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G-1
Introduction

Welcome to NCI Budget Training for Administrative Staff! This course provides the training in the basic budgeting skills used by administrative staff to support the research conducted by NCI. 

Purpose  - This course provides training in the vocabulary, techniques, concepts, and processes used by NCI staff to manage financial resources.  Emphasis is placed on understanding key terms and events and understanding the budget cycle within NCI.  Exercises based on real events and situations are used throughout the text and actual budget formats and tools are included whenever possible.

Audience - New NCI administrative staff responsible for fiscal tracking, reporting and management focusing on the role of Administrative Officers.  However, the course contains information valuable to anyone involved in the NCI budget process.

Prerequisites - It is recommended that students have six months of work experience in an ARC prior to enrolling in this course.  Prior completion of the NIH training courses, "Federal Budget Process” (http://learningsource.od.nih.gov/) is also recommended.  

The following are recommended but not required to enroll in this course:

a. Prior exposure to NCI or NIH budget terms, mechanisms and processes

b. Prior experience with NCI financial systems (VSOF and Data Warehouse)

Learning Objectives - After completing this training, you will:

· Understand the key NCI budget terminology and theory. 

· Be prepared to apply the terms, principles and procedures in typical budget scenarios throughout the fiscal year.

· Understand the roles and responsibilities of the principal participants in the NCI budget process.

· Understand the principles of budgeting at NCI and be able to apply them in your daily work.

· Understand and be able to identify key events, roles and milestones during a typical fiscal year.

Class Format – One-day course consisting of lecture, combined with frequent exercises, role-playing and discussions.

Your student book includes helpful samples and aids designed to improve your performance upon returning to work.

The course also includes a master wall chart displaying the timing of all major events and participants in the NCI budget process. This wall chart will guide you and provide a context for understanding why, when and how the principles and procedures are applied.
Exercises - Exercises include spreadsheets and other aids used in the regular management of funds within NCI.  They are included on the CD in the back of your book.  At the discretion of the instructor, a computer lab may be used in conjunction with the class. If not, the exercise spreadsheet and formats have been incorporated into the book for manual use.
Web Resource Center - An NCI Budget Resource Toolkit containing all of the formats and references in this student guide has also been deployed to the NCI Intranet, and may be found at: 

http://www.knowledge-media.com/nci/index.html.

Agenda


	Activity
	Time

	Introduction
	8:30AM to 8:45AM

	Section 1.0 Federal Budget Process Overview  
	8:45AM-9:45AM

	Break
	9:45AM- 10:00AM

	Section 2.0 Budget Theory and Application at NCI
	10:00AM- 11:30AM

	Lunch
	11:30AM- 12:30PM

	Section 3.0 Budgeting Principles and Procedures
	12:30PM- 2:00PM

	Break
	2:15PM- 2:30PM

	Section 4.0 Budget Execution Exercises
	2:30 to 4:30PM
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	Useful Web-based Resources

	
	Reference
	How to Locate 

	
	FINANCIAL INFORMATION SYSTEMS

	
	VSOF (Visual Status of Funds) Main Menu
	VSOF is an application that you should  install on your computer.  To launch the application, click on the icon located on your desktop.  If you do not have an icon for VSOF, contact NCI Core Services at 6-0268 and request that VSOF be installed on your computer.

	
	NIH Data Warehouse
	http://www-dw.cit.nih.gov/dw/datatown.htm

	
	NIH nVision
	https://my.nih.gov/nih/mypage/

	
	ORGANIZATIONAL WEBSITES CONTAINING BUDGET-RELATED INFORMATION

	
	NCI Financial Management Branch Intranet Website (NCI staff access only)
	http://camp.nci.nih.gov/admin/budget/index.htm

	
	NCI FMB Internet Website (public)
	http://www3.cancer.gov/admin/fmb/

	
	NCI Intranet Website (employees only)
	http://camp.nci.nih.gov/

	
	NCI Internet Website (public)
	http://www.nci.nih.gov

	
	NCI Administrative Internet
	http://camp.nci.nih.gov/admin/index.html

	
	NCI Extramural Financial Data Branch
	http://camp.nci.nih.gov/admin/oem/efdb/index.html

	
	NIH Office of Financial Management
	http://ofm.od.nih.gov/

	
	HHS Home Page
	http://www.hhs.gov/

	
	BUDGET POLICY AND GUIDANCE WEBSITES
	

	
	Common Account Number (CAN) Information
	http://camp.nci.nih.gov/admin/budget/canrequest.xls
http://www.hhs.gov/of/policy/damanual/03-30.txt

	
	NIH Manual Chapter- Agency Agreements
	http://www1.od.nih.gov/oma/manualchapters/management/1165/

	
	CRADA Guidance
	http://www1.od.nih.gov/oma/manualchapters/intramural/3053/

	
	NIH Policy Guidance on Gift Funds
	http://www1.od.nih.gov/oma/manualchapters/management/1135/

	
	NCI Budget
	http://plan.cancer.gov/

	
	Budget Training Course (PDF Version)
	http://www.knowledge-media.com/nci/studenthandbook.pdf

	
	OMB Circular A-11: Preparation of Budget Estimates
	http://www.whitehouse.gov/omb/circulars/a11/04toc.html

	
	Operating Budget Request EXCEL Template
	http://www.knowledge-media.com/nci/opbudrqst.xls

	
	Sample Financial Plan (Execution) EXCEL Template
	http://www.knowledge-media.com/nci/finplan.xls

	
	NCI Budget Resource Toolkit
	http://www.knowledge-media.com/nci/index.html

	
	Budget Systems and Concepts
	http://w3.access.gpo.gov/usbudget/fy2000/maindown.html

	
	NIH Help Desk (Computer Support)
	http://ithelpdesk.nih.gov/


SECTION 1.0

The Federal Budget Process and NCI

This section provides an overview of the federal budget process as it relates to the National Cancer Institute.  The focus of this course is NCI’s budget activities.  However, in order to understand the budget activities at the institute level, it is important to understand how the activities at the federal level guide the budget processes within NCI.

Budgeting involves competition for limited resources.  Choices must be made among the many demands on public resources, which even in good times may not cover all opportunities.  The budget process provides the framework used to define roles and set priorities.  Budgeting provides order and control to the decision making process.  Procedures regulate conflict by defining tasks and roles, establishing expectations and deadlines for action, and limiting the scope of issues to be considered.  

1.1 Funding Federal Programs – the Appropriation
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Federal agencies receive their operating funds in the form of an annual appropriation from Congress.  Congress sets the funding level for each agency through the passage of laws called “appropriations”.  
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FY 2002 Operating Budget 1 2 3

FY 2001 

Actuals

Comp. Base, 

AREA,Vac Lab 

Adj, & NIBIB 

Transf

FY 2001 

Comparable 

Base

09/30/01 10/01/01 10/01/01

CCR IR 333,389 28 333,417

Control Inhouse 5,019 732 5,751

   Total, CCR 338,408 760 339,168

DCEG R&D Contracts 7,193 7,193

IR 54,794 (10) 54,784

Control Inhouse 10,481 5 10,486

Control Contracts 4,542 4,542

   Total, DCEG 77,010 (5) 77,005

DCTD R&D Contracts 90,841 184 91,025

IR 544 544

Control Inhouse 5,020 21 5,041

Control Contracts 2,817 2,817

RMS 26,288 (201) 26,087

Centers (U54s) 3,111 3,111

SPOREs 0 0

Control Grants 12,567 12,567

Cooperative Groups 152,136 125 152,261

   Total, DCTD 293,324 129 293,453

DCB R&D Contracts 4,120 4,120

RMS 9,664 (3) 9,661

Centers 1,000 1,000

   Total, DCB 14,784 (3) 14,781

DCCPS R&D Contracts 19,913 19,913

Control Grants 52,719 (352) 52,367

Control Contracts 32,894 3 32,897

Control Inhouse 22,723 (1) 22,722

   Total, DCCPS 128,249 (350) 127,899

DCP Control Grants 105,470 (219) 105,251

Control Contracts 62,061 62,061

Control Inhouse 16,075 (34) 16,041

   Total, DCP 183,606 (253) 183,353

DEA RMS 13,813 56 13,869

Control Inhouse 124 124

   Total, DEA 13,937 56 13,993

Office of the Director:

OM R&D Contracts  10,506 117 10,623

IR 50,150 59 50,209

RMS 34,646 (41) 34,605

Control Inhouse 27,072 161 27,233

Construction Grants 1,500 1,500

Construction Contracts 700 700

   Subtotal, OM 124,574 296 124,870

OC Control Contracts 20,990 20,990

Control Inhouse 35,781 44 35,825

   Subtotal, OC 56,771 44 56,815

ODDES Centers 194,276 (62) 194,214

SPOREs 76,844 76,844

NRSA 57,927 (44) 57,883

Careers 51,177 51,177

Cancer Education 21,740 21,740

Groups 2,125 (125) 2,000

R&D Contracts 315 315

RMS 5,917 274 6,191

Control Inhouse 3,217 (187) 3,030

Control Grants 0 0

   Subtotal, ODDES 413,538 (144) 413,394

CRCHD Control Contracts 1,386 1,386

Track File By 

Division


The Constitution bars the president and federal agencies from spending money in the absence of an appropriation.  However, the annual appropriation may not be passed before the start of the new fiscal year.  When this happens, Congress passes a temporary measure called a continuing resolution that provides temporary funding to keep the Federal government operating.
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In addition to the total level of funding, the appropriation may identify specific budgetary items. In some years Congress allows agencies limited discretion to transfer funds among budgetary items; in others, the language in the appropriation specifies that the funds be spent exactly as appropriated.  Funds provided for a specific purpose are referred to as “earmarked” and must be spent on the specific research activity or be returned.

1.2  NCI’s Appropriation

The funding NCI receives originate as part of one of thirteen federal appropriations passed each year by Congress.  The following chart reflects the appropriations at the Federal level down to the NCI level.
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Obligations through March 30th, 2002 (50% of the way through the fiscal year)

8340287

Obligations 

thru 

3/30/2002

Pending 

Oblidgations - 

April thru 

September

Projected 

Total FY2002 

Expenditures

FY2002 

Budget 

Allocation

Projected 

Year-end 

Balance

Current 

Balance

% 

Obligated 

to Date

Personal Services

Lincoln 281,695 282,693 564,388 545,871 -18,517 264,176 52%

Washington 386,285 759,578 759,578 803,000 43,422 416,715 48%

667,980 1,042,271 1,323,966 1,348,871 24,905 680,891 50%

Operating Budget

Lincoln 354,206 121,487 475,693 481,008 5,315 126,802 74%

Washington 219,553 153,969 373,522 353,000 -20,522 133,447 62%

573,759 275,456 849,215 834,008 -15,207 260,249 69%

Total  1,241,740 1,317,727 2,559,467 2,182,879 9,698 941,139 57%

BRANCH SUMMARY


[image: image15.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: image16.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.
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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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The process leading to an appropriation crosses fiscal years.  In addition, adjustments to obligations from prior fiscal years continue for a period of five years after the close of the fiscal year.  As a result, multiple fiscal years must be managed at the same time.  Generally speaking, seven fiscal years are active at any point in time as illustrated in the next chart.  The overlap of fiscal years generally involves NCI budget office staff to a greater degree than ARC staff.  ARC involvement focuses on the execution phase, while the NCI budget office handles the federal level formulation and audit exercises.  ARC staff may become involved in the other phases to provide supporting data or transaction data for obligations.  The chart below reflects the fiscal years that will be active in year 2003.

FISCAL YEARS ACTIVE DURING FISCAL YEAR 2005
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	During FY2005, NCI will be auditing FY00, 01, 02, 03 and 04 appropriations, FY05 execution and formulation for FY06.
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	2003
	2004
	2005
	2006
	2007
	2008
	2009
	2010
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	Oct
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	FY00
	Review and Audit (5 years)
	
	
	
	
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	

	
	
	
	
	 
	
	
	 
	
	
	
	
	 
	 
	 
	 
	
	
	
	
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	

	FY01
	Review and Audit (5 years)
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	

	
	
	
	
	 
	
	
	 
	
	
	
	
	 
	 
	 
	 
	
	
	
	
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	

	FY02
	 
	 
	 
	Review and Audit (5 years)
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	Execution
	Review and Audit (5 years)
	 
	
	
	 
	 
	
	
	 
	

	
	
	
	
	 
	
	
	 
	
	
	
	
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	
	
	 
	

	FY04
	
	Formulation & Presentation
	Execution
	Review and Audit (5 years)
	 
	
	
	 
	

	
	
	
	
	 
	
	
	 
	
	
	
	
	 
	 
	 
	 
	
	
	
	
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	

	FY05
	
	
	
	 
	
	Formulation & Presentation
	Execution
	Review and Audit (5 years)
	

	
	
	
	
	 
	
	
	 
	
	
	
	
	 
	 
	 
	 
	
	
	
	
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	

	FY06
	
	
	
	 
	
	
	 
	
	
	Formulation & Presentation
	Execution
	Review and Audit (5 years)

	  (Etc.)
	
	
	 
	
	
	 
	
	
	
	
	 
	 
	 
	 
	
	
	
	
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	 
	
	
	 
	


1.3  The Role of ARC Staff in the NCI Budget Process

The role of the ARC staff differs from that of FMB staff in the budget process.  Using the FY05 appropriation as a model, the chart below compares FMB’s role to the role of ARC staff.  Notice that the role of the ARC centers on the activities that take place within NCI after the annual appropriation is received.    

	NCI Activities Associated with an Appropriation

	Sample FY2005 Budget

	Fiscal Year
	Calendar Year
	 
	FMB ACTIVITIES
	AO ACTIVITIES

	FY2003
	2003
	Spring
	 
	FMB prepares the NCI Bypass Budget submission for the 2005 appropriation (still 2 years away)
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	Fall
	 
	 
	DHHS review
	 

	FY2004
	
	 
	
	
	
	

	
	
	Winter
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OMB collects the submissions of each agency and combines them to create the President's Budget

	

	
	2004
	Spring
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President submits the request to Congress.  Congress reviews the request and makes adjustments

	[image: image26.emf]Division OM

Obligations thru: 06/30/02

Operating Budget thru: 07/12/02 Plans for the rest of the FY

Mechanism

Mechanism Detail Thrust Data Total July August September Total 

Requested 

Changes

RMS

RMS Other Objects PM&S Obligations 8,657 2,099 508 5,017 16,281 0

Operating Budget 16,281

RMS Other Objects Obligations 8,730 2,099 508 5,017 16,281 0

RMS Other Objects Operating Budget 18,354

RMS Personal Services PM&S Obligations 16,724 1,752 1,963 1,931 22,369 0

Operating Budget 22,369

RMS Personal Services Obligations 16,724 1,752 1,963 1,931 22,369 0

RMS Personal Services Operating Budget 22,369

RMS Obligations 25,454 3,851 2,471 6,947 38,650 0

RMS Operating Budget 40,723

Intramural

Intramural Other Objects Causation Obligations 16,844 5,016 5,518 4,798 32,177 154

Operating Budget 32,023

PM&S Obligations 1,097 2,363 11,709 9,541 24,710 34

Operating Budget 24,676

Intramural Other Objects Obligations 17,941 7,379 17,227 14,340 56,887 188

Intramural Other Objects Operating Budget 56,699

Intramural Personal Services Causation Obligations 0 0 0 0 0 0

Operating Budget 0

PM&S Obligations 10,904 1,332 1,292 357 13,886 (162)

Operating Budget 14,048

Intramural Personal Services Obligations 10,904 1,332 1,292 357 13,886 (162)

Intramural Personal Services Operating Budget 14,048

Intramural Obligations 28,845 8,711 18,519 14,697 70,773 26

Intramural Operating Budget 70,747

Total Obligations 66,718 12,562 20,990 21,645 109,423 26

Total Operating Budget 145,679

Total Personal Services Obligations 27,628 3,084 3,255 2,288 36,255 (162)

Total Personal Services Operating Budget 36,417

Total Other Objects Obligations 39,090 $9,478 $17,735 $19,357 $73,168 $188

Total Other Objects Operating Budget $109,262

ARCs assists PIs/Labs/Branches to prepare the FY2005 budget request to their Division Director.


	
	
	Summer
	Congress passes the FY05 Appropriation
	[image: image27.wmf]Lab/Branch budget meetings with Division Director to review FY03 requests.  Requests are combined and presented to the Director, NCI

	
	
	Fall
	
	 

	FY2005
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Division request are combined by FMB and the Director, NCI develop models for division allocations pending the NCI appropriation

	
	
	Winter
	 
	
	NCI receives the appropriation and the Director establishes the FY2005 budgets.  The ARCs work with their PIs and Lab/Branch Chiefs to allocate funds, provide financial planning and track expenditures.  AO's perform closing exercises at the end of the fiscal year (September 30th) when the funding expires.

	
	2005
	Spring
	 
	
	

	
	
	Summer
	 
	
	


The ARC’s support the budget activities of their program staff and play the lead role in the preparation of the annual division budget request submitted to the NCI Director. These are prepared several months prior to the fiscal year and go no further than the NCI Director. They are used by the NCI Director to arrive at the funding levels for each division once NCI receives its appropriation.  The Bypass and President’s budgets are prepared by FMB for NCI as a whole.  They are prepared over a year in advance of the appropriation and serve as NCI’s petition for funding to the President and Congress and ultimately lead to the appropriation.  In summary;

· The Bypass and President’s budget are external activities that go beyond NCI to the President and Congress.  They are used to establish NCI’s funding level in the coming appropriation.  FMB prepares these submissions.

· The budget requests submitted annually by each division are internal and go no farther than the Director of NCI.  They are used to allocate funds within NCI once an appropriation is received.  The ARCs prepare the division budget requests.

The chart below reflects NCI’s budgetary chain of authority and the roles played by FMB and the ARC staff: 
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1.4  Phases of the Budget Cycle

The federal budget process is divided into four phases:

1. Formulation- preparation and submission of the request for next year’s budget.

2. Presentation - congressional review and action on the budget requests.

3. Execution - activities involved in spending and managing the annual appropriation.

4. Performance Review and Audit – activities after the close of the fiscal year to assess budgetary review and control procedures.

1.5  Budget Formulation

As described earlier, budget formulation takes place both at the Federal level (Bypass and President’s budgets) and at the internal institute level (the annual division requests to the NCI Director).  Let’s explore the process at both levels.  

1.6  The Federal Budget Process and NCI (Bypass and President’s budgets)

The budget formulation used by federal agencies results in the President's budget.  This process starts two fiscal years prior to the actual appropriation.  OMB (the Office of Management and Budget) collects the requests from each agency and combines them into one document that becomes the President’s budget.   The law requires that by the first Monday in February, the President’s Budget be submitted to Congress.  OMB prepares the budget proposal for the President, after consulting with senior advisors, cabinet officials, and agency heads.  

Two agencies (NCI and DoD) have bypass budget authority.  Bypass authority allows NCI to submit a separate budget request directly to the President rather than through NIH and DHHS.  This request called “the Bypass Budget” is prepared annually in addition to the President’s Budget.  The President’s budget submission is based on formulation guidance from DHHS and NIH that influence funding levels, scientific prioritization, etc.  NCI’s Bypass Budget reflects the NCI Director’s professional judgment with regard to funding levels, scientific opportunities and areas of scientific promise.  You can view the FY05 Bypass Budget can be viewed at http://plan.cancer.gov/
The chart below explains the routing of the Bypass and President’s budget starting at NCI and moving through the complete cycle:




This process results in an appropriation.  An internal budget formulation process takes place within NCI to allocate the funds provided by the appropriation.

1.7  The Internal NCI Budget Formulation Process – ARC Budget Formulation

Each year, the ARCs help their division and programs prepare their budget requests for the coming fiscal year.  This process typically begins in late spring or early summer and peaks during the summer months.  Principal investigators (PIs) prepare budget requests that are summed together to become lab/branch requests.  During this process, ARC staffs meet with the program staff (PIs, lab/branch chiefs and division directors) to identify funding needs and scientific opportunities, make adjustments to budget levels, prioritize competing needs and prepare justifications for increases.  ARC staff help develop supporting documentation and presentation material, and accompany program staff in budget presentations.  

Lab and branch requests submitted to each Division Director are consolidated and adjusted to arrive at the overall request from the division.  Division Directors review and adjust the levels requested to reflect the funding levels and prioritizations they are comfortable defending.  This becomes the overall request from that division and is submitted to the Director of NCI in the format prescribed by FMB along with any additional documentation deemed necessary by the Division Director.  In late summer, each Division Director presents his or her budget request to the Director of NCI.    

FMB combines the submissions from each division into an NCI total and prepares funding models for the NCI Director based on information coming from Congressional committees.  When the appropriation is received, the Director of NCI allocates funds to each division.  The ARCs assist their Division Director to develop funding models for the division and distribute funds down to the lab/branch level then to the PI level.   From the perspective of an AO, the formulation phase ends with the presentation of the annual budget request from their lab/branch or division.  Receipt of an operating budget signifies the beginning of the execution phase. 

The internal NCI formulation process and the external budget process take place independent of one another. 

1.8  Budget Execution

Budget execution includes all the activities involved in managing the expenditure of the annual appropriation.  Budget execution starts on October 1st when the appropriation or continuing resolution is passed.  It ends shortly after September 30th with the completion of the fiscal year close activities.  Execution involves ARC staff more than any other phase of the budget cycle. During this phase, ARC staff obligate funds, monitor spending against budget allocations, project expenses, and plan for unmet needs. 

Budget execution activities will be covered in detail further in the course, but include:

· Setting initial operating budgets.

· Obligating funds throughout the fiscal year.

· Tracking expenditures and preparing financial plans comparing planned expenditures to available budget.

· Identifying and addressing surplus or deficit spending.

· Closing the books at the end of the fiscal year.

Below are some key terms that all administrative staff must be familiar with.




1.9  Review and Audit – “The After Life”

Appropriated funds must be obligated between October 1 and September 30th – the period of the appropriation.  Obligations set aside funds to pay for purchases of goods and services and to fund grants.  Funds are not actually disbursed (paid) until the product is delivered or work is performed and the vendor or grantee submits an invoice.  ARC staff review and approve invoices and submit them for payment to NIH accounts payable.  A disbursement of funds is then made from the U.S. Treasury.  

Obligations can only occur during the fiscal year, but not all services are completed nor all goods delivered by the close of the fiscal year.  Therefore, some transactions must remain active after the close of the fiscal year.  However, only those obligations made before the close of the fiscal year may remain active – no new obligations can be made against the funds of the expired appropriation.  Existing transactions remain active for five years or until all the funds that were obligated are disbursed.  Adjustments may need to be made to the amount obligated to reflect changes in price, shipping costs, etc. Adjustments to existing obligations are termed “prior year” adjustments.  Still, no new obligations may be made.  

Open obligations that have not been fully disbursed nor seen any activity for an extended period of time are considered “stale”.  The ARCs are periodically called on to review stale obligations to identify those that can be closed.  After five years, all transactions are closed and any legitimate invoice received from that point on must be paid from current year funds.

FMB manages NCI’s prior year funds as a single pool of funds – division identifiers disappear after the close of the fiscal year.  However, ARC staff may be asked to provide documentation supporting prior year obligations.  Rules governing the use of prior year funds include:

1. Funds are available only for adjustments to pre-existing obligations.

2. After five years, transactions are closed and any valid invoices must be paid out of current year funds, up to 1% of the current appropriation.

3. Litigation can extend funds availability.

SECTION 2.0

TYPES OF FUNDS AND FUNDS MANAGEMENT

We have covered the fundamentals of NCI’s budget process and can now examine the terms, concepts and types of funds available to the NCI.  As we proceed, we’ll apply what you’ve learned using practical exercises that demonstrate the budget activities you will be performing at the various stages of the fiscal year.

2.1  Sources of Funds

NCI’s primary source of funding is the annual appropriation. However, NCI has other important sources of funding.  Funds are divided into two categories; appropriated funds and non-appropriated funds.  

2.2 Appropriated Funds
NCI’s appropriated funds are provided by Congress via the annual appropriation.  Unlike the other institutes at NIH, NCI has its own appropriation.  Funding for the other NIH institutes is wrapped into one NIH appropriation that is then divided among the other institutes by the NIH Director.  

There are two types of appropriated funds:

· Direct funds – money received directly as part of NCI’s appropriation.
· Reimbursable funds – money transferred to NCI from the appropriation of another federal agency.  NCI receives reimbursable funds as payment for goods or services provided to another federal agency.
2.3 Non-appropriated Funds
Non-appropriated funds do not originate from the appropriation.  Federal agencies are prohibited from soliciting funds for support.  However, there are 5 ways NCI may receive funding outside of the annual appropriation:

· General Gift Funds – NCI may legally receive gifts including bequests, real estate, legacies and donations from living donors. 

· Conditional Gifts – Gifts given with stipulations regarding how the funds will be used.

(See http://www1.od.nih.gov/oma/manualchapters/management/1135/)

· CRADAs - (Cooperative Research and Development Agreement) a formal agreement between NCI and a non-federal collaborator that defines the collaborative research to be performed and the rights and responsibilities of each party. This includes the rights to any resulting patents, inventions, licenses, or publication opportunities.
· Royalties – Funds arising from licenses and patents held by NCI.
· Foundation for the NIH - Established in 1996, the foundation supports the mission of the NIH, which is to develop new knowledge through biomedical research.  The Foundation fosters collaborative relationships in education, research, and related activities between NIH, industry, academia, and non-profit organizations; supports basic and clinical research to advance medical knowledge; supports training and advanced education programs for the investigators of tomorrow; and invests in educational programs about medical research.   

2.4  Funding Mechanisms

Once NCI receives an appropriation, the funds are assigned a mechanism designation. Mechanisms reflect the types of research activity supported by the funds.  Below is a list of the mechanisms currently used within NCI:

· Research Project Grants (“RPGs”)

· Research Centers (“Centers”)

· Other Research (“Other”)

· National Research Service Awards (“NRSAs”)

· Research and Development Contracts (“R&D”)

· Intramural Research (“IR”)

· Research Management and Support (“RMS”)

· Cancer Prevention and Control (“Control”)

· Construction

· Director’s Reserve
NCI operates within overall mechanism ceilings that are reported to NIH.  NIH incorporates these levels into the ceilings they report to DHHS.  Therefore, any movement of funds across mechanisms requires formal reprogramming.   ARC staff must consider this and coordinate with their division ARC or FMB when considering reallocating funds that will result in changes across mechanisms.
A definition of each major mechanism is provided below.  A detailed list including each type of grant is included in Appendix 2.

Research Project Grants (RPGs). Research Project Grants (RPGs) are awards for investigator-initiated research proposals.  Several types of awards are made in this mechanism that vary in the type of applicant, total amount of support and length of time. 

Centers. The Cancer Research Centers Program awards funds to a group of organizations, each of which has a unique research profile reflecting a particular research talent or special technological capabili​ties.  The Centers Program as a whole contains a great diversity of research approaches to the problem of cancer, incorporating every conceivable discipline that can be applied, and involving the entire spectrum of research from basic biology to prevention and control, detection, diagnosis, treatment and rehabilita​tion.  Cancer centers offer the greatest possibility for successful treatment of cancer to patients in their communities not only because of their state-of-the-art treatment facilities and care, but also because of the probable benefits from the research being conducted there.  

Other Research Grants (Other). Other Research includes the Research Career Program and all other research grants not included in RPGs, Cancer Centers or Cancer Prevention and Control except for National Research Service Awards.  The program supports the training of both scientists and research physicians during the critical three to five year transition period between receipt of a Ph.D., M.D. or other professional degree and the receipt of an individual research grant that permits them to begin independent investigator-initiated research. 

National Research Service Awards (NRSA). The National Research Service Award (NRSA) Program is the major mechanism for providing long-term, stable support for a wide range of promising scientists and research clinicians.  Individual awards are made directly to both pre- and postdoctoral fellows under the tutelage of senior scientists who act as their sponsors.  Institutional awards are made to senior scientists who, together with a group of faculty-preceptors, administer a comprehensive research training program encompassing a variety of courses, seminars, journal clubs, and laboratory research activities for pre- and/or postdoctoral trainees.  

R&D Contracts (R&D). When a specific end product is desired or a project needs to be conducted with the NCI's direct involvement, the contract mechanism is appropriate.  Interagency agreements (contracts with other Federal organizations) may involve either research or the provision of research resources and are counted under this mechanism. 

Intramural Research (IR). The NCI intramural research program is housed on the NIH campus in Bethesda and at the Frederick Cancer Research and Development Center in Frederick, Maryland.  It includes the laboratory and clinical scientists, technicians and support staff.  The defining characteristic of intramural research is that the research is actually performed by NCI staff as opposed to non-government scientists supported through a contract or grant.  Basic laboratory research is closely coordinated and tied to both inpatient and outpatient clinical research studies.  The intramural research mechanism complements extramural funding mechanisms and many of the laboratories have long been recognized for their research excellence in pursuing research on the forefront of science.  

Research Management & Support (RMS). General management and sup​port activities of the institute supporting the cancer research effort. Significant components of information dissemination and international collaboration are supported through this mechanism as well as a large section of the administrative support of NCI.

Cancer Prevention & Control. Research on methods of cancer prevention and control conducted through grants, contracts and in-house research (this mechanism cross-cuts the others)

Construction.  Funding to support the creation of additional state-of-the art cancer research laboratories and clinics for both basic and applied clinical cancer research. 

2.5  Intramural vs. Extramural

Mechanisms are grouped into one of two overarching categories: Intramural and Extramural.  Intramural costs reflect the cost of work performed by NCI staff.  Extramural funds are those funds that go outside NCI in support of grants and contracts.  The table below indicates which mechanisms are considered intramural and which are extramural: 

	Appropriated (both Direct and Reimbursable)

	
	Extramural
	Intramural

	
	· Research Project grants (RPGs)

· Research Centers (Centers)

· Other Research (Other)

· National Research Service Awards (NRSA)

· Research and Development Contracts (R&D)

· Construction Grants
	· Intramural Research (IR)

· Research Management and Support (RMS)

· Cancer Prevention and Control (Control)

· Construction

	Non-appropriated


	
	· Gift Fund (Conditional and Unconditional)

· Royalties

· CRADA


2.6  Object Classification Codes (OC Codes)

When funds are spent (obligated), the transactions are coded to reflect the nature of the expenditure.  The codes, called Object Classification Codes, are one of the primary tools used by AOs for monitoring and reporting expenditures and planning expenses.  

OC codes are a 4 digit alphanumeric string containing a major OC code segment and a minor OC codes segment:



Major Object Class Codes: The major object classifications are defined by the Office of Management and Budget and are used uniformly throughout the government when reporting expenditures to OMB and Congress.  The 13 major OC codes used most commonly within NCI are:

	MAJOR OBJECT CLASS CODES

	Personal Services
	Other Objects

	11 Personal compensation (Salaries and Stipends)

12 Personnel benefits

13 Benefits for former personnel
	21 Travel and transportation

22 Transportation of things

23 Rent, communications, and utilities

24 Printing and reproduction

25 Advisory and assistance services and other services

26 Supplies and materials

31 Equipment

32 Lands and structures

41 Grants, subsidies, and contributions

43 Interest and dividends


As shown above, OC codes are grouped into 2 major categories for budgetary purposes: personal services (PS) and other objects (OO).   Many divisions have internal guidelines for managing personal services funds versus other objects.

Sub-object Class Codes:  The major object classes have been divided into sub-object classes that allow more detailed classification by adding two digits behind the major object class code.   The diagram below explains the parts of OC code using the code for domestic site visit travel as an example:



The first digit of the sub-OC identifies a primary type or group of objects.  In our example, the type of travel represented by the first 1 in the sub-OC field (OC 21.11) is site visit travel.  The last digit of the sub-OC field identifies specific objects within the primary type or group of objects.  In our example, the second digit in the sub-OC field (OC 21.11) represents domestic program travel.

A list of all major and minor OC can be found in Data Warehouse at the following site:

http://www-dw.cit.nih.gov/dw/datatown.htm
2.7  Personal Services and Other Objects

NCI tracks personal services and other objects separately.  Separate ceilings and management rules apply to each category.

Personal Services (PS) are the direct compensation paid to NCI personnel.  This includes all salary and stipend costs (including awards), all related benefits such as insurance, social security, and the cost of benefits paid to former NCI employees.  These costs all fall under three major object class codes:

11  Personal Compensation (salaries to staff and stipends to fellows/trainees)

12  Personal Benefits

13  Benefits for former personnel

To calculate total personal services expenditures, add expenditures to date under these three major OC codes:

OC Code 11 + 12 + 13 = Total PS expenditures
Other Objects (OO) are all the non-personal services costs incurred by NCI.  This includes travel, training, equipment, supplies, contracts, grants, construction, etc.  These identified by the remaining object class codes:

21  Travel and transportation

22  Transportation of things

23 Rent, communications and utilities

24 Printing and reproduction

25 Advisory and assistance services and other services (services)

26 Supplies and materials

31 Equipment

32 Lands and structures

41 Grants, subsidies, and contributions

42 Interest and dividends

81  Transfers, allocation, adjustment and closing entries (used by FMB)

To calculate total other objects expenditures, add the expenditures to date under these major OC codes:

OC Code 21+22+23+24+25+26+31+32+41+43+81  = Total OO expenditures

Generally, excess other objects can be easily reprogrammed to the personal services line. 

However, approval at the division or institute level may be required to use excess personal services funds for other objects.  Check with your ARC Manager for an explanation of the policies governing movement of funds across these categories within your division.

You can view all the NIH OC Codes at http://www-dw.cit.nih.gov/dw/datatown.htm (Click on Helpful Lookups, then click on Object Class Codes. Type in the name of the item or service required, click on - 'Find’. Scroll down and your OC Code(s) will appear!)

2.8  Common Accounting Number (CANS)

Perhaps the AO’s most important tool for managing funds at NIH is the Common Accounting Number referred to as a “CAN”.  In order to obligate funds, the CAN against which the obligation will be charged must be cited.  CANs are the basic building blocks of the accounting structure.

CANs are eight digit numbers consisting of four segments:


[image: image3]
In the sample CAN above, the elements are defined as:

5 = Fiscal Year (shortened from 2003).  This number is often omitted in reports and formulas.

8 = OPDIV - a one digit alpha/numeric code is assigned to identify each Operating Division (OPDIV) of DHHS.  8 identifies NIH.  

32 = Accounting Point - a two digit numeric code is used to identify accounting points within an OPDIV.  An accounting point identifies the office providing accounting services to an OPDIV program or administrative office within a specialized geographic area, facility or purpose. NCI uses the following accounting points:


32, 33, 34, and 36 = Intramural


42 and 46 = Extramural

1234 = Identification Code - four digit identifier.  There are up to 10,000 specific combinations of accounting classifications within each accounting point.

Types of funds (appropriated/non-appropriated) and mechanisms (IR, RMS, Control, etc.) must be accounted for separately.  This is accomplished using CANs.  Each CAN is coded for only one type of money (appropriated/non-appropriated) and one mechanism.  For instance, if the PI you support has intramural and RMS funds as well as royalty funds, you would need to have at least 3 CANS (one for each mechanism).  Monitoring expenditures by mechanism is accomplished by monitoring obligations against the CANs for each mechanism.  For instance, if you have four RMS CANS and need to report obligations to date, you look up the obligations against your RMS CANS.

The HHS policy guidelines for CANS can be found at http://www.hhs.gov/of/policy/damanual/03-30.txt 


2.9  Funds Management

Now that we have reviewed the different types of funding within NCI, we need to examine the funds management policies. The following section covers NCI-wide guidelines.  In addition to these, divisions typically have internal policies regarding the management of funds.  Your ARC Manager is the point of contact for division-specific policies.

· Spending Restrictions - You may not spend more than your current allocation.  Allocations are distributed by mechanism with ceilings for personal services and other objects.  If you become overspent, you may;

· Move expenditures: transfer obligations from the overspent (“red”) account to another account that has adequate funds available, if possible.

· Move funds: leave the obligations where they are and move funds from an account with a positive (“black”) to the account with the red balance.

· Deobligate funds: reduce expenditures by reversing transactions.   

· Request additional funds: You may request additional funds.  But, requesting funds to pay for an existing overage often reflects bad planning.  If you know that the needs of your group will exceed the current funding level, you are expected to request additional funding prior to making obligations that will take your accounts into deficit.

· Reprogramming - Funds always retain their type (approp vs. non-approp.).  Appropriated funds cannot become non-appropriated funds and non-appropriated funds cannot become appropriated. Additionally, the type of appropriated or non-appropriated fund cannot be changed (i.e. gift funds cannot be converted to royalty funds, reimbursable funds cannot become direct funds, etc.).  Therefore, if you run short in one of your accounts, you generally must move obligations to another account that has funds available. Requesting additional funding may also be an option.  

· Mechanism Ceilings - There are budgetary ceilings by mechanism (IR, RMS, R&D, etc.) both at the division and institute level.  Funds may be converted from one mechanism to another via a formal request submitted through your division to FMB.  If approved, FMB will adjust the mechanism ceilings for your division and your division will adjust the allocations for the group you support.  For instance, you may request that $1 million be moved from IR to RMS.  This is done via written request to FMB, or reflected as a reprogramming request in your monthly FMB financial plan submission.  

· Reimbursable CANS - Reimbursable CANS may not carry a negative balance. An interagency agreement is used to establish the overall funding level and a specific reimbursable CAN is established to track the funds.  At the end of the fiscal year, any excess obligations will be moved to your appropriated CANS.  Monitor these accounts carefully and take action any time you see an obligation appear that was not planned.

· Non-budgetary Restrictions on Spending - Spending may not conflict with other resource allocation limits, caps, policies, etc.  For example, in order to hire personnel, you must have the funds in your budget as well as the approved position.  If you have funds but no position, you cannot fill the position.

· Earmarks – Sometimes funds are provided for a specific item or project.  This funding is considered earmarked for that purpose.  Earmarked funds may not be used for other purposes without approval.


	
	Exercise 2-1: Analysis of Obligations by Object Class Code 


Using the attached report of Obligations by Object Class Code from VSOF, please answer the following questions:

1. What has been spent on Personal Services:

a. during January?

b. during the first quarter of the fiscal year?

c. to date?

2. How much has been spent on base pay 

a. to date?

b. during January?

3. What  were total obligations (PS and Other Objects):

a. during January?

b. during the first quarter of the fiscal year?

c. to date?

4. How much has been spent on conference services:

a. in December?

b. to date?

5. Overall, do salaries and benefits obligations seem to be evenly occurring?

6. Do you think straight line projection of expenses for the rest of the year would provide an accurate forecast?  Why or why not.

7. Which subOC codes appear to be irregular in their occurrence?

8. Would straight line projection provide an accurate forecast for the remainder of the fiscal year for these expenses?




	
	Exercise 2-2: Using CANS to Track Spending 




	CAN
	Title
	Oblig to Date

	8331909
	NCI OD PM&S RMS-CRC ROF
	50,000

	8330214
	NCI OD PM&S RMS-OM-OSFP-NCI OD RENOVATIONS
	50,000

	8331368
	NCI OD PM&S CIH-OSFP-NCI OD RENOVATIONS
	125,000

	8331367
	NCI OD PM&S CIH-OSFP-NCI EXTRAMURAL DIVISIONS
	150,000

	8341079
	NCI OD PM&S IR-OM-OSFP-NCI SPACE REQ AND LEASING
	200,000

	8330230
	NCI OD PM&S RMS-OM-OFFICE SERVICES
	750,000

	8330213
	NCI OD PM&S RMS-OM-OSFP-NCI EXTRAMURAL DIVISIONSG
	100,000

	8330212
	NCI OD PM&S RMS-OM-OSFP-NCI SPACE REQ AND LEASING
	2,900,000

	8331366
	NCI OD PM&S CIH-OSFP-NCI SPACE REQ AND LEASING
	3,600,000

	8422777
	NCI OD Construction Grants
	2,000,000

	8462778
	NCI OD Construction Grants
	4,000,000


Use the data above to answer the following questions:

1. How many CANs in the list are intramural?

2. What are intramural obligations to date?

3. How many CANs in the list are Extramural? 

4. What are extramural obligations to date?

5. Based on the conventions used in the CAN titles, can you determine:

a. Which institute owns these CANS?

b. What office within the institute owns the CANS?

c. How many mechanisms are represented?

6. Can you determine how much has been spent to date on personal services using this report?

	
	Exercise 2-3: Funds Control




The next page contains a sample financial plan used by the NCI Financial Management Branch to monitor expenditures.  Using the data in the plan, please answer the following questions:

1. This report reflects spending through what portion of the fiscal year?

2. How many mechanisms does this group have within their budget?  Which ones?

3. What is the total budget for this group?

a. Total personal services budget?

b. Total other objects budget?

4. What is the total intramural budget?

a. Total intramural personal services budget?

b. Total intramural other objects budget? 

5. What is the projected overall year-end balance? (hint – any surplus or deficit is reflected as a requested change)

a. RMS balance?

b. Intramural balance?

6. Is any reprogramming necessary?  (be specific)

7. Why would projected expenditures for Other Objects fluctuate so widely from month to month?

What might cause Personal Services expenditures to vary from month to month?


	
	Exercise 2-4: Definitions




Please write in the yellow space the letter of the correct definition for each term:

	Term
	Letter of Correct Definition
	
	Definition

	Intramural Research
	
	A.
	Funds provided by Congress in the annual appropriation

	Extramural Research
	
	B.
	Research performed by NCI scientists working as federal employees

	Object Class Codes
	
	C.
	Direct compensation paid to NCI personnel including salaries, stipends, related benefits and awards

	Other Objects
	
	D.
	Funds provided for a specific purpose

	Mechanism
	
	E.
	Funds arising from a source other than the annual appropriation including gift fund, CRADA and royalty funds.

	Non-appropriated
	
	F.
	Alpha-numeric identifiers used to group categories of expenses

	Earmark
	
	G.
	Designation reflecting the type of research activity being supported

	Appropriated Funds
	
	H.
	Research performed by non-federal employees supported by NCI grants or R&D contracts

	Personal Services
	
	I.
	All non-personal services costs


SECTION 3.0

BUDGET FORMULATION

Section 3.0 explains the internal NCI budget formulation process.  From the perspective of an AO, budget formulation is the process of developing the division budget request.  Formulation ends with the distribution of the division budget allocations:

                                           Budget Formulation                                                                           


3.1  The Purpose of Budget Formulation

Budget formulation identifies the research activities of each division and the funding desired for each in the coming fiscal year.  The process results in the distribution of NCI's appropriated funds among the divisions.  However, distributing funds is not the primary reason for the exercise.  Budget formulation ensures an annual review and evaluation of the resources provided to all of NCI’s research activities. Throughout the year, various advisory boards provide input to the Director regarding the overall prioritization of scientific projects and resource allocations within NCI.   Budget formulation provides the Director with an opportunity to gauge scientific progress, evaluate the level of funding to each program and redirect resources.  This ensures that NCI’s funds are managed wisely in the effort to treat and cure cancer.

3.2  The Budget Request Process

Budget formulation begins with the budget request guidance and formats distributed by the NCI Financial Management Branch (FMB) to the Division Directors.  Most divisions begin meeting with their PIs and Lab and Branch Chiefs in late spring to begin identifying funding needs for the coming fiscal year.  Each division prepares and submits a budget requests to FMB using the prescribed format and FMB consolidates them into an overall NCI budget request.  The Director of NCI meets with each division to review the request and discuss new projects.  When NCI receives its appropriation, the NCI Director establishes the funding level for each division and FMB allocates each division a budget by mechanism.  Divisions make further allocations to the labs, branch and PI level.   

FMB provides the format that will be used in the budget meeting with the NCI Director that typically includes:

· A cover letter from the NCI Director 

· General Technical Instructions

· Budget Request- Division Executive Summary

· Budget Request- Division Summary by Mechanism

· Budget Request- Detail of Changes Requested (line item requests)

· FTE Worksheet

· Financial Partnerships and Collaborations Worksheet

The components or grouping may vary from year to year, but the concepts remain the same.  The FY2003 Budget Request format will be used an example and has been included as Appendix 6.

3.3  Components of the Budget Request

Divisions often have their own internal format that is used to develop the budget request.  However, the request that is presented to the NCI Director must be submitted in the format prescribed by FMB.  This format is typically composed of 4 sections:

3.31    Base - the funding required to support ongoing operations. This is sometimes called the “maintenance level” because it represents the funding necessary to maintain current operations.  The base is calculated by subtracting 1-shot items included in last year’s final obligations then adjusting for budgetary transfers (in or out) occurring in the coming fiscal year.  

3.32 Decreases – Any decreases taking place in the coming fiscal year (including programmatic reductions, completed projects or savings from vacant positions) must be subtracted from the base.

3.33 Commitments – Increased funding needed for projects approved in prior fiscal years including:

· Additional funding necessary for existing positions.  For example, if you filled a new position ¾ of the way through the last fiscal year, you should have received funding only for the remaining ¼ of the year for that position.  In the following fiscal year, payroll expenses will be incurred for the entire year. A budgetary increase to pay for the missing ¾ of the year must be requested.  This is treated as a commitment because the position was approved last year, but was not fully funded last year.

· Increased funding for multi-year projects such as large renovations that have already been approved and partially funded.

· Funding for projects approved in prior years that have not been funded (typically because they don’t begin incurring costs the year they are approved).  
In addition to the commitments for the coming fiscal year, you must identify any out-year commitments. Out-year commitments are the additional funding needed in a future fiscal year for a project being requested today.  Out-year commitments can be significant and have the effect of reducing available funding for new projects in future fiscal years.  To avoid criticism later on, always disclose out-year increases for projects included in your budget request.

New Initiatives and Expansions – Expansions are increases to existing programs beyond their current level of funding or programmatic scope.  New requests involve new projects not related to ongoing activities. NCI distinguishes increases into two distinct types: essential and discretionary. 

Essential increases arise from prior approval or are mandated by law.  These includes:

· the annual COLA

· the cost of annualizing positions funded for less than a full year last fiscal year

· increases for projects approved in prior years (i.e. construction projects)

· increases for new programs mandated by Congress

Discretionary increases are for new projects that have not already received funding.  There has been no financial commitment that would be lost if funding were not approved.  They are not mandated by law and would not impact ongoing operations if funding were disapproved.  Examples include:

· funding for new research opportunities

· funding for new space

· large equipment purchases

3.4  The Typical NCI Budget Formulation Template

The diagram below displays the basic template used within NCI to develop the budget request:  

	
	Step
	Item

	Identify Commitments for Continuing Operations (Base)
	1.
	Final Obligations for last fiscal year

	
	2.
	(+/-) Transfers occurring in the coming fiscal year

	
	3.
	(-) 1-shot items included in last year’s obligations 

	
	
	  Adjusted Operating Budget (Base)

	Decreases
	4.
	(-) Program Decreases

	
	5.
	(-) Savings from Attrition

	Increases for Commitments
	6.
	(+) Cost of Living Adjustment (COLA)

	
	7.
	(+) Annualization of Positions

	
	8.
	(+) Commitments for Non-RFA/PAS

	
	9.
	(+) Commitments for RFA/PAS

	New Initiatives and Expansions
	10.
	(+) Expansions

	
	11.
	(+) Additional RFAs

	
	12.
	(+) New Initiatives

	
	
	  Total Request


3.5  (12) Steps for Preparing a Budget Request

The following section expands upon each of the twelve steps identified in the chart above:

Step 1: Establish your Base Budget – FMB distributes the final obligation figure for each division with the budget request materials.  Total obligations are the sum of all of the obligations made the prior year against your division’s appropriated CANS.  The budget request does not include non-appropriated (gift fund, CRADA, Royalty) or reimbursable funds because these funds are not part of the NCI appropriation.  You may be asked to identify any sources of non-appropriated or reimbursable funds as a separate exercise.

Step 2: Adjust for Any Transfers – Adjust your base for any transfers to or from your budget that will occur in the coming fiscal year.  A good example is when a lab is transferring out of your division during the coming fiscal year.  You must show a reduction of funds from your base and the group receiving the lab must add last year’s obligations to their base.  Failure to make this adjustment will produce incorrect dollar and percentage increase for your division because you’ll be using the wrong base for calculation. Transfers must be reflected in the budget submissions of both the giving division and the receiving division. 

Each division receives allocations by mechanism. If you wish to change the distribution of funds across your mechanism allocations, you must reflect this in your budget request.


Step 3: Remove any 1-shot funding – Funds received last fiscal year that were given for non-recurring needs do not remain in your base from year to year and are referred to as “1-shot items” or  “1-shots”.  1-shot funding must be removed from your base for the coming year.  For example, funds received last year to purchase of an expensive piece of equipment must be removed from your base.  FMB labels 1-shots items in the FMB track file.  However, your division may have additional items given internally that would not be reflected in the FMB track file.


After completing steps 1 through 3, you have established the adjusted operating budget for the prior year.  This is often called the “base budget”.  This level of funding is not considered an entitlement.  Funding shortages, changing priorities and reorganizations may lead to changes to your base budget at any time at the discretion of the NCI Director.  

Step 4: Deduct Program Decreases – Any savings from the completion of a project, reorganization or elimination of a group, etc. must be reflected as a decrease.  Senior management will be looking for these to be reflected in your budget request.

Step 5: Estimate and Deduct Savings from Attrition – Personal Services account for a large portion of the NCI budget.  Over the course of the fiscal year, unexpected vacancies result in surplus personal services funds. The amount of the surplus is usually significant at the institute level.  The budget request includes a section for you to provide an estimate of this surplus for your group.  Your ARC Manager can explain the approach used by your division to arrive at this figure.  Projected savings from vacant positions are reflected as a reduction to your overall budget request.  Full staffing is not a reasonable assumption for your budget request and will be criticized because this has historically never been the case for any division.  Requests should reflect savings in line with historical turnover rates.


Step 6: Add the Cost of the Annual Pay Adjustment– NCI incorporates an annual pay adjustment (technically not a COLA because it is not based on the consumer price index).  FMB sets the COLA percentage increase to be used for the purposes of the budget request because this process occurs before the actual COLA is known).  The COLA is calculated as a percentage increase to the personal services and non-contract other objects of the in-house mechanisms.


Step 7: Add the Cost of Annualization – When new positions are approved, a pro-rated level of funding is provided to pay for the portion of the year the position will be filled.  The following fiscal year, the balance of funding must be requested to fund the full annual cost of the position. This is referred to as annualizing the cost of the position. Annualization generally applies to personal services, but other objects may need to be annualized as well. Annualization relates to funding that has already been approved and is treated as a commitment rather than a request for new funds.  

For example, assume that last year you received an increase of $50,000 to support a new position. This was based on the position being filled for 13 pay periods. This fiscal year the position will be filled for a full 26 pay periods. Therefore, you must include a request for funding to cover the additional 13 pay periods in your budget request. You must also factor in the effect of the annual increase (COLA).

Step 8: Add Commitments for Non-RFAs/PAs (non grant items) - Commitments reflect items that have been previously approved but require additional funding.  Previously negotiated increases for an ongoing contract belong here.  Additional funding for an ongoing renovation is another example.

Step 9: Add Commitments for RFAs/PAs (grant-related items) - List Requests for Application (RFA) and Program Announcements (PAs) that will require additional funds in the coming fiscal year and have been published, or are at NIH to be published, by September 30th of last fiscal year. 


Step 10: Add Funds for Expansions – Expansions of existing or ongoing projects.  These must be justified like requests for funding of new projects.

Step 11: Add Additional RFAs - Divisions should request all RFAs and PAS with set asides that they would like funded in the coming fiscal year, including RFAs not funded using division controllable funds, i.e. include those funded within the RPG pool. Divisions must also request funds for any initiatives using supplements as the mechanism of support. Exclude those RFAs/PAS that you included in Essential Increases section above. Include the RFA# if applicable. 

Step 12: Add New Initiatives – Funding for new activities not related to an existing program.  Be sure to identify all resources needed for new initiatives including out-year costs.  


	
	Exercise 3-1: Formulating, Requesting a Budget and Commitment Planning


You are an Administrative Officer assigned to an intramural branch within NCI. The NCI Financial Management Branch has distributed the guidance for the FY2003 budget request to the Division Directors.  The Divisions have in turn distributed guidance to the Labs and Branches.  Your branch chief has asked that you coordinate the formulation of the branch budget.

You have been given the following information and tools:

1- The budget request memo from the NCI Director.

2- The FMB budget request format/guidance in an Excel spreadsheet including the final FY2002 budget for the branch (the final budget is equal to final obligations adjusted for any transfers or one-shot items for the coming fiscal year).

3- The personal services projector used by your division to calculate next fiscal year’s personal services needs.

4-  Notes from your meeting with the branch director.

The notes from your recent meeting with the branch director are presented below:

Transfers – Due to a restructuring within the Division, a PI is being moved to your branch from another branch.  His personal services budget of $250K and operating budget of $155K is being transferred to your branch in FY2003. You have appropriate lab space available for this position and no renovations are necessary.

The director reminds you to ensure that a comparability adjustment is made to the FY2002 actual obligations to reflect the cost you will incur this fiscal year.

One-shot funding-The director reminds you that there was a one-shot funding item that was included in last year’s budget. This must be removed during the calculation of the budget request for the coming year.  This was:

· A one-time acquisition of a MRI test station and diagnostics suite for $150K

Decreases – You are expected to have a NCI-wide reduction in conference travel of 10% from last year.  Your conference travel budget last year was $15,000.

Your renovation will be completed this fiscal year.  While this does not effect your FY2003 budget request, you should show it in the outyear commitments column as a reduction.

The results of the recent site visit of the lab included a recommendation that a project referred to as “Cancer Protocols Cataloging Project” be terminated. The reduction includes the research project and associated conferences and supplies. The estimated reduction is $275K, $150 of which is personal services.

Savings from Attrition – Due to unexpected turnover and the associated period of time positions remain vacant, there is typically a personal services surplus within NCI at the end of the fiscal year.  Knowing this, FMB requires each Division to factor in the effect of unexpected turnover and the associated cost savings in the budget request. This is captured in line item 5 of the “FTE” tab of the budget request spreadsheet.  Last fiscal year, the lab experienced a 4% savings due to attrition. 

Cost of Living Adjustment (COLA) –The NCI Financial Management Branch has identified 3.5% as the percentage increase to be used for calculating the COLA which is calculated as a standard percentage increase to the personal services and non-contract other objects of the in-house mechanisms.  

Annualization of Personal Services Costs – Two of your current PIs were hired at the beginning of the 4th quarter of the last year.  As such, you received funding last year for the 3 months they were on board.  This year, they will be on board for 12 months and you need the balance of funds necessary to cover all 12 months expenses.  You will need the following increases

Dr. Smith:

· Additional personal services funds $135k

· Additional operating funds
$150K

Dr. Jones

· Additional personal services funds $115k

· Additional operating funds
$125K

Commitments for non-RFA/PAs– You have additional funding needs for ongoing projects begun last fiscal year.  These include:

· $100K in addition to $50K spent last year (and still part of your allocation) to complete renovations begun last year.

· $55K to fund the second year increase of a contract that is ramping up. You already have $85K in your budget to meet your FY2003 commitment of $140K.

To avoid confusion and to ensure that all the costs related to a project are disclosed, FMB has included columns for you to indicate any additional funding needs that met in subsequent fiscal years if the project is funded in FY2003. You know that:

· contract funding needs will increase by $25K next fiscal year

Commitments for RFAs/PAs – You support an intramural lab.  Therefore, you have no grant budget.

Expansions / New Requests – Expansions represent an increase to an existing project.  Funding for one expansion is requested for FY2003:

· $150K is needed to replace failing research equipment

New requests involve projects not related to an ongoing project requiring new resources that have been reviewed and approved previously. Two items are being proposed:

· $50K for a requirements analysis to develop a replacement system for the outdated patient tracking system used by the branch.  

· $170K for a post-doctoral position and related small equipment and supplies to support exploration of a promising new immunology project ($85K is for personal services).

Instructions:   Using the information provided, complete the worksheet below.  Then review the FMB budget request format to determine where you would enter these items.  Once you’ve had time to review the FMB format we will have a discussion regarding the FMB format and where your budgetary items belong in their format.  

	
	Step
	Item
	Budget Year Estimate

	
	
	
	PS
	Operating
	Total

	Base
	1.
	Identify the Final Obligations for last fiscal year
	
	
	

	
	2.
	(+/-) Transfers occurring in the coming fiscal year
	
	
	

	
	3.
	(-) 1-shot items included in last year’s obligations
	
	
	

	
	
	  Adjusted Operating Budget 
	
	
	

	Decreases
	4.
	(-) Program Decreases
	
	
	

	
	5.
	(-) Savings from Attrition
	
	
	

	Increases for Commitments
	6.
	(+) Cost of Living Adjustment (COLA)
	
	
	

	
	7.
	(+) Annualization of Positions
	
	
	

	
	8.
	(+) Commitments for Non-RFA/PAS
	
	
	

	
	9.
	(+) Commitments for RFA/PAS
	
	
	

	New Initiatives and Expansions
	10.
	(+) Expansions
	
	
	

	
	11.
	(+) Additional RFAs
	
	
	

	
	12.
	(+) New Initiatives
	
	
	

	
	
	  Total Request
	
	
	


SECTION 4.0

BUDGET EXECUTION

Budget execution includes all the activities involved with the management and expenditure of funds over the course of the fiscal year and takes place all year long. 



                                                                                          Budget Execution


4.1  The Budget Execution Cycle

Budget execution begins on October 1, the first day of the fiscal year.  Whether NCI is operating under a continuing resolution or has received an appropriation, some expenditure of funds will be taking place. Execution activities continue throughout the fiscal year ending approximately one month after the close of the fiscal year with the completion of the year-end financial reports. Meanwhile, on October first, the budget execution activities of the new fiscal year begin.  

4.2  Quarters of the Fiscal Year
Budget execution activities are grouped loosely into four quarters:

First Quarter (October – December):  NCI is often operating under a continuing resolution.  FMB provides guidance regarding levels and types of expenditure.  Spending is generally at a reduced level over the previous fiscal year.  New initiatives are generally on hold pending the appropriation and distribution of division budgets.  

Second Quarter (January – March): programs have typically received their budgets, and begin purchasing any large one-shot items that generally have long lead times. Most of these purchases will become obligations in the third quarter of the fiscal year. New initiatives that received funding may begin now.  

Third Quarter (April – June): Procurement deadlines approach in early summer. Spending soars in the third quarter of the fiscal year.  

Fourth Quarter (July – September):  During the fourth quarter, budget execution activities reach their peak as staff scramble to meet procurement deadlines, track budgets and prepare the required end-of-year financial reports. 

4.3  Closing the Books
During August and September, administrative and procurement staff work closely with ARC Managers, Division Director’s and FMB to manage the end of the fiscal year know as “the close the fiscal year” or “the close”.  Early in August, AO’s begin preparing weekly status of funds reports until the middle of September.  Then, for the last two weeks of the fiscal year, daily reports are prepared.  It is very important to monitor obligations closely to avoid going into deficit.  FMB monitors projected spending for NCI as a whole based on the reports submitted by the ARCS. Accurate and timely projections are key to a successful close. The data you provide about your program guides institute-level funding decisions.  Oversights and omissions cause unexpected surpluses or deficits that become apparent only after the last day of the fiscal year. Your performance as a financial manager will be evaluated in large part on how well you close the budget for your area. On September 30th, the last day of the fiscal year, FMB takes control of all budgets and makes institute-wide adjustments to move surplus funds in one area to cover deficits in others to ensure that NCI closes the fiscal year on budget.  

4.4  Key Terms

The following section defines key terms used during budget execution.  This is an abbreviated list and a full glossary is provided at the end of the book.

“Actuals”: Actuals means actual spending to date or obligations to date. Obligations to date are reflected in the accounting reports viewed through the NIH Data Warehouse or Visual Status of Funds (VSOF).

ADB (Administrative Database): the NIH Administrative Database (ADB) is currently the central information system used to procure goods and services from contracted vendors and perform administrative business functions to support the research conducted at NIH.  It features online point-of-origin access through which the user may obtain the latest status of any process, data, or function performed through the ADB. 

The ADB is used for a broad range of financial and administrative functions at the NIH including purchasing, receipt, and payment of goods and services; tracking and supplying inventories, service and supply fund activities; foreign, domestic, and local travel; and property management.

Allocation: Known commonly as the “budget”, the allocation is the spending authority granted to a program by the parent organization. The budget allocation identifies the total amount of funds available for expenditure and may be subdivided into allocations by mechanism, type, etc.

Commitment:  The term commitment has two meanings in NCI:

1. In the context of budget execution, commitments are items in procurement channels that have not been officially obligated. Commitments are shown separately in the accounting reports.  They eventually become obligations. For planning purposes, commitments in the accounting reports should be treated like obligations – the funds should be considered spent and no longer available for other uses. 

2. In the context of budget formulation, commitment refers additional funding for projects begun or approved earlier.  Examples include the annual COLA on ongoing operations, the out-year increases necessary for contracts and grants that have already been awarded, the cost of annualizing new positions, the out-year increases to large renovations, etc.

Data Warehouse (DW)– The primary source of financial information at NIH. The Data Warehouse gathers information from many stand-alone administrative systems and serves as a central repository for administrative information. It provides a wide assortment of querying, reporting, and analytical tools. DW includes current and historical business information from the following systems:

Administrative Database (ADB)

Property Management Information System (PMIS)

Fellowship Pay System (FPS II)

Human Resources Database HRDB)

Central Accounting System (CAS)

Information for Management, Planning, Analysis, and Coordination (IMPAC II) 

Accounting for Pay System (AFPS)

Fogarty Visiting Fellow database

National Institutes of Health Integrated Training System (NIHITS I and II)

Automated Travel System (ATS) 

De-Obligate:  Reversing, removing or canceling an obligation.  Action may be taken to remove an obligation from the accounting system or move charges from one CAN to another.  

Disbursement: Payments to vendors for good and services.  When a purchase is made, funds are obligated. Obligating funds sets a portion of your budget aside pending receipt of an invoice from the vendor.  When an invoice is approved, a disbursement of funds is made to the vendor as payment.  You can tell if payment has been made in the accounting reports by looking up the transaction to see what amount shows in the disbursement column.  

DELPRO:  Delegated Procurement System.  A system developed by the NIH to support NIH purchasing activity, including all purchases from vendors outside of the NIH, and to include “purchases” from NIH services within NIH (i.e. DES, Radioisotopes, Stock, etc).

Fiscal Year: the 52-week accounting cycle of the Federal Government beginning on October 1st and ending on September 30th.  

Forward Funding:  By law, appropriated funds must be obligated during the fiscal year they are appropriated.  Once obligated, funds may be used to pay for expenses incurred under contract for a period of one year from the date of the obligation.  For example, a contract may be funded for the next twelve months on September 30th, 2003.  These funds are available to operate the contract until September 29th, 2004 of the following year. You may not fund a contract for more than a twelve-month period. 

FMB Track File: FMB records the budget allocations for each division in a document referred to as “the track file”. The track file reflects the official NCI budget allocations by division and mechanism. FMB allocates funds at the division and mechanism level only. Allocating resources below the division level, such as by PI or by branch, is a function performed within each division.  Each division must ensure that the sum of any internal allocations matches the overall FMB allocations by mechanism and total dollars.   

Management Fund:  An account authorized by law to receive budgetary resources from two or more appropriations to carry out a common purpose or activity not involving a continuing cycle of operations. NIH organizations that do not receive an appropriation or do not have a service and supply fund fee, participate in the NIH management fund.  Examples include facility costs like the electric and water bills, grounds maintenance, locksmith, etc. The NCI is “taxed” in a lump sum (amount derived by established formula), which is currently paid by the Director NCI from Institute funds.

Obligation: A binding agreement to pay a specified amount for specific goods and services. Obligations arise from the award of contracts and grants and the procurement of goods and services. Obligations do not represent payment. Instead, obligations signify that funds have been set aside and are being held for payment pending receipt of voucher(s)/invoices(s).  When a valid voucher or invoice is received, a disbursement of funds is made against the funds that have been obligated.

“One-Shot”:  A budgetary item that does not recur in the next fiscal year (i.e. renovation, large equipment purchases.).  A one-time expenditure.

Positions:  Positions in the Government generally fall in to 3 primary categories: 1) Full-time Equivalent (FTE) - Positions established without time limit or for a limited period of a year or more, 2) Temporary, Part-time, Wages-As-Employed (WAE) - Persons employed for a specified period of time (usually less than one year) such as summer aides, certain intern programs, or seasonal employees, 3) Non-FTE - Positions established for a specified period of time and for a specified purpose such as a training position.

Proration – Addressing the timing of events is critical to financial projection. Proration involves adjusting financial estimates to incorporate the timing of events to reflect only those expenses that will actually be incurred. For instance, projecting the cost related to a position that will be filled half way through the fiscal year should be pro-rated to incorporate half the annual salary and benefits cost – not the full annual salary. The same principle applies to any operating funds related to the positions. Certain costs are obligated in one lump sum covering a full year. These include fellowship stipends, contracts and grants. 

Reprogramming: Two meanings;

1. Directing funds from one scientific purpose (program) to another.  

2. Moving funds from one mechanism to another.

Thrust (Budget Activity): NCI prepares financial reports using many different coding conventions.  One system of coding is by Budget Activity or “Thrust”.  You may occasionally receive a request to report your budget by thrust. Each thrust represents a different type of research or expense.  Thrusts are grouped into three separate categories: research, resource development and prevention & control.  NCI’s budget activities are:

Research

· Cancer Causation

· Detection and Diagnosis Research

· Treatment Research

· Cancer Biology

Resource Development
· Cancer Centers Support

· Research Manpower Development

· Construction

Cancer Prevention and Control

Each CAN is coded with one and only one budget activity. To determine your expenditures by thrust, add the obligations against the CANS under each thrust. The Master View in VSOF is arranged by thrust.

Transfer:  Moving funds from one NCI component or fund to another. If the transfers are between two Divisions, the NCI Budget Office will make the transfer. Transfers within the same division can be can be made by the division since FMB does not monitor allocations below the division levels.  If transfers involve a change in mechanism, a reprogramming request must be made to FMB.  

Visual Status of Funds:  Software used within NIH for monitoring expenditures. It is accessed through the NCI network application launcher (NAL). Data is arranged according to the Master Accounting Structure or in custom views created by users.

	
	Exercise 4-1:  Financial Review




Your Branch Chief has asked you to brief her and the senior staff on the status of the budget including planned expenditures for the balance of the year. You have collected data and prepared the following supporting materials. Prepare a two-minute briefing for presentation to the class that summarizes branch status and major decision issues.

1- The Branch Financial Plan


2- Since you prepared the financial plan above, the following additional items have come to light:

· Dr. Washington indicates that a 2nd quarter conference travel claim originally authorized at $4,837 will rise to $7,000. He is preparing the travel voucher now but additional funds have not yet been obligated. He has asked for you assistance in obtaining additional funds. He states that he realizes that travel expenses should be submitted within 5 business days of completion of travel, but it has been 30 days since completion of the trip.

· Dr. Lincoln has ordered an additional 10K in lab supplies via purchase card. She knows she is over her original authorized budget, but insists that the requirement was an emergency to support an ongoing clinical trial. She has not previously disclosed this requirement to you and it is not included in your projection of remaining obligations.

· The division has also notified you that the Director is looking for $80K in funds to reprogram in support of another branch’s initiative.

SECTION 5.0

KEY CONCEPTS AND OPERATING PRINCIPLES

Now that we’ve covered the terminology and processes, let’s cover some key principles and expectations.

5.1  Financial Planning – Roles and Expectations

Administrative Officers are the primary source of financial information and advice to the programs they support. AO’s advise program staff regarding their allocations, spending (overall as well as by type, mechanism, etc.), and develop spending projections based on the needs of program staff. The best AO’s become familiar with the scientific efforts of the group(s) and participate as a partner with program leadership. Fostering this type of relationship depends on your ability to communicate openly with program staff, to understand their needs and factor this information into cost projections, spending plans and planning tools to help accomplish the scientific goals of the group.

Formal financial plans are generally prepared at least monthly to assess and report the financial status of your group.  Financial plans compare allocations to spending to date then add projected expenditures for the remainder of the year. This reveals the projected end of year balance. You and your program staff can use this figure to decide whether there are resources for additional spending or whether spending rates must be reduced in order to stay within the current allocation. 

Review past expenditures carefully to uncover non-recurring costs and monitor them closely.  These include fees charged for certain services. No two programs are identical and some experience these types of charges as low as 5% of their operating budget by year-end, and others as high as 25%. Examine the spending patterns of your group to improve your projections of these charges. Analyze charges by sub object class code because the charges in a sub object class code should all “behave” the same way. Spending patterns range from non-recurring, one-shot type expenditures such as a large annual obligation for a contract, to evenly recurring expenses like the monthly charges for commonly used laboratory supplies. Good analysis considers both short-term trends (quarters) and long-term trends (across fiscal years). Some expenses are incurred only towards the end of the fiscal year, so familiarize yourself the patterns of expenditure for your group by looking through the accounting data from prior fiscal years.

The beginning of the fiscal year often involves a continuing resolution. If so, you will be operating under some form of interim guidance pending receipt of the official budget. Review expenditures during this period closely to ensure that your program operates within the limitations of the interim guidance.  

As the end of the fiscal year approaches, review actual spending and projections more frequently.  At this time of year, you may need to update your financial plan bi-weekly or weekly. The last several weeks of the fiscal year require daily tracking and reporting of your budgetary status.

5.2  Key Budget Reports

Several reports are key to good financial management. These include:

· FMB Track File

· Actual Obligations by CAN

· FMB Monthly Financial Plan
Samples reports are displayed on the following pages.

5.3 Sample FMB Track File (Division by mechanism section)

Below is a page from the FMB Track File- Division by Mechanism section. This section is most relevant to AOs and lists the current allocation by division split by mechanism. The track file records changes made to budget allocations during the fiscal year chronologically from left to right.  A notes section provides descriptive information about each transaction.  



5.4  Sample – Obligations by Mechanism and Personal Services/Other Objects
The report below is an example of an Excel spreadsheet that imports obligations to date from VSOF. Using a formula that links VSOF to Excel, the obligations to date are updated automatically each time the file is opened. Formulas are used to groups the obligations by mechanism and category (PS/OO) column.




5.5 Sample FMB Financial Plan
The chart above is the FMB financial plan for a group with R&D, RMS, and Intramural funds. It reflects actual obligations through April. Submission of these monthly financial plans generally begins in late spring in order for FMB to gauge the financial status of each division and NCI as a whole.

5.6  Sources of Accounting Data

There are two primary sources of accounting data: the NIH Data Warehouse and Visual Status of Funds (VSOF).  Both provide obligation and transaction data used in budget execution activities.

5.61 NIH Data Warehouse (DW) - The NIH Data Warehouse contains current and historical data collected from the central NIH business systems including:

	· Contract and Grant information
	· Procurement

	· Budget and Finance
	· Training

	· Human Resources
	· Property

	· Travel
	· Technology Transfer


You must be a registered user to access Data Warehouse.  Formal classroom training is provided by the NIH Center for Information Technology and courses are listed at the CIT website (http://www.cit.nih.gov/home.asp).
DW has three tools: Query, Analyze and Budget Tracking. Query is used to collect detailed information about specific transactions. Analyze is intended for performing organization-level analysis across budgets to identify trends and relationships between budgetary components. Budget Tracking allows you to enter budget allocations and projections for financial planning. Many standard reports are provided under each tool.

DW is a web-based application accessed through your Netscape or Internet Explorer, both of which should be installed on your computer.  Below is a snapshot of the home page for DW:


5.62  Visual Status of Funds (VSOF) - For many years, Visual Status of Funds has served as the primary tool used by AOs to collect obligation data.  It has the ability to link to Excel allowing users to automatically collect data from VSOF through Excel.  These formulas are included in Appendix 1 at the end of this book.  VSOF also allows users to create custom views subtotaling obligations against CANS in any manner the user defines.   Below is the main window in VSOF.


VSOF includes several standard reports: 

Object Class Detail.  This report displays obligations by sub-OC for a CAN or group of CANs. It may be customized to show one quarter, all quarters, one month, all months, year to date, and just major OC code totals.


Organization of Selected Accounts. This is a key report if you plan to link your Excel spreadsheets to VSOF. It’s the only report that identifies the 4 digit "CAN" assigned by VSOF to the subtotaled levels of custom views. These 4 digit identifiers can be used as CANS in Excel formulas to capture data contained in the desired subtotal.



Transaction Listing.  This report lists all transaction against the CAN or group of CANs for the period of time you specify. A document summary feature combines all the individual line items related to a transaction into line item if desired.

[image: image4.wmf] 


Your ARC may use reports and procedures in addition to the ones we covered. Check with your ARC Manager for guidance regarding additional items within your division.  

SECTION 6.0

BUDGET PRESENTATION

Section 6.0 is designed to improve your budget presentations.  Accurate numbers and an attractive format may get you to the budget table. After that, some other very important factors come into play. The following points are relevant any time you are presenting budgetary data.

6.1 The Message

Make sure the request contains a clear message about scientific priorities and the benefits of funding the request. It should make a clear statement about the prioritization of the research in your program area. Resources should be directed to the most promising new opportunities. You can assist your program staff to develop a well-defined message that clearly communicates programmatic objectives and goals. The distribution of resources among programmatic activities should reflect the scientific priorities of the program.

6.2 The Audience

Consider the interests and competing priorities of the person reviewing your request.   Your request will receive several levels of review on its way up the administrative chain.  Individuals at each level have different priorities and perspectives.  Consider whether the request reflects the priorities of the next layer of review?  If not, consider approaches to support your request. 


Tips for success:

· Communicate ahead of time with key decision-makers

· Develop relationships that provide you with insight into “big picture” issues

· Avoid surprises

· Consider potential objections to your request ahead of time and develop supporting information.

6.3  Programmatic Justification

Include complete, adequate and compelling programmatic justification for the resources being requested. The justification should always relate to the mission of the lab/branch, division and NCI.

Justifications should be:

· Complete but brief

· Explicit

· Consistent

· Balanced

· Quantifiable

· Clear

6.4  Keep the Request Simple

Don't clutter the presentation with fancy formatting gimmicks. NCI has developed standard budget request and execution formats. By consistently and simply presenting your budget status and requirements, your audience can focus on the scientific merit of the request.

6.5  Provide Supporting Detail and Analysis

It is usually beneficial to include the analysis performed supporting the funding requested.  Reviewers generally require more than a bottom line amount with any request for additional funds.  Supporting data should explain assumptions used to set amounts and identify the sources of data used. Three-ring binders arranged using tabs are commonly used to organize supporting documentation for the annual budget meeting with the Director of NCI.

6.6  Check Your Math!

Nothing undermines your credibility more quickly during a budget presentation than a math error.  While this rule may sound obvious, the most experienced staff have made math errors in the rush to meet deadlines. Take time to review your final request or have someone else review it specifically for math-related errors before final submission.

6.7  Prioritize the Items in the Request

Clearly indicate the relative importance of the items in the request. Funding for commitments (COLA, annualization of personnel costs, out year increases for ongoing projects, etc.) must be met before any expansions or new initiatives can be considered. If the prioritization isn’t clear, more important programs may be passed over in favor of less important initiatives.  

6.8  Avoid Gamesmanship

Budget gamesmanship is as old as the federal budget. Your credibility and that of your program depends on honest, credible, performance-based justification of your budget. Here are a few games to avoid:

· Overestimating your budget anticipating that it will be cut anyway:  Avoid padding the request excessively. Your submission will be crossed checked by experienced staff. You can quickly lose your credibility.

· Citing the most politically-sensitive program as the cut target:  If your program decides to use it’s most prominent program as a shield in the face of budget cuts, be prepared to provide supporting analysis demonstrating why this program should be cut over programs of lesser importance.  Management knows which programs are most productive and which are not. This decision ultimately belongs to your program staff. 

· Hiding Money for Later: Avoid hiding money in popular programs or hard-to-estimate elements of your budget. This tactic will become apparent later when you must request approval to reprogram funds late in the fiscal year.

6.9  The Big Picture

It is common to hear staff refer to “my budget”.  From the Director of NCI’s perspective, all funds ultimately belong to the Director of NCI. When presenting your request or considering how to reprogram a surplus, bear in mind that the Director of NCI considers those funds NCI funds and reserves the right to reprogram funds across the divisions to address overarching NCI priorities.  

Conclusion

We have covered the most important vocabulary, techniques, concepts, and processes used by NCI to manage financial resources. You now have basic training in the tools and techniques you will need to apply as you track, analyze, report and advise the program staff on the financial well being of the group you support.  Your textbook can serve as a desk reference.  At this point you should:

· Understand the key NCI budget terminology and theory. 

· Be prepared to apply the terms, principles and procedures in typical budget scenarios throughout the fiscal year.

· Understand the roles and responsibilities of the principal participants in the NCI budget process.

· Understand the principles of budgeting at NCI and be able to apply them in your daily work.

· Understand and be able to identify key events, roles and milestones during a typical fiscal year.

In addition to the information covered in this course, each ARC has developed tools and approaches to meet the needs of the particular group they support.  Your ARC manager is your best source of information and guidance regarding ARC-specific topics.

Appendices

Appendix 1

VSOF Formulas (Linking Excel to VSOF)

VSOF enables Excel users to either:

· Export VSOF screens into spreadsheets for further manipulation

· Link VSOF directly to Excel spreadsheets that update automatically when the file is opened.

Linking uses Excel functions written by Netcomm, Inc. to import VSOF data into spreadsheets.  A reference guide to these functions for use by experienced Excel users follows. Functions are identified with bold text, followed by available parameters in parentheses and separated by commas.  Required parameters are underlined.  “FY” refers to a two-digit year in quotes, e.g., “98” or “03”.  

Functions for displaying Allocations and Projections: These functions return the following information from the Allocation window:

	=Alloc("Category","CAN","FY")
	Displays allocation amount from the Allocation window.  The Category must already be defined via VSOF’s Edit Allocation Categories selection under the Admin menu.  Allocation amounts can be entered via VSOF’s Allocation window.  Access to this feature is limited by the VSOF System Administrators to selected users.

	=Allocnotes(“Category","CAN","FY", pRow)
	If pRow is specified, displays the pRow-th line of the note, provided it is delimited by a carriage return in VSOF.

	=Proj("Category","CAN","FY")
	Displays projection amount entered via VSOF’s Allocation window.


Functions for displaying accounting data
	=Accr("OC","Time Period","CAN","FY")
	Displays accruals

	=Amt(“OC”, “Time Period”, “CAN”, “Type(O,A,C,D)”, “FY”)
	Displays obligations, accruals, commitments, or disbursements

	=Comm(“OC”,"Time Period","CAN","FY")
	Displays commitments

	=Disb(“OC”, “Time Period”, “CAN”, “FY”)
	Displays disbursements

	=DocNo(“Document Num”, “Type(o,a.c,d)”, "Time Period", “CAN”, “OC”,”FY”)
	Displays the dollar amount of transactions, given the initial part or complete document number.  The document number parameter is case sensitive; Amount Type defaults to “O” for “Obligations.”


Parameters used in the above dollar amount functions are:

	Parameter
	Examples
	Explanation

	OC
	“11”

“11.1A”

“11.1?”

“??”
	OC 11

OC 11.1A

Sum of all OC’s beginning with “11.1”

Sum of all OC’s

	Time Period
	“CUR”

“PRIOR”

“QTR1”

“YTD”
	Current month

All months excluding current one

First quarter

Year-to-date

	FY
	“98”
	FY98

	Type
	“O”

“C”

“D”

“A"
	Obligations

Commitments

Disbursements

Accruals


Examples:

=amt(“11”, “YTD”)
Displays current YTD obligations for the CAN or account selected in VSOF, for OC 11

=amt(“11”, “CUR”, can(), “C”, fy())
Displays the current CAN’s current-month obligations in the current fiscal year .for OC 11

=comm(“??, “YTD”)
Displays the current CAN’s YTD commitments in the current fiscal year for all OC codes

=disb(“??”,“YTD”,can(),“97”)
Displays the current CAN’s FY97 commitments for all OC codes

Functions for displaying in Headings:  These functions return the following values (Note:  Numerical parameters can be used to indicate dates and account levels other than the current ones):
	=Title(“CAN”, “FY”, “Mod”)
	If no parameter, displays the current account level title.

Use “Mod” literally to display the modified title.

	=CAN(“0 / 1 / 2”)

	If no parameter, displays the current CAN; number parameters can be used to display CANs above and below the current CAN.

Example:  =can(0,2) would display the second CAN under the same parent level as the current CAN.

	=FY("-1 / 0 / +1")
	If no parameter, displays fiscal year of current structure.

	=Days(“Time Period”) 
	Displays number of working days for specified time period.

	=ASOF("1 / 2 / 3 / 4 / 5 / 6")
	Displays the date the account data was generated, according to the parameter used:


0 - "Data as of (month) Weekly # (week)"


1 - "Data as of (month) Weekly # (week)"


2 - "(Month)#(weekly)"


3 - "(Month)#(weekly)"


4 - Date of last monthly download


5 - Beginning date of current week

	=Notes(“CAN”, “FY”, pRow)
	Displays notes (Edit window) for specified CAN level.  If pRow is specified, displays the pRow-th line of the note, provided it is delimited by a carriage return in VSOF.

	=LookItUp(!“Lookup Code”)
	Returns the value associated with the given Lookup code.  

	=OCName(“OC”)
	Displays the name of the given OC code 


A Practical Guide to Using VSOF Functions in Excel

The following examples demonstrate how to enter data quickly and easily in your spreadsheets.

Obligations:  

· Use the AMT function to bring obligation amounts into your spreadsheet.  
=amt(“11.8A”,”oct”)
For example, the above function returns the total obligations for OC 11.8A in October for the selected VSOF account.  

· You can specify more than one month or OC code, like this:

OC 11 and 12 




=amt(“11+12”, “oct”)




OC 26 for October and November


=amt(“26”,”oct+nov”)




OC 11 and 12 for October and November

=amt("11+12","oct+nov")

· You can substitute Allocation categories for OC codes by defining an OC formula for the category (in VSOF, select Allocations from the Admin menu).  

Example:  An Allocation category called SALARY, with OC formula 11+12-11.8A.  Entering

=amt("11+12-11.8A","ytd") is the same as =amt("SALARY ","ytd")

· You can also use Document Summaries in place of the OC code parameter, to find Obligation amounts for transactions, based on document numbers (to create these in VSOF, select Document Summaries under the Admin menu).  

Commitments, Accruals, and Disbursements: 

The same rules that apply to Obligations also apply to these functions. To find other amounts, substitute the function names:

Obligations


=amt(“26”,”ytd”)

Commitments


=comm("26","ytd")



Accruals


=accr("26","ytd")

Disbursements

=disb("26","ytd")

To compare obligation, commitment, accrual, and disbursement amounts from different accounts, just add the can after the time period parameter.  

Example:

	YTD Obligations for OC 11, for the current account:
	=amt("11","ytd")

	The same value, but for Can 1238356:
	=amt("11"."ytd"."1238356")



or

=amt("11","ytd",A8
)


Using the TITLE and CAN Functions: The TITLE and CAN functions return the title and can of the currently selected account in VSOF.  

· Example:



=title()



Name of the account



=can()



Account CAN

· To reference a different account, use a number parameter with the CAN function.



=can(1)


CAN of current account's parent



=can(2)


CAN of current account's grandparent



=can(0,1)


CAN of current account's first child



=can(0,2)


CAN of current account's second child

· You can use a cell reference with the TITLE function to include the names of each of the accounts. 

Suppose the currently selected level is a summary level, whose first child account is 1238356 / Office of the Director.  Enter the CAN and TITLE functions like this:

	Cell A8
	Cell B8

	=can(0,1)
	=title(A8)


for the result:

	Cell A8
	Cell B8

	1238356
	Office of the Director


Using Excel functions in conjunction with VSOF functions: As an example, use TRIM, a native Excel function, to remove excess spacing from account titles and OC names brought in from VSOF.

Example:

=trim(title())
The title of the current account, with excess spacing removed

=trim(ocname("11"))
  The title of OC 11, with excess spacing removed

Placeholders can be used within a function if you want to specify a parameter that falls out of sequence.  For example, in the amt() function, the correct parameter order is as follows:  Object Class Code, Time Period, CAN, Amount Type, and Fiscal Year.  The first two parameters, OC Code and Time Period, are required. For this function, you would type:

=AMT(“OC”, “YTD”)

If you wanted to specify a financial year and amount type but not specify the CAN, you would need to use the can() function as a place-holder as follows:

=AMT(“OC”, “YTD”, can(), “O”, “98”)

Appendix 2

Glossary of NCI Funding Mechanisms
The budget of the National Cancer Institute (NCI) is organized according to the following major funding mechanisms:

· Research Project Grants (RPGs)

· Cancer Centers and Specialized Programs Of Research Excellence

· Other Research Grants

· Training

· R&D Contracts

· Intramural Research

· Research Management & Support (RMS)

· Cancer Prevention & Control

· Construction

Glossary of Funding Mechanisms:

A. Research Project Grants (RPGs)
Research Project Grants (RPGs) are awards for investigator-initiated research proposals.  Several types of awards are made in this mechanism, which vary in the type of applicant, total amount of support and length of time. These include the following types of awards; R01, P01, R03, R21, R29, R23, R35, R37, R55, UO1, RFA, R41, R42, R43, and R44.  Below are descriptions of each type:


R01  Research Project (Traditional)
To support a discrete, specified, circumscribed project to be performed by the named investigator(s) in an area representing his/her specified interest and competencies.


P01  Research Program Projects
For the support of a broadly based, multidisciplinary, often long-term research program, which has a specific major objective or a basic theme. A program project generally involves the organized efforts of relatively large groups, members of which are conducting research projects designed to elucidate the various aspects or components of this objective. Each research project is usually under the leadership of an established investigator. The grant can provide support for certain basic resources used by these groups in the program, including clinical components, the sharing of which facilitates the total research effort. A program project is directed toward a range of problems having a central research focus, in contrast to the usually narrower thrust of the traditional research project. Each project supported through this mechanism should contribute or be directly related to the common theme of the total research effort. These scientifically meritorious projects should demonstrate an essential element of unity and interdependence; i.e., a system of research activities and projects directed toward a well-defined research program goal.


R35  Outstanding Investigator Grants (OIG)
To provide long-term support to encourage experienced investigators with an outstanding record of research productivity to embark on long-term projects of unusual potential in a categorical program area.


R37  Method to Extend Research in Time (MERIT) Award 
To provide long-term grant support to investigators whose research competence and productivity are distinctly superior and who are highly likely to continue to perform in an outstanding manner. Investigators may not apply for a MERIT award. Program staff and/or members of the cognizant National Advisory Council/Board will identify candidates for the MERIT award during the course of review of competing research grant applications prepared and submitted in accordance with regular PHS requirements.


U01  Research Project (Cooperative Agreement)
To support a discrete, specified, circumscribed project to be performed by the named investiga​tor(s) in an area representing his/her specific interest and competencies, and in which a defined level of NIH staff involvement and/or oversight is judged to be appropriate.


R29  First Independent Research Support and Transition (FIRST) Award
To provide a sufficient initial period of research support for newly-independent biomedical investigators to develop their research capabilities and demonstrate the merit of their research ideas.


R43  Small Business Innovative Research (SBIR) Grants--Phase I
To support projects, limited in time and amount, to establish the technical merit and feasibility of research and development ideas, which may ultimately lead to commercial products or services.


R44  Small Business Innovative Research (SBIR) Grants--Phase II
To provide in-depth support for research and development ideas whose feasibility has been established in Phase I and which are likely to result in commercial products or services.


RFA  Request for Applications
A formal statement that invites grant or cooperative agreement applications in a well-defined scientific area to accomplish specific program objectives. The RFA indicates the estimated amount of funds set aside for the competition, the estimated number of awards to be made, and one receipt date for applications. RFA-responsive applications may be reviewed by a special peer review committee empanelled for that purpose only.

B. Cancer Centers and Specialized Programs Of Research Excellence
The Cancer Research Centers Program consists of a set of organizations each of which has a unique research profile reflecting its own particular research talent and special technological capabili​ties. The Centers Program as a whole contains a great diversity of research approaches to the problem of cancer, incorporating every conceivable discipline that can be applied, and involving the entire spectrum of research from basic biology to prevention and control, detection, diagnosis, treatment, and rehabilita​tion. Cancer centers offer the greatest possibility for successful treatment of cancer to patients in their communities not only because of their state-of-the-art treatment facilities and care, but also because of the probable benefits from the research being conducted there. The Centers Program is supported by P30, P50, and P20 grants.  Below are descriptions of each:

P30  Cancer Center Support Grants 

To support shared resources and facilities for categorical re​search by a number of in​vestigators from different disci​plines who pro​vide a multidisciplinary approach to a joint research effort or from the same discipline who focus on a common research problem.

P50  Specialized Programs Of Research Excellence (SPORE)
To promote multidisciplinary research that will ultimately impact on reducing cancer incidence and mortality including cancers of the breast, prostate and lung. This permits establishing centers of excellence, which bring together laboratory and clinical scientists to develop programs, which address these areas through research, training and resource development.

P20  Planning Grants

To support planning for new programs, expansion or modification of existing resources, and feasibility studies to explore various approaches to the development of inter-disciplinary programs that offer potential solutions to problems of special significance to the mission of the NCI. These exploratory studies may lead to specialized or comprehensive centers.

C. Other Research Grants
Other Research includes the Research Career Program and all other research grants not included in RPGs, Cancer Centers, or Cancer Prevention and Control except for National Research Service Awards.

The NCI Research Career Program includes all "K" awards.  The Program supports the training of both scientists and research physicians during the critical three to five year transition period between receipt of a Ph.D., M.D. or other professional degree and the receipt of an individual research grant, which permits them to begin independent investigator-initiated research. 

K04  Research Career Development Award (Career Program)

To foster the development of young scientists with outstanding research potential for careers of independent research in the sciences related to health.

K06  Research Career Awards (Career Program)



To enable institutions to finance positions favorable to the intellectual growth and research productivity of established investigators of high competence for the duration of their careers.

K07  Preventive Oncology Award (Career Program) 
To create and encourage a stimulating approach to disease curricula that will attract high quality students, foster academic career development of promising young teacher-investigators, develop and implement excellent multidisciplinary curricula through interchange of ideas and enable the grantee institution to strengthen its existing teaching program.

K08  Clinical Investigator Award (Career Program)



To provide the opportunity for promising medical scientists (with demonstrated aptitude to develop into independent investigators) or faculty members who will pursue research aspects of categorical areas applicable to the awarding unit, and aid in filling the important academic faculty gap in these shortage areas within health professional institutions of the country.

K11  Physician Scientist Award - Individual (Career Program)
For support to a newly trained clinician for the development of independent research skills and experience in a fundamental science.

K12  Institutional Clinical Oncology Research (Career Program) 

Training grants to prepare physicians for careers in clinical oncology research.

K14  Minority School Faculty Development Awards (Career Program)
To encourage the development of faculty investigators at minority schools and to enhance their research capabilities in specified health and health related areas.

R25  Cancer Education
For support to develop and/or carry out a program as it relates to a categorical area in one or more of the areas of education, information, training, technical assistance, coordination, or evaluation. 

U10  Clinical Cooperative Research
To support clinical evaluation of various methods of therapy and/or prevention in specific disease areas. These are cooperative programs between sponsoring Institutes and participating principal investigators and institutions, and are usually conducted under established protocols.

R55  Shannon Awards
To provide discrete limited support to scientists whose research applications fall short of the cutoff for funding yet are at the "margin of excellence" whereby the perceived quality of the grant is statistically indistinguishable from grants that are funded.

S06  Minority Biomedical Research Support
To strengthen the biomedical research and research training capability of ethnic minority institu​tions, and thus establish a more favorable milieu for increasing the involvement of minority faculty and students in biomedical research.

S15  Instrumentation Grants
An institutional award to support the purchase of equipment costing within a specific range to be used by one or more recipients of research grants in these supported projects.

U09  Scientific Review and Evaluation
To provide the chairman of an initial review group funds for operation of the review group.

R03  Small Grants
To provide research support specifically limited in time and amount for studies in categorical program areas. Small grants provide flexibility for initiating studies, which are generally for preliminary short-term projects and are non-renewable.

R13  Conference Grants
To support national or international meetings, conferences, and workshops that are of value in promoting the goals of the National Cancer Program.

D. Training
The National Research Service Award (NRSA) Program is the major mechanism for providing long-term, stable support for a wide range of promising scientists and research clinicians.  Individual awards are made directly to both pre- and postdoctoral fellows under the tutelage of senior scientists who act as their sponsors.  Institutional awards are made to senior scientists who, together with a group of faculty-preceptors, administer a comprehensive research training program encompassing a variety of courses, seminars, journal clubs, and laboratory research activities for pre- and/or postdoctoral trainees.  

F32  Postdoctoral Individual National Research Service Awards (NRSA) 

To provide opportunities for experienced scientists to make major changes in the direction of research careers, to broaden their scientific background and to extend their potential for research in specified health-related area.

T32  Institutional National Research Service Award (NRSA)
To enable institutions to select individuals for predoctoral and postdoctoral research training in specified shortage area.

E. R&D Contracts
Research and Development Contracts -- When a specific end product is desired or a project needs to be conducted with the NCI's direct involvement, the contract mechanism is appropriate.  Also included are interagency agreements (Y01), which are contracts with other Federal organizations and may involve either research or the provision of research resources. The contract mechanism is also utilized by the Cancer Prevention and Control Program for selected aspects of its initiatives. 

F. Intramural Research 
The NCI intramural research program is housed on the NIH campus in Bethesda and at the Frederick Cancer Research and Development Center in Frederick, Maryland.  It is comprised of laboratory and clinical scientists, technicians and support staff. Basic laboratory research is closely coordinated and tied to both inpatient and outpatient clinical research studies. The intramural research mechanism complements extramural funding mechanisms and many of the laboratories have long been recognized for their research excellence in pursuing research on the forefront of science.

G. Research Management & Support (RMS)
Research Management & Support -- General management and sup​port activities of the institute, which support the cancer, research effort.  Significant components of information dissemination and international collaboration are supported through this mechanism.

H. Cancer Prevention & Control
Cancer Prevention and Control -- Research on methods of cancer prevention and control conducted through grants, contracts, and in-house research.

I. Construction
The creation of additional state-of-the art cancer research laboratories and clinics for both basic and applied clinical cancer research. Also, funds are used for the renovation of existing laboratories.

Appendix 3

NCI Budget Activities and Mechanisms

NCI’s Budget and Sub Budget Activity Structure is arranged as follows:

	Budget Activity
	Sub Budget Activity

	03 – Research

	
	01 - Cancer Causation 

	
	02 - Detection and Diagnosis Research

	
	03 - Treatment Research

	
	04 - Cancer Biology

	04 – Resource Development

	
	01 - Cancer Centers Support

	
	02 – Research Manpower Development

	
	03 – Construction

	05 - Cancer Prevention and Control 

	10 – Program Management and Support 


DEFINITIONS:

I. BUDGET ACIVITY = RESEARCH
Sub Budget Activities:

01 - CANCER CAUSATION RESEARCH

Cancer causation research studies the events involved in the initiation and promotion of cancer. It encompasses chemical and physical carcinogenesis, biological carcinogenesis, epidemiology, chemoprevention and nutrition research. Studies focus on external agents such as chemicals, radiation, fibers and other particles, viruses, parasitic infections, and host factors such as hormone levels, nutritional and immunologic status, and the genetic endowment of the individual, all of which contribute to the initiation and promotion of cancer.  

02 - DETECTION AND DIAGNOSIS RESEARCH

Detection and diagnosis research includes studies designed to improve diagnostic accuracy, to provide better prognostic information to guide therapeutic decisions, to monitor the response to therapy more effectively, to detect cancer at its earliest presentation, and to identify populations and individuals at increased risk for the development of cancer.  Areas of emphasis include improvements in the detection and diagnosis of women's cancers and prostate cancer; transfer of molecular technologies from the laboratory to clinical practice; the identification of better prognostic markers; increasing the availability of human tumor samples with associated clinical information; and research to identify genetic alterations involved in tumor pathogenesis and behavior.

03 - TREATMENT RESEARCH

Treatment research is comprised of preclinical and clinical research. Preclinical research focuses on the discovery of new antitumor agents and their development in preparation for testing in clinical trials. These agents include both synthetic compounds and natural products. Clinical research involves demonstrating the effectiveness of new anticancer treatments through their systematic testing in clinical trials. Phase I trials establish the maximum tolerated dose of a new agent; Phase II trials examine its efficacy against a variety of cancers; Phase III trials compare the new treatment with the best standard therapy in terms of improved survival and decreased toxicity.

04 - CANCER BIOLOGY
Cancer biology supports a broad spectrum of basic research on cancer and the body's response to cancer. Studies include investigations of cellular and molecular characteristics of tumor cells, interactions between cells within a tumor, and the nature of the interaction between a tumor and the components of the host immune defense mechanisms. Cancer is the result of genetic damage that accumulates in stages. It is the goal of cancer biology to identify and explain the stepwise progression between the initiating event in the cell and final tumor development.

II. BUDGET ACTIVITY = RESOURCE DEVELOPMENT

Sub Budget Activities:

01 - CANCER CENTERS SUPPORT
The Cancer Centers Program consists of a group of institutions with unique scientific profiles, which reflect particular research talents and special technological capabilities.

Traditional cancer centers that mobilize all of the resources of an institution to conduct research and outreach activities on a spectrum of cancers utilize the Cancer Center Support Grant (CCSG) or P30 mechanism. They are of four types:  basic, clinical, comprehensive, and consortium. The CCSG supports the operational framework of the cancer center and partially pays for shared laboratory resources and facilities for the benefit of cancer investigators, while the research projects themselves are supported through the individual grants and contracts from the NIH and from a variety of other grant funding agencies and organizations.

The Specialized Programs of Research Excellence (SPOREs) are a new strategy implemented by the NCI to stimulate translational research. SPOREs, which use the P50 grant mechanism, focus on prevention, detection, diagnosis, and treatment research for a single cancer site. They can be awarded to any institution that can mount a significant translational research effort.

In order to encourage the development of cancer research centers in underrepresented regions not currently served by existing NCI-designated clinical or comprehensive centers, planning and development grants using the P20 mechanism are awarded to assist eligible institutions to develop the organizational capability that will lead to the formation and/or development of cancer research centers of excellence.

02 - RESEARCH MANPOWER DEVELOPMENT
The Research Manpower Development Program recruits and develops the next generation of well-trained basic and clinical scientists who will provide an infrastructure for cancer research during the coming decades. The National Research Service Award (NRSA) Program is the major mechanism for providing long-term, stable support for a wide range of promising scientists and clinicians. Individual awards are made directly to both pre- and postdoctoral fellows while institutional awards are made to senior scientists who, together with a group of faculty-preceptors, administer a comprehensive research-training program for pre- and postdoctoral trainees. The Research Career Program supports the training of both scientists and research physicians during the first three to five years between receipt of a Ph.D., M.D. or other professional degree and the receipt of an individual investigator-initiated award.

03 – CONSTRUCTION

The NCI Construction Program supports cancer facility modernization and new construction through the competitive award of grant funds to cancer research institutions located at universities and medical centers throughout the Nation. This support enables research universities and cancer centers to construct, expand, and upgrade their cancer research laboratories and clinical trial facilities. Funds are awarded based on NCI requirements and standards as judged by a peer review panel of non-Federal scientists. At a minimum, the NCI construction investment is matched on a 50:50 basis by non-Federal funds from the recipient institution.

Construction funds are also used to maintain the Federal facilities at the Institute's Frederick Cancer Research and Development Center located in Frederick, Maryland. This nearly 70 acre Government-owned contractor-operated facility requires periodic routine maintenance and repair for over the 70 buildings in use. Funds designated within this budget mechanism provide for such routine maintenance as the utility systems as well as the modernization and creation of cancer and AIDS research space.

III. BUDGET ACTIVITY = CANCER PREVENTION AND CONTROL  

The Cancer Prevention and Control Program conducts basic and applied research through both intramural and extramural mechanisms in all phases of cancer prevention and control as well as cancer surveillance.  A key priority of the program is to develop strategies for the effective translation of knowledge gained from prevention and control research into health promotion and disease prevention activities for the benefit of the public. An integrated system of basic research, clinical trials, and applications research is in place and seeks to promote cancer prevention and control activities across the country. 

The Cancer Prevention and Control Program includes four major components and several subprograms, many of which relate to other program activities of the NCI, including information dissemination, epidemiology, and cancer treatment. The four components are Cancer Prevention Research, Cancer Control Science, Early Detection and Community Oncology, and Cancer Surveillance.

IV. BUDGET ACTIVITY = PROGRAM MANAGEMENT AND SUPPORT (PM&S)

PM&S reflect the administrative costs of operating the national cancer program. It includes rent, extramural program management costs, assessments and general administrative support costs such as the salaries and expenses for the Office of the Director, communications, personnel, budget, planning, etc.

Appendix 4

OVERVIEW OF THE NCI BUDGET PROCESS
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.









  










GLOSSARY
118A:  Training Fellowship programs are obligated under the “118A” object class code and are thus referred to in NCI by this OC Code.  This would include Intramural Research Training Awards (IRTA’s) and Cancer Research Training Awards (CRTA’s).

Actuals:  Obligations to date.  Year to date spending.

Administrative Data Base (ADB):  NIH information technology system contains DELPRO, internal NIH Service and Supply Groups, and Awards Programs.

Allocation:  Budget authority granted to a program by the parent organization.

Allotment:  Authority to incur obligations within a specified amount and period.

Allowance:  Authority to incur obligations within a specified amount and period.

Annualized:  When new positions are approved, a pro-rated level of funding is provided to pay for the portion of the year the position will be filled.  The following fiscal year, the balance of funding must be requested to fund the full annual cost of the position.   This is referred to as annualizing the cost of the position.  Annualization generally applies to personal services, but other objects may need to be annualized as well.  Annualization relates to funding that has already been approved and is treated as a commitment rather than a request for new funds.  

Appropriation: Annual law (passed by Congress) providing budget authority enabling an agency to incur obligations and to make payments from the Treasury.  NCI receives an annual appropriation defining the amount of funds available, the period of time the funds are available and the purpose for which the funds may be expended.  NCI’s appropriated funds are available for one fiscal year.  After that, unspent funds revert to the Department of the Treasury and are no longer available for obligation.

Apportionment:  Planned quarterly distribution or project distribution of an appropriation.

Budget Execution:  Budget execution includes all the activities involved monitoring and spending the funds received in the annual appropriation.  Budget execution starts on October 1st when the appropriation is passed or a continuing resolution is passed.  It ends several weeks after September 30th with the completion of the fiscal year close activities.

Budget Formulation:  Assembling the annual request for next year’s operating budget.  

Bypass Budget:  Detailed budget request to the Office of Management & Budget, which details the plans and priorities for cancer research and NCI initiatives, and what is needed to win the fight against cancer.  This is used by the President for his budget, and provided to Congress for their review.

Center Number:  A project number assigned by contract staff at Frederick for approved projects, which is used to track expenditures associated with the project.

Chief Financial Officers Act (1990):  Provides for a chief financial officer in all major agencies to oversee financial management and integrate accounting and budgeting.

Clinical Center Funding:  The cost for doing business in the clinic (i.e. inpatient/outpatient rooms, nursing care, pharmaceuticals, etc).  Individual PI CANs are not charged.  The NCI is “taxed” in a lump sum, which is currently paid by the Director NCI from Institute funds.

Commitment: A reservation of a specific amount of available funds.  A tentative purchase.  A commitment is expected to become an obligation at which time the commitment is eliminated. A request for purchase placed in the ADB that becomes an obligation once a purchase order number is assigned by an authorized purchasing agent or contracting official.

Common Account Number (CAN):  8-digit identification code assigned to a program area for the obligation of funds.  The CAN identifies the fiscal year, the agency and the program.

Congressional Budget and Impoundment Control Act (1974):  Establishes the congressional budget process, procedures for legislative review of impoundments, House and Senate Budget Committees, and the Congressional Budget Office (CBO).

Congressional Justification:  Detail spending patterns over the past three full fiscal years (budget and FTE) and a written justification on progress made in the fight against cancer at current funding levels.

Continuing Resolution:  a joint resolution that provides budget authority for programs or agencies whose regular appropriation is not enacted by the start of the fiscal year.  A CR is usually a temporary measure that expires at a specified date or is superseded by enactment of the regular appropriations act.

Cost:  Resources consumed such as supplies used.

Collaboration:  Two or more researchers (principal investigators) within the government (government-wide), pool their resources to investigate a research/clinical question.

Cooperative Research and Development Agreements (CRADA): Two or more researchers (principal investigators) both inside and outside the government, pool their resources to investigate a research/clinical question.  The Technology Transfer group is responsible for handling the initiation of such an agreement.

DELPRO:  Delegated Procurement System.  A system developed by the NIH to include all purchases from vendors outside of the NIH, and to include “purchases” from NIH services within NIH (i.e. DES, Radioisotopes, Stock, etc).

De-Obligation:  Reverse or cancel of orders placed.  Action taken to remove an obligation from the accounting system or change from one CAN to another.  If the obligation is a purchase in the DELPRO system, which has not been paid, then the de-obligation can occur in the system by a purchasing agent or administrative officer.  If DELPRO has been paid, then the de-obligation can only be made by NIH Office of Financial Management.  Please note that any item, which has been paid, must be charged to an NIH CAN.  If you are de-obligating from one CAN, you must cite the correct CAN to be charged.

Director’s Challenge Initiative: supports the application of powerful new technologies to the analysis of molecular changes in human tumors (molecular profiles).  The initiative challenges the scientific community to develop new tumor classification systems based on the patterns of these molecular changes.  Applications describing the proposed research are submitted, reviewed and approved by the Director, NCI for funding.

Extramural Research:  Investigative research done by non-governmental organizations using government funds through granting mechanisms.

Fiscal Year:  The accounting period for the budget.  The fiscal year for the federal government begins on October 1 and ends the next September 30.  The fiscal year is designated by the calendar year in which it ends; for example, fiscal year 2000 began October 1, 1999 and ended September 30, 2000.  In documents, the acronym for fiscal year 2000 looks like this:  FY00:  fiscal year 2001:  FY01, fiscal year 2002:  FY02.

Forward Funding:  Budget authority that becomes available for obligation during one fiscal year, and continues to be available through the next fiscal year (i.e. large renovation contract).

Frederick Cancer Research & Development Center (FCRDC):  A research site of the National Cancer Institute located at Ft. Detrick, Maryland.

Gift Funds:  Money donated by organizations or individuals for cancer research.  Non-specific money is placed in the general gift fund account.  These funds can be requested by any NCI PI or clinician through appropriate channels.  Some donations are very specific (i.e. to be used for breast cancer, or pediatric cancers) and are “earmarked” for this purpose.  The Deputy Director, NCI and the Chief Financial Officer manage this fund.  If a PI is allocated gift funds, they must be used for the purpose they are approved.  These funds are tracked separately from the PI’s allocated budget but the process is the same.

Gramm-Rudman-Hollings Acts (1985, 1987):  Set deficit reduction targets and created sequestration procedures.

Grants:

· R21:  Mechanism supports pilot projects or feasibility studies for new or underdeveloped approaches.

· R01:  Mechanism supports more advanced projects and also collaborative research efforts between experts in non-mammalian biology and investigators with experience in mammalian cancer models for comparative proof of principle, validation studies.

· Intramural Research Award:  

· Clinical Research Award:

· SPORE - Specialized Programs of Research Excellence:  established to promote interdisciplinary research and to speed the bi-directional exchange between basic and clinical science to move basic research finding from the laboratory to the clinical care setting to improve the quality of life.  Lab and clinical scientists work collaboratively to plan, design and implement research programs that impact on cancer prevention, detection, diagnosis, treatment and control.  To facilitate this research, each SPORE develops and maintains specialized resources that benefit all scientists working on the specific cancer cite, as well as SPORE scientists.  An additional SPORE element is a career development program that recruits scientists both within and outside the SPORE institution to enlarge the cadre of lab and clinical scientists dedicated to research on human cancer.  SPOREs meet annually to share data, assess research progress, identify new research opportunities and establish priorities for research most likely to reduce incidence and mortality and to increase survival.  In 1998, NCI funded a total of 14 SPORES and co-funded 6 SPORES for a total of $30 million.  SPORES are funded through specialized center grants (P50s).
· Director’s Challenge Initiative: supports the application of powerful new technologies to the analysis of molecular changes in human tumors (molecular profiles).  The initiative challenges the scientific community to develop new tumor classification systems based on the patterns of these molecular changes.  Applications describing the proposed research are submitted, reviewed and approved by the Director, NCI for funding.

House Mark: The mark up of the draft appropriations language by the House of Representatives. This event occurs in late spring during the Labor, HHS, and Education Appropriations Subcommittee hearings after the Budget resolution has been passed.

Incremental Funding:  Budget authority for planned multi-phase obligations of funds (i.e. multi-year contract or grant).

Intramural Research (IR):  Laboratory/Clinical investigative research done by government FTE/government training personnel on government property.

Management Fund:  An account authorized by law to receive budgetary resources from two or more appropriations to carry out a common purpose or activity not involving a continuing cycle of operations.  NIH organizations that are not “program” and do not receive an appropriation or do not have a Service and Supply Fund tax, participate in the NIH Management Fund.  Examples include payment of the electricity and water bills, grounds maintenance, locksmith, etc. The NCI is “taxed” in a lump sum (amount derived by established formula), which is currently paid by the Director NCI from Institute funds.

National Research Service Award:  Funding provided under the Departments of Labor, Health & Human Services, Education, and Related Agencies Appropriations Act.  This award is for personnel under a contract mechanism, which is obligated under a services object class code (25).

Non-Recurring Costs:  Those obligations, which occur at non-specific intervals and generally paperwork must be generated each time to initiate the obligation.

No-Year Appropriations:  Budget authority provided in an appropriations act that remains available for obligation for an indefinite period, or gift funds provided by donations.  These funds do not lapse if they are not obligated by the end of the fiscal year.

Obligation:  A binding agreement such as a contract awarded, or purchase order placed that will require payment. 

Object Class:  An identification of program operating costs categorized according to the type or nature of the services involved, e.g. personnel compensation, travel, supplies or services, and equipment.  

Office of Management & Budget:  Originally established in 1921 to assist the President in the formulation of his budget. 

Omnibus Reconciliation Process (1980):  Reconciliation used for the first time at the start of the congressional budget process.

“One-Shot”:   A single purchase/project, which is requested in a given fiscal year, and if approved, does not recur in the next fiscal year (i.e. renovation, equipment).  This is a “non-recurring” expenditure.

Operating Budget: The funds allocated to a branch.  In NCI communications, this is generally the allocation to a program minus the personnel salaries and benefits, which are used to “operate” a program.

Outlay:  Check issued, electronic transfer of funds, or cash disbursed.  Outlays during a fiscal year may be for payment of obligations incurred in previous years or the same year.  Programs to reflect expenditures use obligations, not Outlays.

Personnel Services (Compensation):  This includes salary and benefits.  Generally, clinical FTE positions are calculated at 25% of salary and non-clinical FTE positions are calculated at 18% of salary.  Non-FTE benefits can be estimated at actual cost.  Object Class Code (O.C.) 11 and 12.  Professional Services Contract labor, IPA’s, Exchange Scientists, and NRSA are obligated under the object class code 25 and therefore are not technically “Personnel Services” budget.

Positions:  Positions in the Government are generally categorized as:  1) Full-time Equivalent (FTE) - Positions established without time limit or for a limited period of a year or more, 2) Temporary, Part-time, Wages-As-Employed (WAE) - Persons employed for a specified period of time (usually less than one year) such as summer aides, certain intern programs, or seasonal employees, 3) Non-FTE - Positions established for a specified period of time and for a specified purpose such as a training position.

Pre-Obligation:  When using the NIH Visa Card, an estimated amount of obligations is entered into the DELPRO system, and then reconciled at the end of the month for the actual obligation amount.

President’s Budget:  Executive Branch agencies develop requests for funds and submit them to the Office of Management and Budget (OMB).  The president reviews the requests and makes the final decisions on what goes in his budget to Congress.  The process for this is generally 18 months before the beginning of the fiscal year in consideration.  His annual budget sets forth revenue and spending recommendations that influence Congress, although Congress is not bound to follow his recommendations.

Presidents Commission on Budget Concepts (1967):  Adoption of the unified budget, including trust funds.

Quarters:  First Quarter:  October 1 - December 31, Second Quarter:  January 1 - March 31, Third Quarter:  April 1 - June 30, Fourth Quarter:  July 1 - September 30.

Recurring Costs:  Those costs for which you have a standing commitment to and which obligate repeatedly.  Paperwork is initiated at the beginning of the commitment to authorize multiple payments (i.e. FTE salaries).

Reimbursable Funds:  Funds expended are reimbursed by an outside source via inter/intra-agency agreements.  Each reimbursable agreement is given a single CAN number for this purpose only.  The reimbursable CAN must balance to “0” at the end of each fiscal year.  If funds are not forthcoming to balance the CAN, then you must amend purchases in the system to another CAN to ensure the reimbursable CAN balances out at the end of the year.

Reprogramming:  The shift of funds from one scientific purpose to another within the same program.  Funds moved to another organizational component represent a transfer of funds.  Reprogramming involves the purpose for which the funds are used, not the ownership of the funds.

Rescission:  The cancellation of budget authority previously provided by Congress.

Research & Development Contracts:  Contracts, which are designed to research an original question for which there are currently no widely accepted solutions.

Research Management & Support (RM&S):

Research Support Contracts:  Contracts, which are a support function to research, not research and development.  Examples would include informatics, provision of biological materials, performing widely used testing process on samples provided, etc.

Royalty Funds:  Funds generated by patented inventions.

SAIC:  Contractor responsible for various projects at FCRDC.

Service & Supply Funds (S&SF):  NIH service organizations that charge a “tax” on their services (i.e. Design and Engineering Services (DES), Self-Service Store, Glassware, Accounts Payable, etc.).

Site Visit:  The review of a program unit (or Principal Investigator) generally every four years.  

Special Fund:  Funds earmarked by law for specified purposes/research.  

Sponsored Travel:  An outside organization covers travel expenses for a PI to a particular meeting.  A single NCI CAN is used for all NCI sponsored travel, which is reimbursed by the outside organization.  Each trip must be tracked closely to ensure each trip balances to “$0”.  In some cases, the outside organization may send more or less than is expected.  If this occurs, you will need to amend the sponsored travel package.

SPORE - Specialized Programs of Research Excellence:  established to promote interdisciplinary research and to speed the bi-directional exchange between basic and clinical science to move basic research finding from the laboratory to the clinical care setting to improve the quality of life.  Lab and clinical scientists work collaboratively to plan, design and implement research programs that impact on cancer prevention, detection, diagnosis, treatment and control.  To facilitate this research, each SPORE develops and maintains specialized resources that benefit all scientists working on the specific cancer cite, as well as SPORE scientists.  An additional SPORE element is a career development program that recruits scientists both within and outside the SPORE institution to enlarge the cadre of lab and clinical scientists dedicated to research on human cancer.  SPOREs meet annually to share data, assess research progress, identify new research opportunities and establish priorities for research most likely to reduce incidence and mortality and to increase survival.  In 1998, NCI funded a total of 14 SPORES and co-funded 6 SPORES for a total of $30 million.  SPORES are funded through specialized center grants (P50s).

Status of Funds:  System used by the NCI and many other NIH IC’s in tracking expenditures.

Thrust:  The total NCI budget is broken down and reported by one of the following categories, Detection & Diagnosis, Causation, Treatment and Prevention.  These categories add to 100% of the NCI budget.

Transfer:  The shift of budgetary resources from one appropriations account or fund to another.  The Division Office can do this if the two programs are within the same Division.  If there are transfers between two Divisions, the NCI Budget Office will make the transfer.  If there are transfers between IC’s, funds are expended via intra-agency agreement or direct CAN citation.  If there are transfers between government agencies, funds are expended via inter-agency agreement.

Turnover (or Vacancy):  Vacant positions, which are not immediately filled, can provide a savings to the program, Division and Institute.  Review historical trends to understand the percentage of unused dollars due to turnover.  This percentage may be higher in years where there is a hiring freeze, or significant change in procedures, which can cause delay in hiring, etc.

Uncontrolled Costs:  Costs a program incurs above and beyond direct obligations.  This is the cost of doing business at the NIH.  This can be as high as 15-20% of expenditures.

Zero Based Budgeting:  Building a program budget from $0 each fiscal year.  Since each program has commitments they are unable to break yearly, (i.e. Personnel, Multi-year Contracts), this is not literally feasible; however, in principal, you can use this as a tool to cut out expenditures which are not “core” to a program. 
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The Annual NCI Budget Request








Financial Plan:  Each ARC prepares reports that compare current funding levels to spending to date to determine available funding.  Projected obligations for the remainder of the fiscal year are subtracted from available funds to arrive at the projected surplus or deficit.  





21 – Travel


	21.10 – Site Visit


		21.11 – Domestic Program


		21.13 – Admin/Mgmt Domestic


		21.15 – Audit, Investigation & Inspection – Domestic


		21.7 – Litigation- Domestic


	21.20 – Information Meeting


	21.30 – Speech or Presentation


	21.40 – Training Attendance


	21.60 – Relocation


	21.70 – Entitlement


	21.80 – Special Mission


	21.90 – International Travel























Please complete Exercise 2-1 “Analysis of Obligations by Object Class Code”


at the end of this  chapter.











FORMULATION


Prepare Budget Request 

















The second two characters reflect the Sub-Object Classification














Adjustments are listed in chronological order from left to right














BUDGET ALLOCATION


Division receives a budget allocation








In-House Funds - In-house funds include Research Management and Support (RMS), Control In-house and Intramural Research (IR) funds.





















































FMB’s Responsibility

















VOSF allows you to create custom groupings of CANS referred to as “views”.  It assigns four digit identifiers to each grouping of CANS and subtotals them.  These 4 digit codes can be used like CANS in Excel formulas to link data for a particular group.  This allows you to cite one number rather than all the CANS included in a particular subtotal.





EXECUTION


- Spending Funds


- Financial Planning








(NCI Bypass Budget Request)
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DHHS   APPROPRIATION








 The first two digits reflect the Major object classification





11.8A 
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Transfer vs. Increase/Decrease - There is an important difference between transfers and increase/decreases.  Transfers have a net effect of zero on the overall NCI budget.  Always consider carefully whether the increase/decreases you include represent a transfer within NCI or a true increase or decrease.  For example, if your division receives funding from somewhere else in NCI, while it may represent an increase to the budget of your division, it has a net effect of zero on the overall NCI bottom line and should be listed as a transfer.








1-Shot:  Funds for a single purchase/project given in one fiscal year, which, if approved, do not extend into the next fiscal year.  Typical examples include funding for renovations and large equipment.  





TRANSACTIONS





EXECUTION


- Spending Funds


- Financial Planning














Fiscal Year:  The accounting period covered by an appropriation.  The fiscal year for the federal government begins on October 1 and ends the next September 30.  The fiscal year is designated by the calendar year in which it ends.  For example, fiscal year 2004 began October 1, 2003 and ended September 30, 2004.  In documents and reports, fiscal years are commonly identified using shorthand labels like FY04 or just 04.








Closing the Books:  The fiscal year begins October 1 and ends on the following September 30.  As the fiscal year end approaches, budgetary review and reporting activities increase dramatically to ensure that the organization will end the fiscal year on budget.  This activity consumes most of the average AO’s time during the month of September.  The closing process and the reporting formats are provided by FMB (at the institute level) and internally by each division.  Closing activities may continue several weeks past September 30 as final adjustments are made within the central accounting system and end-of-year reports are generated.











This spreadsheet has been created using VSOF formulas to automatically update spending to date each time the file is open.  The figures are split into Personal Services/Other Objects as well as by mechanism, which you must know to complete the FMB financial, plan





Appropriation:  Annual law (passed by Congress and signed by the President) providing budget authority to federal agencies enabling them to incur obligations and to make payments from the Treasury.  NCI receives an annual appropriation defining the amount of funds available, the period of time the funds are available and the purpose for which the funds may be expended.  NCI’s appropriated funds are available for one fiscal year.  After that, unspent funds revert to the Department of the Treasury and are no longer available for obligation.





Continuing Resolution (CR):  A joint resolution that provides limited budget authority for programs or agencies whose regular appropriation is not enacted by the start of the fiscal year.  A CR is usually a temporary measure that expires at a specified date or is superseded by enactment of the regular appropriations act.











Obligation:  A binding agreement that will result in outlays immediately or in the future.  Funding must be available before obligations can be incurred legally, either through a continuing resolution or an appropriation.  Obligations are subtracted from budget allocations to determine the remaining funding available to be spent.








FEDERAL  APPROPRIATIONS





RFA: Request for Application 


PA: Program Announcement.











FORMULATION


Prepare Budget Request 
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Turnover (or Vacancy) Rates:  Vacant positions that are not immediately filled can provide a savings to the program, Division and Institute.  Review historical trends to understand the percentage of unused dollars due to vacant positions.  The vacancy rate will be higher in years affected by a hiring freeze or significant change in procedures that can cause delays in hiring, etc.











BUDGET ALLOCATION


Division receives a budget allocation











EXAMPLE: Domestic Site Visit Travel:


		            21.11
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PRESIDENT


(signs the bill into law)





NCI (submits the budget request)
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CONGRESS


(passes the appropriation bill)








NCI (distributes funding internally)












































Please complete the exercises at the end of this chapter.
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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








Please complete Exercises 2-3 “Funds Control”  and 2-4 “Definitions” at the end of this  chapter.








Accounting Point (see below)








OPDIV Code (8=NIH)





Fiscal Year Identifier (5 = FY2005)





Serial Identification Number





58321234





Please complete Exercise 2-2 “Using CANS to Track Spending” at the end of this chapter.








� The “/” indicates a choice of parameters, e.g., “0” or “1” or “2”


� 	A8 indicates a reference to another worksheet cell, as in the previous example
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				VA/HUD		76,074

				NCCAM		113,823

				NIBIB		121,378

				NINR		130,809

				NCMHD		187,159
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				Administration for Children and Families (ACF)

				Administration on Aging (AoA)

				Agency for Healthcare Research and Quality (AHRO)

				Agency for Toxic Substances and Disease Registry (ATSDR)

				Centers for Disease Control and Prevention (CDCP)

				Centers for Medicare & Medicaid Services (CMS)

				Food and Drug Administration (FDA)

				Health Resources Services Administration (HRSA)

				Indian Health Service (IHS)

				National Institutes of Health (NIH)

				Program Support Center (PSC)

				Substance Abuse and Mental Health Services Administration (SAMHSA)
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