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WORK INSTRUCTION

1.
Purpose

The purpose of this Work Instruction (WI) is to document the consistent method for the formulation and submission of the budget for the Goddard Space Flight Center

2.
Scope

This Work Instruction is applicable to all organizations at the Goddard Space Flight Center

3.
Definitions

3.1
OMB Passback - Guidelines and instructions to Federal Agencies outlining the President’s spending priorities for preparation of the 5-year budget submission to Congress.

3.2
Institutional Program Office (IPO) - The integrating function resident within each NASA Enterprise for budget, program, and institutional management of its subordinate centers.

3.3
Mark - The final, approved budget level to be used for implementation planning in the current or future years.

3.4
Program Operating Plan (POP) Call - The guidelines, schedule, and instructions for preparing the 5-year budget request.

3.5
GSFC Center Budget Database - The Centerwide database used for submission of approved budget requests (POP submissions).
3.6
Organization - Directorate/Program Office level entity

3.7 Lead Center - A NASA Center that has management oversight and responsibly for specific programs across all NASA Centers.  Goddard is the lead center for the Earth Science  Flight and Ground Systems.

4.
Quality Records


4.1
GSFC POP Calls


4.2
GSFC POP submissions

5.
Safety Precautions and Warning Notes



None

6.
References



None

7.
Tools, Equipment, and Materials



None

8.
Personnel Training and Certification

8.1
Resources management personnel receive periodic training and instruction through the POP instructions and process meetings.  Goddard also has specific resource related courses available on an annual basis for the Goddard resources community.

9.
Responsibilities

9.1
NASA HQ CFO/Comptroller (Code B) - The preparation of the annual budget for the Agency is the responsibility of the CFO/Comptroller.

9.2
Enterprise IPO - The Enterprise IPO determines what its programs are to accomplish and provides the Institutional infrastructure to enable success.

9.3
Program Managers - The program managers determine how the Enterprise goals are to be accomplished and provide budget recommendations to the Lead Center Director.

9.4
Center Director - The GSFC Director has management responsibility and authority for Goddard Space Flight Center.  In this capacity, the Director ensures that all projects are managed to schedule milestones, budget guidelines, technical requirements, and safety and reliability standards.

9.5
Center Director - The Center Director of the Goddard Space Flight Center is responsible for and approves all integrated budget submissions to Headquarters.  In this capacity, the Director integrates the Center’s institutional resources with the needs of all resident programs.

9.6
GSFC Chief Financial Officer - The GSFC CFO is responsible for the preparation and integration of the GSFC POP.

9.7
Managers and Directors of GSFC Organizations - Managers and Directors of GSFC organizations are responsible for approving budget requirements for their organizations in accordance with POP instructions.

9.8
Directorate Resource Managers, Deputy Project Managers (Resources), and Financial Managers—DRMs, DPMRs, and FMs of GSFC Programs and Organizations are responsible for developing budget requirements in accordance with POP instructions for manager/director approval.

10.
Procedure

10.1
Each year the Office of Management and Budget (OMB) issues guidelines and instructions to federal agencies outlining the 
President’s spending priorities for preparation of the 5-year budget submission to Congress.  This action is referred to as the OMB Passback.

10.2
The NASA Chief Financial Officer/Comptroller, after consultation with the NASA Administrator, issues broad funding guidelines and instructions to the Enterprise AA.

10.3
The Enterprise AA determines allocation of funding to the programs to support strategic goals.

10.4
The business management offices for the programs under a Lead Center develop detailed guidelines for review and approval of the program managers.  The Program Managers present these guidelines to the Lead Center Director for approval.

10.5
The Lead Center Director reviews and approves program guidelines.

10.6 The Institutional Program Office integrates guidelines from all programs from within that Enterprise and from other Enterprises.   Then program guidelines are combined with Institutional guidelines and submitted to Code B for issuance to all NASA Centers.

10.7
The Goddard Space Flight Center CFO prepares the GSFC POP Call in accordance with  IPO and Enterprise guidelines and issues it to all GSFC organizations.

10.8 The resources management teams prepare the budget request/operating plan for their organization in accordance with the GSFC call and secure organizational management approval for submission into the Goddard Center Budget Database.

10.9
The resources analysts load the Goddard Center Budget database with the approved organizational budget submission.

10.10
The GSFC CFO secures Center Director approval of the GSFC budget request and transmits the data to NASA Headquarters.  

10.11
The Lead Center Programs develop a Program Manager’s recommendation from Center submissions and present to the Lead Center Director for approval.

10.12 The Lead Center Director approves and submits those program budgets for which he has Lead Center management responsibility .

10.13
The Enterprise AA determines the Enterprise submission to the NASA Administrator and Comptroller.

10.14
The NASA Administrator, through the Capital Investment Council, configures the final budget request to the OMB.

11.
Flow Diagram


See attached flow diagram
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