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Allocation and Allotment of Funds for Non-ICS Transactions

By Direction of: Date:

October 22, 1984
Robert A. Bittenbender, Secretary of the Budqet

Funds, excluding Capital Facilities Fund
appropriations, are to be allocated and allotted
as shown herein. This directive applies to all
agencies that will not have their accounting
transactions processed by the Integrated Central
Systems (ICS).

1. PURPOSE. To establish policy, responsi-
bilities, and procedures relating to the alloca-
tion and allotment of funds, excluding Capital
Facilities Fund appropriations.

2. SCOPE. Applies to all agencies not using
ICS to process accounting transactions.

3. OBJECTIVE. To insure that the allocation
and allotment of funds are consistent with
current budgetary and policy considerations.

4. DEFINITIONS.

a. Appropriation. An appropriation or
an executive authorization.

b. Expenditure Symbol Notification.
The numbered letter sent by the Secretary of
the Budget to the Auditor General and the State
Treasurer to notify them of the passage of
appropriations, issuance of executive authoriza-
tions, and establishment of expenditure symbol
numbers.

C. Minimum Continuation Costs. The
present complement payroll and normal opera-
ting (major object 300) expenses. The term
does not include expenditures for new programs
or services, fixed asset (major object 400)
purchases, expansion of present programs, and
initial acquisition or purchase of services.
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d. Nonbudgeted Account. Funding that
is not limited to a specific time period or con-
trolled by a spending authorization, i.e., appro-
priation or executive authorization. Disburse-
ments from a nonbudgeted account are limited
only by the availability of its resources.

5. POLICY.

a. Budgetary control over appropriations
shall be exercised through the allocation and
allotment processes.

b. The allocation process requires bud-
geting for expenditures by major object classifi-
cations and by subcategories, institution, or
program level within an appropriation. This
process involves the preparation of allocation
schedules for submission to and review and
approval by the Office of the Budget (OB) at
the time enacted appropriations are rebudgeted.
Funds not allocated elsewhere are-allocated to
budgetary reserve (major object 500). Non-
budgeted accounts are not allocated.

C. Central budgetary control is exercised
at the major object of expenditure level within
an appropriation. Negative available balances
shall not be permitted at the major object level.
Postings of encumbrance and expenditure
documents resulting in negative balances are to
be reversed and the documents withheld from
further processing and returned to the agency
by the comptroller.



d. Agencies should minimize the number
of allocation amendments submitted, especially
in the latter part of a fiscal year. Only critical
allocation amendments should be submitted
after May 30. These amendments will require
strong justification and approval by the Deputy
Secretary for the Budget or his designee.

e. Agency allotment of approved appro-
priations by major object of expenditures within
organizations is required. Allotment by minor
objects of expenditure within organizations and
allotment of nonbudgeted accounts may be
exercised at the option or discretion of the agen-
cy. Allotment schedules and allotment amend-
ments are not to be submitted to the Office of
the Budget for approval. Allotment schedules
and amendments for the Capital Facilities Fund
will continue to be submitted to the Office of
the Budget.

6. RESPONSIBILITIES.

a. Agencies shall:

(1) Prepare allocation schedules by
major object of expenditure and by subcategory,
institution, or program for each approved
appropriation.

(2) Prepare allotment schedules by
major object of expenditure within organization
for each appropriation. Agencies may allot by
minor object if they so chose.

(3) Review allocation and allotment
accounts and prepare amendments and justifica-
tions for proposed transfers of funds.

(4) Limit expenditures, prior to ap-
proval of allocation schedules, to minimum
continuation costs.

b. The Office of the Budget shall:

(1) Review and approve, amend,
or disapprove allocation schedules received
from agencies.

(2) Review and approve, amend,
or disapprove allocation amendments request-
ing the transfer of funds at the major object of
expenditure level.

C. Agency comptrollers shall:

(1) Post Office of the Budget ap-
proved allocation schedules and amendments
and agency approved allotment schedules and
amendments to the agency’s appropriation
accounts.

(2) Insure that negative available
balances do not occur at the major object of
expenditure level within appropriations.

7. PROCEDURES. Allocation and allotment
schedules and amendments are processed as
follows.

PROCEDURE 1. PROCESSING ALLOCATION
SCHEDULES (STD-260).

Action By Step Action

OB, Deputy 1.
Secretary for
the Budget.

Agency. 2.

3.

4.

OB, Deputy 5.
Secretary for
the Budget.

Distributes Expenditure
Symbol Notifications to in-
form agencies of available
funds.

Based on the Expenditure
Symbol Notification, pre-
pares an Allocation Sched-
ule 1 (STD-260) to allocate
appropriated funds to major
object of expenditure and
subcategory levels.

Obtains necessary agency
approvals including signa-
ture of agency head or
designee.

Forwards approved STD-
260 to Office of the Bud-
get; copy 2 to the agency
comptroller.

Reviews agency STD-260
for conformance with cur-
rent budget and policy con-
siderations. Approved al-
location schedules will be
signed by the Deputy Secre-
tary for the Budget or a
designee.



Action By Step Action Action By Step Action

06, D e p u t y  6 .
Secretary for
the Budget

7.

Comptroller. 8.

9.

Returns approved STD-260
to agency comptroller, re-
tains one copy for Office
o f  t h e  B u d g e t  f i l e s ;  o r

Returns modified or disap-
proved STD-260 to agency
head with a letter of expla-
nation and a copy to agen-
cy comptroller. Retains
one copy of modified STD-
260 and explanatory letter
for  Off ice of  the Budget
files.

Posts approved STD-260 to
budgetary accounts.

Distributes copies of ap-
proved STD-260 to agency
and, if appropriate, agen-
cy institutions.

PROCEDURE 2. PROCESSING ALLOTMENT
SCHEDULES (STD-262 AND STD-262-1).

Action By

Agency.

Step Action

1. Receives approved Alloca-
tion Schedule (STD-260)
from comptroller (Proce-
dure 1, Step 9).

2. Based on approved alloca-
tions, prepares Allotment
Schedules (STD-262 and
STD-262-l) to allot expen-
ditures:

a. by major object within
organization (re-
quired);

b. by minor objects with-
in organizations (op-
t ional with agency).

3. Obtains necessary agency
approvals including signa-
tu re  o f  agency  head  o r
designee.

Agency. 4.

Comptroller. 5.

6. Resolves discrepancies with
agency fiscal officer.

7. Posts approved STD-262
and STD-262-1 to budget-
ary accounts.

8. Distributes copies of STD-
2 6 2  a n d  S T D - 2 6 2 - l  t o
agency and, if appropriate,
agency institutions.

PROCEDURE 3. PROCESSING ALLOCA-
T I O N / A L L O T M E N T  A M E N D M E N T S  (STD-
263).

Forwards approved STD-
262 and STD-262-1 to agen-
cy comptroller.

Reviews agency approved
STD-262 and STD-262-1
for accuracy, completeness,
and conformance with cur-
rent accounting, budgetary,
and policy considerations.

Action By Step Action

Agency. 1.

2.

3.

4.

Comptroller. 5.

Determines that a transfer
o f  a l l oca ted  o r  a l l o t ted
funds is necessary.

Prepares an Allocation/Al-
lotment Amendment (STD-
263) and justification for
proposed transfer.

Obtains necessary agency
approvals including signa-
tu re  o f  agency  head  o r
designee.

Forwards approved STD-
263 to agency comptroller.

Reviews STD-263 for ac-
curacy, completeness, and
conformance with current
accounting, budgetary,
and policy considerations.



Action By Step Action

Comptroller. 6.

7.

8.

OB,  Deputy  9 .
Secretary for
the Budget.

10.

11.

12.

Comptroller. 13.

14.

Resolves discrepancies with
agency fiscal officer.

Posts approved Allotment
Amendment requesting
transfers of funds within
major  objects to agency
budgetary  accounts ;  o r

Forwards Allocation
Amendment requesting
transfer of funds between
major objects of expendi-
ture to Office of the Bud-
get.

Reviews Allocation Amend-
ment for conformance with
current budget and policy
considerations. Approved
Allocation Amendments
will be signed by the Depu-
ty Secretary for the Budget
or a designee.

Resolves discrepancies with
agency comptroller or agen-
cy fiscal officer.

Returns approved STD-263
to agency comptroller and
retains one copy for Office
of the Budget files; or

Returns modified or disap-
proved STD-263 to agency
head with a letter of expla-
nation. Sends a copy of
modified STD-263 and a
copy of the letter to agen-
cy comptroller. Retains
one copy of modified STD-
263 for Office of the Bud-
get files.

Posts approved Allocation
Amendments  to  agency
budgetary accounts.

Distributes copies of STD-
263 to agency and, if
appropriate, agency insti-
tutions.


