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INTRODUCTION

In June 2013 our Superintendent, Dr. Foose, presented to the Board of Education the Howard County Public
School System (HCPSS) Strategic Plan, Vision 2018: Fulfilling the Promise of Preparation. This marks the
exciting beginning of a new era for our school system. To begin implementation of our strategic plan, we start
with the Operating Budget which is the resource allocation component of HCPSS’s strategic plan. It is the
mechanism for allocating funds to pay for the resources needed to achieve the goals outlined in plan.

As we prepare the Superintendent’s Proposed Operating Budget to the Board of Education, we are committed
to fostering inclusive budget discussions centered on the four goals of the school system:

HCPSS STRATEGIC GOALS

GOAL 1: Students Every student achieves academic excellence in an inspiring, engaging, and
supportive environment.

GOAL 2: Staff Every staff member is engaged, supported, and successful.

GOAL 3: Families Families and the community are engaged and supported as partners in
and the Community education.

GOAL 4: Organization Schools are supported by world-class organizational practices.

This year, we will be implementing zero-based budgeting with the FY 2015 budget cycle in support of the
HCPSS Strategic Plan. Using a zero-based budget process is aligned with the following goal, outcome, and

strategy:
Corld ¢ Schools are supported by world-class organizational practices.
Organization
N
Ourtcome * Resource and staffing allocations are aligned with strategic priorities.
4.3 )
~
SR e Implement a zero-based budgeting process to invest in strategic priorities.
43.1 )
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ZERO-BASED BUDGETING OVERVIEW

Zero-based budgeting is a technique used for developing annual budgets that complement the budget
planning and review process. Zero-based budgeting allows top-level strategic goals to be implemented into
the budgeting process by tying them to specific functional areas of the organization. Due to its flexibility, this
method of budgeting allows department heads to identify alternative ways to utilize limited resources through
a systematic review.

A zero-based budget starts from a "zero base" and every function within an organization is analyzed for its
needs and costs—all expenses must be justified. The budget is built based on the needs for the upcoming
year, regardless of whether the new proposed budget is higher or lower than the previous one. Once
developed, the budget is balanced given funding constraints.

Zero-based budgeting is a method of budgeting in which all expenses must be justified and every function
within an organization is analyzed for its needs and costs. The purpose of the ZBB analysis is to assess a
particular program’s activities against its statutory responsibilities, purpose, cost to provide services, and
desired performance outcomes. Some of the advantages of ZBB are that it:

e Facilitates efficient allocation of resources, as it is based on needs and benefits rather than history.

e Drives managers to find cost effective ways to improve operations.

e Increases staff motivation by providing greater initiative and responsibility in decision-making.

e Increases communication and coordination within the organization.

e Identifies and eliminates wasteful and obsolete operations.

e Requires programs to identify their purpose and their relationship to strategic goals.

e Helps in identifying areas of wasteful expenditure, and if desired, can also be used for suggesting
alternative courses of action.

This procedure manual contains instructions and timelines designed to assist account managers in meeting the
submission requirements of the ZBB process.
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ZERO-BASED BUDGET ANALYSIS PROCESS

The zero-based budget development, review and analysis process will require collaboration among the HCPSS

staff, the Budget Office, and the Executive Team. This new process will be rolled out in stages to allow time for

training staff on the necessary tasks. The results of the ZBB analysis will be presented to the Superintendent

during the fall budget development process. A final report of all ZBB analyses will be published in conjunction

with the Superintendent’s Proposed Budget request to the Board of Education.

Account managers will complete the following ZBB budget steps for each program they manage:

1.

Completion of the Key Activities Form and the Position Key Activity Form — Due August 6, 2013

e I|dentify key activities of the program.

e |dentify alignment with the Strategic Plan, Vision 2018: Fulfilling the Promise of Preparation.

e I|dentify staff performing the key activities and the percentage of their time on each key activity.

Completion of the Zero-Based Budget Worksheet — Due September 30, 2013

e Analyze program budget and expenditures by identifying all non-salary costs to perform each
activity within the program.

e |dentify proposed program enhancements and/or new program initiatives.

Completion of the Program Summary Form — Due October 7, 2013

e Prepare a concise narrative of the program’s key activities.

Completion of the Performance Measurement Worksheet — Due October 14, 2013

e |dentify program goals and performance measures used to evaluate the success of each key
activity.

Note: Copies of the applicable worksheet/form can be found in the appendices (pages 15-29)

Specific guidance for completing each step of the ZBB process is detailed on pages 4-11. In addition, the

Budget Office will conduct training sessions to assist HCPSS staff in completing these tasks. The Budget Office

staff will also be available to meet with departmental staff as needed to review and obtain any relevant

information to support their analysis.
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Step 1: The Key Activities Form and the Position Key Activity Form

The Budget Office will initiate step 1 through distribution of the Key Activities Form based upon FY 2014
budget programs. In collaboration with departments, the Budget Office will work to ensure an adequate
understanding of the program and its activities. Departments will be asked to discuss their program’s key
activities, explain why the program and its activities are critical, and identify how each key activity aligns with
the HCPSS Strategic Plan. To assist account managers, the Budget Office will distribute the prior year program
pages. Reviewing the narrative description of the program may assist in identifying the program’s key
activities. Appendix A contains a blank Key Activities Form as well as sample completed forms.

Departments will also be asked to complete the Position Key Activity Form, which identifies the staff working
on each key activity and the percentage of their time spent on each activity. Staff time may be split between
one or more key activities. The form will be pre-populated with the staffing currently assigned to the program.
Additional staff may be added if they are not listed; staff no longer assigned to the program should be
identified in accordance with the instructions on the form. Appendix B contains a blank Position Key Activity
Form as well as sample completed forms.

Some questions to consider when evaluating the key activities and related information include:
Key Activities

e How does the activity align with the HCPSS goals articulated in the strategic plan? Identify the goal(s)
supported by the activity.

e Is the activity concentrated in one particular department or school, or is it implemented consistently
across the system?

e Isthere any historical context for the activity that is important for decision makers to know?

e Isthere a Board policy related to the activity and program?

* What are some alternative ways of delivering the services of the program? Are there trade-offs with
the alternative methods?

e How do the key activities relate to the program’s purpose?

e s this a new initiative or new project? (Initiatives are intended to be ongoing while projects have a
start and end date). If so, is it elective or mandated (by policy, law or regulation)?

Statutory Authority

e |s HCPSS statutorily required to perform the activity?

e s the statutory authority specific to the activity or is the activity being performed within the broader
general powers and authority of the department?

* What are the legal consequences of not performing the activity? Consider any local, state, or federal,
regulation/requirements.

FY 2015 Zero-Based Budget Manual Page 4
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Step 2: The Zero-Based Budget Worksheet

The Budget Office will initiate step 2 through distribution of the ZBB Worksheet, pre-populated with the Key
Activities Form and Position Key Activity Form information previously submitted to the Budget Office.
Historical program costs will be also be pre-populated. Appendix C contains a blank FY 2015 ZBB Worksheet.

Departments will be asked to identify all non-salary costs to perform each activity within the program. In
addition, departments will have the opportunity to identify proposed program enhancements or new budget
initiatives with identification of their related costs.

The Budget Office will schedule training for staff to ensure an adequate understanding of the ZBB Worksheet.
Analysis of the Program Budget and Expenditures

The financial analysis of a program will examine historical expenditures by object class. The goal of the analysis
is to show the cost effectiveness (return on investment) of the program when compared to the outcomes
established in the performance metric analysis. Departments will be asked to review prior year expenditure
data as well as the FY 2014 budget in an Excel workbook provided by the Budget Office.

Departments will be asked to explain in detail the expenditures that comprise each object class and identify
the major cost centers for each program. The following are questions to consider when reviewing prior year
expenditures and the current budget.

Salaries and Wages

e Are salary and wage expenditures primarily for full-time or temporary/part-time staff?

e Could more functions of the program be performed by part-time rather than full-time staff? Why?

e Does the department use contractors to fulfill activities that could be done with staff?

e How have budget reductions over the last few years affected personnel as compared to contracted
services, supplies and materials, other charges, and equipment?

FY 2015 Zero-Based Budget Manual Page 5
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Step 2: The Zero-Based Budget Worksheet, continued
Contracted Services

e What services are contracted?

e Could any of these services be provided using existing staff?

e What contracts are valued at greater than $25,000? Have each of these contracts been approved by
the Board?

e For existing contracts, what is the contract length and when does the contract expire?

e Are there services currently performed by full-time staff that could be provided more efficiently
through a contract?

e Are funds for contracts spent in a timely manner, or do contracts act as a “parking lot” for funds
between years and take more than one fiscal year to spend down?

e Are contractors working on specific time-limited projects or ongoing routine work?

e What, if any, space is leased? Identify the square footage, price per square foot, geographic locations,
and details of the rental agreement. Are there penalties to relocating certain offices or consolidating
space with other departments or locations?

e What, if any, equipment is leased? Identify details of the rental agreement. Is it more cost effective to
lease versus purchase? Are there penalties for terminating the lease?

e Are any contracts open for bid in FY 20157

e If there are services contracted at set rates, how have the rates been determined and how do they
compare to what other Maryland school districts pay for the same services?

e Are there major repairs funded through this object class that could be funded through the Capital
Budget?

e Does the department perform repairs and maintenance in house or are these functions contracted
out? Could savings be achieved by outsourcing (or insourcing) these items?

e Could print publications be reduced or eliminated by making them available electronically?

e Could forms be consolidated to reduce the number or types of forms printed?

e Have all software purchases been approved by the Technology Department in accordance with the
software approval process?

Supplies and Materials

e Have all contracts valued over $25,000 been approved by the Board?

e What method was used to calculate the supply budget? How are these supplies procured? How does
the department ensure the lowest available price is paid for supplies?

e Does the department make use of the Stores Inventory to purchase at bulk savings?

e Does the department require use of HCPSS negotiated contracts with Staples and Office Depot for
supplies purchased through these vendors? If not, why?
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Step 2: The Zero-Based Budget Worksheet, continued

Supplies and Materials continued

e Are there unusual items required for this program, or are there cyclical buying cycles for supplies?
e How have supply expenditures changed over the last two years?

Other Charges

e How have utility costs changed over the last several budget cycles? Have increases in utility costs
resulted in reduced spending in other programs or projects?

e Has the department found ways to reduce utility costs to offset increases in rates?

® Does HCPSS have a staff member who reviews all communications billings each month? Has the
department thoroughly evaluated the inventory for which it is billed to determine if there are
terminals/phone lines that are unused that should be disconnected?

e Are there other telecommunication or computer charges that are critical to the delivery of program
services?

e Are travel costs monitored to ensure staff chooses the most cost-effective arrangements?

e What processes does the department have in place to select conferences with the best value for the
cost?

e Does the department review staff schedules to ensure staff minimize travel (mileage)?

e Has the department limited meeting refreshments in accordance with HCPSS cost containment steps?

e What types of dues are paid by the department?

e How does the department determine who it will pay dues for and what dues it will pay?

e Do subscriptions paid by the department align with department activities?

e What professional development/training is included in the budget?

Equipment

e s this a large cost center for the program?
e What is the age of equipment inventory? Is an inordinate amount spent to repair older equipment?
Would it be more cost effective to repair existing equipment or purchase new?

Unique Object Classes

e Why was a unique object class created?
e What account codes are charged for expenditures?
e How are the funds used?
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Step 2: The Zero-Based Budget Worksheet, continued

Other questions for consideration:

e Has the department targeted one area of spending for reductions over the last several budget cycles,
or have they made cuts across the board?

e Has the program sustained greater budget cuts compared to other HCPSS programs, or has the
department sought to limit cuts in the program?

e Has the program’s effectiveness diminished due to cost reductions, or has the program operated more
efficiently?

e Isthe program currently performing any activities that are not statutorily authorized? What would be
the impact of halting those activities? Conversely, are there activities not occurring that are required
by law/statute?

e Can the program or its activities be implemented more efficiently? Are there alternative/less costly
ways the program could be implemented?

e Does this program or activity have to be provided by HCPSS? Could the service be provided by the non-
profit or private sector or another level of government?

e Is this program or any of its services duplicative or similar to other programs or services the county,
state or another entity outside of HCPSS already offers?

e Given the cost verses outcomes, is it a program HCPSS should continue to fund?

e Would any laws need to change to end or alter the activity to increase efficiency?
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Step 3: The Program Summary Form

The Budget Office will initiate step 3 through distribution of the Program Summary Form. Appendix D contains
a blank Program Summary Form. The Budget Office will also conduct training for staff to ensure an adequate
understanding of the Program Summary Form.

In preparing a program summary, the following questions should be considered:

e What is the program’s purpose?

e What are the program’s key activities?

e What are the program achievements and how do they align with the Superintendent’s strategic plan?

e What other information could be included to provide the public with a greater understanding of this
program?
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Step 4: The Performance Measurement Worksheet

Performance metrics are an integral part of a zero based-budget analysis and are used to assess the workload,
efficiency, and effectiveness of an activity and/or program. As part of the ZBB process, each department will
identify appropriate performance measures for their programs and related activities. The Budget Office will
work with the Executive Team to conduct a thorough review of the measures. This collaborative review will
help develop a common understanding of the programs purpose and ensure that the performance measures
identified are sufficient. If changes are recommended, the department will be asked to offer alternative
measures.

Performance measures should be selected based on their overall value for providing meaningful information
to decision makers. Please meet with your division chief to develop meaningful performance measures for
your program. Ideally, performance measures will demonstrate outcomes aligned with the strategic plan.

Quality performance measures are clear (understandable to a general audience), valid (measurable), and
relevant to the core purpose of the program. To the extent possible, include four years of actual data. Such
data will enable the department to explain trends in outcomes over time and consequently, the program’s
effectiveness. Where historical data is available, the department will be asked to review performances trends
and consider factors contributing to that performance. In instances where the ZBB process results in a new
measure that the department does not currently track, the Budget Office will work with the department to
design a plan for tracking the measure.

In summary, the process should include:
1. A review of existing and historical measures for the program.
2. The development and evaluation of measures for each key activity.

Note: At least one performance measure per activity should be identified, with an emphasis on outcome
measures.

While the ZBB process focuses on performance at the program level, one should not lose sight of existing
HCPSS and MSDE performance metrics to which the program contributes. When selecting possible measures,
staff should include applicable state indicators and federal benchmarks as supporting measures.

At the end of this process, the budget request for each program will reflect the best possible measures for the
program’s activities and provide the Executive Team with the information needed to assess performance and
improve operations.
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Step 4: The Performance Measurement Worksheet, continued
Questions for consideration:

e Based on the measures identified, how effective is the program and its activities?

e What factors may be causing a program to be less effective then desired, and what would need to
change to increase effectiveness? This could include changes to law, funding, etc.

e |Isthe data provided for the measure reliable and accurate?

e Can the department document the sources used for the data?

e What are the limitations of the data, if any?

A Performance Measurement Worksheet to help identify and select meaningful measures for the program is
provided in Appendix E. Completion of this worksheet will help ensure that all three types of measures
(output, efficiency and outcome) are represented and that the measures selected speak to the program’s
importance. The Budget Office is available to assist the department in the compilation of both current and
future measures.
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These are key dates and deadlines in the ZBB budget process (dates are subject to change).

ZERO-BASED BUDGET CALENDAR AND DEADLINES

August 28 ZBB Budget Worksheets distributed to account managers

August 29 Budget training on ZBB Worksheet
(Board Room A & B, 10:00-11:00a.m.)

September 30 ZBB Budget requests due to Budget Office

September 16 Program Summary & Performance Measurement Forms distributed

September 16 Program Summary & Performance Measurement Form training
(Board Room A & B, 10:00-11:00a.m.)

September 17 Program Summary & Performance Measurement Form training
(Board Room A & B, 10:00-11:00 a.m.)

September 23 Program Summary & Performance Measurement Form training
(Board Room A & B, 10:00-11:00a.m.)

September 24 Program Summary & Performance Measurement Form training
(Board Room A & B, 10:00-11:00a.m.)

October 7 Program Summary Form due to Budget Office

October 14 Performance Measurement Form due to Budget Office

November Superintendent’s review of budget requests

December Budget book prepared and printed

January 7 Superintendent presents budget (7:30 p.m.)

January 30 Public hearing on Superintendent's budget (7:00 p.m.)

February 4 Board of Education budget work session (7:00 p. m.)

February 6 Board of Education budget work session (1:00 p. m.)

February 11 Board of Education budget work session (7:00 p. m.)

February 18 Board of Education budget work session (1:00 p. m.)

February 25 Board adopts budget request (7:30 p.m.)

by March 15 Budget to County Executive

by April 15 County Executive submits budget to County Council
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ZERO-BASED BUDGET CALENDAR AND DEADLINES continued

May 8 Board of Education public hearing (7:30 p.m.) on budget changes

May 15 Possible Board of Education work session (7:30 p.m.) on budget changes
Late May County Council approves budget

May 22 Board adopts approved budget (7:30 p.m.)
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ZERO-BASED BUDGET TRAINING SCHEDULE

August 29 Budget training on ZBB Spreadsheet
(Board Room A & B, 10:00-11:00 a.m.)

September 3 Budget training on ZBB Spreadsheet
(Board Room A & B, 10:00-11:00a.m.)

September 16 Budget training on Program Summary & Performance Measurement Forms
(Board Room A & B, 1:00-2:00 p.m.)

September 17 Budget training on Program Summary & Performance Measurement Forms
(Board Room A & B, 10:30-11:30a.m.)

September 23 Budget training on Program Summary & Performance Measurement Forms
(Board Room A & B, 10:00-11:00a.m.)

September 24 Budget training on Program Summary & Performance Measurement Forms
(Board Room A & B, 2:30-3:30 p.m.)
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APPENDIX A

KEY ACTIVITIES FORM

Howard County Public School Sys
fiama Dvinicn
Program Mumber: Cepastrent:
Account Manager [Dfce ~
HOWARD COUNTY
HCPSS’s vision, mission, guiding principies and strategic goals wil be integrated into ERFSLIC SCHOOL SYSTEM
this year's budget process to align all budget decisions to the specific goals and
targets outlined in the strategic plan.
m* i
Imted on tha taky boiow
. ieratagic Pan
- —— DEtIIe ST Y -
and/or &) Outcoms  Srategy

1

2

3

4

5

L]

7

]
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APPENDIX A Continued

KEY ACTIVITIES FORM EXAMPLE 1

Progrem Name: - m:uﬁ:ummn

|Program Number: D01 Daparaent: | At 1

ning s — HOWARD COUNTY
PURBLIC SCHOOL SYSTEM

HCPSS's vision, mission, guiding principdes and sirategic Hﬂkﬂwm

this year’s budget process to algn all budget decisions to the specific

targets outlined in the strategic plan,

HCPSS Strategic Plan Link

Ta provide an mstruction & students in grades K theough 12 which supports the Bridge to Excellence Master Plan, MOTE: The strategic plam goals, ouscomes and strategies are
the implementaton of the Maryland Common Core State Cumiculsm, and the school system’s focus on mcreasing isted on the tabs below.
tha Ber of s wehg T ready bor coll Carpers

Who im the It sctiwity required by policy,  Soal [plesss Stratege  Stratege
[T ]

Eustimer R e mdeEte 1,20, Plas
amd'or 4) Oultcome  Strategy
Art instruction Ewsting Stsdents 1 1112181113132
21618 Lldiia
£17128
1 1413148
131163
181182
Fianning and preparing arteork for  |Essting Stsgents, 13 1114383197144
extalbitions. Sinit, 2 311313
1 Commuanity
Creersight and saministration of art |Esisting Fluderts Faft |4 434448 431433
program CEEF TS
lagsas?
3
IR LN B L BT RIS Eozmag [T ] 213223 [2112148
professicnsl development, new 21924 E
4 temcher support, curriculums 121223
drveiopmaent 114282
233
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APPENDIX A Continued

KEY ACTIVITIES FORM EXAMPLE 2

Howard County Public School System
Budgeting: Key Acivtesform |

&ro-Dased PE Y ACTviL o
Dewizion 3 Fmance and
Program Mame- Acoown ting Diwision: ‘Operations
Program Number: |0206 |Department: Budget and Fa v P
Account Manager: Severty Do Otfice: M:mn:i:; = HD“ !‘RD COL \ 1 &

PUBLIC SCHOOL SYSTEM

MCPSS's vision, mission, guiding principles and strategic goals will be integrated into this

year's budget process to align all budget decisions to the specific goals and targets
outlined in the strategic pian.
HCPSS Sermregne Plan Link
To provide courteous, accurate, and professional sccounting and financial services in an ethical manner to the Board, NOTE: The strateglc plan goals, owtcomes and strategies are listed on the
schools, the community, students, employess, and vendors. tabs below

Paying venders and sccounting for Vendors, 1 Yes-please provide details [3.2 334546 |331451 |OMB 2110, OMBE &-122
expenditures schools, the in “Notes" codumn 463
1 Boand
Biling and collzcting receivables and (Casstomers, 1 Ves-please provide detsils [3.4 334546 |33.1451 | OMB A-110, OMB A-8E7
sccounting for revenues schaol, the in “Notez” calumn 463
2 Board
Prowiding timely, accurate financial The Board. 1 Ves-please provide details 3.4 334546 |33.1451 |Annotated Code of Maryland. Education Article
reparting inchuding ensuring scourste schools, the in “Motes" cofumn 253 5-114, Ho Co. Regulstions, Generslly Accepted
ing o icating cemmunity. (Accounting Principals, OMB &-133, MSDE
3 data to i wnd uderts sa Financial Reporting Manuasl for Maryiand Public
stakeholders, and publishing finandal vendars, Schools, FOIA Reguests
reperts. custemers
Monitoring compliance with Board The Board. 1 Ves-please provide details £ 442546 (2414472 |Annotated Code of Maryland. Education Article
policy, federsl, state, snd local beser snd schools, the in “Notes” column 451454 [5-114, Generzlly Accepted Accounting
4 regulstions sz well az generally community 481482 |Principals, OMB 2-133
sccepted acoownting prmoples and £6.5
gowernment sccounting standards
Deweloping and provideng financisl The Board, 1 Vesr-please provide cemaily |2 2122 2112215, |HCPSS Board Policy B030, Generally Accepted
guidefines and training to staff schools, st=ff, in "Notes" column 216,221, |Accounting Principals, Government Accounting
5 the community 224 Standards
Oversaght and sdministration of the The Board, 2 Mo 2 2122 2152186
6 Accounting Office schools, and staff 221224
Perform cazh snd investment The Board 1 Ves-please provide details [HCPSS Evhics Repulations. He. Co. Gowt
management and oversaght in “Notes” column [Department of Finance Investment Pobicy,
7 (Annotated Code of Margland, Education Article,
§5-112 Policy 4100
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APPENDIX B

POSITION KEY ACTIVITY FORM

Howard County Public School System

Zero-Based Budgeting: Position Key Activity Form

Program Name: -
Program Number: “OWA RD (.'O UNTY

Account Manager: PUBLIC SCHOOL SYSTEM

Supervisor's Name
(person who
evaluates
performance)

% Time Spent on

FIE Activit

Key Activity #  Key Activity Short Description
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POSITION KEY ACTIVITY FORM EXAMPLE 1

Howard County Public School System

Zero-Based Budgeting: Position Key Act Form
Program Name: Art

Program Number: |0501

Account Manager: |Mark Coates

Division: Division 4 Curriculum and Instruction
Department: Fine Arts

Office:

APPENDIX B Continued

HOWARD COUNTY

PUBLIC SCHOOQL SYSTEM

FY 2015 Zero-Based Budget Manual
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Smith, John RESOURCE TEACHER11 ART Mark Coates 3|Exhibitions

4|Administrative Duties B5%

S|instructional Support 25%|
E12346 Adams, Jane TEACHER ELEMENTARYLD ART 1.00|Denise Lancaster 1]Art Instruction 100%
E12347 Butler, lames TEACHER ELEMENTARYL0 ART 1.00|Harry Walker 1}Art Instruction 100%
E12348 White, Bill TEACHER ELEMENTARYLD ART 1.00{Jonathan Davis 1]Art Instruction 100%
E12349 Carey, Anita TEACHER ELEMENTARYL10 ART 1.00|Kelley Hough 1}Art Instruction 100%
E12350 Henry, Sandra TEACHER ELEMENTARYLD ART 1.00(Ed Cosentino 1|Art Instruction Mf
E12351 Jones, Nora TEACHER ELEMENTARY10 ART 1.00|Brad Herling 1}Art Instruction m‘]
E12352 Riley, leffrey TEACHER ELEMENTARYLD ART 1.00|Kaye Breon 1]Art Instruction 100%;
E12353 Collins, Phil TEACHER ELEMENTARY10 ART 1.00|David Larner 1}Art Instruction .I.IIHG|
E12354 Black, Jack TEACHER ELEMENTARY10 ART 1.00Jason McCoy 1|Art Instruction I.DCI'!I-_]
E12355 Harrison, Allison TEACHER ELEMENTARY10 ART 1.00|Carol DeBord 1}Art Instruction M!
E12356 Ford, John TEACHER ELEMENTARYLD ART 1.00|Tricia McCarthy 1]Art Instruction 100%)
E12357 Wolf, Peter TEACHER ELEMENTARY10 ART 1.00|Heidi Balter 1}Art Instruction 100%

13.00



Howard County Public School System

Zero-Based Budgeting: P

POSITION KEY ACTIVITY FORM EXAMPLE 2

won Key Activity Form

APPENDIX B Continued

Program Name: Grounds Maintenance

Program Number: |7801

Account Manager: |Keith Richardson

Division 5

ttizs =nd Transportstion

HOWARD COUNTY

PUBLIC SCHOOL SYSTEM

Last revised 8-23-2013

Department: School Facilities
Supervisor's Name (person who Key . _ % Time Spent
A evaluates performance) Activity # — - - on Activity
E12351 Richardson, Keith MANAGER 1 00| Wayne Crosby &M t 100%
E12352 onas, Henry ASST MANAGER GROUNDS 1.00|Keith Richardson 1| Athletic/Play Field Maintenance 25%
4|5chool Grounds Maintenance 25%
&M t 50%
[uz!ss Rodriguez, Paul ASST MANAGER GROUNDS 0.50|Keith Richardson 2|Hard Surface & Structure Maint. 20%
3| Vehicle/Equi it Maint. 30%
6|Management 50%
E12354 Smith, John MECHANIC GROUNDS 1.00|Faul Rodriguez 3| Vehicle/Equipment 100%
E12356 Kline, Robert LEADMAN MECHANIC GRDS 1.00|Paul Rodriguez 3|Vehicle/Equipment 20%
7|Supervisory 50%
12358 Harrington, Martin LEADMAN GROUNDS 1.00[H: Jones ol Mhlnmx Field Maintenance 15%
4|School Grounds Mai e 15%
5|Storm/Emergency Maint. 5%
7 |Supervisory 65%
E12359 McCartney, Paul GROUNDS 1 GRD 1.00|Henry Jones 1|Athletic/Play Field Maintenance 30%
2|Hard Surface & Structure Maint. 15%
4|School Grounds Mai = 50%
5| Storm,/Emergency Maint. 5%
E11350 Riley, Mike GROUNDS 1 GRD 1_00|Henry lones 1|Athletic/Play Field Mai iance 30%
2|Hard Surface & Structure Maint. 15%
4|School Grounds Mai e 50%
5|Storm/Emergency Maint. 5%
7.50
FY 2015 Zero-Based Budget Manual Page 20



FY 2015 Zero-Based Budget Manual

APPENDIX C

ZERO-BASED BUDGET WORKSHEET

Howard County Public Schools
FY 2015 Proposed Zero-Based Budget Request

Program Name:

Program Number:

Account Manager:

Division:

Department:

Office:

Executive Director/Chief/Deputy Superintendent:
FY 2015 Proposed Budget

FY 2015 New Initiative/New Project

FY 2015 Middle School #20

FY 2015 New Initiatives Budget Variables Position Key Activity Form

Middle School #20 Projected Enroliment Budget Backup Form

FY 2015 BUDGET CERTIFICATION

I/We certify that the attached budget request has baen reviewed by the Department

YES . ) B 3 -

O Head and discussad with the Chief/Deputy Superintendent, is prudent and reasonable,
and all expenditure requests align with the department/division geals, and the HCPSS
strategic plan.

O YES I/We hereby certify that the attached program enhancement request(s) have been
reviewed by the Department Head and discussed with the Chief/Deputy
Superintendent prior to submission of our FY 2015 Budget request.

Account Manager Date
Executive Director Date
Chief /Deputy Superintendent Date
Reviewed by Budget Office Date

Last revised 8-23-2013
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APPENDIX C Continued

ZERO-BASED BUDGET WORKSHEET

Total Budget Request Sheet

Budget Mgr: 1202 - Mary Schiller
Org Key Object Object Description 2012 Actuals 2013 Actuals 2014 Budget | 2015 Worksh $ Change FY 15-14

Salaries and Wages

1000010105 1010200 Wages-Temporary Help 5,133.00 2,871.00 2,000.00 - 2,000.00

1000010105 1020100 Salary-Administration 95,020.00 98.346.00 100,320.00 - 100,320.00

1000010105 1022100 Salary-Support Staff 62,807.00 63,794.00 64,990.00 - 64,990.00

1000010105 1023100 Salary-Professional 87,671.00 9,242 00 46,810.00 - 46,810.00
Subtotal: 250,631.00 174,253.00 214,120.00 214,120.00

Contracted Services

1000010105 2095600 Contracted-Labor 3,651.00 5,586.00 7,000.00 - 7,000.00
Subtotal: 3.661.00 5.586.00 7.000.00 7.000.00

Supplies and Materials

1000010105 3292100 Supplies-Student Activity - - - - -

1000010105 3292500 Supplies-General 3,474.00 490700 5,000.00 - 5,000.00

1000010105 3293000 Supplies-Other - - - - -

1000010105 3295000 Technology-Computer 777.00 - - - -
Subtotal: 4,251.00 4,907.00 5,000.00 5,000.00

Other Charges

1000010105 4085000 Travel-Conferences 75.00 1,815.00 1,800.00 - 1,800.00

1000010105 4085100 Travel-Mileage 3,592.00 2,082.00 2,200.00 - 2,200.00

1000010105 4085200 Travel-Mileage Allowance - - - - -

1000010105 4144000 Accrued Leave Pay-out - - - - -

1000010105 4990500 Dues & Subscriptions - - - - -
Subtotal: 3,627.00 3,897.00 4,000.00 4,000.00
1000010105 - Community Partners 262,160.00 188.643.00 230.120.00 230.120.00
1202 - Mary Schiller: 262,160.00 188,643.00 230.120.00 230,120.00

FY 2015 Zero-Based Budget Manual Page 22
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APPENDIX C Continued

ZERO-BASED BUDGET WORKSHEET

Activity Sheet
[Burget Mgr: 1202 - Mary Sohilisr
org Ky Cibjsat ‘Objaot Decaripbcn 2016 Workcheat Jusimeation Purpocs.
1000010105 - Community Parmersrips
|Buhrl=: ard W apes
Return to Dashbcard 1000010102 1010200 Wi ages-TEMpOrary RED -
[T o1 o10s [F ] Zalary - T
I e m—cTE :
1000010108 1023100 Zalary-Frofessional -
Bubtotal:
Conracied 3endoes
1000010108 | EREEE] Conraciec-Labar
Subtotal:
|Zliecies and Materal
1000010108 3282100 Suppiies-Student Actrity
1000010102 3283500 Zuppilez-General
100001010 3233000 Iez-Demar -
1000010102 {5355000 Te-chnoiogy-C-ompuisr -
Subtotal:
Céner Charges
1000010102 L0BE000 TraveConfenences
1000010102 L0BE100 Traveridieage
1000010108 085300 TraverFiilsage Alowance -
1000010105 123000 Accrusd Leave Fay-ou -
1000010102 £330E00 Dwes & Subscriptions
Subtotal:
1900010186 - CommunEy Parinamh
JZ02 - Mary Zonller.
FY 2015 Zero-Based Budget Manual Page 23
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APPENDIX C Continued
ZERO-BASED BUDGET WORKSHEET

Backup Sheet

Fiscal 2015 Budget Back-Up Worksheet

Please use this form if additional information is necessary to explain the budget request.

Key Activity Number:

Program Number:

Program Name:

Return to Dashboard

Budget Object Line

measures

FY 2015 Zero-Based Budget Manual
Last revised 8-23-2013
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APPENDIX C Continued
ZERO-BASED BUDGET WORKSHEET

New Initiative/New Project Sheet

KEY ACTIVITY: New Initiative/New Project

Return to Dashboard
2015 Recurring or One “":mi:rn- If Recurring,
Object Object Description Worksheet Justification / Purpose Time Coat (R or RS Fatimated
oTc) Neaded Cost/Year

Salaries and Wages:

Round all figures to nearest $10
Subtotal: 0
Contracted Services:
Round all figures fo nearest §10
Subtotal: [1]
Supplies and Materials:
Round all figures to nearest $10
Subtotal: 0
Other Charges:
Round all figures fo nearest $10
Subtotal: [
Equipment:
Round all figures to nearest 510
Subtotal: 0
Total: 0
FY 2015 Zero-Based Budget Manual Page 25
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Retumn to Dashboard

Object Dascription

APPENDIX C Continued

ZERO-BASED BUDGET WORKSHEET

Middle School #20 Sheet

KEY ACTIVITY: Middle School #20

Justification/Purpose

Recurring or One
Time Cost (R or

If Recurring,

Number of

Years

If Recurring,
E

Salaries and Wages:

oTC)

CostfYear

Round all figures to neavest $10
Subtotal: 4
Contracted Services:
Round all figures to neavest $10
Subtotal: 4
Supplies and Materials:
Round all fiewres to nearest $10
Subtotal: Q
Other Charges:
Round all fiewres to nearest $10
Subtotal: 1
Equipment:
Round all fisures to nearest $10
Subtotal: 1
Total: Q

FY 2015 Zero-Based Budget Manual

Last revised 8-23-2013
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APPENDIX D
PROGRAM SUMMARY FORM

Zero-Based Budget 2015
Program Summary Form

Instructions for completing the form

Please provide the information requested for each section. Your response is not limited to the space shown; this is a
word document so please use as much space as necessary. Upon completion, please save the program document with
the following format (replacing the xxxx with your program number): ProgramSummaryFormxxxx.doc

Program Name: Division:
Program Number: Department:
Account Manager: Office:

Program Purpose
Describe the Program Purpose (listed on your program Key Activities Form) in the format that you would
like it to appear in the Budget Book.

Program Key Activities
Describe the Program Key Activities (listed on your program Key Activities Form) in the format that you
would like them to appear in the Budget Book.

Program Achievements

Identify specific program achievements. Review your program Performance Measurement Form for
measures and results which merit inclusion. Include achievements which display success in performing the
key activities of your program.

FY 2015 Zero-Based Budget Manual Page 27
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Performance Measurement Worksheet

PERFORMANCE MEASUREMENT WORKSHEET

APPENDIX E

Program Name: Division:
Program Number: Department:
Account Manager: Office:
Key Activity # and
Description
Outcome/Strategy # and
Description
Measure # Measure FY Target Projected Actual
2011
2012
1.a. 2013
2014
2015
2011 -
2012 -
1.b. 2013
2014
2015

Information on additional measurement info, the data source, the benchmark source, and the actual results including significant changes when
compared to the trend data.

la.:

Additional Measure Information:

Data Source:

Benchmark Source:

Significant Changes:

1.b.:

Additional Measure Information:

Data Source:

Benchmark:

Significant Changes:

FY 2015 Zero-Based Budget Manual
Last revised 8-23-2013

Page 28



APPENDIX E Continued

PERFORMANCE MEASUREMENT WORKSHEET EXAMPLE 1

Performance Measurement Worksheet

Program Name: Accounting Division: Division 3 Finance and Operations

|Prog-ram Number: 0206 Department: Budget and Finance

|Am:ount Manager: Beverly Davis Office: Accounting

Key Activity # and N Paying ftndoﬁ and accounting for Goal & Organization

Description expenditures

Outcome/Strategy # and 5.0 Refine central services to streamline operations, optimize efficiency and effectiveness, and facilitate
Description o collaboration.

Measure 8

Measure

Projected

2013
2014
2015

20
10
10

20
10
10

The total number of non salary voided or reversed checks divided by| 2011
the total number of checks issued 2012

1.b. 2013 1.00% 1.00% 0.42%
2014 1.00% 1.00%
2015

Information on additional measurement info, the data source, the benchmark source, and the actual results including significant changes when compared

to the trend data.

1.a.:

Additional Measure Information: This measures the efficiency of the payment process by benchmarking HCPSS results against industry standards.

Data Source: Accounting Office payment records.

Benchmark Source: Council of Great City Schools Performance Measurement and Benchmarking Project 2012

Significant Changes: Median score in CGCS survey (benchmark) was 20 days. HCPSS ranks in the top 17% in this benchmark in
comparison to participants in the CGCS performance measurement project and is 43% more efficient than the
median score of this benchmark.

1.b.:

Additional Measure Information: This measure reflects the efficiencies and degree of accuracy of the payables process.

Data Source: Banking record of number of checks issued, number of checks voided.

Benchmark: Council of Great City Schools Performance Measurement and Benchmarking Project 2012

Significant Changes: Median score in CGCS survey (benchmark) was 1.06%. HCPSS ranks in the top 18% in this benchmark in comparison

to participants in the CGCS performance measurement project and is 40% more efficient than the median score of
this benchmark.

FY 2015 Zero-Based Budget Manual
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APPENDIX F

PROCUREMENT CONSIDERATIONS

As the HCPSS begins the process of developing a budget using the new zero-based budgeting format, the
Purchasing Office would like to make account managers aware of the following:

The Board of Education established policies and procedures for the proper and efficient acquisition of goods
and services to assist school staff to deliver a world-class education.

When developing a budget request, please give consideration to and factor in what available procurement
methods will be used to obtain the goods and services required. Factors such as the source of funds, e.g.
grants — local, state and federal may have conditions and qualifications that may be a condition of receipt and
use of the funds. These conditions may include time limits on availability of funds, or requirements to use
certain vendors.

Procurement methods for contracts over $25,000 will involve the formal advertising of either a Request for
Proposal (RFP) or Invitation for Bids (IFB). The Purchasing Office has prepared a Procurement Manual that
provides greater detail and more information and may be accessed through the purchasing web site.

The Purchasing Office is here to address any questions account managers may have such as the best
procurement method to use, time allowance for a procurement action for timely deliveries and other related
information that will assist account managers in the development, planning and implementation of their
program initiatives.
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APPENDIX G

TECHNOLOGY CONSIDERATIONS
Technology can be impacted by new budget requests / projects / initiatives in the following ways:

e New end user hardware (e.g. student iPads requiring new network firewalls for security).

e New end user software with valid licenses (e.g. new software must be licensed for intended use,
COMAR approved and compatible with existing software).

e New end user on-line services (e.g. Google docs).

e New network equipment (e.g. additional servers for Exchange, Moodle, Alfresco, Communications
Portal).

e New network capacity (e.g. increased bandwidth or additional wireless access).
e New technology resources (e.g. new Exchanges email system administrator).

e Additional time and scheduling to implement the above (e.g., time for computer technicians to setup
new hardware or software).

The impact is especially critical for system wide projects (e.g., on-line access for new curriculum) or initiatives
that occur when all technology resources are already committed (e.g., start of school).

New end user hardware must be tested for compatibility with existing technology (e.g. existing software or
systems still operated on new type computer) and new image created to operate the new hardware which can
take considerable time.

Floor space rearrangements frequently require repositioning of / or additional data and telephone jacks as
well as electrical outlets (e.g. school labs moved or personnel changes that require new data or telephone
jacks).

Please contact the Technology Department during the planning stages of your budget / project / initiative to
insure all technology aspects critical to its success are considered and documented.

After contacting the Technology Department, the account manager should clearly identify any requested
funds in your budget for new technology and indicate what impact it will have to existing technology and/or
the Technology Department.
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APPENDIX H

SALARIES AND WAGES

Please include requests for any new positions on the ZBB Worksheet.

The Budget Office will automatically add salaries for currently approved positions after ZBB Worksheets are
submitted.

Formula-based school positions

Most Instructional, School-Based Administration, Special Education and Student Support programs add
positions according to established staffing practices. This includes enrollment-based positions and positions
allocated on a per-school or other basis.

Non-Formula positions

Administrative, support, maintenance, and other positions are generally not based on established staffing
formulas. Managers of these programs may include requests for new positions in their budgets based on
program needs.

Guidelines for budgeting new positions
When adding any new position(s) to the budget request:

Clearly indicate the number of positions, job classifications, and costs of the new positions in the
budget request. Provide enough detail so that the Budget Office can review the request and ensure
that the correct amount is budgeted.

Enter the cost in the dollar amounts field and briefly describe the position(s) in the
justification/purpose field.

See ZBB Worksheet “Budget Variables” tab for salary amounts for commonly requested new positions.
For all other new positions, please contact the Budget Office to determine appropriate salary amount.
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APPENDIX H continued
SALARIES AND WAGES
Salary account numbers

Use the charts below to select the correct object line item for new positions. For example, to add an account
clerk, a custodian or a registrar, the object line item would be 1022100 (Salary—Support Staff).

Object Number Object Description Job Titles

1020100 Salary-Administration Athletic & Activities Manager*
Assistant Manager

Assistant Principal*
Coordinator

Curriculum Coordinator
Director

Facilitator

Leadership Intern*

Manager

Principal*

1023100 Salary-Professional Accountant

Area Manager

Auditor

AV/TV Producer

Business Analyst

Buyer

Community Liaison
Computer Operator

Driver Trainer

Food Service Representative
Interpreter

Liaison

Nurse*

Programmer Analyst/Developer
Specialist

*Include $1,500 for new computer when calculating salary costs for these positions. Please contact Budget Office for
assistance if needed.
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APPENDIX H continued

SALARIES AND WAGES

Object Number

Object Description

Job Titles

1022100

Salary-Support Staff

Account Clerk
Bookkeeper*
Cafeteria Worker
Custodian*

Grade Scheduling Processor*
Grounds Worker
Inspector

Lead Worker
Maintenance Worker
Materials Handler
Press Operator
Secretary, Clerk*
Security Assistant*
Stock Clerk
Technician

1021100

Salary-Instruction/Non-Teaching

Audiologist*

Guidance Counselor*
Media Specialist*
Occupational Therapist*
Physical Therapist*
Psychologist*

Pupil Personnel Worker*
Speech Pathologist*

1030100

Salary-Teacher

Teacher*
Resource Teacher*

1040100

Salary-Instructional Assistant

Paraeducator
Student Assistant

1040200

Salary-Instruction Support Staff

Health Assistant*
Assist. Occupational Therapist
Asst. Speech Language Pathologist

*Include $1,500 for new computer when calculating salary costs for these positions. Please contact Budget Office for

assistance if needed.
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Wages — Other Salary Related Costs

APPENDIX H continued

SALARIES AND WAGES

Account managers will also need to budget for other salary related costs. Please use the following object line items for

the applicable costs.

Cost Item Object Number Object Description
Substitutes 1010100 Wages-Substitutes
Temporary help 1010200 Wages—Temporary Help
Workshop wages 1010300 Wages—Workshop
Summer pay 1010400 Wages—Summer Pay
Overtime 1010500 Wages—Overtime
Academic activities 1019900 Wages—Other
Advisors 1019900 Wages—Other
Coaches 1019900 Wages—Other
Extracurricular 1019900 Wages—Other

Home & Hospital teachers 1019900 Wages—Other
Lunchroom/Recess monitors 1019900 Wages—Other
Mentors 1019900 Wages—Other
Teacher Development Liaisons 1019900 Wages—Other
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APPENDIX |

NEW SCHOOLS AND RENOVATIONS

Please include the costs of new schools and additions opening next year, and pre-opening costs for schools
opening in the following year. Here are the projects currently scheduled to open in Fiscal 2015, Fiscal 2016
and Fiscal 2017. Future changes to the capital budget may affect this list.

Opening in Fiscal 2015

The following schools/additions tentatively slated to open in fiscal 2015 (opening on or after August 2014):

e New Middle School #20
e Running Brook ES Addition/Renovation
4 new grade 1-5 classrooms

Opening in Fiscal 2016
The following schools/additions tentatively slated to open in fiscal 2016 (opening on or after August 2015):

e Atholton HS Addition/Renovation
e laurel Woods ES Addition/Renovation
e Longfellow ES Addition/Renovation

Opening in Fiscal 2017

The following schools/additions tentatively slated to open in fiscal 2017 (opening on or after August 2016):

e Deep Run ES Addition/Renovation
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