PBL Cost Management Requirements & Accountabilities

As of December 12, 2002

	1. Spending Target - Ceilings
	· Each PBL manager’s spending targets for FY03-06 represent a hard limit on the amount of money that can be spent during each fiscal year.

· The spending targets should not be considered forecasts or estimates – rather, they are ceilings that must be vigorously managed.  Each manager’s spending limit equals their start-of-year amount.



	2. Discretion in Spending and Managing
	· Each Tier II VP and Tier III/IV Manager is accountable for staying within their total annual spending limit, but each manager has discretion to spend and manage (shift) dollars between each category (overtime, retention, materials & supplies, transportation of things, travel, contractor expenses, agreements & grants, training, and between BL expenses, – (see BES Report #3417).  Personnel, awards, shared services, and rent/utilities dollars cannot be shifted between categories (see #4, Staffing Expenses).

· The prior “Interim Spending Procedures” are no longer in effect.  Managers may continue to use their own cost approval procedures if they aid them in controlling spending.

· Each manager will now be accountable for his or her new spending limit.  Managers must seek pre-approval from their management chain for any proposed spending action which they believe will exceed their total annual spending limit.  If a spending adjustment is needed due to impacts to the manager’s core mission, then their respective Tier II VP should submit the proposed adjustment to the PBL VP Management Team, who will decide on spending re-priorities and/or cuts.



	3. Tracking and Reporting
	· Each manager is responsible for tracking their group’s results against the spending limit each month, by category.  Standard report formats from BES will be used for monthly reporting purposes.

· The PBL Finance Group (PMF) will review, track and report aggregated results each month.  PMF/your organization’s Analyst will assist you with your reporting needs – please contact your Financial Analyst if you need assistance.

· Each manager is accountable for reviewing and ensuring that their monthly spending report by category is accurate and consistent through time.  Needed corrections should be communicated and processed through the PBL Finance Group (PMF), using your organization’s Analyst contact, if desired.



	4. Staff Expenses
	· BFTE staff expenses are managed as a separate pool of dollars at each Tier.  Staffing dollars cannot be shifted between a manager’s spending target categories.

· Staffing dollars can be transferred between organizations only under the PBL Spending Transfer Procedures (see #5).




	5. Spending Transfer Procedures
	· Managers must use the PBL Spending Transfer Procedures when an employee moves between PBL organizations, or between PBL and TBL, Corporate or Shared Services organizations [see mandatory PBL Spending Transfer Form (Employee Transferring)].

· The transfer covers staffing and award expenses for details, permanent and temporary reassignments. (Budget Only)

· Unspent dollars for training and travel will be negotiated between gaining and departing managers.  Spent dollars (actuals) for training and travel will not be transferred.  If necessary, accounting corrections will be made through the PBL Finance Group (PMF).



	6. Monthly Spending Forecasts
	· Each month, PBL managers must reforecast their organization’s expected spending pattern and amounts for the rest of the current fiscal year.  The monthly spending reforecast will be reported to the PBL Finance Group (PMF) by BES Project and GL Account.

· Only changes of greater than $100,000 (Dept. ID and Project total or individual category) need to be reported each month.  The monthly spending forecast is necessary to accurately assess PBL net revenue and agency cash position, and will be reflected in monthly updates to the Administrator, Deputy Administrator, COO, PBL Senior VP, and CFO.



	7. Contingency Fund
	· The PBL will retain a $1 million emergency “Contingency Fund” each year.  The Contingency Fund will be located in the PBL Senior VP’s spending target amount.

· Tier II organizations will not retain contingency funds.

· The PBL Finance Group will monitor the Fund.  Requests for access to the Fund will be made through your PBL VP.  Decisions on uses of the Fund will be made by the PBL VP Management Team.

· Documentation for Contingency Funds usage will be prepared.



	8. Cuff Systems
	· BES will be used as the official system for reporting and monitoring cost management results.

· “CUFF” systems should not be used by managers to track cost information for their organizations.  Internal “cross-check” spreadsheets can be used only until BES is fully validated (i.e., end of FY03).

· In its current state BES has shortcomings; nevertheless, the solution is to continually work with PBL Finance and BES to improve its data quality and usefulness of categories.


	9. PBL Finance Group (PMF)
	· Your PBL Finance Group is available to assist you with all expense, capital, financial system issues and training needs.

· PMF will help you resolve your cost problems and questions – do not hesitate to contact your Financial Analyst should issues or needs arise.
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