GENERAL DISTRIBUTION

WEST VIRGINIA NUMBER: 112.00
DIVISION OF CORRECTIONS
& REHABILITATION EFFECTIVE DATE: 26 November 2025

SUBJECT: BUDGET PROCESS

POLICY DIRECTIVE

PURPOSE:

To provide policy and procedure regarding budget preparation, monitoring and revision
and ensuring compliance with governmental policies regarding the Division of Corrections
and Rehabilitation’s annual budget.

REFERENCE:

WYV Code §15A-2-1(b); and ACA Expected Practices 5-ACI-1B-04 through 06 and 08; 5-
ALDF-7D-12 and 13; 5-JCF-7B-03, 04, and 06; 3-JDF-1B-05 through 07 and 09; 1-JDTP-
1B-04 through 06 and 08; 2-CO-1B-01 through 04; 1-CTA-1B-03, 04, and 06; and 4-
APPFS-3D-21, 22, and 24.

RESPONSIBILITY:
No additional written instructions on this subject are required.

CANCELLATION:

Any previous written instruction on the subject including DCR Policy Directive 112.00,
dated 19 October 2020.

APPLICABILITY:

All facilities and work units within the Division of Corrections and Rehabilitation. This
Policy is available for general distribution.

DEFINITIONS:

None.

POLICY:

L West Virginia Code §15A-2-1(b) stipulates that the Division of Administrative Services
(DAS) shall provide fiscal services for the Division of Corrections and Rehabilitation
(DCR).
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A. As such, DAS is responsible for submitting appropriation requests in compliance with
the State Budget Office’s budget process.

B. Expenditure schedules, prepared and updated monthly by DAS, showing the current
status of appropriations and expenditures shall be provided to designated DCR
leadership.

Current information is needed to meet objectives, prevent budget discrepancies,
respond to emerging needs, and ensure that the flow of funds is proceeding as
planned.

2. Because a budget serves only as a guideline for anticipated revenues and
expenditures, a budget may be revised periodically.
I1. DCR coordinates with DAS to comply with the State Budget Office’s budget process as

follows.

A. Upon request, facility superintendents, and work unit supervisors or directors as
appropriate, shall submit initial budget requests to DCR leadership for review and
approval.
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To a practical degree, a facility or work unit’s budgetary requests shall be
developed with the assistance of key staff.  Staff participation in budget
development helps define needed resources and provides staff with a better
understanding of budgetary constraints and priorities.

Appropriation requests generally consist of additional operating expenses, staffing
increases, requests for pay increases, capital projects. deferred maintenance,
contract increases, and larger asset purchases (vehicles, equipment, etc.)

B. DCR Executive Leadership and DAS will then jointly review and discuss these
submissions before DAS finalizes and submits the approved requests.

ATTACHMENT(S):

None.
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