CITY OF ST. LOUIS

COMMUNITY DEVELOPMENT ADMINISTRATION

COST ALLOCATION

INFORMATION AND INSTRUCTIONS
FEDERAL GRANT SUBRECIPIENTS


Introduction

The federal Office of Management and Budget’s (OMB) Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards establishes principles for determining costs of grants, contracts and other agreements with the federal government.  To ensure the reasonableness of costs associated with your 2016 CDBG and/or HOME award and compliance with the OMB’s uniform requirements and cost principles, all CDA subrecipients must complete a cost allocation plan using the attached forms.  Organizations must complete Forms 1-3 and provide the required narrative by January 8, 2015.
Determining Cost Allocation Method

The total cost of an award is the sum of the allowable direct and allocable indirect costs less any applicable credits.  Direct costs are those that can be identified specifically with a particular final cost objective.  Indirect costs are those that have been incurred for common or joint objectives and cannot be readily identified with a particular final cost objective. 
There are three general approaches an organization may use in allocating costs to a particular grant or activity:
1. Direct Cost Allocation:  All allowable direct costs are charged directly to a grant or activity.  This is the easiest of the three methods and is preferred by CDA.  For example, all staff wages and benefits, along with any other allowable costs, i.e., professional service contracts and office supplies, associated directly and solely with the grant, may be charged as direct costs.  See Sample 1.
2. Prorated Direct Cost Allocation:  All prorated direct costs are charged directly to a grant and/or activity.  For organizations with more than one funding source, including fund raising, this would be the least complicated method in allocating program costs.  See Sample 2.
3. Indirect Cost Allocation:  Costs that benefit all programs and cannot be identified to a specific program are allocated to programs, grants, activities, etc. using a base that results in an equitable distribution.  The base percentage is determined by staff time worked on each program and/or grant activity.  Staff time distribution must be supported by time distribution sheets to be allowable.  See Sample 3.
Considerations and Instructions for Forms:  
· Compensation for Personnel Costs – Salaries and wages are charged directly to the program for which work has been done.  Costs that benefit more than one program will be allocated to those programs based on the ratio of each program’s staff hours to the total of such salaries (prorated direct costs).  Costs that benefit all programs will be allocated based on the ratio of each program’s hours to total staff hours (indirect costs). 
· Fringe benefits (FICA, health, dental and life insurance) are allocated based on salaries, wages, or individual time percentages.  
· Vacation, holiday, and sick pay are allocated in the same manner as salaries and wages.
CDA requires that an organization maintain documentation in its CDBG file of personnel costs, including but not limited to, timesheets showing time distribution for all employees, allocated based on time spent on each program or grant. In addition, organizations reflecting personnel costs on Form 1, must submit Form 2. 
TIP:
Staff salaries and other eligible personnel costs and benefits charged to the grant should be allocated in line with actual activity costs, i.e. –

Gardening activities – gardeners would spend a greater percentage if not all of their CDBG eligible time on the gardening activity during the spring and summer months.  Proposals should not show these positions being funded by the CDBG for the entire program year at the same rate.

Afterschool programs – instructor time should not be allocated during the summer months when school is not in session.

· Local Travel Costs – Mileage reimbursement ($0.545 per mile) is charged directly to the program for which the travel was incurred.  Local travel costs that benefit more than one program will be allocated to those programs based on the ratio of each program’s staff time to the total of such salaries. CDA requires that mileage reports for CDBG activities are maintained in the CDBG activity file(s).
· Professional Services Costs (such as consultants, accounting and federal single audit services) – Costs must be allocated to the program benefiting from the service.  All professional service costs are charged directly to the program for which the service was incurred.  Costs that benefit more than one program will be allocated to those programs based on the ratio of each program’s expenses to the total of such expenses.  CDA requires that all professional service costs identified for CDBG activities follow CDA’s procurement policy.  
TIP:  If allocating costs for professional service contracts and vendor payments over $2,000 –

· CDA procurement rules apply

· Costs will not be considered eligible without written CDA approval

· Office Expenses and Supplies (including office supplies and postage) – Costs must be allocated based on usage.  Expenses used for a specific program will be charged directly to that program.  Postage expenses are charged directly to programs to the extent possible.  Costs that benefit more than one program will be allocated to those programs based on the ratio of each program’s expenses to the total of such expenses. CDA requires that all office and supply costs identified for CDBG activities follow CDA’s procurement policy.  
· Equipment – Costs for allowable equipment used solely by one program are charged directly to the program using the equipment.  If more than one program uses the equipment, then an allocation of the costs will be based on the usage by each program.  Costs that benefit all programs will be allocated based on the ratio of each program’s expenses to total expenses.  CDA requires that all equipment costs identified for CDBG activities follow CDA’s procurement policy.  In addition, all CDBG-funded equipment must be maintained and logged per CDA’s equipment policy.
· Printing (including supplies, maintenance and repair) – Expenses are charged directly to programs that benefit from the service.  Costs that benefit more than one program will be allocated to those programs based on the ratio of each program’s expenses to the total of such expenses. CDA requires that all printing costs identified for CDBG activities follow CDA’s procurement policy.  
· Insurance – Insurance needed for a particular program is charged directly to the program requiring the coverage.  Other insurance coverage that benefits all programs is allocated based on the ratio of each program’s expenses to total expenses.
· Telephone/Communications – Long distance and local calls are charged to programs if readily identifiable.  Other telephone or communications expenses that benefit more than one program will be allocated to those programs based on the ratio of each program’s staff times.  Costs that benefit all 

programs will be allocated based on the ratio of each program’s staff hours to the total staff hours of all program. CDA’s procurement and equipment rules may apply.
· Facilities Expenses – Facilities costs related to general and administrative activities are allocated to programs based on a direct or indirect cost ratio. CDA’s procurement and equipment rules may apply.
· Training/Conferences/Seminars – Costs must be allocated to the program benefiting from the training, conferences or seminars.  Costs that benefit more than one program will be allocated to those programs based on the ratio of each program’s staff time to the total of staff hours. Costs that benefit all programs will be allocated based on the ratio of each program’s staff hours to the total of staff hours.

· Other Costs (including dues, licenses, fees, etc.) – Other joint costs will be allocated on a basis determined to be appropriate to the particular costs.  CDA’s procurement rules may apply.
· Post Cost Allocation Plan Approval – Programmatic information submitted to support reimbursement requests for completed units of service for performance based contracts IS NOT cost allocation support.  Subrecipient’s financial records MUST contain documentation of eligible expenditures equal to or more than amounts reimbursed with the CDBG.
Cost Allocation Certification

The OMB requires all non-profit organizations submitting cost allocation proposals to certify that all costs included in their proposal are allowable and allocable to the federal award.  The certification (located on Form 1) must be signed on behalf of the organization by an individual at a level no lower than vice president or chief financial officer for the organization.  
CDBG Activity Budget

An organizational budget sheet (Form 1) must be completed by all organizations awarded CDBG funds and must include all CDBG funded activities. Personnel Schedule(s) (Forms 2 and/or 2a) must be completed for each CDBG activity with personnel costs, as applicable.  If the indirect cost allocation method is proposed, a narrative submitted on (Form 3) explaining the justification for the indirect allocation must also be completed.
Please ensure all math calculations are correct.  Form 1 must be signed by an authorized representative for your organization.  Expenses listed under each “CDBG Activity” may not exceed the organization’s CDBG award for the activity.
Submission Instructions
An electronic version of the forms (excel format) may be found on the City of St. Louis website by taking the following path - Departments and Agencies/Community Development Administration/Information and Resources for Subrecipients/Fiscal Forms – Cost Allocation Plan Program Year 2016 or typing in the following link - 

https://www.stlouis-mo.gov/government/departments/community-development/documents/Cost-Allocation-Plan-2016.cfm
Upon completion of the forms and associated narratives, please submit two (2) copies of the documents by January 8, 2016 to:
Community Development Administration




c/o Lorna Alexander, Special Assistant for Development




1520 Market Street – Suite 2000




St. Louis, MO 63103

Please contact Ms. Alexander with questions at (314) 657-3842 or AlexanderL@stlouis-mo.gov.
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