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2-10-00 PURPGCSE

This chapter establishes policy and prescribes a systemfor the
admnistrative control of funds in the Departnent that conplies
with General Accounting Ofice (GAO accounting standards, the
statutory requirenments, and guidelines established by the Ofice
of Managerment and Budget (OMB). It is intended to acconplish the
fol | ow ng:

o] Establ i sh Departnental policy with regard to
admni strative control of funds.

o] Prescribe a systemfor positive admnistrative control
of funds, designed to restrict obligations and
di sbursenment s agai nst each appropriation or fund to the
anmount avail abl e.
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o] Enabl e the perating Dvision (CPD V), Agency and
Ofice of the Secretary (05) Heads to fix responsi-
bility for overobligation and overdi sbursenent of
appropriations, apportionnments, and allotnents, as well
as violations of any nonstatutory restrictions inposed.

o] Provi de procedures, to include reporting requirenents,
for dealing with violations of the Antideficiency Act,
and with admnistrative violations.

From t he gui dance gi ven herein, each OPD V/ Agency/ G5 will add
suppl enental inplenenting procedures to accommodate its own
uni que, organi zational requirenments and conditions.

D scussion of violation and critical fund control matters is
repeated in several sections for continuity and enphasis.

2-10-10 AUTHCR TY

Following are the provisions in | aw and ot her regul ations that
pertains to the control of funds:

o] Money and Finance, Title 31 U S C:

Sections 1341 -1342, 1349 -1351, 1511 -1519 (part of the
Antideficiency Act, as anended).

Sections 1101, 1104 -1108, 3324 (part of the Budget and
Accounting Act, 1921, as anended).

Sections 1501 -1502 (part of Section 1311 of the
Suppl enental Appropriations Act of 1950).

Sections 1112, 1531, 3511 -3512, 3524 (part of the
Budget and Accounting Procedures Act of 1950).

Publ i ¢ Law 101-510, anendi ng Subchapter 1V.

0 Title X of P.L. 93 -344, found at 2 U S C 681 -688.
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o] Federal Oredit ReformAct of 1990, Title V of the CBA
of 1974, as anended by Section 13201 of the Qmi bus
Budget Reconciliation Act of 1990.

o] OMB Grcular No. A -34, "Instructions on Budget
Execution", and related OVMB Qi del i nes.

o] Title 2, GAO Policy and Procedures Manual, Chapter 2,
Appendi x I, F 50, Fund Control.

2-10-20 SCCPE

Al provisions of the chapter apply to HHS enpl oyees who are
responsi ble for: systens for admnistrative control of funds;
t he budget execution and reporting prescribed in OB G rcul ar

A-34; the issuance and control of funds authorizations; incur-
rence of obligations, and/or authorization of disbursenents; and
the identification and reporting of statutory and nonstatutory
fund control violations.

The procedures apply to all accounts that OVB apportions and, as
appropriate, those accounts that are excluded from apportionnent.

Each OPDI V/ Agency/ G5 will specify in its inplenenting procedures
t hose accounts which are exenpt from apportionment.

Each year a list of all appropriations and funds for which the
CPDI VI Agency/ G5 is responsi ble will be furnished the Deputy

Assi stant Secretary, Finance for consolidation and submssion to
OMB by August 1. The list will be divided as foll ows:

Part | Account synbol and title Accounts that are
apporti oned.

Part 11 Account synbol and title Accounts that are exenpt
from apportionnent.

Part 11l Account synbol and title Accounts that are
aut onati cal |y apporti oned.

The account synbol will include the agency designator "75", the
period of availability, and the basic fund synbol .
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2-10-30 DEFINTIONS, TERM NOLOGY AND CONCEPTS

Term nol ogy and use of terns in this chapter are consistent with
those in OMB Grcular A -34 and other Treasury and GAO regul a-
tions, as should all inplenenting instructions of OPD V/ Agency/ G5
offices. In addition to these standard terns, the follow ng are
used in fund control and budget execution processes:

A Al | owance

A classification of obligational authority belowth e allot-
ment level. It is not a sub -allotnment and is not subject to

Antideficiency Act penalties unless an admnistrative viol a-
tion causes a statutory violation of the related all ot nent.
It is subject to strict fund control procedures.

Al owance is standard HHS termnology and will be used in
lieu of other descriptive terms. See[Exhibit 2 -10-A|for
format and instructions.

B. Strict Fund Control Procedures

A check for avail able funds to cover the commtnent and
obligation docunment prior to officia | release of such
docunents. This is nornmally an autonated systens contro
feature, but which may be perfornmed nmanual | y where necess-
ary. Each holder of obligational authority will be provided
positive information as to availability of funds agai nst
whi ch obligations may be incurred thereby precluding over-
obligation of the obligation authority. In addition, the
automated systemnust flag all valid transacti ons which
exceed the obligational availability so that corrective
stop-action can be taken.

C Fi nanci al (perating Pl an

A one year plan, sonetines called a Budget Execution P an,
that is devel oped by all conponents of the Department having
responsibility for admnistrative and programresources. It
i s devel oped i n advance of the apportionnent process on the
basis of anticipated and actual funding levels. It nust
ultimately be nodified to be consistent with avail abl e
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obligational authority. This plan, which reflects total
budgetary resources to be used, will generally be broken
into quarters. Quarterly anounts will be devel oped in
accordance with seasonal or simlar variations in fisca
requi renents. Approved financial operating plans and the
obligational authority available will determne the
allotnents and al | onances to be issued.

| nf ormati on subsequently provi ded by the accounting records
must clearly support the levels of detail projected in the
Budget Execution Plan and the bligati on Based (perating

Pl an for conparisons and vari ati ons.

The Departnent does not prescribe a standard format o r
process for a financial operating plan. CPD V/ Agency/ G5
of fi ces shoul d design and i npl ement systens to satisfy the
uni queness of their prograns.

D. ol i gation Based perating Pl an (CBOP)

The OBCP is a detailed plan that is used by all onance

hol ders and persons in subordinate organi zations to estinmate
the resources needed for the fiscal year. OBOPs conbi ned at
a higher |evel conprise an organization's Financial Qperat-
ing Plan. Wen organi zati ons are nmanaged under a cost con-
cept their cost based operating plans will be bridged to
obligations at the allowance level for fund control pur-
poses. After allotnments and all owance are issued, the plans
are nodified to the obligation or cost authority granted
within the approved all owance. Each plan is then used to
control the incurrence of obligations and is subject to
strict fund control procedures. Qperating plans are not
subject to Antideficiency Act penalties unless an
admnistrative violation causes a statutory violation of the
related all ot nent.

2-10-40 RESPONSI Bl LI TIES AND FUNCTI ONS CF | NDI' VI DUALS

Various persons play a role in the financial managenent of an
organi zation, and all interact in sone way in handling the
transacti ons and docunents that effect the appropriation and fund
bal ances.
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A A lottee

An allottee is a person who receives an allotnment and is
charged with the responsibility of: (1) admnistering the
allotted funds for the purpose allotted, (2) conformng to
any limtations included in the allotnment and appl ying the
[imtations of the appropriation act and ot her governing
law, (3) conplying with the antideficiency statute, and (4)
ensuring that obligations are prevalidated for fund avail -
ability prior to release. The allottee is subject to the
penal ties inposed for any violation of the terns of the

al | ot ment .

It is preferable that an allottee be an operating officia
who has responsibility for program perfornmance of an entire
program a specific identifiable portion of a program or a
di stinct operation and who is in a position to determne
relative essentiality of various desirable expenditures to
carry out the assigned mssion. The authority of the
allottee to incur obligations does not, however, give the
allottee the authority of a contracting officer, personne
officer, etc.

It is nornally not desirable to nake staff officers (i.e.,
t he accountant, the personnel officer or the general
services officer) the allottee. These staff officers play
an inportant role in fund control, the incurrence of
obligations and in support of the operating officials
requi renents but nornally they do not have responsibility
for determning relative essentiality of expenditures.
Rather, they facilitate carrying out the determnations of
the operating officials.

B. Al | onee

An allowee is a person who receives an allowance and in this
capacity acts for and is responsible to the allottee. The
responsibilities include (1) admnistering the funds
according to the stated purpose of the allowance and

2) conformng to any limtations of |aw or other
restrictions specified by the allottee. The allowee is
subject to admnistrative discipline for any violation of
the terns of the all owance.
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The al | owee occupies a position that is functionally simlar
to that of the allottee, i.e., he or she is an operating
official.

Normally, the allowee is assigned to a headquarters,
regional or field organization that is subordinate to the
allottee's organi zati on.

C The Budget O ficer

The budget officer is responsible for requesting apportion-
nments and, when designated, for issuing allotnents wthin
the limts of apportioned funds. These actions nust be
taken in a tinmely manner since they precede other actions in
the fund control process. The budget officer is al so
subject to statutory penalties for fund control violations
in which allotnments issued exceed apportionments and
reapportionnents.

D. The Accounting and Finance Oficer

The accounting and finance officer plays an inportant part
in fund control by: (1) ensuring the recording of al
financial transactions in a systenmatic way, (2) furnishing
to allottees, allowees and ot her persons involved in finan-
cial managenent current and frequent reports, summari zi ng
financial transactions to show the status of funds to in-

cl ude used and unused bal ances of allotnments and al | onances,
(3) pronptly notifying the allottee and al | onee whenever it
appears the allotnment or allowance is likely to be exceeded,
and (4) certifies the year -end analysis of appropriations
and fund bal ances required by OMB and the Treasury.

The officer or a designated accountant may be adm ni stra-
tively charged with the responsibility of prevalidating
obligation docunents as to availability of funds. |If such
is the case, the accountant determ nes that adequate

bal ances exist to finance each transaction before the
obligation is incurred. This is an inportant safeguard in
the control of funds in that it tends to prevent over-
obligation, but it is not a substitute for financial

pl anning by the allottee.
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E. The Personnel Oficer

The person nel officer is frequently the contracting officer
for personal services and, as such, plays an inportant part
in facilitating the operating officials' requirements. This
person classifies positions, assists in selecting personnel,
enpl oys the personnel and sees that the | aws, rules, regul a-
tions and policies governing personnel are adhered to. The
personnel officer is not nornally charged with the responsi -
bility for determ ning which of several positions is the
nore inportant in carrying out a particul ar program or
whet her the enpl oynment of personnel or purchasing ot her
resources is the nost prudent expenditure of limted funds.
The personnel officer assures that all requests for per-
sonnel actions are prevalidated for fund availability before
taking final action.

F. The CGeneral Services, Purchasing or Contracting Oficer

This person frequently has the responsibility for purchasing
and contracting and, in this capacity, actually incurs the
obligation. This person plays an inportant part in facili-
tating program operations through purchasing and contracting
acts. In assisting the programofficial in determning
needs, he or she is responsible for conpliance with the

| ans, regul ations and policies governing this work. Like

t he personnel officer, this person does not nmake a deter-

m nation of needs relative to program acconplishnent, but
does in addition to functional responsibilities assures that
all requests for purchasing and contracting are prevalidated
for fund availability before taking final action.

G The Oficial Authorizing Trave

Authority to authorize travel nmay be del egated to a person
other than the operating official to whomfunds are allotted
or allowed. Oten this authority is given to an admnistra-
tive official at a level in the organization where it is
possible to review all requests for the purpose of travel,
to coordinate trips to single locations and to obtain a
uniformty of travel practices. This travel authorization
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is simlar in nmany respects to the personnel and purchasi ng
function, but it often involves a greater degree of control.
The person who aut horizes travel should assure that travel
requests are prevalidated as to the availability of funds
before final action is taken.

H The bligation Control Point (QOCP)

This person acts as a |link between the allottee/all onee and
the accountant. The QOCP revi ews each obligating docunent to
make sure it is properly prepared and signed and has all the
financial information required for recording and payment

bef ore the docunent is released. This person is also
responsi bl e for assuring that each docunment is recorded in
the accounting systemin the nonth in which the obligation
is incurred. The function of certifying for fund avail a-
bility may be conbined in this position since both entail a
detail ed exam nati on of the obligating docunent. See
Chapter 2-35 for further details.

The Certifying Oficer

The certifying officer is not concerned with the control of
funds, but has the responsibility to preaudit docunents to
assure that the voucher is |legally payable, correctness of
facts that the goods and services were received in accor-
dance with the terns of the contract or agreenent, correct-
ness of the conputations in the voucher, and that purchases
are being charged to the appropriate fund account.

Thus, it can be seen that several specialists, working together
wi thin an organi zation, play major roles in the planning and
execution of the allottee's mssion. The allowee plays a
specially critical role because of his relationship to the
allottee and as "first line" controller of obligation incurrence.
The allottee, however, has the ultimate responsibility for
carrying out the mssion and for controlling the funds nade
avail abl e for that purpose.
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2-10-50 RELATIONSH P TO THE ACCOUNTI NG SYSTEM

Fund control neans the neasures taken to control use of fund
authorizations and is an integral part of the HHS accounting
system |In particular, Chapters 2 -30 and 2 -35 describe the
control and recording of coomtnents and obligations. Chapter
3-00 describes the flow of transactions and rel ated accounti ng
fromthe point of authorization through apportionnent, all otnent,
obligation and di sbursenment for funds subject to apportionnent,
as well as those not subject to apportionnment. This chapter also
illustrates the type of fund reservation and obligation
controlregister to be naintained for each allottee.

Chapters 4 -20 and 4 -40 specify the proforma entries and general
| edger accounts for each transaction effecting budgetary
accounts. These and other parts of the manual will assist the
CPDI V/ Agency/ G5 of fices in devel opi ng techni ques to achi eve an
accept abl e degree of control, which will ensure that:

o] Al apportionnments and ot her subdivisions of funds are
pronptly issued and recorded at the begi nning of the
period in which they becone available. Oedit accounts
will be handl ed in the sane nmanner as non-credit

accounts.

o] ol i gating docunents are certified for availability of
funds and cleared by the (bligation Control Point prior
to rel ease.

o] Al valid obligations are pronptly recorded in the

applicabl e reporting period, whether funds are avail -
abl e or not.

0 Al reinbursable orders received and earned are
pronptly recorded.

0] Fund availability reports (status of fund authori za-
tions) are produced fromthe accounting system and
given to all allottees and all onees at frequent
intervals (at |east once each week) to preclude the
need for supplenentary records. nly when the
accounting systemdoes not record commtnents, or the
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status reports are not tinely, should there be a need
for menorandumor "cuff" records.

o] The accounting system nust be designed to pronptly
"report" a transaction that exceeds a recorded
statutory limtation or a nonstatutory restriction.

Each person who has a part in the fund control processes shall be
made aware of his/her responsibilities for the above actions. In
addition, it is the responsibility of the Chief of each account-
ing and finance office to make sure that new y appointed
allottees and al | owees under st and:

o] Procedures for processing conmtnent and obligation
docunent s.

o] otaining certification of fund availability.

o] Using the fund availability reports.

0] That fund aut horization, fund reservation, and

obl i gational docunments nust be periodically reconciled
to the fund availability reports, and any differences
pronptly brought to the attention of the accounting

of fice.

In addition to the required reconciliation of docunments to

official records (see Chapter 2 -40), the Chief of each account ing
and finance office will prepare the year -end analytical reports

of appropriations and fund bal ances required by Part 2, Chapter

4200 of the Treasury Fiscal Requirenments Manual and OvB G rcul ar

A-11 (see Chapter 5 -70).

2-10-60 DELEGATI ON OF RESPONSI Bl LI TI ES

A Apportionnent Requests

Responsi bility for apportionnent requests is shared by the
CPDI V/ Agency/ G5 and the Assistant Secretary for Management
and Budget (ASMB).
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Heads of OPDI V/ Agency/ G5, as adm nistrators of HHS prograns,
wll designate in witing the persons they hold responsibl e
for the devel opnent of apportionnment and reapporti onment
requests and submssion to the ASMB. These instructions
wll be included in inplenenting instructions.

The Secretary of HHS has delegated to the ASMB the authority
to act on his/her behalf on all budget and accounting
matters, which includes the authority to request apportion-
ment and reapportionnent of funds fromthe OVMB. In turn,
the ASMB has aut horized the Deputy Assistant Secretary,

Fi nance, or his/her designee, to sign the Apportionnment and
Reapporti onment Requests, SF-132, and the Apportionment and
Reapporti onnment Requests for Direct and Quaranteed Loan
Prograns and Fi nanci ng Accounts, SF-142. However, requests
whi ch include the need for a deficiency or suppl enental
appropriation shall be approved by the Secretary prior to
subm ssion to OMB and the Congress.

The fact that requests are prepared by GPDI V/ Agency/ CS
staff, who are al so responsible for the admnistrative
control of funds procedures, in no way causes the ASMB s
authority over the admnistration of these funds to be
relinqui shed or di m ni shed.

B. Appropriation Reports

Reports on Status of Budget Execution, SF -133, and

Executi onReports for Drect and Quaranteed Loan Program and

Fi nanci ng Accounts, SF-143, nay be signed by any responsi bl e
person havi ng adm ni strative supervision or jurisdiction

over the accounting and finance office that nmaintains the
records wupon which the report is based. See Chapter 5 -55
for further details on report content and routing

i nstructions.

C Alotnent Authority

Normal Iy, the budgetary official designated responsible for
apportionment requests will also issue allotnent docunents
based upon the approved apportionnment, reapportionment or
other statut ory authority which nmakes funds avail abl e for
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D.

obligati

Account i ng Manual

on. The authority to issue allotnments may be

extended to other persons in the organization, in witing,
provi ded the designated person is fully anware of the anmounts
to be nmade available and all legal and admnistrative
restraints to be applied.

The allotnment authority nust be transmtted in witing.

Until a

standard allotnment formis devel oped for the

Departmment, allotters will ensure that each all ot nent
docunent clearly indicates:

o] The authority to incur obligations.

o] The anount that can be obligated within a specified
period of tine.

0] Any statutory limtation on the funds.

0] Any admnistrative restrictions on the funds.

o] The responsibility for adhering to Antideficiency Act

[imtations.
o] Pur poses for which obligations may be incurred.
o] The control of reinbursable authority.
o] The guaranteed | oan conmtnents supportable by the

subsi dy budget authority being allotted.

0] The nane and organi zational title of the allottee.

Al | onance Authority

Allottees may del egate all of their authority, except the

responsi

us.Cc,
regi onal

bility for violation of Section 1517(a) of Title 31.

to officials designated as all owees at headquarters,
and field levels. This gives the operations person

the needed authority to incur obligations for a specific
program segnent of a program or admnistrative activity
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within the framework of higher |evel controls, i.e.
apportionments and al | ot nents.

Al owance authority is transmtted by the issuance of the
HHS standard al | onance docunent, HHS Form 626, or conputer
generated equival ent. See[Exhibit 2 -10-A|l In conpleting
this formthe allottee will clearly specify:

o] Any statutory limtation on the funds.
0] Any admnistrative restrictions on the funds.

E.  Qperating Plan Authority

A lowees may, in turn, assign further fund control to | ower
| evel organizations through the use of obligation based
operating plans or cost based operating plans that are
bridged to obligations. These plans are viewed as a practi -
cal means of providing for the use of funds bel ow the all ow
ance level, i.e., responsibility centers, cost centers and
for el ements of expense wi thin the organizational structure.
The authority is transmtted by the acceptance and approval
of the perating Plan. The plans thensel ves do not relieve
the all owee of responsibility for fund control. Establish-
ment and execution of operating plans nust be cl osely

noni tored for substantial deviations which could cause an
overobligation of the allowance and thence of the all otnent.

F. Antideficiency Act Responsibilities

In del egating responsibilities for fund control and budget
execution appointed officials at each | evel should clearly
understand the rel ationship of the granted authority to
accountability for violations of the Antideficiency Act.
Responsibilities for acts of violation are fixed as foll ows:

o] Appor ti onnent / Reappor t i onnent

Violating Act: Alotting funds in excess of the
approved apportionnent and reappor -
tionment, for either direct funds
or estimated rei nbursenents.
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Responsi bl e:

Page 15

The designated allotter.

0 Esti mat ed Rei nbursenents

Viol ating Act:

Responsi bl e:

0 Al | ot nent

Violating Act:

I ncurring obligations against
estimated rei nbursabl e budgetary
resources in excess of goods or
servi ces furni shed when there is
entitlenment, valid orders received
wi thin the governnent, and advances
received for orders outside the
gover nnent .

The designated allotter, allottee
and the allowee if inplenenting
i nstructions so provide.

| ncurring obligations or

aut hori zi ng di sbursenents in
advance of the allotnent; and
incurring obligations or

aut hori zi ng di sbursenents in excess
of an allotnent, to include in
excess of any statutory limtation
or restriction.

Responsi bl e: The allottee and the person
aut hori zi ng the advance acti on; and
the allottee and of fendi ng person
or persons at the operating |evel
for the exceeding actions.
o] New Quar ant eed Loan Comm tnents

Violating Act:

Maki ng coonmtnents to guarantee

| oan principal by private |ender in
excess of apportioned guarant eed

| oan | evel .
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Permtting the liability for the
Federal share of new commtnents to
exceed the Federal share
supportabl e by | oan subsi dy.

Permtting the contingent liability
for the Federal share of the |oans
outstanding with the private

| ender, end of period, to exceed

t he Federal share supportabl e by

| oan subsidy. Thisis limted to
guar ant eed princi pal only.

Responsi bl e: The person designated to control
the |l oan commtnents to the | ender

o) Per sonal Servi ce d ause

Violating Act: Enploynment in excess of that
aut hori zed by | aw (when specified).

Responsi bl e: The person authorizing the
enpl oynent .
o] Vol untary Service d ause

Violating Act: Acceptance of voluntary services
except in energencies (see FPM
311.4), or where statutory
authority permts.

Responsi bl e: The person accepting the service
for the governnent.

2-10-70 GENERAL PRCH BI TI ONS

Certain basic actions are prohibited by the Antideficiency Act.
The Departnent interprets and applies the application of the
prohibitions in this way:

o] ol igation or disbursenent in excess of the anount
avai | abl e within an appropriation or fund including
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obligation or disbursenment in excess of a statutory
[imtation (31 U S C 1341(a)).

o] oligation or contract for payment of noney for any
pur pose in advance of appropriations nmade for such
pur pose, unless specifically authorized by law. This
i ncl udes obligation or disbursenent for any purpose
specifically prohibited by statute (31 U S.C 1341(a)).

o] ol igation or disbursenment fromeach | oan program
financing, and |iquidation account in excess of:
(I') the amounts avail able for admnistrative expenses,
di rect and guaranteed | oan subsidies, direct and
guaranteed loan levels, and any limtation specified by
law, or (2) the anmounts apportioned for the anounts
speci fi ed above, whichever is the lower (Title V CBA of
1974) .

o] Acceptance of voluntary service (31 U S.C 1342).

o] Enpl oynment of personal service in excess of that
authorized by law (31 U S.C 1342).

o] ol i gation or disbursenent in excess of an
apportionment or reapportionnent, including [imtations
pl aced i n supporting docunmentati on and f oot not es,
unl ess otherw se specified on the S -132 or SF-142 (31
U S C 1517(a)).

o] ol igation or disbursenent in excess of an all ot ment
(31 US.C 1517(a)).

Violation of any of these prohibitions is subject to penalties

i nposed by the Antideficiency Act. Belowthe allotnent |evel
other admnistrative restrictions (nonstatutory prohibitions) may
al so be inposed. This neans that the allowee or the hol der of an
operating plan will be subject to admnistrative discipline
shoul d the anount of the obligational authority, or any statute
[imtation or admnistrative restriction that is placed upon the
docunent, be exceeded. 1In the event the terns of the all owance
or the operating plan are violated and the overobligation or
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over di sbursenment causes a statutory violation of the allotnent,
t he person or persons responsible for the actions will assune
statutory responsibilities along with the allottee.

2-10-80 PENALTIES FOR M QLATI ONS

Sections 1518 and 1519 of Title 31 U.S. C concerns the penalties
for violating the Antideficiency Act. Key points are:

o] Penalties apply to any officer or enpl oyee who
know ngly and willingly cause a violation.

o] Upon conviction, a person may be fined not nore than
$5,000 or be inprisoned for not nore than two years, or
bot h.

o] Dependi ng upon the circunstances of the violation, a

person nay receive admnistrative discipline which nmay
| ead to suspension fromduty w thout pay or renova
fromoffice.

The penal ties inposed by the Antideficiency Act apply to hol ders
of obligational authority at the apportionnent and al | ot nent

| evel s, al though anot her person acting under del egated authority
may have caused the overobligation or overdi sbursenent of an
appropriation, apportionment or allotnment. That person as well
as the allottee and allotter, as appropriate, should be cited in
the statutory violation report and be disciplined according to
the severity of the charge.

Admni strative discipline may be inposed for violations other
than the statutory violations. This would apply to persons who
overobligate or overdi sburse the anount of an all owance or exceed
the limtation or admnistrative restriction placed on the all ow
ance, as well as those who exceed operating plans. Cficials of
CPDI VS Agenci es/ G5 wil | take appropriate disciplinary neasures
whi ch may consi st of:

o] Letter of reprimand or censure for official record.
o] Unsati sfactory performance rating.

o] Transfer to another position.
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o] Monetary penalty such as forfeiture of step increase,
grade reduction or suspension fromduty w thout pay.
o] Renoval from offi ce.
2-10-90 APPCRTI ONVENTS

A Apportionnment Control

Apportionnent of funds is a formal distribution by the QVB
of anounts available for obligation in an appropriation or
fund account. The funds so apportioned limt the anmount of
allotnments and obligations that may be incurred either by
total appropriation or by any limtation included in the
approved apportionnent. This prevents obligation of an
account in a manner that would require a deficiency or sup-
pl enental appropriation, and achi eves the nost effective and
econom cal use of anounts available. Controls are inposed
in tw ways: by tinme periods (Category A) or activities,
projects, and/or objects (Category B). Controls based on
tinme periods will apply only to Category A apportionmnents.

Al accounts will be apportioned other than those specifi-
cally exenpted by 31 U S C 1511(b) or other |aws; accounts
whose budgetary resources are available only for transfer to
ot her accounts, whose resources have expired for obliga-
tional purposes or whose resources have been fully obligated
before the begi nning of the fiscal year, and those exenpted
by OMB under authority of 31 U S.C 1516. Transfers to

ot her agencies or accounts nust be apportioned by the parent
agency and nust be consistent with the budget presentation
or other transferring authority specified by |aw

For | oan prograns Category B funds may be further appor-
tioned according to | oan subsidy, default clains, interest
to Treasury, admnistrative expenses, capitalized costs,

i nterest suppl enents, paynents to recei pt accounts, and

ot her categories as specified in SF 143 schedul es.

For guaranteed | oan prograns, the loan level will be
apportioned based upon new | oan commtnents supportabl e by
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t he subsidy budget or, in the case of a negative subsidy,
t he amount aut hori zed by the appropriation act.

B. Basis for Apportionment Action

In addition to the basic |egal requirenent for apportioning
funds (preventing the necessity for deficiency or supple-
nmental appropriations), apportionments nust al so

(1) consider any other legal restrictions inposed by the
Congress, and (2) be a part of the organization's annua
financi al operating plan based upon a careful forecast of
obligations. Apportionnment and reapportionnent docunents
w |l be supported by sufficient data to justify anmounts on
various lines of the requests. Total anmounts requested for
prograns, over the period of availability, must conformto
the anounts appropriated as presented in the budget
docunents. Exceptions to this will occur when reprogranmm ng
i's approved or when reinbursable work results in

activity which is nore or less than initially expected.
Exanpl es of supporting data that coul d acconpany
apportionment and reapportionnent requests are:

o] Sources and projected applications of reinbursenents.

o] I dentification of prograns for which prior year
unobl i gated funds will be used.

o] Expl anation and identification of prograns and anounts
of changes to budget estimates resulting from
Congr essi onal acti ons.

0] Identity of transfers in and out.

o] Basis for devel opnent of Category A apportionnent
amounts (i.e., resources apportioned by tine periods.)

o] List of activities, projects, and/or objects that
support a Category B apportionment.

o] Data on risk categories or financing tranches for |oan
prograns, when required by QOWB.
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o] G her data specified by QvB, or others, that would
assi st in analyzing the anounts request ed.

When suppl enental or deficiency appropriations are
necessary, apportionnent requests nust reflect the need for
the additional funds. QwB s approval of the request, how
ever, does not authorize issuance of allotnents and incur-
rence of obligations beyond existing | ans.

Desi gnat ed budget officials should be prepared to furnish
OMB with the current year operating plan and ot her sup-
porting information as requested by OVB exam ners to

assist in their quarterly review of apportionnments required
by 31 U S C 1513.

In conpliance with the requirenents of Public Law 101-510, a
f oot not e shoul d be appended to each apportionment contai ning
appropriation realized as follows: "Pursuant to 31 USC
1553(b), not to exceed 1% of the total appropriations for
this account is apportioned for the purpose of paying
legitinmate obligations related to cancell ed appropriations.”

C Requests for and Ti mng of Apportionnents and
Reappor ti onment s

Requests for apportionnment and reapportionment will be
initiated by designated budget officials on behalf of the
Heads of OPD V/ Agency/ G5. Subsequently, Departnental
finance and budget officials will reviewthe requests and
supporting docunents to determ ne accuracy of data and
conformance wi th budget presentations and justifications,
and speci al supporting data requirenents desired by the QB
The Deputy Assistant Secretary, Finance (or his/her
designee) as the delegate for the Secretary will sign and
forward all requests to QOWB.

Initial apportionnent requests for the fiscal year nust be
submtted to OMB by either (1) August 21, preceding the
fiscal year for accounts wherein all or a portion of the
budgetary resources do not result fromcurrent action by the
Congress, or (2) within ten days after approval of the
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appropriation or substantive acts providi ng new budget
authority or by August 21, whichever is later.

Reapportionments will be required whenever anounts in
approved apportionnents are no |onger appropriate because of
a change in anounts available for obligation, including
suppl enental acts, or the occurrence of unforeseen events.
(See OB CGrcular A -34 for specifics.)

D. Deferral s

A deferral is a n action or an inaction that tenporarily

wi t hhol ds or delays the obligation or disbursenent of

aut hori zed funds authority. A deferral can take place prior
to or followi ng apportionnent. The action may be taken by
OMB on its own initiative or at the request of an agency.
Several kinds of delaying or deferring actions may occur in
the Departnent. Follow ng are exanples of typical actions
and the resultant reporting that is required for each:

o] There are routine financial managenent or procurenent
actions that affect the timng of obligation of funds.
These internal nmanagenent decisions do not affect the
apportionnment process and are not classed as deferrals
for reporting to Congress.

o] Pol i cy decisions may be nade by officials to obligate
apportioned funds provided for a specific purpose or
project at a pace significantly slower than intended by
the Congress. The "agency deferral s" are not required
to be reflected in the apportionment schedul es, but
must be reported to Congress via special nessage.

o] Actions nmay be taken to defer obligations for
programmatic reasons, i.e., providing for contingencies
or achi eving savi ngs nmade possi bl e by or through
changes in requirenents or greater efficiency of
operations (Anti -deficiency Act.) These actions are
reflected in the apportionnment process and nust be
reported to Congress via special nessage.
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Any wi t hhol di ng of budget or other obligational authority
recei ved through a continuing resolution covering only part
of a year will be reported as a deferral, even if proposed
for the duration of the resolution. Funds withheld froma
continuing resolution providing funds for a full fiscal year
may be reported as either a deferral or a rescission,
dependi ng upon the nature of the w thhol di ng.

Wen a multi -year apportionnment is approved, the nornmnal
rules apply for the w thhol ding of funds and sendi ng of
nmessages, i.e., a deferral is a tenporary w thhol di ng of
funds while a rescission is a wthholding with the intention
not to use the funds before they el apse. Deferral actions
may not be taken for any period beyond the end of the fiscal
year of the nessage. Deferrals for subsequent years nust be
reported at the begi nning of each such fiscal year.

In determning which actions are to be reported, the prinmary
criterion is the intent of the Congress in providing the
funds. Pending Congressional action, obligating authority
wll be withheld and no obligations will be incurred that
apply to the deferred funds.

The Congress may act to overturn the deferral by pas sing an
i mpoundnent resolution. |In that event, positive action wll

be taken to rel ease the funds and obligate according to
Congressional intent. Wen funds have been deferred through

t he apportionnment process, a reapportionnent nust be

submtted the day followi ng the passage of the resol ution

Wien Congress does not take action to di sapprove reported
deferrals, the funds may be rel eased by anot her speci al

message or nay be deferred until the end of the fiscal year.
Annual accounts and the |ast year of nulti -year accounts,
however, may be deferred only part of the year. As the

fourth quarter approaches these accounts, as well as the

ot her deferrals, should be reviewed and a deci sion nade to
either release the funds for use in the current year or
propose that the funds be rescinded. (See OMB Grcular A -34
for specifics.)
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E. Resci ssi ons

A rescission is enacted | egislation that cancel s budget
authority previously provided by the Congress before its
aut horized tine for obligation has expired. Resci ssi ons
are proposed when the President determnes that all or part
of approved budget authority is not required to carry out
the objective or scope of the program and when all or a
part of budget authority is to be reserved for the entire
fiscal year. GQCongress nmay al so propose rescission of
approved budget authority.

At the tine a departnental rescission is proposed,
apportionment forns nust be submtted to OVMB if the funds
had been previously apportioned. Wiile the rescission is
under consideration, obligating authority will be wthheld
and no obligations wll be incurred that apply to these
funds. |If Congress takes affirmative action on the exact
anmount proposed by the President, no further actionis
requi red (unl ess reapportionnent action is requested for
other reasons.) |If the anmount res cinded by the Congress
differs fromthe anount proposed, reapportionnment requests
nmust be pronptly submtted to OVMB. Actions to be taken on
Congressional ly proposed rescissions will vary dependi ng
upon the status of the initial apportionment request. (See
OB CGrcular A -34 for specifics.)

I f Congress does not conplete action on the Presidentia
proposal s within 45 cal endar days of continuous session, any
funds covered by the proposed rescission nust be made

avail able for obligation. |In this case, reapportionnent
requests nust be pronptly submtted to OB

As can be seen by this dialogue, action to defer or rescind
the use of funds may be initiated by the CPD V/ Agency/ G5,
the Departnent, OMB or the Congress . |n any event, the
appropriate HHS budget official nmust initiate the related
docunments and follow the sane routing instructions descri bed
for apportionnents.
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F.  Reprogramm ng

An approved reprogramm ng of funds results in a change to
one or nore limtations of an enacted appropriation. Such
[imtations are not restricted to those expressly witten in
appropriation | anguage but may include changes to the bases
on which an appropriation anount or prograns were devel oped
by Congress. An approved reprogrammng will not result in
transfers between two or nore appropriations, but is limted
to changes w thin an account.

A reprogramm ng proposal nust be signed by the Secretary
before going to the Chairman of the appropriate House
Appropriations Subconmttee and Chairman of the Senate

Comm ttee on Appropriations. These letters are worded as
requests for approval and are forwarded by the CPDIVs to the
Assi stant Secretary for Managenent and Budget in accordance
wi th gui dance issued annual ly by the Deputy Assi stant
Secretary, Budget who establishes reprogrammng policies.

2-10-100 APPRCPRI ATI ON WARRANTS

Al t hough the warrant process is not considered to serve a |egal
function in the admnistrative control of funds, it is described
here to lend continuity to the funding cycle. Wrrants are

i ssued on TFS Form 6200, pursuant to law, by the Secretary of the
Treasury to establish the amount of nonies authorized to be
withdrawn fromthe Treasury. Requests for tenporary warrants are
initiated by OPD V/ Agency/ G5 budget officials. Further
processing and nonitoring the i ssuance actions through Treasury,
as well as the distribution to performng HHS organi zation, is
done through the Deputy Assistant Secretary, Finance.

Aut henti cated copies of the warrant are furnished to the
perform ng organi zati on.

For definite appropriations fromthe general fund of the
Treasury, warrants are automatically issued in the full anount as
stated in the appropriation acts. For indefinite appropriations
and in special instances such as borrow ng from subsequent year's
appropriations, when authorized by |aw, warrants nust be
requested at the beginning of the period for which the need
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exists. These latter warrants require adjustnment, as necessary,
to agree with actual obligations or disbursenents.

For appropriati ons under a continui ng resol uti on whi ch provi des
tenporary obligational authority, tenporary warrants are issued

in accordance with the provisions of the resolution. Wthin such
gui del i nes, HHS nust request tenporary warrants for annualized

| evel s of appropriations fromTreasury based on the funding

| evel s as approved by OMB in apportionnents. See TFM 2 -2040. 25
for information to be submtted with these requests.

Al agency requests for warrants nust be cleared by OMB prior to
subm ssion to Treasury unless instructed otherw se. Any

di fferences between warranted anounts and apportioned anounts
nmust be reported to QVB.

2-10-110 ALLOTMENTS

It is the policy of the Departnment that allotnments will be issued
at the highest practical level wthin the fund availability

aut hori zed by continuing resol utions, appropriation acts and fund
limtations contained therein, apportionnent schedul es and
[imtations within the apportionnment, and Section 601 of the
Econony Act advance or rei nbursenent agreenents. The objectives
are to (1) finance each allottee with a single allotnent for each
appropriation or fund affecting that person, and (2) keep
allotnents at the nmajor budget activity level, if it is practical
to do so. Inno case will miultiple allotnments be nade to the
sane allottee fromthe sane budget activity level unless it is
necessary to conply w th appropriati on and apporti onnent
[imtations or interagency agreenents. A violation of the terns
of the allotnent is subject to provisions of the Antideficiency
Act .

I n devel oping allotment structures within the Departnent, the
following criteria will be naintained:

o] Allotrments will be issued after the apportionnent and
reapportionment or other statutory authority
notification is received, except as noted bel ow
Annual allotnents will be issued on the first day of
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the fiscal year. Quarterly allotnments will be issued
on the first day of the quarter.

o] Allotnents will be issued in accordance with an
approved, financial operating plan, and will be revised
as necessary to stay within the totals of anounts
appropriated by the Congress and within the anmount of
apportionments and reapportionmnents.

o] Allotrments will be nmade to officials charged with the
responsibility for directing a departnental progran
operation, or a significant portion of a progran
operation. The allotnment nay be nade to a regi onal or
field organi zati on when the programis placed at that
| evel .

o] Allotnents will be issued to cover prograns that are
under a continuing resolution (apportionnments may not
be processed for these prograns or appropriations). |If
there are no apportionnents the limt on authority to
incur obligations will be as stated in the continuing
resol ution act.

o] A formal allotnment docunent nust be prepared in al
ci rcunst ances even when, for exanple, the organization
Head is both the allotter and the allottee.

o] Wien nore than one allotnent per appropriation or fund
is issued, the allotter nust make sure that controls
are established in the accounting system or manually,
to ensure that the sumof all allotnents, and any
statutory limtations, do not exceed the anount
apportioned for that appropriation or fund.

o] A separate allotnent is not required to control a |lega
limtation. The Departnental accounting system has
been designed to establish internediate controls wthin
the allotnent for that purpose.

o] A separate allotnent will be issued for orders and
proj ects placed under Section 601 of the Econony Act
where obligations can be distinctly identified and are
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incurred after definite agreenents have been
established. Joint funded projects should have a
single allotnment covering all the participating agency
fundi ng agreenents. Rei nbursabl e and appropri at ed
funds may be nerged into a single allotnent in areas
such as hospital operations, audit agency services,
etc., where obligations cannot be clearly segregated
bet ween the two sources of funds at the tinme of

i ncurrence, and where a cost finding systemis
available to ultimately enable correct reporting and/ or
billing under the reinbursabl e agreenents.

o] Allotnents for estimated rei nbursenents apportioned,
anticipated receipts or transfers will be issued after
the actual agreenent is reached between the parties
unless it is not practical to do so. Wen an
organi zation furni shes nunerous rei nbursabl e servi ces,
the allotnment may include the value of both signed
agreenents and those anticipated within the all ot nment
period. The anounts will be separately annotated on
the allotnent docunent as a caution to the allottee not
to obligate funds agai nst unsigned orders. |f actual
new agreenents do not reach the estimated | evel, an
adj ustnent nust be nade in the allotnment as soon as the
fact is known. |f the anmount apportioned for use from
any appropriation or fund includes unrealized
rei nbursenments or other anticipated receipts, these
wll not be allotted unless there is reasonabl e
assurance that such itens will be collected, to the
extent permtted by | aw or departnental regulation, and
deposited to the credit of the appropriation invol ved.
Together, the allotter and the allottee nmust nake this
determnation before permtting unrealized anounts to
be used as a basis for incurring obligations. Wen it
is known that such anounts will not be realized, the
allotnent will be adjusted accordingly.

o] The use of funds for obligation or disbursenent nust at
all times be preceded by an allotnment. There will be
occasi ons when the adm ni strati ve processes preclude
havi ng signed apportionnments and warrants before it is
necessary to issue the authority to incur obligations.
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Under these circunstances (e.g., pending approval of
apportionments fromQwB whil e under a conti nui ng
resolution or inmmedi ately after enactnent of an
appropriation act) and if approval is expected,
tentative allotnments nmust be issued in sufficient time
to permt incurrence of obligations. |If there is no
doubt that OMB wi || approve the requested apportionnent
anmount, the tentative allotnent may be issued in the
amount of the request. However, if doubt exists, the
tentative allotnments should be issued at a safe | evel
(in consultation with the Deputy Assistant Secretary,
Finance). Upon receipt of the approved apporti onment
schedul e, the tentative allotnents nust be pronptly
revised for any difference between anounts requested
for apportionment and those approved for obligation.

o] The allotting official nmust ensure that a copy of the
al | ot ment docunent reaches the appropriate accounting
and finance office. This nust be done si mul t aneousl y

with the issuance to the all ottee.

o] No allotnent will be nmade for the sol e purpose of
securing accounting information or naintaining control
by object class. A lottees should nake full use of the
accounting systemand its reports to obtain information
that is useful in managi ng funds provided by the
al | ot nent.

0] Wen the allottee wishes to revise the amount of the
allotnent, a justifying letter, wth a revised
financial operating plan for substantial changes, wll
be sent to the allotting official. Ondly in an
enmergency will fund authorizations be requested or
approval given by tel ephone or other rapid
comuni cation nmeans; and in all instances, a fornal
docurment will be prepared concurrent with the infornal
approval. Both the allotter and the allottee nust keep
a record of the informal communication and attach it to
the foll ow-on docunment as supporting evidence of the
prior approval .
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2-10-120 ALLOMNCES

An allowance is a classification of obligational authority bel ow
the allotnent level. This termis to be used uniformy through-
out the Departnent in lieu of any other termnol ogy. Al owances
will be issued at the highest practicable |evel for those
prograns and activities set forth in the schedul es of the Budget
Appendi x to operating officials at headquarters, regi onal and
field offices.

The strict fund control procedures of the allotnent apply equally
to the allowance. A violator of the allowance is subject to ad-
mnistrative discipline. In the event a violation causes the re-
lated al lotnent to be overobligated or overdi sbursed, the viola-
tion is also subject to the provisions of the Antideficiency Act.

For the application of allowances wi thin the Departnent, the
following criteria will be foll owed:

o) HHS 626, Advice of Allowance, ist he standard docunent
to be used. See Exhibit 2 -10-A for format and
i nstructions.

0 At | east one allowance will be issued for each
al | ot nent .
0 Al owances will be issued in accordance with an

approved financial operation plan, and will be revised
as necessary to never exceed the anount of funds
allotted.

o] Tentative allowances will be issued at the begi nning of
each quarter pending approval of plans on newy enacted
appropriations or continuing resolutions, and in
sufficient tine to permt incurrence of obligations.
These al l owances wi |l be adjusted, as necessary, to
bring obligational authority into agreenment with any
amendnents to allotnents foll owi ng recei pt of approved
apportionnents.
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o] Al l owances for programfunds will be issued i mediately
followi ng receipt of or continuation of the all ot nment
authority for the program

o] Al l owances for salaries and expenses and direct
operations activities issued quarterly or annually will
be issued i mediately follow ng recei pt of or confirna-
tion of the allotnent authority.

o] The al lottee nust be sure that controls are sufficient
to preclude the issuance of allowances in excess of the
al | ot ment received.

o] Funds will not be obligated or disbursenments nade
bef ore i ssuance or confirmation of the all owance
authority. If the allowance docunent is del ayed, for

any reason, the allowee will contact the allottee and
aut hori zation approval may be given by tel ephone or

ot her rapid comunication neans; in all instances, a
formal docunent will be prepared concurrent with the
informal approval and both the allottee and the all owee
must keep a record of the infornmal communication and
attach it to the follow -on docunent as supporting

evi dence of prior approval. This is an emergency
procedure only, not the usual means of commrunicating

al | onance authority.

o] Legal limtations and admnistrative restrictions may
be placed on the allowed funds; these nust be entered
in the Purposes and Limtations bl ock of HHS Form 626.

o] The al | onance nmay be distributed by object cl ass and
Common Accounting Nunber (CAN) for guidance only. This
distribution does not infer that a limtation or
restriction is placed upon the obligational authority
at these levels. The exception would be the statutory
restriction at object class |evel, which nust be
clearly identified in the Purposes and Limtations
bl ock.

o] Al | owances for salaries and expenses to regional
district and field offices will provide fund authority



HHS Chapter 2 -10 Page 32
Departnental Accounting Manual
HHS Transmttal 92.1 (7/1/92)

for all object classes required to support their
operati ons.

2-10-130 CBLI GATI ON BASED OPERATI NG PLAN ( GBCP)

The OBCP is devel oped by hol ders of obligational authority and is
the basis for constructing the allottee's financial operating
plan. After the apportionnment, allotnment and all onance steps, it
is used to assign funds to and control operations of organiza-
tions at and bel ow the all owance | evel. Wen consolidated the
adj usted plans (to include cost based operating plans bridged to
obligations) will not exceed the total of the allowance from
which they are derived. The CBCP is tine -phased to set forth
anticipated obligations for a fiscal year and it is conpared

t hroughout the year to actual obligations incurred. The plans
are devel oped by the allowee and staff responsible for any
defined segnent of and all owance. They are approved by the
allowee and the allottee, as appropriate.

The hol der of an operating plan nust not exceed the approved
plan. Violations may be cause for admnistrative discipline. In
the event such a violation leads to a statutory violation of the
related allotnent, the operating plan holder will be cited with
the allowee and allottee and will be penalized according to the
provi sions of the Antideficiency Act.

2-10-140 OBLI GATI ONS AND DI SBURSEMENTS

Section 1501 of Title 31 U S. C describes the criteria for valid
obligations. HHS policy and detail ed procedures on responsi -
bilities and requirenents for recording and reporting obligations
are in Chapter 2-30 of this manual. Heads of COPD V/ Agency/ C6
wll ensure that all persons responsible for fund control adhere
to the follow ng requirenents for obligations and di sbursenents.
Al publications on control of funds nust include these itens:

o] ol i gations and di sbursenents will not exceed the
amount of the obligational authority nmade avail abl e.
o] For | oan prograns, obligations and di sbursenents will

not exceed: (l) the anount of authority nmade avail abl e
for loan subsidies. Mdifications of direct or
guaranteed | oans will not exceed apportioned
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unobl i gat ed bal ances of subsidy anmounts, (2) the anount
of the credit program supportable by the enacted

subsi dy, whether the subsidy is positive or negative,
(3) the anmount appropriated for admnistrative
expenses, and (4) obligations and di sbursenents nmay not
be incurred agai nst | apsed unobl i gated bal ances for

| oan subsi dies, except to correct mathenatical or data
errors in calculating subsidy anounts.

o] The allottee and the all owee are responsible to ensure
the validity and accuracy of all obligations and
di sbur senent s.

o] Each person having obligati onal authority is
responsi bl e for pronptly submtting docunents to the
appropriate oligation Control Point (OCP) residing in
t he accounting and finance office. Follow ng OCP
cl earance, each accounting and finance office wll
pronptly record the obligations and subsequent
di sbursenents into the official accounting records.
See Chapter 2 -35 on Oearing and Recordati on of
ol i gati ons.

o] Budget ary resources nade avail abl e by estinmated
rei nbursenents are not available for obligation until
(a) goods or services have been furnished and there is
entitlement, (b) valid orders have been received, or
(c) an advance has been received for orders from
out si de gover nnent.

o] (ol igations nmust be identified with the CAN which
i ncl udes the conponent coding for the appropriation or
fund, at the tinme incurred. In the event an all ot nent
or allowance is revised that would require change in
the CAN, obligations previously recorded nust be
pronptly reclassified to the amended CAN or CANs.

o] oligations and di sbursenents a re to be pronptly
recorded and reported at the earliest possible tinmne.
o] The recording of an obligation nmust not be del ayed

because there is a | ack of funds.
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o] If a recorded obligation exceeds funds avail able, the
Chi ef of the accounting and finance office wll
i mredi ately notify the appropriate obligating official
and allottee that an apparent violation of Section
1341(a)(i) of Title 31 U S.C has occurred and that
further obligations should not be incurred.

o] Status of funds reports to the allottee will clearly
indicate the avail abl e bal ance of the allotnent. The
avail abl e bal ance will reflect unliquidated fund
reservation docunents if the HHS organi zation's
accounting system does commtnent accounting; otherw se
the allottee nust take into account the current
reservations to properly control the funds. Al though
comm tnents nay be accunulated in the records for
strict fund control purposes, as are actual
obligations, amounts commtted are reported on the SF
133 and SF 143, Reports on Budget Execution, along with
ot her bal ances of apportioned and avail abl e funds.

2-10-150 SPEC AL SI TUATI ONS

A Questionabl e Violations

Sonetines an event will occur that will appear to be a

prohi bited or questionable action, but which upon
investigation can be attributed to clerical error or failure
to foll ow proper procedures. Wile sonme situations may not
be reportabl e of fenses, all shoul d be thoroughly
investigated for correction of the fault:

o] Commtnents/ bligations . For purposes of effective
financial planning and fund control, commtnents may be
systematically accunul ated in accounting records in
advance of their becomng valid obligations. Wen
these records are used to prepare official reports on
obligations incurred, appropriate adjustnents nust be
made so that the anmounts reported represent valid
obligations as defined by law. Failure to do so could
cause the appearance of an overobligation, although it
is unlikely that a coomtnent or reservation entry
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woul d exceed the available amount. (bligations shal

be recorded at the earliest possible tine after the
transacti on has been consunmated and w thout regard to
the availability or unavailability of funds. 1In no
event will the recording be w thheld pending receipt of
addi tional fund authority.

0] Errors. An error does not establish a bona fide
obligation even though the accounting record nay
indicate otherwise. An error, however, can lead to an
actual violation. For exanple, an overobligation
i ncurred because an error led to the belief that
sufficient funds were available is a violation. Actual
viol ations, even though caused by errors, nust be
reported.

o] Deobligation . Procedures require the accounting and
finance office to periodically reviewthe records to
make sure that only obligations neeting Section 1311 of
t he Suppl enental Appropriations Act of 1950 criteria
remain. Qher anounts shoul d be deobligated. However
arbitrary deobligation action is taken at the risk of a
future violation if subsequent paynent or charges
should result in a deficiency of fund authority.

o] Transm ssion of Fund Authorizations . Procedures
require that fund authorizations be nade in a specific
amount in witing. Any other means of nore rapid
communi cati ons (tel ephone, ADP termnal, telecopier,
etc.) should be limted to enmergency circunstances
only. Witten authorizations shall be prepared con-
currently with less formal comruni cation and pronptly
transmtted to the recipient. The recipient will fully
docunent the communi cation and have it posted to the
record. Upon receipt the formal authorization will be
attached to the docunentati on used for recording

pur poses.
o] Qverobl i gations and Overexpendi tures Resulting from
| naccurate Estimates of (bligations . In sone cases, it

is difficult for officials to estinate the ultinmate
liability of indefinite price contracts and ot her
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open-ended obligations. The allottee nust establish
obligations at a level that will ensure that sufficient
funds are available for conplete |iquidation and, yet,
avoid the inpression of creating a reserve or
restricting the use of authorized funds. Any other
solution mght not stand the test of "incurring
obligations in anticipation of subsequent
appropriations”.

B. Qut -year Commtnents . In the event an CPDI V/ Agency/ CS' s
financial plan extends beyond the fiscal year, for instance
in plans for construction and capital projects and nulti -
year grants, commtnents nade in anticipation of future
funding nmust be controlled not to exceed the financial plan.

These planned commtnents will be nmaintained i n nenorandum
records until funds are provided and the coomtnent is
formally recorded in the accounti ng system

C Limtation on Paynents Related to Cancelled (prior year)
ol i gati ons. Chapter 3-50 outlines the policy on accounting
for expired appropriation balances. During a five year
period unliquidated obligations nay be adjusted and di s-
bursenents nmade, but no new obligations nmade. Follow ng the
five year period all remaining obligations and unobli gated
bal ances are cancel |l ed and associ ated funds w t hdr awn.
Recording of further valid obligations or paynent of
previously cancell ed obligations nust be funded and pai d
fromcurrent year unexpired appropriations (for the sane
general purpose), subject strict fund control limtations:

o] obl i gations and paynents related to cancel |l ed bal ances
are limted to | % (curmul ative for all cancelled
accounts) of the current year unexpired appropriation
(not total budgetary resources), and

o] cannot exceed the cancel |l ed account's origi na
appropriation, apportionnment, and al |l ot nent unexpended
bal ances.



HHS Chapter 2 -10 Page 37
Departnental Accounting Manual
HHS Transmttal 92.1 (7/1/92)

2-10-160 WM QLATI ONS AND REPCRTS

Wien it appears that an Antideficiency Act violation has
occurred, all pertinent facts nust be gathered to prepare the
violation report required by Section 1351, 31 US.C Initially,
each obligation and di sbursenent transaction whi ch exceeds
anmount s avai |l abl e nust be examned to determne why the violation
occurred and to nane the person or persons who were responsi bl e.
Actions that are later taken to correct the cause of the
violation do not negate the fact that a violation has occurred
and nust be reported. The amount of the violation is not a
factor in determning whether a report nust be submtted. Al
violations nust be reported i nmedi atel y upon di scovery.

Adm ni strative fund violations that occur through use of

al | onances and | ower |evel operating plans within the all owance
must al so be examned and admnistratively reported. This is
essential because | oss of control or overt neglect of operational
guides may ultimately lead to a legal violation. Admnistrative
violations are subject to examnation and reporting each tine
cunul ative obligations or costs exceed the total anmount of the

al | onance or plan and each tine a restriction, such as a program
l[imtation or object class target, is exceeded. Again, the
amount of the violation is not factor and all violations nust be
reported upon di scovery.

2-10-170 | NTERNAL REPCRTI NG G- VI OLATI ONS

Chiefs of the accounting and finance offices where official
accounts are naintained or any other enployee who is aware of an
apparent violation, either legal or admnistrative, should report
the apparent violation in witing. Sone automated accounting
systens nmay be designed to i ssue a speci al nessage when an HHS
account bal ance indicates that an investigation is in order.

G herwise, areviewat least nonthly of the status of all otnent
and al | onance accounts and conparative operating plan reports
wll reveal apparent violations. Headquarters' offices of the
CPDl VI Agency/ G5 wil | al so nmake nonthly reviews to determne

whet her appropriations, or apportionments, allotnents and

al | onances have been exceeded. An investigation of the facts
will reveal whether the excesses are to be classed as a | egal or
adm ni strative viol ation.
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Initial reports of all violations will be forwarded through the
usual admnistrative channels to the Head of each CPD V/ Agency/
s

A copy of those which appear to be legal violations will also be
sent to the Deputy Assistant Secretary, Finance. Based upon the
facts in the report, the OPD V/ Agency/ G5 will issue instructions
for further investigation. After investigation a final report
wll be nade at which tine admnistrative discipline will be

t aken, where warranted, and anended procedures will be inple-
nmented i f needed.

Reports will be prepared in accordance with Part 11 of OWB
Grcular A-34 except that admnistrative violations wll be
addressed to the Head of each OPD V/ Agency/ G5 and signed by the
princi pal investigator.

2-10-180 EXTERNAL REPCRTI NG G- VI OLATI ONS

Wen it has been substantiated by the final report of the
investigator that an Antideficiency violation has occurred, the
Head of the OPD V/ Agency/ G5 will | MMEDI ATELY send the report for
the President and the Congress to the Deputy Assistant Secretary,
Finance. He will reviewthe report and forward it to the
Secretary for his signature.

In addition to reports of violations discovered within the
operati ng conponents of the Departnent, reports will also be nmade
on violations not previously reported which are included in
findings of the HHS Inspector General or the GAOin connection
with audits and investigations. In these cases, the reports
shoul d explain why the violation was not di scovered and
previously reported. |f the Departnent does not agree with the
GAOthat a violation has actually occurred, a letter explaining
the HHS point of view should be prepared for the Secretary's
signature and transmtted through normal channels to the
Conptroller General with a copy to the Drector of QOVB.

Reports on violations relating to allocation accounts wll be
prepared by the agency adm ni stering the account and provided to



HHS Chapter 2 -10 Page 39
Departnental Accounting Manual
HHS Transmttal 92.1 (7/1/92)

the parent of the account for submssion to authorities as
descri bed above.

2-10-190 | MPLEMENTATI ON

The Head of each OPD V/ Agency/ G5 are responsi ble for issuing any
i nstructions deened necessary to inplenment this systemof admni-
strative control of funds within their respective

organi zations. To ensure that inplenenting instructions are
consistent with the provisions of this chapter, they will be sent
to the Deputy Assistant Secretary, Finance for review and
approval prior to their pronulgation. Thereafter, organizations
shoul d review the instructions annually for current
applicability. Events which may require a revision to the
instructions are:

o] Reported viol ati ons.

o] Change i n organi zational structure.
o] Change i n operating procedures.

o] Change in statutory requirenents.

o] Advancenent in managenent techni que.
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GENER C EXAMPLE OF HHS FORM 62 6, ADVI CE O ALLOMINCE

NOT AVAI LABLE ELECTRON CALLY
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| NSTRUCTI ONS - ADVI CE CF ALLOMNCE

TO Nane, title, organization and address of the
i ndi vidual issued obligational authority by the
speci fic al |l onance advi ce.

DATE Date authority is issued.

APPRCPRI ATl ON Treasury Assi gned synbol .

FI SCAL YEAR Fi scal year of the authority.

ALLOTMENT NO 2 digit nunber assigned the Allotnment Advice in
the Accounting Internal Machine Nunber file (CAN
Tabl e) .

ALLOMNCE NO 3 digit nunber assigned the Al owance Advice in

the Accounting Internal Machine Nunber file (CAN
Table). Nunber the initial allowance XXX

foll owed by a sequential nunber -1; nunber
subsequent increnents, increases or decreases,
XXX-2, XXX-3, XXX-4, etc.

ALLOMNNCE

Previ ousl y The sum of previous issuances in the fiscal

Aut hori zed: year. To be used when anendi ng an annual
al l onance, and to bring forward the quarterly
amounts of the all owances i ssued.

Ciginal or The initial allowance and any subsequent

| ncr ease: increment during the fiscal year.

Decr ease: A reduction in the amount of the all owance
during the fiscal year.

Revi sed The anount adjusted by an increase or decrease

Anount : in the Allowance. The revised Total shoul d

agree with the cumul ati ve anount recorded in the
Accounting A lowance File. Qunulative commt-
ments and obligations shoul d not exceed the

revi sed anount.
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| NSTRUCTI ONS - ADVI CE OF ALLOMNCE ( Cont i nued)

COMMVON 7 digit nunber assigned to indicate a sub-
ACCOUNT di vision of an appropriation or fund at which
NUMVBER obligations, costs and expenditures will be
DETAI L mai nt ai ned; the nunber is a cross- reference to

the data el enents represented by the Internal
Machi ne Nunber (CAN Table). D stribution to
nore than one CAN is for informational purposes
or for specific direction concerning the
obligation of funds.

CBJECT Only for an ope rating Expense Al owance. "Q her"

CLASS may be detail ed by object or sub-object class

DETAI L code. Distribution does not dictate explicit
l[imtation within the all onance.

PURPCSE Federal Catal og Nunber and nane of assi stance

AND program or other purpose, qualification or

LI M TATI ONS contingency the allottee wi shes to convey

concerning the authority.

NAME, TITLE & Signatures of the Allottee and the Budget
CRGANI ZATI ON Cficial.
DI STRI BUTI ON Giginal to All owee, 1st copy to A ccounting and

Fi nance O fice (OPD V/ Agency or Region), 2nd
copy to Budget Ofice (OPDIV/ Agency or Region),
3rd copy to Program O fice and 4th copy to
retained by Alottee.
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HHS FORM 626, ADVI CE OF ALLOMNCE
EXAMPLE CF ANNUAL ALLOMNCE BRCKEN | NTO QUARTERLY | NCREMENTS

NOT AVAI LABLE ELECTRON CALLY
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HHS FORM 626, ADVI CE OF ALLOMNCE
EXAMPLE OF ADJUSTMENT TO ANNUAL ALLOMNCE

NOT AVAI LABLE ELECTRON CALLY
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HHS FORM 626, ADVI CE OF ALLOMN CE
EXAMPLE CF QUARTERLY ALLOMNCE | SSUED AT BEG NNING OF FY

NOT AVAI LABLE ELECTRON CALLY



