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GUIDELINES FOR FISCAL NOTE WORKSHEETS

Introduction
The Office of Legislative Budget Assistant (LBA) is responsible for preparing fiscal notes for all legislative bills with a fiscal impact, pursuant to RSA 14:44-14:47. To accomplish this, the LBA requests information from agencies using the fiscal note worksheet. Fiscal note worksheets are requested for legislative service requests (LSRs), bills, and amendments. These guidelines are intended to assist you in preparing fiscal note worksheets. The LBA appreciates the cooperation it receives from the various agencies.
Fiscal Note Defined

The fiscal note law provides that when a bill before the Legislature affects the fiscal liability of state, county, and/or municipal government, there must be an objective estimate of that bill’s fiscal impact. A bill with a fiscal impact is one which would require the state, or a city, town, or county to appropriate or expend funds or both; or which would change the taxable valuation of a city, town, or county by creating, expanding, increasing or reducing tax exemptions; or which would otherwise change the revenues of the state, city, town or county. The fiscal note indicates the dollar impact of a bill, the assumptions and methodology used in arriving at that estimate, and any other comments relevant to the estimate, or its development.

Confidentiality

Generally, an agency first sees a bill requiring a fiscal note before it is introduced, when it is an LSR.  The text of LSRs is confidential. Titles for all House sponsored LSRs are public information.  The Senate has the option of keeping an LSR title confidential. Once an LSR is given a bill number and introduced, the title and text are public information. Fiscal Note Worksheets submitted to the LBA remain confidential until the bill is introduced. Please limit the distribution of an LSR to only individuals in your agency that are responsible for providing a response as to the fiscal impact of the LSR.
Deadlines
An agency is allowed five (5) working days to complete a worksheet for an LSR, bill or an amendment. The LBA may issue fiscal notes indicating the fiscal impact cannot be determined due to an agency (ies) not responding to a request for a fiscal note worksheet within the specified timeframes. The LBA recommends fiscal note worksheets be returned as soon as possible.

Including the LSR Number on the Fiscal Note Worksheet 

An LSR number consists of the two-digit session year, a four-digit LSR number, and a draft version number.  It is important when preparing the fiscal note worksheet to provide both the LSR number and the draft version number for which the worksheet was prepared.  For example, “24-1234.2” in the “LSR #” field of the fiscal note worksheet, would clearly indicate the worksheet was prepared for the second draft version of LSR 24-1234.  

Worksheet Transmission

The LBA will send worksheet requests to agencies in electronic format through email.  Please adhere to the following guidelines when submitting worksheets electronically:

Email Address

Direct all emails to LBA_FiscalNotes@leg.state.nh.us.  Do NOT email worksheets to specific budget analysts or to Pam Ellis. 
Agency Contact

The head of each agency will designate one staff member to email Fiscal Note documents to the LBA; email submissions will be accepted from one address per agency. Please notify Pam Ellis at pamela.ellis@leg.state.nh.us regarding the designated staff contact. Each agency will be responsible to ensure the agency contact provides the LBA with worksheets that are complete, approved and signed by agency management.

File Format

All emailed fiscal note worksheets should be in Microsoft Word. The Fiscal Note Worksheet Template is available here: http://gencourt.state.nh.us/lba/ Supporting spreadsheets, if necessary, should be in Microsoft Excel format.

File Naming

The file name for all worksheets for Legislative Service Requests (LSRs) should begin with the complete LSR number, e.g., 24-2299.0.  It is imperative that the file name and worksheet clearly indicate the version number following the decimal point (e.g., .0, .1, .2, etc.).

The file name for all worksheets for amendments should begin with the complete amendment number, e.g., 2024-0001s or 2024-0002h.

Include your agency's name at the end of the LSR number, bill number, or amendment number, e.g., 24-2299.0 Education, 2024-0001s Education.

Agencies may also include a brief description of the subject matter contained in the LSR, bill, or amendment in the file name, e.g., 24-2299.0 Education charter school.doc.

Email Subject Line

The subject line in the email should contain the LSR number, bill number, or amendment number, and agency name as appropriate. 

Absent an event requiring remote operations of the LBA office, agencies will still have the option of delivering a hard copy through the mail or in person at the address below. If remote operations are necessary, electronic copies will be required.


Office of Legislative Budget Assistant



State House, Room 102



107 North Main Street



Concord, NH 03301-4906
Coordination

Each agency should identify an individual responsible for coordinating requests for fiscal note worksheets and provide the LBA with the contact information for that individual. Budget analysts at the LBA review each fiscal note worksheet for reasonableness and completeness prior to writing the fiscal note.  The fiscal notes are then attached to the LSR or bill. The budget analysts are available to answer any questions about the fiscal note worksheets.

Completing the Fiscal Note Worksheet

The following three pages provide an example of a Fiscal Note Worksheet.  The worksheet asks for specific information, including how state, county and local revenues and expenditures will be affected and how the agency determined the effect.  Explanatory language is included detailing the information that should be provided for each question. If the fiscal impact cannot be estimated, please attempt to provide a range of the potential impact on revenues and expenditures. When determining the fiscal impact, it may be helpful to consider the impact of a bill on your agency budget if it were to become law.
When providing a fiscal note worksheet on an amendment to a bill, please prepare the worksheet based on the bill as amended and not only on the impact of the amendment.
Calculating the Cost of New Personnel
The following guidelines are only to be used for calculating the cost of classified A000 positions.  Please refer to https://das.nh.gov/hr/compensation.aspx for appropriate collective bargaining agreements and pay scales to use when calculating costs for non A000 positions.

New personnel must be calculated and itemized as described below.  Be sure to include the position title, salary grade and steps.  Components of the calculation include salary beginning at step 1 in the salary grade, benefits, current expenses (postage, telephone, printing), equipment, office space and in-state and out-of-state travel.  Not all components will necessarily be included each time.  For full-time positions, use the following benefit rates and costs:

	Percent of Salary Costs
	FY2024
	FY 2025
	FY 2026
	FY 2027

	Social Security
	6.20%
	6.20%
	6.20%
	6.20%

	Medicare
	1.45%
	1.45%
	1.45%
	1.45%

	Retirement System - Group I
	13.85%
	13.85%
	13.85%
	13.85%

	Per Position Annual Costs
	FY 2024
	FY 2025
	FY 2026
	FY 2027

	Two Person Health Insurance (HMO)
	$19,870
	$21,293
	$21,293
	$21,293

	Two Person Dental Insurance
	$961
	$993
	$993
	$993

	Life Insurance / Short-Term Disability 
	$27
	$27
	$27
	$27

	Paid Family Medical Leave
	$158
	$165
	$165
	$165


For part-time positions, use 7.65% of salary for benefits (Social Security and Medicare only). 

Include costs such as current expenses, equipment, office space and in-state and out-of-state travel associated with a position, and to state if any of the calculation components constitute a one-time cost.  Please consider the effective date of the bill when performing calculations (i.e. – position may only become effective during the last half of a fiscal year).  

For example, the cost of a labor grade 9 position (A000 pay scale), with a start date of July 1, 2024, would be calculated as indicated on the following page.  
[image: image1.emf]Job Title Grade Step Start Date

End Date 

(If None, Leave Blank)

ACCOUNT CLERK I 9 1 07/01/24

FY 2024 FY 2025 FY 2026 FY 2027

% of FY Employee Active 0% 100% 100% 100%

Step at End of Fiscal Year 0 1 2 3

     FY Starting Annual Salary $0 $30,459 $30,459 $31,610

     FY Ending Annual Salary $0 $30,459 $31,610 $32,858

     Average Annual Salary $0 $30,459 $31,610 $32,858

     Start Date / End Date Adjustment $0 $0 $0 $0

Total FY Salary Cost $0 $30,459 $31,610 $32,858

     Social Security 

(6.2% of Salary)

$0 $1,888 $1,960 $2,037

     Medicare

 (1.45% of Salary)

$0 $442 $458 $476

     Retirement 

(13.85% of Salary)

$0 $4,219 $4,378 $4,551

     Health Insurance $0 $21,293 $21,293 $21,293

     Dental Insurance $0 $993 $993 $993

     Life Insurance / Short-Term Disability $0 $27 $27 $27

     Paid Family Medical Leave (0.21% of Salary) $0 $165 $165 $165

Total FY Benefit Cost $0 $29,026 $29,273 $29,542

Total Salary and Benefits $0 $59,485 $60,883 $62,399

     Current Expenses

     Equipment

     Office Space

     Travel

     Other 

(Please Explain Below)

Total Other Expenses $0 $0 $0 $0

TOTAL PER POSITION COST 

(Rounded)

$0 $60,000 $61,000 $63,000

TOTAL NUMBER OF POSITIONS

1 1 1 1

TOTAL COST FOR ALL POSITIONS $0 $60,000 $61,000 $63,000

Additional Comments



POSITION DETAILS



Benefits



Salary


A position cost calculator for A000 positions is available here: http://gencourt.state.nh.us/lba/ 
	PLEASE COMPLETE ALL SHADED AREAS IN THE WORKSHEET.  IF YOU HAVE ANY QUESTIONS, PLEASE REFER TO THE LBA GUIDELINES FOR FISCAL NOTE WORKSHEETS OR CONTACT OUR OFFICE (271-3161).


	Agency Name:
	[Agency Name]          
	
	Date of LBA Request
	 XX/XX/XXXX

	LSR #:
	[24-XXXX.X]
	
	Date Due to LBA
	 XX/XX/XXXX

	Bill #:
	[Bill #]
	
	Date Sent to LBA
	 XX/XX/XXXX

	Amendment #(s):
	[Amendment #(s)]
	
	Corrected Worksheet?
	[Yes/No]


A. Fiscal Impact Summary

	- INSTRUCTIONS -
· Specify the total impact on revenues and expenditures for each level of government and fund(s) impacted.   

· Only the incremental change from the current law or budget should be included. 

· If there is no fiscal impact, enter a zero (“$0”).  If the fiscal impact cannot be estimated, enter “Indeterminable” (with a range) and indicate if the impact may increase or decrease revenues or expenditures. Decreases should be presented within parenthesis.

· The amounts in the table below should correspond with the calculations in Section C of this worksheet.

· If there is a fiscal impact after FY 2027, please include in Section C.

· Provide fund for revenue impacts and/or source of funds for estimated expenditures (i.e., general fund, highway fund, name of restricted dedicated fund, etc.). If source of funds is not identified the fiscal note may be returned to the agency for completion. 


	
	FY 2024
	FY 2025
	FY 2026
	FY 2027

	State Revenues
	$
	$
	$
	$

	Revenue Fund(s)
	Fund
	Fund
	Fund
	Fund

	State Expenditures
	$
	$
	$
	$

	Source(s) of Funds
	Source
	Source
	Source
	Source


	State Impact Questions
	Yes
	No
	N/A

	1. Does this bill provide sufficient funding to cover all estimated agency expenditures that are directly related to this bill?
	-
	-
	-

	2. Can the agency’s operating budget absorb estimated expenditures directly related to this bill that exceed funding provided (if any)?
Please explain the impact in Section C (i.e., changes contained in bill can’t be implemented timely or in-full (or in-part), resources will be reallocated causing other work not to be completed, amounts lapsed may be affected, etc.).

	-
	-
	-

	3. Does this bill provide authorization for new positions?
	-
	-
	-


	
	FY 2024
	FY 2025
	FY 2026
	FY 2027

	County Revenues
	$
	$
	$
	$

	County Expenditures
	$
	$
	$
	$

	
	
	
	
	

	Local Revenues
	$
	$
	$
	$

	Local Expenditures
	$
	$
	$
	$


B. Assumptions
	- INSTRUCTIONS -
· Clearly explain your understanding of the proposed legislation, how it would be implemented, and any other important cost-related assumptions.

· Assumptions should be clear and not chosen to influence one’s opinion of the proposed legislation.

· Assumptions used should relate directly to your agency’s estimate of the fiscal impact on the revenues, expenditures, or fiscal liability of the state, or a city, town, or county.   


[STATE ASSUMPTIONS HERE]
C. Calculations, Methodology, and Agency Budget Implications

	- INSTRUCTIONS -
· Using the assumptions provided in Section B, calculate the estimated fiscal impact of the proposed legislation.

· Calculations should be detailed with the methodology clearly stated.

· If calculating position costs, please use and attach the appropriate position cost calculator worksheet found here:  http://gencourt.state.nh.us/lba/ include account units and class codes.

· If the fiscal impact is zero ($0) or indeterminable, please explain why. If indeterminable, please provide an estimated range of the impact otherwise the impact will be listed as “not provided by the agency”. The purpose of the range is to provide readers with the potential magnitude of any fiscal impact.
· The calculations for FY 2024 through FY 2027 should agree with summary table in Section A.  Please also include information on fiscal impacts estimated outside of this period in this section.

· Please indicate if the fiscal impact is less than $10,000 per fiscal year (RSA 14:44, II, allows for the fiscal note to simply state bill has an impact of less than $10,000).
· Please provide further information relative to the state impact questions in Section A, if applicable.


[STATE CALCULATIONS, METHODOLOGY, AND AGENCY BUDGET IMPLCATIONS HERE]
D. Technical or Mechanical Defects

	- INSTRUCTIONS -
· Identify any conflicts between this bill and current law, either state or federal, and identify possible technical errors.  This information is provided to the Office of Legislative Services where it is evaluated and may be discussed with the bill’s sponsor.

· If no technical or mechanical defects are identified, please state “None Identified” below.

· Do not comment on the merits of the legislation. 


[STATE TECHNICAL OR MECHANICAL DEFECTS HERE]
E. Fiscal Note Worksheet Contact Information

 [Prepared by ]
[Title]

[Approved by]

[Title]

 [Phone Number]
[E-Mail Address]
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