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BUDGET REQUEST FORMS OVERVIEW 
 

Core Decision Item, New Decision Item, Supplemental New Decision Item, and Program 
Description 

 
The budget request forms are the key forms used in the budget process to explain and document core 
and new decision item requests.  When properly prepared, they become the primary source of 
information for the Governor and the General Assembly in making funding decisions.  Information should 
justify, completely and concisely, funding of the core and new decision item requests.  Facts presented 
should clearly show how the items support essential functions.  Each element of the justification must be 
easy to read and understand.  Please note that the purpose of the budget request forms is to provide 
information for decision making.  The style and approach should, therefore, be analytical rather than 
promotional.  Good data, sound logic, and solid back-up information are needed to properly justify a 
request. 
 
Legislators and other users of the budget forms have requested that the forms be as consistent as 
possible across departments.  Therefore, departments should refrain from altering the Excel templates.  
Also, legislators have requested that the font size used on the budget forms be size 10 or greater. 
 
There may be cases in which it does not make sense to fill in all the information requested on the budget 
request form or where it is simpler to complete a single form for similar requests across budgeting units.  
For example, multiple forms should not be used for pay plan decision items.  Instead, complete one form 
for your department and include it in the front of your budget book.  Other examples of appropriate 
combined forms include:  implementation of a new program that crosses multiple budgeting units; multiple 
transfer appropriations from a single fund or for similar purposes; and cost of caseload growth that 
crosses multiple budgeting units.  Budget and Planning staff are available to discuss such exceptions for 
specific decision items or groups of decision items in advance of your budget submission.  Please contact 
your budget and planning analyst if you wish to discuss these issues. 
 
Electronic copies of the form templates as well as alternate templates for very large numbers were 
forwarded to your budget office and are also available on the Budget and Planning web site under 2015 
Budget Information “budget instructions” (http://content.oa.mo.gov/budget-planning/budget-
information/2015-budget-information/2015-budget-instructions). 
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VEHICLE REQUEST INSTRUCTIONS 
 
 
 
The Fleet Management Program administers the state's vehicle fleet, pre-approves passenger vehicle 
purchases, and monitors agency compliance with the State Vehicle Policy to ensure vehicles are 
acquired, assigned, used, replaced, and maintained in the most efficient and effective manner to conduct 
state business pursuant to Section 37.450, RSMo.  If you have any questions regarding the Fleet 
Management Program, please contact the State Fleet Manager, Cindy Dixon, at cindy.dixon@oa.mo.gov. 
 
Make requests for new or replacement vehicles using agency specific new decision item numbers.  You 
may aggregate agency vehicle requests as department-wide requests. For sedan requests, assume cost 
estimates for a four door compact sedan unless specific justification is provided for some other class of 
sedan.  For the 2014 model year, compact sedans with a flex-fuel option allow agencies to decrease the 
total lifecycle cost of the vehicle while still meeting the statutory 70% alternative fuel purchasing 
requirement. 
 
For pickup trucks, assume a ½ ton pickup unless additional justification is provided.  Requests for SUVs 
must include additional justification as to why the SUV is necessary as opposed to another, less costly, 
more fuel efficient vehicle classification. 
 
In addition to the New Decision Item Form, complete the attached New Vehicle Request Form for any 
vehicle requests.  The first worksheet on the form is for vehicles for fleet expansion and the second 
worksheet is for replacement vehicles.  The third worksheet contains useful information about vehicle 
categories. Submit the New Vehicle Request Form electronically to your Budget and Planning analyst and 
the State Fleet Manager. 
 
The Vehicle Request form is available on Budget and Planning’s web site 
(http://content.oa.mo.gov/budget-planning/budget-information/2015-budget-information/2015-budget-
instructions), and an electronic copy of the form will be forwarded.  Please contact Pamela McQuary (751-
2345), in the Division of Budget and Planning, if you do not receive the electronic copy. 
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Direct fiscal benefits:  Give the dollar amount of direct state fiscal benefits realized as a result of this 
program for the designated timeframe.  Direct benefits may include items such as the increased state 
withholding taxes associated with new jobs created directly at the facility in question, or the new state 
sales taxes realized from purchases for construction for the project in question.  These benefits can vary 
by program. 
 
Indirect fiscal benefits:  If known, give the dollar amount of indirect state fiscal benefits associated with 
this program for the designated timeframe.  Indirect benefits may include items such as the increased 
state withholding taxes stemming from “spin-off” jobs that result from the project, or increased state sales 
tax receipts resulting from the expenditure of new wages.  Also, indirect benefits may include any fiscal 
savings that occur as a result of the program.  For instance, if a tax preference reduces the need for state 
spending, these savings could be considered an indirect fiscal benefit. 
 
Direct fiscal costs:  Give the dollar amount of direct state fiscal costs incurred as a result of this program 
for the designated timeframe.  Direct costs include the amount redeemed during the specified timeframe, 
as well as personal service, expense, and fringe costs for staff dedicated to the program.  The staff costs 
counted as “direct” costs would be those costs that an agency would not incur if the program did not exist.  
Do not duplicate direct staff costs on this form and your Program Descriptions Forms.  Any such costs 
reported on the Tax Credit Analysis Form should be excluded from the Program Description Forms and 
vice versa. 
 
Indirect costs:  If known, please provide any indirect state fiscal costs incurred as a result of this 
program for the designated timeframe.  In order to be consistent with guidance from the Interagency 
Planning Council, do not include indirect administrative costs. 
 
Other benefits:  Describe in detail any other benefits realized as a result of this program that may not be 
quantifiable as state fiscal benefits.  Such “other” benefits may include improved community infrastructure 
or programs, improved environmental conditions, increased local tax revenues, the removal of blight, the 
availability of affordable housing or other resources, access to educational or training opportunities, or a 
host of other appropriate benefits. 
 
Derivation of benefits:  Give a detailed accounting of how the benefit amounts were calculated.  For 
example, show the number of new jobs created and the estimated salaries to determine the new 
withholding taxes resulting from the program.  If both temporary and permanent new jobs are created, 
indicate the number that are temporary and the number that are permanent. Be specific and provide 
information that will help the average lay reader understand your computations. 
 
Performance measure(s):  Departments should include a limited number of significant, pertinent 
performance measures.  Departments are encouraged to use graphic information when possible.  (If 
using graphics to represent performance measures, use the “Form Data Sheet” tab to input the 
supporting data.  See the “Permanent New Jobs Created” graph for an example.)  When available, 
departments should include previously projected versus actual performance data for the previous three 
fiscal years, projected performance for the current fiscal year, and targeted performance for the upcoming 
two fiscal years.   The number of measures should be limited to four or fewer. 
 
 
A list of tax credits, exemptions and deductions, follows.  Please note this list may not be inclusive of all 
tax preferences.  It may not include all changes to credits, exemptions, deductions or other tax 
preferences made in recent legislative sessions.  Agencies authorized to offer tax deductions, 
exemptions, credits, or other tax preferences are responsible for submitting the applicable forms. 
 
A blank Tax Credit Analysis Excel form and an example are available on Budget and Planning’s web site 
(http://content.oa.mo.gov/budget-planning/budget-information/2015-budget-information/2015-budget-
instructions), and an electronic copy of the form will be forwarded.  Please contact Pamela McQuary (751-
2345), in the Division of Budget and Planning, if you do not receive the electronic copy. 
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