B UDGET LETTER NUMBER: 14-21

SUBJECT:  2015-16 SALARIES AND WAGES SPREADSHEET DATE ISSUED: AUGUST 22, 2014
(AUTHORIZED POSITIONS AND COST ESTIMATES)
REFERENCES:  GOVERNMENT CODE SECTION 12439, STATE SUPERSEDES: BL 13-15 & BL 13-24

ADMINISTRATIVE MANUAL SECTIONS 6518, 6527, AND
BUDGET LETTER 12-03

TO: Agency Secretaries
Department Directors
Departmental Budget and Accounting Officers
Department of Finance Budget and Accounting Staff

FROM: DEPARTMENT OF FINANCE

BUDGET OFFICERS ARE REQUESTED TO FORWARD A COPY OF THIS BUDGET LETTER TO
DEPARTMENTAL PERSONNEL OFFICERS.

This Budget Letter (BL) provides departments with instructions for preparing the 2015-16
Salaries and Wages Spreadsheet (Schedule 7A).

Note: Departments must build the 2015-16 Salaries and Wages publication from the final 2014-15
Salaries and Wages spreadsheets that will be provided electronically by your Department of Finance
(Finance) budget analyst. Also see item 15 on page 5 for a new change this year.

Deadlines and Deliverables

On or before Departments must complete and return the following documents:
September 26, 2014 = Hard copy of the Salaries and Wages spreadsheet

= Electronic version of the Salaries and Wages spreadsheet

Departments must provide copies of the following backup documentation:
= Schedule 8 Report
=  Supplementary Schedule 8 Report
= Schedule 8 Summary (Form 33)
=  Temporary Help Blanket Reconciliation Form (Attachment 1)

I. SALARIES AND WAGES SPREADSHEET

Position and salary information is compiled and maintained on an Excel spreadsheet. An electronic
file created from the final 2014-15 Salaries and Wages spreadsheet will be distributed to
departments by their Finance budget analyst in August. Departments must reconcile position and
salary information and complete and return the following documents along with all required
backup documentation to their Finance budget analyst no later than September 26, 2014:
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= Hard copy of the Salaries and Wages spreadsheet
= Electronic version of the Salaries and Wages spreadsheet

Departments must submit copies of the following backup documentation with the Salaries and
Wages documents:

= Schedule 8 Report

= Supplementary Schedule 8 Report

= Schedule 8 Summary (Form 33)

= Temporary Help Blanket Reconciliation Form (Attachment 1)

STATE CONTROLLER REPORTS

The State Controller's Office (SCO) has released the following reports directly to departments:

= Supplementary Schedule 8 Report

= Preliminary Abolished Vacant Position Report

= Blanket Balance Position Expenditure Report
Any adjustments made to these reports must be reflected on the Salaries and Wages
spreadsheet in accordance with the guidelines outlined in the State Administrative Manual (SAM)

Sections 6415, et seq. Attachment A describes the documents used by departments to develop the
Salaries and Wages Publication.

lll. SALARIES AND WAGES SPREADSHEET PREPARATION

Departments must comply with the following instructions:

1. Career Executive Assignment Positions—Reflect the salary range for all Career
Executive Assignment (C.E.A.) positions not including the 2 percent increase, effective
July 1, 2014, as follows: C.E.A. A= $6,173 - $8,874; C.E.A. B = $8,594 - $10,237; and
C.E.A. C =$9,544 - $10,836. Maximum rate for non-physicians, non-attorneys, and
non-engineers is $10,836. Maximum rate for physicians, attorneys, and engineers
is $13,782.

However, the new C.E.A. salary range, including the 2 percent increase, effective

July 1, 2014, is as follows: C.E.A. A = $6,296 - $9,051; C.E.A. B = $8,766 - $10,442; and
C.E.A. C=%9,735 - $11,053. Maximum rate for non-physicians, non-attorneys, and
non-engineers is $11,053. Maximum rate for physicians, attorneys, and engineers

is $14,058. :

Do not include the 2 percent increase in your Salaries and Wages spreadsheet. It will be
captured in the Governor’s Budget display in the Changes in Authorized Position section.

2. Merit Salary Adjustments—NMerit Salary Adjustment (MSA) expenditure projections,
except for C.E.A. positions, are included on the Schedule 8 by the SCO. C.E.A. salary
levels must be adjusted manually to reflect the proper levels. The current 2014-15 Budget
does not include statewide funding for MSAs. Any net costs incurred by departments for
this purpose must be absorbed within existing resources.

3. Permanent Employees—Generally, all permanent employees (full-time and part-time) must
fill authorized and established positions. Permanent positions should not be budgeted in
blanket authorizations on an ongoing basis.
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Salary Range—Include a corresponding salary range for each classification. Within each
segment of the Salaries and Wages spreadsheet, sort positions in descending order
according to the minimum step of the salary range.

Partial-Year Authorizations—Positions that are authorized for less than a full fiscal year
must reflect the net position count and the net associated dollars.

. Temporary Help Authorizations—Display positions for all three years, including positions
for student assistants, seasonal, and other personnel used for temporary purposes if they
are not filling a permanent authorized position. Do not include permanent employees (full-
time or part-time) other than permanent intermittent in the temporary help authorizations.
Ensure the position equivalent and dollar value are based on realistic usage; do not create a
position value if the dollar value will not result in hiring a person.

Overtime—Budget overtime as a separate line entry. Do not display positions for overtime.

. Temporary Help Blanket (Blanket) Authorizations—Pursuant to SAM section 6518,

Blanket authorizations must be reviewed on an annual basis. Attachment 1 should be used
to complete an analysis of Blanket expenditures and position authority in prior years as well
as determine the appropriate level of Blanket expenditure authority necessary moving
forward. Total Blanket expenditures and position authority for prior years must match
the actual column of prior year Schedule 7As. As part of the analysis, expenditure and
position authority for each of the various categories of Temporary Help should be identified.
While existing Blankets might not have been set up to track these categories separately,
departments will need to split this information out on Attachment 1.

BL 12-03 eliminated certain vacant positions at that time. Authorized positions were
reduced based on the analysis performed through that process. If no vacant positions exist,
departments may need to hire permanent employees into the Blanket. When an authorized
position becomes vacant, an employee should be moved from the Blanket into that
permanent position. This may require a department to reclassify the authorized vacant
position to accommodate moving the employee out of the Blanket and into the appropriate
position.

Blanket expenditures should be used for the following:

e Permanent Employees (BL 12-03)—Employee compensation for permanent employees
hired into the Blanket temporarily.

e Temporary Help—Employee compensation for temporary employees hired into the
Blanket for the length of their appointment (e.g., Retired Annuitants, Student Assistants,
etc.).

e Lump Sum Payments—Payments to separating employees for unused, accrued leave
time.

e Personnel Settlements—Settlements for personnel issues, including settlements resulting
from litigation.

¢ Disability Payments—If, and to what degree, the Blanket is used for disability payments.

e Other—Please specify in Attachment 1.

Instructions to complete Temporary Help Blanket Reconciliation Form (Attachment 1):
e Use the Schedule 7A to populate past year actuals for “Regular/Ongoing Positions,”

“Overtime,” and total Blanket expenditures (“Temporary Help”) from 2011-12 through
2013-14 (i.e., use 2013-14 Schedule 7A to determine past year actuals for 2011-12, etc.).
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» Separately identify past year actual Blanket expenditures for each of the five different
categories provided on Attachment 1. If the Blanket is used for a category other than one
of the five listed, please create a category title in the “Other” section. Departments will
need to refer to internal personnel, accounting, and budgeting documentation to
determine the character of Blanket expenditures.

e Determine the appropriate level of Blanket expenditures and positions for the current and
budget year based on an analysis of past year actual Blanket activity, historical trends,
and other known factors.

e This analysis could result in an adjustment to Blanket authority; however, total state
operations funding will not change. Work with your Finance budget analyst to determine
proposed levels. After all corresponding adjustments, total expenditures should
remain the same.

Through this process, departments may need to adjust their budget display to accurately
reflect position authority and budget expenditures. Should movement be necessary from
“Regular/Ongoing Positions” to Blanket position authority, a Standard 607 to abolish the
regular/ongoing position(s) must be submitted to your Finance budget analyst. If Blanket
expenditure authority is adjusted, a corresponding/offsetting adjustment will need to be
made to a line item within the Expenditures by Category (i.e., Staff Benefits, Operating
Expenses and Equipment, etc.).

Reorganizations—Reorganizations that are proposed for the 2015-16 Budget must first be
approved by Finance. Upon Finance’s approval, reflect a condensed version of proposed
reorganizations in the Governor's Budget documents, not in the Salaries and Wages
spreadsheet.

Limited-Term Positions—A limited-term position is any position that has been authorized
for a specific length of time with a set termination date. List all limited-term positions at the
end of the Salaries and Wages presentation in footnote format following the “Continuously
Vacant Positions Abolished by the State Controller per Government Code

Section 12439 display.

Continuously Vacant Positions—Government Code section 12439 pertains to the
abolishment of continuously vacant positions. The major provisions include:

= The SCO identifies and abolishes positions that are vacant for six consecutive
monthly pay periods, irrespective of fiscal years (pursuant to Chapter 1124, Statutes
of 2002).

= The deadline for Departments to self-certify reestablishments was August 15 for
positions that met specified conditions during the vacancy period.

= Departments may not execute any personnel transactions for the purpose of
circumventing the provisions of the section.

= Each department is required to include information discussing its compliance with this
section when it prepares its report pursuant to Government Code section 13405.

On July 1 of each year, the SCO abolishes the continuously vacant position(s). These
abolished positions are not included on the Schedule 8. The SCO generated an initial listing
of abolished positions for departments in mid-July. The positions identified for abolishment
can be eliminated from the abolishment listing for any SCO technical errors, departmental
self-certifications of positions to be exempted from the abolishment, or any Finance
authorized reestablishments meeting specified criteria by specified deadlines (see BL 14-17



5

Vacant Position Reestablishments). Any of these approved adjustments must be added via
Form 33 and the Salaries and Wages spreadsheet.

12. Vacant Positions—Reflect vacant positions at the first step of the appropriate classification,
except for positions within interchangeable classes. Reflect vacant positions with
interchangeable classes at the minimum step of the: (a) lowest salary range for groups
consisting of two classes, (b) middle salary range for groupings which contain an odd
number of classes, or (c) lowest salary range of the lowest classification of the two middle
classes for groupings which contain an even number of classifications in excess of two.

13. Subtotals—Include the following subtotal lines below the TOTALS, AUTHORIZED
POSITIONS line:

* Regular/Ongoing Positions
» Temporary Help
=  OQvertime

Do not include a subtotal line that displays zero for positions and doliars for all three years.

14. Standard Abbreviations (Attachment B)—Use only the abbreviations in the attached
listing.

15. FI$Cal Current Service Level Adjustment (Attachment C)—With the implementation of
FI$Cal, positions and salaries and wages as included in the enacted 2014-15 budget total
have been reviewed and spread by the departments as the base (current service level or
CSL) to be loaded into Hyperion. The bottom line on 7A must be consistent with the base
upload. Departments will still need to reconcile the detail of the 7A with the Schedule 8,
Supplemental 8, Vacant Abolished Positions, Blanket Expenditure Report, etc. The
difference between this standard reconciliation of the Schedule 8 Total Authorized Positions
and salaries and wages, and the CSL previously provided will be reflected on a “FI$Cal
Current Service Level Adjustment” line for current year and budget year.

16. Salary Adjustments—The 2014-15 funding adjustments for salary changes, including any
General Salary Increases ratified by the Legislature, was centrally carried by Finance in the
2014 Budget Act. These salary adjustments will be distributed to departments through the
upcoming Employee Compensation Adjustments BL. Departments must not include any
General Salary Increases within the 2013-14, 2014-15, or 2015-16 columns of the Schedule
7A. Collective bargaining agreements can be viewed on the CalHR website
http://www.calhr.ca.gov/state-hr-professionals/Pages/bargaining-contracts.aspx.

If you have any questions regarding this BL, please contact your Finance budget analyst.
/s/ Veronica Chung-Ng

Veronica Chung-Ng
Program Budget Manager

Attachments



ATTACHMENT A

BL 14-21
DOCUMENTS USED IN THE DEVELOPMENT

OF THE SALARIES AND WAGES PUBLICATION

Schedule 7A Spreadsheet—The Schedule 7A spreadsheet represents a summary listing of all
authorized regular/ongoing positions by classification within each reporting unit as of a specified
point in time. The Schedule 7A spreadsheets display position information authorized as of
June 30, 2013.

Schedule 8—A listing of approved established regular/ongoing positions with related personnel
information, including past year expenditures by class code and estimated expenditures for the
current and budget years for each position.

Supplementary Schedule 8—A listing of current year and budget year information on
employees for which there are no established positions (by Standard Form 607 action) to
continue beyond June 30 of the past year or for those positions with a non-existent class code.
Past year expenditures, if any, for these employees are displayed on the Schedule 8.

Abolished Vacant Position Report—A listing of all positions that were vacant for six
consecutive monthly pay periods. Any state position that is vacant for six consecutive monthly
pay periods is to be abolished by the SCO on the following July 1. The six consecutive monthly
pay periods may occur entirely within one fiscal year or between two consecutive fiscal years.

Blanket Position Expenditure Report—A listing of established blanket numbers (for overtime,
temporary help, seasonal, etc.) with the corresponding dollars and personnel years expended
and the remaining balance.

Standard Form 607—Standard 607 position documents received by the SCO by June 15 are
normally reflected on the SCO’s reports.

Schedule 8 Summary Reconciliation—This summary schedule is prepared by departments to
reconcile the total authorized number of positions listed in the 2013-14 Governor's Budget as
amended by the Legislature’s actions and the Governor’s vetoes. These amendments are
reflected in the Final Change Book. Differences in the number of positions are to be explained
with references to documents which support the changes (see SAM Section 6448).

STATE OF CALIFORNIA
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ATTACHMENT B
BL 14-21

Word.......................... Abbreviation
Operations ...........ouwervevurns ops/oper(s)
OPETALON ....ov s e opr
organization aisisivsiviins; OFQ
PErSONNEL ........oovivviiciiiineciie e PEIS
PESHICIE. ... vvnevrvirienieasiseeseicens PEST
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ATTACHMENT C

BL 14-21
FI$Cal Current Service Level Adjustment

Info Technology Spec | 7.1 75 75 2,904-5,756 400,752 420,790

Office Techn-Typing 2 - 1.0 2,510-3,050 30,120
Overtime . . . (156,776) 157,956 159,347
Totals 703.9 719.0 717.0 $34,650,382 $38,334,767 $39,032,562
FI$Cal Current Service Level Adjustment - -10.0 -12.0 - __-100,000 -120,000
[TOTALS, AUTHORIZED POSITIONS 703.9 708.0 7050 $34,650,362 $38,234,787 $38,912,562
Requiariangoing Positions 676.9 664.0 680.0 32,785,444 36,306,190 36,987,638
Temporary Help 27.0 25.0 250 1,425,083 1,366,632 1,367,397
439,855 541,956 543,347

Overtime

TOTALS, AUTHORIZED POSITIONS
must tie to the FI$Cal base upload
template (Current Service Level).
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