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SERIES DEFINITION

This series includes all positions the paramount duties of which are to perform, advise on, or
supervise work in any of the phases or systems of budget administration in use in the Federal
service, when such work also primarily requires knowledge and skill in the application of related
laws, regulations, policies, precedents, methods and techniques of budgeting.

This standard cancels and supersedes the standard for the Budget Administration Series,
GS-0560, issued in June 1959, and all guidance therein.

SERIES COVERAGE

Budget analysis in the Federal Government is a staff advisory function. Positions in this series
are concerned with the performance of functions such as: formulation of budget and cost
estimates to support plans, programs, and activities; presentation and defense of budget
estimates before fund reviewing and granting authorities; review and evaluation of budget
requests; administration and review of requests for apportionments and allotments; review,
control, and reporting of obligations and expenditures; and development, determination and
interpretation of budgetary policies and practices.

Work of this series also includes analyzing and offering recommendations concerning the costs
and benefits of alternative methods of financing agency program and administrative operations;
implementing legal and regulatory controls over the apportionment, allotment, allocation,
obligation, and/or expenditure of funds in approved budgets; and providing advice on effective
and efficient means for the acquisition and use of funds to support agency programs and
activities.

This series includes nonsupervisory and supervisory positions in the Office of Management and
Budget (OMB) responsible for examining, accepting, amending, approving, or rejecting the
budget submissions and requests of Federal agencies.

Also included in this series are positions primarily concerned with preparing long-range cost
estimates and plans for the acquisition and use of funds to support specific agency projects and
programs (e.g., development of weapons systems, construction, scientific research, distribution of
Federal grant monies, and delivery of essential services to the public), when the paramount
requirement for doing such work is possession of knowledges and skills characteristic of the
Budget Analysis Series, GS-0560.

The kinds of decisions made by incumbents of positions in this series concern the accuracy,
validity, and technical treatment of budgetary data in forms, schedules, and reports, or the legality
and propriety of using funds for specific purposes.

Increasing emphasis is being placed on the use of computerized electronic data processing
equipment as a means of gathering and analyzing information. By operation of computer-linked
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data terminals, it is possible to quickly obtain access to large amounts of data pertaining to an
agency's budget and programs. In addition, standardized computer programs are available which
facilitate the analysis of costs, benefits, and trade-offs in the obligation and expenditure of budget
dollars. Operation and use of a computer terminal as a tool in performing budget analysis
functions does not serve to exclude a position from this series, so long as it does not constitute
the primary purpose for establishment of the position, or impose substantially different
qualification requirements.

EXCLUSIONS

Excluded from this series are:

1. Positions which require professional knowledge and skill in the application of accounting
principles, concepts, methods and techniques, including auditing and systems development.
Such positions are classifiable to thecounting Series, GS-0516r a related series.

2. Positions, the duties of which principally involve managing the total financial resources of an
organizational entity of the Federal Government when such duties include developing,
coordinating, and maintaining an integrated system of financial Staff services including at
least accounting, budgeting, and management-financial reporting and control over the
financial resources of the organization. Such positions may be classifiabld-toaheial
Management Series, GS-0505

3. Positions which primarily involve the supervision or performance of non-clerical work
involved in both budgeting and professional accounting. Such positions are classifiable to
the Budget and Accounting Series, GS-0504

4. Positions which primarily involve planning, coordinating, or evaluating the logistical actions
required to support a specific mission, weapons system, or other program, where the
paramount qualification requirement is the ability to integrate the separate functions in
planning or implementing a logistics management program. Such positions are classifiable to
theLogistics Management Series, GS-0346

5. Full performance level (non-trainee) positions which do not require knowledges
characteristic of the Budget Analysis Series, GS-0560, or that are evaluated below grade
GS-9. Such positions should be classified through reference to appropriate standards for
supporting clerical/assistant/technician work, e.g. Bthéget Clerical and Assistance Series,
GS-0561
(SedDigest Vol. 14for guidance on distinguishing between the GS-560 Budget Analysis and

the GS-561 Budget Clerical and Assistance series.)

6. Positions which involve financial analysis of the type covered blyitteacial Analysis
Series, GS-1160
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7. Positions which primarily require knowledge of how programs operate and are administered,
when the principal purpose of such knowledge is to plan for, monitor, or evaluate the success
of a program in attaining its goals. Such positions are classifiable Bsdbeam Analysis
Series, GS-034%r to an appropriate subject matter series.

8. Positions engaged in the performance of cost analysis functions which primarily require
knowledge of pertinent business and industrial practices, procurement and contracting,
engineering, or an occupational specialization other than the Budget Analysis Series,
GS-0560.

OCCUPATIONAL BACKGROUND INFORMATION

The Federal Budget Process

The budget process furthers the achievement and implementation of national goals, objectives,
and policies.

Money is the common denominator among all programs and activities of the Federal
Government, and all programs must compete for available funds. The budget process forces the
analysis and comparison of objectives, programs and activities to determine which should be
funded within the constraints imposed by limited financial resources.

Budgeting in the Federal service is a cyclical process. Currently, there are three major phases in
the Federal budget process: 1) budget formulation; 2) budget presentation-enactment; and 3)
budget execution. In a single, fiscal year these phases co-exist simultaneously with one another.
That is, when the approved operating budget for the current fiscal year is in the execution phase,
the proposed budget for the following fiscal year is in the presentation-enactment phase, and the
budget request for two years hence is in the formulation phase. Thus, under current procedures,
the time from inception to completion of all three phases for a single budget year is nearly three
calendar years.

Budget Formulation

The first step in the process is agency formulation of budget estimates. Budget formulation is the
process of preparing detailed analyses and estimates of annual funding needs for one or more
future budget years. Normally this involves gathering, comparing, and correlating information
about current and future programs and activities with projected costs of operation; determining
costs and benefits of different levels of program operations; and putting the recommended
budget for the desired level of program operations in a format consistent with existing legislative
and regulatory guidance, and in a format acceptable to reviewing and approving authorities, I. e.,
the agency, the Office of Management and Budget (OMB), and Congress.
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Proposed agency budgets are reviewed in detail by OMB and presented to the President in the
context of overall fiscal policy issues. During this phase agencies are called upon to provide
extensive written justification for proposed requests for funds, which must be linked to program
needs. Each agency budget must reflect the President's recommendations for individual
programs, as well as total outlays and levels of receipts (e.g., tax revenues) appropriate for the
state of the national economy. Depending upon the agency and the scope of the programs it
administers, input to the process may come from any level within the agency. Transmittal of the
President's budget to Congress represents the culmination of the budget formulation phase.

Budget Presentation-Enactment

Congressional review of the President's budget formally marks the start of the presentation phase
of the budget process. This phase is distinguished from those budget presentations and reviews
of a less formal nature which take place within agencies and before OMB as part of the
formulation process, prior to submission of the President's budget to Congress.

Before considering appropriations for a specific program, Congress must first enact enabling
legislation (legislation authorizing an agency to carry out that program). Such legislation
provides budget authority for the program, and may also set limitations on the amount of money
which can be spent to carry it out. Programs are authorized to operate for one or more years, at
the will of Congress.

Through an elaborate process of review, discussion, and concurrence, requests for appropriations
are considered first in the House, then the Senate. It is during this phase that agency officials are
often called before Congressional committees to provide expert testimony in support of funding
requests to support program operations. Measures approved by both houses of Congress are
transmitted to the President, in the form of a bill, for approval or veto. After signature, the
approved budget becomes the financial basis for the operation of Federal agencies and
departments for the fiscal (budget) year covered and includes multi-year and no-year funding for
certain programs.

Budget Execution

Budget execution is the phase during which funds in the approved fiscal year budget are made
available to agencies to carry out their missions, functions, and programs. Funds in agency
budgets are made available on a time-phased basis (e.g., quarterly, or for specific projects)
through the apportionment process which is administered by the Office of Management and
Budget. The apportionment process consists of a system of administrative controls intended to
achieve the most economical and efficient use of funds available by preventing the need for
supplemental or deficiency appropriations, or lapses of budget authority. It is a violation of law
for an agency to incur obligations or make expenditures in excess of the amount of money
apportioned to it. Agencies are required to submit formal written requests to obtain
apportionments. Within each agency the obligation and expenditure of funds available in the
budget is further controlled through a similar distribution of allotments and suballotments which
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are distributed on a time-phased, project, or other basis. During the budget execution phase the
use of agency funds is monitored, checked, and controlled by budget and program officials of
each agency, and OMB budget examiners.

Each agency is responsible for assuring that obligations incurred and resulting expenditures of
funds are in accordance with existing laws and regulations. The intent of Congress concerning
the programs and purposes for which appropriated funds are to be spent is often written into the
legislative language of appropriations. As a follow-up measure the Office of Management and
Budget reviews program and financial reports submitted by agencies, and the General
Accounting Office regularly audits and reports the activities of Federal agencies.

In addition to conventional appropriated fund (object class) budgeting, there are other methods of
budgeting in use in the Federal service. As with administrative practices, these methods are
modified with the passage of time to suit the needs of particular programs conducted by the
various Federal agencies. Two such methods of budgeting are described briefly herein for
purposes of illustration. However, these descriptions are not meant to be all inclusive of the wide
range of budgetary practices found in Government.

Industrial Fund Budgeting

Some agencies or components thereof perform commercial and business-type functions (e.g.,
construction, maintenance and repair, financing, publishing, and manufacturing) which are
financed from industrial working capital or revolving funds. Goods and/or services are provided
on a reimbursable basis to customers of the fund. Industrial fund budgetary functions serve
primarily as an internal management system through which the activities of the organization can
be regulated and controlled in accordance with anticipated revenues and costs. Operating
expenses are controlled in accordance with increases or decreases in revenues, and working
capital is replenished by payments from customers (e.g., other agencies, private business, or the
public) for work in progress or upon completion. Due to the increased emphasis on cost analysis
and control, forecasting and measuring costs and revenues in an industrial fund budget is more
like cost accounting than appropriated fund budgeting. Industrial fund budget forecasts are
prepared in a commercial-type balance sheet format, showing assets and liabilities of the fund
(e.g., capital, equipment, revenues, and expenditures).

The budget forecast for an industrially-funded organization (which is really an annual work plan)
is analogous to a budget execution plan for an appropriated fund activity. It provides a
comprehensive plan of organization, program, and work operations, including a "sales budget"
based upon estimates of the amount and type of work to be performed and the cost of such work
to the fund's customers. The needs of each cost center (e.g., personnel, supplies, contractual
services, maintenance, and tools and equipment) are consolidated into an expense budget.
Similarly, based upon standardized cost data and workload information prepared by the budget
office, program managers prepare estimates of production or services costs. Cost center budget
estimates are again consolidated at higher levels within the agency prior to submission to OMB
and to Congress for review.
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Proposed annual budgets for industrially funded activities are submitted to Congress for approval
in the same manner as appropriated fund budgets, the principal difference being that only the
"corpus” (funds needed to cover start-up costs for the first year's operations) has to be
appropriated by Congress. In subsequent years, industrial fund budgets are financed from
revenues and reimbursements to the fund, such as payments by customers (e.g., agencies, the
public or private industry) for goods, supplies or services rendered by the producing agency.

Funds in approved budgets are distributed by higher headquarters to cost centers or subordinate
activities during the budget year in accordance with their needs for people and material. The role
of the budget office in the execution of approved industrial fund budgets is threefold:

1. Funds Control
The budget office controls the use of funds. Funds control begins with the receipt of
approved work orders, or the equivalent. Before work can begin, the budget office must
authorize expenditures from a revolving fund account to cover valid obligations (work
orders). Reimbursements from the fund's customers for completed work or work in
progress replenish the fund's working capital.

2. Cost Control
The budget office analyzes costs and periodically informs cost centers and/or program
managers of trends toward excessive or higher costs.

3. Performance Reporting
The budget office prepares analyses and summaries of the performance of cost centers
and/or work units, including ratios of overhead to direct labor costs, and other cost figures
useful to management.

Zero Base Budgeting

Zero Base Budgeting (ZBB) is a method of budgeting that provides for systematic consideration

of all programs and activities in the formulation of budget requests. The process requires that an
agency or organization justify its entire budget in detail each year, as if the programs and
operations were being funded for the first time. Under ZBB, an agency must shift the scope of its
formulation of budget estimates away from justification of increments above the previous year's
funding levels, to identification and analysis of a full range of options, including reductions

below current funding levels, and possible elimination of organizational programs, functions, and
work processes. The ZBB process causes managers to evaluate in detail the cost-effectiveness of
their operations.

The ZBB process involves the identification and description, usually by line managers, of
specific functions to be performed (e.g., provision of services to the public, collection of revenue,
procurement of defense hardware, regulation of trade, distribution of supplies, or personnel
administration), and different levels of program activity (decision levels) for each function (i.e.,
amounts and quality of goods or services to be provided). Each level of program activity
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identified is then assigned a dollar figure which corresponds to the cost of accomplishing the
function. Normally, the process requires the identification and preparation of cost estimates by
functional area for current levels of program activity, and at least one level above and one level
below the current level (minimum level). The minimum level identified represents the level
below which it would not be feasible to continue the program, service, or organization.

Decision levels for different functions and program areas are ranked against one another in
priority order. Often, the ranking is done by a committee consisting of line program managers
and staff officials, including the budget officer. Re-ranking and consolidation of decision levels
continue at successive echelons within the agency until a fully rank ordered and prioritized
budget document in ZBB format is produced. After an agency receives its budget target (e.g.,
from OMB), it is necessary to reverse the process, and delete from its budget request those
decision levels ranked lowest together with their corresponding dollar costs until the total budget
falls within the target ceiling. Under the ZBB process, it is entirely possible that certain programs
or functions will be funded at an enhanced level before others are funded at all.

For a more detailed explanation of the Federal Budget process, the reader is referred to the
following publications of the U.S. Government:

1. The United States Budget in Brieforovides a concise overview of the Federal budget
and debt for each fiscal year.

2. The Budget of the United States Governmeobntains information on the President's
budget proposals and explanations of spending programs in terms of national needs,
agency missions, and basic programs. It also provides an analysis of estimated receipts,
and a description of the Federal budget process.

3. The Appendix to the Budget of the United States Governnaoritains detailed
information on the proposed text of appropriation language, budget schedules,
relationships between work to be performed and funds needed for its performance,
schedules of permanent positions, and general appropriations provisions.

4. Office of Management and Budget Circular No. A-11-Subject: Preparation and
Submission of Budget Estimates.

5. Office of Management and Budget Circular No. A-34-Subject: Instructions on Budget
Execution.

Work of Budget Officers, Budget Analysts, and Budget Examiners

Budget officers and budget analysts provide advice to program managers, agency administrators,
and others on matters such as: the amounts and types of funding available; the purposes for
which money in the budget may legally be used; the time-frames within which available budget
funds or authority must be used; trends in the obligation and/or expenditure of funds; and the
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effects of budgetary changes on related activities (e.g., purchase of office supplies and
equipment, maintenance of buildings and grounds, hiring of personnel, and payment for travel
expenses). Budget officer and budget analyst positions are found in nearly all Federal agencies
and departments of the Executive Branch, in organizations which are large enough to warrant the
establishment of full-time positions to perform budget administration functions.

For all positions in this series the work is characterized by tight time frames and rigid deadlines,
l.e., a set of actionable events and milestones in the budget process.

The Budget Officer

The budget officer is normally responsible for the full complement of budgetary operations
necessary to support the programs and personnel of the organizational component and level in
which employed. At a minimum these responsibilities include formulation of the budget request
and execution of the approved annual operating budget for the employing component.

In addition to performing a wide range of analytical, technical, and advisory functions related to
the budgetary processes, most budget officers also perform supervisory duties and
responsibilities over a subordinate staff of budget analysts and supporting clerical positions.
Many budget officers report to a comptroller or other management official in the supervisory
chain who has authority and responsibility for the total financial management of the employing
organization.

The budget officer fulfills a broad role which includes scheduling and coordinating the efforts of
the budget staff, management, and other staff offices to produce an integrated budget plan for the
organizations served, and advising agency management on how to carry out that plan in a timely
fashion. Frequently, the budget officer's responsibility also extends to developing and/or editing
justification statements for requested multi-year and no-year appropriations; presenting budget
estimates to fund-granting and reviewing authorities; briefing agency officials on testimony to be
given in formal budget hearings and testifying as an expert witness on behalf of the requested
budget; providing expert advice to program and financial management officials of the employing
agency; and recommending effective and efficient means of using agency funds.

Typically, the budget officer is recognized as the top technical authority on matters of budgetary
policy, law, and regulation for the organizational component and level he or she serves.

Authority and responsibility for assuring compliance with all governing laws and regulations

(e.g., the Anti-Deficiency Act, and the Impoundment Control Act of 1974) are specifically
delegated to the budget officer, and cannot normally be redelegated downward. Technical
authority and control are exercised by the budget officer in the sense that he or she may authorize
or disapprove funding requests and obligations and expenditures of funds on the basis of
interpretations of law, regulation or policy. However, most budget officers also exert a strong
influence on the discretionary use of funds by line managers through the provision of expert
advice and recommendations concerning the costs and benefits of proposed actions.
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Budget Analysts

Most, but not all, budget analysts work in a budget office headed by a budget officer. Some
budget analysts, however, work directly for a program manager or administrative official. The
pattern of duties and responsibilities assigned to nonsupervisory budget analyst positions varies
from one agency to the next, and often between components and organizational echelons within
the same agency.

A budget analyst normally performs a segment, but less than the full range, of the budget
administration work done in the employing component or organization. Many budget analysts
serve as "process generalists”, performing a full complement of budgetary functions and duties
associated with all phases of the budget process (e.g., formulation, justification, presentation and
execution), for certain assigned organizational subdivisions, program areas, object classes, or line
items. Those budget analysts who specialize in a particular phase of budgeting (e.g., budget
formulation), have broad responsibility for many programs or organizational components. Still
other budget analysts perform work assignments consisting of a matrix of program and budgetary
functions and organizational components.

Typically, budget analysts in components where missions and programs are carried out advise
line managers and other officials on requirements for the preparation, documentation, and
submission of budget requests; analyze the relative costs and benefits of alternative program
plans; prepare allotments and suballotments of funds for distribution to program managers;
check the propriety of obligations and expenditures; and provide guidance concerning the legal
and regulatory aspects of the acquisition and use of funds for program and administrative
purposes. Budget analysts working in industrially funded activities establish standard rates and
charges for supplies and services furnished to customers, and prepare business-type balance
sheets which reflect organizational assets, liabilities, operating expenses, and working capital.

A much smaller proportion of budget analysts, usually those employed in budget offices at
agency and department level, devote their efforts primarily to the preparation of detailed
budgetary guidance (e.g., policies, procedures, and regulations) for use by budget and program
officials of subordinate organizational components in the preparation and execution of operating
budgets.

Some budget analysts in the Office of Management and Budget are responsible for developing
directives, regulations, and procedures (e. g., OMB Circulars) to implement Congressional
legislation and Presidential budget and program policies. Agencies are required to follow OMB
promulgated guidance in formulating and submitting budget estimates, and in executing
approved

budgets.

Also, usually at agency and department level are some budget analysts who work substantially

full-time in the planning, preparation, and presentation of budget requests to the Office of
Management and Budget (OMB), and to the various Congressional appropriations committees.
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Some budget analysts prepare requests for apportionments, and review and consolidate budget
estimates and other work submitted by budget staffs of subordinate components and echelons.
Budget analysts at all levels of an agency are responsible for detecting and reporting existing and
anticipated violations of budgetary law or regulation.

Budget Examiners

Budget examiners are budgetary experts in the Office of Management and Budget who are
actively engaged in the review and analysis of the budgetary operations of Federal agencies and
departments. Typically, an OMB budget examiner is assigned responsibility for the total budget
and programs of an agency, or a substantial portion thereof. Some budget examiners are
responsible for programs which transcend agency lines. An individual budget examiner
exercises a high degree of authority and judgment in approving, disapproving, or modifying
agency requests for funds in proposed annual budgets and budgetary actions associated with the
execution of approved operating budgets (e.g., apportionments and certain reprogramming
actions). Examiners also review and make similar determinations with respect to budgetary
actions which require Congressional approval (e.g., deferrals, rescissions, and supplemental
appropriations), and provide expert interpretations on matters of law, policy, or regulation.

In reviewing proposed agency budgets, examiners have contacts on a regular basis with agency
directors and top management officials to discuss important issues concerning the funding for the
conduct of major national programs. The advice and guidance they provide to the agencies at
this stage of budget development is a key part of the Federal budget process. During the budget
presentation phase budget examiners provide budget and program data, and may be required to
appear before Congressional appropriations committees to provide testimony on behalf of
proposed funding levels and programs in the President's budget. Throughout the budget
execution phase examiners monitor the rates of obligation and expenditure of funds in the
operating budgets of assigned agencies.

DEFINITIONS OF TERMS

AGENCY -- Any department, commission, administration, board, or other separately
administered independent establishment in the Executive Branch of the Federal Government
headed by an official appointed by the President, whose appointment is subject to confirmation
by the Congress.

ALLOTMENT -- Authority delegated by the agency head or other authorized official to agency
employees to incur obligations within a specified dollar amount, pursuant to apportionment by
OMB, or other statutory authority, making funds available for obligation.

ANALYSIS -- The act of separating all or any part of a budget into its constituent parts (e.g., by
object class, line item, program goals, obligation, expenditure, reimbursement, or other category)
for the purpose of identifying and examining (e.g., quantifying) relationships of the parts to one
another and to other factors of financial and budgetary importance.
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APPORTIONMENT -- A distribution by OMB of budget authority or balances of funds available
in an agency’s appropriation or fund account into amounts which may be used for specified time
periods, activities, functions, projects, objectives, or combinations thereof.

APPROPRIATION OR FUND ACCOUNT -- An account established in the US Treasury
Department to record appropriated funds available to an agency for obligation and outlay. Each
such account provides the framework for the establishment of a set of balanced accounts on the
books of the agency concerned. These accounts also include revenue available for use without
Congressional appropriation action, such as revolving funds and trust funds (e.g. Social Security
benefits).

BUDGET AUTHORITY -- Authority provided by law and available during the year to incur
obligations. An appropriation is a form of budget authority that allow agencies to incur
obligations and to make payments out of the Treasury for specific purposes.

CORPUS -- The principal monies of a working capital, industrial, revolving, or other business-
type fund.

COSTS -- In an operating program, costs represent the value of resources (e.g., supplies and
equipment) consumed or used.

DECISION PACKAGE -- In zero base budgeting, the justification document that includes the
minimum information necessary to make judgments on program operations and costs associated
with those operations.

DECISION UNIT -- In zero based budgeting, the basic program or organization entity for which
budget requests are prepared and for which the manager makes decisions on the amount of
money to be spent and the scope or quality of work to be performed.

DEFERRAL -- Any action or inaction by an officer or employee of the United States
Government that temporarily withholds, delays, or effectively precludes the obligation or
expenditure of funds for which there is budget authority.

EXPENDITURES -- Payments, disbursements, or outlays of funds.

INDUSTRIALLY--FUNDED BUDGET -- Business-type budget which utilizes a balance-sheet
approach showing assets and liabilities.

INTRAGOVERNMENTAL REVOLVING FUND -- A revolving fund credited with collections,

primarily from other agencies and accounts, that are earmarked by law to carry out a continuing
cycle of intragovernmental business-type operations (e.g. supply, printing, or training).
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OBLIGATIONS -- Contracts, purchase orders, or any other binding commitments made by
Federal agencies ultimately to pay out money for products, services, or other purposes.
Obligations are not actual payments.

ORGANIZATION/COMPONENT -- Any activity, bureau, office, service, command,
installation, or other segment of a Federal agency. As used n this standard, the term does not
denote echelon or level.

OUTLAYS -- Checks issued, or other payments of obligations, less reimbursements or refunds to
the account. Also referred to as “disbursements” or “expenditures.”

PROGRAM -- Any activity which an agency is authorized by law or regulation to carry out, and
which is financed by appropriated funds, reimbursements, revenues, transfers, or other funds
available to an agency.

PUBLIC ENTERPRISE FUND -- A revolving fund credited with collections, primarily from
sources outside the Federal Government, that are earmarked to finance a continuing cycle of
business-type operations.

REPROGRAMMING -- A non-expenditure transfer of funds between agencies, between
programs within an agency, between activities within a program, between line-items of an
account, or between object classes. Reprogramming occurs during the budget execution phase
when changes in the organization’s mission programs, or funding (e.g., services provided,
number and types of employees, or funds available) require deviations from original budget
estimates. This necessitates, in effect, an interim rebudgeting for those programs and activities
affected.

RESCISSION -- Legislative action by both Houses of Congress withdrawing budget authority
which would otherwise be available for agency use.

SUBSTANTIVE PROGRAMS -- Programs which have as their primary objectives the

production and delivery of goods, the performance of services for, or the distribution of benefits
to: the public; State and local governments and jurisdictions; private industry; or other Federal
agencies and departments, governmentwide. Typically, such functions constitute an essential
part of the agency's assigned mission and purpose. Examples of substantive programs include:
development of aircraft, ships, or weapons systems for the national defense; public health
research; regulation of trade; social welfare; environmental protection; preservation of natural
resources; and construction, rental, and maintenance of public buildings. Normally, substantive
programs may be thought of as line programs. Such programs may be carried out in many
organizational levels and components of agencies, commensurate with missions and delegations
of authority and responsibility.

SUPPORT ACTIVITIES -- Administrative work and other functions which are performed
primarily to facilitate the conduct of an agency's substantive programs. Support activities (e.g.,
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accounting, budgeting, supply, personnel management, transportation, and payroll) are usually
internal to the agency or are occasionally performed in support of field components and
personnel of other agencies under joint servicing agreements.

TITLES

BUDGET ANALYSTS the title for nonsupervisory positions involving analytical, technical, and
administrative duties in one or more phases of the budgetary process, e.g., budget formulation
and justification, presentation and enactment, or execution. Budget analysts are assigned
responsibility for a segment of an organization's budget, programs, and/or organizational
structure which is less than the full scope of budgetary operations for the organizational
component and level served. Also included under this title are those positions and employees
responsible for developing budgetary guidance.

BUDGET OFFICERS the title for supervisory and nonsupervisory positions at and above the
GS-11 level, the incumbents of which are delegated authority and responsibility for the total
budgetary operations of an agency, or other organizational segment thereof (e.g., a bureau,
service, region, military command, or military installation) which is separately administered. To
be titled budget officer, the position must, at a minimum, have responsibility for both budget
formulation and budget execution for the organizational component and level served. There can
be only one budget officer for the organizational component and level served. Positions which
do not fully meet the foregoing criteria for titling as a budget officer will be titled supervisory
budget analyst or budget analyst, as appropriate.

BUDGET EXAMINERSs the title for nonsupervisory positions in the Office of Management and
Budget, the incumbents of which perform work of this series in examining and adjusting budget
requests submitted by other Federal agencies; in reviewing and granting requests for
apportionments; in examining proposed deferrals and rescissions; in presenting the President's
budget to Congress; or in applying budgetary policies guidance to Federal agencies and
departments.

The prefix "Supervisory" should be added to the basic titles of budget analyst or budget examiner
positions in this series which meet the criteria for evaluation as supervisors un@entrel

Schedule Supervisory Guidé&xamples of appropriate titles for positions which meet such

criteria include:

Supervisory Budget Analyst
Supervisory Budget Examiner

EVALUATION OF POSITIONS

Nonsupervisory Positions
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The factor-level criteria provided in this standard are specifically designed for the evaluation of
nonsupervisory budget analyst, budget examiner and budget officer positions wherever they are
established. Positions should be evaluated on a factor-by-factor basis, using one of the
benchmark job description in its entirety, or any of the appropriate point-rated factors in the
benchmarks and/or factor-level descriptions provided in this standard. More complete
instructions for evaluating positions are found inltiieoduction to the Position Classification
Standards

Evaluation criteria in this standard are to be applied to nonsupervisory budget officer positions in
the same fashion in which they are applied to budget examiner or budget analyst positions.
Differences between budget officer, budget analyst, and budget examiner positions are reflected
in the factor levels.

The evaluation criteria in this standard are also appropriate for use in determining the grade value
of analytical budget work in positions classified to other series (e.cButthgetand Accounting

Series, GS-0504theProgramAnalysis Series, GS-0345he AdministrativeDfficer Series,

GS-0341 and subject-matter series) for which there are no more-specific grade level criteria,
provided that similarities and differences in knowledge, decision-making, complexity, scope and
effect and other FES factors are properly taken into account.

Supervisory Positions

Positions in this series the supervisory duties and responsibilities of which meet the criteria in the
Supervisory Grade-Evaluation Gui(RGEG), Part I, are to be evaluated in accordance with
criteria in Part 1l of the Guide and titled in accordance with provisions of the Budget Analysis
Series standard, GS-0560.

The following supplementary guidance is provided for use in evaluating supervisory positions in
this series under criteria in the SGEG:

1. Factor Il --Managerial aspects
In evaluating the supervisory responsibilities of budget officer and supervisory budget
analyst positions under criteria in Part Il of epervisory Grade Evaluation Guide
(SGEGQG), it is imperative that care is taken to preclude granting double credit for the
performance of staff advisory functions. Budget administration, by its very nature,
usually involves the provision of advice and recommendations to program managers on
matters of the type discussed in Categories 1 through 6 of Factor lll, Managerial Aspects.
This advisory role is characteristic of a great many positions in the Budget Analysis
Series, both supervisory and nonsupervisory. The importance and difficulty of giving
such advice has already been taken into account in the structure and content of the factor
levels which cover nonsupervisory work of this series. Distinctions between the work of
supervisory positions in this series and "managerial aspects" lie with the recommendatory
character of work in the budget analysis occupation. Credit for "managerial aspects” in
budget officer, supervisory budget analyst, or supervisory budget examiner positions
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should be given only for performance of managerial functions within the organization
under the supervisory control of the incumbent.

2. Factor IV --Special additional elements affecting supervisory work
a. Element No. 1. Changing Work Situations

The "resources," "reprogramming,” and "schedules" referred to in conditions (b), (c),
and (e) of Element No. 1 are not direct references to work of the Budget Analysis
Series, GS-560. This element must be interpreted in light of the need to reschedule or
realign the work assignments of subordinates in response to changing conditions and
deadlines that are in addition to those which are a normal, recurring part of the budget
process.

b. Element No. 2: Variety
This element is designed to credit situations which place upon a supervisor a
substantial demand for a variety of technical knowledges (i.e., extensive
understanding of two or more "markedly different" specialized areas of work). For
purposes of interpreting and applying the criteria of this element, work is considered
to be markedly different when the duties involve knowledges and skills different from
those of budget analysis. The use of similar analytical techniques is common to many
administrative occupations. This element is intended to provide credit for supervision
of those occupations where such techniques or tools of the trade are not shared with
budget analysis.

There are many different systems and methods of budgeting in use in the Federal service. In
applying the evaluation criteria in this standard it is the kind of knowledge or skill required -- not
the particular system or method of budgeting used -- which should govern the selection of an
appropriate factor level or benchmark.

The absence of benchmarks for positions with different combinations of duties and

responsibilities at any grade GS-5 through GS-15 does not preclude evaluation of positions at
those grades.
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GRADE CONVERSION TABLE

Total points on all evaluation factors are converted to GS grade as follows:

GS Grade Point Range
5 855-1100
6 1105-1350
7 1355-1600
8 1605-1850
9 1855-2100
10 2105-2350
11 2355-2750
12 2755-3150
13 3155-3600
14 3605-4050
15 4055- up

FACTOR LEVEL DESCRIPTIONS

FACTOR 1, KNOWLEDGE REQUIRED BY THE POSITION

Factor 1 measures the nature and extent of information or facts which the workers must
understand to do acceptable work (e.g., steps, procedures, practices, rules, policies, theories,
principles, and concepts) and the nature and extent of the skills needed to apply those
knowledges. To be used as a basis for selecting a level under this factor, a knowledge must be
required and applied.

There is a close relationship among the levels of knowledge described under this factor, the
qualifications required to do the work, and the quality of experience gained in taking a budget
through an entire cycle from inception of the formulation phase to completion of the budget
execution phase.

This factor is closely related to Factor 4, Complexity. Consequently, the level selected under
Factor 4 should be fully compatible with the level selected under this factor.

To warrant selection of a particular level under this factor, knowledges of that level must be
applied on a regular basis throughout the work cycle in a manner characteristic of that described.
There are many different systems and methods of budgeting in use in the Federal service, and the
knowledge required to apply them may vary accordingly.

Main Menu Exit



Budget Analysis, GS-0560 Page 18

Main Menu Exit



Budget Analysis, GS-0560 Page 19

Level 1-5 -- 750 points

Employees with this level of knowledge participate in on-the-job and classroom training in the
principles, practices, and methods of budget administration.

The assignment typically requires: skill in analytical reasoning; ability to communicate factual
information clearly, orally, and in writing; ability to learn and apply the principles, practices,
methods, and techniques of budgeting; and skill in relating entries in the budget to the mission,
structure, goals, work processes, and programs of the employing organization. Some work
situations also require knowledge of business, financial, and management principles and
practices common to the administration of governmental organizations and programs (e.g., how
to construct a commercial balance sheet, or how Federal programs are funded).

Knowledges, skills and abilities characteristic of this level are applied in the performance of
assigned tasks and procedures in the budget process, such as: obtaining, compiling, and
summarizing narrative information and quantitative data for use by others within the office (e.g.,
data on salaries and related expenses in organizational units or subunits); verifying the costs of
certain line items in the budget (e.g., office supplies, or telephone service charges) and entering
the costs in standard forms and schedules; comparing current and planned expenditures in an
organizational unit with authorized funding levels to determine whether a condition of
over-or-under obligation of funds exists; matching funding requests with historical data to
determine trends in spending; extracting budget and program data from computer printouts of
accounting records, forms, schedules, and reports, for use by co-workers; and researching legal
and regulatory guides to obtain information about the propriety of using funds for specific
purposes (e.g., transferring funds between accounts).

Level 1-6 -- 950 points

In addition to those knowledges and skills described at Level 1-5, this level requires a good
knowledge of the commonly used budgetary methods, practices, procedures, regulations,
precedents, policies, and other guides of the employing component, installation, or office which
specifically apply to the assigned budget and phase of the budget process (e.g., organizational
components, programs, services, object classes and/or line items).

This level of knowledge permits the independent performance of routine, continuing assignments
(i.e., assignments which last from one to six months) for appropriated fund and commercially
funded activities. This level is also appropriate for advanced developmental positions the duties
of which are to perform progressively more difficult tasks in various phases of budgeting in
preparation for target positions and grade levels which require skill in the performance of more
complex analytical work characteristic of higher levels of this factor.
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Full performance level positions which require this level of knowledge are usually found in an
organizational component and/or echelon below which there are no subordinate budget offices.

Work requires a good practical knowledge of the missions, functions, goals, objectives, work
processes, and sources of funding of assigned budget activities in order to relate needs and
accomplishments of serviced activities to anticipated and actual dollar figures in the budget.
Included is knowledge of sources of factual information about the programs and finances of the
assigned area of the budget, such as that found in: accounting and data processing reports;
payroll records; work reports; or inventory and sales data. Analytical skill is applied in
interpreting the source information and applying it to the budget.

Readily available historical data about the organization's budget and programs is used in
forecasting annual funding needs. Knowledge of regulations and guidelines governing the use of
funds in single purpose appropriated or revolving fund accounts is used in recommending
transfers of funds within accounts under the same appropriation; transfers of funds rarely require
prior approval of officials at higher echelons within the employing organization. Typically,
budgeting for assigned activities is performed without regard to relationships to or effects on
budgets of other components, programs, or organizations.

Knowledge is used to enter and adjust budgetary data in a wide variety of forms, schedules, and
reports (e.g., personnel salaries and expenses, work schedules, supply and equipment budgets,
and commercial balance sheets) to reflect changes in the amount and type of funds for programs
handled. Knowledge of organizational budget policies and regulations is used in identifying and
referring those reprogramming actions which require prior approval to officials at higher
echelons within the organization. Some employees apply knowledges and skills of this level in
sorting out the annual work plans submitted by program components. Knowledge typical of this
level is also used to extrapolate from current to future budgets.

Where the assignment involves specialization in a single phase of budgeting (e.g., budget
execution), the employee typically applies a more intensive knowledge of the methods and
practices of that phase (e. g., determination of overhead costs for specific work processes,
cost-benefit analysis, or calculation of trends in rates of obligation and expenditure of funds) to
budgeting for a wider range of stable activities.

Level 1-7 -- 1250 points

In addition to those knowledges and skills described at lower levels of this factor, this level
requires detailed, intensive knowledge of: the budgetary policies, precedents, goals, objectives,
regulations, and guidelines of the employing component which apply to assigned organizations
and programs; the sources, types, and methods of funding for assigned organizations and
programs (e.g., direct annual and no-year appropriations, apportionments, allotments, transfers of
funds from other agencies, revenue from industrially funded operations, and/or refunds); and
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budgetary and financial relationships between the assigned budget(s) and budgets and programs
of other agency components and organizations.

This level requires knowledge and skill in the application of methods and techniques for
analyzing and evaluating the effects of continuing changes in program plans and funding on the
accomplishment of the organization's budget and program milestones (e.g., cost-benefit analysis,
planning-programing-budgeting, program evaluation review technique (PERT), management by
objectives, decision theory, probability theory, linear programing, and inventory replacement
theory). Skill is also required in analyzing budgetary relationships and developing
recommendations for budgetary actions (e.g., requesting allotments, or reprogramming funds
among object classes) under conditions of time pressure and uncertainty due to: short and
rapidly changing program and budgetary deadlines and objectives; gaps and conflicts in program
and budgetary information; lack of predictive data; conflicting program and budgetary
objectives; and changing guidelines for the work.

It is contemplated that this level of knowledge will apply to positions at more than one echelon of
Federal agencies and departments. This is the level of skill and knowledge in the work required
for some budget officer positions. It is also the highest level for salary and expense budgeting of
a support nature in a Federal agency. Knowledges and skills characteristic of this level are
regularly applied in the following ways:

Budget Formulation

-- Reviewing, editing, and consolidating annual and multi-year budget estimates for
assigned organizations and programs into a consolidated budget request. Preparing or
editing narrative justification for projected funding needs and assuring that data in
requests is formally and accurately documented in a wide variety of unrelated forms,
schedules, and reports. In formulating working capital fund budgets (e.g., stock fund
supply, shipbuilding and repair, aircraft maintenance, or reimbursable training), the
employee must use skill in analyzing and forecasting customer (e.g., other agencies,
private industry, or the public) demands for goods and services, and changes in the
nature, type, and cost of goods and services produced.

-- Budgeting for long-range procurement of parts and equipment which involves knowledge
of the effects of economic and production variables (e.g., currency fluctuations, supply
systems, and labor agreements). Knowledge is used to estimate the amount of, and
schedule the timing of contract payments.

-- Planning for the distribution of transfer payments, grants-in-aid, and similar benefits to
state and local governments, private businesses, educational institutions, and the public,
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and application of guidelines for budget formulation by officials of the same and
subordinate echelons within the agency or organization.
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Budget Execution

-- Monitors the execution of a budget with many different sources and types of funding
(e.g., direct multi-year appropriations, allotments from many different appropriations,
transfers of funds from other agencies, reimbursements for services performed, revenue
from working capital funds, and trust fund accounts). Identifies and analyzes trends in
the receipt, obligation, or expenditure of funds to assure that objectives of the annual
financial plan are being met on a timely basis, and that funds are available and being
properly and effectively used to support program objectives.

-- Develops recommendations for budgetary adjustments to support unanticipated changes
in program operations and/or funding. Prepares and documents requests for increases or
decreases in funds which require approval of budget or program officials at higher
echelons (e.g., supplemental appropriations, allotments, reprogramming, deferrals, and
rescissions of funds).

-- Reviews and approves, disapproves, or modifies requests for allotments of funds
submitted by lower echelons (e.g., subordinate bureaus, services, commands or
installations).

-- Provides advice on all aspects of the interpretation and application of agency guidelines
for the budget execution process to program and budget officials of subordinate
components within the organization.

Budget Officers

Typically, budget officers apply knowledges and skills characteristic of this level in coordinating
and reviewing the work of subordinate analysts who are engaged in the formulation and
execution of the budget for an agency component. Knowledges and skills applied by
subordinates are characteristic of level 1-6 of this factor. In contrast, the budget officer applies a
knowledge of all aspects of the budget process (i.e., formulation, justification, and execution) for
the programs and activities of the component and echelon served.

Level 1-8 -- 1550 points

This level of knowledge requires mastery of the concepts, principles, practices, laws and
regulations which apply to budgeting for substantive national programs and services. Employees
with this level of knowledge typically serve as advisors and consultants to top management of the
employing agency or organization on the Federal budget process. It requires comprehensive and
detailed knowledge of the process through which budgets are developed, transmitted, presented,
examined by OMB, and reviewed by Congress, and how budgetary and program legislation is
enacted by Congress. It also involves expert knowledge of the financial and budgetary
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relationships between the organization's budget and the budgets and programs of other Federal
agencies, state and local governments, private industry, and large public organizations.

It includes detailed knowledge of the financial management and program objectives of the
organization's director, OMB, and Congress; comprehensive knowledge of precedents and
controls; and detailed knowledge of OMB and Treasury Department guidelines and regulations
(e. g., circulars and directives) governing the acquisition and use of Federal funds.

Knowledge of this level is applied in developing, recommending, and implementing budgetary
policies affecting the financing and accomplishment of important national programs and
objectives (e. g., national health and safety, national defense, preservation and protection of
natural resources, law enforcement, and social welfare). Such knowledge is used in interpreting
and assessing the impact of new and revised Congressional legislation (e.g., appropriations
language) on the formulation and execution of budgets for substantive programs. Knowledge is
also used to develop and render authoritative interpretations of executive orders, OMB guidelines
and directives, and policies and precedents within and across agency lines. Some employees
with this level of knowledge apply new methods and techniques of budgeting to the forecasting
of long-range funding needs (e.g., 3 to 5 years into the future) and development of timetables for
obtaining needed funding for new or modified substantive government programs.

Employees must exercise skill in projecting and analyzing the potential effects of budgetary
actions on national economic, social, and political objectives (e.g., cost-of-living, equal
opportunity, or unemployment).

Budget Formulation

Budget analysts typically apply knowledge of this level in reviewing, analyzing, revising, and
recommending approval, disapproval or modification of budget requests (and justifications)
submitted by budget officers at subordinate echelons in the agency. Analysts with this level of
knowledge also analyze, combine and consolidate budget estimates of subordinate components
and programs (e. g., bureaus, services, regions, and military commands) into a budget document
which reflects the balanced, multi-year funding needs of the agency or organization. Some
analysts use their knowledge to develop budgetary policy and also provide an authoritative
source of advice and guidance for an agency on the formulation of budget estimates.

Some budget analysts also develop and provide authoritative advice and interpretations of
Congressional legislation (e.g., the intent of appropriations language) and OMB policies and
precedents which affect the budgets and programs of Federal agencies.

This level of knowledge is applied by budget examiners in examining the total budget of a
Federal agency to assure that budget plans, schedules, and amounts of funds requested are
consistent with Presidential policies and objectives, Congressional legislation and intent of OMB
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regulations and directives, and the policies and programs of other Federal agencies conducting
similar missions (e.g., environmental protection, scientific research and development, law
enforcement, national defense, or social welfare). Typically, budget examiners apply expert
knowledge of the total Federal budgetary process in approving, disapproving, and recommending
major changes in agency budgets (e.g., source, amount, and/or timing of funding for multi-year
programs), which directly affect the character, efficiency, and effectiveness of agency programs
(i.e., the type and amount of goods and services delivered to the public, other Federal agencies, or
private business).

Budget Presentation-Enactment

Knowledge of the Congressional budget process and how legislation is enacted is used to gather,
assemble, analyze, prepare strategy for presenting, explain, and document the budget request, and
to brief managers and other witnesses scheduled to testify on behalf of the budget request.

Some budget officers and budget analysts appear as expert withesses before Congressional
appropriations committees to testify on behalf of the budgets and programs of their agencies or
areas of Government. Others present and act as spokespersons on behalf of the budget for
assigned organizations and programs in meetings with OMB budget examiners.

Budget Execution

Expert knowledge of Congressional budget processes and practices and legislation applicable to
the mission and programs of the employing agency is used to review, screen, and edit for
transmittal to OMB and/ or Congress requests for apportionments, reapportionments,
supplemental appropriations, deferrals, and rescissions of funds. Knowledge is also used to
develop, implement, and advise on agency-wide policies and controls for the acquisition,
allocation, distribution, obligation and expenditure of funds in approved operating budgets.

Budget Analysts

Some analysts apply this level of knowledge in initiating, reviewing and recommending approval
or disapproval of requests to reprogram funds between agency components and programs (e.g.,
regions, bureaus, services, or major military commands).

Budget analysts also review, approve, disapprove, and recommend the amount and timing of
allotments of funds to agency components and programs.

Knowledge is used to develop an annual work plan which will maximize the effectiveness and
efficiency of achieving broad national program and budgetary goals. Such plans often include
national employment ceilings for the agency's components and regions; timetables for the
allocation and distribution of funds within the agency; and schedules for the obligation and
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expenditure of funds to support substantive program milestones (e.g., grants-in-aid, equipment
purchases, and payments to contractors).

Budget Examiners

Knowledge of this level is applied by OMB budget examiners in reviewing and approving or
disapproving requests by agencies for apportionments and reapportionments, and in screening
requests for supplemental appropriations, deferrals, and rescissions of funds. Some OMB
examiners with this level of knowledge are engaged in monitoring the execution of agency
budgets, and analyzing trends in the commitment, obligation and expenditure of funds for
specified purposes (e.g., by object class or program) by one or more Federal agencies. Other
OMB examiners develop and advise on policies for monitoring budget execution in Federal
agencies throughout the Executive Branch.

Budget examiners apply knowledge of this level in reviewing agency requests for
apportionments, reapportionments, deferrals, rescissions, and supplemental appropriations, and
make recommendations and decisions concerning the need for, means, and desirability of
transmitting the requests to Congress. Budget examiners may also provide authoritative advice
on all aspects of the budget execution phase and related Congressional legislation and OMB
regulations (e.g., budget circulars and directives).

Budget Officers

Knowledge characteristic of this level is applied by a budget officer who is responsible for the
formulation, justification, and execution of the budget for an entire agency or major component
conducting a substantive program or recognizable segment thereof. Work involves serving as the
technical authority on budget formulation and execution for the employing component. Such an
assignment requires the application of a full range of knowledges and skills described under this
level in tying together the budgetary work of program managers, subject-matter experts, staff
officials (e.g., personnel, data processing, and accounting specialists) and subordinate budget
analysts. Some budget officers are also responsible for presenting the budget for the component
served to program and budget officials of the next echelon in the agency.

FACTOR 2, SUPERVISORY CONTROLS

"Supervisory Controls" covers the nature and extent of direct or indirect controls exercised by the
supervisor, the employee's responsibility, and the review of completed work. Controls are
exercised by the supervisor in the way assignments are made, instructions are given to the
employee, priorities and deadlines are set, and objectives and boundaries are defined.
Responsibility of the employee depends upon the extent to which the employee is expected to
develop the sequence and timing of various aspects of the work, to modify or recommend
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modification of instructions, and to participate in establishing priorities and defining objectives.
The degree of review of completed work depends upon the nature and extent of the review, e. g.,
close and detailed review of each phase of the assignment; detailed review of the finished
assignment; spot-check of finished work for accuracy; or review only for adherence to policy.

This factor also takes into account the extent of the employee's responsibility for independent
action and decision making.

Level 2-1 -- 25 points

Work is closely controlled by the supervisor in both the assignment and review stages. Tasks
involving the use of new formats, methods or procedures and developmental assignments are
typically accompanied by detailed and specific instructions covering such things as: sources of
information; guidelines to be used; forms and worksheets on which data is to be entered; the
end product desired; and the analytical steps to be followed in arriving at the desired end
product.

Work is completed by the employee in accordance with the supervisor's instructions and
guidelines specified for use. The employee confers with the supervisor, or a higher-graded
co-worker skilled in the work, as needed, to obtain further clarification of instructions and work
methods.

Work is closely reviewed in progress and upon completion for adherence to instructions,
accuracy of numerical and statistical tabulations (e.g., total funds paid for a particular line item in
the budget), and overall acceptability of the finished product (e.g., propriety of format, inclusion
of information requested, and/or compliance with guidelines and procedures).

Level 2-2 -- 125 points

Work is assigned by the supervisor in the form of budgetary actions to be performed and/or
designated organizational components and functions to be covered on a continuing basis. The
supervisor furnishes specific guidance and instructions concerning work methods and procedures
to be used, time frames for completion of steps in the budget process, and scope and limitations
of new or continuing assignments. Work assignments and objectives are usually of a short-term
nature. Judgments made by the employee in carrying out assignments include: which formats to
use in recording and displaying budgetary information; the type of supporting data needed; and
sources of data which are acceptable for use (e.g., accounting records, personnel records, or
procurement records). Within the framework established by the supervisor, and subject to
clear-cut procedures and guidelines for the work, the employee exercises initiative in planning
the sequence and scheduling of individual tasks. The employee refers problems not covered by
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the supervisor's instructions or guides to the supervisor or a designated employee skilled in the
work.

Work is reviewed by the supervisor or a designated employee for compliance with instructions
and guidelines; appropriateness of facts, figures and statistical data; consistency; timeliness;
soundness of judgments made; and adherence to accepted work methods and procedures.
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Level 2-3 -- 275 points

Typically, work assignments involve continuing responsibility for specific areas of the budget,
such as: organizational components; object classes; appropriations accounts; segments of
substantive programs; support activities; budget formulation; budget execution; or a matrix of
work which cuts across boundaries of organizational, program and budgetary lines. Assignments
are usually accompanied by supervisory instructions concerning budget and program priorities,
objectives, and deadlines. Often, deadlines for completion of work assignments coincide with,
and correspond to, deadlines for the submission of budget forms, schedules, and reports (e.g.,
budget estimates, or reports on budget execution).

The employee is responsible for independently planning and carrying out information gathering
and analysis activities involving the application of standardized policies and regulations, and
currently used methods and practices of budgeting (e.g., comparing costs of alternative program
plans, or determining the labor costs associated with equipment maintenance and repair, or
keeping track of obligations and expenditures in related accounts). The employee uses judgment
in resolving commonly encountered work problems, such as those which require choosing
analytical methods, or provisions of applicable regulations. The supervisor or project leader
provides guidance in interpreting and applying new or revised budget policies and regulations.

Recommendations and decisions which change the amounts of funds allotted to components and
programs, or the purposes for which funds in approved budgets are used, require the prior
approval of the supervisor. Work products (e.g., salary and expense schedules or analyses of
costs of program operations) are reviewed by the supervisor at key stages of development or
milestones in the budget cycle and upon completion for soundness of technical treatment and
conformance to budget policy and requirements. Currently used budgetary methods and
practices applied by the employee are usually not reviewed in detail.

Level 2-4 -- 450 points

Employees working under this level of supervisory control are usually assigned long-term,
continuing responsibility for independently performing budgetary functions in one or more
phases of the budget process (i.e., formulation, presentation, and/or execution for areas of the
budget which support the substantive programs of the employing agency or component. This
level is distinguished from the preceding level (level 2-3) principally by the employees' added
responsibility for independently planning and carrying out work on an extended basis, and for
making a wide range of technical (budgetary) decisions, commitments, and recommendations as
the work proceeds.

The supervisor establishes the overall budgetary objectives and policies of the employing
organization, and indicates the sources and types of funding available to achieve the stated
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objectives. Within this framework the employee and the supervisor, in consultation, develop the
internal organizational deadlines, e.g., for analysis of information and preparation of draft budget
estimates; or submission of reports on the availability and use of funds; conduct of long-range

analytical projects (e.g., studies of trends in costs of providing services); and areas of emphasis
the work (e.g., preparation of justification statements to support new or changed funding needs).

At this level the employee is responsible for independently planning, performing, coordinating,
and scheduling the budgetary financing for new programs and activities of a substantive nature;
resolving and interpreting ambiguous and conflicting budgetary policies and regulations;
reconciling conflicting budgetary and program objectives; and assessing the long-term effects of
new or revised legislation on the budget and programs of the employing organization.

Some employees at this level are authorized to make recommendations and commitments to
management involving the allocation and distribution of funds in approved budgets, consistent
with governing legal and regulatory guidelines and policy objectives, without prior approval by
the supervisor.

On own initiative the employee selects the analytical methods to be used in estimating funding
needs (e.g., decision theory, program evaluation review techniques, linear regression, and/or
linear programing), strategies for presenting budgetary recommendations and requests to
management and fund-granting authorities, and the methods to be used in checking the accuracy
and reliability of budget forecasts and effectiveness of controls over the use of funds (e.g.,
program allotments or apportionments). The employee is responsible for informing the
supervisor of budgetary issues with potentially controversial and far-reaching implications (e.qg.,
need for supplemental appropriations; criminal misuse of program funds; inability to meet key
budget and program deadlines for obtaining or spending funds; or need for changes in policies,
regulations or legislation.

Completed work (e.g., budget forecasts and justifications, reprograming actions, allotments and
distributions of funds to subcomponents, and analyses of trends in the obligation and expenditure
of funds) usually receives a supervisory review for effectiveness in meeting budgetary and
program objectives and deadlines, and consistency and agreement of budgetary actions and
recommendations with objectives of other areas of the budget and programs of the employing
organization.

Level 2-5 -- 650 points

This is the kind and level of supervisory control typically exercised over the work of an employee
who is responsible for, and expert in, all phases and methods of budgeting for the substantive
nationwide programs administered by the employing agency or a component thereof. This level
also applies to those budget examiner positions which are assigned continuing, independent
responsibility for the total budgetary affairs of an entire Federal agency with a substantive
nationwide mission and programs.
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The supervisor provides broad administrative and policy direction through discussion of financial
and program goals and related Presidential, Congressional, or political considerations which
affect the budget administered. The employee working under this kind and level of supervisory
control is usually delegated responsibility and authority for independently planning, scheduling,
coordinating (e.g., with program managers and their staffs), carrying out, and evaluating the
effectiveness of budgetary operations performed in the employing agency or assigned
component. The employee exercises delegated authority for funds management and control,
which includes the authority to approve funding transactions in approved budgets without
reference to the supervisor (e.g., issuance of allotments to program managers; transfers of funds
between budget accounts and programs; and withholding of funds to prevent over-obligation).

In performing the work the employee makes extensive, unreviewed technical judgments
concerning the treatment of budgetary data in forms, schedules, requests, and reports (e.g.,
narrative and statistical justifications for program funding), and in deciding which analytical
methods (e.g., linear programing, or inventory replacement models) will be applied, and when
and where to apply them. Many of these technical decisions lead to, or form the basis for major
program policy and operational decisions by the director of the employing organization(e.g., to
accelerate or curtail program operations).

The employee is regarded as the sole technical authority for the employing organization on
budgetary matters (e.g., interpretation of laws, regulations, policies, and methods) and
recommendations made byte employee are usually accepted by the supervisor, without change.
The employee's actions, decisions, and recommendations are reviewed primarily for results
obtained in achieving financial goals and objectives, and in providing support for the attainment
of program goals and objectives. Due to the extended nature of the budget cycle, the results of
recommendations and completed work (e.g., formulation and presentation of annual and
multi-year program budgets) are frequently not subject to review and evaluation for periods in
excess of one year. Recommendations made by the employee for new or revised budgetary
policies, procedures, and controls, are evaluated by the supervisor in terms of anticipated impact
upon accomplishment of substantive program goals and objectives, and national priorities.

FACTOR 3, GUIDELINES

This factor covers the nature of guidelines for the work and the judgment needed to apply them.
Guides used in this occupation include, for example: established budgetary procedures and
policies, traditional practices, and reference manuals such as financial handbooks, budget
circulars and directives, appropriations language, and agency regulations and requirements.

Individual jobs vary in the specificity, applicability, and availability of the guidelines for
performance of assignments. Consequently, the constraints and judgmental demands placed upon
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employees also vary. For example, the existence of specific instructions, procedures, and
policies may limit the opportunity of the employee to make or recommend decisions or actions.
However, in the absence of procedures or under broadly stated objectives, employees may use
considerable judgment in researching literature and developing new methods (e.g., of
formulating, monitoring, or analyzing budgets).

Guidelines should not be confused with the knowledges described under Factor 1, Knowledge
Required by the Position. Guidelines either provide reference data or impose certain constraints
on the use of knowledges. For example, in the field of budget analysis there may be several
methods of forecasting expenditures set forth in a technical manual. However, in a particular
budget office the policy may be to use only one of those methods; or the policy may state
specifically under what conditions each method may be used.

Level 3-1 -- 25 points

This level is applicable to those positions and work situations in which specific, detailed
guidelines covering all phases of assigned budgetary tasks are provided to the employee. Such
guidelines typically include standard office operating procedures for compiling and entering
statistical data in a variety of commonly used budget forms, schedules, and worksheets.

The employee works in strict adherence to the guidelines. Any deviation from the guidelines and
procedures must be authorized in advance by the supervisor or a higher-graded co-worker.

Level 3-2 -- 125 points

Procedural instructions for doing the work have been established by the employing component or
agency, and are readily available to the employee. Guidelines cover a wide variety of

procedural and administrative matters, such as: documentation of statistical data in numerous

types of budget forms, schedules, and reports; methods for estimating mileage allowances,
standard level user costs, overhead charges, and personnel salaries and benefits; procedures to be
followed in submitting budget estimates, requests for approval of reprograming actions, and

reports on budget execution; and instructions for preparing budget estimates for industrially

funded operations in commercial balance sheet format.

The number and similarity of guidelines and work situations requires the employee to use
judgment in locating and selecting the proper procedural and technical instructions for
application to specific budgetary situations (e.g., preparation of budget estimates for assigned
object classes or line items).

Adaptations of, or deviations from guidelines are limited to matters of style and format (e.g.,
deciding upon how to display budgetary information and supporting statistical information for
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greatest clarity of presentation and ease of interpretation, and to highlight significant trends in
spending). At this level the employee also determines which of several established alternative
procedures to use in estimating overhead charges for billing customers of a working capital fund,
the cost of furnishing supply items from inventory, or the cost of personnel salaries and benefits
in an administrative activity.

Situations not covered by existing guidelines, or for which guidelines are not available to the
employee, or which would require significant deviations from existing guidelines, or for which
guidelines are conflicting and ambiguous are referred to the supervisor or to a higher-graded
employee skilled in the work.

Level 3-3 -- 275 points

Guidelines available and regularly used in the work are in the form of budgetary policies,
precedents and regulations (e.g., the analysis and formation of budget estimates, requirements for
narrative justification for budget requests or reprograming actions, or methods for analyzing and
reporting on obligations and expenditures in approved budgets), and specific substantive program
goals, production schedules, and work processes. Guidelines are not always applicable to
specific budgetary situations, e.g., joint funding arrangements, distribution of contracts and

grants monies, and program changes which involve cost reductions achieved through use of
improved work methods. This level also includes those work situations in which the incumbent
must interpret and apply a large number of varied program and budgetary policies and regulations
(e.g., in budgeting for programs administered by components of the same agency).

The employee uses judgment in interpreting, adapting, and applying guidelines such as
instructions in budget formulation and budget execution to the analysis and development of
budget estimates and annual work plans for continuing programs and organizations. The
employee independently resolves gaps in specificity or conflicts in guidelines which are in
consonance with stated budget and program objectives.

At this level the application of guidelines requires the use of analytical methods and techniques
(e.g., cost-benefit analysis, decision theory, or preparation of commercial-type balance sheets and
profit and loss statements). Results of budgetary actions (e.g., dollars saved, or costs of program
accomplishments) are analyzed by the employee, who proposes regulatory changes designed to
improve the effectiveness or efficiency with which funds are obtained or used.

Level 3-4 -- 450 points
In addition to those guidelines described in lower levels of this factor, guidelines regularly

applied at this level consist of broad budgetary guidance, such as: circulars, directives, and
regulations issued by the Office of Management and Budget which relate to the division of

Main Menu Exit



Budget Analysis, GS-0560 Page 34

Federal funds among agency programs; regulations published by the Treasury Department;
judicial

decisions, Comptroller General decisions, and similar precedents specific to the budget and
programs of the employing organization; and broad program goals and objectives of the
employing organization. Guidelines provide a general outline of the concepts, methods and goals
of budgeting to be followed (e.g., in formulating long-range budget estimates covering the
budgets and operations of new or substantially revamped national programs). Where guidelines
for performing the work are scarce or of limited use, the employee develops guidelines, e.g., for
reprogramming or allotment of funds, to be followed by budget officers and program managers
at subordinate organizational levels and/ or offices in various geographic regions. Also included
at this level are voluminous and conflicting program and budget policies and regulations (e.g.,
major unfunded national program requirements) which require detailed analysis, interpretation,
and resolution.

The employee uses initiative and resourcefulness in researching and implementing new and
improved methods and procedures of budgeting for use within the employing organization and/or
criteria for identifying and analyzing trends in the use of funds, and measuring organizational
effectiveness in achieving major budgetary goals.

At this level the incumbent exercises a great deal of judgment and discretion, and has broad
latitude in interpreting and applying guidelines, organization-wide. Also included at this level is
the interpretation and application of voluminous and ambiguous or conflicting guidelines of more
than one Federal agency or department which apply to the budgets of assigned programs and
organizations (e. g., in establishing a working capital fund the corpus of which is supported by
funds from many different Federal agencies, or in executing the budget for an organization which
provides reimbursable services on a nationwide basis to components and personnel of other
agencies).

Examples of initiative and originality characteristic of this level include:

a. Developing budgetary guidelines covering the formulation of budget estimates for nationwide
supply operations of an organization or agency which has as its mission the provision of
supplies to other Federal agencies, or to many geographically dispersed components of the
employing organization.

b. Establishing criteria and methods for analyzing and evaluating the performance of budgetary
functions in industrial fund activities within a Department of Defense agency or major

military command, when work involves application of budgetary policies and procedures of
other commands, agencies, or large private industrial organizations.

Level 3-5 -- 650 points
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At this level the employee is a recognized technical authority on the development and
interpretation of budgetary guidelines, policies, legislation and regulations covering the
budgetary operations of one or more substantive national programs and the organizations which
administer them.

Guidelines are nonspecific and stated in terms of broad national policies and goals, often in legal
and technical terminology, which necessitates extensive interpretation to define the extent and
intent of coverage. Guidelines characteristic of this level consist of: appropriations language in
budgets approved by Congress; enabling legislation enacted by Congress pertaining to the
establishment and financing of important National programs and agencies; Acts of Congress
(e.g., the Impoundment Control Act of 1974) with respect to the acquisition and use of
appropriated and nonappropriated funds (e. g., revenues from industrially-funded operations);
Presidential budgetary and fiscal policies; precedent-setting judicial decisions; and broad based
Comptroller General decisions (e.g., on payment of hazardous duty pay to Federal employees).

Some employees interpret national policies, goals and legislation in developing budgetary
guidance and regulations which apply to the conduct of diverse budgetary and program
operations, government-wide. Such guidance, often in the form of budget circulars, directives, or
instructions, provides instructions on the implementation of new and revised methods which
agencies are required to use in formulating their budget requests.

At this level an employee must use initiative, judgment, and originality in researching and
interpreting existing national policies and Congressional legislation; in developing broad agency
budgetary programs, economic and policy goals and objectives; in determining when new or
revised legislation is needed, and in researching and preparing recommendations for the content
of such legislation. The employee developing regulations and budgetary policies must take into
account the effects of conflicting laws, policies and regulations, yet promulgate budget policies
and regulations which are flexible enough to remain current despite changes in budgetary
methods, program operations, and work processes.

FACTOR 4, COMPLEXITY
This factor covers the nature, number, variety, and intricacy of tasks, steps, processes, or methods
in the work performed; the difficulty in identifying what needs to be done; and the difficulty and
originality involved in performing the work.
This factor also covers the interrelationships between budgets and programs which must be

identified, considered, and analyzed in performing the work (e.g., costs, benefits, sources and
types of funding, uses of funds, schedules and deadlines, and organizational policies and goals).

Level 4-2 -- 75 points
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Work of this level consists of duties which involve the performance of a series of related steps,
methods, tasks, and procedures in the Federal budget process. Duties characteristic of this level
include: checking the accuracy and consistency of budget estimates by line item and object class
through comparison with totals, subtotals and percentages in related budgetary forms and
schedules; consolidating estimates for like entries to arrive at the total or fractional cost of a
quantity or group of line items (e.g., gallons of fuel, typewriters, salary costs, or vehicle repairs);
researching regulatory and procedural guides to determine the proper documents and formats to
use in entering and recording budgetary data (e.g., personnel salaries and expenses, stock fund
revenues, or line item obligations); adjusting formal and informal records to reflect the status of
funds available in an account as budgetary transactions occur (e.g., obligations, expenditures,
transfers of funds, and reimbursements); and recommending approval or disapproval of actions
(e.g., work orders, procurement actions, personnel hires, overtime work, or vehicle repairs) when
such recommendations can be based upon standard office operating procedures and the
availability of funds for the designated purpose.

At this level the employee makes decisions concerning the selection of the most appropriate
budget schedules, forms, and documents, and the proper formats in which to enter or adjust data
reflecting the status of funds in assigned line item, object class, component, or stock fund budget
accounts. The employee also decides which records and documents to review in checking the
accuracy and consistency of estimates, obligations, expenditures, revenues, reimbursements, and
transfers of funds (e.g., accounting records, personnel files, payroll records, and/or procurement
vouchers).

Financial and budgetary data of a factual nature appears in a variety of different formats. The
employee must recognize similarities and differences in the kinds of transactions and entries
which occur, and the methods to be followed in recording them, in order to check the accuracy
and consistency of information in the different forms, schedules, and documents used. Deadlines
for completion of the work are fixed and unvarying, and are usually established from several
months to one year in advance.

Level 4-3 -- 150 points

The assignment involves performing varied duties in the budget process which require the
application of a series of different and unrelated methods, practices, and techniques of budgeting.
Duties characteristic of this level include: developing cost data for alternative work plans;
forecasting funding needs for continuing support activities through extrapolation and

interpolation of current and historical cost data; estimating and prorating overhead charges to be
added to the cost of revolving fund supplies and services; providing advice on the applicability

of installation or component regulations; reviewing requests for allotments of funds; identifying,
plotting, and determining reasons for trends in the cost of accomplishing specific work objectives
(e.g., purchasing and distribution of supplies, completion of work orders, maintenance of
buildings and grounds, or processing of claims for benefits).
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Organizations, activities, services, and/or accounts budgeted for are relatively stable from one
year to the next, and throughout the fiscal year. Funding with which the employee is concerned
is from readily identifiable sources (e.qg., allotments or reimbursements). Activities typical of this
level include, but are not limited to: staff offices, internal supply and maintenance functions,
legal offices, utilities, family housing programs, hospital facilities, and laboratories conducting
routine testing of substances.

The incumbent compiles, analyzes, and summarizes budgetary information relating to assigned
areas of the organization's budget and designated phases of the budget process. Information
analyzed pertains to past, present, and future costs of basic administrative expenses and/or
services (e.g., salaries and wages of employees, office supplies and equipment, travel and
transportation), and the timing of budgetary actions (e.g., acquisition, distribution, and/or
transfers of funds) needed to support objectives of the annual work plan. The analyst is
responsible for translating organizational needs and objectives, by line item and object class, into
budget dollars and funding actions required to accomplish them. Work requires consideration of
program plans, provisions of applicable policies, regulations, and procedures, and alternative
methods of obtaining and distributing funds. Identifies, quantifies, and analyzes relationships
among organizational needs and objectives, costs, obligations, revenues, expenses, requirements
of budgetary guides, and funding information in unrelated documents and reports (e.g.,
procurement contracts, accounting records, work reports, utility bills, work orders, customer
reimbursements, and business-type balance sheets).

Recommendations concerning the approval or disapproval of requests for allotments of funds, or
actions involving the commitment of funds available in approved operating budgets are based
upon factual considerations such as the amount of funds in an account, deadlines integral to the
budget cycle, and local controls and regulations on spending. Time constraints on the
accomplishment of budgetary work (e. g., preparation of budget estimates, or use of funds in
approved budgets) are those normally associated with a phase of the budget process, and are
specified several months to a year in advance.

Level 4-4 -- 225 points

Work involves the performance of a wide variety of analytical and technical budget

administration functions for substantive programs and support activities which are funded

through many separate sources (e.g., appropriations, allotments, reimbursable accounts, and/or
transfers of funds between organizations). Often, programs budgeted for are financed through a
combination of appropriated fund and revolving fund accounts. Programs and funding are
unstable and subject to change throughout the budget year, which necessitates making frequent
adjustments to budget estimates and conducting partial rebudgeting during the fiscal year.
Program funding may extend for several years or more, as in the case of a no-year appropriation.
The budget for which the incumbent is responsible typically includes either a wide range of
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object classes and line items for one or a few substantive programs and organizations, or fewer
object classes and accounts through which a wide range of program areas are funded.

Work requires identification and analysis of changes in budgetary policies, regulations,

constraints, objectives, and funds available which affect the accomplishment of program
objectives, and vice-versa. The incumbent analyzes budget and program input in order to

develop annual and multi-year budget estimates for assigned programs and activities. At this

level the employee conducts research, identifies and analyzes trends in the use of funds (e.qg.,
increases or decreases in costs of accomplishing program goals), and recommends adjustments in
program spending which require the rescheduling of program workloads. The employee also
assists program managers and staff officials in interpreting the impact of, and planning for
multi-year budgetary and program changes.

The analyst makes use of analytical techniques, such as cost-benefit analysis, zero base budgeting
(ZBB), amortization, depreciation, and pro-rating revenues and costs among customers. The
analyst is responsible for selecting the appropriate analytical technique for use in predicting or
assessing the effects of budgetary and/or program changes, and evaluating the significance of
conflicting budgetary data. Work is complicated by the presence of conflicting program and
budgetary data. In identifying the costs involved in accomplishing objectives, the employee also
must decide which data to rely upon.

In addition to regular, predictable cyclical deadlines and milestones integral to the budget
process, there are unpredictable short-term deadlines which vary according to changes in
budgetary objectives, available funding, program goals and workload. Work involves analyzing
trends and recommending alternate courses of action to managers concerning the amount,
purpose, source, and timing of funding actions, and assisting managers in planning and
scheduling the funding for program and program support objectives (e.g., allotments, transfers,
reprogramming, or deferrals).

Level 4-5 -- 325 points

The work requires the selection and use of many different and unrelated analytical techniques

and methods in the formulation, presentation-enactment, and/or execution of multi-year budget
forecasts and requests to cover substantive agency programs with widely varying needs, goals,
objectives, work processes and timetables. Analytical methods regularly applied typically

include:

planning-programing-budgeting (PPB); program evaluation review techniques (PERT); linear
programing; and management by objectives. The employee makes recommendations concerning
changes in funding and budget plans which require corresponding changes in substantive
programs (e.g., levels of services or benefits provided to many echelons and components within a
large Federal agency or Department, other agencies, private industry, or to the public).
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Recommendations concerning the acquisition, use, or availability of funds for program purposes
are based upon detailed analysis and consideration of program requirements in relation to
budgetary requirements, policies and methods, and sources and types of funding (e.g.,
appropriations allotments, apportionments, revenues and reimbursements to working capital
funds, and reprogramming of funds which require prior approval of the agency or fund granting
and distributing organization). The work also requires identifying, quantifying, and evaluating
the mutual effects and interrelationships between program goals and accomplishments and
budgetary resources and policies. Work of this level requires planning and analysis for
attainment of multi-year budgetary objectives and plans which conflict with long-range goals and
objectives of the organization. There is a great deal of uncertainty and difficulty in determining
the amount, sequence, and timing of budgetary actions due to the presence of one or more of the
following conditions:

-- continually changing program objectives, plans, and funding requirements resulting from
new legislation, revised policies, and/or shifting demand for goods and services.

-- conflicting program and budgetary requirements (e.g., reduction in budget authority
coupled with expansion of services to the public).

-- implementation of a new substantive program which is complicated by the lack of
productive data upon which to base budget forecasts.

-- varying economic and fiscal circumstances (e.qg., fluctuations in the exchange rate of the
U.S. dollar against foreign currencies).

-- technological developments (e.g., research and development, environmental protection, or
automated information processing systems) which have significant cost impact upon
substantive agency programs.

-- continuing need for reprogramming actions that involve 10 percent or more of funds for a
substantive program in a single budget year (normally such actions require the prior
approval of agency headquarters).

Difficulty characteristic of this level is also encountered in formulating, presenting and/or
defending budget requests. Such work involves developing the strategy for presenting the budget
for important substantive programs, developing narrative and statistical justification for

requested funds, briefing management officials on the nature of the testimony to be given,
evaluating the reactions of fund granting and approving officials to the presentation, responding
to questions or comments, and making necessary adjustments to the budget as the result of
decisions concerning funding.
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The work requires developing proposals concerning alternative methods, sources, and timing of
financing for substantive programs and/ or devising and applying criteria for evaluating the
progress and cost effectiveness of accomplishing program plans, goals and objectives. This
factor level includes budget execution work involving the most difficult funds control activities
associated with multi-year procurement of major weapons systems, construction projects, law
enforcement activities, and delivery of payments and benefits to the public. Incumbents adapt
budgetary policies, analytical methods, and regulatory procedures for use by subordinate
echelons, installations, and field offices in formulating or executing budgets. Incumbents who
develop and interpret budgetary policies and regulations must consider the broad range of
policies, procedures, laws, regulations, and program goals and objectives which are to be
fulfilled.

Level 4-6 -- 450 points

The work involves analyzing, planning, scheduling, and coordinating the amount, sequence, and
timing of actions in all phases of budgeting needed to formulate the budgets for multi-year
substantive programs which have extensive budgetary and financial relationships with the
budgets and programs of other Federal agencies, State and local governments, major private
industrial firms, and/or foreign countries. Assignments are characterized by the need to develop
and submit requests to OMB and/or Congress for appropriations, supplemental appropriations,
apportionments, reapportionments, deferrals, rescissions, and borrowing from the U.S. Treasury,
or through the sale of bonds.

Decisions and recommendations require consideration and analysis of: the intent of budgetary
and program legislation, effect on achievement of national economic and social goals; impact of
budgetary actions upon the finances of prime contractors (e.g., those producing weapons systems,
aircraft, ships, or large construction projects); legislation; delivery of benefits and services to the
national public; and provision of grants and subsidies to the nation's states and cities. Long range
budget plans must continually be modified in accordance with changes in Congressional and
Presidential program goals, and adjusted to reflect feedback from the budget execution process.
The work involves identifying, analyzing, and measuring the effects of budgetary actions on
programs and budgets of other agencies and interests outside the Federal sector. Difficulty is
also encountered in identifying and recommending alternate ways to resolve conflicting

objectives which result from the presence of important national program goals which overlap or
conflict with those of other programs or national priorities.

Incumbents engaged in budget formulation and presentation develop strategies for presenting
program budgets to OMB and to Congress. Such work involves preparing narrative and
statistical evidence and justification in support of budget requests, planning testimony for and
briefing top agency officials and other agency witnesses scheduled to appear before
Congressional appropriations committees, responding to questions about budget requests raised
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by Congresspersons and their staffs, and making appropriate adjustments to program budgets to
conform to the desires and intent of Congress.

Incumbents at this level plan and develop the methods for financing new or substantially revised
national programs and prepare detailed recommendations and documentation for new or changed
budgetary legislation needed to support major substantive national programs.

FACTOR 5, SCOPE AND EFFECT

Scope and Effect covers the relationship between the nature of the work, i.e., the purpose,
breadth, and depth of the assignment, and the effect of the work products or services both within
and outside the organization.

In General Schedule occupations, effect measures such things as whether the work output
facilitates the work of others, provides timely services of a personal nature, or impacts on the
adequacy of research conclusions. The concept of effect alone does not provide sufficient
information to properly understand and evaluate the impact of the position. The scope of the
work completes the picture, allowing consistent evaluations. Only the effect of properly
performed work is to be considered.

Main Menu Exit



Budget Analysis, GS-0560 Page 42

Level 5-1 -- 25 points

The purpose of the work is to provide training in the practical application of basic concepts,
methods, procedures and guidelines of budgeting. Work involves the performance of specific
well-defined tasks, such as reading commonly used procedural and regulatory guidelines,
consolidating program and budgetary information from one or a few readily available source
documents, and transposing budgetary data from one schedule or format to another.

Work performed by the incumbent (e.g., consolidating information) facilitates the work of
higher-graded co-workers within the immediate employing office by relieving them of routine
procedural tasks in a particular phase of budgeting.

Level 5-2 -- 75 points

Work involves the application of specific, well-established rules, regulations and procedures of
budgeting to a segment of the formulation or execution of the annual budget for assigned
accounts, organizational components, object classes, line items, and/or support activities.
Typically, organizational components and activities budgeted for are at the lowest operating level
of the employing organization in field or headquarters location. Work products and services
affect: the accuracy of budget estimates, reports, and reprogramming actions prepared by others
within the employing organization; the timeliness with which requests for allotments of funds

are processed; and the adjustment or documentation of records reflecting the status of funds in
the budgets of serviced activities.

Those employees working in the budget formulation phase ordinarily review estimates of funding
needs and accompanying narrative justification to assure that required forms, documents and
schedules are present, that data is displayed in the proper format and sequence, and numerical
totals in related forms are consistent throughout. The incumbent compares estimates with
approved funding levels in current and prior year budgets to ascertain the location (e.g., by object
class or line item) and magnitude of difference. Significant variations in documentation,
workload, and funds requested are brought to the attention of the supervisor or a higher-graded
co-worker.

Employees working in the budget execution phase typically review requests for allotments of
funds and individual personnel staffing actions to assure that funds are available in the budget to
be used for the stated objectives. Some employees compare obligations and expenditures with
current budget authority to identify budget categories or organizations in which over or
under-obligations of funds are anticipated or have occurred. Employees also prepare factual
reports on the status of funds in assigned budget accounts (e.g., for supplies, salaries, travel
expenses, or maintenance activities).
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Other employees research budget and financial records to provide information of a factual nature
on the amount and type of funds available, and serve as a source of information on specific rules
and procedures governing the processing of routine budgetary actions.

Work done by the employee improves the accuracy and facilitates the delivery of further
budgetary and administrative services which rely upon budgetary information (e.g., personnel
staffing, vehicle maintenance, and payroll processing).

Level 5-3 -- 150 points

Work involves the application of a wide range of standardized, widely-accepted budgetary
regulations practices, and procedures typical of one or more complete phases of the annual
budget process (e.g., budget formulation and execution) for assigned organizations, object
classes, locally-based substantive programs, or support activities. Usually, the organizations,
programs, or activities budgeted for are further subdivided into (or administered through)
branches, sections, or units in field or headquarters locations.

Work products, advice and services rendered, and clearances issued affect the amount and timely
availability of money to pay for personnel salaries and expenses, equipment, routine maintenance
services, and similar administrative and support activities in appropriated or industrially funded
organizations.

Advice affects the accuracy of budget forecasts and/or compliance with legal and regulatory
guides, such as the Anti-Deficiency Act. Work involves the application of specific budgetary

rules, regulations, principles, and procedures associated with the phases of budget formulation
and budget execution which constitute segments of the budget for assigned support activities
(e.g., family housing, stock fund supply, building maintenance, and troop support) and related
object classes and line items. Budgeting is also performed in support of the substantive missions,
functions and operations of locally based segments (e.g., office, laboratories, or branches) of
activities characteristic of the next higher level (level 5-4) which are engaged in widespread
substantive program operations.

Typically, organizations budgeted for are engaged in substantive program or support operations
at the lowest operating level in the agency, and such operations are funded on a short-term basis

(i.e., one-year or less). Characteristic of this level are benefit payments, equipment testing,
health care, investigative, regulatory, and supply activities.

Level 5-4 -- 225 points

The purpose the work is to formulate and/or monitor the execution of long-range (e.qg.,
three-to-five year) detailed budget forecasts and plans to fund the implementation of substantive
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programs and projects of the employing component or agency. Work involves establishing
financial and budgetary goals, timetables, milestones, and other criteria against which the relative
costs and benefits of program achievements can be measured (e.g., production and distribution
of goods, construction, or delivery of services to the public), and assessing the cost-effectiveness
in meeting these goals.

Assignments in budget formulation typically involve developing detailed estimates of the
funding needed to support important programs and projects, and written narrative justification for
the funds requested.

Budget execution involves planning for the timely acquisition and use of funds through
time-phased allotments and transfers of funds. The work also requires adjusting long-range
budget forecasts and monitoring the execution of budgets for assigned substantive programs by
analyzing costs, benefits, and trends in ratio of obligation and expenditure of funds to assure that
funds are being effectively used to accomplish stated program objectives.

Employees responsible for programs of this scope also make recommendations on ways to
improve the utilization of funds which will result in cost savings and effective accomplishment
of mission and program objectives.

Recommendations and technical interpretations affect the amount and availability of funds for
the conduct of major substantive or administrative programs and services (e.g., development of
strategic weapons which are part of larger systems, construction of housing, delivery of health
care services to the public, research grants, payment of benefits, conduct of a regulatory and
enforcement program within a region or comparable area of the nation, or the operations of other
Federal agencies, States, public organizations, large universities, or private industrial concerns
such as DOD contractors).

Programs and projects budgeted for typically cut across component lines within the employing
agency, and may also affect the budgets, programs and interests of other Federal agencies, public
organizations, and/or private industrial firms.

Examples of work situations characteristic of this level include:

a. The employee serves as a regulatory expert responsible for interpreting and resolving
conflicts in budgetary guidance and regulations issued by the employing agency or
component for application to the budgets and programs of other agency components and
activities. Work includes the development of regulatory, supplemental, procedural, and
similar guidance in one or more phases of budgeting for use in subordinate echelons and
components of the employing organization in field or headquarters location (e.g., civilian
bureaus and services, regions, or military commands and installations).
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b. The assignment involves responsibility for all aspects of the formulation, execution, and
review of the administrative budget (i.e., personnel salaries and related expenses, travel, and
office supplies and equipment) for a Federal agency or component thereof engaged in
regulatory or enforcement activities, with subordinate organizational segments in field or
headquarters locations, most of which have their own budget staffs which independently
accomplish the formulation and execution of the administrative budget for annual operations.

c. Budgets for research, development, test, evaluation, and procurement of components for
weapons systems (e.g., ships, aircraft, armored vehicles, and missiles). Responsibility
includes formulation of the current and out-year budgets for assigned projects, and
development of narrative justification linking budgets to levels of program effort.

Level 5-5 -- 325 points

The purpose of the work is to analyze, advise on, and recommend solutions to budgetary
problems in all phases of budget administration (i.e., formulation, presentation, and execution)
which budget officers and budget analysts at subordinate echelons and components within the
employing agency have either been unable to resolve or lack delegated authority to act on.

Problems characteristic of this level involve conflicts between established budgetary policies or
regulations and substantive missions and programs, Federal or State laws, Congressional intent,
or national economic and social policies. Work often involves the interpretation and adaptation
of new or revised methods of budgeting to substantive appropriated fund programs.

Work typically affects the acquisition, amount, distribution, and sequence of funds for important,
substantive national programs on a long-term basis (i.e., for several years or more).
Recommendations made by the incumbent affect the funds available to carry out agency
programs, the allotment of funds to agency components and subcomponents, and the rate of
obligation and expenditure of funds by the employing agency, which impacts upon the budgets
and programs of other Federal agencies, State agencies, national industries (e.g., banking,
agriculture, health care, or defense), or foreign trade. Programs budgeted for which are
characteristic of this level involve: development, acquisition and deployment of major strategic
weapons systems; administrative delivery of a national social insurance program; or major
national or international grant-in-aid programs.

Examples of work situations characteristic of this level include:
a. Developing, formulating, and issuing authoritative budgetary guidance (e.g., policies,

procedures, and interpretations of legislation or OMB regulations and directives) for an
agency or major component thereof administering a substantive national program.
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b. Developing the strategy for presenting budget requests to OMB and/or to Congress, which
includes preparing supporting justification for apportionments and budget testimony of
officials serving as witnesses.

c. Reviewing and consolidating the budgetary operations (i.e., at least formulation and
execution) of several major components of a Federal agency (i.e., bureaus or services in
headquarters (HQ) or field locations, or major military commands) to assure compliance
with applicable laws, regulations, policies, and goals of the agency and equitable distribution
of funds among components.

d. Analyzing, evaluating, and examining the budgetary operations of a Federal agency with a
singular mission or a major component of a large multi-mission department to make
decisions and recommendations concerning the amount and timing of the agency's budget
request to Congress, deferrals, rescissions, supplemental appropriations, and other sources of
funding (e.g., working capital fund revenues, or issuance of debt certificates).

e. A budget officer working with this level of scope and effect typically serves a major
component of a department or agency (e.g., a bureau, service, regional headquarters, or a
military command) which is responsible for conducting a major national level substantive
program.

Level 5-6 -- 450 points

The purpose of the work is to plan, develop, monitor, and coordinate the implementation of the
total budgetary program of an entire Federal agency, major military command next below the
headquarters level, or multimission civilian administration, bureau, or service (e.g., Internal
Revenue Service, Public Health Service). Typically, the employing agency is organized into a
central or national level which is further subdivided into large, independent components in field
or headquarters locations, each of which is responsible for the formulation and execution of its
own multi-year budget.

Agency components are responsible for the conduct of diverse, important programs which affect
the health, well-being, safety, or security of a substantive portion of the nation's citizens. Field
installations and components are often located at numerous, geographically dispersed locations
within and outside the United States. The total budgetary operations of the agency are organized
into several layers of formulation, execution, and review. Programs budgeted for at this level are
essential to the missions of the agency (e.g., national defense, housing, environmental protection,
social welfare, agriculture, or health care), or otherwise affect the well-being of the nation on a
long-term basis. Budget decisions and recommendations are of such magnitude that they shape
the character of broad national programs and have a significant impact upon the national
economy and/or the economies of foreign governments.
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Examples of work situations characteristic of this level include:

a. An OMB budget examiner responsible for analyzing, examining, and monitoring the
budgetary operations (i.e., all substantive programs and phases of budgeting) for a
multi-mission Federal agency, including approval or denial of requests for apportionments,
supplemental appropriations and rescissions.

b. A budget officer at this level responsible for at least the formulation, presentation (to OMB
and/or Congress), and execution of the annual and long-range budgets for the substantive,
mission-oriented programs and supporting administrative activities for all echelons and
components of the employing agency.

FACTOR 6, PERSONAL CONTACTS

This factor includes face-to-face contacts and telephone, dialogue with persons not in the
supervisory chain. (NOTE: Personal contacts with supervisors are covered under Factor 2,
Supervisory Controls.) Levels described under this factor are based on what is required to make
the initial contact, the difficulty of communicating with those contacted, and the setting in which
the contact takes place (e.g., the degree to which the employee and those contacted recognize
their relative roles and authorities).

Above the lowest level, points should be credited for this factor only for contacts which are
essential for successful performance of the work and which have a demonstrable impact on the
difficulty and responsibility of the work performed.

The relationship of Factors 6 and 7 presumes that the same contacts will be evaluated for both
factors. Therefore, use the personal contacts which serve as the basis for the level selected for
Factor 7 as the basis for selecting a level for Factor 6.

Level 6-1 -- 10 points

At this level contacts are with co-workers within the employing office and other employees in
functionally related support activities. Typically, the employing office is a budget office, finance
office, accounting office, or other type of administrative organization in which budgeting is
carried out for a variety of serviced activities and components.

Also included at this level are work contacts of a routine, highly structured nature with persons in
the comptroller, accounting, or record keeping offices when such offices are co-located with the
budget office, or are under the same supervisor. Work contacts are at this level so long as they
remain within the supervisory chain of the employing office and closely related functional areas.
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Level 6-2 -- 25 points

Contacts are with persons from outside the immediate employing office or organization but
within the same Federal agency or a major component thereof. Typical of this level are contacts
with project managers responsible for substantive technical programs or their designated
representatives; engineers, chemists, and other technical subject matter specialists; management
analysts; personnel management specialists; program analysts; and other budget and financial
analysts at various levels within the agency, in field or headquarters locations. Roles and relative
authorities of participants are explicit (e.g., as in the case of a budget analyst conferring with the
director of a program funded on an appropriated or reimbursable basis), or a formal presentation
of budget recommendations in a conference with the director of an agency component. This
level includes informal telephone and face-to-face contacts with employees of other Federal
agencies engaged in budgetary functions which affect the budget of the employing agency, and
contacts with representatives of private industry firms, e.g., contractors performing routine
services for the government which are paid for out of appropriated funds.

Level 6-3 -- 60 points

Contacts are with individuals from outside the agency who represent the budget and program
interests of other Federal agencies, contractors, private business and financial interests, state and
local governments, foreign governments, public and private institutions (e.g., colleges and
universities), Congressional staff members, or other Federal agencies. Also characteristic of this
level are contacts with the director or deputy director of the employing agency, key officials of
comparable rank and authority in other agencies, and OMB budget examiners.

Contacts normally take place at formal budget briefings, conferences, hearings, or negotiations
which are arranged well in advance. Attendance at Congressional budget hearings as a resource
person (i.e., to provide technical information about the budget and programs to agency witnesses)
Is included at this level.

Level 6-4 -- 110 points

There are recurring face-to-face and/or telephone contacts with members of Congress and/or top
Presidential advisors. At this level the employee appears before Congressional appropriations
committees to provide testimony on behalf of the agency's annual and long-range budget requests
and/or expenditures. Also at this level are contacts with Cabinet-level appointees, e.g.,
Presidential advisors and heads of major Federal departments and agencies. The incumbent
regularly represents the agency in highly sensitive contacts affecting the agency's budget and
finances with state governors, mayors of cities, or presidents of large national and multi-national
industrial firms. There may also be occasional contacts with nationally recognized
representatives of the news media on budget matters of national significance.
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FACTOR 7, PURPOSE OF CONTACTS

In General Schedule occupations, the purpose of personal contacts ranges from factual exchanges
of information to situations involving significant or controversial issues and differing viewpoints,
goals, or objectives. The personal contacts which serve as the basis for the level selected for this
factor must be the same as the contacts which are the basis for the level selected for Factor 6.

Level 7-1 -- 20 points

The purpose of contacts is to obtain or convey information about the budget and programs of the
employing organization. Information exchanged may include the status of funds in an
appropriation account; the cost of reimbursable goods or services; current budget policies and
regulations; and/or methods and procedures for computing and estimating the costs of funding
needs.

Level 7-2 -- 50 points

Contacts are made for the purpose of resolving budgetary issues and problems and carrying out
budgetary transactions to achieve mutually agreed upon financial and program objectives (e.g.,
advising on transfers of funds between accounts within an appropriation; preparation of budget
requets and supporting documentation; distribution of allotments and suballotments among
program activities; and interpretation of legal and regulatory requirements governing the
purposes for which funds in the budget may be used). Typically, the employee has extensive
contacts with program managers and personnel in staff support offices for the purpose of
consolidating requests of components or segments into one complete budget request covering
the organization's plans, programs and personnel.

Level 7-3 -- 120 points

The purpose of contacts is to persuade program managers and other officials in positions of
decision-making authority with widely differing goals and interests to follow a recommended
course of action consistent with established budget policies, objectives, and regulations. This
level is exemplified by contacts with managers, often in an advisory relationship, for the purpose
of persuading them to reduce their levels of spending, program operations, number of employees,
or change program plans so that funds may be used to greater benefit in other areas. At this level
persuasion and negotiation are necessary due to the presence of conflicting budgetary and
program objectives which must be resolved (e. g., cutbacks in funding or revenues, or constraints
on purposes for which funds may be obligated). Some employees present, explain and defend
controversial budget requests of the employing organization at meetings and conferences with
officials at higher levels of budgetary and administrative review within the employing agency.
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Other employees meet with recipients of contracts and grants to negotiate compliance with
budget schedules and deadlines, and to introduce cost-savings provisions in formal agreements.

Level 7-4 -- 220 points

The purpose of contacts is to present, justify, and defend before fund granting and approving
authorities controversial budgetary recommendations and actions such as: requests for deficiency
appropriations, deferrals, and rescissions; views on proposed legislation; plans to combine,
consolidate, or modify nationwide programs; budgetary reforms which result in substantial
program cutbacks and decreased services to the American public; alternative methods of
financing substantive program operations (e.g., issuance and sale of interest bearing bonds); or
the redistribution of appropriated funds and programs among components. Activities of the type
contemplated at this level are likely to have a substantial and continuing impact upon the national
economy, the public welfare, foreign affairs, and/or the plans, programs and personnel of Federal
agencies. Formal contacts with cabinet officials and directors of Federal departments are for the
purpose of negotiating and resolving controversial budget and program issues of considerable
significance which are not susceptible to resolution at lower echelons in government. Contacts
at this level always require active participation in OMB and Congressional reviews of the
agency's budget. In addition, some employees act as advocates at the highest levels of
government for agency and/or Presidential programs and budgetary policies.

FACTOR 8, PHYSICAL DEMANDS

The "Physical Demands" factor covers the requirements and physical demands placed on the
employee by the work assignment. This includes physical characteristics and abilities (e.g.,
specific agility and dexterity requirements) and the physical exertion involved in the work (e.g.,
climbing, lifting, pushing, balancing, stooping, kneeling, crouching, crawling, or reaching). To
some extent the frequency or intensity of physical exertion must also be considered, e.g., a job
requiring prolonged standing involves more physical exertion than a job requiring intermittent
standing.

Level 8-1 -- 5 points

The work is sedentary; it is usually accomplished while the employee is comfortably seated at a
desk or table. Some walking and standing may occur in the course of a normal workday in
connection with travel to and attendance at meetings and conferences away from the worksite.
Items carried typically include light objects such as briefcases, notebooks, workpapers, and data
print-outs. Lifting of moderately heavy objects is not required. No special physical effort or
ability is required to perform the work.

FACTOR 9, WORK ENVIRONMENT
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The "Work Environment" factor considers the risks and discomforts in the employee's physical
surroundings or the nature of the work assigned and the safety regulations required. Although
the use of safety precautions can practically eliminate a certain danger or discomfort, such
situations typically place additional demands upon the employee in carrying out safety
regulations and techniques.

Level 9-1 -- 5 points

The work environment includes the array of risks and discomforts normally found in offices,
conference rooms, libraries, and similar settings in public buildings. Common-sense safety
precautions are observed in using stairways and elevators, crossing streets, riding in public
conveyances and commercial vehicles, and in operating office equipment. When driving an
automobile the employees obey traffic laws and rules of the road. Work is usually performed in
an adequately lighted, heated, and ventilated office setting. There may be intermittent exposure
to varied weather conditions when traveling to and from the worksite which occasionally
necessitates the use of an umbrella, raincoat, gloves, hat, and the like.

OPM BENCHMARK DESCRIPTIONS

BUDGET ANALYST, GS-0560-05, BMK #1

Duties

As a trainee budget analyst, performs a variety of clearly-defined tasks assigned to increase the
employee's knowledge and understanding of the functions of budget administration, and provides
a general familiarity with governing policies, procedures and regulations.

-- Receives intensive on-the-job and classroom training in the application of concepts,
principles, practices, and procedures of budgeting.

-- In the formulation of budget estimates, compares projected costs for selected line items in
the budget with prior year expenditures for the same items.

-- In the execution of approved operating budgets, checks and monitors the rate and amount
of obligations and expenditures for assigned line items and work units.

-- Consolidates budgetary data from forms or worksheets and enters data in proper format
on similar budget schedules.

-- Researches legal and regulatory material to obtain factual information and/or
interpretations for use by the supervisor or co-workers.
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-- Attends meetings and conferences to observe the proceedings.

Factor 1, Knowledge Required by the Position -- Level 1-5 -- 750 points

-- Knowledge of basic theories and principles of management and how government agencies are

organized and funded in order to identify and relate information about an organization's
programs to its operating budget.

-- Ability to effectively communicate factual information orally and in writing, e.g., to explain
and summarize the reasons for changes in funding needs or expenditures for specific line
items in the budget, or to convey information about rules, regulations, and procedures to
managers.

-- Ability to learn and apply the body of knowledge which comprises budget administration to
the formulation, justification, and presentation of budget estimates and to the control of
obligations and expenditures in approved operating budgets.

-- Ability to perform tasks which require analytical reasoning with numbers, e.g., to identify,
extract, and relate proposed expenditures for office supplies from the budget requests of
several different components, or to identify and record expenditures in approved operating
budgets for personnel salaries.

Factor 2, Supervisory Controls -- Level 2-1 -- 25 points

Assignments are accompanied by precise, detailed, and specific instructions from the supervisor
concerning work methods and the desired format of the end product. Tasks are performed under
the close guidance of the supervisor or other employee skilled in the work who is available to
answer guestions about any aspect of the work. Otherwise, the employee is expected to follow
the supervisor's instructions without deviation.

Work carefully reviewed in progress and upon completion for accuracy, agreement of figures,
propriety of format, procedures followed, and adherence to instructions. In addition, the
employee's performance is closely monitored at all stages of training.

Factor 3, Guidelines -- Level 3-1 -- 25 points

Specific guidance is available which covers all aspects of the work; it includes written standard

operating procedures of the office, detailed policy and regulatory guidance issued by the
employing agency, and oral and written instructions from the supervisor.
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All tasks are accomplished in accordance with provisions of available guidelines. Any
deviations must be authorized in advance by the supervisor.

Factor 4, Complexity -- Level 4-2 -- 75 points

Performs well-defined duties in the areas of budget formulation, justification, and execution,

such as: consolidating and entering budgetary data prepared by others on related forms and
schedules in accepted format; summarizing information in a few related forms and schedules;
checking agreement of totals and subtotals of costs for similar line items in related reports;
obtaining factual information needed by co-workers; comparing and matching costs of selected
program elements and/or support functions by line item, object class or identifying code;

assisting higher-graded analysts by researching regulatory literature to obtain desired background
material concerning appropriate budget practices and procedures; and reviewing and
recommending approval or disapproval of requests (e.qg., to fill vacancies or purchase supplies)
when such decisions can be made on a basis of clear-cut factual information (e.g., funds available
in an account).

Factor 5, Scope and Effect -- Level 5-1 -- 25 points

The purpose of the work is primarily to provide familiarity with and practice in applying the
concepts, principles, practices, and procedures of budgeting. Tasks and services performed
facilitate the work of co-workers within the immediate (budget) office.

Factor 6, Personal Contacts -- Level 6-2 -- 25 points

Personal contacts regularly include co-workers within the employing office and employees in
other offices of the employing bureau who provide or seek factual information concerning the
organization's budget (e.g., representatives of accounting, data processing, personnel
management, and supply activities).

Factor 7, Purpose of Contacts -- Level 7-1 -- 20 points

Contacts with representatives of program and support activities are for the purpose of exchanging
narrative and statistical information about the budget, which is directly relevant to tasks
performed by the employee.

The incumbent attends meetings and conferences for the purpose of observing the proceedings.

Factor 8, Physical Demands -- Level 8-1 -- 5 points
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Work is sedentary. Most tasks are performed while seated at a desk or table, although occasional
walking and standing are required in visiting other offices, or in going to and from meetings and
conferences.

Factor 9, Work Environment -- Level 9-1 -- 5 points
Work is performed in a properly heated, lighted, and ventilated office.

TOTAL POINTS -- 955

BUDGET ANALYST, GS-0560-07, BMK #1
Duties

In a developmental capacity, performs routine and recurring budget administration duties which
facilitate the conduct of more complex and detailed review and analysis functions conducted by
the supervisor and higher-graded co-workers. Work performed by the incumbent supports the
budget for personnel salaries and expenses in activities financed through direct annual
appropriations.

-- Gathers extracts, reviews, verifies, and consolidates a variety of narrative information and
statistical data needed in the formulation and presentation of budget requests (e.g.,
estimates of the funding needs of subordinate organizational components).

-- Cross-checks the accuracy of budget and program data in related budgetary forms,
schedules, and reports. Changes or recommends the adjustment of inconsistent totals,
subtotals, and individual entries.

--  Compares figures in current estimates of funding needs by line item or object class with
prior year expenditures and brings significant variations to the attention of the supervisor.

-- Researches guides to extract legal, regulatory, program, and budgetary information for
use by the supervisor or higher-graded analysts. Prepares summaries of narrative,
gquantitative, and statistical data in budget forms, schedules, and reports.

-- Prepares preliminary budget estimates and reviews justifications for a few relatively
stable program and/or program support activities.

-- Receives, screens, and recommends approval, disapproval, or modification of budget
execution documents (e.g., requests for allotments of funds, requests for personnel action
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to fill vacancies, and travel orders) when such recommendations can be made on the
basis of availability of funds and compliance with regulatory requirements.

Factor 1, Knowledge Required by the Position -- Level 1-6 -- 950 points

-- Knowledge of installation procedures and processes for budget formulation to compile,
correlate, and consolidate individual one-year estimates (e.g., for personnel salaries and
expenses, travel, and minor building maintenance) and to enter the consolidated estimates in
appropriate forms and schedules in accepted format.

-- Knowledge of, and skill in the analysis and comparison of selected object class and line item
obligations and expenditures in the approved operating budget (e.g., office supplies,
telephone service, heating oil, electricity, personnel travel, vehicle repair, and minor building
maintenance) to determine whether funds are being used on a timely basis to support the
installation's mission and objectives, and in accordance with the annual work plan.

-- Understanding of the quantitative relationships between program plans and budgetary data in
related forms and schedules (e.g., annual work plans), to adjust such data to reflect changes
in funds available, obligations, and expenditures.

-- Skill in writing brief factual reports detailing the purposes for which funds were obligated
and expended (e.g., travel, overtime, or office supplies).

Factor 2, Supervisory Controls -- Level 2-2 -- 125 points

Work is assigned by the supervisor or an analyst of higher grade who gives instructions and
explanations with each assignment and provides guidance on work in progress.

The incumbent is responsible for independently carrying out recurring work assignments of one
to three months duration (e.g., reviewing data in budget forms and schedules for accuracy and
consistency, and comparing current estimated funding needs by line item with past expenditures
in the same budget areas to note differences). Issues which involve potential violations of law,
conflict with existing budgetary policies, or deviations from accepted work plans and practices
(e.q., significant variations from one year to the next in estimated funding needs, or changes to
the annual work plan affecting other object classes) are referred to the supervisor or to a
higher-graded co-worker for resolution.

Completed work (e.g., reports on status of funds, data summaries, and entries of numerical data
in budget forms and schedules) is reviewed bi-weekly for accuracy, adequacy, and compliance
with instructions and procedures.

Factor 3, Guidelines -- Level 3-2 -- 125 points
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The employee follows procedures, policies, formats, and practices in detailed agency and local
supplements to broad budgetary guidelines published by the Office of Management and Budget.
Available guidelines are specific to most work situations encountered. The employee uses
judgment in selecting the appropriate portion of guides for use in completing assignments in
budget formulation and budget execution. When new or revised guidelines apply, the supervisor
provides instructions and interpretations concerning their use.

Factor 4, Complexity -- Level 4-2 -- 75 points

Reviews changes in the budgets and programs of assigned activities, and summarizes changes in
narrative format, using proper terminology. Fills out budget forms and schedules which cover
activities of the assigned organizational segment, line items, or groups of functions. Assists
higher-graded analysts in reviewing and analyzing budgetary data, information, and requests by
verifying the accuracy and authenticity of data submitted. Searches for and obtains information
needed to cross-check data in forms, schedules, and requests. Difficulty is encountered in
relating various needs and accomplishments of assigned mission support activities to specific line
items in the budget and in determining the entries required in related forms, reports, and
schedules to reflect budgetary transactions.

Factor 5, Scope and Effect -- Level 5-2 -- 75 points

The incumbent applies the fundamental principles, practices, regulations, and procedures of
budget administration to the formulation and compilation of budget estimates, and the tracking of
obligations and expenditures for assigned line items and object classes in the budget. Tasks
performed constitute a segment of the broader and more complex assignments of higher-graded
co-workers within the office.

Completed work (e.g., estimates of annual funding needs for specific line items, and information
on the current status of funds available in accounts) affects the accuracy and reliability of
consolidated budget estimates prepared by co-workers. Statistical data and factual information
researched and compiled by the employee form the basis for more complicated recommendations
and reports to management developed by others.

Factor 6, Personal Contacts -- Level 6-2 -- 25 points

Contacts are with co-workers within the immediate (budget) office, representatives from program
and support areas who can provide information, subject-matter experts in program areas,
personnel management specialists, accountants, data processing specialists, and representatives
of supply, procurement, contracting, and maintenance activities. As directed by the supervisor,
the employee may contact program and budget personnel of higher headquarters within the
agency.
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Factor 7, Purpose of Contacts -- Level 7-1 -- 20 points

Contacts with personnel of staff and support activities are made to exchange information about
the budgets and programs of serviced organizations, and the status and availability of funds to
support planned goals and functions.

Co-workers and budget officials at higher headquarters are contacted for the purpose of obtaining
advice concerning the technical treatment of budgetary data, and proper methods of obtaining or
transferring funds, or recording funding transactions.

Factor 8, Physical Demands -- Level 8-1 -- 5 points

Work is sedentary, being performed for the most part while seated comfortably at a desk or table.
A moderate amount of standing and walking is required when attending meetings and
conferences, and in visiting other offices and buildings throughout the installation.

Factor 9, Work Environment -- Level 9-1 -- 5 points

Most work is performed in a properly heated and ventilated, air conditioned and well-lighted
office setting. There are no risks or discomforts which require special safety precautions.

TOTAL POINTS -- 1405
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BUDGET ANALYST, GS-0560-09, BMK # 1

Duties

Performs routine budget administration functions in the formulation, execution, and review of
assigned portions of the appropriated fund budget of the employing Department of Defense
(DOD) installation.

-- Formulates and revises the annual budget estimate for base support activities and
components (e.g., communications, personnel management, automated data processing,
maintenance, supply, and transportation). Researches, compiles, and summarizes data
concerning personnel salaries and expenses and similar object class and line item
information needed for formulation of budget estimates. Selects and enters budgetary
information on a wide variety of related forms, schedules, and reports.

-- Monitors and tracks obligations and expenditures for base support functions throughout
the execution phase of the annual operating budget. Verifies that obligations and
expenditures occur on a timely basis in accordance with the annual work plan and
regulatory controls, and are within amounts programed. Reports variations in excess of
accepted funding limitations to activity managers.

-- Recommends transfer of funds between object class and line item accounts under the
same appropriation or allotment when funds needed to cover increases in obligations or
expenditures fall within established limits.

-- Checks the accuracy and adequacy of budget justification data submitted in support of
budget estimates or requests for allotments by comparison with source documents (e.g.,
employment statistics, project reports, payroll records, and supply inventory records).

-- Prepares data summaries for inclusion in routine and special reports on budget execution.
tabulates cost data on individual projects (e.g., construction, research, or maintenance)
and applies basic statistical formulas (e.g., cost-benefit ratios) to budgetary data to
illustrate the effects of changes in levels of funding for current projects.

-- As assigned, performs designated segments of more complex budgetary assignments of
higher-graded co-workers. For example, prepares the budget estimates for personnel
salaries and expenses and supplies and equipment in one of many laboratories engaged in

scientific research and development activities.

-- Drafts procedural guidance to installation managers concerning the format for submission
of annual estimates of funding needs.
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Factor 1, Knowledge Required by the Position -- Level 1-6 -- 950 points

-- Knowledge of and skill in applying the principles and practices of budget formulation to
review, edit, and consolidate budget estimates from support units at the installation (e.g.,
supply and maintenance), and to adjust data in related forms and schedules.

-- Knowledge of and skill in applying the principles, practices and methods of budget execution
to determine whether obligations, expenditures, and requested allotments are within funding
limitations in the approved budget.

-- Knowledge of budgetary and financial relationships with workloads of organizational
components to determine whether funds are being obligated and expended in accordance with
goals and objectives of the installation's annual work plan.

-- Practical knowledge of the organizational structure, programs and work methods of
components budgeted for to determine whether estimates of funding needs and requests for
allotments are in line with program plans and work methods.

-- Skill in identifying, categorizing, and analyzing quantitative data in order to relate the effects
of changes in funding levels to installation equipment purchases, personnel staffing levels,
travel, and maintenance.

Factor 2, Supervisory Controls -- Level 2-3 -- 275 points

Works under the general supervision of the installation budget officer who assigns work in terms
of continuing responsibility for the budget of specific organizational segments and/or programs,
general budgetary objectives, and specific deadlines for completion of actions. The employee is
expected to plan and carry out assignments independently in accordance with office standard
operating procedures and accepted agency practices for accomplishing work in each phase of
budgeting. The supervisor or a higher-graded co-worker provides advice and assistance on
problems or conditions of an unusual nature which are not covered by regulations and guides.
Work is spot-checked in progress and upon completion for technical accuracy, clarity, timeliness,
and attainment of well-defined budgetary objectives.

Factor 3, Guidelines -- Level 3-3 -- 275 points

A large number of agency, command, and installation policies, regulations, and directives are
available which provide guidance and instructions on the various phases and processes of
budgeting. The employee must use judgment in locating, interpreting, and applying the intent of
provisions in the guides to budgetary situations which are not specifically covered (e.g.,
administrative controls over the amount and timing of allotments and suballotments of funds to

Main Menu Exit



Budget Analysis, GS-0560 Page 61

line managers, or reprogramming actions subject to reporting requirements of higher
headquarters).

The incumbent interprets general funding requirements in terms of local needs, plans, and
policies, and informs managers of those requirements which affect their programs and budgetary
resources.

Factor 4, Complexity -- Level 4-3 -- 150 points

Work involves comparing and contrasting current and historical budget and workload data for the
same or closely related programs and activities (e.g., supply and maintenance) to discern trends
in spending and anticipate needs for funds or reprogramming actions.

Budget Formulation Phase

Reviews, verifies, and analyzes data submitted for consistency with financial and program
objectives, and adherence to instructions. Considers information on current and past costs in
financial statements and reports. Recommends alternative courses of action to be taken by
operating offices in adjusting estimates of funding needs. Provides activity directors and their
representatives with procedural and regulatory guidance concerning availability of or limitations
on the use of funds for supplies, travel, equipment, contracts, and related expenditures.
Consolidates estimates into unified decision packages in Zero Base Budge format for submission
to installation Program Budget Advisory Committee and/or higher headquarters. Reviews,
organizes, and edits narrative justification for estimates submitted by program activities. The
work requires identifying, considering, and analyzing the relationships between costs and
scheduling of program activities (e.g., supply purchases and overtime work), and the amount and
timing of needed funding.

Budget Execution Phase

Monitors, reviews, and checks requests for allotments of funds from approved operating budgets
to assure that funds are being spent for proper purposes in accordance with annual work plans
and budget schedules. Certifies the availability of funds and notifies other offices. Relates
expenditures (e.g., accounting, data processing, and contracting) as necessary to program
accomplishments, and identifies spending trends. Prepares regular and recurring reports on
budget execution based upon analysis and consideration of program and budget variables (e.qg.,
changes in workload and changes in funding levels). Difficulty is encountered in discerning
trends in spending and in relating trends to changes in program funding needs and work
accomplishments.

Factor 5, Scope and Effect -- Level 5-3 -- 150 points
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The purpose of the work is to budget for the annual operations of organizational and functional
areas and accounts that are relatively stable (e.g., programs, services, and numbers of personnel
in supply and maintenance areas do not change significantly with the passage of time). Activities
budgeted for present few problems in either budget formulation and execution. Advice and
recommendations facilitate the conduct of the organization's supply, maintenance, personnel, and
data processing programs and functions, and affect the number and employment status of
personnel in those activities. Work has a direct effect on the organization's personnel and
programs from the standpoint that increases or decreases in funds necessitate changes in levels of
services rendered to components conducting substantive program operations.

Factor 6, Personnel Contacts -- Level 6-2 -- 25 points

Contacts are with co-workers within the budget office, accountants, data processing specialists,
program representatives, and other persons who provide information about the programs and
budgets of the serviced organizations(s). The employee occasionally contacts program and
budget personnel at the next command echelon for advice or interpretations of regulations.
Factor 7, Purpose of Contacts -- Level 7-2 -- 50 points

The purpose of contacts is to exchange information about the organization's functions, programs,
and budget and to provide technical and regulatory guidance of a factual nature to management
regarding the formulation of budget estimates and execution of approved budgets. The employee
coordinates funding for program plans and goals with the budget cycle and financial plans of the
installation.

Factor 8, Physical Demands -- Level 8-1 -- 5 points

The work is sedentary and requires no special physical abilities.

Factor 9, Work Environment -- Level 9-1 -- 5 points

The work is performed in an office environment with no unusual risks or discomfort.

TOTAL POINTS -- 1885

BUDGET ANALYST, GS-0560-09, BMK #1

Duties
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Serves as a budget analyst in the budget office of a Department of Defense field installation.
Carries out regular, recurring functions in the formulation and execution of the annual budget for
a stock fund supply activity.

Calculates the cost of purchasing, receiving, and issuing supply items, and determines
overhead charges (e.g., labor, transportation, facilities, and equipment costs) to be passed
along to the fund's customers.

Compiles, consolidates, and summarizes budgetary data from supply orders, purchase orders,
accounting records, work reports, payroll records, and inventory reports for use in preparing
annual stock fund budget estimates.

Monitors the flow of funds through the installation's stock fund supply budget. Reviews
requests for allotments of funds to assure that they conform to budget regulations, and that
funds are available in activity accounts to cover the cost of supply operations. Identifies and
reports trends in the cost of providing supply services which are not in keeping with the
annual work plan to supply program managers.

Recommends adjustments to overhead charges for supply items, revision of budget estimates
and modifications to the annual work plan to accommodate variations in customer demand,
labor costs, or funding requirements imposed by higher headquarters within the agency.

Provides information about, and interpretations of standard command and installation
budgetary procedures, practices, and regulations to supply managers and their staffs.

Factor 1, Knowledge Required by the Position -- Level 1-6 -- 950 points

Knowledge of standard command and installation budgetary regulations, and procedures is
used to advise supply program managers on the preparation and submission of budget
estimates, justifications for funds, and requests for allotments.

Knowledge of the stock fund budgeting system is used to forecast annual revenues and
expenses of the fund and to enter information in forms and schedules in commercial budget
format, e.g., showing fund assets and liabilities.

Knowledge of the organizational structure, work methods, customers, work processes, and
goals of the assigned supply activity is applied in identifying changes in work operations and
inventories (e.g., volume of supplies sold) and recommending appropriate adjustments to the
budget (e.g., overhead charges) and the installation's annual work plan. Knowledge is also
used to identify trends in the receipt of revenues (i.e., reimbursements from customers) and
commitment of funds which deviate from the annual work plan or budget forecasts.
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Factor 2, Supervisory Controls -- Level 2-3 -- 275 points

Works under the general supervision of the installation Budget Officer, who assigns work,
provides information on overall financial objectives and issues instructions on new or revised
policies and procedures for industrial fund budgeting. The employee works independently in
carrying out recurring assignments in budget execution. The supervisor spot-checks work in
progress and upon completion for adherence to procedural instructions, accuracy of
interpretations of regulations, and accuracy of figures (e.g., totals, subtotals, and percentages) in
budget estimates and/or related forms and schedules.

Factor 3, Guidelines -- Level 3-3 -- 275 points

The employee is responsible for locating and choosing from among numerous agency, command,
and installation guides and regulations those which most nearly apply to stock fund budgeting of
the type conducted. In addition, the employee refers to guides which cover subjects other than
budgeting, such as: procurement, accounting, supply management, and personnel management
regulations; commercial price lists; equipment catalogs; and regulations covering
transportation. The employee uses judgment in interpreting budgetary guidelines and other
regulatory material which applies to the determination of costs to be charged to customers of the
fund.

Factor 4, Complexity -- Level 4-3 -- 150 points

Prepares, reviews, consolidates, and revises budget estimates for installation stock-fund accounts.
Reviews work measurement reports, sales figures, and inventories covering supply and issue
functions for preceding budget years. Consults with supply management officials to determine
and coordinate current plans. Verifies that predicted sales volumes are realistic and consistent
with achievements of prior years. Assures that form and content of the budget are consistent with
command and agency guidelines covering budget preparation and execution, and that data
contained therein is consistent and technically accurate. Applies formulas developed by others in
forecasting levels of revenue and expenditures. Recommends transfer of funds between line
items in budget accounts, as appropriate. Provides advice and assistance to managers concerning
the budgetary aspects of the installation's supply program, and prepares related correspondence
and reports. Considers the effects of costs arising from other activities (e.g., personnel salaries
and related expenses; or costs of fuel, energy, and supplies).

Factor 5, Scope and Effect -- Level 5-3 -- 150 points

The analyst exercises financial controls over the rate of expenditure of funds for office
equipment, repair parts, tools, and materials, within the installation's supply program and helps to
prevent over-obligation of funds by advising managers of trends in their receipt or expenditure.
Work also aids management in the planning, scheduling, and timing of supply program
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operations within funding limitations (e.g., purchasing of parts and equipment). Calculations
provide a basis for establishing prices charged to fund customers. Work contributes to
attainment of financial goals of the installation and facilitates the conduct of supply operations,
which, in turn, support the needs of the installation's customers. Work also contributes to the
meeting of regular and recurring deadlines for submission of budget reports and requests which
are a part of the annual budget process.

Factor 6, Personal Contacts -- Level 6-2 -- 25 points

Contacts are with management officials and their representatives throughout the installation,
supply program representatives, comptroller personnel, accountants, personnel specialists in the
local civilian personnel office, and customers of the installation's stock fund. Most contacts are
made by telephone, but some are made in person.

Factor 7, Purpose of Contacts -- Level 7-3 -- 120 points

Contacts are made for the purpose of obtaining compliance with policies and regulations
governing the status of and uses of funds in the installation stock fund budget, and planning and
coordinating budgetary actions required to support supply program objectives.

Factor 8, Physical Demands -- Level 8-1 -- 5 points

The work is sedentary. The incumbent walks to and from meetings at the installation, and
frequently carries papers and books weighing less than ten pounds.

Factor 9, Work Environment -- Level 9-1 -- 5 points

Work is per