
 
 

 
 

 

 

 

 

 
 
 
 
 
 

 

 
 

 

 

 

 

United States Department of Agriculture 

Rural Development 
Business Center 

DATE: July 29, 2021 

Chief Financial Officer 

4300 Goodfellow Blvd 
St. Louis MO 63120 

Voice 314.457.4150 
Fax 844.539.5800 

TO: Agency Administrators 
State Directors 
National Office Officials 
Associate Enterprise Directors 

FROM: Tony Bainbridge              /s/ Tony Bainbridge 
Chief Financial Officer 

 
SUBJECT: Fiscal Year 2022 Proposed Administrative 

Budget Spend Plan Submission 

This memorandum requests that State and Headquarters (HQ) organizations develop and 
submit a proposed Fiscal Year (FY) 2022 spend plan by August 31, 2021. When preparing 
your proposed FY 2022 spend plan, please consider the following: 

1. Determine essential travel needs during the first and second quarters while staff 
gradually return to the office during the transition from the current operating posture 
imposed because of the COVID-19 pandemic to a more normal posture. 

2. Identify the needs of all employees assigned to a Rural Development (RD) office, 
regardless of their current telework status. Remote employees will be included in the 
request submitted by their HQ organization (see table below for additional 
information). 

3. Your organization’s FY 2022 Annual Training Plan (ATP) must be included within 
your proposed spend plan. The amounts on the ATP must tie directly to what are 
recorded as Supplemental Budget Requests in the spend plan. The Associate 
Enterprise Director (AED) will need to create a supplemental request for all 
conferences, training events, and mission-related large group meetings because they 
cannot be included in your base budget request. This data call will be released shortly 
and your responses will be compared to your spend plan to ensure alignment with 
requested and budgeted amounts. 

4. Funds for office modifications needed to comply with mandated COVID-19 
requirements must be recorded as Supplemental Budget Requests in the spend plan. 

 
 
 
 

 
 

EXPIRATION DATE: 
July 31, 2022 

FILING INSTRUCTIONS: 
Administrative/Other Programs 

USDA is an equal opportunity provider, employer, and lender. 
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Because operations in FYs 2020 and 2021 have been constrained by the COVID-19 mandated 
operating posture, actual performance in those years is unlikely to accurately reflect organization 
needs in FY 2022. Therefore, Budget Analysts (BA) will provide to AEDs Status of Funds reports 
from FYs 2019, 2020, and 2021 (through Quarter 3) as a guide to determine estimated FY 2022 
general support needs. 

As a reminder, final action on the FY 2022 budget request has not occurred and is unlikely to occur 
until after the proposed spend plans are submitted and consolidated. Furthermore, it is likely that RD 
will be operating under a Continuing Resolution (CR) during the first quarter of FY 2022, which will 
further constrain the available funding during that period. The proposed plans will be compared, in 
aggregate, to anticipated funding levels based on pending Congressional action, and adjustments will be 
proposed and made as necessary to ensure RD operates within its available funding levels. 

Please address the following items in your spend plan submissions: 

Budget Item States 
HQ 

Organizations Notes 
   

Printers/Copiers X  

 

 

State specific printer/copier contracts 

Training 
 

X 
 

X 

Employees within your reporting structure (e.g., 
training needs for Multi- Family Housing employees 
should be budgeted for by HQ) 

Office 
Equipment X X For example, includes headsets, monitors, calculators, 

desks, chairs, etc. 

Postage and 
Printing X X 

 

Office Supplies 

  

 

 

 

X X 

States: Budget for all employees physically reporting to 
a state/field office, regardless of reporting organization 
HQ: Budget for HQ employees and remote/virtual not 
physically located in a State or field office 

Travel 
 

X 
 

X 
Privately Owned Vehicle (POV) mileage and all 
Concur expenses should be included for employees 
within your reporting structure 

Note: Fleet, Stand-Alone Leases, and Laptop/Computer costs will be centrally managed. 

This year we are also requesting details regarding contracts, Interagency Agreements, Administrative 
Cooperative Agreements, or any other document for acquiring services and supplies from an outside 
source. List each item separately with its cost, purpose, and timing when you will need the funds. 
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AEDs and BAs will follow the budget instructions (Attachment 1) and will work with their respective 
States and HQ organizations to compile budget needs. Two separate Finance Office training sessions 
on August 3 and August 4 will provide further details on these instructions. 

AEDs must submit their proposed spend plans to the BAs by Tuesday, August 31, 2021. The 
Deputy Under Secretary for Rural Development (DUSEC) is responsible for reviewing and 
approving the final RD wide administrative budget spend plans for each State and HQ 
organizations. The Finance Office will allot funds after the DUSEC approval of the final spend plans 
within the constraints of the available funding, including during any CR period or while final 
apportionment approval from the Office of Management and Budget is pending. 

If you have questions regarding this guidance, please contact your AED or Linda Hamel, Director, 
Administrative Budget Division, Office of Budget and Policy, at linda.hamel@usda.gov or 
(314)457-4968. 

Attachments: 
Attachment 1 – FY 2022 Administrative Budget Submission Procedures 
Attachment 2 – FY 2022 Budget Spend Plan – State Template 
Attachment 3 – FY 2022 Data Gathering Lease Template 
Attachment 4 – FY 2022 Leasing Reporting Detailed Instructions 

Sent by Electronic Mail on July 30, 2021 at 11:56 am by the Office of Budget and Policy, 
Administrative Budget Division. Agency Administrators, State Directors, National Office Officials 
and Associate Enterprise Directors should advise other personnel as appropriate. 

mailto:linda.hamel@usda.gov


 

    

        

     

      

    

  

      

           

         

 

 

 

 

 

  

 

 

 

  

 

  

 

 

  

   

  

    

    

 

  

  

 

Attachment 1 

Administrative Budget Spend Plan Submission Process 

The Finance Office has developed a more streamlined approach for the annual budgetary 

spend plan submissions. Specifically, this request for Fiscal Year (FY) 2022 spend plans 

will fulfill two different data requests. These two data request amounts and details must 

correspond and accurately match from one document to the next. The two data requests 

are as follows: 

- Each organization’s FY 2022 spend plan; and 

- Each organization’s FY 2022 (ATP) identified events (the amounts on the ATP 

must tie directly to a Supplemental Budget request in the spend plan). 

The process begins with the assigned Budget Analyst (BA) using a FY 2022 base budget spend 

plan template for States (Attachment 2) and preparing a state-specific spend plan. For 

Headquarters (HQ) organizations, the BA will provide a unique spend plan for completion. The 

BA will input the FY 2021 approved base budget by Budget Object Code (BOC), pulled from 

last year’s final spend plan, and will work directly with the Associate Enterprise Director (AED) 

with historical BOC expenditures because the past two years of actuals have been significantly 

affected by the COVID-19 restrictions and may not be directly relevant to FY 2022 planning.  

NOTE: It is extremely important that the AED or BA does NOT reformat, delete columns, 

add columns, hide columns, etc., to the State/HQ Organization FY 2022 Budget Template. 

The AED will be provided prior year Status of Funds reports, including FYs 2019, 2020, and 

2021 (through Q3), as a reference for the FY 2022 spend plan data and should work closely 

with their assigned organizational leaders to develop a proposed FY 2022 base budget spend 

plan. The spend plan draft will then be submitted by the AED to the assigned BA for review 

and finalization. Once all organizational budgets are received the Rural Development (RD) 

consolidated budget will be prepared and submitted to the Chief Financial Officer (CFO). 

The CFO will then review this consolidated budget and request potential adjustments as 

needed. Once finalized, the CFO will present a DRAFT FY 2022 Operating Plan to the 

Deputy Under Secretary for Rural Development (DUSEC) and potentially request adjustments 

as needed to fit within the Appropriation levels authorized by Congress or a Continuing 

Resolution (CR). 

Spend plans serve as a critical internal control activity to strengthen financial management 

operations. These spend plans document how organizations plan to obligate and/or expend its 

total anticipated budget authority over the course of the FY by quarter.  Spend plans serve as a 

baseline when funds become available for execution. Spend plans should also be routinely 

reviewed and periodically revised, as necessary, to account for actual operating levels that may 

change the expenditure plans in future months in order to stay within the given budget authority. 

The BA and AED will formally review the spend plans after each quarter with the State Director 

or organization leader to validate funds spent and any necessary reallocation of funds by BOC or 

quarter. 
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Attachment 1 

Organizations are requested to identify individual expenses by quarter with a description for 

each, to develop a spend plan that can be easily managed. Quarterly spend plans allow for 

better Agencywide financial decisions and more accurate financial reporting by identifying 

types of budget items and the timeframe needed.  The detailed spend plan ensures the funds 

are available to you through quarterly allotments and allows the Agency to better prioritize 

immediate needs throughout the FY. This level of planning and transparency will provide the 

DUSEC better Agencywide financial data to support funding and operational decisions when 

required, such as when RD must operate under a CR. 

Base Budget Request versus Supplemental Budget Request 

When completing the administrative budget spend plan submission, it may be difficult to 

delineate a base budget request versus a supplemental budget request. To assist with this 

determination, below is a definition of a supplemental budget request: 

A supplemental budget request is generally defined as a non-recurring unplanned expense 

that cannot be paid from the approved general support funds but is necessary to deliver the 

mission objectives. These may include car repairs, new support contracts, or specific 

action item that is critical to state or organization success. Supplemental requests also 

include large group conferences, events, or training that are included in the ATP, including 

national meetings, state meetings, group trainings and participation in large public 

sponsored events. 

Also, to assist with the determination, the guidance included in the ATP data call is provided 

again below for training and events: 

Base: 

- Mission essential conference or group training events hosted or attended by your 

organization 

- An employee traveling to a State Office or customer location to complete a specific 

work activity; i.e., internal control review and regulatory audits 

- Organizational meetings with no related travel expenses 

- Individual training 

- Outreach or mission related travel for same day return or overnight events 

- Small or specialized training local events such as the following: 

o West Virginia  State Housing Meeting    $6,000.00  

o Idaho    Energy Coordinator Training    $1,900.00  

o Georgia    Affordable Housing Coalition   $3,300.00  

o Maryland   Rural Maryland Summit    $1,151.00  

o CFO    St. Louis Chapter AGA    $5,700.00  

Supplemental: 

- Special Emphasis conferences and group training events;e.g., Blacks in Government, 

Federally Employed Women 

- Organizational meetings; e.g., State or Division meetings to discuss vision, strategic 

planning 
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Attachment 1 

Administrative BASE Budget Guidelines 

The annual spend plan submissions will require each organization within RD to plan for all 

FY 2022 expected funding needs with consideration for the following parameters:    

• 

• 

• 

• 

The annual spend plan for FY 2022 should be based on current needs to deliver all loan and 

grant programs effectively.  Approval of funding requests will be subject to availability of 

funds. 

The FY 2022 spend plans must be prepared using the FY 2022 Administrative Budget 

Submission Template and must be at the detailed BOC level (refer to the BOC Breakdown 

tab on the spend plan spreadsheet.) 

Planned expenditures by quarter is required.  When operating under a CR or limited budget 

availability, allotments will be based on immediate need or quarterly amounts. 

Performance award funding is not  included in the spend plan.  

• Detailed descriptions for non-routine expenditures such as contracts, Interagency 

Agreements (IAA), training events, etc. is critical to effective management and transparency 

of the annual budget and basis for critical needs review.  

• BOC 2100-Travel:  

1) Mission related travel other than large conferences and group training should be 

included in the base budget under the appropriate BOC. 

2) Large conferences and group trainings - budget needs should be submitted as 

supplementals. 

• BOC 2523-Tuition/Training: 

1) Individual Training - budget needs should be training costs on an individual level or 

through the employee’s respective Individual Development Plan (IDP) and should be 

included in the base budget. 

2) Group Training – budget needs for group training and conferences should be 

submitted as a Supplemental Budget Request and not included in the base budget. 

These cost items will be requested when a base budget has been formulated and 

approved.  

• BOC 2300-Leasing/Rent:  

1) Items such as meeting room rentals are non-lease budgetary needs and should only 

be included on the base budget template. 

2) Leasing – Stand Alone Leases are not included in General Support Budget Spend 

Plan because they are captured on the Data-Gathering leasing spreadsheet with the 

Co-Located and GSA Leases.  The leasing spreadsheet is provided as Attachment 3. 

Please complete and provide to the BA to upload to the ABB SharePoint site. 

3) Office moves – budget needs for office moves should not be included in the base 

budget but coordinated through the Chief Enterprise Office and a supplemental 

budget request submitted. 

• BOC 2500-Other: 

1) For Contracts and IAAs, please list each item separately along with identifying 

information in the detail column, such as contract number and vendor or the IAA 

number and trading partner. (Attachment 3: Contracts and Attachment 4: IAA’s) 
2) For Information Technology (IT) automation support, any budget needs should only 
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Attachment 1 

be included in the Technology Office budget submission. All other organizations are 

not to include any funding requests for IT automation support, which must all be 

considered through the Investment Review Board process. 

3) For Security Clearances, any budget needs should only be included in the Human 

Resources budget submission, which has an Interagency Agreement to cover this 

expense RDwide.  No other organizations are authorized to include any funding 

requests for Security Clearances. 

• BOC 3100-Equipment:  

1) For IT equipment, budget needs can only be for ancillary items that are not supplied 

by Technology Office (TO), such as monitors, phones, keyboards, etc.  

2) Do not include any funding requests for computer refresh, copiers, printers, 

scanners, or toner cartridges unless there are extenuating circumstances that 

will be addressed on a case-by-case basis by the TO with approval by CFO and 

Procurement Management Office. 

Administrative BASE Budget Template Guidelines 

Once these estimated needs are captured in the spend plan template and submitted for consolidation 

with all of RD operations, there may be adjustments necessary based on projected/actual 

appropriated funding levels enacted by Congress for FY 2022. The administrative budget template 

must be used by each organization for submitting the administrative BASE budget. A base budget 

request is based on recurring expenses necessary to deliver the loan and grant programs and support 

functions for management and staff.  

• For each planned expense that is not considered a supplemental budget request, please enter 

amounts and justification on a separate row on the Detail spreadsheet and specify the BOC and 

quarter in which it is planned to occur. 

Administrative SUPPLEMENTAL Budget Request Guidelines 

Supplemental budget requests for known items that meet the criteria defined in the definition 

below are to be included in the current budget data request.  All items are subject to approval 

and availability of funds.  Additional requests as they occur can be submitted through the BA 

throughout the FY. 

Administrative Budget Spend Plans (Attachment 2) 

The BA will provide the AED the FY 2022 Spend Plan template and previous years’ 
actuals reports to use as an historical reference, but the AED should request funds based 

on current needs.  The BA will manage the detailed spend plan entries and assist the AED 

with coordinating the budget summary that meets the FY 2022 needs by quarter. The 

State Spend Plan is Attachment 2 and each Headquarters Organization will receive an 
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Attachment 1 

individualized plan from the BA for their specific needs. Supplemental budget requests 

will be coordinated by the BA to alleviate any confusion on what is a base budget item 

and what is a supplemental expense. 

Planned Leasing Expenses (Attachment 3 and 4) 

For each State, the AED will need to complete a state-specific leasing expense spreadsheet 

(Attachment 3) with the leasing space costs for all offices where RD has a presence and makes 

lease payments. Offices on the spreadsheet should note where RD is lead, where RD is not the 

lead, where RD is a stand-alone office, and where RD leases General Services Administration 

offices. For lease-related expenses that are included on the data gathering spreadsheet, do 

not list them on the base/supplemental budget request spreadsheet. 

Please refer to Attachment 4 for the specific details on leasing. 

Budget Spend Plan Execution 

Quarterly spend plans are updated throughout the FY to provide additional transparency and 

clarification. The BAs will continually work with each State and organization AED to ensure all 

budgetary needs are met in a timely manner. The CFO allows BOC changes between quarterly 

reviews to accommodate any immediate needs that require movement of funds within the approved 

budget.  
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Cell A1 Enter the State Abbreviation

Cell B2
Leave blank for budget submission.  When notified of approved budget, enter the final 
approved budget amount.  

Remaining Cells The remaining cells on this tab have been locked.  

Column B
Enter your state or headquarter organization (i.e. Alabama would be AL; Rural Utilities 
Services would be RUS).

Column C
If you sub‐allocate funds to a field office or headquarter division, enter an abbreviated 
name; otherwise enter the same as for Org (i.e. Electric Program would be ELEC; Water & 
Environmental Programs would be WEP).

Column D Detailed Description (i.e. UPS; Stamps.com; Name of training travel; name of mission 
travel (site visit to XXX project); etc.  Supply breakdown is not necessary.  

Column E Enter the quarter you plan on spending to occur.

Colmnu F
Place your cursor in the cell.  Using the dropdown, choose the high level BOC Code.  See 
Definitions for a list w/descriptions.

Column G
Place your cursor in the cell.  Using the dropdown, choose either A for Actual or P for 
Pending.  All budget submissions should be Pending.

Columns H through 
W

Enter the amount in the appropriate BOC Column

1170 Overtime
2100 Travel (Concur, 2106 POV, 2162 MPOL, 2575 Tolls)
2300 Leasing (2340 Room Rentals). 
2320 Communications
2350 Postage (2240 Parcel Post ‐UPS; 2352 Postage)
2400 Printing

2500

Other (2540 Contracts (non‐IT ); 2550 Interagency Agreements (non‐IT ); 2559 
Reimburseable Agreements (non‐IT WCF ); 2560 IT Reimb Agreements (IT  WCF ); 2569 IT 
Service Contracts Non‐Federal; 2570 Miscellaneous Services; 2580 Fees; 2354 PO Box 
Rental; 4230 EEO Settlements)

2523 Tuition & Registration
2600 Supplies

3100
Equipment (2535 Office Equipment; 2539 Office Furniture; 3140 non‐capitalized 
equipment < $5,000)

Concur Mission 
Travel

Travel related to program delivery (i.e. site visits, meetings with lenders, etc.) and/or 
program outreach (event where RD has a presence as speaker and/or staffs a booth, or 
networking with RD partners, i.e. Rural Rental Association, Rural Water Association, 
Mortgage Brokers Association, Ag Trade Show, etc.).  Base budget only.

Local Travel
One day travel in which employee will claim POV mileage, parking, or toll charges that are 
reimbursed through WebTA. Base budget only.

Detail Tab

Org Summary Tab

BOC Descriptions

Travel Descriptions

Attachment 2



Event Travel

Conference and/or large meeting travel related to RD sponsored event or other entity 
sponsored that RD attends (i.e. State Director’s Meeting, Governance Board Meeting, 
NACS/NASP, Blacks in Government, Engineering Expo, etc.).  Could be included on the 
Annual Training Plan (ATP); usually includes WBS for all participants to use.  Single 
ownership of base budget or supplemental request with distributed WBS to attendees.

Concur Training 
Travel

Training related to specific Rural Development programs, other employee policy and 
procedure training, and other training offered by non‐Rural Development groups.  (i.e. 
Association of Government Accountants, Financial Management Training (FMT), Rural 
Housing Service (RHS) underwriting training, Financial Analysis Training, etc.).  Entity base 
budget or supplemental request by entity, or single ownership of base budget or 
supplemental request with distributed WBS to training users.

Attachment 2



9/28/2020

1150 - AWARDS 2500 - OTHER
1152 Cash and suggestion awards 2220 All Other Transportation of Things
1153 Other Awards 2222 Freight, express, drayage, and other local transportation

2354 P.O. Box rental

1170 - OVERTIME 2360 Rent - Equipment
2365 Office equipment - rental

1236 - PROFESSIONAL LIABILITY 2367 Other requipment - rental
2500 Other Services

2100 - TRAVEL 2510 Contract Services Performed by Other Fed Agencies
2100 Travel and Transportation of Persons 2514 Federal Protective Services (Security)
2106 Travel Reimbursement 2524 Security investigation charges
2110 Common Carrier 2525 Reimbursable Details
2111 Common carrier - domestic 2526 Representation Expenses - Field
2115 Common carrier - local transportation 2528 Health Units
2121 Mileage allowance - domestic 2531 Motor vehicles (includes tires, batteries, etc.)
2131 Domestic 2540 Contractual Services - Other (use for non-IT contracts)
2150 Other Travel 2546 Market Promotion Contracts
2151 Domestic 2550  Cooperative/IAA  Agreements  (use for non-WCF/GB)
2152 Foreign Travel 2552 Bad Debt Agreements
2155 TMC (Travel Management Center) Fee 2559 Reimbrseable Agreements (use for non-IT WCF)
2156 TAV (Travel Authorization Voucher) Fee 2560 IT Reimbrseable Agreements (use for IT WCF)
2161 Comm Car Rental less than 30 days 2569 IT Service contracts non-Federal (use for IT contracts)
2162 GSA Sedan rental (use for MPOL) 2570 Miscellaneous Services
2163 Comm Car Rental more than 30 days 2571 IT data acquisition
2164 Foreign Car Rental 2579 Legal Fees charged by OGC
2575 Other non-travel expenses (baggage, parking, ferry, tolls) 2580 Fees
2614 Gasoline 2581 Bank Service & Money Orders

2583 Administrative Management Fee

2300 - LEASING 2584 Bank Credit Card Fee
2311 Electricity & Overtime Electricity (server room) 2583 Fees-Admin Management
2312 Natural Gas 2586 Participation fees for participation in trade shows.
2313 Potable Water 2587 Consultant/Arbitrator Fees
2315 Trash Collection 4210 Insurance Claims
2319 Sewer 4220 Indemnities
2340 Meeting Room Rental 4230 Litigation & Fees
2341 Building Rental - GSA 4235 EEO Settlement
2342 Building rental - non-GSA

2511 Janitorial Services 2523 - TUITION
2533 Space (interior) - Alter, Repair, Maintenance 2523 Training, tuition, fees, etc. 
2534 Structure (exterior) - Alter, Repair, Maintenance

2600 - SUPPLIES

2320 - COMMUNICATIONS 2634 IT supplies
2320 Communications Services 2635 IT software - non-accountable (<$5,000)
2324 Computer Terminals 2654 Cost of paper
2336 Wireless Communication 2660 Subscriptions, Pamphlets, and Documents

2670 Supplies and Materials - General

2350 - POSTAGE and RELATED FEES 2671 Office - central supply stores 
2240 Parcel Post – UPS

2352 Postage Fees 3100 - EQUIPMENT WITH MAINTENANCE

2353 Messenger Service 2530 Repair, Alteration or Maintenance of Equipment, Furniture or Structures
2535 Office equipment

2400 - PRINTING and REPRODUCTION 2539 Office Furniture

2411 Short order (500 copies or less)
3140 Property/Furniture/Equipment Non-Accountable, Non-Sensitive, Non-
Capitalized (<$5,000)

2412 Printing and binding 3141 IT Hardware - Laptops, Non-Capitalized (<$5,000)
2420 Reproduction/Duplication 3150 Equipment (Other) - Accountable, Non-Capitalized (>$5,000)

3153 IT Hardware - Accountable, Non-Capitalized (>$5,000)
3154 Furniture and Fixtures (>$5,000)
3163 IT Hardware - Accountable, Capitalized (>$5,000)

4400 -REFUNDS
4410 Refunds

BOC BREAKDOWN
NOTE:  If a contract or IAA is NOT for support services, then use the BOC that represents what you are purchasing.  (Examples:  A contract for a vendor to provide 
training would go under 2523-Training and not under contracts.  A contract for Laptops would go under 3141-Laptops)

Attachment 2



Attachment 2

FY2022  BASE BUDGET
XX (State) Summary

Approved FY 2022 Base 
Budget

Difference

$0.00 $0.00

BOC Quarter
FY2022 BASE 

Actuals
FY2022 

Projections

Supplemental 
FY22 Actual 

Supplemental FY22 
Projections

$0.00 $0.00 $0.00 $0.00
1170‐1170 ‐ Overtime $0.00 $0.00 $0.00 $0.00
1170‐1170 ‐ Overtime Quarter 1 $0.00 $0.00 $0.00 $0.00
1170‐1170 ‐ Overtime Quarter 2 $0.00 $0.00 $0.00 $0.00
1170‐1170 ‐ Overtime Quarter 3 $0.00 $0.00 $0.00 $0.00
1170‐1170 ‐ Overtime Quarter 4 $0.00 $0.00 $0.00 $0.00
2100‐2100 ‐ Travel $0.00 $0.00 $0.00 $0.00
2100‐2100 ‐ Travel Quarter 1 $0.00 $0.00 $0.00 $0.00
2100‐2100 ‐ Travel Quarter 2 $0.00 $0.00 $0.00 $0.00
2100‐2100 ‐ Travel Quarter 3 $0.00 $0.00 $0.00 $0.00
2100‐2100 ‐ Travel Quarter 4 $0.00 $0.00 $0.00 $0.00
2300‐2311 ‐ Leasing  $0.00 $0.00 $0.00 $0.00
2300‐2311 ‐ Leasing  Quarter 1 $0.00 $0.00 $0.00 $0.00
2300‐2311 ‐ Leasing  Quarter 2 $0.00 $0.00 $0.00 $0.00
2300‐2311 ‐ Leasing  Quarter 3 $0.00 $0.00 $0.00 $0.00
2300‐2311 ‐ Leasing  Quarter 4 $0.00 $0.00 $0.00 $0.00
2320 ‐ Communication  $0.00 $0.00 $0.00 $0.00
2320 ‐ Communication Quarter 1 $0.00 $0.00 $0.00 $0.00
2320 ‐ Communication Quarter 2 $0.00 $0.00 $0.00 $0.00
2320 ‐ Communication Quarter 3 $0.00 $0.00 $0.00 $0.00
2320 ‐ Communication Quarter 4 $0.00 $0.00 $0.00 $0.00
2350‐2350 ‐ Postage & Related Fees $0.00 $0.00 $0.00 $0.00
2350‐2350 ‐ Postage & Related Fees Quarter 1 $0.00 $0.00 $0.00 $0.00
2350‐2350 ‐ Postage & Related Fees Quarter 2 $0.00 $0.00 $0.00 $0.00
2350‐2350 ‐ Postage & Related Fees Quarter 3 $0.00 $0.00 $0.00 $0.00
2350‐2350 ‐ Postage & Related Fees Quarter 4 $0.00 $0.00 $0.00 $0.00
2400‐2411 ‐ Printing  $0.00 $0.00 $0.00 $0.00
2400‐2411 ‐ Printing Quarter 1 $0.00 $0.00 $0.00 $0.00
2400‐2411 ‐ Printing Quarter 2 $0.00 $0.00 $0.00 $0.00
2400‐2411 ‐ Printing Quarter 3 $0.00 $0.00 $0.00 $0.00

Supplemental Budget

$0.00

FY2022 Projected/Actual 
Budget
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FY2022  BASE BUDGET
XX (State) Summary

Approved FY 2022 Base 
Budget

Difference

$0.00 $0.00

BOC Quarter
FY2022 BASE 

Actuals
FY2022 

Projections

Supplemental 
FY22 Actual 

Supplemental FY22 
Projections

Supplemental Budget

$0.00

FY2022 Projected/Actual 
Budget

2400‐2411 ‐ Printing Quarter 4 $0.00 $0.00 $0.00 $0.00
2500‐2540 ‐ Other/Contractractual Services $0.00 $0.00 $0.00 $0.00
2500‐2540 ‐ Other/Contractractual Services Quarter 1 $0.00 $0.00 $0.00 $0.00
2500‐2540 ‐ Other/Contractractual Services Quarter 2 $0.00 $0.00 $0.00 $0.00
2500‐2540 ‐ Other/Contractractual Services Quarter 3 $0.00 $0.00 $0.00 $0.00
2500‐2540 ‐ Other/Contractractual Services Quarter 4 $0.00 $0.00 $0.00 $0.00
2523‐2523 ‐ Tuition $0.00 $0.00 $0.00 $0.00
2523‐2523 ‐ Tuition Quarter 1 $0.00 $0.00 $0.00 $0.00
2523‐2523 ‐ Tuition Quarter 2 $0.00 $0.00 $0.00 $0.00
2523‐2523 ‐ Tuition Quarter 3 $0.00 $0.00 $0.00 $0.00
2523‐2523 ‐ Tuition Quarter 4 $0.00 $0.00 $0.00 $0.00
2600‐2671 ‐ Supplies $0.00 $0.00 $0.00 $0.00
2600‐2671 ‐ Supplies Quarter 1 $0.00 $0.00 $0.00 $0.00
2600‐2671 ‐ Supplies Quarter 2 $0.00 $0.00 $0.00 $0.00
2600‐2671 ‐ Supplies Quarter 3 $0.00 $0.00 $0.00 $0.00
2600‐2671 ‐ Supplies Quarter 4 $0.00 $0.00 $0.00 $0.00
3100‐3100 ‐ Equipment w/ Maintenance  $0.00 $0.00 $0.00 $0.00
3100‐3100 ‐ Equipment w/ Maintenance  Quarter 1 $0.00 $0.00 $0.00 $0.00
3100‐3100 ‐ Equipment w/ Maintenance  Quarter 2 $0.00 $0.00 $0.00 $0.00
3100‐3100 ‐ Equipment w/ Maintenance  Quarter 3 $0.00 $0.00 $0.00 $0.00
3100‐3100 ‐ Equipment w/ Maintenance  Quarter 4 $0.00 $0.00 $0.00 $0.00

$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00Total

Quarter 1 Total
Quarter 2 Total
Quarter 3 Total
Quarter 4 Total



Org Sub Org Detailed Description
(one amount per line) Qtr BOC STATUS OVERTIME 1170 TRAVEL Mission 

2100
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TRAVEL Event 2100 TRAVEL Training 
2100

TRAVEL Local 
2106 LEASING 2300 COMMUNICATION 2320 POSTAGE 2350 PRINTING 2400 OTHER 

Contracts 2540
OTHER Agreements 

2550
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OTHER Miscellaneous 
2500 TUITION 2523 SUPPLIES 2600 EQUIPMENT 3100 TOTAL

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
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Summary of Changes within this Leasing Data Gathering Spreadsheet:

Office Type of Office

Month & FY of 
the Planned 

Change Amount Detailed Explanation
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Instructions for Leasing Data Gathering Worksheets:
The Budget Oversight Branch (BOB) will be submitting the request for leasing funds to the Budget office again this 
year.  This workbook will be used to compile the required information the BOB will need to secure the leasing 
funding. In cases where an office is not a stand alone office the BOB will set up the POs for payments to lessors 
B1 should be the FundCenter to support the office you are inputting.
For each office where you make lease payments, list them separately on the tabs labeled Sheet 1, Sheet 2, Sheet 3 
and so on. -  Rename these tabs with the office name that matches what is entered in cell B2
If the office is Stand Alone  - Enter Y in cell B3, and enter the yearly information in B5.   Monthly information will 
If the office is not a stand alone office, enter the lead agency in cell B7.  Then enter the yearly lease amount for 
If the office is a RD Lead office, information must be entered in cells B11 through B17.  The monthly amounts will 
Enter Y/N in Cell B18 if there are Tenant improvements during the year.
If cell B18 is Y, then enter the amount of the Tenant Improvement in B19.  Estimate if necessary.  This can 
In cell B20 enter if the TI is amortized or a lump sum.
In Cell B21 enter the amount of any Ancillary Expenses Associated with planned TI or Office Moves
In Cell B22 Enter if the Ancillary Expense will be Amortized or Lump Sum
Answer the question in cell B23 regarding if the lease is in holdover or month to month status
Enter the vendor code in cell B24.  The vendor code is necessary for stand alone leases and RD lead leases.  Please 
In cell A27 enter any notes of any information regarding the lease changes throughout the year.  If you know that 
the lease is expiring or any lease amount changes enter this information in this section.  Also, if you know of any 
office moves, please enter any estimated costs dealing with the office moves that can't be funded through 
In Cell A31 - Is the office a full Service Lease (Are utilities and other maintenance items included)  Y/N   If the 
answer is No, complete the Lease Expenses Section  in cells B & C 34 - 39  If an amount is entered in "other", 
In cell B45 add the Expiration Date
In cell B46 add the total square footage for RD only
In cell B47 add the physical office address
If you have have more offices than tabs listed please copy the last tab.  Make sure you copy the whole tab, not 
just certain rows  and rename them accordingly.  All Offices, including GSA offices should show on a separate tab.
Name your spreadsheet with your State Abreviation XX FY 2022 Data Gathering Lease Template
On the  tab Labeled Lease Changes  - Please enter all changes on this tab.  This information should also be on the 
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Leasing Data Gathering Worksheet:

Office Identifier:(ex RD2DE07800) Sheet1
Office Name:(ex State Office)
Stand alone office, Y or N: (Yes or No only)

  If not stand alone skip to line 7
If stand alone enter the entire fiscal year lease amount:
Stand alone monthly amount (no entry is needed) - 

- 

- 

- 

- 

Lead Agency: (RD, FSA, NRCS, GSA)
  If lead is RD then skip to line 11

Amount RD owes the lead agency only for space for entire fiscal 
year:
Amount RD owes the lead agency only for space per month: (no 
entry is needed) Sheet1
If RD is the lead enter the lease amount only for space for the 
entire  fiscal year:
RD's portion for the year:
RD's portion per month (no entry is needed)
FSA's portion for the year:
FSA's portion per month (no entry is needed)
NRCS' portion for the year:
NRCS' portion per month (no Entry is needed)
Tenant Improvements (TI) in FY 2022 y/n
If TI Y, then Amount
TI Amortized or Lump Sum
Estimated Ancillary Expenses Associated with planned TI or 
Office Moves
Ancillary Expense  Amortized or Lump Sum

Is the lease in a "month to month" or "holdover" status, Y or N:
FMMI Vendor code of lessor (No vendor code needed for GSA 
Leases)

Please enter any pertinent notes such as if the rent is scheduled to change during the fiscal year or the lead is going to change…:

Full Service Lease Y or N:  
If N Complete below information
Lease Expenses (non-full service lease) FY 2021 FY 2022
Utilities (electric, water, sewer)
Custodial Services
Security Services (alarm systems or staff)
Outdoor Maintenance (snow removal)
On Site Storage
Other - Please explain

Total Expenses -$  -$  

Lease Expiration Date
Total Square Footage for RD Only
Physical Office Adress

Date of entry
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Planned Leasing Expenses 
 

 

 

 

 

 

 

 

 

For states, the Associate Enterprise Director (AED) will need to complete a state-specific Leasing 
spreadsheet with the space costs for all offices where Rural Development (RD) has a presence and 
makes lease payments.  Offices to include on the spreadsheet are offices where RD is lead, where 
RD is not the lead, where RD is a stand-alone office, and where RD leases General Services 
Administration (GSA) offices.  

For any headquarter organizations with leasing expenses, for such locations as St. Louis, the 
AED will need to complete this leasing spreadsheet as well.  This specifically applies to Chief 
Enterprise Office and the Chief Finance Office.  

The leasing costs that need to be captured in this spreadsheet include current rent, planned rent 
increases, add-on costs for non-full service lease agreements (utilities, snow removal, etc.), 
planned lump sum tenant improvements, planned amortized tenant improvements, planned office 
relocations, and the ancillary expenses associated with tenant improvement or office move 
(moving costs, furniture purchases, etc.)  Include only the costs for leasing of space in the top 
portion of the spreadsheet and complete the bottom section for leasing related expenses for leases 
that are non-full services leases.  For non-full services leases, provide estimates for both 2021 
and 2022 lease expenses.  

NOTE:  There are five new fields this year to be filled in when appropriate for each office. 
They are regarding tenant improvements (TI) and ancillary expenses for office moves or 
TI.  The ancillary expenses would be any additional costs that will be incurred as a result of 
the TI or office move that are not accounted for in the actual cost of the TI or move. 

Please remember to make notes in the field at the bottom of each page of the spreadsheet where 
it is appropriate to advise of future changes to the lease.  For example, the notes should indicate 
if the lease is expiring during the year, if the lead is changing hands, or increases or decreases in 
the dollar amounts, an office move is pending, etc.  There is also a tab labeled Lease Changes.  
Please enter all possible office changes for your State on this tab. 

NOTE:  Vendor codes are required for all stand-alone leases and leases where RD is the 
lead.  Vendor codes should be SAM.GOV records. 

No changes should be made to the spreadsheet’s template.  There are formulas used in the 
spreadsheet.  If any changes are needed, please contact Kim Fauth at 314-457-4122. 
Once the spreadsheet has been filled in and is ready to submit, the AED should send the 
spreadsheet to the respective Budget Analyst, who will work with the Budget Oversight Branch 
team, to review the Leasing Spreadsheet.  If there no changes needed, the Budget Analyst will 
upload to the SharePoint site. 

If updates are needed anytime throughout the year, please send the updated Leasing Spreadsheet 
with explanations of what has been updated to the Budget Analyst.  It is important to send this 
information as soon as you know of any changes. 
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