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Task:                    

1= No                           

2= Yes

Task Name

Criticality

Difficulty

Frequency

Total 

Score

Additional 

Training 

Needed

Inspect Industrial Areas

Vehicle Maint Shops

2

1

1

2

6

NO

A/C Hangars and Shops

2

3

1

3

9

YES

Civil Engineering

NO

Shops

2

2

2

2

8

YES

Facilities

2

1

1

2

6

NO

Work Sites

2

1

1

2

6

NO

Construction Sites

2

1

2

1

6

NO

Confined Spaces

2

2

1

1

6

NO

Warehousing Facilities

2

1

1

2

6

NO

Chemical Hazardous 

Material Storage Areas

2

2

2

2

8

YES

Communications Electronics 

Facilities

2

1

1

2

6

NO

Lock-out/Tag-out

2

2

2

2

8

YES

3=High                                                                                    

2=Moderate                                            

1=Low

Training Needs Assessment Matrix
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1. Why Develop Budget Inputs  

2. Why Conduct Training Needs Assessment Early

Budget Execution Timeline

3. Conducting Training Needs Assessments

a. Determine Safety Goals and Objectives

b. Needs Assessment Matrix

c. External Training Opportunities

4. Linking Training Gaps with Money 

a. Determine and Assess Mishap Experience

b. Developing a Justification that has PUNCH

c. Develop FINPLAN Inputs 

5. Presenting “The Plan” to The Boss  for Buy-In

6. Who’s Who in Budget

7. Tricks of the Trade

a. Unfunded Requirements and Shortfalls

b. Budget Execution Report

c. The Open Document Listing

d. The Tri-Annual Review

8. Stay in the Fiscal Loop

9. Glossary of necessary terms “To help you talk the talk”
Chapter 1

Why Develop Budget Inputs

"FORWARD THINKING”

Why develop budget inputs? When a Financial Plan (Fin Plan) is approved, every dollar is accounted for and will eventually end up as a spend plan.  You must think ahead! If your training is not in this spend plan, you can write off any chances of getting money for training.  To increase your chances of successfully funding training, you must express your desire to attend training through the budgeting process. In addition, human nature dictates that if you do most of the legwork for your needs, such as finding a source of training, developing justification for the training, and determining cost of the training, the budgeting folks will be more helpful while you process the request. 
This pamphlet could help you secure funds needed for training. 
The budget process will take numerous man-hours but will pay big dividends when coordinating with the people who own the money. The safety Fin Plan is a financial blueprint for a specific period of time. It is often referred to as the operating budget. Your operating budget is a schedule of events and responsibilities that must be funded in order to accomplish the goals and objectives laid out in the strategic plan (everyone knows you have a strategic plan developed). The Fin Plan is also the basic ingredient for successful resource management and must reflect total requirements specifying both funded and unfunded training. 

Chapter 2

Why Conduct a Needs Assessment Early

“IT’S DUE WHEN?”

When the call comes from the budget office to submit your requirements, it is already too late.  The budgeting process takes at least six months to develop an effective safety Fin Plan.  Look at the chart below (this chart is what the budget office uses for planning)…note that the Fin Plan development process begins in January for the next fiscal year…and it’s still six months away.  Add in the time it takes to conduct a training needs assessment, quantify justification for training, develop and coordinate a Fin Plan, and your budget process is backed up all the way to October…almost one full year until the next fiscal year begins.


Conducting training needs assessment will take a few months especially when you have other commitments such as inspections or the unscheduled fatality investigation.  The assessment may take even longer depending on the current skills of your people and the complexity of the mission you are supporting. 

As you can see in chronological budget development graph below, there are numerous steps to complete and all are necessary to successfully budget training.  Following the graph below it will help you plan and execute an effective Fin Plan. 

When “The Call” is received at base level, the base Financial Analysis Office normally has a short suspense to prepare the financial plan and submit it to the MAJCOM. Considering the amount of detail required in the Fin Plan, and the short suspense from the MAJCOM, the work couldn’t be accomplished without advance preparation.

Development of your Fin Plan starts in October by determining mission goals and objectives and ends in September with approval and release of the next fiscal years budget, hopefully containing your training classes as line items. The steps you see in the graph will be discussed in the next chapters.

One of the most important steps listed below is the continuous follow up with the budget office.  This will help massage the inputs to ensure the budget development process is all-inclusive and contains all necessary budget inputs.   
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Project Steps:

Oct

Nov

Dec

Jan

Feb

Mar

Apr

May

Jun

Jul

Aug

Sep

Determine Mission Goals and

Objectives

Determine Safety Goals and

Objectives

Establish Essential "Skills

Set" Spreadsheet

Compare Essential Skills with

Staff Training

Identify Gaps in Training

Determine Training Sources

Develop Training Justification

and Impact

Contact Safety Resource Advisor

Learn Financial Plan

Timeline

Develop Budget Input Based

on RA Format

Present to

COS

 for Buy-in

Submit to RA for Inclusion

into

FinPlan

Continuous Follow-up with RA

Notes:

Fiscal Development Schedule for Training Opportunities


Chapter 3

Conducting Training Needs Assessment

“CAN MY STAFF’S CAPABILITIES MEET THE MISSION?”

A review of literature indicates that training programs are often prescribed as the drug of choice to problem situations in organizations. How often have you heard, "We’ve got a training problem..." or "They’re not doing it the way they’re supposed to...” Often these statements are only symptoms of a problem. Until the problem is understood in greater detail, proposing a solution or an intervention can be a costly and fruitless endeavor. Often overlooked, as the first step in the performance improvement process is the training needs assessment. A need is not a want or desire. It is a gap between "what is" and "what ought to be". The needs assessment serves to identify the gaps, and considers if training can solve the problem. The assessment is part of a planning process focusing on identifying and solving performance problems. 

The primary purpose of the training needs assessment - analysis process is to ensure that there is a need for training and to identify the nature of the content of the training program. Conducting an assessment is a way to collect information that can be used to decide what type of training development will be perceived as relevant, useful and meets mission demands.

While planning to conduct needs assessments remember the highest priorities are those classes you must have to perform your mission and are not part of the regular upgrade training evolution. 

Determine your safety goals and objectives and also determine your parent unit’s goals and objectives.  When identifying training priorities, goals and objectives should play a major role in training development. Also, aligning your training requirements with the mission will fortify your justification. This is especially helpful during the unfunded prioritization process.

Next, collect data to help you determine where the training shortfalls are. The collection methods are interview, observation or review of training records.

 The table below shows several methods to collect data. 

	Method
	What You Do

	Interview
	Ask the worker what they know

	Observation
	Have the worker perform while you are observing 

	Analysis of Work Samples and Training Records
	Review Training Records


The CFETP will also help you determine what training an individual already had and the training the individual did not have. In some instances the levels of training listed in the CFETP cannot be fulfilled with on site AF resources. The training will possibly need to come from a commercial source. 

During the data collection process, the below matrix is an available tool that can assist while conducting a training needs assessment. You may access a full version on the AFSC web site. 
The sample matrix, indicates there is a shortfall in training for inspecting Civil Engineering shops and lock-out tag-out programs.  

Another analysis tool you can use is the matrix below.  To use the following matrix, simply use the rating scale to fill in the core task requirement and rate each task according to criticality, difficulty, and performance frequency (shaded area). In the case of the first task, the number represents a core task, meaning it is a critical item for AF mission support (2), criticality is low (1), difficulty is low (1), and frequency is moderate (2). As a rule of thumb, if it is a core task or the number in the total column adds up to seven or more, or the task is critical to safety, additional training should be pursued. Keep in mind there may be other factors raising the importance of a task needing training.
Since there is a valid deficiency in training, your next step would be to identify a source of training that will fill the gap. 

There are many sources of training and generally fall into three budgeting categories:

· “Formal” AETC sponsored courses
· Fully funded by AETC/AFIT

· Space-A slots normally require unit funding for travel & perdiem

· “Other Continuing” AFSC sponsored courses
· AFSC funds tuition 

· Units normally fund travel & perdiem

· “External” professional development courses

· Units fund tuition, travel, & perdiem

Formal AETC Sponsored Courses

344 TRS (Safety Academy):   
http://www.lackland.af.mil/344TRS/safety.asp
· In-Residence, Lackland AFB

· Safety Apprentice

· Safety Craftsman

· Flight Safety NCO

· Weapons Safety Management

· Distance Learning (CDC)

· Safety Journeyman
361 TRS (Propulsion Flight):

· https://webi.sheppard.af.mil/361trs/Jets/Mishap.htm  

· In-Residence, Sheppard AFB

· Jet Engine Mishap Investigation Course 
342 TRS (Security Forces Combat Training Flight):

· http://www.lackland.af.mil/342trs/Traffic1.HTM  

· In-Residence, Lackland AFB

· Traffic Management and Accident Investigation

Air Force Institute for Advanced Distributed Learning (AFIADL): 

· http://www.maxwell.af.mil/au/afiadl/ 

· USAF Ergonomics (CD-ROM)

Other Continuing AFSC Sponsored Courses
Air Force Safety Center:  
· http://safety.kirtland.af.mil/ 

· In-Residence, Kirtland AFB 

· Senior Safety Professional  (AFIT Funded)

· Chief of Safety (AFIT Funded)

· Mishap Investigation Non-Aviation (Unit funds travel & perdiem)

· ORM Application and Integration Course (Unit funds travel & perdiem)

· Satellite Based Training Courses

· OSHA 226: Permit-required Confined Space Entry 

· ORM Essentials for Supervisors Course

· Computer Based Training Courses, Available for Local Use

· OSHA 600:Collateral Duty Safety & Health Course

· Weapons Safety NCO 

· Confined Space Training 
Web Based Training

· OSHA 600:Collateral Duty Safety & Health Course

· http://safety.kirtland.af.mil/AFSC/RDBMS/Ground/OSHA 600 for 

 HYPERLINK "http://safety.kirtland.af.mil/AFSC/RDBMS/Ground/OSHA%20600%20for%20website/index.htm" \t "_parent" website/index.htm 

· ORM Fundamentals Course 

· https://rmis.saia.af.mil/  

· Note: Access to this site is restricted to computers connected to (.mil) networks
· ORM Executive Leaders Session

·  https://rmis.saia.af.mil/  

Air Force Institute of Technology (AFIT) - Civil Engineer And Services School (CESS)

· http://cess.afit.edu/courses_menu.htm  
· In-Residence, Wright-Patterson AFB, Ohio  (This list is not all inclusive)

· ENV 020: Environmental Compliance Assessment

· ENV 021: Introduction to Installation Restoration Program

· ENV 022: Pollution Prevention Program Operations and Management

· ENV 101: Introduction to Environmental Management 

· ENV 220: Unit Environmental Coordinator 
External Training Courses

There are a huge number of “External” professional development courses available throughout the United States.  Course attendance is not mandatory but may be dictated by local mission/needs 
· General Topics include: 
· OSHA Compliance

· Safety Management

· Accident Investigation

· Environmental Safety & Compliance

· Facility and Safety Program Inspections

· Professional Development & Certification
OSHA Training Resources Web Site:  

· http://www.osha-slc.gov/fso/ote/training/training_resources.html 

· The OSHA Training Institute (OTI) Education Center

· Offer courses to Federal and State agencies and the public and private sector 

· The OSHA Outreach Training Program 

· OSHA’s primary worker training program

The Resource Center Loan Program also makes training materials available to OSHA Staff and to Federal and private sector employees who have completed a required OSHA construction industry or general industry trainer course.
The OSHA Training Institute is located in Des Plaines, Illinois

Regional Education Centers are located in the following cities:

	· Manchester, New Hampshire 

· Lockport, New York  

· Washington, D.C.  

· Morgantown, West Virginia 

· Silver Spring, Maryland

· Atlanta, Georgia 

· Minneapolis, Minnesota 

· St. Paul, Minnesota 

· Cincinnati, Ohio
	· Ypsilanti, Michigan 

· DeKalb, Illinois 

· Hillside, Illinois 

· Itasca, Illinois 

· Mesquite, Texas 

· Kansas City, Missouri 

· Lakewood, Colorado  

· San Diego, California 

· Seattle, Washington


Note:  A schedule of classes for each Education Center is available at:  

· http://www.osha-slc.gov/fso/ote/training/otischedule_2002.pdf  
(This list is not all inclusive)

· #301 Excavation, Trenching And Soil Mechanics

· #302 Tunneling And Underground Operations

· #303 Concrete, Forms And Shoring

· #305 OSHA Technical Update—safety

· #308 Principles Of Scaffolding

· #309 Electrical Standards

· #310 Applied Spray Finishing And Coating Principles

· #311 Fall Arrest Systems

· #326 Health Hazards In The Construction Industry For Safety Personnel

Transportation Safety Institute, Oklahoma City, OK 

· http://www.tsi.dot.gov/ 

· Environmental Safety 

· Aircraft Accident Investigation First Responder Seminar        

· Transportation Accident Response Awareness for First Responders       

· Facility System Safety       

· Safety Officer  

· Ergonomics       

· ORM Essentials for Leaders       

· ORM Fundamentals       

· Operational Risk Management (ORM)       

· Performance Management for Safety       

· Awareness for Initial Response to Hazardous Materials       

· Asbestos Operation and Maintenance for Class III Activities        

· Safety Program Management       

· Certified Safety Professional (CSP) Comprehensive Preparation 

National Safety Council

· http://www.nsc.org/ 

· Advanced Safety Certificate Courses

· Principles of Occupational Safety & Health (POSH)

· Safety Management Techniques (SMT)

· Safety Training Methods (STM)

· Safety Management Skills Courses

· Ergonomics: Evaluation and Applications

· Incident (Accident) Investigation

· Job Safety Analysis

· On-Site Emergency Response Planning

· Safety Inspections

Northwestern University/Center for Public Safety:

· http://server.traffic.northwestern.edu/ 

· Accident Investigation 1  

· Accident Investigation 2  

· Computerized Traffic Accident Reconstruction 1 - EDCRASH  

· Computerized Traffic Accident Reconstruction 3 - EDSMAC  

· Heavy Vehicle Crash Reconstruction  

· Microcomputer Assisted Traffic Accident Reconstruction - EDCRASH  

· Special Reconstruction of Leaving the Scene and Pedestrian Collisions  

· Traffic Accident Reconstruction 1  

· Traffic Accident Reconstruction 2  

· Vehicle Dynamics  

National Playground Safety Institute:

· http://www.opraonline.org/playgrnd/institut.htm  

· Playground Safety Inspector Certification Course

National Lightning Safety Institute: 

· http://www.lightningsafety.com/    

· Lightning Safety Course

AAA Foundation for Traffic Safety: 

· http://www.aaafoundation.org/home/   

· AAA Driver Improvement Courses

American Society of Safety Engineers: 

· http://www.asse.org/ 

· Professional Development Training (ASP,CSP,OHST)

Board of Certified Safety Professionals:

· http://www.bcsp.org/ 

· Professional Development Training (ASP,CSP)

USAA Educational Foundation

· http://www.usaaedfoundation.org/ef_main_military.asp 

· Child Safety Seat Workshops & Clinics

The other Services will provide space available slots for their existing formal safety training courses.  More information can be found at their web sites:

· http://safety.army.mil/home.html  

· http://www.safetycenter.navy.mil/  

· http://www.hqmc.usmc.mil/safety.nsf/  

Defense Automated Visual Information System/Defense Instructional Technology Information System (DAVIS/DITIS) 

· http://dodimagery.afis.osd.mil/dodimagery/davis/ 

· Searchable listings of thousands of audiovisual (AV) productions and interactive multimedia instruction (IMI) products used by the Department of Defense (DoD) 

Numerous Colleges and Universities provide Safety Courses
When identifying a source of training it is very important to gather as much cost data about the course as possible. Examples include cost of tuition, travel, lodging and meals.  Tuition is found normally at the source of training such as class listed below from OTI.  

We will use the OTI class and associated costs as the example “External” commercial training source. 

When you need to find costs of travel and per diem, these two AF approved web sites can provide a very good government cost estimate;

Per Diem:  http://www.dtic.mil/perdiem/ 

Travel:  http://apps.fss.gsa.gov/citypairs/search/
This course is listed as $1400 dollars tuition. Add that amount to the travel and per diem using the links.  Let’s assume the training is in Dallas Texas for 9 days.

Using the given links we find the costs are:

· $135 (lodging and food max rate) X 11 Days (includes two days travel) = $1485.00

· Denver to Dallas each way = $89 x 2 = $178

· Tuition = $1400.00

· Total amount to budget for the training would be $3063.00

Now that you have the total cost for the course figured at $3063, we will now justify the cost of training and put it into a usable format. 

Chapter 4

Linking Training Gaps with Funds

“This will be tricky”

This is where the process will take some work. A few things that need to be accomplished are establishing cost-benefit comparisons, developing justification for the training and then putting that justification in some sort of format.  

Accident Costs vs. Safety Training Costs 

You must tie your office objectives/goals and unit goals to your training needs.  Such as getting your personnel trained on a mission essential task; electrical safety. You, as the GSM, want your ground safety people to become proficient in electrical safety practices since CE has recently combined three separate career fields, interior, exterior, and alarms into one career field. This has increased the risk to electricians due to the extensive knowledge required of such a dangerous occupation. It was also identified as a critical training need using the matrixes above.

Compare the cost of training to your mishap experience and the AF mishap experience.  Pull your data and quantify it such as:

Electrical Mishaps (Previous Year) 

Lost Workdays

Cost

6





25


$9375.00

Justification Hint:

In just one year you can make up the cost ($9375 for just on base electrical mishaps) through increased ability to identify problems in the electrical shop. Those problems could range from physical hazards to training deficiencies. 

To enforce your position and justification, try to pull a multi year mishap comparison from your data and make a graph. It will add impact and might assist in gaining the boss’s support.

Now that you can show your mishap experience, it’ll reinforce your justification to fund electrical training. Your people will be more proficient in inspecting electrical shops and will be able to conduct a more informed electrical mishap investigation. 

Developing the Narrative Justification: 
The narrative justification is the one element that pulls the Fin Plan together and vividly portrays the mission training programs that the funds will aid. Once you have computed total dollar amounts needed for your training, you must then explain why you need the funds and the impact on your office and unit if funds are not provided. Dollar computations, standing alone, are like the bare, lifeless bones of a skeleton. Narrative justification fleshes out the FinPlan and vividly portrays the mission and programs that the requested funds will accomplish.

Use fresh, vivid words.
-Be specific.
-Be truthful.
-Be courteous.
-Use plain English.
-Explain code words, abbreviations, etc.
-Relate requirements to programs.
-Tell what, why, when, where and how much.

The Financial Plan

The Fin Plan is supposed to be a financial blueprint of an organization for a specific period of time. It is often referred to as the operating budget. This is the basic ingredient for successful resource management. The financial plans for each unit or organization must reflect total requirements and specify funded and unfunded programs/activities.

The information contained in the summaries and narrative justification supports and justifies your financial plan. You are telling someone outside the safety career field how important it is to give you money to support the mission. This information not only goes to the budget office, it may end up at the Financial working group or the Financial Management Board to determine whether you get money or not. 

When these financial meetings occur to determine if you get funds, normally a non-safety person will represent your office. They must be able to explain to the members how important your training needs are and the impact if not approved. When funds get slim, that person has to stand up for your justification while fighting for funds.  Trust me, these meetings can get heated because everyone in the room is fighting for the same funds. 

It is in the best interest to ensure your budget person has a clear understanding of your job and the impact if it is not accomplished properly.  In other words, if your don’t funding for training, people will continue to get injured or killed. As visually conveyed in the PPT graph you’ll develop.
Bringing it Together in a Fin Plan

Below is a sample finplan input that will help convey your budget requirements in language the budget people know. The finplan normally has 5 general sections:

· Commander’s Statement

· Description of Operations Supported

· Budget Program Summary

· Summary Narrative

· Unfunded Requirements 

1.  DESCRIPTION OF OPERATIONS SUPPORTED:  Advises commanders and supervisors in 35 squadrons and geographically separated units on risk assessment to ensure compliance with safety standards.  Incorporates safety into all Air Force operations.  Provides required safety training, consultation, and mishap investigation to all base personnel.  Manages the base hazard abatement program. Develops programs to eliminate hazards and increase safety awareness.  Investigates ground related mishaps, reports to the commander, higher headquarters, and recommends corrective actions to prevent recurrence.  Conducts annual ground safety program evaluations and inspections of all wing and tenant units to ensure compliance with Air Force Occupational Safety and Health (AFOSH) Standards.  Manages the traffic safety education and motorcycle safety training programs.  Ensures more than 40 Unit Ground Safety Managers (UGSMS) are trained.  

2.  BUDGET PROGRAM SUMMARY ($32.1):

	
	Prior Year Funds
	
	Current Year Funds
	
	Future Year Funds
	Unfunded Amounts
	

	a    TDY’s - Per Diem MSN 409
	7.8
	
	7.8
	
	11.8
	4
	

	b. Misc Contractual Services (MSF Training) 592
	28.8
	
	28.8
	
	32
	4.8
	

	c.   Gen Support Supplies (IMPAC)
	.5
	
	.5
	
	.5
	0
	

	d.    Expense Equip.                 (computers)
	3.7
	
	0
	
	3.7
	3.7
	

	TOTAL
	40.8
	
	37.1
	
	48
	12.5
	


3. SUMMARY NARRATIVE: The ground safety staff conducts TDY providing their expertise to commanders.  The staff works safety issues and advocating policy enhancements.  Our goal is to develop and disseminate proactive mishap prevention measures that preserve resources and maximize combat readiness while helping unit commanders ensure they do not accept any unnecessary risks.  Without direct safety involvement, critical ground information may not reach our units, which could have tragic results. 


a.  Budget Program Changes 



Current Year Funds to Future Year Funds baseline was increased from $32,000 to $43,000. This delta increase was due to an increase in cost for mandated Motor Cycle safety Foundation training. The increase also reflects the additional TDY costs to receive mission essential training. 



b.  Future Year Funded:


TDY



($7.8K) –  Annual inspections visits to GSU sites  as directed by AFI 91-202

Contract Services 


($32K) – Motorcycle safety training for base personnel as directed my AFI 91-207

Supplies/Computer


$2K based on yearly consumption in support of this mission.


$3.7K 5ea Computer upgrades per year.

4. UNFUNDED REQUIREMENTS: 

Priority 1
($4k) Electrical training 

An electrical inspection/mishap investigation training deficiency has been identified during a recent needs assessment survey. Recently CE has merged three separate career fields, exterior, interior, and alarms into one specialty. This has created a high hazard environment to workers due to deficiencies in required job knowledge. The deficiency has resulted in a total of 72 personnel injuries due to electrical non-compliance, costing the base over $67,000 in lost workdays. To correct the deficiency and lower the mishap rate, personnel will need to attend an electrical safety course administered by OSHA. The cost to attend the course is $3,100.  




Priority 2
($4.8k) Motorcycle safety training cost increase

Priority 3
($3.7K) Upgrade new computers 


Chapter 5

Presenting the Plan to the Boss

“CHIEF OF SAFETY SUPPORT IS NORMALLY GOOD”

Now that the bean counting is done and put into some sort of order, it’s a good time to let the boss know what’s going on. You’ll want their uninterrupted attention so get on his or her schedule.

Lie out your briefing concerning the funding, Have it in a specific order such as chronological or cause and effect.  This will aid you to intelligently build your case and will also allow the COS to follow your plan.

When you get buy-in from the boss (hey, gotta be positive), you need to get support in writing.  This will allow you to attach his support to the package you will be pushing through the funding process.  Their support will be in the form of a Chief of Safety statement of Commander’s statement.

Commander’s Statement 
A commander’s statement is given as a preface to both Fin Plans and the operating budgets. It explains the highlights and the background information that are necessary for a clear understanding and evaluation of all planning efforts. It summarizes the entire plan, but it is not a substitute for narrative justification. Although I recommend you place the boss’s statement first in the plan, you should write it last.

The statement includes his or her comments and personal viewpoints pertaining to the budget. These comments might well include assumptions, the forecast of possible events that would affect future funding, overall adequacy of the current budget to support the mission objectives, and significant problems likely to be encountered in carrying out the safety mission within the amounts provided. Within each plan there is information that a commander may wish to emphasize to higher ups. This is an excellent opportunity and medium to present these highlights.

Sample Commander’s Statement

      The mission of the Safety Office is to develop, manage, and execute the Base Mishap Prevention Program and Nuclear Surety Program within the Base and outside agencies as directed by the Wing Commander.  The safety office provides technical assistance in the flight, weapons, ground, and space safety disciplines, and nuclear surety.  It maintains a database for all safety mishaps; oversees all mishap investigations and evaluates corrective actions for applicability and implementation.  It also develops and conducts safety education programs for all safety disciplines.

      The Safety Office’s Financial Plan supports four primary categories: Civilian Pay, Travel, Information Systems Support, and General Support.  The FY02 Financial Plan has been prepared with a bogey insufficient to meet the total mission requirements of the Safety Office.  In formulating this plan, only those requirements essential to meet the demands of the Safety mission were identified.  Each area was scrubbed to the minimum program level.  The funding level for FY02, however, results in a deficit to support safety requirements.

      The FY02 funding level creates a total shortfall of  $12.7K.  Our unfunded requirements include shortages in training to include – Electrical safety and mandated Motorcycle Safety Training Classes.

      Our office will not be able to execute those programs identified as essential to support their mishap prevention efforts unless funding requested  ($12.7K) for FY02 is approved.  The office will be unable to fulfill its commitments that will negatively impact our mishap prevention efforts in all disciplines - flight, weapons, and ground.  This, in turn, will adversely impact the overall combat capability of the Air Force.  The bottom line, Safety’s charter is mishap prevention – to save Air Force resources.  The additional funds requested are minimal when compared to the cost of one aircraft mishap or loss of life.

ALFRED E. NEWMAN, Lt Col, USAF

Chief of Safety

In the end you should have a product that somewhat resembles this budget Fin Plan.

Sample Commander’s Statement

      The mission of the Safety Office is to develop, manage, and execute the Base Mishap Prevention Program and Nuclear Surety Program within the Base and outside agencies as directed by the Wing Commander.  The safety office provides technical assistance in the flight, weapons, ground, and space safety disciplines, and nuclear surety.  It maintains a database for all safety mishaps; oversees all mishap investigations and evaluates corrective actions for applicability and implementation.  It also develops and conducts safety education programs for all safety disciplines.

The Safety Office’s Financial Plan supports four primary categories: Civilian Pay, Travel, Information Systems Support, and General Support.  The FY02 Financial Plan has been prepared with a bogey insufficient to meet the total mission requirements of the Safety Office.  In formulating this plan, only those requirements essential to meet the demands of the Safety mission were identified.  Each area was scrubbed to the minimum program level.  The funding level for FY02, however, results in a deficit to support safety requirements.

      The FY02 funding level creates a total shortfall of  $12.7K.  Our unfunded requirements include shortages in training to include electrical safety and mandated Motorcycle Safety Training Classes.

      Our office will not be able to execute those programs identified as essential to support their mishap prevention efforts unless funding requested  ($12.7K) for FY02 is approved.  The office will be unable to fulfill its commitments that will negatively impact our mishap prevention efforts in all disciplines - flight, weapons, and ground.  This, in turn, will adversely impact the overall combat capability of the Air Force.  The bottom line, Safety’s charter is mishap prevention – to save Air Force resources.  The additional funds requested are minimal when compared to the cost of one aircraft mishap or loss of life.

ALFRED E. NEWMAN, Lt Col, USAF

Chief of Safety

	FINANCIAL PLAN REQUIREMENTS                 **Fighter Wing/SE
	

	FY02 Financial Plan
	EXHIBIT:   F

	SECTION III - Explanation of Changes             PROGRAM ELEMENT ******
	


1.  DESCRIPTION OF OPERATIONS SUPPORTED: Advises commanders and supervisors in 35 squadrons and geographically separated units on risk assessment to ensure compliance with safety standards.  Incorporates safety into all Air Force operations.  Provides required safety training, consultation, and mishap investigation to all base personnel.  Manages the base hazard abatement program. Develops programs to eliminate hazards and increase safety awareness.  Investigates ground related mishaps, reports to the commander, higher headquarters, and recommends corrective actions to prevent recurrence.  Conducts annual ground safety program evaluations and inspections of all wing and tenant units to ensure compliance with Air Force Occupational Safety and Health (AFOSH) Standards.  Manages the traffic safety education and motorcycle safety training programs.  Ensures more than 40 Unit Ground Safety Managers (UGSMS) are trained.  

2.  PROGRAM SUMMARY ($298.4):
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	Prior Year Funds
	
	Current Year Funds
	
	Future Year Funds
	Unfunded Amounts
	

	a    TDY’s - Per Diem MSN 409
	7.8
	
	7.8
	
	11.8
	4
	

	b. Misc Contractual Services (MSF Training) 592
	28.8
	
	28.8
	
	32
	4.8
	

	c.   Gen Support Supplies (IMPAC)
	.5
	
	.5
	
	.5
	0
	

	d.    Expense Equip.                 (computers)
	3.7
	
	0
	
	3.7
	3.7
	

	TOTAL
	40.8
	
	37.1
	
	48
	12.5
	


3.  SUMMARY NARRATIVE: The ground safety staff conducts TDY providing their expertise to commanders.  The staff works safety issues and advocating policy enhancements.  Our goal is to develop and disseminate proactive mishap prevention measures that preserve resources and maximize combat readiness while helping unit commanders ensure they do not accept any unnecessary risks.  Without direct safety involvement, critical ground information may not reach our units, which could have tragic results.

	FINANCIAL PLAN REQUIREMENTS                 **Fighter Wing/SE
	

	FY02 Financial Plan
	EXHIBIT:   F

	SECTION III - Explanation of Changes             PROGRAM ELEMENT ******
	


a.  Budget Program Changes 



Current Year Funds to Future Year Funds baseline was increased from $32,000 to $43,000. This delta increase was due to an increase in cost for mandated Motor Cycle safety Foundation training. The increase also reflects the additional TDY costs to receive mission essential training. 


b.  Future Year Funded:


TDY



($7.8K) –  Annual inspections visits to GSU sites  as directed by AFI 91-202

Contract Services 


($32K) – Motorcycle safety training for base personnel as directed my AFI 91-207

Supplies/Computer


$2K based on yearly consumption in support of this mission.


$3.7K 5ea Computer upgrades per year.

4. UNFUNDED REQUIREMENTS: 

Priority 1
($4k) Electrical training 

An electrical inspection/mishap investigation training deficiency has been identified during a recent needs assessment survey. Recently CE has merged three separate career fields, exterior, interior, and alarms into one specialty. This has created a high hazard environment to workers due to deficiencies in required job knowledge. The deficiency has resulted in a total of 72 personnel injuries due to electrical non-compliance, costing the base over $67,000 in lost workdays. To correct the deficiency and lower the mishap rate, personnel will need to attend an electrical safety course administered by OSHA. The cost to attend the course is $3,100.  



Priority 2
($4.8k) Motorcycle safety training cost increase

Priority 3
($3.7K) Upgrade new computers
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Who’s Who in budget

“PEOPLE YOU NEED TO KNOW”

Knowing who’s who in budget is a very good thing. When you have formatting questions or just need to know when to submit your well-prepared request, here is a list of people you ought to know:

Cost Center Manager (CCM)
If your office does not have a resource advisor assigned, this is the person who handles the budget in your office. It may be you, a weapons or a flight person.

The Cost Center Manager is the individual responsible for the basic production level organization in the chain of command. The CCM regulates the consumption of man-hours, supplies, equipment, and services in the production of things or the performance of tasks, on a day-to-day basis. The CCM shifts resources to, from, or between the various production tasks and functions within the Cost Center (CC) to ensure a balanced program of mission accomplishment within available resources. At the resource consumption level, the CCM performs the following functions in the financial management system:
· Starts building block process of the financial plan 
· Develops resource requirements and narrative justification that form and determine the validity of the financial plan. 
· Fosters daily awareness of the relationship between resources used and products produced.
· Provides the basis for realignment of resources as approved by superiors. 
Financial Analysis (FMA) 

Financial Analysis offices work with organizations by providing budgetary services. These services include assistance in estimating program costs, developing budget estimates and financial policies, guiding and directing budget justifications, providing financial management training, and helping commanders administer all available appropriated funds.
FMAs assist managers in estimating financial needs for programs and translating those requirements into financial plans and operating budgets. This includes the cost validation of proposed alternatives to meet mission objectives. FMAs ensure proposed actions do not exceed the installation’s resource capability and advise on the propriety of appropriated fund use.
Resource Advisor  (RA)

The Resource Advisor helps ensure the successful accomplishment of your organization's mission. They are in the financial analysis office and they are the most important person to know. They will be fighting for your money.  Nurture this relationship to the fullest. Ensure they know what safety does and what happens when you can’t conduct your job because of no funds.  The RA represents you at the Financial Working Group and they will be speaking for you (remember they are not 1SO or 018) to other financial people, convincing them that you are very needy. Their job will also include assisting your boss in: 

· Establishing spending priorities 

· Choosing policies that will achieve desired results at an acceptable cost 

· Obtaining required resources (fiscal and logistical), and 

· Preparing financial plans.
Financial Working Group (FWG)
The next level up in the financial management structure is the Financial Working Group. The members of the FWG may be Resource Advisors or RCMs—most FWGs are a mix of both—from line and staff elements who are concerned with the financial management of organizations or programs.
The members of the FWG:
· Help develop requirements for base operating budgets and other appropriated funds.
· Represent your organization on matters concerning distributing quarterly and annual operating budget authority to the RC level.
· Offer technical guidance to you on using your primary responsibility resources.
· Monitor financial plan execution by reviewing obligation data to ensure quarterly and annual programs are valid and adequate. 
· Recommend reprogramming or other management action to the FMB when needed.
Financial Management Board (FMB)
Each base-level organization establishes and maintains a financial management structure consisting of a Financial Management Board and a Financial Working Group. This structure assures "participatory financial management," the most effective and efficient corporate approach to setting financial priorities and ensuring financial oversight. (Smaller organizations may elect to combine these into a single committee; this may require MAJCOM approval.) Let’s look at these committees.
The senior or host commander at each base, field operating agency, or direct reporting unit establishes the Financial Management Board. The FMB is composed of top-level managers tailored to the type of organization structure involved. It has the task of determining program priorities among competing requirements and ensuring effective allocation of resources.
Comptroller
The Comptroller operates the infrastructure necessary to provide all phases of financial management, including resource allocation and budgeting, cost estimating, and accounting. The comptroller organization estimates, accounts, and reports the financial costs incurred in sustaining the mission. These duties are accomplished by the Financial Analysis Office, the Accounting Liaison Office, and the Defense Finance and Accounting Service (DFAS) Operating Locations (OPLOC): 

Chapter 7

Tricks of the Trade

Even though there appears to be no money in the pot because all of it is accounted for in the spend plan. Don’t be alarmed! Continue to develop inputs with justification. There are a few tricks of the trade to find money that is not committed to supplies or a service.
Unfunded Requirements and Shortfalls 

Now that you know what your priorities are, you must fit the funds you have received within these priorities. The requirements that cannot be satisfied within the available dollars become your initial unfunded requirements.

The identification of unfunded requirements and shortfalls is one of the most important tasks that you will perform. To be able to identify unfunded requirements, you must have developed an annual spend plan or operating budget. Unfunded requirements can result from initial under-funding, unprogrammed requirements, or price increases. 

Initial under-funding occurs on the initial distribution of funds. When initial distribution is received, it is compared to your spend plan and only requirements that cannot be satisfied within the initial distribution become unfunded requirements.

An unprogrammed requirement can be caused by several things. A change in a mission or program, a technical order change, or any change in your organization that will require you to purchase additional goods or services are examples of unprogrammed requirements.

Price increases strike at any time. If the increase has a significant impact on your funding, it must be identified. Unfunded requirements must be identified as soon as possible to the FMA. They must be completely justified and accurately estimated.

When developing your unfunded requirements they should fall into one of the following four categories:

1. Must Pay – (1) A requirement that will cause mission failure if not funded or (2) obligations that have been incurred (normally not through the procurement or contractual process, but due to the terms of a memorandum of understanding (MOU) or other agreement) without having the funds to pay the bill. The occurrence in the second definition is very rare. Civilian pay and utilities are examples of must-pay requirements.

2. Mission Critical – A requirement that is necessary to accomplish the mission effectively. However, if you don't obtain funding for the requirement, the organization's mission can still be achieved, although not at the most effective level. Examples of such requirements are travel, training, and automated data processing (ADP) equipment.
3. Mission Impact – A requirement that is of lesser importance to mission accomplishment than a mission-critical requirement. Miscellaneous supplies are examples of this type of requirement.

4. Mission or Morale Enhancement – A "wish list" or nice-to-have requirement that is of least importance in accomplishing a mission. 

There is never enough funding to adequately support all mission requirements. Everyone's unfunded requirements are vying for the same dollars. Normally, in order to fund one requirement, something else will have to be deferred. Whether or not your requirement gets funding hinges on the power and persuasiveness of your mission impact statement and justification.

Budget Execution Report (BER)  

RA’s get the call from higher ups in January. The purpose of the call is to identify and prioritize current year unfunded requirements.  Have your unfundeds ready and prioritized. Your RA should be well versed on your needs.  This is when they will have to fight the most for something they may know little about. The RA must respond by March. When and if the unfundeds are approved; funding can be received as early as April. BE READY!!!!

Open Document Listing (ODL)
Another method to find money at anytime is by using the ODL. The ODL is a complete list of all open documents within the system. This is an "as-required" product so when you contact your RA for funds this is another avenue to locate available funds. The ODL provides open accounts payable and accounts receivable, purchase request and contract status information. It is used to verify that all commitments, obligations, and customer orders are recorded accurately. The ODL is a tool that RA’s must use to successfully manage funds.

The Tri-Annual Review
There is also a mandatory time to look for discrepancies in the ODL, it’s called the Tri-Annual Review. When Tri-Annual Review of the Open Document Listing (ODL) takes place, resource managers usually find discrepancies (extra money) in there accounting when not all funds get spent as planned. This is called scrubbing the ODL. If you need money, ask the RA to scrub the ODL for extra cash. Most of the time there will be extra. The primary goal of the ODL review is to locate and clear discrepancies between the resource advisors’ records and the official accounting records. 
Strong Justification and Mission Impact Statement

The justification and the mission impact statement are critical to the unfunded requirement process. The justification should include the description of the service, product, or program that is required. Follow the principle of keeping it simple. Tell the who, what, why, and when. If this is something new to your program, or a different way of doing business, tell how this will improve your current operations. If this item became unfunded because you had a higher priority item, then tell what you had to fund.

The mission impact statement is not just a continuation of the justification; it explains the effect the unfunded requirement will have upon the mission. As the name implies, you must state the impact on the mission if funds are not received for this requirement. 

Chapter 8
Staying in the Fiscal Loop

“What Happened to My Request”

Once your budget requirements have been submitted, the inputs must be validated. During validation, accuracy of the computations and the validity of the requirement must be verified. If it is a new or changed requirement, is there adequate explanation? If not, then you must provide additional justification. This will be a yearlong effort to ensure your requirements do not FALL THROUGH THE CRACKS.

Chapter 9

Glossary of Terms
BUDGET - (1) A statement, in financial terms, of projected or expected operations of an accounting entity for a given period. (2) The portion of the total costs allocated or assigned to a particular task or set of tasks.

BUDGET AUTHORIZATION - An administrative action, normally within the chain of command or management, approving an operating budget for use in execution of a program or programs.

BUDGET ESTIMATE (or Budgetary Estimate) - (1) Government - An estimated fund requirement for any element included in a budget. Collectively, all estimated fund requirements for a particular operating agency or component or consolidation thereof. (2) Contractor - The approximate cost of performing or completing the effort required in fulfillment of the contractor's understanding of the job to be performed. Contractor budgetary estimates are not contractually binding, usually have a higher allowance for risk, and are less accurate than contractual bids.

BUDGET JUSTIFICATION - The supporting statements and data used to justify the requirements of a budget estimate.

COMMITMENT - A commitment is a specific amount of currently available funds reserved for specified obligations, based on a firm requisition, purchase request, or other authorized written evidence, indicating the intention to incur obligations.

COST CENTER - The organizational unit or activity for which costs are accumulated. A cost center equates to an organization performing a mission where the supervisor has a degree of control over resource consumption. Cost centers are subdivisions of responsibility centers.

COST EFFECTIVENESS - The measure of the benefits to be derived from a system with cost as the primary or one of the primary measures.

COST ESTIMATING - The process of predicting the future cost of something based on information known today. It includes selecting estimating structures, collecting, evaluating and applying data, choosing and applying estimating methods, and providing full documentation.

COST GROWTH - A term related to the net change of an estimated or actual amount over a previously established base cost.

CURRENT YEAR DOLLARS - Dollars that reflect purchasing power current to the year the work is performed. Prior costs stated in current dollars are the actual amounts paid out in these years. Future costs stated in current dollars are the projected actual amounts that will be paid. Also referred to as actual, then-year, inflated, or escalated dollars.

CUMULATIVE OBLIGATIONS - Total obligations incurred during a specified period, including those obligations for which disbursements have been made.

EXPENSE - (1) Costs of the operation and maintenance of a specific activity for a fiscal period, as distinguished from the cost of the acquisition of property. (2) Signifies the cost of all services received and consumable material used or withdrawn for use for a given fiscal period. Does not necessarily include depreciation of facilities and equipment.

FINANCIAL PLAN - A statement of requirements by appropriation, program, and project, in terms of obligating authority for a fiscal year related to a current operating program, together with a phasing of planned obligations by fiscal quarter. It is used as the basis for development of the apportionment requests and as the basis for the issuance of the budget authorizations and subsequent allocating or allotting documents.

FINANCIAL WORKING GROUP (FWG) - Committee composed of resource advisors from each organization at base and MAJCOM level. The FWG has primary responsibility for monitoring and reviewing the overall financial program of the organization. Members of this committee are also responsible for participating in the development of the financial plan, recommending funding priorities, and implementing necessary management controls.

FISCAL YEAR (FY) - Twelve-month period selected for accounting purposes. The fiscal year for most agencies of the United States Government begins on the first day of October and ends on the thirtieth day of September of the following calendar year. The fiscal year is designated by the calendar year in which it ends. 

FREE ISSUES - Materiel provided for use or consumption without charge to the fund or fund subdivision.

FUND REQUIREMENT - A need for something that has already been recognized and provided for by allocation.

HISTORICAL COSTS DATA - An estimating term used to describe a set of data reflecting actual cost or past experience of a product line. Historical data provide insight into actual costs of similar systems from a variety of contractors to establish generic system costs and also help to establish cost trends of a specific contractor across a variety of systems. Historical cost data provide the raw material for the entire estimating process.

MISCELLANEOUS OBLIGATION REIMBURSEMENT DOCUMENT (MORD) – Used to record known obligations when the required documents to support the obligations are not immediately available. The MORD must contain sufficient information to enable Financial Services Office or DFAS to determine the validity of the obligation and that the amount is reasonable. 

OBLIGATION - The legal reservation of a specific amount of funds associated with a firm contract or other obligating document. An obligation represents a legal and binding promise to purchase a service or supply item from a vendor. There are three types of obligations: Undelivered Orders Outstanding (UOO), Accrued Expenditures Unpaid (AEU), and Accrued Expenditures Paid (AEP).

OPERATING BUDGET AUTHORITY DOCUMENT (OBAD) - Documents issued from a higher headquarters that contain operating budget authorities for a given fiscal year. The OBAD will grant obligation authority for only the Operations and Maintenance Appropriation. The OBAD identifies both annual program and cumulative programs.

OPERATING COST - The total outlay in cash or its equivalent applied in carrying out a specific program or function. 

ORGANIZATIONAL CODE – BASE LEVEL - Three digit numerical account code assigned by base supply to an organization to account for purchases made by the organization.

PLANNING, PROGRAMMING, AND BUDGETING SYSTEM (PPBS) - An integrated system for the establishment, maintenance, and revision of the Future Years Defense Program and the Department of Defense Budget. The PPBS enables senior leadership to assess the alternative ways to achieve the objectives to provide the best mix of forces, equipment, and support attainable within fiscal constraints.

PROGRAMMING - The process of preparing a program, especially in terms of quantitative, physical requirements of manpower, materiel, and facilities.

RECONCILIATION - A determination or statement of the detailed items required to explain (a) the difference between any two or more estimates; (b) the reason why an actual value exceeds or is less than the forecasted value; or (c) the balances of two or more related values or accounts.

REFUNDS - These are collections into fund accounts resulting from an overpayment or return of an advance payment. They can include: (1) collection of an overpayment to a civilian contractor; and (2) collections for the return of advance travel payment.

REPLACEMENT COST - The cost of replacing an existing item or group of items of tangible property.

REPROGRAMMING - Utilization of funds in an appropriation account for purposes other than those contemplated at the time of appropriation.

RESPONSIBILITY CENTER (RC) - An organizational entity overseen by a single individual to whom financial management responsibility and accountability are assigned and who is assumed to exercise a significant degree of control over resources acquired and consumed. The RC is basically the organizational unit immediately subordinate to the wing commander.

RESOURCE MANAGEMENT SYSTEM (RMS) - Refers to a management philosophy or an approach to decision-making and a variety of systems to achieve objectives of management. The Air Force RMS program is based on the DoD Biennial Planning, Programming, Budgeting System. This means that the RMS covers all appropriations within DoD.

TARGETS - Targets are goals, expressed in dollar amounts, for each EEIC the RA is concerned with. A target amount can be exceeded without prior approval of the issuing authority. However, deviations from targets must be explained to the issuing authority as soon as they become apparent.

UNDELIVERED ORDERS - The amount of orders for goods and services outstanding for which the liability has not accrued. This amount includes any orders for goods or services for which advance payment has been made, but which have not yet been received.

UNDELIVERED ORDERS OUTSTANDING (UOO) - An obligation in which the item or service has been ordered from the vendor, but has not been received.

UNFUNDED REQUIREMENTS - Valid requirements that must be funded for effective mission accomplishment and where no funds are currently available.

WORK LOAD - The amount of work in terms of units, tasks, or products which organizations or individuals perform or are responsible for performing.
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This document will help you break the budgeting code and gain knowledge of how to secure funding for needed training.





It will provide understanding on: 





The time it takes to successfully secure funds 


Identifying training shortfalls 


Linking training short falls with budgeting


Developing powerful budget inputs


And 


Tricks of the budgeting trade





Please take the time to review this document as it may help secure those needed classes.








This budgeting puzzle will take some time but 


I’ll figure it out. 





“Why is the person who invests my money called a broker?”
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	Mission Essential Tasks





( = Mission Essential Tasks Still Requiring Training


	


( = Tasks To Be Addressed 1-31 Jun


														( = Tasks To Be Addressed 1-30 Jul
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#309 ELECTRICAL STANDARDS


This course is designed to provide the student with an indepth study of OSHA’s electrical standards and the hazards associated with electrical installations and equipment. Topics include single- and three-phase systems, cord- and plug-connected and fixed equipment, grounding, ground fault circuit interrupters, hazardous locations, and safety-related work practices. The hazards of power generation, transmission, and distribution systems are also covered. Emphasis is placed on electrical hazard recognition and OSHA inspection procedures. Hands-on training is provided using various types of electrical test equipment. A field exercise at a worksite is also included in the course. (9 days)


PREREQUISITES: See Paragraph VIII.A. All participants must have completed #203 or have equivalent training or experience.


PRIVATE SECTOR TUITION: $1400.


PROFESSIONAL DEVELOPMENT: 4.9 CEU’s; 8.0 (S) CM’s.


FOR FURTHER INFORMATION: Chief, Safety Branch.


DATES: 01/29/02 – 02/08/02 06/11/02 – 06/21/02
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Self-explanatory.  A good source of info could be from the GSM position description.





Summarizes dollar amount in thousands.





Be specific on your program costs





Thoroughly justify any increases





Our example. This is the statement the RA will use during the FWG to justify the safety office increase in funds and how important the training is to THE MISSION! 


Milk this paragraph to ensure every detail is covered.





This may also be used in the BER…explained later in pamphlet





When you develop budget inputs and get the feeling there will not be enough money for your requirements…. DON’T STOP…continue to develop inputs.  Keep them on alert stand-by as unfunded requirements. There will times when a “Call” will come down for unfunded requirements.  You will know when this call comes because of your efforts to nurture your relationship with the budget folks.
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