
Appendix 5

The FY03 NCI Budget Request Format
This appendix contains a copy of the format and guidance used in FY03 for the preparation and submission of division budget requests to the Director, NCI. The formats contain sample data for illustration.

[image: image1.png]w SERVIC,,
" S,

HIALT,
<& ot ”"/,
e,

Public Health Service

O

-/é DEPARTMENT OF HEALTH & HUMAN SERVICES

National Institutes of Health
National Cancer Institute
Bethesda, Maryland 20892





[image: image2.png]National Cancer Institute
Typical ion Executive Summary
FY 2003 Operating Budget Request

Division Other Than

Budget ion

2002 Operating Budget in the Track File & Div. Financial
Plans $130,014

Transfers which will occur in 2003 0

Less: FY 2002 One Shots -3.780
Adjusted 2002 Operating Budget 126,234
Program Decreases/Project Completions (including
Savings from Separations) 0 0
Commitments (5% for Pay Raise, WIGIs, COLA &
Personal Services Costs-Annualization, Recruitment &
Replacements) 5,200
Other Non-RFA/PAS Commitments 619 0
RFA/PAS Commitments 0 2,790
Expansions 3418 0
Additional RFAs 0 0
New Initiatives 1,780 320
Total Request for FY 2003 137,251 3,110
Increase over Adjusted 2002 Ophd 8.7%
Partnerships and Collaborations with Outside
Sources

NCI receiving funding from outside sources 1,500

NCI providing funding to outside sources
(Interagency and Intraagency Agreements only) 850





[image: image3.wmf]General Technical Instructions for the FY 2003 Operating Budget:

Division Name:

Typical Division

New This Year!

1

2

3

4

Only

 input numbers in

 the 

YELLOW

 cells of the spreadsheets. All other areas are formulas or should be left blank.

DO NOT DELETE ANY ROWS OR COLUMNS

1)     Place your cursor on the cell  with the "etc" in that section

2)     Insert a row using the "Insert", "Row"  options on the tool bar

These steps should copy all the appropriate formulas into the newly added row and should also automatically update the 

formulas in the other tabs that reference specific cells in the "2002 Detail" tab.

3)     After the row has been inserted, please highlight the entire row ABOVE the row you inserted and copy that row and 

paste it to the row you inserted .

We have changed the FTE tab to not include funding, only your projected levels and use of FTEs.  If you are requesting an 

increase in your ceiling, then this format could be considered your request to do so.  On the 2003 Detail tab,  list personal 

services for each project in each category.  If you are requesting additional FTEs that would put you over your ceiling, you 

must include them on this sheet and the association to listed projects.  FTE and Non FTE dollars are not broken out 

separately for this exercise.

You are required to fill out a new tab this year to detail partnerships, collaborations with outside sources.   The purpose of 

this new format is to provide Dr. von Eschenbach with information on ongoing and planned financial collaborations and 

partnerships with other government and non government organizations.  Please include all Y3 interagency and intraagency 

agreements, direct citations of other IC appropriated funds, grant co-funds, NIH Office of the Director appropriated funding, 

NIH ORMH funds, and projects funded by money that you expect to receive in FY 2003 from outside sources.  Also, please 

list all Y1 and Y2 interagency and intraagency agreements, direct citations of NCI funds, grant co funds, and any other 

collaborations with outside sources when expected to obligate FY 2003 appropriated NCI funds.  Use your best judgment 

to determine if you expect to receive funding during FY 2003 from the outside source.  There are no guarantees that you 

will receive NCI funding for those projects, but make sure that you include these projects on your appropriated operating 

budget request if you do not expect to receive funding from outside the NCI to make sure that these projects are considered.

All initiatives/programs requesting and increase in FY 2003 funding need to be coded for the 

Bypass Category 

to which it 

is most relevant.    The 2003 Detail tab includes pull down menus for you to choose from when requesting increases.  You 

must be sure to select a Bypass category for every initiative in the Increases section.

If you need to 

add more rows

 to any section in the "2003 Detail" tab, please contact your FMB analyst or Kevin Wilson and 

we will walk you through the process.  If you would like to do it yourself then please use the following steps in order to 

make sure all the formulas throughout the spreadsheet get updated automatically:

Important:  Assume nothing has been approved for funding.  Include any additions 

to your base regardless of any approvals.  If you leave anything off this budget 

request that you expect funding for during the course of FY 2003, then assume the 

risk of not receiving funding.  When in doubt, include it on this request.

Also, on the 2003 Summary tab, in the FY 2002 operating budget column, the lines for your personal services will be 

determined by what you submitted on your August Financial Plan to establish your personal services base.  FMB will 

distribute a Personal Services forecast with each financial plan request to assist you in your calculations.

Please make sure to include all FY 2002 one shots, program decreases, and completed projects including RFAs/Pas.  

Also, as noted in the memo, please note any anticipated one shot items for FY 2003, including RFAs/Pas in the description 

section on the detail page.



[image: image4.wmf]Guide to  Columns in Summary Sheet:

Column Heading

Guidance for What to Include:

Technical Instructions for Data Entry

A

2002 Operating 

Budget in the Track 

File

2002 Operating Budget.  This column will tie to the Trackfile dated August 31, 2002 (the track file 

summary by division is shown as a separate tab and FMB will distribute a printed copy).  You only 

need to enter data in the highlighted cells for your in-house contracts.  You must submit your 

August Financial Plan and fill out the personal services section accurately because the personal 

services lines in this format will be based on your submission of the financial plan (shown in a 

separate tab).

Data entry on "2003 Summary" tab

B

Transfers which will 

occur in 2003

Identify any transfers to or from your budget (Division) which will be effective in FY 2003.  Include 

comparable FY 2002 funding, FTEs, and space as appropriate.  The resources listed here also 

need to be reflected in the submission of the Division getting/giving this transfer.  

Data should be entered in "2003 Detail" Tab.  

Information listed for "transfers out" of your 

division should be entered as negative 

numbers

C 

Less: FY 2002 One 

Shots

One Shots = those items listed as "One shot" in the FMB track file or any funds provided in the 

initial 2002 operating budget levels that were noted in the operating budget memos as "one-shot" 

for FY 2002.  If you have additional items you think should be considered one-shots, please notify 

your FMB analyst.

Data should be entered in "2003 Detail" Tab.  

Information should be entered as negative 

numbers

D

Adjusted 2002 

Operating Budget

This reflects the your 2002 operating budget adjusted for transfers and one-shots to provide a 

comparable base when developing the FY 2003 request. 

No Data Entry Required

E

Program Decreases

Decreases represent funds no longer needed for projects/programs/initiatives completed in 

FY2002, abolishment of programs, phase-outs, RFAs that are in their terminal year in FY 2002, etc.   

This section should include all those RFAs regardless of of the funding source (i.e. division 

controllable vs. RPGs).

The funding/FTE levels in this section should 

be entered as negative numbers.  Data 

should be entered on "2003 Detail" Tab.

F

Savings from 

Attrition 

(Separations)

Attrition - this is the estimate of funds saved by the Division when employees leave and other 

employees are not hired immediately behind them

Data should be entered in "2003 Detail" Tab.  

G

COLA

This column adds a standard percent increase for cost of living to the personal services and non-

contract other objects of the in-house mechanisms.

No Data Entry Required

H

Personal Services 

Costs 

(Annualization, 

Recruitment & 

Replacements)

Annualization reflects the additional funds needed to cover the cost of new positions on board less 

than one year in FY2002.  They were not paid for a full year in FY 2002 but they will be paid for a 

full year in FY 2003 so additional funds are needed to maintain the same number of staff for an 

entire year.  Also, this column should reflect recruitments and replacements of separated 

employees

Data should be entered in "2003 Detail" Tab.  

I

Commitments  Non-

RFA/PAS

Commitments reflect items that have been previously approved but will not begin until FY2003 or 

will continue to ramp-up in FY2003.  An example is recruitments of positions relating to a tenure-

track position approved last year but not to be filled until FY2003.  In this example, the positions and 

operating budgets have been approved, but the funds may not exist in the base.   Should also 

include COLAs and previously negotiated increases for Level of Effort R&D Contracts and the 

commitment base (type 5) funding needs for Division Controllable grant mechanisms.  You should 

NOT include published RFAs/PAS in this section.  They are included in the next section.  Each 

project/initiative in this section needs to be coded for the most relevant Bypass Category.  Each 

initiative can be linked to only one Bypass Category.  Also, please include expected FY 2003 one 

shots and indicate in the project description that they are one shots.

Data should be entered in "2003 Detail" Tab.  

(Continued)       

Column Heading

Guidance for What to Include:

Technical Instructions for Data Entry

J

Commitments  

RFA/PAS

List RFAs that will require FY 2003 funds and have been published.   Include the full RFA number in 

the  description of the project.  Each project/initiative in this section needs to be coded for the most 

relevant Bypass Category.  Each initiative can be linked to only one Bypass Category.

Data should be entered in "2003 Detail" Tab.  

K

Expansions 

Expansions represent increases requested to 

existing

 programs - all increases in resources 

needed should be included here, i.e. money, space, FTEs, Non-FTEs, and personal services costs.  

Each project/initiative in this section needs to be coded for the most relevant Bypass Category.  

Each initiative can be linked to only one Bypass Category.  

Also, please identify those 

expansions that are one shots by indicating this in the the project description.

Data should be entered in "2003 Detail" Tab.  

L

Additional RFAs

Division should request ALL RFAs and PAS with set asides that they would like funded in FY 2003 

including RFAs not funded using division controllable funds, i.e. include those funded within the 

RPG pool.  These would be in addition to in ones already committed to in column J.  Divisions also 

need to request funds for any initiatives using supplements as the mechanism of support.  Include 

RFA# if applicable.  Each project/initiative in this section needs to be coded for the most relevant 

Bypass Category.  Each initiative can be linked to only one Bypass Category.  If any of these 

projects in this category could be considered one shots, please indicate that in the project 

description.

Data should be entered in "2003 Detail" Tab.  

M

New Initiatives

New Initiatives represent increases requested for New Initiatives 

not already funded as part of an 

existing program

.  Again, be sure to request all resources needed for new initiatives, i.e. money, 

space, FTEs, Non-FTEs, and personal services costs.  Each project/initiative in this section needs 

to be coded for the most relevant Bypass Category.  Each initiative can be linked to only one 

Bypass Category.  If any of these projects in this category could be considered one shots, please 

indicate that in the project description.

Data should be entered in "2003 Detail" Tab.  
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� EMBED Word.Picture.8  ���June 10, 2002


										


To: 	Division Directors							


From: 	Director, NCI	


Subject: 2003 Operating Budget Requests 





I would like to begin the process of developing operating budgets for 2003. To provide a consistent base for the funding allocations, I ask that you complete the attached funding tables.  This budget request should present the increases proposed as well as include the total funds requested for all division-administered programs and new funds for all programs for which your division has the programmatic lead in FY 2003.  Also, this request must present all decreases, including one shots and all programs that are to end during FY 2002.  My office will schedule reviews of each submission beginning in mid to late October.  When the appropriation level is known, you will receive an operating budget to cover the projects selected for funding through this process. 





While each Division is required to submit the attached tables, I encourage you to present your program request, as you deem most appropriate in terms of scientific content and format.  In your program presentation I would like to particularly understand your scientific priorities and how your proposals relate to accomplishing our 2003 Bypass Priorities.  You should address the many items of significant interest to our Congressional Appropriations committees.  





The NCI budget has dramatically increased the past four years and by the end of FY 2003, the NCI budget will have nearly doubled the FY 1998 NCI budget. These substantial increases have allowed the NCI to initiate and expand research programs that have and could possibly provide scientific advances and medical breakthroughs leading to the NCI goal of curing cancer.  However, the outlook for the 2004 budget is not nearly as bright.  We must identify programs and initiatives that may not have been as successful as initially hoped that were funded during the growth of the NCI budget.  Identifying and terminating these programs will be critical to the success of advancing our national agenda in FY 2004 and beyond.





If there are program proposals that involve significant growth beyond 2003, you should be prepared to discuss with me the out-year implications.  Similarly, please indicate any FY 2003 new initiatives or expansions of existing programs that are one shot in nature or are expected to be completed end with the closing of FY 2003. There should be a clear progression from prior program approvals to the current request with changes identified and justified.  For example, discussions during the 2002 budget allocations should be reflected in your program justification for 2003.





Be sure to include in your budget request for 2003 the funding needed for all RFAs that are administered by your division including those which are funded from the RPG pool or other non-division controllable funds.  Keep in mind that approval by EC or BSA of the initiative is not the final step in the approval and allocation of funds.  You need to include all RFA/PAS initiatives in your FY 2003 operating budget request. Please indicate in the description section of the format provided, the status of the RFA, i.e. published, EC reviewed, BSA Reviewed etc.





As always, the personnel and space needs associated with your program plans should be fully described and coordinated with the Office of Management.  In presenting your personnel needs there should be a discussion both of the costs in the first year and the ultimate annual costs of the position change.  Proposals for IT enhancements or expansion should be coordinated with the Center for Bioinformatics and the Office of Management.





The attached budget tables should be submitted to FMB no later than 10 days prior to your 2003 operating budget discussion with me.


Andrew von Eschenbach, MD


cc: 	ARC Managers


John Hartinger


Jim Dickens
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