INITIAL ALLOTMENT REQUEST 
INSTRUCTIONS
General Overview

Teen Pregnancy Prevention Program (TPP) grantees may annually request an initial allotment up to 25% of their annual grant amount.  The annual grant amount is located in your grant agreement’s Exhibit B, attachment which pertains to the fiscal year for which the allotment is being requested.

Initial allotments can be requested if the following criteria are met:

· The grant has been fully executed,

· The Governor’s Budget for the fiscal year has been signed,

· The Grantee has repaid all of the previous Year’s initial allotment, and

· At no time may the sum total of any allotment exceed twenty-five percent (25%) of the total annual agreement amount.

Once the Governor’s Budget for the fiscal year has been signed, an allotment request may be submitted.  Any allotment request received prior to this will be rejected.

To submit an allotment request, locate the appropriate form:

· For CCG and TSO, it is located in the ‘Allotment Letter’ tab within your budget-invoice template;

· For I&E and MIP, it is located in the ‘I&E and MIP Allotment Template’.

It must be printed on Grantee letterhead and signed by the appropriate staff person.
The initial allotment is recouped in 1/3 increments from the first three quarterly invoices.  If unable to recoup the entire allotment within the first three quarters, we will continue through the fourth quarter and any supplemental invoices.  If Grantee still has a balance owing, they would need to contact their contract manager to discuss repayment options.

If you have any questions, please contact your contract manager.
