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Program Biennium Comparison

The following table compares the 2021 biennium appropriated budget and the 2023 biennium budget request by type of
expenditure and source of funding.

Program Biennium Comparison

Budget Item
Appropriated
Budget 20-21

Requested
Budget 22-23

Biennium
Change

Biennium
% Change

Personal Services 10,488,299 10,146,747 (341,552) (3.26)%
Operating Expenses 34,553,982 35,196,109 642,127 1.86 %
Equipment & Intangible Assets 826,330 826,330 0 0.00 %
Transfers 802,897 444,000 (358,897) (44.70)%
Debt Service 398,128 432,814 34,686 8.71 %

Total Expenditures $47,069,636 $47,046,000 ($23,636) (0.05)%

Proprietary Funds 47,069,636 47,046,000 (23,636) (0.05)%

Total Funds $47,069,636 $47,046,000 ($23,636) (0.05)%

Total Ongoing $47,069,636 $47,046,000 ($23,636) (0.05)%
Total OTO $0 $0 $0 0.00 %

Program Description

The General Services Division (GSD) is composed of two bureaus and one program responsible for providing certain
internal services to government agencies and the public:

• Capitol Facilities Management (CFM) manages the following services for state agencies in the capitol complex and
several state-owned buildings in the Helena area, either directly or through the administration of service contracts:
repair, maintenance, construction, energy consumption, disaster response and recovery, space allocation,
security, janitorial, pest control, grounds maintenance, and garbage collection. CFM manages lease negotiation
and administration for state agencies throughout the state

• State Print and Mail provides print and mail services to state agencies. Services include internal and external
(contracted) printing, marketing and outreach, managed print services, mail preparation, central mail operations,
and inter-agency (deadhead) mail. The bureau also operates the United States Post Office in the Capitol

• In addition to the two bureaus, the division manages the state and federal surplus property and recycling programs

Program Highlights

General Services Division
Major Budget Highlights

• The General Services Division’s 2023 biennium requested
appropriations are approximately $24,000 or 0.1% lower than the
2021 biennium

• The executive requests present law decreases in proprietary funds
because of savings related to contracted services expenses

• The executive proposes increases in proprietary funds for office rent
and non-office rent
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The following table compares FY 2020 actual expenditures to the 2021 biennium appropriated budget and the
2023 biennium budget request by type of expenditure and source of funding.

Program Actuals and Budget Comparison

Budget Item
Actuals

Fiscal 2020
Approp.

Fiscal 2020
Approp.

Fiscal 2021
Request

Fiscal 2022
Request

Fiscal 2023
FTE 0.00 72.35 72.35 72.35 72.35

Personal Services 5,341,139 5,414,030 5,074,269 5,068,853 5,077,894
Operating Expenses 16,510,818 17,037,921 17,516,061 17,608,770 17,587,339
Equipment & Intangible Assets 101,774 413,165 413,165 413,165 413,165
Transfers 390,250 559,897 243,000 243,000 201,000
Debt Service 223,555 198,474 199,654 216,407 216,407

Total Expenditures $22,567,536 $23,623,487 $23,446,149 $23,550,195 $23,495,805

Proprietary Funds 22,567,536 23,623,487 23,446,149 23,550,195 23,495,805

Total Funds $22,567,536 $23,623,487 $23,446,149 $23,550,195 $23,495,805

Total Ongoing $22,567,536 $23,623,487 $23,446,149 $23,550,195 $23,495,805
Total OTO $0 $0 $0 $0 $0

Program Discussion -

FY 2020 Appropriation Compared to FY 2020 Actual Expenditures

The General Services Division expended 95.5% of its $23.6 million budget as of the end for FY 2020. This is in line with
anticipated expenditures at the end of the fiscal year.

FY 2020 Appropriations Compared to FY 2021 Appropriations

Overall, the FY 2021 appropriation is approximately $177,000 or 0.8% lower than the FY 2020 appropriation. The FY 2020
and FY 2021 appropriations are not significantly different.

Executive Request

The General Services Division is requesting an increase of approximately $104,000 in FY 2022 and $50,000 in FY 2023
above the FY 2021 base appropriations. This increase is primarily due to the statewide present law adjustment for fixed
costs, indirect costs paid to the Director’s Office, and property assessment increases. These increases are partially offset
by requested decreases due to savings in contracted services.

Funding

The following table shows proposed program funding by source of authority.
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Department of Administration, 06-General Services Division
Funding by Source of Authority

Funds
HB2

Ongoing
HB2
OTO

Non-Budgeted
Proprietary

Statutory
Appropriation

Total
All Sources

% Total
All Funds

01100 General Fund 0 0 0 0 0 0.00 %

02518 Capitol Security Contract 0 0 0 0 0 0.00 %
State Special Total $0 $0 $0 $0 $0 0.00 %

Federal Special Total $0 $0 $0 $0 $0 0.00 %

06066 Surplus Property 0 0 1,491,052 0 1,491,052 3.17 %
06528 Rent And Maintenance 0 0 23,431,211 0 23,431,211 49.80 %
06530 Print & Mail Services 0 0 22,123,737 0 22,123,737 47.03 %

Proprietary Total $0 $0 $47,046,000 $0 $47,046,000 100.00 %

Total All Funds $0 $0 $47,046,000 $0 $47,046,000

Proprietary Funds

The General Service Division is entirely supported through proprietary funds. These funds are discussed in the Proprietary
Rates section of the narrative.

Program Budget Summary by Category

The following table summarizes the total budget by base, present law adjustments, and new proposals. For a description
of these categories, please see the glossary.

Budget Summary by Category
------------------------------General Fund------------------------------ -------------------------------Total Funds------------------------------

Budget Item
Budget

Fiscal 2022
Budget

Fiscal 2023
Biennium

Fiscal 22-23
Percent

of Budget
Budget

Fiscal 2022
Budget

Fiscal 2023
Biennium

Fiscal 22-23
Percent

of Budget
2021 Base Budget 0 0 0 0.00 % 23,446,149 23,446,149 46,892,298 99.67 %
SWPL Adjustments 0 0 0 0.00 % 370,668 353,277 723,945 1.54 %
PL Adjustments 0 0 0 0.00 % (266,622) (303,621) (570,243) (1.21)%
New Proposals 0 0 0 0.00 % 0 0 0 0.00 %

Total Budget $0 $0 $0 $23,550,195 $23,495,805 $47,046,000

Present Law Adjustments

The "Present Law" Adjustments table shows the changes from the base appropriation to the proposed budget. "Statewide
Present Law" adjustments (DP 1, DP 2, DP 3) are standard categories of adjustments made to all agencies. Decisions on
these items were applied globally to all agencies.
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Present Law Adjustments
-------------------------------------Fiscal 2022------------------------------------- --------------------------------------Fiscal 2023-------------------------------------

FTE
General

Fund
State

Special
Federal
Special

Total
Funds FTE

General
Fund

State
Special

Federal
Special

Total
Funds

DP 1 - Personal Services
0.00 0 0 0 (5,416) 0.00 0 0 0 3,625

DP 2 - Fixed Costs
0.00 0 0 0 376,094 0.00 0 0 0 349,658

DP 3 - Inflation Deflation
0.00 0 0 0 (10) 0.00 0 0 0 (6)

DP 4 - Allocate Department Indirect/Administrative Costs
0.00 0 0 0 45,744 0.00 0 0 0 45,744

DP 5 - ServiceNow
0.00 0 0 0 (10,486) 0.00 0 0 0 (10,486)

DP 6 - SCEMO Increase
0.00 0 0 0 6,367 0.00 0 0 0 6,368

DP 602 - Property Assessments Increase
0.00 0 0 0 35,000 0.00 0 0 0 40,000

DP 605 - SBECP Adjustments
0.00 0 0 0 16,753 0.00 0 0 0 (25,247)

DP 607 - Contracted Services Decrease
0.00 0 0 0 (360,000) 0.00 0 0 0 (360,000)

Grand Total All Present Law Adjustments
0.00 $0 $0 $0 $104,046 0.00 $0 $0 $0 $49,656

*"Total Funds" amount includes funding from sources other than General Fund, State Special, or Federal Special (i.e. Proprietary).

DP 1 - Personal Services -

The executive requests adjustments to annualize personal services costs including FY 2021 statewide pay plan 
adjustments, benefit rate adjustments, vacancy savings adjustments and longevity adjustments related to incumbents in 
each position at the time of the personal services snapshot.

DP 2 - Fixed Costs -

The executive requests adjustments to provide the funding required in the proposed budget to pay increases in fixed costs 
assessed by other agencies within state government for the services they provide. Examples include: warrant writer, motor 
pool, etc. The rates charged for these services are approved in the section of the budget that provides the services.

DP 3 - Inflation Deflation -

The executive requests adjustments for budgetary changes in inflationary or deflationary adjustments of affected 
expenditure accounts, including food, postage, gasoline, and others.

DP 4 - Allocate Department Indirect/Administrative Costs -

The executive requests an increase in proprietary funding to provide the funding to pay the Department of Administration's 
indirect costs. These costs are charged to the department's programs for services provided, which include accounting, 
human resources, and legal support.

DP 5 - ServiceNow -

The executive requests a decrease in proprietary funding because of the purchase of ServiceNow licenses and programs 
for the 2023 biennium. The General Services Division is anticipating operating efficiencies and other savings by using 
ServiceNow.
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DP 6 - SCEMO Increase -

The executive requests an increase in proprietary funds for the General Services Division’s portion of the costs paid to the 
State Continuity and Emergency Office.

DP 602 - Property Assessments Increase -

The executive requests an increase in proprietary funding for assessment paid to the City of Helena.

DP 605 - SBECP Adjustments -

The executive requests an increase in proprietary funding in FY 2022 and a decrease in FY 2023 to adjust for payments 

made by Capitol Facilities Management to the state building energy conservation program.

DP 607 - Contracted Services Decrease -

The executive requests a decrease in proprietary funding to reflect savings in contracted services expense. In FY 2021 

Capitol Facilities Management took over the state's mechanical contract, which resulted in savings to this program.

Other Issues -

Proprietary Rates

The General Services Division provides the following functions supported by proprietary rates:
• Capitol Facilities Management (rent and maintenance)
• Print and mail services
• Surplus property and recycling

Capitol Facilities Management – Rent and Maintenance (06528)

Proprietary Program Description

The Capitol Facilities Management is the custodian of all state property and grounds in the state capitol area, which is
the geographic area within a 10-mile radius of the state Capitol. Services include providing all utilities on the complex
(including water, sewer, electricity, natural gas, and garbage collection), locksmith services, repair and maintenance,
construction, construction management, grounds maintenance, leasing services, emergency response and management,
and security. The bureau manages several service contracts for the capitol complex including security, pest control,
mechanical maintenance, janitorial services, elevator repair and maintenance, fire sprinkler systems maintenance, and
access control.

Operational authority for the bureau is provided by Title 2, Chapter 17, Part 8, Section 811, MCA. The bureau currently has
34.00 FTE.

Proprietary Program Narrative

The following 2023 Biennium Report on Internal Service and Enterprise Funds shows the actual and projected expenditures
and related revenues associated with the rent and maintenance proprietary fund.
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Expenses

The executive proposes to decrease total expenses by approximately $78,000 in FY 2022 and $123,000 in FY 2023 when
compared to the FY 2021 base budget. The following figure shows the changes as proposed by the executive as reflected
in the budgeting system.

Figure 17
Department of Administration

General Services Division
Capitol Facilities Management

Proposed Changes for the 2023 Biennium in the Budgeting System
FY 2022 FY 2023

Personal Services
Statewide Present Law Adjustment 39,395 43,401
Personal Services Total 39,395 43,401

Operating Expenses
Statewide Present Law Adjustment - Fixed Costs 158,770 146,682
Statewide Present Law Adjustment - Inflation (10) (6)
Allocate Indirect/Administrative Costs 29,293 29,293
ServiceNow (3,253) (3,253)
Property Assessment Increase 35,000 40,000
Contracted Services Decrease (360,000) (360,000)
State Continuity and Emergency Management Fee Increase 6,367 6,368
Operating Expenses Total (133,833) (140,916)

Transfers
State Building Energy Conservation Program Adjustment - (42,000)
Transfers Total - (42,000)

Debt Service
State Building Energy Conservation Program Adjustment 16,753 16,753
Debt Service Total 16,753 16,753

Total Proposed Decrease (77,685) (122,762)

The executive proposes increased expenditures due, in part, to the statewide present law adjustment for fixed costs. 
Capitol Facilities Management is responsible for paying the property insurance on the buildings within the capitol complex. 
The increase in fixed costs for this program are primarily because of the rate increase from Risk Management and Tort 
Defense.

The proposed increases are more than offset by proposed decreases in expenditures. The most significant decrease is due 
to contracted services. In FY 2021, CFM took over the state's mechanical contract, which resulted in savings of $360,000 
each fiscal year.

Revenues

Revenues are based on square footage rental rates charged for office and non-office space billed to agencies occupying 
space in state owned buildings overseen by the Department of Administration.
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Proprietary Rates

Rent is based on the number of square feet occupied and is assessed to each agency in the buildings controlled by 
the Department of Administration. The rates are established to cover the cost of personal services, operating expenses, 
maintenance and equipment. Grounds maintenance is included in the rate, with one exception.

The figure below shows the rates proposed by the executive for the 2023 biennium. The rates charged in the 2021 biennium 
are shown for comparison purposes. The executive is proposing rate increases of approximately 6.0% for office rent and 
49.0% for non-office rent when compared to the base year of FY 2021.

Figure 18

Requested Rates for Internal Service Funds
Fee/Rate Information

Actual Actual Projected Projected
FY 2020 FY 2021 FY 2022 FY 2023

Fee Description:
Office Rent (per sq. ft.) $ 10.540 $ 10.736 $ 11.357 $ 11.369
Non-office Rent (per sq. ft.) $ 5.546 $ 5.546 $ 8.247 $ 8.259
Grounds Maintenance (per sq. ft.) $ 0.615 $ 0.615 $ 0.615 $ 0.615
Project Mgmt. (In-house) 15% 15% 15% 15%
Project Mgmt. (Consultation) Actual Cost Actual Cost Actual Cost Actual Cost
State Employee Access ID Card Actual Cost Actual Cost Actual Cost Actual Cost

The rates approved by the legislature are the maximum the program may charge during the biennium. They are not the
rates the program must charge.

Print and Mail Bureau - 06530

Proprietary Program Description

The State Print and Mail Bureau provides printing and mail services to all agencies within state government. The bureau
has seven components: 1) internal printing; 2) external (contracted) printing; 3) managed print; 4) mail preparation; 5)
central mail operations; 6) inter-agency (deadhead) mail; and 7) the postal station in the Capitol. All printing or purchasing
of printing is requested through print and mail services, which determines the most cost-effective method of project
completion. Approximately 47.7% of printing expenditures are procured through commercial vendors.

Section 18-7-101, MCA, requires the Department of Administration to supervise and attend to all public printing within
the state and to contract for any printing used by the state. Section 2-17-301, MCA, charges the department with the
responsibility of administering the state managed print program. Section 2-17-301, MCA, also requires the department to
maintain and supervise any central mailing messenger service.

The State Print and Mail Bureau has authority for 32.60 FTE.

Proprietary Program Narrative

The following 2023 Biennium Report on Internal Service and Enterprise Funds shows the actual and projected expenditures
and related revenues associated with the print and mail services proprietary fund.
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Expenses

The executive proposes to increase expenditures by approximately $186,000 in FY 2022 and $177,000 in FY 2023 
when compared to the FY 2021 base year. The following figure shows the changes as proposed by the executive as 
reflected in the budgeting system.
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Figure 19

Department of Administration
General Services Division

Print and Mail Services
Proposed Changes for the 2023 Biennium in the Budgeting System

FY 2022 FY 2023
Personal Services
Statewide Present Law Adjustment 32,414 36,157
Personal Services Total 32,414 36,157

Operating Expenses
Statewide Present Law Adjustment - Fixed Costs 145,249 132,531
Allocate Indirect/Administrative Costs 13,700 13,700
ServiceNow (5,769) (5,769)
Operating Expenses Total 153,180 140,462

Total Proposed Increase 185,594 176,619

Increases are primarily due to statewide present law adjustments for fixed costs. State Information Technology Services
Division (SITSD) costs are increasing by approximately $82,000 each fiscal year. The State Print and Mail Bureau is
enhancing its print management information system and it is anticipated that more SITSD services will be required.

Revenues

All state agencies in Helena use the services of the State Print and Mail Bureau depending on their printing and mail needs.
Printing revenue is based on the actual type and volume of printing provided and mail services is based on agency service
frequency.

Proprietary Rates

All print and mail services projects are unique, and the State Print and Mail Bureau has many rates to provide services to
agencies. Direct and administrative overhead is allocated to each program, and costs are recovered by charging for each
unit of service provided. External printing and the managed print program recover costs by charging a percentage markup
on the invoice for the printing job and/or multi-function device.

The figure below shows the rates proposed by the executive for the 2023 biennium. The rates charged in the 2021 biennium
are shown for comparison purposes. The executive is proposing to keep the majority of the rates unchanged. The only rate
that the executive is proposing to increase is the interagency mail rate. This would be an increase of 3.8% when compared
to the base year of FY 2021 in order to adjust for an increase in personal services.
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Figure 20

Requested Rates for Internal Service or Enterprise Funds
Fee/Rate Information

Actual Budgeted Proposed Proposed
FY 2020 FY 2021 FY 2022 FY 2023

Fee Description:

Internal Printing
Impressions Cost + 25% Cost + 25% Cost + 25% Cost + 25%
Large Format Color per ft. Cost + 25% Cost + 25% Cost + 25% Cost + 25%
Ink Cost + 25% Cost + 25% Cost + 25% Cost + 25%
Bindery work Cost + 25% Cost + 25% Cost + 25% Cost + 25%
Variable data printing Cost + 25% Cost + 25% Cost + 25% Cost + 25%
Pick and Pack Fulfillment $1.00 $1.00 $1.00 $1.00
Overtime $30.00 $30.00 $30.00 $30.00
Desktop $75.00 $75.00 $75.00 $75.00
Scan Cost + 25% Cost + 25% Cost + 25% Cost + 25%
IT Programming $95.00 $95.00 $95.00 $95.00
File Transfer $25.00 $25.00 $25.00 $25.00
Mainframe Print $0.071 $0.071 $0.071 $0.071
Warrant Printing $0.250 $0.250 $0.250 $0.250
CD/DVD duplicating Cost + 25% Cost + 25% Cost + 25% Cost + 25%
Pre-Press work Cost + 25% Cost + 25% Cost + 25% Cost + 25%
Inventory Mark Up 20.00% 20.00% 20.00% 20.00%

External Printing
Percent of Invoice Mark-Up 8.8% 8.8% 8.8% 8.8%

Managed Print
Percent of Invoice Mark-Up 15.9% 15.9% 15.9% 15.9%

Mail Preparation
Tabbing $0.023 $0.023 $0.023 $0.023
Labeling $0.023 $0.023 $0.023 $0.023
Ink Jet $0.036 $0.036 $0.036 $0.036
Inserting $0.045 $0.045 $0.045 $0.045
Waymark $0.069 $0.069 $0.069 $0.069
Permit mailings $0.069 $0.069 $0.069 $0.069

Mail Operations
Machinable $0.043 $0.043 $0.043 $0.043
Non-Machinable $0.110 $0.110 $0.110 $0.110
Seal Only $0.020 $0.020 $0.020 $0.020
Postcards $0.070 $0.070 $0.070 $0.070
Certified Mail $0.620 $0.620 $0.620 $0.620
Registered Mail $0.614 $0.614 $0.614 $0.614
International Mail $0.510 $0.510 $0.510 $0.510
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Flats $0.150 $0.150 $0.150 $0.150
Priority $0.614 $0.614 $0.614 $0.614
Express Mail $0.614 $0.614 $0.614 $0.614
USPS Parcels $0.510 $0.510 $0.510 $0.510
Insured mail $0.614 $0.614 $0.614 $0.614
Media Mail $0.320 $0.320 $0.320 $0.320
Standard Mail $0.200 $0.200 $0.200 $0.200
Postage Due $0.061 $0.061 $0.061 $0.061
Fee Due $0.061 $0.061 $0.061 $0.061
Tapes $0.245 $0.245 $0.245 $0.245
Express Services $0.500 $0.500 $0.500 $0.500
Mail tracking $0.250 $0.250 $0.250 $0.250
Cass letters/postcards $0.047 $0.047 $0.047 $0.047
Cass flats $0.100 $0.100 $0.100 $0.100
Flat sorter $0.250 $0.250 $0.250 $0.250

Interagency Mail
Dollars-yearly $362,325 $362,325 $376,025 $376,025

Postal Contract (Capitol)
Dollars-yearly $38,976 $38,976 $38,976 $38,976

The rates approved by the legislature are the maximum the program may charge during the biennium. They are not the
rates the program must charge.

Surplus Property – 06066

Proprietary Program Description

The surplus property and recycling program administers the sale of surplus property no longer needed by agencies. This
property is distributed either to state agencies or other eligible organizations.

Section 18-4-221, MCA, requires the department to sell, trade, or otherwise dispose of surplus supplies belonging to the
state. The program sells property through online auction, fixed-price warehouse sales, public auction, and garage sales.
Program services include extending the life of state property by providing a mechanism to transfer surplus property between
agencies, providing accountability in the disposal of surplus state property, providing agencies with a surplus equipment
pick up service, and providing a screening service to locate federal surplus property for state and local agencies.

The program has authority for 5.75 FTE.

Proprietary Program Narrative

The following 2023 Biennium Report on Internal Service and Enterprise Funds shows the actual and projected expenditures
and related revenues associated with the surplus property proprietary fund.
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The executive proposes to decrease expenditures by approximately $4,000 in FY 2022 and $4,000 in FY 2023 when
compared to the FY 2021 base year. The following figure shows the changes as proposed by the executive as reflected in
the budgeting system.

Figure 21
Department of Administration

General Services Division
Surplus Property

Proposed Changes for the 2023 Biennium in the Budgeting System
FY 2022 FY 2023

Personal Services
Statewide Present Law Adjustment (77,225) (75,933)
Personal Services Total (77,225) (75,933)

Operating Expenses
Statewide Present Law Adjustment - Fixed Costs 72,075 70,445
Allocate Indirect/Administrative Costs 2,751 2,751
ServiceNow (1,464) (1,464)
Operating Expenses Total 73,362 71,732

Total Proposed Decrease (3,863) (4,201)

The proposed decrease is primarily due to the statewide present law adjustment for personal services. This decrease is
mainly because of the inclusion of funding for a modified position in the 2021 biennium personal services. The snapshot
for personal services does not include funding for modified positions, so personal services appropriations for the 2023
biennium is reduced.

The proposed decreases are partially offset by the statewide present law adjustment for fixed cost. This increase is
primarily due to increases in rent. Prior to FY 2020, surplus property paid their utilities and contracted their own janitorial
services. Any needed repairs were contracted and paid directly by surplus property. It was determined by the Department
of Administration that it would be better to have regular maintenance on the building performed by CFM because of the
age and condition of the building. CFM assumed all utility bills, janitorial services, security, and grounds and building
maintenance. In FY 2020 surplus property began paying the non-office rate to CFM.

Revenues

The surplus property and recycling program is an enterprise fund which sells property to the general public. The program
operates by charging up to $750 plus 5.0% per item sold. The fee was raised from $500 to $750 at the beginning of FY
2020. There is some growth in the fund balance that occurs when taking into account nonbudgeted inventory adjustments.
According to the department, the program needs to increase its working capital for future expenses. The lease on the
current property expires in four years. If the lease is not extended, the program will need to acquire a new facility.

Proprietary Rates

The surplus property and recycling program is funded with an enterprise fund, which is a type of a proprietary fund. As
such, the legislature does not appropriate the funds or approve the rates for the program. Instead, the legislature reviews
the report for the enterprise fund and identifies concerns with the financial position of the fund.
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Figure 22

Requested Rates for Internal Service or Enterprise Funds
Fee/Rate Information

Actual Budgeted Proposed Proposed
FY 20 FY 21 FY 22 FY 23

Fee Description:

The State Surplus handling fees are: If property is sold for less than $750, the
program retains the proceeds. The program retains $750 plus 5.0% and unusual
expenses for property sold for more than $750. The Federal Surplus Property
Program fees are an allocation of freight expenses and 14.0% of acquisition
costs. This is included in the Federal Plan of Operation, which has been
approved by the Federal General Services Administration.
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