
 

  

Version 1.1 

Release March 6, 2024 



FY 2025 Budget Manual|Page 2 of 41 
 

Table of Contents 
Budget Office Directory ......................................................................................................................4 

Introduc�on .......................................................................................................................................6 

Budget Priori�es........................................................................................................................................ 6 

Budget Prepara�on ............................................................................................................................7 

Timeline..................................................................................................................................................... 7 

Key milestones and deadlines ............................................................................................................... 7 

Roles and Responsibili�es ......................................................................................................................... 8 

Office of Budget and Evaluation ............................................................................................................ 8 

Departments ......................................................................................................................................... 9 

Budget Analysts ..................................................................................................................................... 9 

Budget Executive Team ......................................................................................................................... 9 

Budget Instruc�ons ................................................................................................................................. 10 

Preparing Realistic and Aligned Requests ........................................................................................... 10 

Prioritization and Strategic Planning .................................................................................................. 11 

Instructions for Defining Urgency Levels in Budget Requests ............................................................. 11 

Preparing budget requests .................................................................................................................. 12 

Detailed Instructions for Budget Requests .......................................................................................... 13 

Personnel Requests ............................................................................................................................. 15 

Operational Requests .......................................................................................................................... 18 

Capital Expenditure Requests .............................................................................................................. 19 

Program Improvement Requests......................................................................................................... 21 

Grant-Related Requests ....................................................................................................................... 23 

Revenue-Generating and Cost-Saving Initiatives ................................................................................ 24 

Justifying Your Budget Requests .......................................................................................................... 25 

Documentation and Supporting Materials .......................................................................................... 28 

Budget Submission Checklist ............................................................................................................... 30 

Forms and templates........................................................................................................................... 31 

Software tools ..................................................................................................................................... 32 

Transi�oning from American Rescue Plan (ARP) Funding ....................................................................... 33 

Overview of ARP Funding Phase-out ................................................................................................... 33 

Impact on Personnel Funding .............................................................................................................. 33 

Guidelines for Transitioning Positions to General Fund ...................................................................... 33 



FY 2025 Budget Manual|Page 3 of 41 
 

Justification Requirements for Position Requests ................................................................................ 34 

Data and Documentation to Support Requests ................................................................................... 34 

Grant Funding Management and Forecas�ng ........................................................................................ 35 

Overview of Current and Prospective Grant Funding .......................................................................... 35 

Reporting Requirements for Grant Utilization..................................................................................... 35 

Detailed Grant Summary Submission .................................................................................................. 35 

Contingency Planning for Grant Conclusions ...................................................................................... 35 

Revenue Forecas�ng ............................................................................................................................... 35 

Methodologies .................................................................................................................................... 36 

Historical data analysis ....................................................................................................................... 36 

Assumptions ........................................................................................................................................ 36 

Revision Process .................................................................................................................................. 36 

Expenditure Forecas�ng ......................................................................................................................... 37 

Categories of Expenditures ................................................................................................................. 37 

Forecasting Methodologies ................................................................................................................. 37 

Historical Data Analysis ....................................................................................................................... 38 

Assumptions and Adjustments ............................................................................................................ 38 

Review and Revision Process ............................................................................................................... 38 

Budget Review and Approval ............................................................................................................ 38 

Internal Review Process .......................................................................................................................... 38 

Public Review and Input .......................................................................................................................... 39 

Final Approval ......................................................................................................................................... 39 

Budget Execu�on (to be inserted in next version) .............................................................................. 40 

Fund Alloca�on ....................................................................................................................................... 40 

Monitoring and Repor�ng ...................................................................................................................... 40 

Budget Adjustments ................................................................................................................................ 40 

Appendix ................................................................................................................................................. 40 

Definitions ........................................................................................................................................... 40 

 

  



FY 2025 Budget Manual|Page 4 of 41 
 

Dallas County FY 2025 Budget Manual 
Budget Office Directory 
This directory aims to simplify the budget submission and review process by providing a direct 
line to the support and guidance necessary for effec�vely managing budgetary challenges. 
Departments are encouraged to use this resource for assistance with budgetary guidelines, form 
submissions, or any specific budget request discussions, promo�ng a collabora�ve and efficient 
budge�ng process. 

 
Staff Informa�on Assigned To: 
Dr. Ronica Watkins 
Budget Officer 
Ronica.watkins@dallascounty.org 
214 653 6363 
 

Human Resources 
Commissioners Court 
County Judge 
Public Works (co-manage w/ Joey Sanchez) 
Sheriff (co-manage w/ AD and Bryant 
Jackson) 
Road & Bridge Districts (co-manage w/ AD) 

Erica Terrazas 
Assistant Budget Officer 
Erica.terrazas@dallascounty.org 
214 653 6384 

OBE 
County Treasurer 
County Auditor 
Road & Bridge Districts (co-manage w/ 
Director) 
Sheriff (co-manage w/ Director) 

Joey Sanchez 
Budget System Administrator 
Joey.sanchez@dallascounty.org 
214 653 6389 

Public Works (co-manage w/ Director) 
Facilities Management 
Small Business Enterprise 
Operations Services/Consolidated Services 
Law Library 
Information Technology 
Planning & Development 
Parks & Open Space 
Unincorporated Area Services 

Ashley L. Blanton 
Senior Budget & Policy Analyst 
Ashley.l.blanton@dallascounty.org 
214 653 3422 

Truancy Courts Admin & Clerks 
Jus�ce of the Peace Courts 
Elec�ons 
Health & Human Services 
Employee Health Center 
Hospital District 
Tax Office 
District Atorney 

mailto:Ronica.watkins@dallascounty.org
mailto:Erica.terrazas@dallascounty.org
mailto:Joey.sanchez@dallascounty.org
mailto:Ashley.l.blanton@dallascounty.org
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Staff Atorneys 
Bryant Jackson 
Senior Budget & Policy Analyst 
Bryant.jackson@dallascounty.org 
214 653 6357 

Sheriff 
Emergency Management 
County Clerk 
Fire Marshal 
Building Security 
Constables 
Public Defender 
Juvenile Department 
Juvenile Courts 

Vanessa G. Rodriguez 
Budget & Policy Analyst 
vanessa.g.rodriguez@dallascounty.org 
214 653 6387 

Alterna�ve Dispute Resolu�on (ADR) 
Civil District Courts/Family Courts 
Criminal Jus�ce 
Jury Services 
PreTrial Services 
Public Service Program 
Texas AgriLife Extension Services 
Veteran Services 

Wesley Lue 
Budget & Policy Analyst 
Wesley.lue@dallascounty.org 
214 653 6351 

District Clerk 
County Courts at Law 
District Court Administra�on 
Probate Courts 
Criminal Courts 
Court of Appeals 
Criminal Jus�ce 
Criminal Magistrates 
1st Judicial Region 
Purchasing 

Nate Dears 
Grant Coordinator 
Nathaniel.dears@dallascounty.org 
214 653 7363 

Comm Supervision (CSCD) 
Ins�tute of Forensic Science (SWIFS) 
Domes�c Rela�ons Office (DRO) 

Olga Gonzalez 
Program Analyst 
Olga.gonzalez@dallascounty.org 
214 653 7184 

 

 
 
  

mailto:Bryant.jackson@dallascounty.org
mailto:vanessa.g.rodriguez@dallascounty.org
mailto:Wesley.lue@dallascounty.org
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Introduc�on 
Budget Priori�es 
Dallas County's budget for FY2025 is shaped by a commitment to strategic investment and fiscal 
responsibility, focusing on cri�cal areas that support the county's mission and serve the 
community's needs. The following priori�es have been iden�fied as key areas for investment 
and aten�on: 

 

1. Comple�on of Capital Projects 

Facili�es Management CAPEX: Priority will be given to comple�ng necessary improvements, 
repairs, and maintenance outlined in the Facili�es Management Capital Expenditures (CAPEX) 
list, ensuring safe and func�onal environments for public and employees. 

Major Capital Improvement Projects (MCIP): Projects with Project Specific Agreements (PSAs) 
or imminent funding requirements, primarily associated with Public Works, are priori�zed for 
comple�on. 

2. Cer�ficate of Obliga�on, Series 2022 

This funding alloca�on targets significant improvements and renova�ons including the Old Red 
Courthouse, a new sub-courthouse in Mesquite, and infrastructure developments in Road and 
Bridge districts 3 and 4, among others. The alloca�on of funds to specific projects is subject to 
Commissioners Court approval, emphasizing the need for careful planning and priori�za�on. 

3. Review of American Rescue Plan-Funded Posi�ons and Projects 

With the substan�al augmenta�on of Dallas County's budget through the American Rescue Plan 
(ARP), a cri�cal review of all ARP-funded posi�ons and projects is essen�al. This review will 
focus on sustainability beyond ARP funding, aligning personnel and projects with county 
priori�es, mission, vision, values, and department objec�ves. 

4. Enterprise Resource Planning (ERP) System Op�miza�on 

Stabiliza�on: Achieving near-zero disrup�ons to normal opera�ons is the immediate goal, 
ensuring all departments can func�on efficiently. 

Op�miza�on: Post-stabiliza�on, the focus will shi� to maximizing the system's poten�al and 
reducing reliance on external consultants for everyday opera�ons. 

5. Workforce Compensa�on 

Con�nuing systema�c reviews of job descrip�ons and implemen�ng structure increases, such as 
the countywide 5% salary increase in FY2024, remains a priority to maintain a compe��ve 
workforce. 
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6. Environmental Sustainability Incen�ves 

Ini�a�ves such as pilot programs for carpooling payments will be explored, merging workforce 
compensa�on goals with environmental sustainability efforts. 

7. Evalua�on of Success 

The FY2025 Mid-Year Review will serve as a pla�orm to assess the county's fiscal and 
opera�onal progress, including the ERP system's stabiliza�on, capital project comple�on rates, 
and the transi�on of ARP-funded posi�ons. 

Budget Prepara�on 
 
Timeline 
 
Key milestones and deadlines 
The budget prepara�on process for Fiscal Year 2025 follows a structured �meline designed to 
ensure thorough planning, review, and approval of the county's financial plans. This �meline 
facilitates a collabora�ve and transparent approach, engaging various departments and 
stakeholders throughout the process. 

• March 6, 2024 - Budget "Tip-Off" Event: This event marks the official start of the budget 
season. Departments will receive an overview of the budget process, including a 
calendar of events, expecta�ons from the Budget Office, and instruc�ons for comple�ng 
and submi�ng budget proposals through the OpenGov pla�orm. 
 

• March 8, 2024 - Weekly OpenGov Trainings Begin: Star�ng from this date, the Office of 
Budget and Evalua�on will host weekly training sessions every Friday from 2-4pm to 
assist departments with the OpenGov pla�orm. These sessions will cover entering 
financial informa�on into worksheets, comple�ng narra�ve sec�ons, and providing 
guidance on organiza�onal charts, performance measures, and workload indicators. The 
format will include open office hours to address specific ques�ons as needed, con�nuing 
un�l April 26, 2024. *dates and hours subject to change based on availability and 
department interest 
 

• May 3, 2024 - Department Submission Deadline: Departments must submit their 
budget proposals through OpenGov by this date. A�erward, the system will be locked to 
prevent further edits, and any late submissions will be considered only in cases of cri�cal 
emergency needs or during the mid-year review. 
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• June 6, 2024 - Slide Deck Submission Deadline: Departments scheduled to present to 
the Budget Execu�ve Team must submit their presenta�on slide decks to the Office of 
Budget and Evalua�on by this date. These presenta�ons must adhere to a standardized 
format to ensure consistency and fairness. 
 

• June 13-17, 2024 - Department Presenta�ons: Departments will present their budget 
proposals to the Budget Execu�ve Team over these three days, providing an opportunity 
for in-depth discussion and review of each department's financial needs and priori�es. 
 

• August 30, 2024 - FY 2025 Proposed Budget Detail Book Submission: The Office of 
Budget and Evalua�on will submit the Proposed Budget Detail Book for FY 2025, which 
will be made available to departments and Commissioners for review and feedback. This 
document represents a comprehensive overview of the proposed financial plans for the 
upcoming fiscal year. 
 

• September 6, 2024 - Final Changes Deadline: No further changes to the Proposed 
Budget will be accepted a�er this date to ensure the document's integrity and to 
prepare for the public review process. 
 

• September 10, 2024 - Public Hearing and Vote: A Special Called Mee�ng of the 
Commissioners Court will be held to conduct a public hearing on the budget and tax 
rate, followed by the vote to adopt both. 
 

• October 1, 2024 - Fiscal Year 2025 Commencement: The adopted budget takes effect, 
marking the beginning of the fiscal year 2025. 

 
Roles and Responsibili�es 
The budget prepara�on process is a collabora�ve effort that requires the ac�ve par�cipa�on 
and exper�se of various stakeholders within the county. This sec�on outlines the key roles and 
responsibili�es to ensure a transparent, effec�ve, and mission-driven approach to budget 
development. 

 

Office of Budget and Evalua�on 
The Budget Office plays a pivotal role in ini�a�ng and guiding the en�re budget process. As the 
primary facilitator, the office is responsible for: 

• Se�ng �melines and ensuring adherence to the budget calendar. 
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• Providing training and support to departments on the OpenGov pla�orm, SharePoint, 
and budget prepara�on best prac�ces. 

• Reviewing departmental submissions for compliance with county goals and financial 
guidelines. 

• Coordina�ng the review and presenta�on phases with the Budget Execu�ve Team. 
• Preparing the proposed and final budget document for Commissioners Court approval, 

incorpora�ng departmental requests and aligning with strategic county goals. 

 

Departments 
Departments serve as contributors and subject mater experts in the budget process, with 
responsibili�es including: 

• Aligning budget requests with the county’s mission ("Deliver excep�onal services that 
promote a thriving community") and vision ("Improving people’s lives"). 

• Upholding the county's values of Professionalism, Customer Focus, and Diversity & 
Inclusion in all requests. 

• Providing detailed jus�fica�ons for budget requests, supported by data that 
demonstrates need and alignment with county goals. 

• Preparing to present and discuss their data and jus�fica�ons with the Budget Office and 
Budget Execu�ve Team, ensuring readiness for both scheduled presenta�ons and 
poten�al inquiries. 

 

Budget Analysts 
Budget Analysts are assigned to review departmental submissions with a cri�cal eye, tasked 
with: 

• Conduc�ng thorough reviews of departments' past budgets, actuals, and encumbrances. 
• Analyzing previous communica�ons, court orders, and compliance with county codes or 

laws and ordinances. 
• Engaging with departments through writen and verbal queries, including site visits, to 

clarify or refine budget requests. 
• Serving as the ini�al point of review before departmental presenta�ons to the Budget 

Execu�ve Team. 

 

Budget Execu�ve Team 
Comprised by the county's Human Resources Director, the Budget Officer, the County 
Administrator, and their staff, the Budget Execu�ve Team offers a comprehensive perspec�ve on 
county opera�ons. Their role involves: 
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• Reviewing departmental presenta�ons and proposals with a focus on strategic alignment 

and opera�onal feasibility. 
• Providing feedback, alterna�ves, and solu�ons to department requests, leveraging their 

broad knowledge of county opera�ons. 
• Facilita�ng a collabora�ve environment where departments feel supported in achieving 

their objec�ves in a manner that aligns with county goals and financial reali�es. 

 

The success of the budget process relies on the full par�cipa�on and coopera�on of each 
department, guided by the strategic oversight of the Budget Office and the collabora�ve review 
process led by the Budget Execu�ve Team. This ensures that the county's fiscal plan is both 
ambi�ous in its vision and grounded in prac�cal, data-driven decision-making. 

 

Budget Instruc�ons 
 

The process of preparing and submi�ng budget requests is a cri�cal phase in the budget cycle, 
ensuring that departmental needs are accurately captured and aligned with the county's 
strategic goals. The following instruc�ons are designed to guide departments through this 
process, u�lizing standardized tools and principles to promote consistency, transparency, and 
strategic alignment. 

 

Preparing Realis�c and Aligned Requests 
• Realis�c and Reasonable Requests: Departments must ensure that their budget 

requests are both realis�c and reasonable, staying within the scope of their opera�onal 
responsibili�es. This includes considering current financial constraints and future fiscal 
sustainability. 

• Alignment with County's Mission, Vision, and Values: All requests should directly 
support the county's mission to deliver excep�onal services that promote a thriving 
community, embody the vision of improving people’s lives, and reflect the county's 
values of Professionalism, Customer Focus, and Diversity & Inclusion. 
 

• Cost-Savings and Efficiency: Departments are encouraged to seek cost-saving 
opportuni�es and disclose an�cipated changes in revenue, expenditures, or opera�onal 
efficiency. This proac�ve approach to fiscal management supports the county's 
commitment to efficient and responsible governance. 
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Priori�za�on and Strategic Planning 
• Priori�za�on of Requests: In the absence of a department-specific strategic plan, 

requests should be priori�zed based on urgency and importance, with a focus on 
proac�ve rather than reac�ve planning. This priori�za�on should be evident in the 
budget submission, guiding the alloca�on of resources to areas of greatest need and 
impact. More instruc�on on defining urgency levels in budget requests is in a sec�on 
below. 
 

• Safety and Legal Compliance: Public and employee safety, along with legal compliance, 
must remain top priori�es for all departments. The provided spreadsheet for lis�ng 
opera�onal, capital, and program improvement requests includes fields to flag items 
related to safety and compliance, assis�ng departments in highligh�ng these cri�cal 
areas. 
 

• Revenue-Genera�ng and Self-Liquida�ng Ini�a�ves: Special considera�on should be 
given to proposals that are revenue-genera�ng or self-liquida�ng, as these can offset 
costs and contribute to the financial stability of the county. 
 

• Adjustments to Grant-Funded Posi�ons: Priority should be given to maintaining exis�ng 
grant-funded posi�ons, especially if grant requirements change, necessita�ng increased 
county matching funds. This takes precedence over crea�ng new posi�ons funded by the 
general fund, ensuring the sustainability of cri�cal services and programs already in 
opera�on. 

 

Instruc�ons for Defining Urgency Levels in Budget Requests 
 

To ensure a coherent and priori�zed budge�ng process, it is essen�al that all departments 
clearly define the level of urgency for each request, whether it pertains to personnel, 
opera�onal expenditures, or capital projects. The urgency level will guide decision-makers in 
alloca�ng resources efficiently, priori�zing requests that are cri�cal to the county's opera�ons 
and strategic goals. Below are instruc�ons for department users on how to incorporate urgency 
levels into their budget requests: 

 

1. Understanding Urgency Levels: 
Before preparing your budget request, familiarize yourself with the urgency level defini�ons 
provided in the Budget Manual. These defini�ons categorize requests into four levels: 
Immediate (Cri�cal), High, Medium, and Low. Each level is defined based on the impact on 
opera�ons, compliance requirements, safety concerns, and alignment with strategic ini�a�ves. 
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2. Assessing Your Request: 
For each budget request—whether personnel, opera�onal, or capital—conduct an assessment 
to determine its urgency level based on the criteria outlined for each category. Consider factors 
such as: 

• The necessity of the request for legal or regulatory compliance. 
• The poten�al impact on safety and security. 
• The significance of the request in maintaining or enhancing service delivery. 
• The contribu�on of the request to achieving strategic objec�ves within specific 

�meframes. 

3. Defining the Urgency Level: 
In the designated sec�on of your Budget Detail Form, clearly indicate the urgency level of your 
request using the defined categories: Immediate (Cri�cal), High, Medium, or Low. Ensure that 
the selected urgency level accurately reflects the nature and necessity of the request. 

 

4. Justifying the Urgency Level: 
Accompany your selected urgency level with a brief jus�fica�on. This jus�fica�on should explain 
why the request has been categorized under the specified urgency level, referencing specific 
criteria from the urgency level defini�ons. Include relevant details such as: 

• Expected consequences of delaying the request. 
• Connec�ons to compliance, safety, or strategic goals. 
• Timelines and deadlines that influence the urgency of the request. 

5. Review and Verification: 
Before submi�ng your budget request, review the urgency level and its jus�fica�on to ensure 
accuracy and completeness. Verify that the jus�fica�on aligns with the criteria for the selected 
urgency level and that it provides clear informa�on for decision-makers. 

 

Preparing budget requests 
Departments are recognized as subject-mater experts in their respec�ve fields, playing a crucial 
role in the budget prepara�on process. To ensure requests are both realis�c and align with the 
county's strategic objec�ves, the following guidelines have been established: 

• Criteria for Realism and Reasonableness: Requests must be explicitly �ed to the du�es 
and responsibili�es of the reques�ng department. Applicable laws, regula�ons, statutes, 
or other verifiable standards should be referenced in requests, if applicable. 
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Departments are expected to provide suppor�ng data that substan�ates their requests, 
ensuring they are grounded in factual necessity and strategic importance. 
 

• Narra�ve Jus�fica�on: Accompanying narra�ves should directly link each request to the 
county's mission, vision, and values, demonstra�ng how proposed expenditures 
contribute to overarching goals. 
 

• Cost-Savings Opportuni�es: Departments are encouraged to iden�fy cost-saving 
measures through process improvements, workforce op�miza�ons, service level 
adjustments, and other efficiency gains. 
 

• Repor�ng Changes: Expected changes in revenue, expenditures, or opera�onal 
efficiency must be detailed within proposal narra�ves, with clear references to specific 
requests influenced by these changes. 
 

• Adjus�ng Requests: Should feedback necessitate adjustments, departments are to 
update the "Revised Amount" column in their submissions, facilita�ng clear tracking and 
jus�fica�on of altera�ons made in response to Budget Office guidance. 

 

Detailed Instruc�ons for Budget Requests 
 

As we embark on the budget prepara�on process, it is crucial for each department to accurately 
and comprehensively detail their budgetary needs for the upcoming fiscal year. This sec�on 
provides guidance on compiling your department's budget request, ensuring alignment with 
strategic objec�ves and fiscal responsibility. Below are the key components and instruc�ons for 
comple�ng your budget request: 

 

Budget Detail Form Submission 
 

Overview: Departments are required to complete the Budget Detail Form, accessible via the 
SharePoint pla�orm. This form is designed to capture all essen�al informa�on regarding your 
department's budget request in a structured and comprehensive manner. 

Sec�ons to Complete: 

1. Personnel Requests: Detail new posi�ons, reclassifica�ons, or adjustments needed, 
including jus�fica�on based on departmental needs. 
 



 

FY 2025 Budget Manual | Page 14 of 41 
 

2. Opera�onal Requests: Outline opera�onal expenses, highligh�ng any significant 
changes or new expenses proposed for the fiscal year. 
 
 

3. Capital Requests: Specify requests for capital expenditures, providing detailed 
jus�fica�ons and expected benefits. 
 

4. Program Improvement Requests: Propose enhancements or expansions to exis�ng 
programs or the introduc�on of new programs, with a focus on strategic alignment and 
expected outcomes. 
 

5. Department Descrip�on and Objec�ve: Summarize your department’s core func�ons, 
objec�ves, and alignment with county-wide strategic goals. 
 

6. Current Ini�a�ves: Describe ongoing projects or ini�a�ves, emphasizing their 
importance and impact on the department's objec�ves. 
 

7. Performance and Workload Metrics: Include relevant metrics that demonstrate the 
department's efficiency, effec�veness, and workload management. 
 

8. Organiza�onal Chart: Provide an updated organiza�onal chart, illustra�ng the 
department's structure and repor�ng lines. 
 

9. Proposal Narra�ve: Present a comprehensive narra�ve that �es together all elements of 
the budget request, outlining strategic importance, fiscal impact, and expected 
outcomes. 
 

OpenGov Submission 
• Ensure that all entries in the Budget Detail Form are accurately reflected in OpenGov, 

with adjustments made to illustrate your department's budgetary adjustments and 
requests for the upcoming fiscal year. 

• Narra�ve Informa�on: Copy and paste the Proposal Narra�ve from the Budget Detail 
Form into the OpenGov pla�orm's narra�ve sec�on. This ensures that the narra�ve is 
consistently presented and accessible in both the SharePoint document and OpenGov. 

 

Additional Documentation 
Submit any required addi�onal documenta�on that supports your budget request. This may 
include contracts, detailed program proposals, cost-benefit analyses, or other relevant materials 
that provide further context or jus�fica�on for your proposals. 
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Submission Process: 
Once completed, submit the Budget Detail Form along with any addi�onal documenta�on 
through the designated SharePoint site. Ensure that all corresponding adjustments and entries 
have been accurately updated in OpenGov. 

Guidance and Support: 
For assistance with comple�ng the Budget Detail Form or naviga�ng the OpenGov pla�orm, 
please refer to the provided training materials, FAQs, or contact the Budget Office directly. Our 
team is here to support you through every step of the budget request process. 

 

 
Personnel Requests 
The strategic and efficient alloca�on of personnel resources is cri�cal to achieving the county's 
objec�ves and maintaining high-quality service delivery. This sec�on outlines the required 
components and guidelines for departments to follow when submi�ng personnel requests. 

 

1. Components of a Personnel Request 
Each request must include the following details: 

a. Proposed Title and Grade: Clearly specify the job �tle and grade for the new or 
reclassified posi�on. 

b. Jus�fica�on: Provide a robust jus�fica�on for the posi�on, detailing how it aligns with 
departmental objec�ves and countywide strategic goals. 

c. Proposed Funding Source: Iden�fy the source of funding for the posi�on. 
d. Addi�onal Requirements: Indicate whether the new posi�on will require furniture, IT 

hardware, a vehicle, or specific training/cer�fica�on. 

 

2. Calculating Total Costs 
Departments should select a proposed grade on the Budget Detail Form. The form will 
automa�cally display the Mid Point salary and calculate an es�mated benefits cost based on the 
max-in-hire salary. 

 

3. Justification Guidelines 
Refer to the "Budget Instruc�ons" sec�on, specifically the "Preparing Realis�c and Aligned 
Requests" and "Priori�za�on and Strategic Planning" subsec�ons, to ensure requests are well-
jus�fied and aligned with county priori�es. 
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4. Strategic Alignment 
Personnel requests must demonstrate alignment with strategic priori�es, contribu�ng to the 
enhancement of opera�ons and service delivery within the county. 

 

5. Urgency Levels for Positions 
 

1. Immediate (Cri�cal) 

Defini�on: The posi�on needs to be filled or created as soon as possible to address cri�cal 
opera�onal needs, compliance issues, or to ensure the con�nuity of essen�al services. Delaying 
this request could result in significant opera�onal disrup�ons, legal or safety risks, or missed 
strategic opportuni�es. 

Criteria: Includes posi�ons that are necessary to: 

• Comply with legal or regulatory requirements. 
• Address immediate safety or security concerns. 
• Prevent interrup�on of cri�cal services. 
• Respond to emergencies or unforeseen situa�ons. 

 

2. High 

Defini�on: The request is of high importance to enhance service delivery, improve efficiency, or 
support newly iden�fied strategic ini�a�ves. While not cri�cal, these posi�ons are needed to 
maintain or improve current opera�ons and should be addressed promptly. 

Criteria: Includes posi�ons that: 

• Support significant departmental or organiza�onal ini�a�ves. 
• Are necessary to implement approved strategic projects within the current or next fiscal 

year. 
• Address high-priority opera�onal inefficiencies or service delivery challenges. 

 

3. Medium 

Defini�on: The request is important for ongoing or planned opera�ons and contributes to long-
term strategic goals. These posi�ons are needed to sustain or gradually improve opera�ons but 
can be deferred if necessary without immediate nega�ve impacts. 

Criteria: Includes posi�ons that: 
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• Support medium-term strategic objec�ves or opera�onal improvements. 
• Enhance service delivery or efficiency but are not immediately cri�cal. 
• Are part of planned expansions or improvements that have flexible �melines. 

 

4. Low 

 

Defini�on: The request, while beneficial, is not urgent and has minimal immediate impact on 
service delivery or strategic goals. These posi�ons can be considered for future planning and 
addressed as resources allow. 

Criteria: Includes posi�ons that: 

• Would provide marginal improvements to opera�onal efficiency or service delivery. 
• Support long-term goals without immediate deadlines or impacts. 
• Could enhance departmental capacity but are not necessary for current opera�onal 

demands. 

6. Supporting Documentation 
Include workload metrics and performance data to substan�ate the need for each request. 
Reclassifica�on requests must be accompanied by the appropriate reclassifica�on form from 
Human Resources. 

 

7. Contingency Planning for ARP-Funded Positions 
For posi�ons transi�oning from American Rescue Plan Act funding, provide a detailed 
con�ngency plan. This plan should outline the department's strategy if the request to move the 
posi�on to the general fund is not approved, ensuring opera�onal con�nuity. 

 

Submission Process: 
Complete the personnel sec�on of the Budget Detail Form with the required informa�on and 
jus�fica�ons. Ensure that all suppor�ng documenta�on, including workload metrics, 
performance data, and any necessary forms, are atached. 

 

Review and Evaluation: 
The Budget Office, in collabora�on with Human Resources, will review personnel requests 
against strategic priori�es, opera�onal needs, and fiscal constraints. Departments may be 
contacted for further discussion or clarifica�on. 
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Opera�onal Requests 
Opera�onal expenditures are cri�cal for the smooth func�oning of departmental ac�vi�es and 
the delivery of services to the community. This sec�on provides guidance on preparing and 
submi�ng requests for opera�onal expenses, ensuring alignment with departmental and 
county-wide strategic goals. 

 

1. Types of Operational Expenditures 
Opera�onal expenditures include all costs necessary for the normal opera�on of the 
department. This encompasses: 

Contracted services: Expenses related to services provided by external en��es. 

Supplies: All consumables and materials required for departmental opera�ons. 

 

2. Justification of Costs 
Departments are expected to u�lize their knowledge of departmental opera�ons, industry 
standards, and historical data to jus�fy each opera�onal expenditure. Jus�fica�ons should 
clearly explain the necessity of the expense and how it supports ongoing opera�ons. 

 

3. Distinguishing Operational Expenses 
Rou�ne vs. Program Improvement Jus�fica�ons: An increase in the cost of rou�ne opera�onal 
expenses does not automa�cally categorize an expense as a program improvement. The nature 
of the service and the cause of the cost increase are determinants: 

• If service delivery levels remain consistent with the previous year, the expense is 
considered opera�onal. 

• If the volume of service delivery increases without changing the nature of the service, 
the associated cost increase is opera�onal. 

 
4. Alignment with Strategic Objectives 
Opera�onal expenditures must directly support the department's stated objec�ves and 
priori�es, as well as align with broader county priori�es. Departments should reference the 
budget instruc�ons, specifically sec�ons on strategic planning and priori�es, to ensure 
alignment. 
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5. Documentation and Evidence 

• Historical Spending: Typically, historical spending data suffices to jus�fy requests for 
opera�onal expenditure increases. 

• Quotes: In certain cases, quotes may be required to substan�ate the need for increased 
expenditure or new opera�onal costs. 

 
Submission Process 
Departments should detail their opera�onal expenditure requests within the Budget Detail 
Form, clearly ar�cula�ng the jus�fica�on and alignment with strategic objec�ves for each 
request. 

Ensure that all opera�onal expenditure requests are accompanied by the appropriate 
documenta�on, whether historical spending data or quotes, to support the jus�fica�on 
provided. 

 
Review and Approval 
Opera�onal expenditure requests will undergo a review process to evaluate their necessity, 
jus�fica�on, and alignment with strategic goals. Departments may be contacted for further 
discussion or clarifica�on regarding their requests. 

 
Capital Expenditure Requests 
Capital expenditures play a crucial role in enhancing the county's infrastructure and service 
delivery capabili�es. This sec�on outlines the process for preparing and submi�ng requests for 
capital expenditures, ensuring alignment with strategic priori�es and efficient use of resources. 

 

1. Definition of Capital Expenditures 
Capital expenditures are defined by the acquisi�on cost of a single item exceeding $5,000, 
excluding IT hardware, which is categorized separately. The asset's lifespan should be disclosed 
in the request, although the primary criterion for classifica�on as a capital expenditure is the 
cost threshold. 

 

2. Identification and Prioritization 
Iden�fica�on: Capital purchases and projects are iden�fied based on the cost threshold. 
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Priori�za�on: Requests must be priori�zed according to their alignment with county priori�es 
and their expected level of impact. Departments are encouraged to refer to the "Priori�za�on 
and Strategic Planning" sec�ons for guidance on aligning capital projects with county objec�ves. 

3. Request Components 
Each capital expenditure request must include: 

 

a. Cost Es�mate: Provide a detailed es�mate, including future fiscal years for mul�-year 
commitments. 
 

b. Descrip�on: Clearly describe the item or project being purchased or undertaken. 
 

c. Jus�fica�on: Ar�culate the ra�onale for the expenditure, including how it aligns with 
departmental objec�ves and county priori�es (mission, vision, values). 
 

d. Es�mated Asset Life: Indicate the expected lifespan of the capital asset. 

4. Strategic Alignment 
Requests must adhere to the guidelines under "Preparing Realis�c and Aligned Requests" and 
"Priori�za�on and Strategic Planning," ensuring capital expenditures contribute to strategic 
goals and opera�onal efficiency. 

 

5. Total Cost Estimation 
Departments must thoroughly es�mate the total cost, including startup/installa�on, 
maintenance, and poten�al opera�onal impacts. Engage with relevant stakeholders and 
departments to ensure all aspects of the expenditure are considered and properly documented. 

 

6. Supporting Documentation 
Be prepared to provide robust data suppor�ng the request. Depending on the nature of the 
purchase or project, addi�onal documenta�on (e.g., assessments, feasibility studies, cost-
benefit analyses) may be required for approval. 

 

7. Operational Cost Reduction 
For capital expenditures aimed at reducing opera�onal costs, include data substan�a�ng these 
claims. Clearly outline any assump�ons and provide real data to demonstrate the extent of 
opera�onal savings expected. 
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Submission Process: 
Complete the capital expenditure sec�on of the Budget Detail Form, ensuring all necessary 
informa�on and documenta�on are accurately presented. Submit the form along with any 
suppor�ng documents through the designated SharePoint site. 

 
Review and Approval: 
The Budget Office, in collabora�on with relevant departments and stakeholders, will review 
capital expenditure requests for alignment with strategic objec�ves, cost-effec�veness, and 
overall impact on county opera�ons. 

 
Program Improvement Requests 
Program improvements are pivotal to evolving and enhancing the services offered by the 
county, ensuring they meet the changing needs of our community. This sec�on provides 
detailed instruc�ons for departments to submit requests for program improvements, 
expansions, or modifica�ons. 

 

1. Definition 
Program Improvement Requests include proposals to expand, enhance, or modify the current 
levels or types of services provided. These requests aim to directly improve the quality and 
effec�veness of departmental offerings to the community. 

 

2. Types of Improvements 
Included are expansions of exis�ng services, the introduc�on of new programs, and 
enhancements that significantly improve service delivery or accessibility. Each request should 
aim to address a specific need or opportunity within the community. 

 

3. Justification of Needs 
• Data-Driven Jus�fica�on: Departments must present data suppor�ng the need and 

poten�al impact of the proposed program improvement. This includes how the program 
aligns with department objec�ves, missions, visions, and the county's strategic goals. 
 

• Community Impact: Clearly ar�culate how the program improvement will benefit the 
community, supported by relevant data and analysis. 
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4. Strategic Alignment 
Program improvements must be explicitly aligned with the department's and the county's 
mission, vision, and values. Requests should also adhere to the principles outlined in "Preparing 
Realis�c and Aligned Requests" and "Priori�za�on and Strategic Planning," ensuring they 
contribute to strategic objec�ves. 

 

5. Expected Outcomes and Benefits 
U�lize data and compara�ve analysis (e.g., programs in other coun�es) to es�mate and present 
expected outcomes. Document all assump�ons and consider geographic, demographic, and 
socioeconomic factors that might influence the program's success. Clear documenta�on of 
expected benefits is essen�al for a compelling proposal. 

 

6. Supporting Documentation 
Requests must be backed by robust evidence, such as pilot results, research studies, or data 
from similar ini�a�ves. The absence of suppor�ve data weakens the case for program 
improvement. 

 

7. Sustainability and Periodic Reevaluation 
Detail plans for the sustainability of the program, covering funding sources, staffing 
requirements, and long-term impacts. Proposals should include mechanisms for periodic 
reevalua�on to ensure the program con�nues to meet its objec�ves and delivers the 
an�cipated community benefits. 

 
Submission Process: 
Complete the program improvement sec�on of the Budget Detail Form, ensuring all 
jus�fica�ons, data, and documenta�on are thorough and aligned with strategic priori�es. 
Submit the form along with any suppor�ng documents through the designated SharePoint site. 

 
Review and Approval: 
The Budget Office will review program improvement requests for their poten�al impact, 
strategic alignment, and sustainability. Departments may be asked to provide further details or 
par�cipate in discussions to clarify their proposals. 
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Grant-Related Requests 
Grant funding plays a vital role in suppor�ng and enhancing various programs and services 
within the county. Properly iden�fying, jus�fying, and managing grants are essen�al steps in the 
budget prepara�on process. This sec�on provides guidance on submi�ng grant-related 
requests. 

 

1. Identifying and Listing Grants 
Budget Detail Form: A dedicated tab for grant informa�on will allow departments to list all 
current and poten�al grants. Each entry should detail: 

• Grant name and grantor 
• Program funded 
• Number of personnel funded and associated costs 
• Equipment and opera�ng costs 
• Term of the grant and county match requirement 
• Con�nua�on requirement from the grantor 
• Designa�on as a current or poten�al grant 

This informa�on should be organized in a table format for clarity and ease of review. 

2. Intended Use of Grant Funds 
Departments must specify the program(s) funded by the grant, including the purpose and 
objec�ves of each program. This informa�on, along with a detailed narra�ve, should be 
provided within the Budget Detail Form and copied into the OpenGov proposal. 

3. Strategic Alignment 
Jus�fica�ons for each grant must demonstrate alignment with departmental objec�ves and 
countywide priori�es, including the mission, vision, and values. The grant's relevance to 
strategic goals should be clearly ar�culated. 

4. Required Documentation 
Current Grants: Submit the most recent grant applica�on, budget, performance metrics, and 
data. 

Poten�al Grants: Include a summary or announcement of the availability of funds, along with a 
detailed es�mate of costs, an�cipated grant amount, and program alignment with department 
and county objec�ves. 
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5. Planning for Reduction and Discontinuation 
Departments must develop and submit a plan addressing poten�al reduc�ons or 
discon�nua�ons of grant funding. Plans should detail strategic resource alloca�on and cannot 
solely rely on shi�ing costs to the general fund. 

6. Supplementing or Replacing General Fund Allocations 
In instances where grants supplement or replace general fund alloca�ons, departments must 
clearly state this fact. Providing this transparency ensures accurate tracking of fund sources and 
adherence to fiscal policies. 

Submission Process: 
Complete the grant-related sec�on of the Budget Detail Form me�culously, ensuring all 
required informa�on and documents are submited. U�lize the narra�ve sec�on to further 
elaborate on the grants' alignment with strategic objec�ves. 

Review and Approval: 
 

The Budget Office will review grant-related requests for their strategic fit, poten�al impact, and 
sustainability. Departments may be asked for addi�onal informa�on or clarifica�on to fully 
assess the proposals. 

 
Revenue-Genera�ng and Cost-Saving Ini�a�ves 
In our con�nuous effort to enhance fiscal efficiency and op�mize resources, the county 
encourages departments to propose innova�ve revenue-genera�ng and cost-saving ini�a�ves. 
This sec�on outlines the process for iden�fying, proposing, and jus�fying these ini�a�ves within 
the budget submissions. 

 
1. Definition of Initiatives 
Revenue-Genera�ng Ini�a�ves: Strategies aimed at increasing the county's income through 
efficiency improvements or new revenue streams, contribu�ng posi�vely to our financial health. 

Cost-Saving Ini�a�ves: Measures designed to reduce expenses without compromising service 
quality, vital for maintaining fiscal responsibility. 

2. Examples of Initiatives 
Revenue-Genera�ng: Enhancing exis�ng revenue streams through opera�onal efficiencies. 

Cost-Saving: 

• Implemen�ng energy-efficient measures in county facili�es. 
• Consolida�ng administra�ve func�ons or sharing resources to reduce redundancies. 
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• U�lizing technology to automate processes and reduce labor costs, like an online self-
service portal for HR processes. 

3. Criteria for Initiatives 
Ini�a�ves must clearly demonstrate current costs, the proposed savings or revenue 
enhancements, and the total cost, including any indirect costs. All assump�ons made during 
es�ma�ons must be thoroughly documented. 

4. Financial Impact Estimation 
Departments must disclose all assump�ons and use clear methodologies for es�ma�ng financial 
impacts. Es�mates should align with data from the County Auditor, where applicable. 

5. Documentation and Evidence 
Suppor�ng documenta�on is required to validate the viability and expected outcomes of 
proposed ini�a�ves. This may include compara�ve data from other coun�es, pilot studies, or 
feasibility analyses. Departments should also highlight any contextual differences that could 
influence outcomes in Dallas County. 

6. Strategic Alignment 
Each ini�a�ve must be explicitly aligned with departmental objec�ves and the broader county 
priori�es, mission, vision, and values. The connec�on between the ini�a�ve and strategic goals 
should be clearly stated. 

7. Proposal Process 
Departments should detail their ini�a�ves in the designated tab within the Budget Detail Form, 
providing: 

a. A descrip�on of the ini�a�ve. 
b. Comprehensive jus�fica�ons and methodologies used for es�ma�ons. 
c. Any relevant documenta�on or compara�ve data. 
d. A clear statement on strategic alignment and expected benefits. 

Review and Approval: 
The Budget Office will evaluate proposed ini�a�ves for their poten�al financial impact, strategic 
fit, and feasibility. Departments may be required to furnish addi�onal informa�on or par�cipate 
in discussions to further elucidate their proposals. 

 
Jus�fying Your Budget Requests 
A well-cra�ed jus�fica�on is essen�al for the approval of budget requests. It ensures that each 
request is evaluated based on its merits, alignment with strategic priori�es, and its poten�al 
impact on the county's opera�ons and services. This sec�on outlines how departments should 
construct their jus�fica�ons to meet the county's requirements and expecta�ons. 
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1. Key Elements of Justification 
Jus�fica�ons should include, but are not limited to, the following elements: 

a. Realis�c and Reasonable: Demonstrate the feasibility and necessity of the request. 
b. Alignment with Objec�ves: Show how the request supports the department's current 

goals and the county's strategic direc�on, including mission, vision, and values. 
c. Cost-Savings or Efficiency: Highlight any poten�al for cost reduc�on or improved 

efficiency. 
d. Urgency and Importance: Emphasize the need for proac�ve planning, detailing the 

urgency and significance of the request. 
e. Safety and Legal Compliance: Ensure that the request meets any applicable safety 

standards or legal requirements. 
f. Revenue Genera�on or Self-Liquida�ng: If applicable, describe how the request could 

generate income or pay for itself over �me. 
g. U�liza�on of Alterna�ve Funding: Where possible, iden�fy grant funding or other non-

general fund sources that support the request. 

2. Linking to Strategic Objectives 
Clearly connect your request to the county's strategic objec�ves, mission, vision, and values. 
Provide explicit examples of how the request furthers these overarching goals. 

3. Detail and Context 
Provide comprehensive background informa�on, including the context that necessitates the 
request, supported by relevant data and analysis. 

4. Use of Metrics 
Employ both quan�ta�ve and qualita�ve metrics to substan�ate the request. Describe these 
metrics and their relevance to departmental objec�ves and opera�onal understanding. 

5. Consequences of Non-Funding 
Ar�culate the poten�al outcomes or service impacts if the request is not funded. Aim for a 
balanced portrayal, avoiding exaggera�on. 

6. Examples of Exemplary Justifications 
Example: 

Request Overview 

The Ins�tute of Forensic Science respec�ully requests funding for two (2) Liquid 
Chromatography–Mass Spectrometry (LC-MS) systems. This request is driven by the 
need to address the significant increase in casework within the Toxicology Laboratory, 
compounded by the recent expansion of our tes�ng capabili�es to include addi�onal 
drugs. This expansion, while crucial for our opera�ons, has strained our current 
resources, leading to an inability to achieve expected turnaround �mes for our 
customers. 
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Strategic Alignment 

County's Mission and Vision: This request directly supports Dallas County's mission to 
deliver excep�onal services that promote a thriving community and its vision of 
improving people’s lives. By enhancing our toxicology tes�ng capabili�es, we contribute 
to a safer community and support jus�ce and public health outcomes. 

Opera�onal Efficiency and Customer Focus: The addi�on of two LC-MS systems will 
significantly increase our analy�cal capacity and throughput, reducing down�me for 
maintenance and thereby improving service delivery to our primary customers, including 
the City of Dallas Police Department and other county departments. This aligns with our 
commitment to professionalism and customer focus by ensuring �mely and accurate 
forensic analyses. 

Diversity and Inclusion: Through improved efficiency and capacity, the CIL can extend its 
services to a broader range of agencies on a fee-for-service basis, suppor�ng a more 
inclusive approach to public safety across the diverse communi�es we serve. 

 

Jus�fica�on 

Increased Caseload and Service Expansion: The Toxicology Laboratory has observed a 
marked increase in caseload, alongside an expanded role in tes�ng for addi�onal 
substances. This trend underscores the urgent need for enhanced tes�ng capabili�es to 
keep pace with demand and maintain our commitment to high standards of service. 

Funding Source Alignment: We propose to fund this purchase through Opioid 
Setlement funding, which is intrinsically aligned with the purpose of expanding our drug 
tes�ng capabili�es. This funding source ensures that the budgetary impact on the 
general fund is minimized, while directly inves�ng in ini�a�ves that combat the opioid 
crisis and its effects on our community. 

Impact on Service Delivery: Without these addi�onal LC-MS systems, our laboratory 
faces con�nued challenges in mee�ng turnaround �mes, which can delay judicial 
processes and impact public health ini�a�ves. The acquisi�on of these systems is cri�cal 
for maintaining the �meliness and reliability of our services. 

Documenta�on and Evidence 

Compara�ve analysis with other coun�es has shown that similar investments in LC-MS 
technology have led to significant improvements in toxicology service delivery. We are 
prepared to furnish data suppor�ng our caseload increase, maintenance down�me 
issues, and projected improvements post-acquisi�on. 
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Sustainability and Long-term Impact 

The proposed LC-MS systems have a robust maintenance and opera�onal plan, ensuring 
their long-term sustainability and alignment with departmental and county strategic 
goals. Periodic reevalua�ons will be conducted to ensure the systems con�nue to meet 
the evolving needs of Dallas County and its residents. 

7. Addressing Ongoing Challenges 
If applicable, include how the request is a response to ongoing or an�cipated challenges such as 
economic condi�ons or legisla�ve changes, reinforcing the necessity and �meliness of the 
request. 

Submission Process: 
Incorporate these jus�fica�on elements within the relevant sec�ons of the Budget Detail Form 
and narra�ve submissions on OpenGov, ensuring a coherent and comprehensive presenta�on 
of each budget request. 

 
Evaluation Criteria: 
The Budget Office will assess jus�fica�ons based on clarity, strategic alignment, documented 
need, and expected impact, facilita�ng informed decision-making in the budget review process. 

Documenta�on and Suppor�ng Materials 
The submission of comprehensive documenta�on and suppor�ng materials is cri�cal for the 
thorough evalua�on of departmental budget requests. This sec�on provides guidance on the 
prepara�on, organiza�on, and submission of these essen�al documents. 

 
1. Required Documentation 
Each department must include the following with their budget request submissions: 

 

a. Budget Detail Form: Completed in full, including all relevant sheets. 
b. Organiza�onal Charts: Both department-wide and for each division, as applicable. 
c. Performance and Workload Measures: Demonstra�ng the department's efficiency and 

impact. 
d. Human Resources Forms: Such as reclassifica�on forms, if applicable. 
e. Past Grant Applica�ons: For departments seeking con�nua�on or expansion of grant-

funded programs. 
f. Grant Summaries: Detailed overviews of current and poten�al grants, including budgets. 
g. PowerPoint Presenta�ons: For departments presen�ng to the Budget Execu�ve Team, if 

applicable. 
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2. Submission of Documentation 
All suppor�ng documenta�on must be atached to the SharePoint submission. There is no limit 
on the number of atachments, allowing departments to provide comprehensive evidence and 
jus�fica�ons for their requests. 

3. Formats and Templates 
Acceptable formats for atachments include PowerPoint, Word, PDF, and Excel. Departments are 
required to use the Budget Detail Form provided by the Budget Office for their submissions. Any 
changes to the form will be communicated and distributed by the Budget Office. 

4. Importance of Supporting Materials 
Suppor�ng materials play a crucial role in the review process, allowing the Budget Office to 
conduct an independent and thorough analysis of each request. Providing all necessary 
documenta�on upfront streamlines the review process, enhances transparency, and minimizes 
delays due to addi�onal informa�on requests. 

5. Common Pitfalls to Avoid 
To ensure a smooth submission process, departments should: 

• Use the budget submission checklist as a guide. 
• Obtain department head approval for all materials before submission. 
• Label files clearly to reflect their content. 
• Provide tables and spreadsheets in Excel format, not PDF or Word, for ease of analysis. 

6. Clarity and Communication 
Clearly iden�fy each document in the proposal narra�ve or transmital leter, explaining its 
relevance to the budget request. This aids in understanding the context and jus�fica�on for 
each atached document. 

7. Digital Submission Process 
SharePoint is the designated pla�orm for all digital submissions of documenta�on and 
suppor�ng materials. Departments requiring access should request it as needed. Avoid emailing 
documents to ensure all informa�on is centralized and accessible throughout the budget 
season. 

  



 

FY 2025 Budget Manual | Page 30 of 41 
 

Budget Submission Checklist 
To streamline the budget submission process and ensure all requests are comprehensive, 
accurately prepared, and strategically aligned, departments are required to follow this detailed 
submission checklist. This checklist is designed to assist departments in submi�ng their budget 
requests thoroughly and efficiently. 

 

Essen�al Components for Submission 

 Completed Budget Detail Form: Ensure every tab is fully completed. 
 Addi�onal Documenta�on: Atach all suppor�ng documents required for your 

submission in SharePoint. 
 Narra�ve: Copy the proposal narra�ve onto the OpenGov pla�orm. 
 Adjustments in OpenGov: Confirm that all budget adjustments are accurately reflected 

in OpenGov, matching the Budget Detail Form. 

Verifica�on Process 

Departments must verify the following before submission: 

 Correctness of file names and their corresponding content. 
 Comple�on of every sheet in the Budget Detail Form. 
 Accuracy of fund, cost center, account, and func�on selec�ons. 
 Requested amounts for each line-item level. 
 Personnel informa�on, including vacancies. 
 Inclusion and accuracy of performance and workload measures. 
 Thorough explana�on and data support for revenue-genera�ng and cost-saving 

ini�a�ves. 
 Documenta�on of all assump�ons. 
 Appropriateness of personnel request details (�tles, numbers, grades). 
 Correct forma�ng of all provided documenta�on, including PowerPoint presenta�ons, 

if applicable. 
 Alignment of OpenGov adjustments with the Budget Detail Form. 

Deadlines and Timelines 

 May 3, 2024: Deadline for departmental budget request submissions. 
 June 6, 2024: Deadline for departments to submit presenta�ons to the Budget Office 

for those presen�ng to the Budget Execu�ve Team. 

Alignment with Strategic Priori�es 

 Confirm submission aligns with department objec�ves, county priori�es, mission, 
vision, and values. 
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 Ensure jus�fica�on of requests follows guidance for realis�c and aligned requests. 

Common Errors to Avoid 

 Omission of proposed grades on personnel requests. 
 Lack of total cost detail for capital projects, including all project phases and stakeholder 

input. 
 Failure to rank requests according to priority and strategic importance. 

Organizing Submission Materials 

 U�lize the structure provided by the Budget Detail Form for a coherent flow of 
informa�on. 

 Ensure all materials are submited via SharePoint and OpenGov for centralized access. 

Confirma�on of Submission 

 Use the "Ready for Budget Review" status in SharePoint to signal submission comple�on. 
 Await the status change to "Under Review by OBE" by your assigned budget analyst as 

confirma�on. 
 Communicate any adjustments through SharePoint, avoiding email submissions. 

 
Forms and templates 
To standardize the budget submission process, departments are provided with specific forms 
and access to digital pla�orms: 

• Access to Forms and Pla�orms: Departments will u�lize the 
"FY2025_Budget_Detail_Form" and the OpenGov pla�orm for submissions. These 
resources are essen�al for ensuring comprehensive and consistent budget proposals and 
can be accessed via the Office of Budget and Evalua�on's SharePoint site and OpenGov 
portal. 
 

• Correct Categoriza�on: Care should be taken to correctly categorize requests as either 
opera�onal adjustments or program improvements, with special aten�on to the 
scalable nature of program improvements. 
 

• Updates and No�fica�ons: Forms and templates are updated annually ahead of the 
budget "�poff" and departments will be no�fied of any changes to ensure all 
submissions remain current and aligned with the latest guidelines. 
 

• Narra�ve Template: The structured narra�ve template in the “Department Overview” 
aids departments in aligning their budget requests with strategic goals by promp�ng 



 

FY 2025 Budget Manual | Page 32 of 41 
 

responses that highlight alignment with county priori�es, including safety, compliance, 
cost savings, and revenue impacts. 
 

• Annual Review: The Office of Budget and Evalua�on con�nuously refines these tools 
based on feedback and lessons learned, ensuring the budget development process is as 
efficient and transparent as possible. 

So�ware tools 
Utilizing OpenGov and SharePoint 

• OpenGov Pla�orm: Departments are required to use the OpenGov budge�ng pla�orm 
for the submission of their budget proposals. This pla�orm facilitates a streamlined and 
efficient process for entering and reviewing budgetary data. 
 

• SharePoint Site and Documents: The Office of Budget and Evalua�on has made available 
various documents and templates on its SharePoint site. These resources are designed 
to assist departments in organizing their requests and providing detailed informa�on in 
a standardized format. Departments should make full use of these templates to ensure 
consistency across the county. 

 

A suite of so�ware tools supports the budget prepara�on process, enhancing accessibility, and 
analysis: 

• Required So�ware: In addi�on to OpenGov, departments are expected to use 
SharePoint, Microso� Excel, Word, PowerPoint, and Adobe Acrobat for preparing and 
submi�ng their budget requests. Department wishing to use Microso� Visio for 
organiza�onal charts may do so. 
 

• Training and Support: Comprehensive training, including weekly on-site sessions and 
virtual par�cipa�on op�ons, will be available to ensure departments are proficient in 
using these tools. Budget analysts also offer personalized guidance through the budget 
submission process. 
 

• Equitable Access: The budget office proac�vely engages with departments to ensure all 
have the necessary support and access to complete their submissions by the established 
deadline, ensuring an equitable process. 
 

• Integra�on and Streamlining: OpenGov serves as the central pla�orm for compiling 
budgetary informa�on and facilita�ng decision-making, while SharePoint and Excel offer 
user-friendly op�ons for detailed request categoriza�on and jus�fica�on. 
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• So�ware Updates: OpenGov's ongoing enhancements aim to improve the budge�ng 
and repor�ng modules. The budget office commits to maintaining process stability and 
avoiding significant changes that could impact the budget cycle. 

 
Transi�oning from American Rescue Plan (ARP) Funding 
The aim of this sec�on is to ensure departments are fully informed of the changes taking place 
regarding ARP funding and understand the expecta�ons and requirements for successfully 
naviga�ng the transi�on away from ARP funding. Departments must approach the transi�on 
with a clear understanding that there are NO automa�c approvals for transferring ARP-funded 
posi�ons to the general fund. Each request will undergo rigorous evalua�on, requiring 
departments to present compelling data and jus�fica�on akin to all new posi�on requests. 

Overview of ARP Funding Phase-out 
American Rescue Plan Act (ARP) funding, a substan�al bolster to the county's budget during its 
tenure, is approaching its conclusion. The final obliga�on deadline for u�lizing ARP funds is 
December 31, 2024. This �meline necessitates proac�ve measures from departments to 
reassess their opera�onal strategies and personnel funding in an�cipa�on of this phase-out. 
The ending of ARP funding signifies not just a financial shi� but a call to align departmental 
staffing and projects with long-term strategic funding sources. 

Impact on Personnel Funding 
Departments that have benefited from ARP funding for staffing face a significant transi�on. The 
cessa�on of ARP funds directly impacts the sustainability of posi�ons created or sustained 
under this temporary funding mechanism. Departments must cri�cally assess each posi�on's 
role and contribu�on towards the department’s objec�ves and the broader county goals, 
preparing for strategic adjustments where necessary. 

 
Guidelines for Transi�oning Posi�ons to General Fund 
For departments aiming to transi�on ARP-funded posi�ons to the general fund, the following 
guidelines are paramount: 

Comprehensive Review 
• Cri�cal Assessment: Undertake a detailed examina�on of each ARP-funded posi�on, 

evalua�ng its necessity, effec�veness, and how well it integrates with the department's 
long-term goals and the county's strategic direc�ves. 

Utilizing Budgeted Vacant Positions 
• Strategic U�liza�on: The most straigh�orward and fiscally responsible method for 

transi�oning an ARP-funded posi�on to the general fund is to u�lize a budgeted but 
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currently vacant posi�on. This approach leverages exis�ng budget alloca�ons to 
accommodate cri�cal staffing needs without addi�onal strain on county resources. 

• Technical Ease: Employing a vacant posi�on for this purpose represents the technically 
easiest pathway for transi�on, circumven�ng the need for new budget alloca�ons. 

• Mandatory Jus�fica�on: Despite the technical feasibility, this does not diminish the 
need for thorough jus�fica�on. Departments are required to substan�ate the need for 
retaining the posi�on within the general fund, demonstra�ng its alignment with 
strategic priori�es and its contribu�on to departmental and county objec�ves. 

• No Automa�c Approvals: It's crucial to understand that u�lizing a vacant posi�on for 
transi�oning an ARP-funded role does not equate to automa�c approval. Each request 
undergoes a rigorous evalua�on process, where its merits, strategic alignment, and 
performance impact are cri�cally assessed. 

• Performance Metrics and Strategic Alignment: Departments must s�ll provide detailed 
performance metrics and strategic alignment documenta�on. This includes showcasing 
how the posi�on contributes to achieving specific goals, its impact on service delivery, 
and its fit within the broader strategic framework of the county. 

Prioritization 
• Essen�al Services Focus: Priori�ze posi�ons that are crucial for the con�nued opera�on 

and service delivery of the department, especially those that fulfill mandatory service 
requirements or significantly contribute to strategic county ini�a�ves. 

 
Jus�fica�on Requirements for Posi�on Requests 
To jus�fy the con�nua�on of ARP-funded posi�ons under the general fund, departments must 
provide: 

 

• Strategic Alignment: How the posi�on aligns with and supports the county's strategic 
goals and departmental missions. 

• Opera�onal Necessity: Evidence of the posi�on's essen�al role in ongoing opera�ons, 
including any unique func�ons that cannot be absorbed by exis�ng staff. 

• Cost-Benefit Analysis: A detailed analysis demonstra�ng the posi�on's value to the 
county, considering both qualita�ve and quan�ta�ve benefits. 

 
Data and Documenta�on to Support Requests 
Effec�ve support for these requests includes: 
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• Performance Metrics: Data showcasing the posi�on’s contribu�ons towards achieving 
specific departmental and countywide objec�ves. 

• Opera�onal Impact Analyses: Documenta�on of the poten�al impacts on service 
delivery or opera�onal efficiency if the posi�on were not con�nued. 

• Budgetary Impact Assessment: An analysis of the financial implica�ons of transferring 
the posi�on to the general fund, including long-term sustainability considera�ons. 

Departments must approach the transi�on from ARP funding with diligence, leveraging data 
and strategic planning to make compelling cases for the con�nua�on of cri�cal posi�ons. This 
process underscores the county's commitment to fiscal responsibility, strategic alignment, and 
maintaining high-quality services for its cons�tuents. 

 

Grant Funding Management and Forecas�ng 
Overview of Current and Prospec�ve Grant Funding 
Departments must inform the budget office of all current grant funding and any grants they 
intend to apply for during the fiscal year, including poten�al funding sources and targeted 
programs or ini�a�ves. 

Repor�ng Requirements for Grant U�liza�on 
Detail the necessary informa�on for each grant, including funding terms, period of grant, cash 
match requirements, future obliga�ons imposed by the grantor, and specific data or 
performance metrics demonstra�ng the grant's impact within Dallas County. 

Detailed Grant Summary Submission 
A grant summary for each u�lized or prospec�ve grant should be submited, outlining the 
gran�ng agency, the grant's purpose, the name of the Dallas County program funded, and its 
objec�ves. This summary ensures a centralized understanding of how grant funding supports 
county opera�ons and strategic goals. 

Con�ngency Planning for Grant Conclusions 
Departments must provide specific plans for the con�nua�on, modifica�on, or conclusion of 
programs or posi�ons funded by grants, addressing scenarios where grant funding ends outside 
the county's fiscal year cycle. 

 
Revenue Forecas�ng 
The county's primary revenue source is property taxes, which exhibit high predictability and 
stability, contribu�ng significantly to the county's financial planning. While no significant new 
revenue sources are expected in the upcoming fiscal year, it is important to note the phasing 
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out of the American Rescue Plan Act funds, which have previously contributed $511 million to 
the county's budget. This necessitates strategic planning to ensure fiscal sustainability post-
obliga�on period. Revenue sources for the general fund show varying degrees of vola�lity, 
influenced by economic condi�ons and legisla�ve changes, highligh�ng the need for adap�ve 
forecas�ng strategies. 

 

 

Methodologies 
 

County Auditor's Role 
The County Auditor is tasked with projec�ng and forecas�ng the county's revenue streams, 
u�lizing a comprehensive array of data specific to each revenue source. For an in-depth 
understanding, stakeholders are encouraged to consult the Dallas County Annual 
Comprehensive Financial Report. 

Forecast Update Frequency 
Revenue forecasts are updated twice a year: mid-year and upon receipt of data from the Dallas 
Central Appraisal District. These updates allow the county to adjust to changing financial 
landscapes and ensure accurate budget planning. 

 
Historical data analysis 
Collabora�on between the County Auditor and Budget Officer leverages both past revenue 
performance and relevant economic indicators to ensure forecasts are grounded in reality. This 
partnership is vital for adjus�ng forecasts in response to anomalies or one-�me events, ensuring 
that the county's financial planning remains both strategic and responsive. 

 
Assump�ons 
Forecasts incorporate assump�ons regarding economic growth rates, infla�on, and poten�al 
legisla�ve changes, which are documented and communicated through a leter to the 
Commissioners Court, County Administra�on, and the Budget Officer. This leter, along with 
more detailed analyses, is made publicly available, atached to the adopted budget, and further 
elaborated within the county's Annual Comprehensive Financial Report. 

 
Revision Process 
Revisions to revenue forecasts are primarily conducted during the mid-year review, providing an 
opportunity to adjust the county's financial strategy based on the latest data and economic 
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condi�ons. These revisions are presented to the public and the Commissioners Court, ensuring 
transparency and accountability in the county's fiscal management. 

 
Expenditure Forecas�ng 
 
Categories of Expenditures 
The county categorizes its expenditures into three main areas: personnel (including salaries and 
benefits), opera�onal expenses, and capital investments. Each category is subject to annual 
growth, with personnel costs o�en seeing increases due to structure adjustments, 
reclassifica�ons, and the addi�on of new posi�ons. Budgeted transfers for miscellaneous court 
costs, countywide appropria�ons, and reserves are managed outside departmental budgets, 
awai�ng fiscal year needs. Fixed costs, such as contractual obliga�ons and u�li�es, contrast with 
more variable service-�ed expenses, ensuring a dynamic and responsive budge�ng approach. 

 
Forecas�ng Methodologies 
 
Methodological Approaches 
The budget office employs a mix of zero-based and incremental budge�ng methodologies, 
depending on the account in ques�on. Zero-based budge�ng is applied to property, computer 
hardware, and capital line items, necessita�ng annual jus�fica�ons. Incremental adjustments 
accommodate the rising cost of ongoing opera�ons. 

 

Data Analysis and Budget Adjustments 
Real-�me expenditure data from Oracle informs the analysis and adjustment process, crea�ng a 
baseline budget reflec�ve of prior year's alloca�ons and an�cipated needs. Trend analysis and 
departmental input guide the accommoda�on of cost increases in goods and services. 

 

Monthly Financial Reporting 
To ensure transparency and accuracy, the budget office will publish monthly financial reports 
detailing budget versus actuals and projected expenditures. This facilitates �mely iden�fica�on 
and rec�fica�on of discrepancies in collabora�on with relevant departments. 
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Historical Data Analysis 
Historical spending paterns and seasonality at the line-item level inform expenditure 
forecas�ng, with a typical review period covering the last three years. Anomalies or one-�me 
expenditures are carefully adjusted for, based on past budget documenta�on and court orders, 
ensuring a robust and accurate forecas�ng process. 

 

Assump�ons and Adjustments 
Key Assumptions 
Contractual obliga�ons and legisla�ve mandates underpin the forecas�ng process, with 
historical documenta�on and online budget books clarifying the specifics of these 
commitments. Mid-year reviews offer a structured opportunity to revise forecasts, requiring 
Commissioners Court approval for changes. 

 

Ensuring Conservative and Realistic Forecasts 
The budget office maintains conserva�ve and realis�c forecasts by me�culously documen�ng 
contractual and legisla�ve obliga�ons and by fostering open communica�on with departments 
to capture new agreements or changes impac�ng future fiscal years. 

 

Review and Revision Process 
An internal review by the Budget Officer and subsequent departmental consulta�ons address 
any uncertain�es in forecasts. Departments have access to historical and baseline budget data, 
facilita�ng a comprehensive understanding of fiscal posi�oning. While there is no formal 
external review process, departmental feedback is integral to adjus�ng baseline budgets 
throughout the budget cycle. Ongoing monitoring and monthly financial reviews ensure 
con�nual alignment with fiscal reali�es and strategic priori�es. 

 

Budget Review and Approval 
Internal Review Process 
The internal review process for budget requests is a mul�-step procedure designed to ensure 
that all submissions are thoroughly evaluated for completeness, strategic alignment, and fiscal 
responsibility: 
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1. Departmental Review: Each department conducts an ini�al review of its budget 
requests to confirm alignment with departmental goals and opera�onal needs. Once 
approved internally, the Budget Detail Form is submited to the Budget Office for further 
evalua�on. 
 

2. Budget Office Evalua�on: The Budget Office staff reviews each submission for 
completeness and alignment with countywide strategic priori�es. This review includes 
assessing the necessity, efficiency, and poten�al impact of each request. The Budget 
Office determines which requests will be recommended for presenta�on to the Budget 
Execu�ve Team. 
 

3. Prepara�on for Presenta�on: Departments with requests recommended for 
presenta�on will prepare their case using a template provided by the Budget Office, 
ensuring consistency and clarity in presenta�ons to the Budget Execu�ve Team. 
 

4. Presenta�on to Budget Execu�ve Team: Scheduled from June 13 to 17, 2024, 
departments will present their budget requests to the Budget Execu�ve Team, receiving 
feedback and sugges�ons for further refinement. 
 

5. Final Budget Office Review: Incorpora�ng feedback from the Budget Execu�ve Team, 
the Budget Office finalizes its analysis and prepares the proposed budget for 
distribu�on. 

Public Review and Input 
The process for public engagement and input into the budget process includes: 

1. Proposed Budget Distribu�on: On August 30, 2024, the Budget Office distributes the 
proposed budget to Commissioners and departments for review, ensuring transparency 
and offering an opportunity for final comments and adjustments. 
 

2. Finaliza�on and Adop�on: A�er a period of review, the budget is finalized on 
September 6, 2024. A Special Called Mee�ng of the Commissioners Court on August 30, 
2024, is set for the formal adop�on of the budget and the tax rate, incorpora�ng all final 
adjustments and recommenda�ons. 

Final Approval 
The final approval process involves: 
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1. Proposal by Budget Office: The Budget Office, as the primary evaluator, proposes the 
finalized budget to the Commissioners Court, summarizing the analysis, 
recommenda�ons, and any significant changes from the original submissions. 
 

2. Commissioners Court Review and Approval: The Commissioners Court, vested with the 
authority to approve the budget and tax rate, reviews the proposed budget. This body 
may request further adjustments or clarifica�ons before proceeding to a formal vote for 
adop�on. 
 

3. Budget Adop�on: Upon approval by the Commissioners Court, the budget is officially 
adopted, marking the culmina�on of the internal review, public input, and final approval 
processes. 

 

This structured approach ensures a comprehensive evalua�on of budget requests, meaningful 
public engagement, and a transparent final approval process. The involvement of the Budget 
Office, Budget Execu�ve Team, and Commissioners Court underscores the collabora�ve effort to 
align the budget with Dallas County's strategic priori�es and fiscal responsibili�es. 

Budget Execu�on (to be inserted in next version) 
Fund Alloca�on 
Monitoring and Repor�ng 
Budget Adjustments 
 
Appendix 
Defini�ons 
Urgency Levels Definitions and Criteria 

• Immediate (Cri�cal): 
o Defini�on: Requests that must be addressed as soon as possible to meet legal or 

regulatory requirements, ensure safety, prevent service disrup�on, or respond to 
unforeseen emergencies. These are non-nego�able needs that, if unmet, could 
significantly impact county opera�ons or public welfare. 

o Criteria: 
• Legal or regulatory compliance mandates immediate ac�on. 
• Essen�al for maintaining public safety or security. 
• Cri�cal to preven�ng the disrup�on of essen�al services. 
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• Required to address unforeseen emergencies or cri�cal situa�ons. 
 

• High: 
o Defini�on: Requests important for the near-term achievement of strategic 

objec�ves or significant opera�onal improvements. These are priori�zed to 
enhance service delivery, improve efficiency, or support new ini�a�ves that have 
a direct impact on county goals. 

o Criteria: 
• Supports key strategic ini�a�ves with defined outcomes. 
• Addresses high-priority opera�onal inefficiencies or gaps in service 

delivery. 
• Necessary for the implementa�on of approved projects or programs 

within the next fiscal year. 
• Has a significant impact on service quality or departmental performance. 

• Medium: 
o Defini�on: Requests that contribute to ongoing opera�ons and the gradual 

achievement of strategic goals. These requests are important for long-term 
planning and con�nuous improvement but can be deferred without immediate 
adverse effects. 

o Criteria: 
• Supports medium-term strategic goals or opera�onal improvements. 
• Enhances or expands services in alignment with departmental plans. 
• Contributes to the efficiency or effec�veness of opera�ons with a 

moderate impact. 
• Can be scheduled based on available resources and priori�es. 

• Low: 
o Defini�on: Requests that, while beneficial, are not urgent and have minimal 

impact on immediate service delivery or strategic objec�ves. These can be 
considered for future planning and addressed as resources permit. 

o Criteria: 
• Offers marginal improvements to opera�onal processes or service 

delivery. 
• Supports long-term goals or ini�a�ves without immediate deadlines. 
• Impact on departmental performance or service quality is limited. 
• Flexibility in �ming or implementa�on based on resource availability. 
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