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Description automatically generated]ROSS VALLEY SANITARY DISTRICT
BUDGET REQUEST FORM
FOR THE FISCAL YEAR ENDED 2024


Requestor Information:

	Requestor Name:
	
	Requestor Title:
	

	Department:
	
	Division:
	




Requested Good or Service:

	Item Description:
	




	Please describe why this item is needed:
	






Please answer the following questions to assist the Administrative Services Department with appropriately categorizing this Budget Request according to the expected terms of the purchase. For questions 1 through 4, please circle the appropriate response. For any question that is not applicable, please indicate as such.

	1
	Is this requested item a good or service to be purchased in the upcoming fiscal year?
	Good / Service

	2
	If this is a good, will this item be leased from a vendor or purchased?

If leased, please attach the anticipated leasing terms, i.e., monthly payment, number of years District is obligated to pay, purchase option at lease term end, etc.
	Purchase / Lease / N/A

	3
	If this is a service, is this going to be ongoing and recurring for multiple fiscal periods or a one-time occurrence?

Please attach the anticipated contract relationship terms.
	One-Time / Ongoing / N/A

	4
	Regardless if this purchase is for a good or service, have you obtained three competitive pricing quotes per District Financial Policy?

If yes, please attach the three pricing quotes.  If not, please indicate why sole sourcing is appropriate in the comments section on page 2.
	Yes / No

	5
	If this item was approved for purchase, what is the approximate lead time for when this good is to be delivered to the District and placed into service, or when the District can begin receiving the service?
	




Costing Information:

Please round the purchase price to the nearest dollar. If any are not applicable, please note as $0.

	Goods Purchase – Please provide the total estimated cost
	$
	

	Goods Lease – Please provide the total lease cost over the contract’s life
	$
	

	Service Contract – Please provide the total estimated contract cost
	$
	

	Other costs to be considered, if applicable
	$
	

	Total Budget Request Cost
	$
	



	General Ledger Account Code:
	



Other Budget Requestor Comments:

	








Certification:

	Requestor Signature:
	
	Date:
	

	Department Head Signature:
	
	Date:
	

	General Manager Signature:
	
	Date:
	



------------------------------------------------------------------------------------------------------------------------------------------
For Administrative Services Department Use:	Budget Request #		

	Budget Request Approval Status:
	



	Budget Meeting Date:
	

	Budget Meeting Participants:
	







	Administrative Services Signature:
	
	Date:
	




Instructions

1. Please fill out the “Requestor Information” section by listing your name, title within the organization, Department, and Division (if applicable).

The Division designation is reserved for the line crews within the Operations Department, i.e., Pumps, Line Maintenance, Line Repair, and Condition Assessment.  If you are not a member of the line crews, please write “N/A”.

2. Please fill out the “Requested Good or Service” section by describing what is the purchase being requested for, and what is the need for this said purchase?  Reasons for this purchase could be for replacement of old equipment, purchase of new equipment because it would add greater efficiency to your process, purchase of the new equipment or service can meet an unmet need within the organization, new training opportunities for professional development, etc.

There are five additional questions to help facilitate your description of the purchase to further assist the Administration Department with appropriately categorizing and documenting your purchase within the upcoming budget proposal. Please address all questions with the response that best describes the purchase.

Note:  For any new training opportunities or software packages being requested, please note these purchases as services given an intangible good is being exchanged.

3. Please fill out the “Costing Information” section using the pricing quote data being attached to this Form. The estimated total cost of the contract over its entire life (if it is a multi-year agreement) is to be inputted here to capture the total cost being requested for. This is to be internally consistent with the costing data that would be placed onto the Purchase Requisition Form.

If a multi-year agreement is being sought after, please indicate the annual cost for the upcoming budget cycle within the “Other Budget Requestor Comments” section to remind the Administration Department concerning the annual budget financial impact.

4. Please assign the purchase to the appropriate general ledger account code for which you wish to encumber funds for this purchase. A list of general ledger account codes has been attached following this page to assist you with your determination.

5. Once filled out, please certify this form is complete to the best of your knowledge and submit your request to your respective Department Head for their approval. All Budget Requests must be certified by either the Department Head or the General Manager prior to submission of it to the Administrative Services Department for inclusion into the budget.


General Ledger Account Codes

For the upcoming fiscal year, the District’s general ledger accounting system is changing from QuickBooks to Caselle. Therefore, the upcoming budget will be listed within the new general ledger account code strings. The new account strings include more fields that allow for the District to drill down and easily summarize its financial information.

To summarize the new account string for the Caselle system, it will follow the below structure:

Code Description:	Entity – Department – Division – Object – Fund
Code Digit Count:	XXX – XXX – XXX – XXXXXX – XXX

	Where each code category refers to the following:
· Entity = Reference point where cost is to be linked to, e.g., Ross Valley Sanitary District (100)
· Department = Reference point where cost is to be allocated within the entity
· Operations & Maintenance (100)
· Administrative (200)
· Engineering & Inspections (300)
· Division = Reference point where cost is to be allocated within the Department
· Pumps (100)
· Line Maintenance (200)
· Line Repair (300)
· Condition Assessment (400)
· Undesignated (000) if no internal team structure within the Department
· Object = Cost category for which cost is to be allocated towards
· Fund = Cost category for which cost is allocated within the Entity’s internal funds
· Operating Fund (100)
· Capital Fund (200)

Further accompanying this Form is a list of the applicable general ledger account codes within the new Caselle format and how it maps to the original QuickBooks format. These general ledger account codes may be used by the organization for budget requests. Please see the list on the next page.




If you feel however the attached list of general ledger account codes does not meet or fit the nature of your budget request, please feel free to inquire of the Administrative Services Department about your purchase to ascertain what its nature should be.
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Department Division Caselle GL Code Caselle GL Description QuickBooks GL CodeQuickBooks GL Description

Operations & Maintenance Pumps 100-100-100-720000-100 Materials & Parts 61-11-250 Materials & Parts - Pumps

Operations & Maintenance Pumps 100-100-100-720100-100 Tools 61-11-253 Tools - Pumps

Operations & Maintenance Pumps 100-100-100-730000-100 Equipment Repairs 61-11-255 Equipment Repair - Pumps

Operations & Maintenance Pumps 100-100-100-740000-100 Equipment Rent 61-11-252 Equipment Rental - Pumps

Operations & Maintenance Line Maintenance 100-100-200-720000-100 Materials & Parts 61-13-250 Materials & Parts - Line Maint

Operations & Maintenance Line Maintenance 100-100-200-720100-100 Tools 61-13-253 Tools - Line Maint

Operations & Maintenance Line Maintenance 100-100-200-730000-100 Equipment Repairs 61-13-255 Equipment Repair - Line Maint

Operations & Maintenance Line Maintenance 100-100-200-740000-100 Equipment Rent 61-13-252 Equipment Rental - Line Maint

Operations & Maintenance Line Repair 100-100-300-720000-100 Materials & Parts 61-14-250 Materials Parts Concrete & Pav

Operations & Maintenance Line Repair 100-100-300-720100-100 Tools 61-14-253 Tools - Line Repair

Operations & Maintenance Line Repair 100-100-300-730000-100 Equipment Repairs 61-14-255 Equipment Repair - Line Repair

Operations & Maintenance Line Repair 100-100-300-740000-100 Equipment Rent 61-14-252 Equipment Rental - Line Repair

Operations & Maintenance Condition Assessment 100-100-400-720000-100 Materials & Parts 61-26-250 Materials & Parts - CCTV

Operations & Maintenance Condition Assessment 100-100-400-720100-100 Tools 61-26-253 Tools - CCTV

Operations & Maintenance Condition Assessment 100-100-400-730000-100 Equipment Repairs 61-26-255 Equipment Repair - CCTV

Operations & Maintenance Condition Assessment 100-100-400-740000-100 Equipment Rent 61-26-252 Equipment Rental - CCTV

Operations & Maintenance Undesignated 100-100-000-720200-100 Safety Equipment & Gear 61-12-256 Safety Equip & Gear - Line Mgt

Operations & Maintenance Undesignated 100-100-000-720300-100 Uniforms 61-12-257 Uniforms - Ops & Maint

Operations & Maintenance Undesignated 100-100-000-730100-100 Facilities Maintenance/Repairs 61-12-209 Facilities - Maintenance - Ops - Other

Operations & Maintenance Undesignated 100-100-000-730150-100 Facilities Maintenance/Repairs - 1111 Andersen 61-40-209 Facilities 1111 Anders

Operations & Maintenance Undesignated 100-100-000-730200-100 Vehicle Fleet Repairs 61-12-336 Vehicle - Repair - Ops & Maint.

Operations & Maintenance Undesignated 100-100-000-730300-100 Vehicle Fleet Fuel 61-12-335 Vehicle - Fuel - Ops & Maint

Operations & Maintenance Undesignated 100-100-000-730400-100 Easement Access Management 61-12-375 Easement Access Management

Operations & Maintenance Undesignated 100-100-000-740100-100 Vehicle Fleet Rent 61-12-337 Vehicle - Lease - Ops & Maint

Operations & Maintenance Undesignated 100-100-000-740200-100 Facilities Rent 61-12-200 Facilities - Rent - Ops & Maint

Operations & Maintenance Undesignated 100-100-000-750000-100 Travel, Airfare, Meals Reimbursement 61-12-346 Travel & Meals - Ops & Maint

Operations & Maintenance Undesignated 100-100-000-750100-100 Conferences/Training/Meetings 61-12-349 Conf/Training/Mtg - Ops & Maint

Operations & Maintenance Undesignated 100-100-000-750200-100 Membership/Association/Certifications 61-12-340 Memb Dues/Certs-Ops & Maint

Operations & Maintenance Undesignated 100-100-000-780600-100 Sewer System Operations Consultants New for FY24 BudgetNew for FY24 Budget

Operations & Maintenance Undesignated 100-100-000-790000-100 Recruiting/Hiring Fees 60-12-112 Recruiting/Retention-Line Mgmt

Operations & Maintenance Undesignated 100-100-000-790100-100 Temp Agency Fees New for FY24 BudgetNew for FY24 Budget

Operations & Maintenance Undesignated 100-100-000-790300-100 Permit Fees 61-12-341 Permits - Ops & Maint

Operations & Maintenance Undesignated 100-100-000-790400-100 FOG Program Inspection 61-12-374 FOG Program - Inspection
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Department Division Caselle GL Code Caselle GL Description QuickBooks GL CodeQuickBooks GL Description

Engineering & Inspections Inspections 100-300-000-720000-100 Materials & Parts 61-35-250 Materials & Parts - Inspection

Engineering & Inspections Inspections 100-300-000-720100-100 Tools 61-35-253 Tools - Inspection

Engineering & Inspections Inspections 100-300-000-730000-100 Equipment Repairs 61-35-255 Equipment Repair - Inspections

Engineering & Inspections Inspections 100-300-000-740000-100 Equipment Rent New for FY24 BudgetNew for FY24 Budget

Engineering & Inspections Inspections 100-300-000-720200-100 Safety Equipment & Gear 61-35-256 Safety Equip & Gear- Inspection

Engineering & Inspections Inspections 100-300-000-720300-100 Uniforms 61-35-257 Uniforms - - Inspection

Engineering & Inspections Inspections 100-300-000-730200-100 Vehicle Fleet Repairs 61-35-336 Vehicle - Repair - Inspection

Engineering & Inspections Inspections 100-300-000-730300-100 Vehicle Fleet Fuel 61-35-335 Vehicle - Fuel - Inspection

Engineering & Inspections Undesignated 100-300-000-750000-100 Travel, Airfare, Meals Reimbursement 61-25-346 Travel - Travel & Meals - CA

Engineering & Inspections Undesignated 100-300-000-750100-100 Conferences/Training/Meetings 61-25-349 Conferences/Train/Mtg - Engin

Engineering & Inspections Undesignated 100-300-000-750200-100 Membership/Association/Certifications 61-25-340 Membership Dues/Certs

Engineering & Inspections Undesignated 100-300-000-780500-100 Engineering Consultants New for FY24 BudgetNew for FY24 Budget

Engineering & Inspections Undesignated 100-300-000-780700-100 Community Outreach Services 61-55-431 Public Outreach - Comm Outreach

Engineering & Inspections Undesignated 100-300-000-790000-100 Recruiting/Hiring Fees 60-25-112 Recruiting/Retention - Engineer

Engineering & Inspections Undesignated 100-300-000-790100-100 Temp Agency Fees 60-25-113 Temporary Help - Engineering

Administration Undesignated 100-200-000-740000-100 Equipment Rent 61-45-266 Office Equipment -Rental-Admin

Administration Undesignated 100-200-000-720400-100 Office Supplies 61-45-260 Office Supplies - Admin

Administration Undesignated 100-200-000-750000-100 Travel, Airfare, Meals Reimbursement 61-45-346 Travel & Meals - Admin

Administration Undesignated 100-200-000-750100-100 Conferences/Training/Meetings 61-45-349 Conferences/Train/Mtgs - Admin

Administration Undesignated 100-200-000-750200-100 Membership/Association/Certifications 61-45-340 Membership Dues/Certifications

Administration Undesignated 100-200-000-790000-100 Recruiting/Hiring Fees 60-45-112 Recruiting/Retention - Admin

Administration Undesignated 100-200-000-780000-100 Financial Consulting Services 61-55-432 Other Consultants

Administration Undesignated 100-200-000-780100-100 External Audit Services 61-56-468 Audit/Accounting

Administration Undesignated 100-200-000-780200-100 Information Technology Services 61-56-469 Information Technology

Administration Undesignated 100-200-000-780300-100 Legal Services 61-57-411 Legal - General - Legal

Administration Undesignated 100-200-000-780400-100 Human Resource Services 61-55-433 Human Resources Consultant

Administration Undesignated 100-200-000-790200-100 Annual Software Renewal Costs 61-45-300 Software & Maintenance - Admin

Engineering & Inspections Capital Projects 100-300-000-770100-200 Capital Outlay - Equipment Purchase 99-99-935 Equipment Purchased - Capital

Engineering & Inspections Capital Projects 100-300-000-770200-200 Capital Outlay - Software Purchase 99-99-950 Fixed Asset Hardware/Software

Engineering & Inspections Capital Projects 100-300-000-770300-200 Capital Outlay - Engineering Studies 61-25-449 Engineering - Studies
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