TIPS and REMINDERS for the FY27 Appropriation Request


1. Only recurring budget items are included in the FY27 appropriation request column in BFM.
2. Budgeted fund balances should be entered on the 3400 form using an equity account code (32****). 
3. Budgeted revenues equal budgeted expenditures on the S-8 and Rev Exp Comparison forms. FY25 Actuals column does not have to balance but revenue should equal to or greater than expenses. BFM will not let you submit an unbalanced budget request.
4. Fully justify any requested increases on the 2500-Program Narrative Form/P1 Report. Identify the amount and the funding source of your agency’s increase requests.
5. Justify on the 2100/3100 form if there is a change in the number and/or type FTE in your base budget in comparison to the FTE showing in your FY26 OPBUD.  
6. Update FTE vacancy counts on the 3900 vacancy form.
7. Make sure that the correct GSD and DoIT rates for FY27 are entered into BFM. Amounts budgeted for GSD/DoIT accounts must match amounts posted on the SBD website. 
8. Provide all information regarding origin and destination of revenue transfers on the 2800 Transfers Form.  Consult with the other agency to ensure accuracy.
9. Make sure that you correctly calculate values for the Workers’ Compensation Assessment Fee - $9.20/FTE (Acct #521400), and Human Capital Management Assessment Fee - $365/FTE (Acct #545701).  
10. Use the correct account codes for services provided by GSD or DoIT for insurance premiums, telecommunications, radio communications and information systems charges.
11. Make sure to number all pages in your budget submission.  Adhere to the FY27 appropriation request checklist for what to include in your hard copy submission.
12. All expansion and GRO requests should include a completed Legislating for Results form both attached in BFM and submitted with your PDF.
13. Update all FY25 revenue and expenditure actuals imported from SHARE using the Actuals Adjustments column.  Remove anything that is not consistent with how your agency is appropriated in the GAA.
14. Print, review and submit a Rev-Exp Comparison report to verify that revenue sources included on the base budget forms equal the revenue source totals on the revenue form.
15. Be sure that all required forms are advanced to stage 3 in BFM prior to Entire Budget submission via 9900 form. If you submit individual forms to stage 3 or do not have all forms in stage 3 than the 9900 form cannot submit correctly.

