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Summary of Changes
Allows for rounding up of cents to dollars even if it is not the nearest dollar (section 120.21).

Drops the higher of last year’s enacted appropriations level or the current year’s
enacted appropriation level in to just current year’s enacted appropriation level (section 120.41).

Clarifies how to reflect the previous approved column post short-term continuing
resolution (section 120.61 and Exhibit 120H).

INTRODUCTION TO APPORTIONMENTS

120.1 What is an apportionment?

An apportionment is an OMB-approved plan to use budgetary resources (31 U.S.C. 1513(b); Executive
Order 11541). It typically limits the obligations you may incur for specified time periods, programs,
activities, projects, objects, or any combination thereof. It may also place limitations on the use of other
resources, such as FTEs or property. An apportionment is legally binding, and obligations and
expenditures (disbursements) that exceed an apportionment are a violation of, and are subject to reporting
under, the Antideficiency Act (31 U.S.C. 1517(a)(1), (b)). See section 145 for more on reporting
violations of the Antideficiency Act.

120.2 What terms and concepts should I understand to work with apportionments?

A Treasury Appropriation Fund Symbol (TAFS) has adjustment authority if OMB has approved an
apportionment with a footnote describing what new or additional resources are automatically apportioned
without the need for OMB to approve a new apportionment and a YES is in the Line Split column of the
adjustment authority line (AdjAut). For instance, OMB may provide adjustment authority for cases
where actual earned reimbursements exceed the estimate on the apportionment. For more on adjustment
authority, see sections 120.50 and 120.51.

The Antideficiency Act prohibits Federal employees from obligating or disbursing amounts in excess of an
appropriation, an apportionment (or in its absence), an allotment, a suballotment or any other subdivisions
of funds that are identified in your agency's administrative control of funds. For more on the
Antideficiency Act, see section 145.

An amount is apportioned for obligation in the current fiscal year when it appears on the Category A,
Category B, or Category AB lines. Amounts apportioned for obligation in future fiscal years appear on
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the Category C lines. The Application of Budgetary Resources section also includes lines for amounts
that are exempt from apportionment or not apportioned for either current or future fiscal years.

An automatic apportionment is approved by the OMB Director in the form of a Bulletin or provision in
Circular A-11, and typically describes a formula that agencies will use to calculate apportioned amounts.
An automatic apportionment is in contrast to the written apportionments, which typically include specific
amounts, and which are approved by an OMB Deputy Associate Director (or designee).

Carryover amounts are unobligated balances that are available from the prior fiscal year(s) in multi-year
and no-year accounts. See section 120.24 regarding the submission, for OMB approval, of requests for
the apportionment of carryover amounts. Pursuant to sections 120.7 and 120.57, carryover amounts are
automatically apportioned at zero until a written apportionment is issued for such amounts.

Category A, Category B, Category AB or Category C—Apportioned amounts appear on different groups
of lines in the application of budgetary resources section of an apportionment. Amounts are identified in
an apportionment-

* by time (Category A),

* by program, project, or activity (Category B),

* by a combination of program, project, or activity and time period (Category AB),
¢ for future years (only for multi-year/no-year accounts) (Category C).

You must report obligations to Treasury with the same categories as used on the apportionment.

Exception apportionment is a colloquial term that describes the written apportionment that is issued for
operations under a continuing resolution (CR), in lieu of the OMB-issued automatic apportionment.

Footnotes provide additional information and direction beyond the line stubs and dollar amounts. See
section 120.34 for more information.

Impoundment—Pursuant to the Impoundment Control Act, apportionments may also set aside all or a
portion of the amounts available for obligation.

* Amounts deferred through the apportionment process are those portions of the total amounts
available for obligation that are specifically set aside as temporarily not available until released by
OMB.

¢ Amounts withheld pending rescission are those portions that are set aside pending the enactment
of legislation reducing the authority to obligate such funds.

For further information on deferrals and rescissions, including the difference between an impoundment
and a cancellation proposed by the President, see section 112.

The [ine split column allows you to provide information about a line or to distinguish between two or
more budgetary resource amounts that you would otherwise put on a single line. For more details on line
splits, see section 120.19.

Memo obligations are amounts obligated during the current fiscal year at the time the apportionment
request is prepared. The date of the obligations is at the top of the column.

Program reporting categorv—Agencies and OMB will work together to determine the program reporting
categories (if any) under which the agencies will report their obligations in their SF 133 Reports on
Budget Execution and Budgetary Resources (see section 130). Program reporting categories should be
based on elements that agencies track in their financial systems. Though you are encouraged to use
program reporting categories, there are some cases where OMB and agencies will choose not to use any.
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The program reporting categories are not used to apportion funds and are not subject to the
Antideficiency Act (Appendix G).

Reapportionments are made when you need to make changes to the previously approved apportionment
for the current year. For example, you should request a reapportionment when approved apportionments
are no longer appropriate or applicable because the amounts available for obligation have increased or
unforeseen events have occurred.

The Treasury Appropriation Fund Symbol (TAFS), combines the Treasury agency or department code, the
Federal account symbol, and the period of availability of the resources in the account. The period of
availability may be annual, multi-year, or no-year. Annual TAFS have funds that are available for
obligation for no longer than one fiscal year. Multi-year TAFS have funds that are available for a
specified period of time in excess of one fiscal year. No-year TAFS have funds that are available until
expended. See section 20.4 for more details.

The Department of the Treasury's list of account symbols may be found here:
http://fiscal.treasury.gov/fsreports/ref/fastbook/fastbook home.htm

Written apportionment is a term you will see in continuing resolution (CR) automatic apportionment
bulletins. Written apportionments are approved by an OMB Deputy Associate Director (or designee) that
typically include specific amounts, and are in contrast to automatic apportionments under an OMB-issued
CR bulletin or under a provision in Circular A-11.

120.3 Are apportionments made at the Treasury appropriation fund symbol (TAFS) level?

Yes, apportionments are made at the TAFS level. See section 20.11 for more details on TAFSs. For
cases of allocation transfers, see section 120.29.

120.4 'What TAFSs are required to be apportioned?

All TAFSs are required to be apportioned, except in the case of a TAFS that is exempt from
apportionment.

120.5 What TAFSs are exempt from apportionment?
The following types of TAFSs are exempt from apportionment:

* TAFSs specifically exempted from apportionment by 31 U.S.C. 1511(b) or other laws.

¢ TAFSs for which budgetary resources:
P are available only for transfer to other TAFSs (unless OMB determines otherwise);

» have expired for obligational purposes (in this case, the last apportionment during the
unexpired phase applies); or
» have been fully obligated before the beginning of the fiscal year.

¢ TAFS of the following types, which the OMB Director may exempt from apportionment pursuant
to 31 U.S.C. 1516:

» Management funds (Treasury TAFSs with the symbols 3900-3999);
» Payment of claims, judgments, refunds, and drawbacks;

» Payment under private relief acts and other laws that require payment to a designated
payee in the total amount provided in such acts;

» Foreign currency fund TAFSs (unless OMB requests), section 120.63;
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P Interest on, or retirement of, the public debt; and

P Items the President has determined to be of a confidential nature for apportionment and
budget execution purposes.

To see a list of TAFS that are exempt from apportionment, a report is available through the
apportionment system.

120.6 Can a portion of my TAFS be exempt from apportionment?

Yes, in a very limited number of cases, only a portion of the budgetary resources for a TAFS must be
apportioned. In these cases, agencies must show the full amount of budgetary resources, show the
amounts subject to apportionment on apportioned lines, and show the amounts not subject to
apportionment on Line 6183, Exempt from apportionment.

120.7 Do I need to submit an apportionment every fiscal year for TAFS that are multi-year/no-
year?

Yes. Multi-year/no-year TAFS with unexpired budgetary resources available for obligation MUST be
apportioned every fiscal year, unless exempt under section 120.5. See also section 120.57.

120.8 Can I incur obligations without an apportionment?

No, an obligation cannot be incurred without an OMB approved apportionment (written or automatic),
except when the relevant account, from which the amounts are being obligated, is exempt from
apportionment. The Antideficiency Act (section 145) prohibits the incurring of obligations that exceed
the approved apportionment amount (including, e.g., purchase services or merchandise). See section 145
for specifics on the Antideficiency Act.

120.9 Can I use an apportionment to resolve legal issues about the availability of funds?

No. The apportionment of funds is not a means for resolving any question dealing with the legality of the
amounts available by law or the legality of using funds for the purpose for which they are apportioned.
Any question as to the legality of the amounts available by law, or the legality of using funds for a
particular purpose, must be resolved through legal channels.

WHAT IS IN AN APPORTIONMENT?

120.10 How is the apportionment organized?

The top of the apportionment shows the name and account number of the TAFS being apportioned, and
often includes other descriptive information, e.g., agency name, bureau name, budget account name and
number.

The apportionment always includes two sections: Budgetary Resources and Application of Budgetary
Resources. The Budgetary Resources section always appears toward the top of the apportionment, and
shows all budgetary resources, e.g., appropriations, reductions, non-expenditure transfers, in the TAFS.
The Application of Budgetary Resources shows apportioned amounts, which are legal limits that restrict
how much an agency can obligate, when it can obligate, and what projects, programs, and activities it can
obligate for.

Apportionments for guaranteed loan accounts include a third section, Guaranteed Loan Levels and
Applications.
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Each section of an apportionment includes line numbers and descriptions of all pertinent amounts. See
Exhibit 120A for a complete list of line numbers. Appendix F describes each line in detail.

120.11 Why is the Budgetary Resources section needed?

The budgetary resources section is necessary for several reasons.

o First, it provides sufficient detail for OMB to see what level of funding is coming into the TAFS
and therefore available to be apportioned. In many cases, apportioned amounts tie back to
amounts on specific budgetary resource lines.

e Second, budgetary resource lines on apportionments match the lines used in the President's
Budget Program and Financing schedule and SF 133 Report on Budget Execution and Budgetary
Resources. The reason that these three presentations use the same line numbers is to facilitate
comparisons that provide agencies and OMB with a basis to know they are looking at the right
numbers. In addition, the Budget Enforcement Act (BEA) category (i.e., discretionary or
mandatory) information in this section is provided to the Treasury Department to facilitate agency
reporting of BEA information in budget execution reports.

o Third, the apportionment is the first step in a fiscal year's budget execution process, and provides
the basis for agencies to post information in their funds control and financial systems.

120.12 After OMB approves an apportionment, can I obligate against all budgetary resources?

Not necessarily. You should not obligate until apportioned amounts have been allotted in accordance
with your agency's OMB-approved funds control regulations (see section 150, Administrative Control of
Funds). There are other circumstances in which you cannot obligate funds following an apportionment.
For example, you cannot obligate against anticipated resources. You must wait until the resources are
realized before incurring obligations. Additionally, in some cases, a footnote to the apportionment will
state that amounts are apportioned, but are only available for obligation when specified events occur
(such as an agency taking certain action).

120.13 What is the format of the Applications of Budgetary Resources section and what categories
does OMB use to apportion funds?

OMB usually uses one of four categories to apportion budgetary resources in a TAFS.

Category A apportions budgetary resources by fiscal quarters, e.g., quarter one (October 1 through
December 31), quarter two (January 1 through March 31). Lines 6001 through 6004 are used for quarters
one through four, respectively.

Category B apportions budgetary resources by program, project, activities, objects or a combination of
these categories. Lines 6011 through 6110 are used for Category B apportioned amounts. One TAFS can
potentially have dozens of Category B apportionments, each pertaining to specific activities, projects, and
so on. There are also cases when it makes programmatic sense for OMB to use a single, Category B
apportionment for a given TAFS.

Category AB apportions budgetary resources by a combination of fiscal quarters and projects. You may
use Lines 6111 through 6159 to apportion a maximum of 12 projects in this manner. The table below
shows which lines are reserved for which quarters.

Lines\Quarters
6111 —6114 (Q1 thru Q4, respectively) Project #1
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Lines\Quarters
6115 - 6118 (Q1 thru Q4, respectively) Project #2
6119 — 6122 (Q1 thru Q4, respectively) Project #3
6123 — 6126 (Q1 thru Q4, respectively) Project #4
6127 — 6130 (Q1 thru Q4, respectively) Project #5
6131 — 6134 (Q1 thru Q4, respectively) Project #6
6135 — 6138 (Q1 thru Q4, respectively) Project #7
6139 — 6142 (Q1 thru Q4, respectively) Project #8
6143 — 6146 (Q1 thru Q4, respectively) Project #9
6147 — 6150 (Q1 thru Q4, respectively) Project #10
6151 — 6154 (Q1 thru Q4, respectively) Project #11
6155 — 6158 (Q1 thru Q4, respectively) Project #12

Category C apportions budgetary resources in multi-year and no-year TAFSs into future fiscal years.
Lines 6170 thru 6173 are used for Category C apportioned amounts. (Note: Category C amounts that
OMB apportions in one year are not available for you to obligate against in the following year. For these
amounts to be available, OMB must approve a new request in the following year that apportions these
amounts on Category A, B, or AB lines.) See section 120.52 for additional information.

Apportionments may include a combination of categories.

In some cases (uncommon), budgetary resources are not apportioned. In such cases, the non-apportioned
budgetary resources are shown using one of four apportionment lines —

(1) Withheld pending rescission (rarely used),

(2) Deferred (rarely used),

(3) Unapportioned balance of a revolving fund, and

(4) Exempt from apportionment (uncommon, and used in TAFSs with both budgetary resources
subject to and exempt from apportionment — at the bottom of the section on the Application of
Budgetary Resources). See Appendix F for definitions of these lines.

Agencies must report obligations to Treasury (GTAS) using the same level of specificity as appears on
the apportioned section of your most recent approved apportionment. For instance, if OMB uses a single
Category B project with five program reporting categories, you must report obligations for each program
reporting category. Likewise, if OMB uses 10 Category B projects and you incur obligations for each of
these projects, your GTAS submission and SF 133 budget execution report must show obligations for
each of these 10 Category B categories and continue to report them in the expired phase.

120.14 What is the format of the Guaranteed Loan Levels and Applications section?

An apportionment for guaranteed loan financing accounts can have a third section, Guaranteed Loan
Levels and Applications section. This section shows limitations on loan levels by program level either
from the current year and/or unused from prior year(s), and the application of the program level by
quarter, risk category, or a combination. The total of the limitation on loan levels by program level
should equal the total of the application of the program levels.
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120.15 What other kinds of information may an apportionment include?

Many kinds of additional information can be integrated into an apportionment request. Here are some
examples.

Allocations. The allocations tab (if required by your RMO examiner) includes a list of all transfer
allocation (or children) accounts that are expected to receive a non-expenditure transfer of funds from the
parent TAFS being apportioned. The allocation accounts are subject to the Antideficiency Act. Unless
OMB separately apportions an allocation account after apportioning the parent account, the allocation
account must follow all apportioned amounts, footnotes, and other guidance of the parent account (see
section 120.29 for more details).

Cover Letter. OMB’s apportionments are often accompanied by cover letters, which can be very brief or
detailed depending on many factors. Cover letters are not subject to the Antideficiency Act.

Footnotes. Footnotes appear on one of three tabs: "Previously Approved Footnotes", "Agency
Footnotes", and "OMB Footnotes." The OMB footnotes (application of budgetary resources section) are
subject to the Antideficiency Act. See section 120.34 for additional information on footnotes.

Program Reporting Categories. When used, these identify the level of detail that an agency must use in
reporting its obligations on SF 133 budget execution reports. These appear on the PgmCat tab in the
apportionment request. These are not subject to the Antideficiency Act. See section 120.67 for additional
information program reporting categories.

System-generated reports. When agencies validate requests, the apportionment system sometimes creates
reports showing latest SF 133 versus the apportionment request; warrants; and, non-expenditure transfers.
These are not subject to the Antideficiency Act.

Additional tabs. Apportionments are almost always prepared, submitted and approved in Excel files.
Certain tabs in the Excel file house the apportionment request or footnotes. Others are reserved for other
specific kinds of information. Agencies may also use additional tabs as attachments to the apportionment.
Tabs in the Excel file are subject to the Antideficiency Act unless clearly stated otherwise in the
apportionment (see section 120.36).

Attachments. Attachments may include Word, PDF, or Excel files with a wide range of information that
pertains to the apportionment request, but that is not included in the Excel file containing the request. If
these attachments are cited in the apportionment, they are subject to the Antideficiency Act. See section
120.36 on how to clearly state that the attachments are not subject to the Antideficiency Act.

PREPARING THE APPORTIONMENT REQUEST

120.16 How can I submit an apportionment request?

The vast majority of apportionments are submitted by agencies and approved by OMB using OMB's
secure, web-based apportionment system. When questions or issues arise using the system, please send
the Excel file you are working with and a brief description of the issue to "apportionment@omb.eop.gov".
Please direct questions of a substantive nature to your OMB representative.

In a limited number of cases necessitated by extenuating circumstances, OMB may approve an

apportionment by phone, e-mail, or other non-system methods. Once the extenuating circumstances have
passed, agencies and OMB should process these same requests using the apportionment system.
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120.17 Is there a standard, set number of lines to show in an apportionment request?

No. While the format of the request is fixed and uses specific columns to hold certain kinds of
information, the number of lines used for a given TAFS varies considerably. The apportionment system
allows you to pick from more than 125 different budgetary resource lines, but agencies will only want to
show amounts on a few of these lines for any given TAFS. For example, a TAFS with only an annual
appropriation may just use one budgetary resource line.

The system provides significant flexibility to allow agencies to put in other lines with zero amounts. For
instance, an apportionment for a given TAFS might show all discretionary appropriations lines, but no
mandatory appropriations lines. Agencies must work closely with their OMB representatives in
determining which budgetary resource lines to show with zero amounts.

Exhibit 120A shows all possible line choices that are available in the apportionment system.

120.18 What header information at the top of the apportionment must I complete?

The header must provide the fiscal year for the apportionment and a public law. The public law reference
may be descriptive if there are multiple public laws covered by the apportionment or if the annual
appropriations act is not enacted. Some examples are:

* Funds provided by Public Law N/A — Carryover
*  Funds provided by Public Law N/A — Multiple

120.19 What do I put in each column of the apportionment request?

Exhibit 120A shows all the columns used in an apportionment request. The columns show the TAFS;
line number, description, and line split; previous approved, agency request, OMB action amounts and
footnotes; and, memo obligations. Each of these is described below.

TAFS. TAFS information appears in columns A through F of apportionment requests. The columns
show: Treasury agency; period of availability (FY1 and FY2); and allocation account and sub-account, if
applicable. For presentation purposes, these columns are often hidden. You can unhide these columns if
necessary. As part of validating requests or sending requests, the system checks that these columns are
filled out properly; if they are not, the system provides an error message.

Line numbers. Exhibit 120A shows a complete list of line numbers and descriptions.
Line splits. You must provide line split in the following cases:

¢ The IterNo (Iteration Number) line shows the number of times OMB has approved (apportioned)
an apportionment for a given TAFS in a fiscal year. No action is necessary if you use the Create
Template function in the apportionment system as a starting point for preparing your requests.
The apportionment system automatically puts in the Iteration Number in the line split column, as
well as puts the last approval date in the line stub column.

* The RptCat line indicates whether the TAFS uses Program Reporting Categories. Use "YES" or
"NQ", as appropriate, for the line split column.

¢ The AdjAut line indicates whether OMB has approved as a footnote on the apportionment specific

types of adjustments to be made without submitting a reapportionment request. Use "YES" or
"NO", as appropriate, for the line split column. (See Section 120.50.)
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¢ Line 1000 shows unobligated balances. For unobligated balances in no-year and multi-year
TAFSs with both mandatory and discretionary funding, you must use a line split that starts with
the letter "D" to show the portion of the balances that are discretionary. To distinguish between
estimated and actual balances, use line splits of "E" to show estimated balances or "A" to show
actual balances. Use "DE" or "DA" to indicate estimated from actual discretionary balances,
respectively (section 120.20).

You may use the line splits to distinguish between two or more amounts that you would otherwise put on
a single line. For example, you may use line splits to distinguish between two or more sources of
collections, to distinguish between unobligated balances from reimbursable authority versus direct
appropriations, or even to distinguish sequestration amounts on an apportionment.

You cannot use line number splits for the Application of Budgetary Resources section.
Previous Approved Amount.
* Leave the column blank for the first request you submit for a given fiscal year. See Exhibits

120C, and 120D, and 120F for examples of an annual (one-year) appropriation, a no-year
appropriation, and appropriations provided by a continuing resolution.

¢ Include amounts from the "OMB Action" column of the previously approved apportionment
within the same fiscal year. This includes any adjustments under sections 120.49 or any other
adjustment authority granted to you by OMB in writing (120.50).

* When appropriations are enacted following one or more CRs, include the amounts from the last
CR in this column (see section 120.61) unless otherwise required by your RMO.

Previous Approved Footnote Indicator. For reapportionment requests add the indicator, e.g., Al, BI\B2,
which indicates that a footnote(s) appears on the previous approved footnote worksheet tab. If your
earlier apportionment had footnotes, the worksheet tab will be automatically populated by the
apportionment system.

Agency Request. Include the amounts you are requesting in this column.

Agency Footnote Indicator. Include an indicator, e.g., Al, B1, which indicates that a footnote appears on
the agency footnote tab. See section 120.34 for more information on footnotes.

OMB Action. The apportionment system places formulas in the OMB Action column to set it equal to the
Agency Request column. OMB will adjust the OMB Action values as necessary when reviewing and
approving your request.

OMB Footnote Indicator. Include an indicator, e.g., Al, B1, which indicates that a footnote appears on
the approved footnote tab. The footnotes in the OMB Footnote column override all other footnotes.

Memo Obligations. Include memorandum obligations in this column. Also include the date of the
obligations using the MM-DD-YYYY format on the RptCat row. The memo obligations support your
reapportionment request.

120.20 Do I need to follow special conventions to show the portion of discretionary balances in split
accounts (TAFS with both mandatory and discretionary funds)?

Yes. For unobligated balances in no-year and multi-year TAFSs with both mandatory and discretionary
funding (split accounts), you must show the discretionary portion of the balances by using a line split that
starts with the letter "D". You will do this solely on Line 1000, Unobligated balance, brought forward,
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Oct. 1. You must also change the Line Stub to start with the word Discretionary, e.g., Discretionary
Unobligated balance, brought forward, Oct. 1. Many agencies use line splits of "E" or "A" to distinguish
Estimated from Actual balances, respectively. In these cases, you would use "DE" or "DA" to indicate
estimated from actual discretionary balances, respectively.

120.21 Can I use amounts that include decimal points or cents in an apportionment?

No. You must round all amounts to a dollar in apportionment requests. In addition, you may not round
amounts to thousands. If you need to round up, the delta between the actual cents and the amount
apportioned is not available for obligation and your funds control system must reflect that. Additionally,
you must footnote the apportionment to describe the rounding.

120.22 Should I use a specific numeric format in the Excel file that holds my request?

Yes, you must use whole numbers (decimal points are not permitted) or blanks in numeric columns.
Numeric columns include the Previous Approved Amount, Agency Request, OMB Action, and
Memorandum Obligations columns. Numbers (including zero) must be formatted using the number
format with thousands separator (a comma), and with a leading negative sign (-). You cannot use
asterisk, special characters, or letters in numeric columns of any apportionment request. Further, you
cannot format a number, zero or otherwise, to appear as an asterisk or other special character. There is a
single exception. In the memorandum obligations column only, you may use a date format on the RptCat
line.

120.23 When are apportionments due at OMB for a new fiscal year?

If ... Then, submit your first apportionment request
by...

Any part of the budgetary resources for a TAFS isnot ~ August 21, as required by 31 U.S.C. 1513(b)
determined by current action of the Congress (such as

permanent appropriations, public enterprise and other

revolving funds subject to apportionment,

reimbursements and other income, and balances of

prior year budget authority)

All or any part of the budgetary resources for a TAFS August 21, or within 10 calendar days after the

are determined by current action of the Congress enactment of the appropriation or substantive acts
providing new budget authority (i.e., authorization
bills), whichever is later

After August 21, OMB requires an explanation for any delayed initial apportionment requests in accounts
with budgetary resources not dependent on current action of the Congress.

We encourage you to begin preparation of apportionments and related materials as soon as the House and
Senate have reached agreement on funding levels. In this way, you can make a timely submission of your
request to OMB, and OMB can have adequate time for its review.

120.24 When is the apportionment system open for a new fiscal year?

The apportionment system will open to agencies to start preparing requests on August 1 (or the following
business day). Agencies can submit their requests starting August 13.
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120.25 Can I combine TAFSs on the apportionment?

No. From time to time, agencies ask whether they can combine the amounts from two or more TAFS,
and submit an apportionment for this single "combined" TAFS. Agencies may not do this because the
apportionments must tie back to the statutory authority, which explicitly makes distinctions between
accounts and defines the period of availability of the funds in the accounts. These are the same pieces of
information that distinguish one TAFS from another.

120.26 Should I assemble apportionment requests for multiple TAFSs in a single package or file?

Yes, unless your OMB representative determines otherwise. To the extent practical, submit
apportionment requests for each independent agency, departmental bureau, or similar subdivision
together.

120.27 Can I cross-check information in the Budgetary Resources section?

Yes. You can cross-check information in certain cases against the President's Budget or the most recent
SF 133 Reports. In addition, for general fund TAFSs, you should check that appropriations and warrants
by Treasury (if any) are consistent and you can check that actual non-expenditure transfers match
transfers processed at Treasury. See https://max.omb.gov/community/x/HAAQAw.

120.28 Who can approve the apportionment request for the agency?

Agencies must use appropriate internal controls in preparing apportionment requests, and specifically
ensure that the agency official with authority to review and approve the request has done so. The
approving official at the agency is not required to sign the request that is sent to OMB, but may do so if
required by the agency's internal controls or if requested by the OMB examining division. OMB's
apportionment system does not accommodate electronic signatures of agency officials.

120.29 Who is responsible for preparing the apportionment request for allocation (parent/child)
accounts?

Allocation accounts involve both a "parent" appropriation and a "child" recipient of budgetary resources
via an allocation non-expenditure transfer. For instance, if an appropriation is enacted to the Funds
Appropriated to the President's International Military Education and Training account (11-1081 /X), and a
subsequent allocation is made to the Department of the Army (Treasury agency 21), then the allocation
non-expenditure transfer from 11-1081 /X to Army would be as follows: 11-1081 /X transfer to 21-11-
1081 /X.

Unless OMB determines otherwise, the agency that receives the appropriation to be allocated (the
"parent") should submit a single, consolidated apportionment request that encompasses both the parent
TAFS and all the allocated recipient "child" agencies and/or bureau TAFS (see Exhibit 120P for an
example that uses line splits to distinguish between the parent and children on the apportionment).
Additionally, allocation transfers are normally apportioned at the same category level as the parent
account (e.g., Category A, B, AB, or C). The agency administering the parent TAFS will indicate to the
receiving agency what portion of the consolidated apportionment is transferred to the allocation TAFS.

Allocation account apportionments, however, can be done in different ways. See Exhibit 120R for an
example of a parent-only allocation apportionment and Exhibit 120Q for an example of a child-only
allocation transfer apportionment.

The parent agency must ensure that the recipients are provided the approved apportionment request on a
timely basis. Obligations incurred for the program as a whole are limited by the approved apportionment.
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Receiving agencies will be responsible for keeping obligations within the amount so specified in the
apportionment or to the amount transferred to it from the parent.

If you have an apportionment that includes allocations, your RMO representative may require you to
include a worksheet, named Allocations, to show the required information. The name of the worksheet
must be Allocations and cannot be changed. (See Exhibit 120S.) You do not need to include an
Allocations worksheet if you are not using allocations.

In order for the transfers to crosswalk correctly in the SF 133 and President's Budget, please ensure that
both the parent and child wuse the appropriate USSGL for allocation transfers
(http://www.fms.treas.gov/ussgl/index.html).

SUBMITTING APPORTIONMENT REQUESTS

120.30 How do I submit apportionment requests to OMB?

Agencies will typically use OMB's web-based apportionment system to submit their apportionment
requests to OMB (see section 120.32 for getting permission in the system to send). In those
circumstances when you are unable to use the web-based system, e-mail the Excel file containing your
request to your OMB representative. You will almost always be required to send OMB an electronic
copy of the apportionment request. In some cases, the OMB representative may request you to provide a
hard copy of the signed request.

120.31 What functions will I perform using the apportionment system?

OMB's web-based apportionment system is the primary system agencies will use to prepare, submit, and
run reports on their apportionment requests. Staffers with authority to use the system may use the
Support\Links tab to find detailed guidance on using the system.

Below is a brief overview of the major functions.
(a) Create template

Use the Create Template screen to get a starting point for your request. If the TAFS you are working with
has already been apportioned in the fiscal year for which you are submitting a request, the system will
create a properly formatted Excel file with the most recently approved information in the Previous
Approved column. If the TAFS has not yet been apportioned or has never been apportioned, you can
draw source data from a previous fiscal year and/or a different TAFS to provide a starting point for your
request.

(b) Validate

After you have created a template and updated it to reflect the proper information for your request, use the
Validate Request screen to do two things: check for any math or formatting errors, and if there are no
errors, create a new file that is ready to be submitted to OMB. This file will have several Excel tabs that
were not in your original template. It will have the tab called Appor_Req_to_OMB with the primary
apportionment information. It will have a tab to hold any footnotes that OMB may wish to include with
the apportionment. If any of the TAFSs in your file have warrants, transfers, or SF 133 data (excluding
parent or child allocation accounts) for the fiscal year of your requests, the validated file will also have
tabs to display these items. You will need to download and save this file wherever you keep your
apportionment files.
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(c) Send

If your agency administrator has given you the ability to send requests, you can use the Send tab to send
files to OMB, or in some cases, to send files to a central office in your agency that will approve requests
and send them to OMB.

(d) Run reports

At any time, you can go to the Run Reports tab to find information associated with your apportionment
request, including the latest approved amounts, the latest submission and approval dates, etc.

120.32 How do I gain access to the apportionment system?

The apportionment system can be found here: https://max.omb.gov/exercises/apportionment

In order to use the apportionment system to prepare requests and run reports, you must have a MAX User
ID and your agency administrator must add you to one or more apportionment groups. Your
administrator may also choose to give you the ability to submit requests to OMB.

You can register for a MAX User ID here: https://max.omb.gov/maxportal/registrationForm.action
You can find your agency administrator here:

https://max.omb.gov/maxportal/sa/findAgencyAdminForm.do

120.33 Are there situations when I would not use the apportionment system?

In limited circumstances during a continuing resolution period, OMB will sometimes apportion certain
types of budgetary resources, such as spending authority from offsetting collections, using a blanket
written letter apportionment. Once appropriations are enacted, agencies must submit requests using the
OMB apportionment system. Consult your OMB representative for more information.

FOOTNOTES TO APPORTIONMENTS

120.34 What are apportionment footnotes (and footnote indicators)?

The request tab of an apportionment includes columns for previously approved amounts, agency request,
and OMB action. Next to each of these columns, in turn, is a column for a footnote indicator. The use of
a footnote indicator on the request tab, e.g., Al, B1, indicates that one or more footnotes are associated
with that line.

Footnotes appear as textual descriptions on specific tabs in the apportionment file, and typically provide
additional information or direction associated with one or more lines on the request. A request includes
separate footnote tabs associated with amounts in the previously approved request column, agency
requests column, and OMB Action column. Footnotes are divided into two basic groups: footnotes for
apportioned amounts, and footnotes for budgetary resources.

Footnotes for Apportioned Amounts (Application of Budgetary Resources section). Each footnote
indicator in this section begins with the letter A. These footnotes are associated with one or more lines in
the Application of Budgetary Resources section (the bottom section of the apportionment, OMB action
column) and are subject to the Antideficiency Act. For example, a footnote may apportion funds for a
project only after the agency submits a financial plan for that project.
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Footnotes for Budgetary Resources (Budgetary Resources section). Each footnote indicator in this
section begins with the letter B. These footnotes are typically informational and are associated with one
or more lines in the Budgetary Resources section (the top section of the apportionment). For example, a
footnote may identify the source of offsetting collections or explain the basis for amounts on a recovery
line.

Indicators for footnotes. Footnotes are designated (indicated) through a letter/number combination. Each
footnote indicator starts with a letter A or B (A for apportioned amounts; B for budgetary resource),
which is followed by a one- or two-digit number: e.g., Bl. If a single line has more than one footnote,
separate the indicators with commas: Al, A2, A3.

You can find more detailed implementation guidance in OMB's secure, web-based apportionment system
under the "Open Support \ Links" tab in navigation menu.

120.35 Do footnotes starting with the letter A correspond to Category A apportioned amounts
while those starting with the letter B relate to Category B apportioned amounts?

No. Footnote indicators associated with lines in the Budgetary Resources section start with the letter B.
Footnote indicators associated with lines in the Application of Budgetary Resources section start with the
letter A (irrespective of whether apportioned amounts are Category A, B, AB, or C).

120.36 Will footnotes and attachments become part of the apportionment?

Yes. Unless otherwise specified on the apportionment, the apportionment approved by an OMB official
and all attachments transmitted to the agency that are cited in the apportionment become part of the
apportionment and are subject to the Antideficiency Act. Any cover letter is not part of the
apportionment.

Apportionments must clearly state if any tabs or cited attachments are not subject to the Antideficiency
Act. An example of a statement to use in the apportionment is as follows: "This attachment is not subject
to 31 U.S.C. 1517".

120.37 What footnotes are required for agencies to include in their apportionment requests?

There is no universal requirement to include footnotes in an apportionment request. Many
apportionments are approved without footnotes. Here are examples of cases where you use footnotes:

¢ [f you submit an apportionment request and OMB included footnotes in the OMB Footnotes tab of
the last approved apportionment, the previously approved footnote indicators must appear in the
Prev Footnote column and the text must appear in the Previously Approved Footnotes tab.

¢ If a particular TAFS has a standard footnote year after year, retain it in your request unless you
have consulted with OMB.

* Include any footnotes your OMB examining division has specifically directed you to include.

* Unless OMB determines otherwise, when amounts are automatically apportioned (as specified in
sections 120.49, 120.50 (if applicable) or section 185.20) and there is a subsequent need for
reapportionment, show automatically apportioned amounts in the previously approved column.
Include a footnote noting where changes have been previously made as automatic apportionments.
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120.38 What footnotes are recommended for agencies to include in their apportionment requests?

Agencies may footnote each apportionment for annual and/or multi-year TAFS only (not necessary for
no-year TAFS) if you believe that the current TAFS will be needed to liquidate canceled appropriations.
In those cases, use the following footnote:

"Pursuant to_31 U.S.C. 1553(b). not to exceed one percent of the total appropriations for this account is
apportioned for the purpose of paying legitimate obligations related to canceled appropriations."

APPROVING APPORTIONMENT REQUESTS

120.39 How will OMB indicate its approval of an apportionment?

When OMB approves an apportionment through the apportionment system, you will receive an e-m