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New and expanded services forms provide a description of requested expenditures, means of financing, and service level impact of proposed or expanded services by which the operating budget will be increased.  In preparing your budget request, the following guidelines should be used for defining new and/or expanded service:

 (1)  Increases caused by a change in regulations or procedures which are/were controllable by the agency.

 (2)  Additional service not previously provided.

Decision-makers recognize that financial and performance information appearing on these forms is the product of a more involved planning process.  First, a need must clearly exist for changing the quality or quantity of a service or adding a new service. It may be brought about by an intentional change in the number of clients served, public demand for a service not presently provided, etc.  Once the need has been recognized, various mixes of financial inputs (personal services, contractual services, travel, etc.) are considered as a means of satisfying the need.  Ultimately, the best combination is selected, a dollar value determined, and this becomes the plan which is reflected on the NE-A, NE-B and NE-C forms. In order for us to better understand how you arrived at this plan, the options you considered for satisfying the need should be shown. A conscientious approach to completing this form will not only assist you in the decision-making process, but will also enhance its acceptability to other decision-makers. 

Note: The IT-10 Form (Agency Justification for Information Technology Request), must accompany any New and/or Expanded Services request for Information Technology (IT) initiatives exceeding $100,000 in the total amount for the budget requested fiscal year.  (See IT form instructions for more details)

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.

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 new and expanded document is assembled, number each page consecutively beginning with page 1 on the form NE-DT, NE-DS, NE-AT, NE-AS and then each new and/or expanded service request.  Each of the new and/or expanded service request should be numbered as separate packages, i.e., 5A, 5B, 5C, 6A, 6B, 6C, etc., depending upon the last number used on the last page of the NE-AS.  If there are more than one, the packages must be put in priority order.

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.


An explanation of each New and/or Expanded Service (NE) Form follows.

NE-0	New and/or Expanded Service - Agency Title Page
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Item:	New and/or Expanded Service - Department Summary

This is a summary of all the departments New and/or expanded Services in the priority order of the department.

Column:	Priority

This column is to show the priority of the department.

Column:	Name of Service

This is the short title given to the New and/or Expanded Service by the requesting agency.

Column:	Agency Number - Name

This is agency’s LaGov number and name of the agency where the service is requested. 

Column:	Means of Financing - General Fund - Total Funds

This is the general fund cost and total means of financing cost of the service under Option 1 for the first year as requested. 



Column:	Positions

This is the total number of Authorized/Appropriated T.O. FTEs, Appropriated Other Charges Positions, or Non-T.O. FTE Positions requested under Option 1 for the first year. 
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Item:	New and/or Expanded Service - Agency Summary

This is a summary of all the agency’s New and/or Expanded Service Requests in the priority order of the agency. 

Column:	Priority

This column shows the priority of the agency. 

Column:	Name of Service

This is the short title given to the new and/or expanded services by the requesting agency.

Column:	Program

This is the program name as it appears in the current fiscal year Notice of Appropriation Letter that the new and/or expanded service is to affect if it expands an existing program.  If it is an entirely new program, this column should represent the name the agency would like to establish. 

Column:	Means of Financing - General Fund - Total Funds

This is the general fund cost and total means of financing cost of the service under Option 1 for the first year as requested. 

Column:	Positions

This is the total number of positions requested, and should include all  Authorized T.O. FTE Positions, Authorized Other Charges Positions, and Non-T.O. FTE Positions. 
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PROGRAM LEVEL FORMS

Separate NE-A, NE-B, and NE-C forms are to be prepared for each new and/or expanded service.  Note that these request are by program; therefore, it may be necessary to complete more than one set of forms for a specific request if more than one program is affected. 
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Item:	Title of Proposed New and/or Expanded Service Program

Very briefly, by program, identify the new and/or expanded service being requested. 

Column:	Existing Operating Budget

This column shows how much is the estimated budget, not to exceed the Existing Operating Budget, in the current year on the current operating activity that is being expanded.  The Existing Operating Budget should reflect all BA-7s approved per the approval date referenced in the “PREPARATION OF FISCAL YEAR 2023 - 2024 BUDGET DOCUMENTS” memorandum from the Office of Planning and Budget.

Column:	Requested Increase (Option 1)

This column shows the funds required for the new and/or expanded service requested that the agency has determined to be the best method for fulfilling this need.

Column:	Second Year Increase (Option 1)

This column shows the funds required for the new and/or expanded service for the second year of operation.  This figure should include the total cost, which includes not only the marginal change but also the estimated inflated current year portion of the activity.

Column:	Third Year Increase (Option 1)

This column shows the funds required for the new and/or expanded service for the third year of operation.  This figure should include the total cost, which includes not only the marginal change, but also the estimated inflated current year portion of the activity.

Column:	Requested Increase (Option 2)

This column shows the funds required for the new and/or expanded service requested utilizing an alternative approach for fulfilling the need.

Column:	Second Year Increase (Option 2)

This column shows the funds required for the new and/or expanded service for the second year of operation.  This figure should include the total cost, which includes not only the marginal change, but also the estimated inflated current year portion of the activity.

Column:	Third Year Increase (Option 2)
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NE-B

NE-B forms require an explanation of the need for, the objectives of, and the implementation strategies for the proposed new or expanded service.  Performance indicators reflecting the improvements in service delivery that would be accomplished through the new or expanded service must be included.

In order for OPB analysts to better understand how an agency arrived at this plan, the options that were considered for satisfying the need should be shown.  These instructions are intended to provide general guidance only.  Agencies are encouraged to contact the OPB planning analyst with any cases not addressed in these instructions and specific to the agency.

Item:	(Line 1) 
Explain need for proposed new or expanded service, including how it will fulfill the program’s mission, who the principal users will be, and who will receive primary benefit from the service.

Detail is important in explaining the need for a new or expanded service.  Is there some service not currently being offered that is needed?  What is the problem/issue that needs to be addressed?  Why is this particular agency/program trying to address it (mission)?  Are there eligible clients currently not receiving the service who could be if more resources were available?   Is the current way of providing the service antiquated? 

It is important that all new or expanded services lead to the accomplishment of the mission (purpose) of the program. What the program does, whom it serves, and who benefits from the service must be stated on the form.  For example, if you are reaching 80 percent of a client group with a current service and propose to expand this service to 90 percent, describe the client group and justify the expansion to 90 percent on the basis of need.  (Refer to your agency's strategic plan for mission statements and relevant client populations.)

Do not limit your narrative to the space provided.  If more space is needed, use a continuation sheet.

Item:	(Line 9)
	How will the proposed new or expanded service affect performance?  

Because the nature of a new or expanded service is to meet an unmet need or improve an existing service, it is assumed that there will be an effect on the program's performance. This section gathers information on the expected end result of the proposed service, using objectives that identify targets for achievement, represent performance standards, or reflect levels of service.

Detailed information on writing objectives can be found in the Operational Plan Instructions which are part of this document, or in Manageware, the state's management manual produced by OPB.  (Manageware is available on the OPB website [www.doa.state.la.us/opb/index.htm].)  Also refer to your agency’s strategic and operational plans for any appropriate existing objectives. All objectives must be specific, measurable, aggressive but attainable, results-oriented, and time bound. Strategic objectives address long range results, (generally a five-year period but not always) while operational objectives address the results that will be accomplished in one fiscal year.   

(Lines 10-12)
New or expanded proposals may affect a service already in place or being performed, therefore the service activity may already be reflected in an existing strategic or operational objective in an agency’s strategic/operational plan.  If this is the case, type the objective as it currently appears in the plan (strategic objective on line 11, operational objective on line 12).  If the proposal affects more than one objective, use a continuation sheet to list all the appropriate objectives.  For example, an agency may request funds to expand pelican hatchery facilities and thus increase the number of brown pelicans. A strategic objective in the agency’s strategic plan addresses increasing the brown pelican population; so that objective would be written on line 11: “Increase the number of brown pelicans in Louisiana to 25,000 by 2023.”

(Line 13)
Occasionally, a request for expanded services will affect only indicators while not requiring the revision of any objective.  For example, if the proposal were to increase the space per pelican in the existing hatchery, then it would not directly affect the number of pelicans as mentioned in the objective.  Rather, funding the proposal might affect an efficiency indicator such as “square foot per pelican.”  In this case, place a check on line 13 and list the appropriate indicators in the section on performance indicators.
(Lines 16-18)
Typically, the new or expanded request will revise the existing objective by increasing the quantity or efficiency of services provided or by moving forward a completion date within the objective. Provide the revised strategic and operational objectives based on the results expected from the proposed funding on lines 17 and 18 respectively. For example, increased funding for the pelican hatchery would increase the number of pelicans, so the agency's revised objective would appear on line 17: Increase the number of brown pelicans to 50,000 by 2023.

(Lines 21-24)
Proposals for a new service may not correspond to any existing objectives. In this case, strategic and operational objectives must be written to address the performance impact of the new funding. Type the new strategic and operational objectives on lines 23 and 24 respectively. 

Item:	(Line 27)
	Explain the strategies used to accomplish the proposed service’s objective.

A specific course of action must be selected in order to accomplish the desired result listed in the objective.  Strategies link strategic and operational plans to the operating budget.  They determine the amount and type of resources that must be allocated and are therefore important to the decision-making process.  More than one strategy may be needed to accomplish the objective. For further information on strategies, see Manageware, or use appropriate strategies from the agency’s strategic plan.  Please refer to the operational plan instructions which are part of this document. In many cases, the new and expanded service proposal will in itself be a strategy towards an objective and this should be stated in the explanation.

Item:	Performance Indicators

(Lines 34-41)
New and/or expanded services should, by their nature, affect performance. Performance indicators are the tools used to measure performance, progress and accomplishments. Five types of indicators are recognized: input, output, outcome, efficiency, and quality. A balanced set of performance indicators should be developed, if not done so already, for each proposed enhanced funding objective.  Use as many of each type of indicator as appropriate, keeping in mind that each objective must have at least one outcome indicator.  Indicators may be accompanied by explanatory notes.

Prior Year Actual Column:
If possible, information should be provided for prior year actual for all indicators whether they are newly developed for this proposal or already exist.



Existing Operating Budget Column (EOB):
Per the approval date referenced in the “PREPARATION OF FISCAL YEAR 2023-2024 BUDGET DOCUMENTS” memorandum from the Office of Planning and Budget, EOB information should be provided unless there is no activity in the current year.  

1st Year Operational Option 1:
Provide operational information for option 1.  This column should reflect the level of performance to be accomplished in the first year of the new or expanded service’s operation.  

1st Year Operational Option 2:
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NE-C

Item:	Explain the funds requested for each line item by object and identify specific new 	positions requested.  

Provide a detailed explanation of the funds requested for each line item by object.  If “Other” funds are listed, identify them specifically with respect to their legal basis, how they will be generated and who will be the collecting agency.  If “Federal” funds are matched with State funds, indicate the ratio of the match, the Federal governing authority, the Federal statute that makes them available, and the duration of their availability. Identify all positions requested as per the Department of Civil Service Classification System including the appropriate civil service pay scales. Use continuation sheets as needed.
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