treasury Bureau. 

- Beginning January 1, Congress determined that all politi-

cal subdivisions would remit social security payments 

directly to the federal government. Until now, political 

subdivisions sent their payments to the state and the 

state forwarded those payments (approximately SIlO 

million per year) to the Internal Revenue Service. Our 

budget will re~lect a phase out of this program. We are 

also providing training seminars at five locations around 

the state to assist cities, counties and school districts 

" with the transition. 

- You may have noticed that the Executive Budget looked 

di£~erent this year. The budget was typeset before being 

printed. The result is a shorter, more readable document 

at less cost. I belie'le more state agencies rtlill be 

taking advantage of this service in the ~ -I-ru ... ure. 

One final note, in comparing the LFA and OBPP budgets, we 

have discovered that the cost of capitol grounds maintenance has 

:::ee:1 bucC]eted under di fferent line i terns. LE'A has this cost 

u:!cer "rent inflation" and OBPP has under "repairs Rnd 

.~aintenance. " Similiarly, the General Services maintenance fee 

:'s budgeted in "rent inflation" by the LFA and under "rent" by 

- 10 -



OBPP. The. fiqure.s agree and I do not anticipate a problem. 

However, if the Committee decides to reduce the inflation 

factors, I ask that these costs be treated separately. 

Accounting Division Budget Modification 

We will be asking the committee to consider a request for one 
budget modification that was submitted to the Governor's Office 
too late to be included in the Executive Budget book. If funded, 

'this modification to the Accounting Division's budget will allow 
us to contract with an outside consulting firm on a contingent 
fee basis for help in preparing the State's Indirect Cost 
Allocation Plan. The cost allocation plan is used by agencie~ 
in their negotiations with the Federal government and allows the 
General Fund to recover some of the Costs it incurs solely 
because of federally funded programs. By hiring an outside firm 
experienced in preparing indirect cost plans we can increase the 
General Fund's recoveries of these costs, and by hiring them on 
a contingent fee basis we can guarantee this increase in General 
Fund recoveries will more than cover the cost of their services. 
Kathy Fabiano will provide more information about this 
modification request in her presentation of the Accounting 
Division's budget. 

- 11 -
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, ... EXHI81T_ 1 
DATE ]-tLIZ 
HB _______ _ 

A proprietarv fund is a term used to describe an accountin~ entitv in govern­
mental operations which charges intergovernmental or intra-governmental users 
for services or products. 

With recent Accounting pronouncements. the, tem "revolving fund" has 1:JecoTl'e 
obsolete. The new terminology incorporates general business references and 
titles these operations as proprietary funds. 

Propri~tarv funds are divided into two groups. enterprise ~unds and internal 
ser'!ice funds. 

Enterprise funds represent governmental business operations which. for a fee. 
provide services to the general public. The Department of Administration only 
has one enterprise fund which is the State Employee Group Benefit Program. 

Internal service funds represent governmental business operations which. again 
for a fee, provide s~rvices or products to other internal governmental units. 
Examples include Central Stores, In formation Services, and Publications & 
Graphics. 

..-:'- . 

As a proprietar'! fund, oper;ltions are conducted in il M<lnner similar to -3 

private business concern: 

1. A person desires to purchase the product or service offered by the 
business entity. 

2. The business entity incurs costs to provide the service and ch~rges 

the person an amount of money to recover the cost of services. 

3. Costs of the business operations can be identified as fix3d, vari­
able, and semi-variable. 

A) Fixed costs are defined as those costs which will be incurred 
if not one dollar o!revenue is generated 
constant throughout a hudgetary period. 
costs 'include depreciation and immrance. 

and tend to remain 
Examples of fixed 

J) ~:ariable costs are defined as thosE' costs which go u? or do',m 
,'13 ~emand for services increase and decrease. FX.:lmples of 
variable costs include inventory. 8upplies, repairs and rnainte­
nancp.. 

n Se:'1i-'!~ri:1hl<?' costs have .~lcl"!ents o~ hClth fix~d 'i~1d 'TAri2hle 
costs and many expenses such ~s utilities. salaries. anrl 
pens!nns are ~~~.:1mples. Th~ fb:t~cI porti.on of these e~:pe"QP's 

equate to the minimum cost. needed to opArate at Minimum level. 
Th.:! \';Hiab Ie pore ion occurs when v61ul:le increases. An exa!'lj) le 
of semi=variable cost calculation is: 

Production of one unit of service. the m~nlmU[l1 level of 
operation, requires one square foot of snace. The cost of onp 
'square foot of space is ."1 fixeri cost. To rise abo'.'e the 



mlnlmum level and produce two units of service. the enterprise 
needs anotrer square foot of snace. The addition~l cost of 0n~ 
square foot is variable, or as production rises over the strtte 
~inimum so do costs. 

The basic difference between a governmental enterprise and private enterprise 
occurs only in the budgetary arena. All other aspects, such as accounting, 
cash Elm." depreciation, debt service, profitability and financial viability, 
are the same. 

An enterprise operation is dynamic in that it must continually recycle its 
financial resources into further production of services or products. Histor~ 
icallv, proprietary accounts have been budgeted and appropriated in an amount 
expected to meet· the demands for their products or services • Occasionally, 
however, demand is greater or not as much as was originally anticipated. If 
demand fa1ls short, expenditure also fall short of the appropriation. If 
demand ~xceeds expectations, expenditures typically exceed the appropriation. 
Reto~nizing this relationship ~etween demand and expenditures, statute ~llows 
for budget amendments for prcc~ietary accounts. 

The following divisions have proprietarY funds: 

- Publications & Graphics 
- Information Services (2 funds) 

1) Central data processing 
2) Telecommunications 

- General Services (2 funds). 
1) Rent and Maintenance 
2) Mail and Distribution 

- Purchasing (2 funds) 
1) Central Stores 
~) Surplus Property 

- Investnents 
- Personnel (3 funds) 

l) ~r;Jtning 

~) Graue lenefit Pro~rRm 
3) Group Eenefit Claims 

- Tnsur~nce & Legal (8 funds related to insur~nce liahilities) 

,.-r' . 
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CENTRAL SERVICES DIVISION 

DEPARTMENT OF ADMINISTRATION 

The Central Services Division has a total staff of 14.5 
employees. The division performs three main functions: 
central services, treasury, and personnel. 

First, the centralized services function provides accounting 
and budgeting services for all divisions of the department. 
Briefly, these services include: 

Monitor, analyze and coordinate preparation of the 
department's biennium budget, and fiscal notes. 

Liaison with the Office of Budget and Program Planning, r 

Legislative Fiscal Analyst, and Legislative Auditor 
on financial decisions and operating policies relating 
to the department. 

Payment of claims for general fund divisions. 
aration of dept's payroll and insurance. 

Prep- _ 

Responsibility for recording all fixed assets of the 
dept. on the ~tate's accounting system. 

The Central Service'S function is staffed by 5.5 employee$. 

The second function is the treasury bureau. This is the state's 
central bank and is the custodian of all monies and securities 
of the state. The bureau's main objectives are: 

To receive and account for all Money deposited by state 
agerlc i es. 

Redeem all state warrants oresented for payment by the 
state's concentration bank. 

Custodian for securities and certain deposits held in 
t ~~ust. 

- Coordinate collateral and bond redemption activities 
fl::.t~ the state. 

- Monitor the records of accounts for all approved 
financial depositories throughout the state. 

The bureau is staffed by 7 employees. 

1 
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CENTRAL SERVICES 

HB ______ _ --
BUDGET DIFFERENCES 

SALARIES 

OBPP recommendation includes health insurance for all FTE. LFA 
recommendation is short by $690 a year. 

CONTRACTED SERVICES 

OBPP recommendation includes $567 in '89 only to handle increased 
costs of photocopies for the legislative session. The LFA 
recommendation does not include this cost. 

SUPPLIES 

OBPP recommendation reflects $600 reduction made to comply wath 
executive budget cuts. The LFA recommendation does not make this 
reduction. 

CSerDiff.KM 
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QUESTIONS AND ANSWERS RELATED TO THE 

DEPART:,lE~T OF ADMINISTRATION CENTRALIZED SERVICES DIVISION 
PERSONNEL OFFICE 

Q: Why does the department need a personnel office? 

A: The Department of Administration (DOA) maintains a 2 FTE payroll/ 
personnel office in the Centralized Services Division. Its primary 
purposes are to insure the timely processing of payroll for the DOA and 
the Governor's Office, and to minimize legal liability stemrriing from 
failure to follow federal and state laws, rules and regulations. 
Wrongful discharge cases, for example, can easily cost $100,000 or more 
if improperly handled. The office also provides personnel services to 
the Office of the Governor. In all, the office coordinates activities 
under seven different union agreements, and nine other separate sets of 
personnel rules used by the DOA, the Governor's Office and the "attached 
to" agencies the office serves. 

Q: What is the relationship of DOA personnel to the State Personnel 
Division? 

.. ~ .. 
A: The relationship of the personnel office to the State Personnel 
Division is the same as the relationship between the central Accounting 
Division and agency accountants, the OBPP and agency budget officers, and 
the central office and plant management of most large private firms. The 
State Personnel Division advises agency personnel officers, Coordinates 
statewide policy and collective bargaining but does not become directly 

~involved inday-to-day personnel matters nor does it process payroll. ~ 

Q: Is the DOA personnel office over-staffed? 

A: The DOA personnel office is one of the more efficient in state 
government providing a wider range of services with fewer FTE. The 
personnel office serves 193.4 FTE per staff member co~pared with 
Highway's ratio of 105; Labor's, 132; Institution's, 42.5; Justice's, 
74.7; DNRC's, 135; Montana State Hospital's, 78; Land's, 146; and 
Revenue's, 186. (data as of 9/86) 

Q: What are the duties of the personnel office? 

A: Administers seven collective bargaining agreements, including 
representing DOA management at negotiations, coordinating management's 
response to grievances, investigating alleged violations, and 
recommending appropriate corrective action. 

Processes bi-weekly payroll and insurance forms for 400 DOA employees 
and 65 Governor's Office employees; resolves employee's insurance' and 
benefits problems; ensures compliance with the insurance related 
requirements of the federal Consolidated Omnibus Budget Reconciliation 
Act (COBRA) of 1986. Coordinates sick leave fund transactions. 



- Assists managers in the non-organized divisions with day-to-day 
.,employee problems that occur in their work units. Handles five - six 

disciplinary actions/informal grievances per month. Each action requires 
from four hours to several days of work to independently investigate the 
alleged violation and ensuring proper procedures are followed to avoid 
charges of discrimination, wrongful discharge, or unfair labor practices. 
(Since the establishment of the personnel office, the DOA has never been 
successfully challenged on a discipline action taken by management) . 

- Coordinates reduction-in-force actions between divisions to- avoid legal 
challenges or labor contract violations. 

- Designs or reviews all selection procedures used in the DOA, including 
the vacancy announcements, oral interview questions, performance tests, 
and application screening plans; participates as a selection board member 
in approximately 50 of the approximately 150 competitive hiring 
procedures that occur in the DOA in an average year. Conducts recruitment 
for vacant positions; coordinates responses to requests for information 
from applicants, screens applications for completeness, qualifications, 
and preference eligibility. 

- Reviews personnel actions for compliance with wage and hour, veteran's 
preference, immigration, discrimination and various state personnel laws, 
as well as compliance with rules promulgated by the federal government 
and the state personnel division; develop department policies and 
procedures to ensure effective and lawful implementation of the same. 

Monitors department position control system and 
expenditures, develops budget by position projections. 

personal services 

Q: Why does the DOA do payroll and personnel for the Governor's Office? 

A: An agreement was entered into beginning in FY85 when the Governor's 
Office eliminated two accounting tech positions. The DOA assumed the 
payroll and associated personnel responsibilities from the Governor IS 

Office in exchange for $1000 per year in operating expenses. No FTE were 
added or transferred to the DOA. The Governor's Office payroll/personnel 
responsibilities were assumed by the 2 FTE in the DOA personnel office. 
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STATE OF MONTANA 
DEPARTHENT OF ADMINISTRATION 

PERSONNEL DIVISION 

POSITION 
DESCRIPTION 

~ *** PART 1: To be completed by employee or supervisor*** 

.. Title Class Code Grade Pos.it 

l. Classi fica ti'Jn Current: ---. -- -.. 
Proposed: Personnel /u,f.,l:57 /2 Specialist /~~'C/3 .. ..:-" -

DeEartment Division 
2. Agency Administration Treasury/Central Services 

III 
Bureau Section Unit 

~. Address Citv 
He-Ierla 

Bldg. & st. Rm. No. 
107 

Bus. Telephone 
444-4612 Mitchell 

~ 4. Prepared by: x Employee Name of Employee: Barb Kain 
Supervisor/Management 

~ 5. Activity, function, product or service of the office or work unit. 

The Central Services Division directs and coordinates the functions 
of divisions engaged in providing central services to state govern-

.. ment, as well as for administrative purposes, including Office of the 
Governor. 

• 6. Duties and Res20nsibilities of Position: % 

.. 

.. 

Provide technical assistance and advice to administrators, super­
visors, employees, and the public, in areas relating to personnel. 

1. Recrui t~en t a.nd Selection 

A. 

B. 

~5" 
Determine most effective method/scope of recruitment 
advertising and make recommendation to hiring authority. 

Review of vacancy announcements, newspaper advertisements, 
application supplements for compliance with agency policy 
and good personnel practice. . , 

C. Act as liaison with Job Service Offices around state to 



~~swer questions related to job duties, qualifications and 
d??lication procedures. ~ 

D. Receive application materials on behalf of hiring authority. 
Review applications for preference eligibility and complete­

_ness; may srireen for qualifications. 

E. Represents department at Job Fairs or other specific 
recruitment outreach efforts to promote potential applicants 
information regarding opportunities and procedures. 

F. Analyze applicant characteristics using P/P/P system to 
determine need to modify recruitment technics. 

G. Counsel applicants looking for employment in the department 
and state government regarding opportunities and procedures. 

H. Enters applica~t information into P/p/P system. 

1. Assist supervisors in developing and administering s~lection 
devices, participates as interview panelist as requested. 

II. Classification/Pay Exceptions/Position Control 15% 

A. Counsel administrators, supervisors, or employees regarding ~ 
classification training assign~ents and pay exc2ption 
procedures. 

B. Con-duct classification audits/reviews and makes recom­
mendations on actions to Director and Personnel Division 
under classification delegation authority. 

C. Complete and process Position Detail forms, including 
calculating budget adjustments. 

D. Deve lop and maintain logg ing, and reporting sys tern for 
classification actions. 

E. Monit6r position control and make corrections. 

F. Acts as liaison with the Personnel Division and Budget 
Office regarding Position Control. 

G. Prepare statistical reports for Personnel Officer. 

H. Completes P/p/P budget documents to set up Personal Services 
budget. 



. ' •• 

III. Traini.:1g 10% .,. 

A. Monitor training needs for the Department by analyzing 
training needs assessment forms. 

B. Assist in development and administration of annual depart­
mental training plan. 

C. Provide information regarding training resources; inform 
department of training opportunities. 

D. Arrange, develop and/or conduct training classes as identi­
fied in needs assessment. 

E. Enrolls employees in training courses by contacting spon­
soring organization. 

F. Input information into P/P/P training system. 

IV. Affirmative Action/Equal Employment Opportunity 3% 

V. 

A. Provide information to hiring officials and inform them of 
AA commitments; encourage hiring of women, minorities and ... 
the handicapped. 

B. Reviews and updates, as necessary, the department's Affirma­
tive Action plan under general direction of Personnel 
Officer. 

Payroll 5% 

A. Administer delegation of payroll processing by divisions; 
provide training to divisions on payroll procedures and 
changes to procedures. 

B. Acts as liaison with Central Payroll. 

C. Keep payroll personnel informed of changes and problems by 
updating departmental payroll manual. 

D. Certify payroll documents. 

i 

VI. Benefits 12% 

A. Provide information regarding benefits to administrators, 
employees and payroll personnel. 

B. Keep payroll personnel informed of changes in benefits. 



, 

, 

C. Processes unemployment of Worker's Compensation Claims and 
employee reports. 

VII. Performance Appraisal 5% 

A. Monitor compliance with department performance appraisal 
policy regarding annual P.A.'s and informing agencies of 
late performance appraisals. 

B. Provide consultation regarding the writing of performance 
appraisal tasks and standards. 

V!II. Retord Keeping 2% 

A. 

B. 

Develop and implement department record keeping/filing and 
retention policy and procedures. 

Ensure compliance with laws related to employee confi­
dentiality and the public's right to know. 

..~. 

IX. Committee Service 3% 

X. 

A. Represent the department or the Personnel Office by partic­
ipating deliberations of the following committees: Person­
nelPolicy Network, ACCW, Training Network, and Incentive ~ 
Awards Committee. Serve on AD Hoc committees as assigned 
by Personnel Office. 

B. Support Department Incentive Awards Committee by distribu­
ting suggestions to appropriate divisions for revie~Y and 
comment. 

Policy Administration. 1.5% 

Advises departmental managers and employees on state and 
departmental policies in the areas of compensatory time and 
overtime leave administration, employee record keeping, pay 
exceptions, training assignments, salary administration, 
performance appraisal, education and training policies, 
recruitment and selection, and alternate work schedules. 
Monitors compliance with policies and advises affected 
persons as to necessary corrective actions. 

XI. Pa rtic ipa te s in collective bargaining negotiations for smaller --, 
units as a representative of Personnel Office/Director's Of:ice. 

XII. Assists managers/supervisors in the investigation and resolution 
of grievances. ~ 



-

XIII. Writes articles for department newsletter, edits weekly legisla-, 
~ tive .::-eview during legislative session. Serves as source for 

information related to legislative activity. 

XIV. Assist Personnel Officer in preparing surveys of employee ~. 
opinions on various topics, such as smoking, performance apprais­
al. 

7. Supervision Exercised: List the position number and title of positions 
directly supervised. 

Position No. Title position No.· Title 
None 

8 • Equipment or Machinery Used: Indicate the percent of total work time. 
Type % Type % 

Cannon CP 1000 Calculator 1% 
Copy Machine 2% 
Micro Fiche Reader 1% 
Telephone 10% 
IBM PC XT/3270 T~rminal 10% 

9. Personal Contacts: 

PROFESSIONAL - to provide information, to make arrangements, to gather 
information, to advise. DAILY 

MANAGEMENT - to provide information, to make arrangements, to gather 
information to advise. DAILY 

CLERICAL - to provide information, to gather information, 
to advise. DAILY 

OTHER PERSONNEL OFFICERS -" to provide information, to gather informa­
tion, to make arrangements, to advise. 
WEEKLY 

OTHER PAYROLL CLERKS IN OTHER DEPARTMENTS - to give assistance. 
MONTHLY 

PRIVATE BUSINESS - to provide information, to make arrangements, to 
gather information. WEEKLY 

10. Decisions and Commitments: Scope and Effect 
> 

Decisions are made interpreting personnel procedures and policies to 
administrators, supervisors, employees, and the public, by examining 
the facts surrounding the situation, weighing possible solutions and 
determining the appropriate action to be taken 

Improper decision making could cause personnel conflicts, strife and 
poor public relations. Legal actions, commonly up to 100's of 

........ 



----
thousands of dollars, could occur if improper information was gi~en. 
Have to be completely familiar with all policies and procedures of t:1C 
department and statewide for questions asked on personnel, payroll dnd 
contracts. 

I 

i1 

1 
11. To the best of my knowledge, 

the duties & responsibilities 
described herein are accurate 
and complete. 

Employee ---.-----:::> ~ b_ ~ 
signature: __ ~~~~[~t~t(~·~A:tL~44/~*~'~ ________ __ 
Date: ______ ~AS?~-~~~3~.~~~'s:~---------------

*** PART II: To be completed by supervisor *** 

12. Immediate Supervisor: Name : __________ __ Title: -------------
13. Additional Comments or Incorrect Items: 

14. Supervision Received .. f'" • 

15. 

Works'under general guidance and direction for technical responsibil­
ities; general supervision for professional duties, such as classifica­
tion, performance appraisal standard writing, policy administration, 
with Personnel Officer checking final work. 

, . i" 

Determines work methods and procedures for many areas of responsi-~ 
bility; provides effective input into programs, policies and proc­
edures developed with or by Personnel Officer; implements policies and I 
procedures for departmental personnel functions. Refers directly to II 
State and departmental Policy/Procedure manuals, P/P/P manual, statutes 
(M.C.A. IS) to provide interpretation. 

Knowledges, Skills and Abilities 
Working knowledge of the principles, practices, and techniques of 
personnel management, with emphasis in recruitment and selection, 
policy interpretation and application, affirmative action and equal 
employment opportunity, classification and compensation administration, 
payroll and benefits administration, performance appraisal, computer­
ized personnel data systems. 

Which of the above can be used to distinguish superior performance? 
~j 

Knowledge of public personnel practices and Montana Employmen t Law; .. 
ability to apply theory, policies and principles to departnental 
personnel matters; to perform research and analysis; to establish and I 
maintain effective working relationships with employees, division I 
super":isor-s and administrators, the director's office, the Personnel 
Division and the Job Service; to communicate effectively orally and in D 
wr-iting. I 

i 



Ii. 

, .. ,. '-, 

.,~ .. --~~--~~----~~----~----------------------------------------------------------16. Education a~d Sxperience 

A combination of education, experience and training equivalent to a 
bachelor's degree in Personnel Administration, Business Administration, 

~ Public Administration or a closely related field, and one year of 
experience in personnel administration . 

.. 17. Physieal Demands and Working Conditions 

High pressure situation with strict timelines; much simultaneous 
processing: requests for information; carrying out personnel pro­
cedures; solving immediate problems; irregular work hours caused by 
training schedules, negotiations. 

f 

~ 18. To the best of my knowledge, Supervisor's 
Signature ______________________________ __ the statements are accurate 

and complete. Date: -------------------------------------
.. ~ .. 

~ ~~~~~~~----------~~~~------------------------------------------------------*** PART III: Approv~l *** 

Administrative Review and Approval: Agency option except number 3 

Comment: Additional comments attached 

Da te /.L/!:;k 
.. Comment: Additional comments attached 

Signature ------------------------ Title ------------------------ Date --------------.. 
co~ent~ 1?' 1-- ______ 

.. Signatu ~ i~ 

Additional 

Title~,~~2~~~.~~ff;~· ~. __ ~. ____ __ 

comments attached 

Date Izjz:j6 

l 



" 

I 
I 

STATE OF (·100JT;,NA , .• ~ 
DEPARTHENT OF ADLlINISTRATImJ 

________________________ ~ ___ :P~E~R~S~O~N~N~E~L~D~I~V~I~S~I~O~N~ ____________________________ ___ 

POSITION 
DESCRIPTION 

*** PART 1: To be completed by employee or supervisor*** 

Title Class Code 

1. Classification Current: 

2. Agency 

3. Address 

Personnel 
Proposed: Officer II 166064 

Department 
Administration 

Burea.u 

City 
Helena 

Division 
Centralized Services 

Section 

Bldg. & St. Rm. No. 
Hitchell Bldg. 

Grade Pos.if 

15 12007 

Un it,,· 

Bus. TelePflone ~ 
I 

4. Preoared oy: Employee Name oi Employee 
Supervisor /Hanagement --------------, .... 

5. Activitv, function, product or service of the office or work unit. 

Work unit is responsible for the proper administration of all persori­
nel related matters within the Department. The work unit represents 
the Director on matters relating. to personnel administration with 
ot~er agencies of state government, Department employees and/or their 
re;>resentatives. 

6. Ducies and Responsibilities of Position: 

Advises and trains department managers and supervisors on personnei 
manage~ent a~d supervisory practices. Advises ~epartment managers 
on ?robl~~ areas in personnel and employee r~lations includi~g: 
Discipl:':la~~' Actions, Selection, Grievance Handling, Classiric.:ltio:1 
and Pay I ?r:;:;cotion, Performance .='-.ppraisal, Discri:nination and Sexua 1 
narass:-:-:e:1t., affirmative accion, training and collective barga:':1ing. 
P~ovides programs, guidance and training to prevent personnel and 
management problems. Administers established personnel policies and 
s~stems, modif~ing where necessary. Designs and implements 2~rsa:1neL 
~,:'stcms or policy for sp~ci::ic areas '.vnere noroe exi:3cs cr0,'~lng J. 

:uli; operational Personnel function within the Department 0: ~Jmi:1-
istration which wi~l include all personnel functions as listed below: 

l. 2ecruitment - Supervises recruitment for agency v.:lcancics; 
est.J.nlishes recruitment policy and progr.:lm to meet ~~O reQUlre-,' 

. . \ 
i C I 

I 



2. 

3. 

4 • 

men~3 and attract qualified applicants; plans for manpowe~ needs 
and develops special recruitment plans for hard to fill posi-
tio:".::;. ~ 

S 1 +-' d' t 1 . d' /OtyQ e ec ,-l.on - Recommen s approprl.a e se ectl.on eVl.ces and p::-ac-
tices such as structured interviews, application supplements or 
performance tests; trains managers and supervisors on proper 
selection techniques; prepares selection criteria in consultation 
with managers; may rate applicants and make necessary selection 
decisions or do preliminary screening for minimum qualifications 
or best qualified. 

EEO - Reviews agency staffing and operations to determine area{ 
of non-compliance; identifies affirmative action steps and 
assists in their implementation; interprets EEO rules and 
advises management of EEO related problems; conducts investiga­
tions into discrimination complaints to determi'ne validi ty and 
recommends course of action; appraises managers and employees of 
the rights and responsibilities in EEO matters; prepares depart­
ment responses to EEO complaints or charges. ... 
Collective Bargaining - Assists department managers with admin=" 
istration of contracts and advises them on interpretation of 
contracts; identifies problem areas and prepares plans for 
contract negotiations; represents the department in negotiations, 
grievance proceedings, unfair labor practice hearings and 
elections; may prepare departments' case in grievance hearings or 
arbitrations; is liaison with State Labor Relation Bureau. 

10 
5. Grievance Handling - Designs and implements an internal griev­

ance procedure ror the De?artment that complies with acceoted 
grievance processes, existing labor contracts and state personnel 
policies; assists in the resolution of grievances at the earliest 
possible stage; advises management on grievance handling; 
assists in preparation for hearings; counsels employees on their 
grievance privileges and alternatives. 

....... .-
~~ 

6. Classification - Advises and trains department managers on th.} 
application of classification methodology; monitors the classifi­
cation of department positions; oversees the preparation of job 
desc~iptions and classification requests; makes effective 
recc:-:h":'.endations to establish the classification of ne\oJ posi~io:1s 
or adjust existing positions; initiates reviews of position 
classi:ications; represents the Department in classification 
appeal hearings. ,-

~ 

7. Organizational Development - Works with Departm~nt managers to 
deter~lne what stafring patterns would best utilize employees 
skills in reacni:1g program objectives while establishi:1g ~ar~er 
ladders for employee development and retention using tec~:1iques 
such as job design and redesign. 

/0 
8. Traini:1o/Staff Development - Analyzes ttaining needs of Depart-

ment staff in conference wlth Department managers, and deterrnine~ 



~. 

9. 

10. 

11. 

I 
III 

the most effective means to meet those needs including the use I 
of i~ternal department resources for on-the-job training, skills " 
practice and self-study. . .. _ 

Per:ormance Appraisal - Implements and maintains departmen~'1 
performance appraisal system; conduct training for supervisors 
and employees on how to use the performance appraisal system; I~ 
assist in preparation of performance standards, objectives and 
work plans; counsel employees on performance problems and advise 
managers of techniques for motivating and improving performance 
and handling performance problems. J 

.... 
Salary Administration - Resolve salary administration questions~ 
and initiate agency action to obtain exceptions to pay plan ~ 
rules when special circumstances arise. I 
Personnel Policy and Procedure - Coordinate department review o~a ., 
proposed state~de policies; represent "the Department to the I 
State Personnel Division and initiate action; rewrite policy 
content and obtain State Personnel Division approval on statewide 
policies which are modified to better meet Department of Admini- P 
stration's needs. Interpret policies and resolve .,-related I 
questions 

7. Supervision Exercised: List the position number and title of positions I 
directly supervised. 

Position No. Title Position No. Title 
Personnel Specialist; Gr. 12 

Full supervision over above position including hiring, training, i 
work assignments and performance appraisal. 

8. Eauipment or Machinery Used: Indicate the percent of total work time. 

Tvpe . % % Type 
~~ 

I 

9. Personal ContacLS: 
Emr:>loyees of all levels daily to explain policy, investigate ?olic/ I 
violations, train general public to respond to questions, complaints, I 
conduct interviews, management. 

Labor representative to negotiate labor contracts, attorneys to 
respond to grievance, serve on grievance panels, respond to complaints, 
explain actions. 



10. Decisions ~,:'.c Commitments: Scope and Effect 

. . h . ...", 
Errors l:i Judgment could have t e dlrect effect of Unfair Labor 
Practice charges, employee grievances, classification appeals, wrongful 
discharge actions, etc., the Department being unable to classify an~ 
fill positions in a timely manner, and errors in judgment in addition 
could produce the indirect effects of loss of morale for department 
staff and adverse effects on employee/management relations. 

Wrongful discharge/good faith lawsuits costing tens to hundreds of 
thousands of dollars could result from bad advice given on disciplinary 
actions. 

11. To the best of my knowledge, 
the duties & responsibilities 
described herein are accurate 
and complete. 

*** PART II: To be comcleted bv sucervisor x** 

12. Immediate Supervisor: Name: '7f3../' .. /,,,,A_;,Jzt:t.,.-yV,70 

13. Additional Comments or Incorrect Items: 

14. Supervision Received 

Many work assignments result from situations that arise during the 
daily operation of the depart~ent. In addition the incumbent is 
expected to decide what personnel policies need to be designed and 
implemented within the department but would undertake such design and 
implementation only with the concurrence of the department director, 
the department I s policies -and procedures, the MOM and exis ting union 
contracts. 

15. KnQ'.oJ ledoe s, S:-( i 1.1 sand Abil i tie s 
1. Thorou.0:~ :<nQ'.oJledge of personnel management and administraticn and 
the ability to apply this knowledge to develop and maintain effective 
personnel practices. 

2. Ability to advise and persuade management on personnel matters. 

3. S tror1g in te r-pe r sona 1 ski Ils inc 1 uding the ab i 1 i ty to comm:ln ie J. t e 
effectively orally and in writing. 

4. Working knowledge of supervision techniques. 

Strong knowledge of Personnel management and administration 
together with persuasive ability. ~ 



• 

Education a~d Experience ~ 
Subject should possess Bachelor's degree in Public or Business Admini­
stration with emphasis on Personnel Administration and four years 
progressively responsible experience in Personnel Administration. 

17. Physical Demands and Working Conditions 

18. To the best of my knowledge, 
the statements are accurate 
and complete. 

*** PART III: Approval *** 

Supervisor's / 
Signa ture -1Q.2-7I'f 1i2t.<'-N70 
Da te : '( 12 IS'" I.t?': 

.. :-. 

Administrative Review and Ao?roval: Agencv ootion exceot number 3 

Comment: Additional comments attached 

Signature: ______________________ _ Title ------------------------ Date -------'fII 

COIn.'1ler. t : Additional comments attached 

S icr. 2. t '.lre Title Date ------------------------ ------------------------ --------------
Additional 

Title jl"", ... --:i 'if~ 
comments attached Comment: ') 

Signature.~ d!!k/J~ 
::/ Ttl 

Date !dJ3--.f$-
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DEPARTMENT OF ADMINISTRATION, ACCOUNTING DIVISION 

BUDGET SUBCOMMITTEE HEARINGS 
January 19, 1987 

I. Overview of division's operations 

A. Operate and maintain SBAS and PAMS 
-system is used by all state agencies and universities 
-100% General Funded 

8. Divided into three units 
1. Daily operations- 4FTE 

-receive, log in all accounting documents from 
agencies, to ISO for keypunching 

-perform all balancin9 and reconciling of 
the system, correct transactions errors, file all 
documents 

-receive daily and month-end reports from ISO and 
distribute back to agencies 

2. SBAS Support Unit- 3 FTE .'" 
-identify problems with the systems 
-work with ISO system programmers to correct the 

problems and make improvements to the system 
-coordinate all procedures necessary to close the old 
fiscal year and open the new year 

3. Financial Reporting Unit- 3 FTE. 
-write state accounting policies 
-prepare the state annual financial report and 
supplemental schedules 

-prepare the Statewide Indirect Cost Allocation Plan 
4. All units 

-provide assistanee to agencies on requ~~t 
-involved in presenting a series of classes through 

PDC on S8AS and state accounting policy 

II. Budget issues 

A. Contracted Services 
1. Volume growth of 5% a year 
2. ISO rate restructuring 
3. Remote Printing 
4. Continuous transmittals 
5. SEAS maintenance 

B. Communications 
1. Postage and mailing 

III. Budget Modification 



EX~il[j!r ____ ./.:-,1_.' __ 
DArE {-I if --:'17 

ACCOUNTING DIVISION 
HB~ ________ __ 

BUDGET DIFFERENCES 

CONTRACTED SERVICES 

The following adjustments need to be made to the LFA 
recommendation: 

SBAS, PAMS, & ICC Growth 
Off-site printing of SBAS reports 
ISD Rate Restructuring 
Continuous Transmittals for RJE 
SBAS Maintenance 
Net of other miscellaneous differences 

Total 

FY 88 

$38,068 
-16,083 

5,455 
2,640 

821 

$30,901 

FY 89 

$54,257 
-16,083 

22,000 

- 5,920 
139 

$54,393 

Growth - The Accounting Division pays the Information Servj.ces 
Division for the keypunching and processing of agencies' 
accounting transactions, printing of all SBAS and PAMS reports, 
and the storage of all state accounting documents. The 
Accounting Division's expenses for these services increase 
approximately 5% each year because the number of agency 
accounting transactions submitted and the number of management 
reports printed are continually increasing. 

Off-site printing - There are several state agencies, including 
all the university units, that have the capability to print their 
own SBAS and PAMS reports. 

ISD rates - lSD's restructuring of their rates will increase the 
Accounting Divisions's costs by $10,250 in FY 88 and by $22,000 
in FY 89. The LFA funded $4,-795 of the FY 88 increase and $0 of 
the FY 89 increase. 

Continuous transmittals - The division's last purchase of these 
forms was in FY 85, thus the expense is not in our base. The 
forms are purchased in bulk to keep the unit cost as low as 
possible. The forms provide the name and address for mailing 
state warrants, where the authorizing agency uses Remote Job 
Entry (RJE). 

SBAS maintenance - The Accounting Division contracts with the 
Information Systems Division for system programming services 
necessary to correct problems and make improvements in the 
state's accounting system. 



, 
COHHUNICATIONS 

Postage a~d Mailing - The LFA budget for Postage and Mailing is 
the division's average charges for FY 84 and FY 85. In FY 84 and 
FY 85, only UPS and bus charges were coded to Postage and 
Mailing. All other first class mail charges were· coded to 
Messenger Service. This was corrected in FY 86. Therefore, in 
order to compare the division's expenses for mailing during the 
last three fiscal years, the two categories must be added 
together, as follows: 

Postage and Mail 
Messenger 

Totals 

AcctDif f. KM 

FY 84 

$2,710 
4,762 

$7,472 

FY 85 

$2,192 
4,742 

$6,934 

FY 86 

$4,943 
1,890 

$6,833 

.. ~ .. 
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VARIOUS STATISTICS SHOWING 
THE GROWTH IN STATE ACCOUNTING ACTIVITIES 

FROM FISCAL YEAR 1984 THROUGH 1986 

FY84 FY85 F'/86 

Keypunched Transactions 1,952,869 2,067,095- 2,190,683 
Percentage increase froo11 

the prior year 

Responsitli 1 ty Cen tel- Repor-ts 
Per c ell t <1 g e inc:r~u'5e 

thp prior year 

Repol- t i ng Cer,ter Reports 
Percentage increase 

the p r 101- year 

Nongeneral fund revenues 
(in thousands, excludes 

from 

from 

S.8Y. 

27,329 31 .364 

14.8X 

15,074 19, 121 

a6.8x 

universities) $1,269,057 $1,420,907 
Perce~tage increa •• from 

the prior year 12.0X 

.. --"' ..... ~-

,,~ .. 

S.9X 

3l~ , 384 

9.6X 

22,989 

aO.ax 

4.0X 
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PURCHASING DIVISION 

Department of Administration 

State of Montana 

PURPOSE: 
To ensure fair, broad-based competition on State purchases. 
To save money for the State through purchasing practices and 
disposition of surplus property. 

ORGANIZATION: 
The Purchasing Division has 31 FTE, 
Bureaus: 

organized int~". two 

· Purchasing Bureau -- General Fund; oversees all 
supply and service purchases not received centrally. 

• Property and Supply Bureau -- proprietary fund; 
purchases, warehouses and distributes all centrally 
received supplies; accoun~s for and disposes of 
surplus property. 

METHOD: 
Competitive bids or proposals are obtained for all 
purchases. Common use items are "controlled" and purchased 
only by the Purchasing Division to get the best value by: 

· combining agency needs to take advantage of the 
State's purchasing volume; 

standardizing specifications to consolidate the 
State's requirements; 

providing for central receiving of some items to 
reduce costs. 



DEPARTMENT OF ADMINISTRATION 

PURCHASING DIVISION .. ~ .. 

I I 

PURCHASING PROPERTY ~ SUPPLY 
BUREAU BUREAU 

· Centralized purchasing · Central Stores 

· Purchasing delegation · State surplus 

· Vendor listing • Federal surplus 

• Preference application 

· Technical assistance 



PURCHASING BUREAU 

ROLE: 
The Purchasing Bureau's role was simply described 
recent news article: agencies tell the Bureau what 
need, the Bureau finds the best buy, the agencies pay 
bill. 

The Purchasing Bureau specializes in 
State. 

STAFF: 

"shopping" for 

in a 
they 
the 

the 

The Purchasing Bureau currently employs seven (7) purchasing 
agents and six (6) clerical staff. One-half of6" the 
adminlstrator's salary and expenses are also allocated to 
the Bureau. Within FY 87 a management analyst and 
receptionist were laid off in order to meet budget cuts and 
vacancy savings requirements. In addition, all purchasing 
agents and the administrator are on reduced hours. 

VOLUME: 
Over $80 million worth of goods and services are procured 
annually through activities of the Purchasing Bure~u. 

Over 4800 items grouped 
categories are assigned to 
agents. 

into 72 different 
each of the six 

commodity 
purchasing 

Over 5,300 businesses (1800 from Montana) have filed with 
the Bureau to bid for the state's purchasing transactions. 

PROCEDURES: 
Given the amount of State business and competition 
for that business, standard procedures are necessary to 
ensure the highest level of public confidence in the 
fairness of each transaction. The price of this confidence 
is the occasional criticism of being cumbersome or 
inflexible. 



Each major purchase involves four steps: 

• A requisition which originates at the user agency and 
specifies what is needed. 

• An invitation forbids (IFB> sent to a sufficient 
number of venders to ensure competitive offers. 

• A bid opening and contract award to the lowest 
responsible bidder who meets the specifications 
required in the IFB. 

• Delivery of the goods or services purchased and 
payment by the user agency. ~. 

DELEGATION: 
During this last biennium a program of controlled 
decentralized purchasing became fully implemented. Rather 
than make all purchases, no matter how small or unique to an 
agency, the Purchasing Bureau now delegates some purchasing 
authority. A requesting agency which demonstrates that it 
can exercise thi,s authority wittlinexisting laws and rules 
can enter a delegation agreement with the Bureau. 

The typical delegated purchasing limit is $2000, 
two agencies have limits up to $25,000 (Legislative 
and the University of Montana). 

Some of the effects of delegation include: 

although 
Council 

· Purchasing Bureau processing requisitions mainly of 
larger dollar amounts, smaller purchases being made 
by agencies. 

reduced processing time on agency requisitions; 

· need for compliance "audits" of agencies with 
delegated authority; 

· some increases in purchasing staff at the agency 
1 eve I . 



'<." 
.' . \ EXHIBiT. /i 

. "-- . ..." 
-DATE-_---"I_--.." ',,-1 ..:;..r...;..,-"""t\~1,-' _ 

PURCHASING DIVISION 
HB ______ _ 

BUDGET DIFFERENCES 

PERSONAL SERVICES 

Salaries 

OBPP recommendation reflects carry forward of current level 
for overtime costs to. process the purchasing requests from 
agencies. LFA recommendation excludes these costs of $920 a 
year. 

Health Insurahce 

LFA recommendation does not include enough health insurance 
for current level FTE. Shortfall is $690 a year. 

..-:. 
CONTRACTED SERVICES 

OBPP reccmrnendation includes $460 a year to adjust for training 
credits issued to the division for classes taught by the 
Purchasing staff. The credits had reduced the base year expenses 
for education and training. These credits are not an ongoing 
occurrence. LFA recommendation does not include this cost. 

OBPP recommendation provides for additional $953 a year to 
microfilm vendor records as required by statute. The base year 
does not reflect a normal year's activity. LFA recommendation 
does not include this cost. 

OBPP recommendation reflects current level of $3,182 a year for 
Photocopy Pool Services. LFA recommendation includes these costs 
under the category of Supplies. Per state accounting policy, 
this expense should be under Contracted Services. 

SUPPLIES 

See explana.t.ion above relating to Photocopy Pool Services in 
Contracted Services. 

COMMUNICATIONS 

OBPP recommendation provides increased 
mailing for bid invitations and purchase 
recommendation does not include these 
$2,277 a year. 

costs of postage 
orders to vendors. 
costs. Difference 

and 
LFA 
is 

.. 



TRAVEL 

OBPP recon~endation provides increases for in-state travel. This 
travel is for on-site visitations to state agencies for training 
in purchasing procedures and compliance audits of delegated 
purchasing authority. LFA recommendation does not include these 
costs. Difference is $684 a year. 

RENT 

OBPP recommendation has new square footage rates. 
recommendation includes these costs under rent-inflation. 
amounts are similar. 

REPAIR AND MAINTENANCE 

OBPP recommendation includes grounds maintenance. 
recommendation includes this cost under rent-inflation. 
amounts are similar. 

LFA 
Dollar 

LFA 
Dollar 

LFA recommendation reflects actual maintenance costs for comp~ter 
equipment. OBPP recommendation is at a reduced level. 
Difference is $1,485 a year. 

PurDiff.KM 



SUBJECT: 

PREPARED BY: 

CONTACT PERSON: 

POSITION: 

BENEFITS: 

, .. L1 EXHI811 .:c--, , ~ _ 

DATE (,It 1t 
HC-_________________ . 

Cooperative Governmental Purchasing in Montana; a fact sheet 

Big Sky Public Purchasing. Montana Chapter of the National 
Institute of Governmental Purchasing (N.I.G.P.). 

Mr. Terry Wahl 
Legislative Committee Chairperson 
406/721-5700 (ext. 282) 
Missoula. Montana 

Big Sky Public Purchasing, an independent Montana organiza­
tion of purchasing professionals, endorses implementation of 
coopera ti vegovernmenta 1 purchas i ng in Montana 'as descri bed 
under the Montana Codes Annotated (MCA) Title 18-4-401 
through 407 (attached). ..,. .. 

Big Sky Public Purchasing recognizes the Montana Department 
of Administration as the governmental entity legally author­
ized to sponsor. conduct or administer a statewide coopera­
tive purchasing program and. therefore. requests that 
spending authority be made available to the Montana Depart­
ment of Administration to implement a cooperative program 
under Title 18 authority. 

Actual dollars are not requested; funding will be estab­
lished under a proprietary account and only spending 
authority will be necessary for a cooperative purchasing 
program to become operational statewide. 

The Great Falls Public School System's School Lunch Program 
realized an 18% savings through participation- in the 
Fall '86 160 School Cooperative (O.P.I.) Division of Food 
Service Food Bid. 

Great Falls' School Food Services states: "Our participa­
tion in the Co-operative Bid has been an important factor in 
controlling our food costs." 

Passage of Initiative 105 and Montana's current economic 
conditions mandate that all levels of government find 
similar ways of controlling costs. 

Cooperative governmental purchasing will control costs 
through (1) volume discounts realized by effectively harness-, 
ing statewide buying power. and (2) by providing an option 
to all levels of government for centralized purchase of 
universally used cOlTl11odities. t.hus eliminating duplication 
of efforts. 

SURVEY RESULTS: During November 1986, Big Sky Public Purchasing conducted an 
independent survey of Montana's school districts, cities and 
counties to determine to what extent cooperative govern-

-1-
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FISCAL NOTES: 

DFL:ml:1/cc 

mental purchasing would be used across the state. 
Ninety-five percent of the surveys returned expressed 
interest in at least one aspect of cooperative purchasing as 
defined under Title 18. Specifically, they are: 

- Central Stores; 32 positive responses. 

- Requisition Time Schedule; 19 positive responses. 

- State term contracts; 12 positive responses. 

- Purchasing in general; 10 positive responses. 

The Department of Administration's Purchasing Division will 
prepare a projected budget of needs associated with 
implementation of a cooperative purchasing program if 
requested to do so by the legislature. 

-2-



DEPARTMENT OF ADMINISTRATION 

ACCOUNTING DIVISION 

TED SCHWINDEN, GOVERNOR ROOM 255, MITCHELL BUILDING 

- STATE OF MONTANA-----

MEHORANDUM 

TO: 

FROM: 

DATE: 

(406) 444-3092 

Highways and General Government Committee Members 
and Secretary 

Kathy Fabiano, Administrator~ 
Accounting Division 

January 21, 1987 

HELENA, MONTANA 59620-0102 

Attached is the additional information requested by the committee during 
the Department of Administration's Accounting Division budget hearings. 
The attachments include -

1. A comparison of the number of transaction lines input to SBAS 
during FY84 through FY86, by agency; 

2. A comparison of the number of responsibility and reporting center 
pages printed during FY84 through FY86, by agency; 

3. The Accounting Division's budget request for FY88 and FY89 to 
accomcodate SBAS growth since FY86; and 

4. A copy of the letter to the Governor describing the division's 
modified request for $25,000 in FY88 and the Governor's response. 

cc: Karen Munro, Administrator 
Central Services Division 
Department of Administration 

Flo Smith 
Office of Budget and Program Planning 

Pam Johler 
Legislative Fiscal Analyst's Office 

Attachments (5) 

. "liN EQUAL OPPORTUNITY EMPLOYER" 



SBAS ;ransac~ic.n C)UGt t, ~:e~iCY­

Fiscal YEars 1984, I~S5 a.': 1981; 

AGENCY 
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LEG I S:'A T! V~ FISCAL ANALYST 
lESiSlATIVE :OUNC!L 
lE3ISlATURE- SENATE 
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J~rIC:ARY 
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SEC;ETARY CF STATE 
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754 
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357 
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DEFART~ENT OF ADrINISTP~T::~, ~CCCJNT:NB tiVI3!DN 
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AGENCY 
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DEPART.~E~i OF 4[,'IN!'3iF,,~lr~:". ~>=:C~;11ir~t DIV!S!jt~ 
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DEPARTMENT OF ADMINISTRATION, ACCOUNTING DIVISION 
Budget Request for SBAS Growth Since Base Year FY86 

Fiscal Years 1988 and 1989 

FY88 FY89 

Processing and Report Printing S 13,818 $ 16,729 
Microfiche Copies 2,509 3,946 
Keypunching of Transactions 21,741 33,582 

Total Bud~et Request for Growth $ 38,068 $ 54,257 

.. ~ .. 



DEPARTMENT OF ADMINISTRATION 
DIRECTOR'S OFFICE 

iH) SCHWINDEN, GOVERNOR MITCHELL BUILDING 

---~NEOFMON~NA---------
(406) 444-2032 

January 8, 1987 

The Honorable Ted Schwinden 
Governor, State of Montana 
State Capitol 
Helena, MT 59620 

Dear Governor Schwinden: 

HELENA, MONTANA 59620 

The DepartMent of Administration is responsible for preparing the 
Statewide Cost Allocation Plan (SWCAP). The plan is used by State 
agencies to negotiate an indirect cost rate for their federally funded 
programs. Costs recovered through SWCAP are deposited in the General 
Fund. Montana recovered about $410,000 in General Fund indirect costs 
from the Federal government in Fiscal Year 1986 and, if allm.ed to add 
a l".odified request to our 'budget for next biennium, ~.e !!lay be able to 
increase the amount that would otherwise be recovered in Fiscal Year 

.1988 by as much as 50 to 100%. We would be asking for an additional 
$25,000 in spending authority. 

A representative of the Federal government was here in November to 
negotiate Hontana's Sl-lCAP for Fiscal Year 1987 and questioned several 
of the costs currently charged to federal programs through SWCAP and 
our internal service type operations. We were at a disadvantage 
during those negotiations because we have no stClff ~.ith e;~pertise in 
this area. Fortunately, a consulting firm, hired by the Information 
Services Division on another matter but very experienced in indirect 
cost plans, was here at the time and assisted us in reducing the 
amount of questioned costs from more than $1 million down to $7,000. 

Evidently this firm saw enough of our indirect cost plan during those 
negotiations to conclude that it rieeds some ~ork because they later 
presented us a proposal to prepare our 1988 SWCAP at, in effect, no 
cost to the st<lte-. They are so sure they can increase tlnntana' s 
indirect cost :-ecoveries that they are willing to sign a service 
contract on a contingent fee basis. They will guarantee to increase 
General Fund revenues from indirect cost recoveries bv Rt least the 
amount of their fee, which will not exceed $25,000, o~ ~.e pav them } 
nothing. To get some idea of ~Yhat we might realize in add~d· General 
Fund revenues. we contacted three other states that use this firm. 
These three states said their cost recoveries have increased as much 
as 50 to 100%. Of ccurse we would have to request proposals from 
other firms willing to do the work on the same contingent fee basis. 
should there'be any. 

.'J ~I)"A' OPPOIH"",Tv FlAP' O,'FR 
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The Honorable Ted Schwinden 
January 8, 1987 
Page Two 

I regret ,.;e were not aware these services were available before our 
budget for next year was submitted to your office, but because the 
General Fund stands to gain as much as $400,000 and can lose nothing 
from this proposal, we can't afford to wait another two years to 
request the funding. I would like your concurrence to our submitting 
this modified request for $25,000 to our budget subcommittee. 

Sincerely, 

d!&J 
Ellen Feaver 
Director 

EF/kf 

,,:-" . 



§tntr of !Bollt~l1~ 
(/}fficr of tl,r Q)ourrnar 

i..,?rlrnu, ffiontunn 59620 
406·444·3111 l': .. ~ ~ ~ 

fi ~~ y [ ! V E 0 
TED SCHWINDEN 

GOVERNOR 
J/41\! 1 :) Rtc'u 

OEVI. OF .'D;·Y~lq~ATION 
DIRECTORS OFfiCE 

Ms. Ellen Feaver, Director 
Department of Administration 
Sam W. Mitchell Building 
Helena, MT 59620 

Dear Ellen: 

January 15, 1987 

Given that the proposal to improve the state's indirect cost plan 
promises to substantially increase revenues without any financial risks, 
it makes good sense to me to ask the legislature for the necessary 
$25,000 fee. I have a hunch the possibility of up to a 1600% return on 
the initial investment will be as appealing to legislators as it is to me. 

Governor· 

,..-:" . 



DATE: 

TO: 

FROM: 

DEPARTMENT OF ADMINISTRATION 
DIRECTOR'S OFFICE 

January 9, 1987 

Representative Rehberg, Chairman 
General Government and Highways 
Appropriations Joint Subcommittee 

m: '\ ' 

Ellen Feaver, Director 
Department of Administra on 

SUBJECT: Statewlde Information System Plans 

MITCHELL BUILDING 

For your information and reference, the Department of Adminstra­
~ion is pleased to provide you and your subcommittee with copies 
of A Report on Statewide Information System Plans for Fiscal 
Years 1988 & 1989. 

Mike Trevor, Administrator of Information Services Division can 
be reached at 444-2700, if you wish to discuss any issue pertain­
ing to state information systems or obtain additional coples of 
the report. 



INFORMATION 
TECHNOLOGY 

IN MONTANA STATE 
GOVERNMENT 

A Report on Statewide 
Information System Plans 

for Fiscal Years 1988 & 1989 
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