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This package is designed to provide information relative to the cost of children’s services. In preparing these forms, the following definition shall be utilized for “Child”:

A person 0 through 17 years of age.  Services to expectant mothers related to nurture of the fetus are considered services to children.  Other ranges may be utilized only if the program/activity operates under mandatory guidelines which define “child” differently.  In such cases, an explanatory note must appear in the first sentence of the service description on the CHILD-2 form citing the age range utilized and the justification (regulation, etc.) mandating its use.

The information appearing on these forms is the product of a more involved planning process and is a subset of information provided elsewhere in the budget request. The development of a Children’s Budget is mandated by R.S. 46:2603 and 2604 which were amended and reenacted by Act 5 of 1998 [First Extraordinary Session]. The Children’s Cabinet authorized in that same chapter is charged with developing and implementing a comprehensive plan for coordinated services to children. The Children’s Budget is a key component of this plan. Properly developed, it provides a base line of existing funding for these services and reflects future budgetary needs.

General Instructions:

1)	For the purposes of this section, programs will mean those programs defined in the current fiscal year as found in the Notice of Appropriation Letters. Note that the Children’s Budget is detailed at the “service” level within programs. The term service is used in the Children’s Budget to denote activities, logical groupings of activities, or even entire programs if all the activities directly benefit children and are all of equal priority.  Agencies should apply common sense with regard to how they should best interpret the term.

2)	Round off figures. Do not include decimals in dollar figures. All figures are to be rounded to nearest dollar.  Example: $384.51 would appear as $385, no pennies.

3)	Percentages. Express all percentages in tenths, i.e., 24.5%, 60.0%, etc.

4)	Page Number. When the Children’s Budget document is assembled, number each page consecutively beginning with page 1 on the form CHILD-DT, page 2 on first page of the CHILD-DS, continuing through CHILD-AC, and then a CHILD-1 and CHILD-2 for each Children’s Budget service request for each agency.  The CHILD-1 and CHILD-2 forms for each service should be assembled in an order which conforms with the agency and program order of the General Appropriations Act for the current year.  Forms for all services in one program should appear before going on to the next program. Within programs, services should appear in priority order for the program.

5)	Decreases. All decreases are to be designated by use of parentheses, (), i.e., ($2,378).

6)	Continuation sheets should be used where additional space is needed to include full justification.

Operating Budget:

Children’s Budget Instructions and Forms
An explanation of each Children’s Budget (CHILD) Form follows.
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FORM CHILD-DT	CHILDREN’S BUDGET REQUEST - 					                   DEPARTMENT TITLE PAGE
FORM CHILD-DS 

Item:	Children’s Budget - Department Summary

	This is a summary of all the department’s children’s services in the priority order of the department at the total requested level.

Column:	Priority

	This column shows the priority assigned to the service by the department relative to other children’s services in the department.

Column: 	Name of Service

	This is the short title given to the children’s services by the requesting agency.  The term “services” is used in the Children’s Budget to denote activities, logical groupings of activities, or even entire programs if all the activities directly benefit children and are all of equal priority. Agencies should apply common sense with regard to how they should best interpret the term.

Column:	Agency Number-Name

	This is the AFS Number (the agency’s three-digit number) and name of the agency where the service is requested.

Column:	Means of Financing - General Fund through Total Funds

	These columns are the means of financing for the service or the requested year.

Column:	Positions

	This is the total number of positions requested to be paid out of Salaries Regular in the requested year.

[bookmark: _Toc463774333] SKIP ONE ROW BETWEEN EACH SERVICE LISTED ON THE CHILD-DS FORM
FORM CHILD-DC 

Item:	Department Line Item Summary

	This is a departmental summary of all forms CHILD-AC.

Column:	Existing Operating Budget

	This column shows how much is estimated to be spent in the current year for children’s services by the department.

Column:	Requested Continuation

	This column shows the funds requested by the department at continuation for children’s services.

Column:	Requested NE’s

	This column shows the total new and/or expanded service requests for children’s services in the department.

Column:	Total Requested

	This column shows the total requested by the department for children’s services and should equal the total of the previous 2 columns.

Column:	Total Recommended

	This column will be blank at the time of the initial budget request.  It will be completed prior to publication of the Executive Budget based on its final recommendations.
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DEPARTMENT LEVEL FORMS

For those agencies under a Department Secretary/equivalent, there are separate forms, the CHILD-DT and CHILD-DS for the Department Title and the Department Summary forms, respectively. Agencies which are independent of department heads/equivalents will utilize the CHILD-DT as a cover sheet, but not the CHILD-DS. Similarly, such agencies will not complete the CHILD-DC form, but will complete the CHILD-AC.  
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Item:	Children’s Budget Service - Agency Summary

	This is a summary of all the agency’s Children’s Budget Requests in the priority order of the agency at the total requested level.

Column:	Priority

	This column shows the priority assigned to the service by the agency relative to other children’s services in the agency.

Column:	Name of Service

	This is the short title given to the Children’s Budget service by the requesting agency. The term “service” is used in the Children’s Budget to denote activities, logical groupings of activities, or even entire programs if all the activities directly benefit children and are all of equal priority. Each agency should take a common sense approach in determining how they should best interpret the term.

Column:	Program

	This is the program name as it appears in the current fiscal year Notice of Appropriation Letter where the Children’s service is budgeted.  If it is an entirely new program, this column should represent the name the agency would like to establish and/or is utilizing in the total budget request.

Column:	Means of Financing - General Fund through Total Funds

	These columns are the means of financing for the service for the requested year.

Column:	Positions

	This is the total number of positions requested to be paid out of Salaries Regular in the requested year.

 SKIP ONE ROW BETWEEN EACH SERVICE LISTED ON THE CHILD-AS FORM 

FORM CHILD-AC 

Item:	Agency Line Item Summary

	This is an agency summary of all forms CHILD-1.


Column:	Existing Operating Budget

	This column shows how much is estimated to be spent for children’s services in the current year by the agency.

Column:	Requested Continuation

	This column shows the funds requested by the agency at continuation for children’s services.

Column:	Requested NE’s

	This column shows the total new and/or expanded service requests for the agency’s children’s services.

Column:	Total Requested

	This column shows the total requested by the agency for children’s services and should equal the total of the previous 2 columns.

Column:	Total Recommended
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PROGRAM LEVEL FORMS

Separate CHILD-1 and CHILD-2 forms are to be prepared for each Children’s Budget services.  Note that these requests are by program; therefore, it may be necessary to complete more than one set of CHILD-1 and CHILD-2 forms for a specific request if more than one program is affected.

CHILD-1 and CHILD-2 forms for each service should appear in the package in the same agency and program order as they appear in the General Appropriations Act. Forms for all services in one program should appear before forms for services in the next program.
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Item:	Program

	This is the program name as it appears in the current fiscal year Notice of Appropriation Letter where the children’s services are budgeted.  If it is an entirely new program, this column should represent the name the agency would like to establish and/or is utilizing in the total budget request.

Item:	Title of Service

	This is the short title given to the Children’s Budget services by the requesting agency. The term “services” is used in the Children’s Budget to denote activities, logical groupings of activities, or even entire programs if all the activities directly benefit children and are all of equal priority. Each agency should take a common sense approach in determining how they should best interpret the term.

Column:	Existing Operating Budget

	This column shows how much is estimated to be spent in the current year for the service. The Existing Operating Budget should reflect all BA-7s approved as of the date established for the regular BR forms.

Column:	Requested Continuation

	This column shows the funds requested at continuation for the service requested.

Column:	Requested NE’s

	This column shows the total new and/or expanded service requests for the service.

Column:	Total Requested

	This column shows the total requested for the service and should equal the total of the previous 2 columns.

Column:	Total Recommended

	This column will be blank at the time of the initial budget request.  It will be completed prior to publication of the Executive Budget based on its final recommendations.

FORM CHILD-2	

Item:	Describe the Service, including how it fulfills the program’s mission, who are the principal users, and who primarily benefits from the service.  Include all related objectives and performance indicators.

	Important Note: Remember, if the age of the child being served is different from 0 through 17 [inclusive of in uteri], you must explain, beginning with the 1st line of this section.  Cite the age range utilized and the justification (regulation, etc.) mandating its use.

	Do not limit your narrative to the space provided. If more space is needed, use a Continuation Sheet.  Performance indicators for each objective should be reported for the following columns, at a minimum:

	Existing	Requested		Total		Recommended
	Operating	Continuation		Request	Level
	Budget		Level			Level

	The Recommended Level column will be left blank until Executive Budget recommendations are complete.

Item:	List all New and/or Expanded (NE) budget requests associated with the service described on Form Child-2

	Utilizing the Department’s NE budget request packages, list, in department priority order, citing agency priority order, all new and expanded program requests associated with this service. Note: The department and agency priorities in this section are the same as those in the NE forms of the total budget request, not the priorities shown in the Children’s Budget package. The purpose of these designations is to enable location of existing NE forms elsewhere in the total budget request package.  Show the percent of the NE accounted for by services to children.  If less than 100%, explain how the percent devoted to children was derived.
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