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FISCAL NOTE WORKSHEET MANUAL

Chapter 1

INSTALLATION & SETUP

How to download, install, setup, and begin work with the Fiscal Note
Worksheet program.

Introduction

This manual has been produced to help guide you in your work with Fiscal Note responses. The
worksheet and this manual were created in response to agency suggestions. Please continue to
use the “Worksheet Troubleshooting Memo” to report technical problems, ask questions, and
suggest enhancements. Additional manual sections, worksheet versions, and FAQ sheets will be
created as necessary.

A note of appreciation --thank-you all for your assistance in the creation of these forms. Your
survey responses, suggestions, and spreadsheet examples contributed greatly to their
development.

ICON LEGEND How to Use This Manual

r— Important information

Use the “icon legend” at left as a topical reference to sections in
this manual. The “important information” icon will appear beside
information key to your success with the program. Sections
¢ Troubleshooting containing step-by-step instructions for particular tasks will be
highlighted by the “instructions” icon. The “tips and tricks” icon will indicate areas that provide
formatting guidelines for working with the Excel worksheets and Word forms. The
“troubleshooting” icon will appear next to information about avoiding problems, interpreting
error messages, and recovering from mistakes.

Instructions

=2 Tips and Tricks
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Installation prerequisites

Microsoft Office Suite
The Fiscal Note Worksheet has been created using the automation features in the Microsoft

Office suite, which includes MS Word and Excel. To use the current version of the Fiscal Note
Worksheet program you must meet the following minimum requirements:

I~ Microsoft Office 2000 or better
I~ A “Medium” or “Low” macro security setting

"~ Macros enabled (instructions provided in setup section)

Downloading the installation file

The Fiscal Note Worksheet program will be available for download from a link on the Oversight
Division’s website homepage. To access the link and download the program, type the following
url in the address bar of your internet browser:

https:/ /legislativeoversight.mo.gov
Right click the Fiscal Note Template link.
Select “Save Target As...” (Internet Explorer) or “Save Link as...” (Chrome)

Browse to your download directory and click the “Saz¢” button

FISCAL NOTE INFORMATION - STATE AGENCIES

Fiscal Notes State Agencies
Legislative Oversight

Fiscal Note Template (Complete)

Figure 1: The Fiscal Note Template download page should have a similar appearance to the above figure, which is a screenshot of the download
provided in November 2019.

Don’t forget where you save your installation file!
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Installing the program

After you have downloaded your installation file, close your internet browser and any open

programs.
To open Windows Open Windows Explorer
Explorer, use my
favorite keyboard Browse to your download directory and double-click the
shortcut: OversightDocumentsDownload exe file.

Windows + E
Click “Unzip” to extract the installation files to the specified C:\
directory location. The C:\fnwork directory will be created for you.

Wwinfip Self-Extractor - FN'work_exe Ed

T o unzip all files in FNW ork.exe to the specified Urzi - .
folder prezs the Unzip buttan. a Afterl thi I thexiré'lcuoi
cornp CtCS, clc € LloSse

button. You’re now ready to
use the worksheet.

i

Fiun "%Wirgip
IInzip to folder:

Iﬁ Browse. . | Cloze

¥ Ovenite files without prompting Ahaut

Help

il

Files and forms included in the installation package
The c:\FNWork directory should include the following files.
C:\ FNWork

» Windows (C:) » fnwork i Sea

o~
Mame Date modified Type Size

7| 2020 FNWorksheet

| CommenthMemo

E’ Fiscal Mote Worksheet Manual
Fiscal Mote Worksheet Manual
M| OverviewQuestions

11:23 AM Microsoft Excel 97-2003 Worksheet 435 KB
(18/2018 12:46 PM Microsoft Word 97 - 2003 Document 44 KB

005 9:47 AM Microsoft Word 97 - 2003 Document 1,079 KB

12007 5:42 A
0/2002 5:43 A

(4/2019 4:00 PM Microsoft Word 97 - 2003 Document TOKB

M Adobe Acrobat Document 490 KB

=] readme Text Documnent 3KB
E’ StatementofNoChange Microsoft Word 97 - 2003 Document 33 KB
E’ Technicaltemo Microsoft Word 97 - 2003 Document 39 KB
E’ TroubleshootingMemo Microsoft Word 97 - 2003 Document &1 KB
T WorksheetTips Microsoft Word 97 - 2003 Document 178 KB

Note that the filenames, sizes, or last-modified dates may vary, but should be similar to this listing.
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=~ Itis good practice to routinely open and review the readme.txt file
for last-minute instructions and installation tips.

7~ The most current edition of this manual can be accessed by double-
clicking Fiscal Note Worksheet Manual.doc.

The FINWorksheet excel spreadsheet workbook contains the following worksheets:

Visible Worksheets

"Summary of Fiscal Impact"
"General Revenue"
"Federal"

”Local"
"Instructions"

Hidden Worksheets

"Local Sheet" & "Local Instructions'
”Fund"
"FedFund"

Purpose

Summarizes fiscal note worksheets
General Revenue fund costs by category
Federal fund costs by category worksheet
Local Fiscal Impact worksheet

Notes on filling out forms and worksheets.

(select Format, Sheet, Unhide from the menu)
Printable forms and instructions for local entities

Used in the creation of additional State Funds
Used in the creation of additional Federal Funds
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Word Documents

“OverviewQuestions.doc”
"CommentMemo.doc"
"TechnicalMemo.doc"
"StatementofNoChange.doc"
"TroubleshootingMemo.doc"
"WorksheetTips.doc"

“Fiscal Note Worksheet Manual.doc”

Program notes

Purpose

Specific questions and expanded fiscal analysis
Agency-recommended changes to bill

To report typos or inaccurate statute references
Updated Fiscal Note/no change on fiscal impact
Suggestions for future version of this workbook
Created to answer frequently-asked questions
This manual

7~ This workbook uses Visual Basic for Applications "code
behind forms."

7~ To view code or make minor changes, you must “unprotect”
the worksheets.

= To unprotect a worksheet, select Tools, Protection, Unprotect sheet... from the Excel menu

bar.

I~ Protecting worksheets allows you to tab between unlocked cells--all cells but data entry

cells remain locked.

= The worksheets in this workbook are NOT password protected. Leave the password
entry area blank when you re-protect the worksheets. (Lools, Protection, Protect sheet...)

Excel setup

You must enable macros in Excel in order to use these worksheets

and documents.

7~ From Excel's menu, select Tools, Macro, Security. Change the
settings to Medium. When project opens, choose the "Enable
Macros" option. (see Figure 8.)

| B3 Microsoft Excel

JEl\e Edit ¥iew Insert Format | Tools Data Utlities ‘window Help
D@H|@R Y|4 P v[.[@ > 78l @D 2
il = m » Macros.., Alb+FS

DRGNS . cord Mew Macro. ..

Figure 2: Adjusting macro secutity settings in Excel.
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Security

| Trusted Sources I

™ High. Only signed macros From krusted sources will be
allwed ko run. Unsigned macros are autormatically
disabled.

% Medium, You can choose whether or nat to run
potentially unsafe macros,

¢ Low {not recommended), ¥ou are not protected from
potentially unsafe macros. Use this setting onky if vou
have wirus scanning software installed, or you are sure
all documents you open are safe.

Mo wirus scanner installed.

0, I Cancel

Figure 3: Setting the macro security level to Medium in Excel.

Opening FNWorksheet.xls

Access the Fiscal Note Worksheet by double-clicking on the c:\FNWork\FNWorksheet.xls
filename in Windows Explorer or on the “Shortcut to FNWorksheet.xls” icon
on the desktop.

You will have to click the “Enable macros” button every time you open the
Fiscal Note Worksheet.

Microzoft Excel [ 7]

CAFNWarkiFMWorksheet, xls conkains macros,

Macros may conkain viruses, It is always safe to disable macros, but if the
macros are legitimate, wou might lose some Functionality.

Disable Macros Enable Macros Mare Info

Figure 4: Enabling macros in the Fiscal Note Worksheet.
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Chapter 2

GETTING STARTED

A Quick-Start guide to the Fiscal Note Worksheet.

Getting Help

There is more than one way to get help in the Fiscal Note Worksheet. Support resources
include those outlined in the bulleted list below as well as context-specific
comments provided directly on user forms and worksheets, tool-tips that pop-
up when you tab through the worksheets or hover your mouse over various
options, and information provided by pressing the F1 key or viewing the status
bar at the bottom of the Word forms.

Additional resources may be provided directly to you in the form of FAQs
(Frequently-Asked Questions documents) on the website or distributed via e-mail.

List of Support Resources

This manual, located at C:\FNWork\Fiscal Note Worksheet Manual.doc and accessible from
the “Main Menu” tab of the user form. Select “View Fiscal Note Worksheet Manual” option
and click the “OK” button. (see Figure 9)

[n]

The summary of instructions located on the user form’s “Instructions” tab. (see Figures 10 &
12)

The step-by-step worksheet instructions located on the “Instructions” Excel worksheet,
accessible via the “Instructions” hyperlinks sprinkled throughout the worksheets or from the
“Get More Detailed Instructions” button on the user form’s (summary of) “Instructions’ tab.
(see Figures 12,13, 14)

The Worksheet Tips and Tricks document, located at C:\FNWork\WorksheeetTips.doc and
accessible from the “Main Menu” tab of the user form. Select “View Fiscal Note Worksheet
Manual” option and click the “OK” button. (see Figure 9)

10
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)

= Use the “Create a Worksheet Troubleshooting Memo” option on the user form’s “Main

Menu” to request technical support, ask questions, report bugs, and suggest program
enhancement. (see Figure 9) E-mail the forms to the same place you send your responses:
fnote@mail.state.mo.us. A response will be sent as soon as possible.

™ Create Worksheet Troubleshooting Memao

™ view Fiscal Mote Worksheet Manual

™ view Worksheet Tips and Tricks Document

Ik

Figure 5: Supportt resources available from the "Main Menu.."

Menu Navigation

This version of the Fiscal Note Worksheet features a user form designed to assist you in the
completion of your fiscal note responses. The user form consists of five forms, each of which

can be accessed by clicking a tab at the top of the form.

Fiscal Moke Information | Create Additional Eederal Funds (Optional) | Create Additional Skate Funds (Cptionaly — Main Menu IInsl;ructions |

Figure 6: User form navigation via tabs.

Note that the user form defaults to Step 4 in the fiscal note response preparation process, which
corresponds with the “Main Menu” tab of the form. This is to ease navigation as you work with
the program. Once you have completed the basic three-step process of setting up your fiscal note

Fiscal Estimate Worksheet =1

COMMITTEE ON LEGISLATIVE RESEARCH
OVERSIGHT DIVISION
(573) 751-4143
Frote@mal. state.mo.us

Fiscal ake Information | Create Additional Federal Funds (Optional) | Create Additional Sate Funds (Optional)  Main Menu | instructions |

Step 4 Note: If this is the first time you have opened this project, please review the
“Instructions” tab and begin with Step 1 on the “Fiscal Note Information” tab.

Begin complation of the Fiscal Note Worksheat by selacting one of the Excel options and clicking " OK”. Navigate within the

spreadsheets or return to the "Main Menu” io selact additional aptions. Save rerponses from the “Main Manu" A complate

Fiscal Note response will include all of the items highlighted in red helow. E-Mail to fnote@mail.state.mo.us.

[~ Go to Excel Worksheets [~ Word Documents

 General Revenue |  Camplete Overview-Questions Section

" Feders| " Creats Comment Mema

Local " Create Technical Memo

© Create statement of Mo ch:
£ Summary of Fiscal Impact SIS R RS

~ save Incamplete workbook and " Create Worksheet Troubleshooting Memo
Close Application

" View Fiscal Note Workshest Manual

Save Completed Workbook and

Prepare for Response Sendout

" View Workshest Tips and Tricks Document

Version 4,1
11i6/02

“Exit"” button closes application without saving. X" in upper right
“hides™ farm. “Save" options are on the “Main Menu® tab.

Exit

Figure 7: The user form's "Main Menu."

response, you will spend most of your
time using the “Main Menu” form.

The first time you begin work with the
program, you should click the
“Instructions” tab to review a brief
summary of the form usage and the
fiscal note response  preparation
process. (see Figure 12)

11
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Fizcal Estimate Worksheet

Fiscal Moke Informnation ] Create Additional Federal Funds (Optional) ] Create Additional Skate Funds (Opkional) ] Main Menu  Instructions

Step 1

Step 2

{Optional)

Step 3

[Optional)

Step 4

COMMITTEE ON LEGISLATIVE RESEARCH

OVERSIGHT DIVISION
(5731 751-4143
Froke@mail stake.mo.us

: C].u:}: the ;'Coﬂmt Hﬁmﬁn'; \‘ah Enﬁr mq_u:esﬁ;d. data m the provided ce]js, then t].u:}: the
"Copy Information to Fiscal Note Worlizheet" button. Thiz information will be uzed
throughout the Fizcal Note Workzheet and any Word memos you access from the Main Menu.

Click the "Create AdditHonal Federal Funds" tab. A few select azencies require nwore than one
Federal fund; they MUST he created prior to state funds. I you do create additional fedaral
funds, leave the defauli "Federal” fund worlisheetblanle Iiwill remain on the Fircal Impact
Summary sheet with zero impact and your custom-created funds will display with correct
federal fund totals.

Click the "Create Additional State Funds" tab. General Eevenue has already been provided. IF
YOU NEED TO CREATE ADDITIONAL FEDERAL FUNDS, you MUST create them BEFORE
creating your state funds. Go to the " Create Additional Federal Fundsz" tah!

Click the "Flain Menu" tah. Begin completion of the Fizcal Note Worksheet by selecting the
“Summary of Fiscal Impact” option and clicking " OK". REeturn 1o the "Main Menu"™ to select
additional optons. A complete Fizcal Note response will include all of the items highlighted in
red on the "Main Menuw."

The "Main Menu™ tah alro includes options for zaving worksheets; creating the Comment,
Technical, Statement of Mo Change, and Worksheet Troublezhooting Memoz; and visewing a
Worksheet Tips document.

SAVE your documenis and close the application from the "Main Menu' tabh. The "Save
Completed Workhook and Prepare for Eesponse Sendout” option ereates a backup, deletes
unused sheets, and saves a final workhook for submission to the Oversight Division via e-mail
attachment. The " Overdew- Queztions" and other Word documents mustbe saved and
attached zeparately.

Wersion 4.1
1116102

"Exit™ button closes application without saving. X" in upper right Exit
“hides™ form. “Save™ options are on the “Main Menu™ tab.

Figure 8: The summary of instructions located on the "Instructions” tab of the user form.

If you click the “Get More Detailed Instructions” button, (see Figure 12 and 13)
you will be directed to the “Instructions” sheet in the Excel workbook. (see

Figure 14)

Figure 9: The “Get More Detailed Instructions” button on the user form’s “Instructions’ tab.

OVERSIGHT DIVISION |
Committee on Legislative Research
Room 132, State Capitol
Jefferson City, MO 65101 -
573.751-4143 _ MoimMenu |
fnote@mail. state.mo.us
Fiscal Note Worksheet I ions - & ¥ of Fiscal Impact T —
D1 Fiscal Mote Number--this data is entered from the "Fiscal Nete Worlsheet" tab
D2 Bill Number—this data is entered from the "Fiscal Wote Worksheet" tab
Type in the appropriate response.
D5 Original if this is the first time your agency has responded to this particular version of the proposal,
Revised if your agency is correcting a type or an errer in mathematics, etc.;
or if your agency is changing an earlier response it received or developed more up-to-date or accurate
information.
B7 Narae of agency--this data is entefed £ 8m the,'Fissal Mqte W orksh@Bt" tab
D7 Date worksheet is sent to Owersighf==this datetis ntetedifrom the "Fistal Mote Worksheet” tab.
B8 Narae of Division--this data is entfred frori e " Eleeal N8 Worksheet" tab.
D8 Phone number of fiscal note contact--this data is enfered from the "Fiscal Mote Worksheet” tab.
BO Analyst who completed the worksheet--this data is entered from the "Fiscal Note Worksheet" tab
D9 E-mail address of fiscal note contact—this data is entered from the *Fiscal Wote Workesheet" tab.
B10 Signature of analyst who completed the worlkshest.
Note: Typed name accepted in electronic copies with autherization.
D10 T this bill would not have a fiscal impact on your department, division, commission ot agency, "x" this bosx
B11 Authorized signature from your department or agency. May be the same as the analyst's signature,
depending on the designation by your agency director.
» [»1\ Summery of Fiscal Tmpact{_General Revenus £ Faderal £ Local hInstructions /"~ [

Figure 10: The "Instructions" sheet in the Excel workbook.
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Step 1

The “Fiscal Note Information” form
Click the “Fiscal Note Information” tab on the user-form.
Enter the requested data in the cells provided, tabbing between options.
Click the “Copy Information to Fiscal Note Worksheet” button.

The information you enter on the “Fiscal Note Information” form will be used throughout the
Fiscal Note Worksheet and any Word memos you access from the user form’s “Main
Menu.”

Fizcal E stimate Worksheet E=
COMMITTEE ON LEGISLATIVE RESEARCH

OVERSIGHT DIVISION
(573) 751-4143
frote@mail. skate. mo.us

Fiscal Mate Infarmation |Create Additional Federal Funds (Optional) | Create Additional State Funds (Dptional) | Main Menu | Instructions I

Step 1
Enier requesied data in the following cells, then click the " Copy Information to Fiscal Note Worksheet" bution. This
information will he used throughoui the Fircal Noie Worlisheet and any Word memosz you accesz from the Main Menuw

— Contact Information

égency:I Legislative Ressarch Telephone Numher:I {573) S26-1280
Qi'i?isiun:I Owversight Division E—Maﬂ AddrBSS:I jdoei@mail state.mo,us
Analxst:I John Dae Approval Signature:I Jane Smith
— Type of Fiscal Noke
* Driginal  Revised Date Cnmpleted:I 11/20{2002
r— Fiscal Mote Information
Fiscal Hute:I 1234-12 " No Impact on Agency
Eﬂl:I HELISS I" No Local Fiscal Impact

HNote: fhoth of the "No Impact™ options are checked, you only need to complete and send the "Summary of
Fizeal Impact” and " Overview- Questions" worksheeis.

Copy Information to Fiscal Mote Worksheet

[ Click this button only once unless changes are made. |
‘Wersion 4.1 "Exit™ button closes application without sa¥ing. "%~ in upper right Exit |

11/ai02 "hides" form. "Save™ options are on the "Main Menu" tab.

Figure 11: Filling out the "Fiscal Note Information" form.

Note that the “Date Completed:” text box defaults to the current date, which can be changed if
necessary. When the worksheet is saved and then later re-opened, the data originally entered from
this location will be reloaded into the form for update, if necessary. The “Copy Information to
Fiscal Note Worksheet” button should only be clicked if any of this information changes.

If both the “No Impact on Agency” and the “No Local Fiscal Impact” checkboxes are checked,
only the “Summary of Fiscal Impact” worksheet and the “Overview-Questions” document need
to be completed for a complete response.
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Once the “Copy Information to Fiscal Note Worksheet” button has been clicked, contact
information is automatically loaded into the “Summary of Fiscal Impact” worksheet (see below.)
The “Fiscal Note:” and “Bill:” information is also copied to appropriate locations throughout the
other Excel worksheets. You can navigate to the worksheets by clicking the “x” in the upper,
right-hand corner of the user form or by selecting the “Main Menu” tab, clicking the “Summary
of Fiscal Impact” option button, and clicking the “OK” button. Either option hides the user form

and brings the Excel workbook and its worksheets into focus.

£ l b | b L |
FISCAL ESTIMATE WOREKSHEET FISCAL NOTE:]|1234-12
OVERSIGHT DIVISION (573)751-4143 EILL NO: HE 123
FAX (573)751-7681 Instructions

SUMMARY OF FISCAT IMPACT
Type of Fiscal Note Response: Criginal

Apgency: Legslative Eesearch Date: 1172002002
Dirrizion: Owersight Division Telephone: (373 526-1280
Preparer: John Doe E-Mad Address: jdoeifmail state ma us
Preparer's Signature: John Doe Mo Impact on Agency:

Approval Signature: Jane Smith Mo Local Fiscal Impact:

Mote: if both of the "no inpact” lines are checked, you only need to complete the "Summary of Fiscal Impact”
and "Owerview-Cuestions" worksheets. 5

IIain Menu
Create and cornplete separate worlisheets for each state fund affected.

Figure 12: Information copied from the "Fiscal Note Information" form to the "Summary of Fiscal Impact" worksheet.

Note that you can return to the user forms at any time by clicking the “Main Menu” buttons
provided on the worksheets.

Step 2

The “Create Additional Federal Funds (Optional)” form

Click the “Create Additional Federal Funds (Optional)” tab on the user-
form. (see Figure 17)

Click the “Create Federal Fund” button. (see Figure 18)

When prompted, enter an appropriate name. The name should contain less than 20 characters
and should not contain any special characters, like brackets, quotation marks; ...

This step is entirely optional depending on your agency’s need to track separate federal funds. If
you need to create additional federal funds, however, they MUST be created prior to any
additional state funds. This is to ensure that fund information calculates and updates correctly on
the “Summary of Fiscal Impact” worksheet. (see Figure 19)

If you do create additional federal funds, leave the default “Federal” fund blank. It will remain on
the “Summary of Fiscal Impact” worksheet with zero impact and your custom-created funds will
display with correct federal fund totals.

14
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Siscal Mote Information  Create Additional Federal Funds (Optional) ]Create Additional Skate Funds (Dptional) ] Main Menu | Instructions

Step 2

Create Additional Federal Funds

A Few select agencies require more than one Federal fund; the "Create Federal Fund” button can be
used to create additional funds. IF you do create additional federal funds, leave the default "Federal™
fund worksheet blank. It will remain on the Fiscal Impact Summary sheet with zero impact and your
custom-created funds will display with correct federal fund totals.

Create and complete separate worksheets for each federal fund affected.

Create Federal Fund

Figure 13: The "Create Additional Federal Funds (Optional)" form.

wcies require more than one Federal fund; the "Create Federal Fund"
Iditional funds. IF vou do create additional federal funds. leave the
funds will
Enter a Fund Mame of less than 20 characters. {Ex.
lete sepal [Medicaid Match) DO MOT USE SPECIAL CHARACTERS
LIKE'

Medicaid Match|

(o] 4 ] Cancel

Figure 14: Naming the new federal fund.

ESTIMATED NET EFFECT ON FEDERAL FUNDS

Federal Funds £0 £0 F0

Medicaid hatch R0 R0 £0

b [ M]" Summary of Fiscal Impact { General Reverue / Medicaid Match f Federal  Local £ Instructions /
Figure 15: The federal fund "Medicaid Match" on the "Summary of Fiscal Impact" worksheet. Note the “Medicaid Match” fund worksheet tab.

Create as many federal funds as you will need for this fiscal note response before moving on to
the next step.
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Step 3

The “Create Additional State Funds (Optional)” form

Click the “Create Additional State Funds (Optional)” tab on the user-form.
(see Figure 20)

Click the “Create State Fund” button. (see Figure 21)

When prompted, enter an appropriate name. The name should contain less than 20 characters
and should not contain any special characters, like brackets, quotation marks; ...

This step is entirely optional depending on your agency’s need to track separate state funds. If you
need to create additional federal funds, however, they MUST be created prior to any additional
state funds. This is to ensure that fund information calculates and updates correctly on the
“Summary of Fiscal Impact” worksheet. (see Figure 22)

cal Mote Infarmation | Create Additional Federal Funds (Optional)  Create Additional State Funds (Optional) Imain Meru |

Step 3

— Create Additional State Funds

Create additional state fund worksheets by clicking the "Create State Fund” button and following
prompts. General Revenue has already been provided. IF YOU NEED TO CREATE ADDITIONAL FEDERAL
FUNDS, you MUST create them BEFORE creating your state funds. Go to the "Create Additional Federal
Funds™ tab!

Create and complete separate worksheets for each state fund affected.

Create State Fund

Figure 16: The "Create Additional State Funds (Optional)" form.

nput______________ KR

Enter a Fund Mame of less than 20 characters, {Ex. PR
Fees or Highway) DO MOT USE SPECIAL CHARACTERS
LIkE'

IHighwa':.fl

(0] 4 I Zancel

Figure 17: Adding a new state fund named "Highway".
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Fringe Benefits $0 30 30
FISCAL ESTIMATE WORKSHEET FISCAL NOTE: 1234-12
BILL: HB 123
FUND: Highway

FUND COSTS BY CATEGORY

}lH,?\. Summarsy DF Fiscal Impact General Revenus % Medicaid Match }\nghway Federal ELu:u:aIE Instructu:uns .,_" 1N

Figure 18: The newly-created "Highway" state fund wotksheet.

ESTIMATED NET EFFECT ON STATE FUNDS

Fund Affected FY 2004 FY 2005 FY 2006
General Revenue £0 £0 £0
Highway b0 F0 Fo
Total Estimated MNet Effect on
All State Funds %0 %0 50

ESTIMATED NET EFFECT ON FEDERAL FUNDS

Federal Funds F0 F0 F0

Medicaid Match £0 £0 F0

» [ M Summary of Fiscal Impact / General Reverue 4 Medicaid Match £ Highway  Federal # Local £ Instructions [/ I4 i

Figure 19: The newly-created "Highway" state fund on the "Summary of Fiscal Impact" worksheet.

Create as many state funds as you will need for this fiscal note response before moving on to the
next step.

Step 4

The “Main Menu” form
Click the “Main Menu” tab on the user-form. (see Figure 24)

Choose the appropriate option and click the “OK”” button.
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Fiscal Estimate Worksheet l

COMMITTEE ON LEGISLATIVE RESEARCH

OVERSIGHT DIVISION
(573 751-4143
Frote@mail.state.mo.us

Fiscal Mote Information I Create Additional Federal Funds (Optional) I Create Additional Skake Funds (Optional)  Main Menu | Tnstructions

Step 4 Mote: IFf this is the first time you have opened this project, please review the
“Instructions™ tab and begin with Step 1 on the “Fiscal Mote Information" tab.

Begin completion of the Fizcal Note Worksheet by selecting one of the Fxcel options and clicking " OK". Navigate within the
spreadsheeiz or return to the "Main Menu™ o zelect additional options. Save responzez from the "Main Menuw." A complete
Fizcal Mote response will include all of the items highlighted in red helow. E-Mail to fnotei@mail.state. mo.us.

— o to Excel Worksheets

— Word Documents

" {General Revenue |
" Federal
" Local

™ Summary of Fiscal Impack

» Complete Owerview-Cuestions Seckion
' Create Comment Mama
" Create Technical Memo

" Create Statement of Mo Change

- Save Incomplete Workbook and ™ Create Worksheet Troubleshoating Mema

Close Application
€ Wiew Fiscal Mote Worksheet Manual
Save Completed Workbook and

Prepare for Response Sendout
L k 1 Wiew Warksheet Tips and Tricks Document

0K 8] 4

Wersion 4.1 “Exit" button closes application without saving. "x" in upper right Exit |
11/6/02 “hides" form. "Save" options are on the "Main Menu™ tab.

Figure 20: The "Main Menu" form.

Note that a complete fiscal note response will include all of the items highlighted in red on the
“Main Menu” form.

Working with the various worksheet and document options available from the “Main Menu” will
be covered in more detail in the next chapter, “Completing a Fiscal Note Response.”

Save Options on the Main Menu

=~ The “Save Incomplete Workbook and Close Application”
option prompts for a filename and saves your incomplete
workbook in the C:\FNWork directory.

7~ The “Save Completed Workbook and Prepare for Response

Sendout” option prompts for a filename, saves a backup copy

of the file with the prefix “bk”, deletes unused worksheets, and saves a final workbook
without the unused worksheets for submission to the Oversight Division.

=~ The “Overview-Questions” document and other Word memos must be saved and
attached separately. Completed responses should be e-mailed to fnote@mail.state.mo.us.
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Chapter 3

COMPLETING A FISCAL NOTE RESPONSE

The Fiical Note Wrkksheet from start 1o fnish

Completing Fund Costs by Category Worksheets

Note that these cell-by-cell instructions apply to the Federal and General Revenue fund costs by

category worksheets as well as any additional

Fund Costs by Category -the Personnel page

federal or state fund worksheets you have created.

slB|c|D|E|F|G|H|N|o|o/r| s |T|ulv|w] x [v|z|as]aB| T
LFISCAL ESTIMATE WORKSHEET FISCAT WOTE: 1234-12
| 2 | : BILL: HB 123
EN Main Menu | FUND: General Revenue
i FUND COSTS BY CATEGORY
6
| 7 |Expenditure by Category FTEs Anmal FY 2004 FY 2005 FY 2006
2 | Personnel by Position Salary
9 |Engmeer I 2 536,000 F61,500 £75,645 £77.536
10 O Effective Date Adjustment E0
Salary adjusted to reflect 10 —
manths (*10/12) in accordance
i §0 with an effective date of August —m
28, Adjust F lat Flect
12 £0 e e | 80
13 $0 NECESSArY. $U
44 LS o it L

Figure 21: The top of the Personnel page of the General Revenue Fund Costs by Category worksheet.

Note the pop-up help that appears as you tab from cell-to-cell.
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The Personnel fund costs by category page must be completed for each fund type. General
Revenue, Federal, and Local funds have been created for you. Additional funds should be created
from the appropriate tabs on the user form’s “Main Menu.”

Cell

ABI1

AB2

AB3
A9

N9

Q9

Contents (Note: Refer to Figure 25 on the previous page)

Fiscal Note number —appears on the request sent to your agency from the Oversight
Division.

Bill number in format HB or SB xxx —if the legislation is not a draft, will appear on the
request sent to your agency from the Oversight Division

Fund Type (i.e., General Revenue, Highway, Federal, Other, etc.)
Enter Job Titles, separating by each program or component of the bill.
Enter number of Full Time Equivalents (FTE's) needed.

Enter current annual salary for the Job Title. Use amount which realistically reflects
planned expenditures (i.e., entry-level salary range). Use inflation factor to calculate
projected salaries. If the number of FTEs for a Job Title will vary from year-to-year, enter
the Job Title as many times as necessary to specify costs for the Job Title for each fiscal
year. For example:

Position FTEs Salary FY 2004 FY 2005 FY 2006
Cletk/Typist I 4 $12,660 $52,896

Cletk/Typist I 2 $13,284 $29,016

Programmer 1 $32,998 $34,488

Engineer 2 $36,000 $61,500 $75,645 $77,536

When calculating salaries an inflationary factor of 2.5% should be applied to all three fiscal years
indicated. (If the proposed legislation contains an emergency clause which would make it
effective during the current fiscal year, the inflationary factor would not be applied to the current
fiscal year) When calculating equipment and expense an inflationary factor of 3% should be
applied only to the second and third fiscal years indicated. OA guidelines for equipment and
expense costs should be used for the first fiscal year. Please check OA - Budget and Planning's
instructions for completing budget requests for inflation factors for some specific items.

U9

Y9

ACY

Enter cost for each Job Title for the first fiscal year indicated. (NOTE: Unless the
proposal has an effective date which dictates otherwise, this column will represent ten
months of a fiscal year. Prorate the amount accordingly.)

Enter cost for each Job Title for the second fiscal year indicated.

Enter cost for each Job Title for the third fiscal year indicated.
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For the following cells, refer to Figure 26 below.

U33 Row Total salaries for fiscal years indicated.
U34 Row The product of Salaries times the Fringe Benefit percentage (40.47%) for the
fiscal years indicated.
33 |Total Salaries $61,500 $75,645 $77,536
34 |Fringe Benefits $22.552 $27.739 $28,432

44 M Summary of Fiscal Impact

Figure 22: The bottom of the Personnel page of the General Revenue fund costs by category worksheet.

Fund Costs by Category -the Equipment and Expense page
T e TMANT Sl e N r T R be 5 SRR Bpoe S

T

% General Revenue ¢/ Medicaid Match £ Highway /£ Federal £ Local £ Instructions £ |

SLM |13/ =] =ROUND((N437C43771.0371.03 0770
sAlBlclplE|F|elm |W|olglr|s|Tlulviw] x |v|z|aa]aB] AC AHAT|ATARATA
| 35 [FISCAL ESTIMATE WORKSHEET FISCAL NOTE: 1234-12
| 36 | BILI: HB 123
| 37 | FUND: General Revenue
| 39 | FUND COSTS BY CATEGORY
40
| 41 |Expenditure hy Category Units Unit FY 2004 FY 2005 FY 2006
42 Equipment by Item Cost
43 |Computer and Monitor 2 53,000 56,000 $U|°l.03*1.03,0)*0
44 50 $0 50 Enter item cost For Fiscal vear in
45 &0 %0 &0 which it will be purchased, Prorate
cost only if it will be leased or
46 50 £0 £0 rented For part of the year.
Mulkiply F la by O ik ill
47 $0 £0 £0 NOT bi purchased in this Fiscal
48 $0 £0 %0 wear, Apply inflationary Factor of
49 $0 $0 $0 % tovyears 2 &3,
= it it it gL !

Figure 23: The top of the Equipment and Expense page of the General Revenue fund cost by category worksheet. Note the formula bar, where the

formula is being multiplied by zero to reflect the fact that equipment for these positions was purchased previously.

Cell Contents

A43

N43  Enter number of item needed.
Q43 Enter unit cost for each item listed.
U43

Enter description of item, separating items by each program or component of the bill.

Enter cost of item only for fiscal year in which item is to be purchased. Do not prorate

cost of item unless item will be leased or rented for just part of a fiscal year.

Multiply the formula by 0 if the item will not be purchased in this fiscal year. Apply the

inflationary factor of 3% to years 2 and 3.

21



FISCAL NOTE WORKSHEET MANUAL

For the following cells, refer to Figure 28 below

A57 Row Total equipment cost for fiscal year in which item is to be purchased.

A59 Enter type of expense (e.g, training, telephone, copy machine, office supplies,
etc.) for fiscal year in which expense is to be incurred.

N59 Enter number of item needed.

Q59 Enter unit cost for each item listed.

U59 Row Expenses for fiscal years indicated.

A73 Row Total expense for second fiscal year indicated.

A74 Row Total equipment and expense for fiscal years indicated.

u75 Enter local assistance the state would pay for first fiscal year indicated.

Y75 Enter local assistance the state would pay for second fiscal year indicated.

ACT5 Enter local assistance the state would pay for third fiscal year indicated.

AT6 Specify type of "Other Cost".

u76 Enter "Other Costs" for first fiscal year indicated.

Y76 Enter "Other Costs" for second fiscal year indicated.

AC76 Enter "Other Costs" for thitd fiscal year indicated.
57 |TOTAL EQUIPMENT $6.000 | 50 | £0
58 |[Expenses Units| Unit Cost
59 [Training 2 $1,200 $2,000] $2,472 $2,546
60 $0 Expense adjusted to reflect $0 $0
61 t0 10 months (*10§12) in t0 &0

accordance with an
&2 0 effective date of August £0 F0
26, Adjust Formula b

63 50 reflect lgsrrecéin;tfnbzr of 50 50
£ %0 maonths if necessary, %0 E0
65 £0 $0 £0 £0
66 $0 $0 $0 $o
67 £0 $0 £0 0
68 £0 $0 £0 £0
69 £0 50 £0 £0
70 £0 $0 £0 0
71 £0 $0 £0 £0
72 £0 $0 £0 £0
73 |[TOTAL EXPENSE £2.000 Fe472 £2,546
74 |[TOTAL EQUIPMENT AND EXPENSE £8,000 F2.472 £2.546
44w wl  Summary of Fiscal Inpact % General Revenue ;. Medicaid Match ,(Highwav A Federal ,ﬁ_ocal & Inskructions ,? |

Figure 24: The bottom of the Equipment and Expense page of the General Revenue fund cost by category worksheet.
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Fund Costs by Category -the Summary of Fund Costs page

A|B|C|D|E|F|G|H|N|O|Q|R|S|T|U|V|W| X |v|z]aa]aB] AC
77 |[FISCAL ESTIMATE WORESHEET FISCAL NOTE: 1234-12
T8 EILL: HB 123
7a FUND: General Revernue
20 Instructions Instructions Instructions
d1 SUMMARY OF FUND COSTS
a2
a3 FY 2004 FY 2005 FY 2006
24
#3 |I. Fund Costs by Category
26 |Zalaries £61,500 £75,645 £77,536
27 |Fringe Benefits F22 552 £27,739 F2843z2
28 |[Equipment and Ezpense £8,000 f2472 £2,546
89 |Local Assistance £0 £0 F0
80 [Other Fund Costs , 5 F0 F0
%] |TOTAL FUND COSTS - ALL CATEGORIES $92 082, $105,856 $108,514
82 |II. Fund Revenue Sources
2% |Taxes F0 F0 F0
24 |Fines 0] k0 k0
25 |Administrative Sanctions F0 F0 F0
86 |Other Sources ( ) k0 £0 F0
97 |TOTAL FUND REVENUE - ALL SOURCES %0 30 %0
88 |II. Cost Avoidance (Savings)
29 |Salaries F0 b0 F0
100 |Fringe Benefits B0 0 B0
101 [Equipment and Exzpense £ 0 £
102 |Other Sources ( ) £0 0 £0
103|TOTAL FUND SAVINGS %0 $0 $0
104 |[ESTIMATED NET EFFECT ON FUND ($92,052) {$105,856) ($108,514)
I; [« [» [wil" Summarv of Fiscal Impact % General Revenue £ Medicaid Match £ Hiohwaw # Federal # Local # Instructions 7 |

Figure 25: The Summary of Fund Costs page of the General Revenue fund costs by category worksheet.

Cell Content

A86 Row "Salaries" from Fund Costs by Category - Personnel page.

A87 Row "Fringe Benefits" from Fund Costs by Category - Personnel page.

A88 Row "Total Equipment and Expense" from Fund Costs by Category - Expense and
Equipment page.

A89 Row "Local Assistance” from Fund Costs by Category - Equipment and Expense
page.

A90 Row "Other Costs" from Fund Costs by Category - Equipment and Expense page.
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For the following cells, refer to Figure 29 on the previous page.

A91 Row Amount of "Total Fund Costs — All Categories for corresponding fiscal years.

A93 Row Enter Revenue received from Tax for fiscal years indicated.

A94 Row Enter Revenue received from Fines for fiscal years indicated.

A95 Row Enter Revenue received from Administrative Sanctions for fiscal years indicated.
A96 Row Enter Revenue received from Other Sources for fiscal years indicated.

A97 Row Total Fund Revenues received from All Sources for fiscal years indicated.

When calculating any Cost Avoidance or Savings related to salaries, fringe benefits, and expense
and equipment remember to use the inflationary factor to project subsequent years.

A99 Row Enter any Cost Avoidance or Savings related to salaries for the fiscal years
indicated.

A100 Row Enter any Cost Avoidance or Savings related to Fringe Benefits for the fiscal
years indicated.

A101 Row  Enter any Cost Avoidance or Savings related to Equipment & Expense for the
fiscal years indicated.

A102 Row Enter any Cost Avoidance or Savings related to Other Sources for the fiscal years
indicated.

A103 Row Total Fund Savings for the fiscal years indicated.

A104 Row Estimated Net Effect on Fund for fiscal years indicated.

Completing the Overview-Questions document

Click the “Fiscal Note Information” tab on the user-form. (see Figure 15.)
Enter the requested data in the cells provided, tabbing between options.
Click the “Copy Information to Fiscal Note Worksheet” button.

Click the “Main Menu” tab of the user form.

Select the “Complete Overview-Questions Section” option and click the “OK” button.

The information you enter on the “Fiscal Note Information” form will automatically update the
Overview-Questions document. (see Figure 30 on the next page.)
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FISCAL ESTIMATE WORESHEET Fiscal Mote: 1234-12
OVERVIEW-QUESTIONS Bill No.: HE 123

Return to Worksheet (double-click ink)  For fonn assistance, press F1 or refer to worksheet instructions.

Agency: Legizlative Eesearch Date: 1172572002
Preparer’s John Doe Telephone: (5731751-4143
Signature:

Approval Tane Smith E-Mail: i e AR
Signature:

1. Is this legislation federally mandated? [ | Yes [ | No
(If yes, cite specific law, court order or federal regulation.)

2. Does this proposal duplicate any other program? (Specify program and
administering agency. Include applicable statutes or regulations.)

Figure 26: The top pottion of the "Overview-Questions" document.

Complete the Overview-Questions document, tabbing between questions. Use as much space as
you need. When you complete the form, save it with a new name, preferably one that includes a
reference to the fiscal note number. Remember to attach the document to your e-mail response,
along with your fiscal note worksheet document and any other Word memos you have

completed. Send your e-mail response to fnote@mail.state.mo.us.

Additional information about each of the Overview-Questions

1. Check or "X" appropriate response. If "yes", please cite law, court decision, regulation, or

other supporting data. (Oversight Division is required by state law, 23.140, RSMo, to address this
question on every fiscal note).

2. If the attached proposal duplicates any other program, please indicate which program(s).

Please attach additional sheets, if necessary. (This question is required under section 23.140,
RSMo.)

3. If the proposal would affect other State agencies or political subdivision, please indicate.

Attach additional sheets, if necessary. (The part of the question relating to political subdivisions is
mandated by 23.140, RSMo.)
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4. If the proposal would require additional capital improvements or rental space, please
specify. Attach additional sheets if necessary. (This question is mandated by section 23.140,
RSMo.)

5. Sometimes, especially when a bill is part of a state agency's legislative package, the
personnel and equipment needed for a bill are already in the agency budget request before the bill
is introduced. If this is true (check with your agency budget office,) please so indicate here.

0. If the proposal would have an economic impact on small businesses, please specify.
Small business is defined as a corporation, partnership, sole proprietorship or other business
entity that is independently owned or operated and employs fifty or fewer full-time employees.
(This question is mandated by section 23.140.)

7. If the legislation directly affects Total State Revenue, please explain how.

8. Please describe the most important parts of this legislation from the point of view of your
agency.

9. Enter any potentially significant fiscal effects this proposed legislation might have on

revenues or expenditures in fiscal years subsequent to the first three fiscal years the proposal
would be in effect Give numerical estimates wherever possible. Please use attachments as needed.

10. If this is a revised Fiscal Estimate Worksheet, please explain reasons for revision.

11. Please explain how the state fiscal impact of the attached proposal was reached. If the
request for new full time equivalents (FTEs) is based on workload measures, please list the
workload measures. Describe the duties and responsibilities of any new employees which would
be requested.

Completing the Local Fiscal Estimate Worksheet

A ] — E =] D [ E [ F G [ 1|
FISCAL ESTIMATE WORKSHEET FISCAL NOTE:|1234-12
BILL NO.: HE 123

‘W‘I\)l—‘

LOCAL FISCAL ESTIMATE MTain Menu |

4 Instructions Instructions Instructions
5 |1. Molocal Fiscal Impact

&

7 |2, Twypes of Local Government Units & ffected

a8 Cournties Road District

@ MMunicipalities Townships

10 Arnbulance District Water District

11 Other Special Districts

12 Other

1=

Figure 27: The top of the Local Fiscal Estimate Worksheet.
Cell Content
C5 Check box if this legislation will have no local fiscal impact.

A8 Check appropriate box(es). If you check one of the "Other" boxes, please be specific.
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I. Estimated Local Fiscal Impact
Local Costs by purpose, budget function
{Le., personnel operations, capital mmprovements,

14 lor payments) FY 2004 FY 2005 FY2006

15 50 $0 $0
16 1o o t0
i 0 30 30
18 0 $0 $o
19 t0 $0 $0
20 50 $0 $0
21 |II. Lost Revenue

22 ] $0 $0
23 0 $0 $0
24 0 $0 $o
25 0 $0 $0
26 |[TOTAL LOCAL COSTS - ALL PURPOSES $0 $0 $0
27 |III. Income Sources

28 0 $0 $0
29 0 $o $o
20 0 $0 $0
31 0 $0 $0
32 0 $0 $o
33 10 $0 $0
34 [TOTAL INCOME - ALL PURPOSES 10 1] 1]

Figure 28: The middle portion of the Local Fiscal Estimate worksheet.

Al5

E15

F15

G15

A22

E22

F22

G22

E26

F26

G26

A28

E28

Enter type of local effect(s).

Enter local cost for first fiscal year indicated.

Enter local cost for second fiscal year indicated.

Enter local cost for third fiscal year indicated.

Enter type of Lost Revenue (ex. Doing away with local sales tax.)
Enter lost revenue for first fiscal year.

Enter lost revenue for second fiscal year.

Enter lost revenue for third fiscal year.

Total Local Costs - All Purposes for the first fiscal year indicated.
Total Local Costs - All Purposes for the second fiscal year indicated.
Total Local Costs - All Purposes for the third fiscal year indicated.
Enter type of income source(s).

Enter income source amount for first fiscal year indicated.
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F28  Enter income source amount for second fiscal year indicated.
G28  Enter income source amount for third fiscal year indicated.
E34  Total Income - All Sources for the first fiscal year indicated.
F34  Total Income - All Sources for the second fiscal year indicated.

G34  Total Income - All Sources for the third fiscal year indicated.

A B 2 m E F G [H
35 |IV. Cost Avoidance (Savings)
36 30 50 30
37 $0 0 $0
38 $0 $0 30
39 30 0 30
40 0 0 $0
41 i 0 0
42 |[ESTIMATED TOTAL SAVINGS $0 $0 $0

43 [EST. NET IMPACT ON LOCAL FUNDS $0 $0 30

|45 |[FISCAL ESTIMATE WORKSHEET FISCAL NOTE: 1234-12
| 46 | BILL NO.: HE 123
|47 [LOCAL FISCAL ESTIMATE

48 Instuetions Instouctions lnshuations

49 VI Assumptions and methadology used in arriving at local fiscal impact.
[Note: Complete this section in Microsofi Word if desired. Be sure to include the document in your response.
30 [Use Ali+Enter to create a Line break within the textbox if you would like to starta new paragravh.

Figure 29: The bottom portion of the Local Fiscal Estimate worksheet.

A36  Enter type of Cost Avoidance or Savings.

E36  Enter amount of Cost Avoidance or Savings for the first fiscal year indicated.
F36  Enter amount of Cost Avoidance or Savings for the second fiscal year indicated.
G36  Enter amount of Cost Avoidance or Savings for the third fiscal year indicated.
E42  Estimated Total Savings for first fiscal year indicated.

F42  Estimated Total Savings for second fiscal year indicated.

G42  Estimated Total Savings for third fiscal year indicated.

E43  Estimated Net Effect On Local Funds for the first fiscal year indicated.

F43  Estimated Net Effect On Local Funds for the second fiscal year indicated.
G43  Estimated Net Effect On Local Funds for the third fiscal year indicated.

A50  Describe the assumptions and methodology used to reach the local fiscal impacts shown.
You can complete this section in MS Word if desired.
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Completing the Summary of Fiscal Impact Worksheet

Note that the Summary of Fiscal Impact worksheet will automatically fill with data as the other

n | 5 | 5 5 | worksheets are
1 [FISCAL ESTIMATE WORKSHEET FISCAL NOTE:|1234-12 completed. The  top
2 |OVERSIGHT DIVISION (573)751-4143 BILL NO: HE 123 portion of the
3 [FAX (573)751-7681 lnzusties worksheet is updated
Eg SUMMARY OF FISCAL IMPACT ith inf . f
5 Type of Fiscal Note Response: Original with 1nformation trom
= -
7 |Agency: Legislative Fesearch Date: 11/25/2002 the Fiscal Note
8 [Division: Oversight Telephone: (573) 751-4143 Information” form,
3 |Preparer: . John Dioe E-Mail Address: jdne@mail state mo s while the intetior fund
10 |Preparer's Signature: John Dioe No Impact on Agency: Al dated
11 |Approval Signature: Jane Smith No Local Fiscal Impact: totals .are update
Note: if both of the "no itapact” lines are checked, you only need to complete the "Suramary of Fiscal Impact” from links to the
12 |and "Overview-Questions" worksheets. Main Menu | various fund costs by
13 |Create and complete separate workisheets for each state fund affected.
category worksheets.
Figure 30: The top portion of the Summary of Fiscal Impact worksheet.
Cell Content
D1 Fiscal Note Number —entered from “Fiscal Note Information” form. This information

appears on the request you received from the Oversight Division.

D2 Bill Number —entered from “Fiscal Note Information” form. This information appears

on the request you received from the Oversight Division unless the legislation does not
yet have a bill number.

D5 Original if this is the first time your agency has responded to this particular version of the

proposal; Revised if your agency is correcting a typo or error in mathematics, changing an
eatlier response it received, or reporting more up-to-date or accurate information.

B7 Name of agency—entered from “Fiscal Note Information” form.

D7 Date worksheet is sent to Oversight—entered from “Fiscal Note Information” form.
B8 Name of Division—entered from “Fiscal Note Information” form.

D8 Phone number of fiscal note contact—entered from “Fiscal Note Information” form.
B9 Analyst who completed the worksheet—entered from “Fiscal Note Information” form.
D9 E-mail address of fiscal note contact—entered from “Fiscal Note Information” form.

B10  Signature of analyst who completed the worksheet. Note: Typed name accepted in

electronic copies with authorization—entered from “Fiscal Note Information” form.

D10 If this bill would not have a fiscal impact on your department, division, commission or

agency, "x" this box.
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B11  Authorized signature. May be the same as the analyst's signature, depending on the
designation by your director—entered from “Fiscal Note Information” form.

D11  If, so far as your agency can determine, the proposal would not have a fiscal impact on
any local government or political subdivision, check or "x" this box.

If you can check D10 and D11, you only need to complete Summary of Fiscal Impact worksheet
and the Overview-Questions.doc.

A | E | g | D
14 ESTIMATED NET EFFECT ON STATE FUNDS
15 Fund Affected FY 2004 FY 2005 FY 2006
16 |General Revenue (592,052 (h105 8567 (h108 514
17 [Highway b . $0 §0
18
Total Estimated MNet Effect on
19 |AIl State Funds ($92,052) ($105,856) ($108,514)
20 ESTIMATED WET EFFECT ON FEDERAL FUNDS
21 |Federal Funds £0 k0 F0
22 Medicaid Match F0 £0 k0
25
Total Estimated MNet Effect on
24 |All Federal Funds %0 %0 50
25 ESTIMATED NET EFFECT ON LOCAL FUNDS
26 |Local Funds F0 £0 F0
BT
4|4 [» [p] Summary of Fiscal Impact | General Reverue / Medicaid Match & Highway f Federal / Local £ Instructions £ |1

Figure 31: The fund totals portion of the Summary of Fiscal Impact worksheet.

In Figure 35 above, notice that the total from the General Revenue fund cost by category
worksheet has been automatically inserted into the summary. The table section calculates
Estimated Net Effect on General Revenue, Highway, Federal, and any other funds from
information entered in the various fund worksheets. In this particular example, the Highway,
Federal Funds, Medicaid Match, and Local Funds rows would automatically fill in and total as
their respective worksheets were completed. A propetly completed Summary of Fiscal Impact
should require no direct typing.
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Submiitting your Response

When you have completed your worksheets and Overview-Questions
documents, click the “Main Menu” tab on the user-form. (see Figure 24)

Select “Save Completed Workbook and Prepare for Response Sendout”
and click the “OK” button. You will be prompted for a filename.

In Figure 30, the filename 1234-12 has been entered. Figure 37 shows the message box that will
T =1 o aftcr the backup file, bk1234-12.x1s, and
your response file, 1234-12.xls, have been saved.
The backup file should be used if you need to
revise your response in the future. The response
file has been purged of extraneous worksheets
and instructions to create a smaller file for
sending through the internet as an e-mail

[ o | cancel | attachment.

Figure 32: Entering your filename.

Microzoft Excel E2

our backup work zheet with all zheets included has been zaved asz C:AWFMWwWorkhbk1 234-1 2. «lz. Uze thiz workzheet if pyou need to
make changes to thiz waorksheet in the future. *¥our ready-to-zend workzheet has been zaved a= C:AFMWorkh 1 234-12 xl=. Please
don't forget bo complete and include vour Overview-GQuestions document!

Enter vour filename. (Example: 3862-09)

[1234-12]

Figure 33: The message that displays after your backup file and response files have been saved.

After you have saved your response, open your E-mail program. Create a new message addressed
to fnote@mail.state.mo.us and add your attachments before sending the e-mail. Unless you have
copied them elsewhere or your IT staff has modified this program, your response files should be

| N (6| located in C:\FNWork. Remember

=Y Insert Attachment HE H to include the Overview-
S Lookin | 23 vk =l il El= Questions.doc you have saved with
- a new name (in this example: 1234-
Name | Tupe [ = .
- Microsoft Excel Wark shest 1Zqu.dOC). In Flgure 38, thC EXCCI
- Microsoft Word Document ™ f - worksheet 1234-12.xls and  the
bk1234-12.xls M!cmsoft Excelworksheet OVCI’ViCW—QuCStiOIlS document
Commenttemo. doc Microsoft Word Document . .
Fiscal Mote Worksheet Manual doc Microsoft Wword Document 1234-120Vq-d0C are hlghhghted for
3 P arkshest xls Mic:lolsoft Excel Worksheet _ILI attachment to an e-mail message
4 3 A
created with Outlook Express.
File: narne: I"1 2341 Z2ovg.doct "1234-12.405" Attach I
Files of type: IAII Files [%.%] j Cancel

™ Make Shortcut to this fils

Figure 34: Attaching the worksheet and overview-questions document to the e-mail response.

It is a good idea to backup your files to a shared location or user directory on the network!
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Chapter 4

WORKING WITH THE OTHER WORD DOCUMENTS

Step-by-step dlirections 1o the Staternent of No Change and the Conmment, Lechnical, and
Troubleshooting Meros.

The Statement of No Change

FISCAL ESTIMATE WORESHEET

STATEMENT OF NO CHANGE TO ESTIMATED FISCAL IMPACT
Eeturs to Wotksheet (double-click link) For forrn assistance, see Status Bar or press F1.

The undersigned verifies that (sihe has reviewed Draft Mo, 1224-13 and has determined
that the proposzed legislation, with changes, results in the same fiscal impact as that stated
in response to Fiscal Mote: 1224-12 which was filed 11/24/2002 syelgsEit-R=ey)

Agency: Legislative Fesearch Date: 112552002
FPreparer’s John Doe Telephone: (5720 751-4143
Signature:

Approval Jane Smith E-Mail: Ao plapeil:shetii i
Signature:

The changes in the hill are.

Comments:

Figure 35: Entering the date filed in the Statement of No Change document.
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Click the “Fiscal Note Information” tab on the user-form. (see Figure 15.)

Enter the requested data in the cells provided, tabbing between options.

Click the “Copy Information to Fiscal Note Worksheet”” button.

Click the “Main Menu” tab of the user form.

Select the “Create Statement of No Change” option and click the “OK” button.

The information you enter on the “Fiscal Note Information” form will automatically update the
Statement of No Change. Enter the additional requested information, tabbing between fields.

Field

Draft No.:

Fiscal Note:
(type date here):
Agency:

Date:

Preparer’s Signature

Contents

Fiscal Note Number for this fiscal note response—copied from the
"Fiscal Note Information" form.

Enter Fiscal Note Number of previous fiscal note response.
Enter date previous fiscal note response was sent to Oversight Division.
Agency name --copied from the "Fiscal Note Information" form.

Date this form is sent to Oversight —copied from the "Fiscal Note
Information" form.

Analyst who completed this form —copied from the "Fiscal Note
Information" form.

Telephone: Telephone number of analyst who completed form —copied from the
"Fiscal Note Information" form.

Approval Signature: ~ Typed signature accepted on electronic forms with authorization —copied
from the "Fiscal Note Information" form.

E-Mail: E-Mail address of analyst who completed form —copied from the "Fiscal
Note Information" form.

The changes in the bill are:
Identify differences between the current version of the proposed
legislation and previous proposed legislation.

Comments: Enter any additional comments.

Note that the Return to Worksheet link returns to C:\FNNWorksheet.xls. Use your Windows task
bar to return to your worksheet if you are working on a workbook with a different name!
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The Comment Memo

FISCAL ESTIMATE WORKSHEET Fiscal Note: 1234-12

COMMENT MEMO Eill No.: HE 123

Beturn to Worksheet (double-click link)  For form assistance, press F1 or refer to worksheet instructions.

[Please use this form to explain changes your agency feels would help to implement the

proposal -such as pointing out ambiguous language, omissions, of possible changes that
would make the proposal more administratively feasible, in yvour agency's view. (Mote:

this information will be forwarded to the hill sponsor and the hill drafter.)

Analyst: John Doe Date: 11/25/2002

Agency: Legizlative Eesearch Telephone: (5731751-4143

Division: Cwersight E-Mail: ddne@ual satp i
Comments:

Figure 36: The Comment memo.

Click the “Fiscal Note Information” tab on the user-form. (see Figure 15.)
Enter the requested data in the cells provided, tabbing between options.
Click the “Copy Information to Fiscal Note Worksheet”” button.

Click the “Main Menu” tab of the user form.

Select the “Create Comment Memo” option and click the “OK” button.

The information you enter on the “Fiscal Note Information” form will automatically update the
Comment Memo. Enter the additional requested information, tabbing between fields.

Use the comment memo to explain changes your agency feels would help to implement the
proposal —such as pointing out ambiguous language, omissions, or possible changes that would
make the proposal more administratively feasible, in your agency’s view. The Comment memo is
forwarded to the bill sponsor and the bill drafter.
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Field

Fiscal Note:

Bill No.:

Analyst:

Date:

Agency:

Telephone:

Division:

E-Mail:

Comments:

Contents

Fiscal Note Number for this fiscal note response—copied from the
"Fiscal Note Information" form.

Fiscal Note Number for this fiscal note response—copied from the
"Fiscal Note Information" form.

Analyst who completed this form —copied from the "Fiscal Note
Information" form.

Date this form is sent to Oversight —copied from the "Fiscal Note
Information" form.

Agency name --copied from the "Fiscal Note Information" form.

Telephone number of analyst who completed form —copied from the
"Fiscal Note Information" form.

Division name --copied from the "Fiscal Note Information" form.

E-Mail address of analyst who completed form —copied from the "Fiscal
Note Information" form.

Enter your comments in this section.

Note that the Return to Worksheet link returns to C:\FINNWorksheet.xls. Use your Windows task
bar to return to your worksheet if you are working on a workbook with a different name!

The Technical Memo

Click the “Fiscal Note Information” tab on the user-form. (see Figure 15.)
Enter the requested data in the cells provided, tabbing between options.

Click the “Copy Information to Fiscal Note Worksheet” button.

Click the “Main Menu” tab of the user form.

Select the “Create Technical Memo” option and click the “OK”” button.

The information you enter on the “Fiscal Note Information” form will automatically update the
Technical Memo. Enter the additional requested information, tabbing between fields.
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Use the technical memo to point out errors in the draft bill. Technical errors include but are not
limited to typos, inaccurate or inappropriate section references, and omitted words, lines, and
subsections. Please use the Comment Memo to communicate comments, suggestions for
additional provisions or deletions of existing provisions, etc. The Technical memo is forwarded to
the bill drafter.

FISCAL ESTIMATE WORKSHEET Fiscal Note: 1234-12
TECHNICAL MEMO Bill No.: HEBE 123

Eeturn to Wotksheet (double-click lin})  For fonm assistance, press F1 or refer to worksheet instractions.

sk this form to point out errors 1n the draft bill. Technical errors include but are not
limited to typos, inaccurate or inappropriate section references, and omitted words, lines,
and subsections. Please use the Comment IMemo to communicate comnments, suggestions
for additional prowvisions or deletions of existing provisions, etc.

{(IMote: This information will be forwarded to the bill drafter.)

Analyst: Tohn Doe Date: 11/25/2002
Agency: Legizlative Eesearch Telephone: (5731751-4143
Division: Owersight E-Mail: idoef@rrail state o

Technical errors:

Figure 37: The Technical Memo.

Field Contents

Fiscal Note: Fiscal Note Number for this fiscal note response—copied from the
"Fiscal Note Information" form.

Bill No.: Fiscal Note Number for this fiscal note response—copied from the
"Fiscal Note Information" form.

Analyst: Analyst who completed this form —copied from the "Fiscal Note
Information" form.

Date: Date this form is sent to Oversight —copied from the "Fiscal Note
Information" form.

Agency: Agency name --copied from the "Fiscal Note Information" form.
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Telephone:

Division:

E-Mail:

Technical errors:

Telephone number of analyst who completed form —copied from the
"Fiscal Note Information" form.

Division name --copied from the "Fiscal Note Information" form.

E-Mail address of analyst who completed form —copied from the "Fiscal
Note Information" form.

Enter any technical problems (such as drafting errors, incorrect statute
references, etc.) with the proposal as written.

Note that the Return to Worksheet link returns to C:\FNWorksheet.xls. Use your Windows task
bar to return to your worksheet if you are working on a workbook with a different name!

You do not have to wait until you are ready to send a completed fiscal note response to the
Oversight Division to send a Technical Memo. If your agency feels a problem is important, please
send the Technical Memo to Oversight Division at fnote(@mail.state.mo.us immediately.

The Worksheet Troubleshooting Memo

WORKSHEET TROUBLESHOOTING MEMO
Return to Wotksheet (double-click link) For form assistance, see Status Bar or press F1.

the concern.
Analyst:
Agency:

Division:

The following form is to be completed if an area of concern iz identified with the fiscal
note wotlosheet pages. Be specific and include any additional information (e.z., a copy of
the page containing the area of concern), which would assist Owversight in understanding

John Doe Date: 1142572002
Legislative Eesearch Telephone: (5731 751-4143
COwersight E-Mail: e s Al i

[dentify area(s) of concern. Be specific.

Suggested corrective action.

Figure 38: The Worksheet Troubleshooting Memo.
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Click the “Fiscal Note Information” tab on the user-form. (see Figure 15.)
Enter the requested data in the cells provided, tabbing between options.
Click the “Copy Information to Fiscal Note Worksheet”” button.

Click the “Main Menu” tab of the user form.

Select the “Create Worksheet Troubleshooting Memo™ option and click the “OK” button.

The information you enter on the “Fiscal Note Information” form will automatically update the
Worksheet Troubleshooting Memo. Enter the additional requested information, tabbing between
fields.

Use the Worksheet Troubleshooting Memo to report problems, request technical assistance, or
suggest enhancements to the Fiscal Estimate Worksheet program. Your memo will be forwarded
to technical support staff.

Field Contents

Analyst: Analyst who completed this form —copied from the "Fiscal Note
Information" form.

Date: Date this form is sent to Oversight —copied from the "Fiscal Note
Information" form.

Agency: Agency name --copied from the "Fiscal Note Information" form.

Telephone: Telephone number of analyst who completed form —copied from the
"Fiscal Note Information" form.

Division: Division name --copied from the "Fiscal Note Information" form.

E-Mail: E-Mail address of analyst who completed form —copied from the "Fiscal
Note Information" form.

Identify area(s) of concern. Be specific:

Enter any technical problems you are experiencing with the Excel
worksheets or Word documents.

Suggested corrective action:
Enter your enhancement or bug-fix suggestions here.

Note that the Return to Worksheet link returns to C:\FNNWorksheet.xls. Use your Windows task
bar to return to your worksheet if you are working on a workbook with a different name!
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Chapter 5

FREQUENTLY-ASKED QUESTIONS (FAQ)

A section devoted entirely o your questions and concerrs

Download Difficulties

Since the program was posted on the web, many users have called in to report
difficulties with the download. Most of these difficulties involve not being able
to find or see the file you have downloaded. A few simple changes, outlined
below, should make the download and installation process go much more
smoothly for you.

Change your file and folder viewing settings
é Open Windows Explorer by pressing your Windows key + E.

BN Exploring - My Computer & From the menu toolbar, select View and
| Ele Edt| View Go Favoites Took  Help make sure the Details option is selected.
. Toolbars » %
B | Etatlus EaB' , Cut Comw Paste & Go back to the menu toolbar; select
- == =EIOrer oar . .
| Address @ i Tools, Folder Options... click the
S as Weh Page “View’’ 1
e = ‘View” tab (see Figure 44 on the next
o D el NEET pagel)
[+ i = = IC)
List
Be (L EJI:taiIs & D) & Make sure that the “Show all files”
o = L : . P .
i L0 e (Windows 95/98) or “Show hidden files
e | S25YS on LRT' (F) 1 folders” d 2000/%P)
H-=2 5 Wi e 2 IMDEX an 'LRTHD.. an olders (\Wln OWwWS /X ) 1S
Eﬂ--% :;[ o S2LROD on 'LR1' (H:] checked and that “Hide file extensions
- |l 2 LEGDRZ-3 on 'L £ » )
: or known file es” (All operatin
#H-=2 LEI Folder Options... ISTC S2DISTRIE on LR\ ' typ ( - p g
52 DISTATE on THTTswPPs 1) S5 e o vy ) systems) is unchecked. (see Figure 44,
g% E;ES” LFI‘_::H“:S]YS i@ 2 LRHD on LA1ASY, below) Click the “Apply” button.
on : )
#1-59 LRSD on LRTASYS' [M:) SPLRSDLon LRIASY:

Figure 39: Selecting View, Details in Windows Explorer.
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¢ Click the “Like Current Folder” button (in the Folder views section near the top —this applies
these settings to whatever folder you open). Click OK.

EX Exploring - My Computer
J File  Edit “iew Go Fawortez: Toolz  Help
« . =+ _ (4| ¥ < | X .
Eack Eonandd Lp Cut Copy Faste Lndo Delete  Properties Views
J Address Ig by Computer Folder Options 2=
Falders General Wiew I File Tupes I ize | Free Space |
E‘m_wE! My Computer — Folder views
=5 3% Floppy [4:] 5B 6.51GE
H-= [C] m “r'ou can make all vour folders look the zame.
- (D) — -
[]__@ (E:] i Like Current Folder Bezet All Folders GE 2 E0GE
=2 5YS on 'LR1' [F) GE 24.3GE
-2 INDE® on ‘LR1WDATA' [G:) GE 22.0GE
-2 LROD on'LR1' [H:) Advanced zettings: GE 34.3GE
-5 LEGDR2™3 on LR1MDATAN |- Files and Folders = GE 3.80GE
-2 DISTRIB on LRSS WAPPE Allow all uppercasze names GE 2.80GE
F-52 575 on LR1' (K] [ Display the full path in title bar GE 2 00GE
-2 LRHD on LR185YS' L) [C3 Hidden files o S-EIDGB
E-52 LASD on 'LR1ASYS! [M:) O Do not show hidden files . E-SDGB
-2 55 on 'LR1' M) O Do not show hidden or system files o 3'4 258
E-S2 DATA on 'LR1 (00 @& Show all files :
-2 LROD on 'LR1' (P:] [ Hide file extenzions for knovn file bypes GE 33.8GE
H-52 55 on LR (0] [ Remember each folder's view settings o GB 3.80GB
#-=2 HRES on LR1ASYSSHLR' (R [ Show Map Metwork Drive button in toolbar GE 3.B0GE
H-=2 APPS on 'LR1'(T:) O Show pop-up description faor folder and desklop items. GE 35.3GE
-2 BACK on 'LR1' (1) [Eh Vizual Settings LI GE 35.7GE
-2 rw) GE 3.50GE
-2 5%'S on'LR1 [ Fastore Dafault
5 Frinters estore Defaults |
(27 Dial-Up Metworking
E]--- PEZIP Archive Manager ak. I Cancel I L I
@ scheduled:Tasks - ) TS T T ST T O
[]"g ‘wieb Folders | Irﬂufal-. Erldars Cuiebarn Enldar

Figure 40: Setting Folder Options in Windows Explorer . (Windows 98 screenshot)

Once these settings have been applied, go back to where you think you downloaded the file. If it
is there (FNWork.ex_ or FNWork97.ex_) great, resume your installation steps. Otherwise, return
to the download site and pay attention to where you save the file.

Network Setup (For IT pros only!!!

Many users have called to ask why they can’t run this program on a network drive. Network setup
IS possible, but only with modifications to the Visual Basic for Applications code provided as
part of the worksheet package. This is not a trivial change, but should be fairly straightforward for
anyone familiar with programming concepts. All you will be doing is changing the hard-coded
location of the program throughout the Visual Basic code. The location of the program is
currently pointed to C:\FNWork.

If you want to put the program on the network, you must first unzip the program files to your
desired location. For this to work, all users of the program must access the program with the same
mapping. In the screen shot examples below, I unzipped the program to my mapped drive T,
which is mapped to the Apps volume of our Netware server named LR1. The unc path for this
location would be \\lt1\apps\.
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B e PR r— 3
WinZip Self-Extractor - FN'Work_exe

To unzip all filez in FMwork. exe ta the specified

; Unzi
folder press the Unzip buttan, cleb

Run Winip

1.

Unzip to folder:
|T:\ Browse... | LClose

¥ Dvenarite files withaut prompting Abaut

i

Help

Figure 41: Unzipping to network location T:\.

A fe R | g =l e = 7 = ==
Bock  Foned Up Cut  Copy Paste | Unda | Deble Propoties| Views
Address [ TAFNWork
Fer x [flre [T I I Note that the FNWork directory
=} My Camputer | ] Commertidema.doc: Microsoft Word Document KB 11/15/2002 335 PM
2 3% Floppy 18] B Fiscal Note Worksheet Manual.doc Microsoft ‘Word Document B26KB  12/02/2002 2:44 PM : aﬂ d f
=Nl B Fiworksheet s Miciosoh Excel Worksheet 64KB 12/02/2002 2:41 PM was automatic y create or yOu at
g (03] [Flnisetup.bat MS-DOS Bateh File TKE  11/12/2002 10:48 AM .
) ) 0 erviewuesiiors doc Microsoft Word Document SAKB 11/22/2002 405 PM th ‘l .\ l
S svson'lRI'FY readme tit Test Document 2K 09/23/2002 11:09 AM ¢ . ocation.
52 INDEX on LATWDATA'(G:] [Fsetup bat MS-DOS Batch Fils KB 11/12/2002 10:43 44

53 LROD on LRT' (H:)

<o Shateut o MS DS Program TKE 11/13/2000 3115 M
52 LEGDR2™3 on LANDATAMISTC | Jighep ooyt 1o Fiwirksheet sl Shartcut KB 0948/2002 1215 FM
g ?&Tﬂ'?;"‘ ‘L[E‘]\SVS\APPS 3 1| ] statementofoChange doc Microsoft Word Document KB 11715/2002 338 PM
o [P e PGS 1] echricahiemo doc Microscft Word Diocumert 3B 11152002397 PH
5 LRSD on RIS ) ] TrovbleshootingHloro doc Misroscft Word Documert 3B 11152002 333 PH
2255 R 1) [Fwakdpsetpba MS-D0S Batch File TKE 11/12/2002 105044
= ara entAT 09 HvcrksheetTigs. doe Mierosaft Word Dacument 178KE 03AD/2002 1239 PM

- 53 LROD on LAT' )
52 HRES on LAT\SYSWHLRY (Rl
-5 APPS on 'LAT'(T:)
(1 Compass2002
(] DESKTOPAFR
£ Vork

& GHU
Figure 42: Files unzipped to the T:\FINWork directory.

If this were a local install, the next step would be to run the appropriate batch file to mark all of
the files read-only and create a shortcut on the desktop. Because this is a network install, however,
we will first need to modify the code in the FNWorksheet.xls file. Open the FNWorksheet.xls file
by double-clicking on it. When the popup screen prompts you, click “Enable macros”. (If this
screen does not come up, modify your Excel macro security settings per instructions in Chapter

1)

When the user form pops up, click the “x” in the upper, right-hand corner to hide the “Main
Menu”. From the Excel menu, select Tools, Macro, Visual Basic Editor.

:.J File Edit Yiew Insert Format | Tools Data Uklities Window Help
QJDE';E‘%&@H{J% ErotectiDnP%Zﬁs%l‘ﬂ@?
0 o] - T s

i A Options. ..
FISCAT ESTIMATE W ¥ }\T
OVERSIGHT DIVISION (573)751-4]« = ,_.,_.l_.L NO:
FAYX (573)751-7681 Instructions
SUMDMARY OF FISCAT, INMPACT
Type of Fiscal ote Response:

Agency: Date:

J Times Mew Roman > 12 =

L
R T e T LSO R Y S WS TR S

Disrsion: Telephone:
‘ Preparer: E-bad Address:
110 [Preparer's Sienature: Mo Inpact on Aeencwy:

a1



FISCAL NOTE WORKSHEET MANUAL

Figure 43: Opening the Visual Basic Editor in Excel.
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Figure 44: The Visual Basic Editor with Main Menu code visible.

To modify the code for
our network location,
we will have to change
every  instance  of
C:\FNWork to
T:\FNWork. What
you change the code to
will, of course, depend
on your mapping and
location. ..the path will
be longer if you are
installing to a
subdirectory of a shared
drive.

To modify the code, click once in the code window. Select Edit, Replace... on the Excel menu.

The Find/Replace dialog box will open.
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Figure 45: The Find/Replace window in the VBE.
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In the Find What: box, type C:\FNWork. In the Replace With: box, type your location,
T:\FNWotk in the example. Under the Search option, make sure Current Project is selected.
Click the Find Next button to get to the first instance of code to change. Double-check that you
are changing it appropriately and click the Replace_button. Repeat this process until all of your
changes have been made. There should be a total of 19 replacements, including code in both the
Main Menu and Module 1.
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After you have completed the changes,
close the “Replace” window and select
File, Save FNWorksheet.xls from the
Excel menu. Close the Visual Basic
Editor window and the worksheet. If
prompted to save changes, do so. Do
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not reactivate the userform by clicking the “Main Menu” or your changes will be lost (has
happened to mel).

Figure 46: Replacing the C:\FINWork location with T:\FNWork.

Now that your changes have been made, go back to your Explorer view of the directory.
Highlight all of the files in the directory; right-click and select Properties. .. Check the Read-Only
checkbox and click Apply. Close the window. This is important! If you don’t make these forms
read-only, your users will accidentally change them and you will have to start all over! Eventually.

Create a desktop shortcut for your users to the FINWorksheet.xls at the network location. They
will also need to know how to find the files they create. If they are sharing the network location,
they should agree on file-naming ground rules and warned to be careful not to overwrite each
other’s files.
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