Allocation Notes
Note:
When starting on a new worksheet, always go through each of the cells to check for any formulas that have been altered to adjust for rounding issues.  For example, if you see a cell with a formula that says “E7*95% + .05” then you’ll know this has been altered (due to the “+ .05”) to adjust for rounding.  Go ahead and remove the addition of the “+ .05” so that the formula is back to its original state.  Once done with the worksheet you can then go through and make any necessary adjustments for rounding.
Actual In-State Allocations

Planning Allocations Tab
To determine actual in-state allocations: 
1. See if there is any new legislation in regards to allocation percentages and formulas (the current TEGL issued should address any new legislation that applies).   
2. For Adult:
a. Start by calculating the Other field first, determine if there are any allocations going into this category based on current legislation.  If no funding is available, enter a percentage of 0.  If funding is available, enter the current percentage amount given based on current legislation (you’ll find these in the current TEGL).
b. Next, calculate the Admin field, which is typically at 5%.  The PY will be 5% of the total PY allocation and the FY will be 5% of the total FY allocation.  (Again, check to ensure allocation percentages are accurate based on current legislation).
c. Lastly, calculate the Local field.  To determine the percentage for the Local field you will take 100% and deduct whatever percentages were allocated to the Admin and Other fields.  For example, if there was 0% allocated to Other and 5% allocated to Admin, you would have 95% remaining for the Local allocation.  Do this for both the PY and FY calculations (ensure that allocation percentages are accurate and reflect current legislation).  
d. To determine the overall Allocation Percentages (to be entered into the “Data Entry” tab in the “In-State Allocation Percentages” section: Take the Total allocation total for each of the fields (local, admin, and other) and divide them into the total allocation for all three.  Example: If the total Adult allocation is $14,762,815 and the total of the Local field is $12,661,225, then you would take $12,661,225 / $14,762,815 = 85.8%
e. Ensure all sections add up to the totals shown.  Sometimes there will be a rounding error and you will have to adjust the numbers accordingly.
3. For Youth:
a. Youth only has one distribution, which is the PY allocation.  Check to see if there are allocations for the Other and Admin fields based on current legislation and apply the same process as used for the Adult allocations.  Use the remaining allocation amount available for the Local field (same as above).
b. Calculate overall Allocation Percentages (see 2d above for instructions).
c. Ensure all sections add up to the totals shown.  Sometimes there will be a rounding error and you will have to adjust the numbers accordingly.
4. For Dislocated Worker:
a. Start by calculating the Other field first; check current legislation for allocation percentages.
b. Rapid Response is typically at a 25% allocation rate (confirm with current legislation to ensure changes have not been made).  Calculate 25% of the PY and FY to get the corresponding allocations (or current % as determined by legislation).
c. Next, calculate the Admin field, which is typically 5% (check current legislation).  The PY will be 5% (or current % as determined by legislation) of the total PY allocation and the FY will be 5% (or current % as determined by legislation) of the total FY allocation.
d. Lastly, calculate the Local field.  Take 100% and deduct whatever percentages were allocated to the Rapid Response, Admin, and Other fields.  For example, if there was 0% allocated to Other, 25% allocated to Rapid Response, and 5% allocated to Admin, you would have 70% remaining for the Local allocation.  Do this for both the PY and FY calculations (ensure that allocation percentages are accurate and reflect current legislation).  
e. Calculate overall Allocation Percentages (see 2d above for instructions).
f. Ensure all sections add up to the totals shown.  Sometimes there will be a rounding error and you will have to adjust the numbers accordingly.
5. Ensure all State totals add up with the total allocations.

Allocation by WDA (Hold Harmless Adjustment Worksheet)

***These instructions can be used for the Youth and Adult Allocations by WDA, including both the July and October Adult allocation worksheets.  You will see the instructions below refer to Youth, just follow the same process when doing the Adult allocations.  In order to determine how much each area needs to give up bringing everyone up to the minimum hold harmless level:
1. Look at the “Youth Allocation by WDA” tab.  In the first table under the column titled “Pre HH Share Less HH Level” you will see positive and negative numbers.  The negative numbers are the areas that are under the required hold harmless level and need to be adjusted to reach the necessary amount.  The positive numbers are the areas that have money in excess of their hold harmless level.  These are the areas that will contribute to the other areas in need.
2. In the second table, last column titled “HH/SG Adjustment – Adjustment Amount” look at the last cell in this column (in the TOTALS row).  In this cell you will sum up the totals of each of the areas with negative numbers discussed in #1.  (See the example below).  This will tell you how much you need to come up with to bring everyone up to the HH level.
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3. Next you will need to copy the following information from “Youth Allocation by WDA” table in the “Data Entry” tab to the corresponding cells in table 2 (“Hold Harmless Adjustment Worksheet”) on the “Youth Allocation by WDA” tab shown above.  Only copy over the information for those areas that are giving up money to help others reach their hold harmless level (the areas that have positive numbers shown in the prior step).
a. Number Unemployed in ASU
b. Number of Excess Unemployed
c. Number of Youth Economically Disadvantaged
4. Once you have entered all of this data into the “Hold Harmless Adjustment Worksheet” (table 2), go through the HH Adjustment column in the first table.  The areas that gave up money should have the same amount shown in the “Adjustment Amount” column.  For example if WDA 3 is giving up $3,248 (shown in the Adjustment Amount” column) then the column “HH Adjustment” for WDA 3 should show $ (3,248).  All areas that received money (the ones with negative numbers in the HH Adjustment column) should then have the same numbers (only shown as a positive number, not negative) as shown in the “Pre HH Share Less HH Level” column.  Enter these into the HH Adjustment column. 
5. Next, scroll down to the last table (table 3, which says “FINAL ALLOCATION”).  Compare each area’s final allocation dollar amount to the hold harmless level minimum requirement column.  Write down any areas that are still below the hold harmless level minimum requirement.  There may be some areas that were above the HH level but once you took money from them to bring other areas up they might have fallen below the HH level.  If this is the case see directions below:
a. Scroll up to the top table in the “Youth Allocation by WDA” tab.  In the “HH Adjustment” column you will see that the amount given up by the areas under HH is now over the amount shown in the column directly to the right (“Pre HH Share less HH Level”).  Change the HH adjustment column to reflect the same amount as shown in the column to the right, but make it a negative number.  For example: 

Pre HH Share Less HH Level = $23,287 
HH Adjustment = $(28,567)
You will change the HH Adjustment to: $(23,287)

b. Once you have changed all of the necessary HH adjustments go down to table 2.  The last cell in the last column (where you added the amounts from areas under HH…see “Hold Harmless Adjustment Worksheet” Instructions, section 2) is where you will add the other cells that you just adjusted (don’t delete the ones already in the formula, just add to it).  For example:

If you had to change WDA’s 1 and 7 in step a. above then you would add in the dollar amounts shown in table 1 under the “Pre HH Share Less HH Level” column for WDA’s 1 and 7.
c. Once you have added those in to the Adjustment Amount column on the “Hold Harmless Adjustment Worksheet” you will then delete the following for the same areas on the same table:
i. Number Unemployed in ASU
ii. Number of Excess Unemployed
iii. Number of Youth Economically Disadvantaged
d. This will give you updated amounts that each WDA will be contributing to bring everyone up to their “HH level”.  
e. Repeat steps until every area is up to the HH level required.  
f. If there are areas that are showing as being off by $1 (either up or down) you will just adjust those manually.  To do this you will scroll back up to table 1 and select the corresponding “HH Adjustment” for whichever area was off by $1.  Then you will need to adjust the cell so that it will show 2 decimal points (the cells are currently set to not show any cents, only full dollar amounts, which causes them to round up or down depending on the amount).  Once you have shown the decimal points you can then either add some change or remove change depending on if you are over or under.  For example:
If the amount shown is $145,580.20 and your HH level should actually be at $145,581 then you would change the cell to the following: =145580+.35
By doing this you are increasing the cents to be over 50, which will cause the cell to then round up.  Once you have done this, change the cell color to orange so we know that it does not have the normal formula in it and then remove the decimal points from showing on the cell again.
g. When you have made all adjustments:
i. Table 1, “HH Adjustment” column should have a total of “0” at the bottom.  If not you need to continue adjusting.
ii. Table 3, “FINAL ALLOCATION, After HH Adj. $” column total should be equal to the total local allotment shown at the top of the page in the excel tab “Youth Allocation by WDA”.
h. Once you have made all adjustments and everything adds up correctly you are ready to move on to the next tab “Youth Allocation Summary”.

Allocation Summary

***These instructions can be used for the Youth, Adult, and DW allocation summary tabs.  The instructions shown below are for Youth; simply follow the same processes within Adult/DW. 
The Youth Allocation Summary tab will pre-fill and calculate once you have entered in the necessary data in the “Data Entry” tab.  All you need to do is go through each row and column to be sure that everything adds up to the total.  You will probably find a few rows or columns that are off by a dollar or two…this is due to excel’s rounding.  What you will need to do is identify each row/column that has a rounding error and then manually adjust the cell(s) necessary to equal the total amount.  See example below:
 (
Currently the 
Southwest row adds up to: $1,436,778
We need to make an adjustment so it rounds down.
) (
Currently the program column adds up to: $
13,673,659  - We need to make an adjustment so it rounds down.
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 (
Since our total for the Program column and the total for the Southwest row both need rounded down we will remove a few cents from our highlighted number so that excel will round the number down.  The formula for the cell should now look like this:
= (E11-D11) -.05
) (
To adjust the necessary cells: Click on the cell you wish to adjust in the worksheet.  Then you will need to set the formatting to show 2 decimal places while making your adjustment.  
)[image: ]
Once you have fixed the rounding issue, remove the formatting so that no decimal places are shown and turn the font to orange.  This way you will know that the formula for that cell was changed.
**Important Note: The last table titled “Total Adult Allocation” is set to add the totals from each of the other two tables.  However, due to rounding issues this table is not always accurate.  You will need to check the addition for each cell in this to ensure everything is adding correctly.  For example: For Olympic WDA, under the Program columns in July and October, if the numbers show $45,488 and $550,708 then the cell in the Total Adult Allocation table should show a total of $596,196.  Because there are decimal places not being shown for each of these numbers though, excel will add the total in each cell.  So if the cell that says “$45,488” is actually $45,488.35 and the cell that says “$550,708” is actually $550,708.40, then excel would sum the two of those to $596,196.75 and would round the number up to $596,197.  You will need to go in and manually change that number so that it reflects the correct total of $596,196 (we do not give out change in the allocations).  
*** Important Note: The Cost Pool total for each allocation cannot exceed 10% of the total allocation.  Be sure to keep this in mind when adjusting for rounding so that you do not end up with a higher cost pool total than is allowed.  Also, if the Total allocation is $13,810,606 then 10% of that is $1,381,060.60.  Since the cents are over .50, we would round up to the nearest dollar, allowing a total of $1,381,061.  If the cents were under .50 then we would round down to the nearest dollar and only allow a total cost pool amount of $1,381,060.  Your cost pool total must reflect the exact allowable amount.

Allocation by County

***These instructions can be used for the Youth, Adult, and DW allocation summary tabs.  The instructions shown below are for Youth; simply follow the same processes within Adult/DW.
The “Youth Allocation by County” tab will automatically calculate once you have entered in the appropriate data in the “Data Entry” tab.  Once everything has been calculated you will need to go through the totals in the last column titled “County Allocation” to ensure that each of the allocations for the counties add up to the total allocation for that corresponding WDA.  For example, the County Allocations for Clallam, Jefferson, and Kitsap counties should equal the total County Allocation for WDA 1 – Olympic.  If you are off by a dollar follow the same rounding steps as shown above in the “Youth Allocation Summary” section.   Be sure to turn any cells that you change due to rounding issues to orange so you will know that those cells don’t follow the normal excel formula for the next year.

DW Allocation by WDA

No Mitigation Tab:
Once all data necessary has been entered into the “Data Entry” table this worksheet should automatically calculate.  Go through the green table titled “Total DW Allocation” to ensure that the totals add up and adjust for any rounding issues as needed.  

Mitigation Options:
There are 4 mitigation option worksheets set up.  Use as many as needed to show different allocation scenarios based on the mitigation options presented by management.  In the “Data Entry” tab you will enter in the mitigation option amounts you are being asked to calculate.  Once all data necessary has been entered into the “Data Entry” table these worksheets should automatically calculate.  Go through the green tables titled “Total DW Allocation” to ensure that the totals add up and adjust for any rounding issues as needed.  

October with Mitigation Options:
1. Use the tab titled “DW Alloc. By WDA – Oct Mit.” to show the October distributions if a mitigation option is chosen.  Note: Mitigations are typically only distributed in October, not in July.  This is why there is no tab for a July Mitigation option.
2. If a mitigation option is chosen, click on the tab listed above.  Follow the steps below:
a. Change the Mitigation – Option 1 table to show which option was chosen.  For example, if Option 3 was chosen, you would title the table “Mitigation – Option 3”.  
[image: ]
b. Next you will change the mitigation amount, to whichever amount was chosen.  In the example shown above we changed it to $3,000,000.
c. Lastly, ensure the allocation dollars in the table titled “Total DW Allocation” add up to the total shown.  If not, make adjustments due to rounding as shown in prior instructions.  The total shown should equal the Local Allotment shown at the top of the page plus whatever mitigation amount was added.



DW Allocation Summary

Allocation Summary (No Mitigation and Mitigation Tabs)
The DW Allocation Summary tabs (both the no mitigation and mitigation tabs) will automatically calculate based on the data previously entered and calculated in the DW Allocation by WDA tabs.
In the top right corner of the “DW Allocation Summary – Mit.” tab is a section in blue that says “Mitigation:”.  If any mitigation was used, enter in the mitigation amount here.  This will not affect the calculations in any way, but is just used to show what mitigation amount is being included in the calculations, if any.
You will need to go through each of the WDA rows to ensure that the Program and Cost Pool dollars shown add up to the amount in the Total column.  Also check to ensure that the WDA amounts in each column (Program, Cost Pool, and Total) add up to the TOTALS row at the bottom of each table.  Fix any rounding issues that are found through this process as shown in prior steps.  
**Important Note: The last table titled “Total Dislocated Worker Allocation” is set to add the totals from each of the other two tables.  However, due to rounding issues this table is not always accurate.  You will need to check the addition for each cell in this to ensure everything is adding correctly.  For example: For Olympic WDA, under the Program columns in July and October, if the numbers show $45,488 and $550,708 then the cell in the Total Dislocated Worker Allocation table should show a total of $596,196.  Because there are decimal places not being shown for each of these numbers though, excel will add the total in each cell.  So if the cell that says “$45,488” is actually $45,488.35 and the cell that says “$550,708” is actually $550,708.40, then excel would sum the two of those to $596,196.75 and would round the number up to $596,197.  You will need to go in and manually change that number so that it reflects the correct total of $596,196 (we do not give out change in the allocations).  
*** Important Note: The Cost Pool total for each allocation cannot exceed 10% of the total allocation.  Be sure to keep this in mind when adjusting for rounding so that you do not end up with a higher cost pool total than is allowed.  Also, if the Total allocation is $13,810,606 then 10% of that is $1,381,060.60.  Since the cents are over .50, we would round up to the nearest dollar, allowing a total of $1,381,061.  If the cents were under .50 then we would round down to the nearest dollar and only allow a total cost pool amount of $1,381,060.  Your cost pool total must reflect the exact allowable amount.


DW Allocation by County

Allocation by County (No Mitigation and Mitigation Tabs)
The DW Allocation by County tabs (both the no mitigation and mitigation tabs) will automatically calculate based on the data previously entered and calculated in the DW Allocation by WDA tabs.
You will need to go through the County Allocation column and ensure that each WDA’s county allocations add up to the total WDA allocation.  Fix any rounding issues that are found through this process as shown in prior steps.  For example:
 (
WDA 1 – Olympic:
The County Allocations for Clallam, Jefferson, and Kitsap should add up to the WDA Allocation of $649,762.  If they do not add up adjust for rounding issues.
)[image: ]

Allocation Comparison to Prior Year

The Allocation Comparison to Prior Year tab is just used to show management the difference in funding levels (prior to mitigation) between the current and prior year.  The current year will automatically update based on the information you have calculated in prior tabs.  You will need to manually enter in the allocations by WDA for the prior year for Youth, Adult, and DW.  The variance columns will also automatically calculate once you have entered in the prior year allocations.  Be sure to change the PY column headings so that they reflect the correct years.  For example, if the current Program Year is 2011, then they first column should say “PY11” and the second column would say “PY10” (the prior year).  
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fuml Number of um! Econ. % Adjustment 24
Unempl.in  ASU % Share Excess % Share  Youth Econ.  Disadvant. .
[ e e 2 reflect roundil
AsU isadvant. % Share % 0 (Jan1Dec3
1- Olympi 0% 0 of 0% S - 27 armless level
2- Pac Mountain 23,164 33% 12,902 0.349732997 7,080 | 0.22236181 30% $  (170,602)) 25 woa
0% o o 0%/ s - 2 o
moic
o% 9 9 0% s - 3101 pactin
5 - Seattle-King 0% 0 of 0% S - 32 | nw
6 - Tacoma-Pierce 0% 0 of 0% S - 33|V Sno
7- Southwest 0% 0 of 0% 3 - 34|V sea
8- North Central 12,940 18% 6,782 0.183838877 5,195 | 0.16315955| 18% S (100,514)| 35 |1 Pierce
9-South Central 16,133 23% 8735 0236778618 8375 026303392 24% s (138,091) gg S
10- Eastern 8,855 12% 4,405 0119405817 7,460 | 0.2342964| 16% S (90,884) Bl s coms
11 - Benton-Franklin| 10,132 14% 4,067 0.110243691 3,730 | 0.11714824| 12% S (70,279)| 39 X Eastern Page: 30 of 37
LeSmane 0% L q 0% $ - ﬁj o Bt ftteed Next you will need to copy the following information from “Youth Allocation by WDA™
(RNATS) 71,224.00 36851 31840 [s—570m) o 1 tablein the “Data Entry” tab to the corresponding cells in table 2 on the “Youth
ToTALS 19503 1005 Allocation by WDA" tab shown above. Only copy over the information for those areas
[ Pageizof3 | Worasiss | B | o |
4 4 » W[ Planning Alocations | Youth Allocation by WDA . Data Entry /€3 m
Resy| 21 Pageitorz e
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1 WIA PY 2011 YOUTH LOCAL ALLOCATION SUMMARY Run 5-11-11
2
3 PY 11 YOUTH ALLOCATION
4 WDA Program CostPool Total
WIA Youth Local Allocation Summary 5
Program Year: Py2011 . 5 1 Olympic $ 524333 $ 58259 $ 582,592
Click to add data =
Youth Allocation 8 |2 PacMin $ 1,014,040 $ 112671 $ 1,126,711
Program Cost Pool Total 9
1- olympic s smam|s e ]s s 13 3 Northwest $ 840923 § 93436 $ 934,359
2- Pac Mountai
BN c 101401015  a26m S  LI67LL 12|14 Snohomish s 1280147 § 142239 $ 1422286
3-Northwest S s 5 9343 5 934359 5
4- snohomish S 1,280,147 $ 142,233 | 1,422,386 5 Seattle $ 3376134 $ 375126 $ 3,751,260
5-seattleking |5 3376134 S 375125 S 3,751,260
6-TacomaPierce |s 1517011 5 165557 S 1,685,568 6 Pierce $ 1517011 $ 168,557 $ 1,685,568
7- Southwest S 1293000 183678 S 1436777
S-NomhCentral |s  7a29 s 027 s sonass 7 Southwest $ 1293099 $ 143678 $ 1,436,777
9- South Central
L S 9903715 @ 10MELS 1104485 8 N Central s 722219 § 80247 § 802,466
10-Eastern S 567238 5 63037 S 630375 o
11- Benton-Franklin| 3 537,776 | $ 59,753 | $ 597,529 22|9 South Central $ 994037 § 110448 | $ 1,104,485
12- Spokane S L006601S 111845 1118086 =
[rorais S 13,673,658 § 1519005 § 15192954 2410 Eastern $ 567,338 S 63037 § 630375
25
1 2611 Bent/Frank $ 537,776 $ 59753 $ 597,529
27
2612 Spokane $ 1006601 $ 111,845 $ 1,118,446
29
30
31 ST. Totals S 13673658 § 1519296 § 15,192,954
32
33 Note: Cost Pool represents 10% of Total Allocation
35 Blue font denotes rounding adjustment.
36
37
38
Dats Entry ~ Planning Alocations .~ Youth Allocation by WDA | Youth Allocation Summary -~ #J 39
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