XYZ COMMUNITY ACTION AGENCY
COST ALLOCATION PLAN 

Updated XX/XX/20X
XYZ Community Action Agency (XYZ) is a 501(c) (3) non-profit community action agency that was originally chartered in 1953. XYZ administers grants in compliance with Federal regulations listed in 2 CFR, Part 230 and Part 215
, and the State of Texas Uniform Grant Management Standards
. XYZ is a multi-funded agency operating numerous Federal, State, and local programs.  The center of all activities and different modes of delivery radiates from the administrative office located in Heavenly, Texas. Listed below is a summary table of XYZ programs.
	PROGRAM
	FUNDING SOURCE
	DESCRIPTION

	Community Services Block Grant
	Texas Department of Housing & Community Affairs
	Core funding used to support other Agency programs and promote self-sufficiency through case management

	Head Start
	U.S. Department of Health & Human Services
	Comprehensive child development program including education, health, and social services designed for 3 to 5 year olds from families with incomes below the federal poverty guidelines

	Child Care Services Provider Payments
	Central Texas Workforce Board

	Provide accounting service to pay child care providers for the CCS program

	Aging Services
	Texas Department of Aging & Disability Services
	Nutrition services for 60+ clients;

Home delivered meals for eligible participants

	Crisis Assistance and Weatherization 


	Texas Department of Housing and Community Affairs & non-federal utility funds 
	Assist  eligible households in danger of having utilities terminated;   Increase energy efficiency for homes and decrease utility bills

	Retired & Senior Volunteer Program
	Corporation for National Services
	Provide volunteer opportunities for retired persons age 55+

	Miscellaneous grants
	Counties, Cities, United Way, Foundations and Local Contributions
	Support agency programs and agency mission to provide opportunities & resources to improve the lives of Central Texans 


Description and Justification of Allocation Rationale

XYZ charges costs that are reasonable, allowable, and allocable to a Federal award directly or indirectly. All unallowable costs shall be appropriately segregated from allowable costs in the general ledger in order to assure that unallowable costs are not charged to Federal awards.
Segregating Unallowable from Allowable Costs

The following steps shall be taken to identify and segregate costs that are allowable and unallowable with respect to each Federal award:

1. The budget and grant or contract for each award shall be reviewed for costs specifically allowable or unallowable.

2.
Department Directors and Accounting personnel shall be familiar with the allowability of costs provisions of 2 CFR 230
, "Cost Principles for Non-Profit Organizations," particularly:

a.
The list of specifically unallowable costs found in Appendix B (Selected Items of Cost), such as alcoholic beverages, bad debts, contributions, fines and penalties, lobbying, etc.

b.
Those costs requiring advance approval from Federal agencies in order to be allowable in accordance with Appendix B, such as foreign travel, equipment purchases, etc.

3.
No costs shall be charged directly to any Federal award until the cost has been determined to be allowable under the terms of the award and/or 2 CFR 2303.

4.
For each Federal award, an appropriate set of general ledger accounts (or account segments) shall be established in the chart of accounts to reflect the categories of allowable costs identified in the award or the award budget.

5.
All items of miscellaneous income or credits, including the subsequent write-offs of uncashed checks, rebates, refunds, and similar items, shall be reflected for grant accounting purposes as reductions in allowable expenditures if the credit relates to charges that were originally charged to a Federal award or to activity associated with a Federal award. The reduction in expenditures shall be reflected in the year in which the credit is received (i.e., if the purchase that results in the credit took place in a prior period, the prior period shall not be amended for the credit).

Criteria for Allowability

All costs must meet the following criteria from 2 CFR 2303, Appendix A, in order to be treated as allowable direct or indirect costs under a Federal award.
The cost must be “reasonable” for the performance of the award, considering the following factors:

1. Whether the cost is of a type that is generally considered as being necessary for the operation of the Organization or the performance of the award;

2. Restraints imposed by such factors as generally accepted sound business practices, arm’s length bargaining, Federal and state laws and regulations, and the terms and conditions of the award;

3. Whether the individuals concerned acted with prudence in the circumstances;

4. Consistency with established policies and procedures of the Organization, deviations from which could unjustifiably increase the costs of the award.

5. The cost must be “allocable” to an award by meeting one of the following criteria:

a. The cost is incurred specifically for a Federal award;

b. The cost benefits both the Federal award and other work, and can be distributed in reasonable proportion to the benefits received; or

c. The cost is necessary to the overall operation of the Organization, except where a direct relationship to any particular program or group of programs cannot be demonstrated.

6. The cost must conform to any limitations or exclusions of 2 CFR 230
 or the Federal award itself.

7. Treatment of costs must be consistent with policies and procedures that apply to both federally financed activities and other activities of the Organization.

8. Costs must be consistently treated over time.

9. The cost must be determined in accordance with generally accepted accounting    principles.

10. Costs may not be included as a cost of any other federally financed program in the current or prior periods.

11. The cost must be adequately documented.

Direct Costs

Direct costs include those costs that are incurred specifically for one award or non-Federal function.  XYZ identifies and charges these costs exclusively to each award or program.

Each invoice shall be coded with the appropriate account number reflecting which program received direct benefit from the expenditure.  Invoices are approved by the appropriate project director, the Associate Director/CFO, or the Executive Director.  

Time sheets or personnel activity reports are also submitted on a regular basis, reflecting employees' work and which programs directly benefited from their effort. Time sheets or personnel activity reports shall serve as the basis for charging salaries directly to Federal awards and non-Federal functions.  

Equipment purchased for exclusive use on a Federal award and reimbursed by a Federal agency shall be accounted for as a direct cost of that award (i.e., such equipment shall not be capitalized and depreciated).  However, XYZ will track any purchase that meets the $5000 equipment threshold on a depreciation schedule and record annual adjustments as necessary.  
Cost Pools

Direct and joint costs are allocated to the benefiting programs using cost pools under the following methodology:

1. Costs will be allocated to all programs on an equitable basis regardless of any limits imposed by funding sources.

2. As much as possible, costs will be charged directly to benefiting programs.

3. All remaining shared costs will be allocated on the most meaningful measures.  The following basis will be used:

a. Facilities and related costs will be allocated based on square footage occupied

b. Costs of the Human Resources Department will be allocated based on number of employees

c. Fiscal and accounting-related costs will be allocated based on number of transactions.

d. Community Center Costs and staffing will be allocated using the center cost allocation procedure listed below.
4. Program-related costs will be allocated based on relevant activity measures, such as number of meals served, number of children or clients, etc.

XYZ uses the MIP fund accounting system that allows for tracking expenses by individual grant.  Expenses are booked on the accrual system as the expense is incurred.  Expenses are allocated in the following manner:

Direct Program Expenses:
Expenses that can be identified specifically for a particular program are charged directly to that program.  Management staff codes invoices to the appropriate program and department.  Salary and fringe costs for program personnel, as well as travel, supplies, and other costs related to each grant are charged directly to the appropriate grant.
Direct Allocation of Pooled Expenses
Since XYZ is multi-funded, costs associated with the administrative, personnel, payroll, and accounting departments are charged to a pooled cost center. At the end of each month, the pooled costs are allocated directly to the programs using the following basis:
1.
Administrative basis: Each program is allocated a percentage of pooled costs based on the full time equivalent number of employees paid in the prior year.  Expenses charged to the administrative pool include salaries, fringe, and travel associated with administrative, personnel, and payroll staff (Executive Director, Human Resource Director, Office Manager, Computer Technician, Payroll Clerk, Office Assistant, Receptionist, and Facilities Coordinator).  Supplies, space cost, errors and omissions insurance, computer server costs and other associated costs will also be charged to this pool. 
2. Accounting basis: Each program is allocated a percentage of pooled costs based on the number of accounting transactions (journal vouchers, invoices, checks and voided checks, cash receipts, 1099’s) processed by the accounting department in the prior year.   Expenses charged to this pool include salaries, fringe, and travel associated with accounting personnel (Associate Director/CFO, Financial Analyst, and Accounts Payable Clerk.  Supplies, space costs, computer costs, and other costs associated with the accounting department will also be charged to this pool.
At the end of each month, pooled costs are directly allocated to the programs by expense line item based on the appropriate basis.  The pool contains no expenses that are charged directly to grant funds.  The costs allocated each month are based on actual expenditures year to date and are not based on projections or estimates. The basis used allows for fair and equitable distribution of costs to all programs.

The data used to develop the bases will be re-evaluated at least annually using data from the previous fiscal year ending December 31. The bases will be re-evaluated as needed if there are major changes in the agency’s funding levels or programs.  The Cost Allocation Plan is based on the fiscal year January through December at which time cost adjustments will be made for each program based on the re-evaluated data.   A copy of the calculations will be maintained on file at the agency’s administrative office.    
At the time the bases are recalculated, the CFO will compare the amount that had been charged during the reporting period against the actual basis and make adjustments.  For instance if the accounting basis for January 2014 through December 2014 showed total transactions of 23,514 of which Head Start had 5272 then Head Start should have been charged 22.41% for that reporting period.  However, based on previous history and last allocation percentage, if Head Start had been charged 31.83%%, an adjustment for charges made during the year would be made in December 2013, which reconciles the charges to the new percentage for that reporting period.  The same principle applies to FTE of employees—the charges for administration would be adjusted to show a true reflection of actual FTE’s for that reporting period.  This reconciliation process insures that allocations are based on an after the fact accounting and adjusts for fluctuations in funding and accounting activity.  
Listed below are examples of costs charged to the administrative & accounting pools:
1. Salaries and fringe costs for the following positions: Executive Director, Associate Director, Director of Human Resources, Office Manager, Accounting and Payroll staff, Computer Technician, Office Assistant, Receptionist, and Maintenance personnel.
2. Consumable supplies, as well as other agency consumables not purchased for a particular program.
3. Janitorial/cleaning and exterminating costs for XYZ administrative building based only on the portion occupied by pooled employees.
4. Utilities—the portion based on area occupied by administrative personnel, payroll, and accounting staff.
5. Telephone—the portion of base telephone charges based on the number of instruments used by administrative personnel, payroll, and accounting staff. 
6. Postage—Postage meter readings for postage relating to accounts payable, payroll, and other accounting and administrative mail.
7. Computer/software/hardware—Computer hardware, software, upgrades and maintenance fees will be charged to the accounting and/or administrative pool or directly charged to the programs using the accounting/administrative percents.  
8. Insurance- Premiums for officer’s and director’s liability insurance, 401K surety bond, and a portion of the general liability insurances is allocated to all programs.  The officer’s and director’s liability and the 401K surety bond are allocated based on the administrative percentage.  The general liability insurance is allocated based on space occupied by the administrative and accounting personnel.
9. Other—Miscellaneous costs that are necessary for the operation of the agency that cannot be allocated as a direct expense will be charged to the pool.  Each program will receive a share of the cost based on the appropriate allocation basis.
The following table shows the most recent calculation and bases for accounting and administrative percents used to directly allocate pooled costs to each program and the charges January 1, 2014 through December 31, 2014. The percentage column was used to adjust charges to the actual amount.  This 2014 percent will be used for 2015 expenses until the bases are re-evaluated at 12/31/2015 or sooner if material changes in funding.
RECONCILIATION OF 20XX ACCT/ADMIN COSTS THRU 12/31/20XX
	Program
	# acct transactions
	% of total
	Acct salary
	Acct FR
	Acct OTH
	Acct Tot

	HEADSTART
	10021
	0.2587
	31355
	6687
	10215
	48257

	RSVP
	687
	0.0177
	2145
	458
	699
	3302

	CSBG
	1728
	0.0446
	5406
	1153
	1761
	8320

	WAP
	1687
	0.0436
	5285
	1127
	1722
	8134

	ENERGY
	12095
	0.3123
	37854
	8074
	12332
	58260

	CCMS
	5720
	0.1477
	17903
	3818
	5833
	27554

	NUTRITION
	5365
	0.1385
	16788
	3581
	5469
	25838

	WAP FRONTIER
	158
	0.0041
	497
	106
	162
	765

	WAP TACAA
	114
	0.0029
	352
	75
	115
	542

	ADRC
	84
	0.0022
	267
	57
	87
	411

	LOCAL ADMIN
	1073
	0.0277
	3358
	716
	1094
	5168

	Total Allocation Acct
	38732
	1
	121210
	25852
	39489
	186551


	Program
	# of acct transactions
	% of total
	Acct salary
	Acct FR
	Acct OTH
	Acct Tot

	Head Start
	126.2957
	0.7147
	259500
	61173
	33053
	353726

	RSVP
	3.2855
	0.0186
	6753
	1592
	860
	9205

	CSBG
	7.7005
	0.0436
	15831
	3732
	2017
	21580

	Weatherization
	4.0975
	0.0232
	8424
	1986
	1073
	11483

	Energy
	4.7129
	0.0267
	9694
	2285
	1235
	13214

	CCMS
	3.0076
	0.017
	6172
	1455
	786
	8413

	Nutrition
	22.1296
	0.1252
	45458
	10716
	5791
	61965

	Frontier Weather
	0.2547
	0.0014
	508
	120
	65
	693

	TACAA Weather
	0.2935
	0.0017
	617
	146
	79
	842

	ADRC
	2.0038
	0.0113
	4103
	967
	523
	5593

	Local Admin
	2.9371
	0.0166
	6027
	1421
	768
	8216

	Total Allocation Admin
	1
	353087
	85593
	46250
	494930
	

	Total all Admin/Acct
	
	
	484297
	111445
	85739
	681481


Direct Allocation of Shared Expenses:

Expenses for items such as equipment leases and maintenance, audit, utilities, office maintenance and supplies, base telephone charges, and insurance that cannot be identified specifically for a particular program are directly allocated to each program based on various methods of distribution.  A floor plan of XYZ’s administrative building is maintained to indicate the square feet of space occupied by each program, as well as the administrative and accounting departments.  A database of telephone instruments and internet connections by program is maintained and updated as necessary.  
General liability insurance is allocated to each program based on the location and program occupying the space.  The general liability for the central administrative office is split based on the square footage occupied by the programs.  Directors and Officers insurance is split based on the Administrative Basis.
The annual audit expense is allocated based on the percentage of total expenditures for each program as indicated in the audit.  The 401K audit is expensed based on the number of participants in each program participating in the 401(k) plan.  
Methods for Allocating Shared and Pooled Expenses:

The following table summarizes XYZ’s methods of directly allocating expenses which produces an equitable sharing of the cost by each program in proportion to the amount of benefit received.  Any item not specifically listed in the table will be allocated using the most appropriate basis.
	TYPE OF SERVICE
	BASES FOR DIRECT ALLOCATION

	Administrative, Personnel, & Payroll Dept. costs: 

· Employee salaries/fringe/travel (Executive Director, HR Director, Office Manager, Payroll Clerk, Computer Technician, Office Assistant, Receptionist,  Facilities Coordinator)

· Supplies

· Computers/Equipment

· Telephone/utility/building insurance

· Errors and omissions insurance
	FTE number of employees for each program

	Accounting Department costs:
· Employee salaries/fringe/travel (Associate Director, Accounting staff)

· Supplies
· Computers/Equipment

· Telephone/utility/building insurance
	Number of documents processed by the accounting department for each program

	Auditing services
	Expenditures audited

	Building costs, such as:
· Rent (or depreciation, or use allowance)
· Insurance (property and liability)
· Supplies (i.e., janitorial, bathroom, light bulbs)
· Utilities

· Exterminating

· Major repairs (i.e., roof, ac/heating units)
	Square footage of space occupied by each program within the building

	Employee retirement system administration (i.e., 401(k) bonding insurance)
	Number of employees enrolled in plan from each program

	Employee retirement system employer contributions
	Actual cost per employee for each program

	Insurance for employees:
· Health

· Life

· Long term disability

· Workman’s comp.

· Unemployment comp.
	Actual amount per payroll for each program

	Legal services
	Direct hours of service for each program

	Motor pool vehicle use costs
	Miles driven by each program

	Postage
	Actual usage from postage meter log

	Postage machine rental; maintenance & repairs 
	Amount of postage used by each program each month

	Copier rental; service agreements; maintenance & repairs; supplies (ink, paper, etc.)
	Actual usage by program each month based on auditron usage report

	Telephone – base charges
	Number of telephones for each program

	Telephone – long distance
	Access code entered prior to each call

	Telephone equipment service agreement
	Number of telephones for each program

	Internet 
	Number of connections in each program


Listed below is the analysis of Heavenly Central Office space used to allocate building costs and telephone instruments used to allocate line charges and maintenance.
	PROGRAM
	FUND
	DIRECT SPACE
	OTHER
	TOTAL SPACE
	% OF TOTAL
	ADJ UTIL SQ FT 5953
	ADJ UTIL %

	Head Start
	110
	2376
	0
	2376
	28.53%
	0
	0.00%

	Head Start (old senior center)
	110
	572
	0
	572
	6.87%
	572
	9.60%

	RSVP
	114
	528
	0
	528
	6.34%
	528
	8.87%

	CSBG- excludes Transit building
	220
	136
	0
	136
	1.63%
	136
	2.28%

	WAP - Program Support
	222
	487
	0
	487
	5.85%
	487
	8.18%

	Energy  
	228
	389
	0
	389
	4.67%
	389
	6.53%

	CCMS 
	248
	457
	0
	457
	5.49%
	457
	7.68%

	Nut/Aging
	412
	339
	0
	339
	4.07%
	339
	5.69%

	Accounting**
	999.511
	
	1367
	1367
	16.41%
	1367
	22.96%

	Administration**
	999.512
	
	1678
	1678
	20.14%
	1678
	28.21%

	Total Direct
	
	5284
	3045
	8329
	100.00%
	5953
	100.00%


	Common Space not included in calculation
	2651

	Total Main Building
	10980


*Head Start area has its own meter for electric service so for purposes of allocating utilities, this square footage has been excluded.
**Accounting and Administration expenses are charged to the ongoing fund 999. 

ANALYSIS OF TELEPHONE INSTRUMENTS FOR TELEPHONE MAINTENANCE AND LINE CHARGES

	Program
	# of Phones
	% of Total

	Headstart
	7
	18.91%

	Headstart Admin
	4
	10.81%

	RSVP
	2
	5.41%

	CSBG
	1
	2.70%

	Weatherization
	4
	10.81%

	Energy
	3
	8.11%

	CCMS
	3
	8.11%

	Nutrition
	2
	5.41%

	Accounting
	3
	8.11%

	Administration
	8
	21.61%

	Totals
	37
	100.00%


XYZ Center Expense Cost Allocation Plan

XYZ utilizes community centers in our nine core counties as the contact point for our programs.  Basically four main programs operate out of each of 11 centers—nutrition, energy assistance, weatherization and Community Services Block Grant.  XYZ staffs most centers with a 30-40 hour per week Center Director and a 15-20 hour per week Driver/Center Aide.  The Center Director is responsible for the overall operation of the center and at a minimum she/he completes centralized intakes on our programs, enters data into the Client Tracking system, certifies eligibility, advocates on behalf of client with outside resources, makes appropriate referrals, completes monthly reports, and assists central office staff in communicating with clients on a local level.  The Center Aide helps as needed in the center and fills in when the Center Director is out.  Her duties generally include answering phones, scheduling meetings, general clerical, center cleaning, and assisting with programs as needed.  

Because of our centralized intake system and a single client can be an applicant for any of the programs offered by XYZ, tracking hours by program is very difficult.  When a client has a meeting with the staff, they will probably be discussing issues related to energy assistance, weatherization and any variety of programs supported by CSBG.  Most of our centers also offer a senior nutrition program, so the Center Directors also are responsible for doing intakes on those clients and tracking their services.  These very same nutrition clients are potentially also energy, weatherization and CSBG clients.

Because of recommendations by State monitors, XYZ implemented an electronic timesheet program that allows employees to record actual hours worked by program.  Each employee breaks down each day by Cost Center (program) and when the timesheets are processed the salary and fringe expense is charged to the appropriate program.  All other center costs such as telephone, utilities and repairs are allocated on a center by center basis determined by which programs operate at that center and utilizing square footage of the centers as a guide.
Certificate of Cost Allocation Plan, Central Service Plan, or Indirect Cost Plan

This is to certify that I have reviewed the cost allocation plan submitted herewith and to the best of my knowledge and belief:

1. All costs included in this proposal dated XX/XX/20XX to establish cost allocations, billings are reasonable, allocable and necessary for the performance of grant activity and are allowable in accordance with the requirements of 2 CFR 230
, entitled “Cost Principles for Non-Profit Organizations”, the TWC Financial Manual for Grants and Contracts, Chapter 11, “Cost Allocation” and the Federal awards to which they apply.  Unallowable costs have been adjusted prior to allocating costs as indicated in the cost allocation plan, central service plan, or indirect cost plan.

2. All costs included in this proposal are properly allocable to Federal awards on the basis of a beneficial or causal relationship between the expenses incurred and the awards to which they are allocated in accordance with applicable requirements.  Further, the same costs that have been treated as indirect costs have not been claimed as direct costs.  Similar types of costs have been accounted for consistently and the Federal and State government will be notified of any accounting changes that would affect the predetermined rate.

I declare the foregoing is true and correct.

	Non-Profit Organization
	XYZ Community Action Agency

	Signature
	

	Name of Official
	

	Title
	Chief Executive Officer

	Date of Execution
	XX/XX/20XX


� Use 2 CFR 200 for the Emergency Solutions Grant.  Expect all programs to move to 2 CFR 200 in fall 2016.


� The Uniform Grant Management Standards is currently being revised with an update pending.


� Use 2 CFR 200 for the Emergency Solutions Grant.  Expect all programs to move to 2 CFR 200 in fall 2016.


� Use 2 CFR 200 for the Emergency Solutions Grant.  Expect all programs to move to 2 CFR 200 in fall 2016.


� Use 2 CFR 200 for the Emergency Solutions Grant.  Expect all programs to move to 2 CFR 200 in fall 2016.
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