Budget Tips - WIA
Allowable Administrative Costs


Code of Federal Regulations

http://www.dol.gov/dol/allcfr/Title_20/Part_667/20CFR667.200.htm
· Administrative costs cannot be more than 10% of the Contract.  (If you use an Indirect Cost Rate (IDC), you must supply an approved rate agreement).

· A combination of IDC and direct Administrative costs charges is allowable, but the combined charges cannot be more than the 10% of the allocation. (The costs of organization-wide management functions are administrative).
· Profit can be up to 10% of contract award 

· Human Resources (Personnel Management), Advertising for employee job openings and background checks for your organization are considered an Administrative cost expense and conducting public relations/advertising activities which are not related to program outreach.
· Personnel and related non-personnel costs, including project directors, who perform both administrative and programmatic services or activities may be allocated as administrative or program costs based on documented distributions of actual time worked (time sheets) or other equitable allocation methods. (Costs of staff who provide program services directly to participants and, where applicable, the first line supervisors and/or team leaders responsible for those staff are classified as a program cost.)

· Continuous improvement activities are charged to administration or program category based on the purpose or nature of the activity to be improved. Documentation of such charges must be maintained

· Accounting, budgeting, financial and cash management functions, payroll
· Procurement and purchasing functions

· Property management;

· Audit functions;  Coordination of the resolution of findings as a result of audits, reviews, investigations and incident reports;

· General legal functions – allocable and or specific to your program
· Development of systems and procedures, including information systems, required for Administrative functions, for example, personnel, accounting and payroll systems (development of information systems and procedures that support the programmatic function are allowable as program costs.) 
· All other expenses can be program.
General Information
· Advertising expense is only allowable for the purpose of advertising the program you’re running, i.e. You cannot charge for general advertising for your organization.

· You must supply a copy of your Rental/Lease Agreement to support charges to the budget.

· If you own your space and are charging part of the expense to the contract, you must the use the USE Allowance calculation.  You must provide support of the original acquisition cost and basis for % charged.

· You must supply copies of Equipment Lease Agreements to support charges to the budget.

· Under Staff Salaries and Fringe Benefits, you must supply the actual annual salary of staff including fringe benefits and then allocate the % of time for the contract.

· If you have more than one contract, you cannot allocate more than 100% for rent, employee’s time and salary etc.

· Equipment – Any purchase of a single piece of equipment over $5,000 must first be approved by the state.  In order to receive approval, you must obtain 3 independent bids and submit the reason for purchase in writing to PWDC Finance.  PWDC Finance will forward the request to the state.

· All Consultant line items must be supported by an approved Contract Agreement detailing a scope of work and payment schedule.

1. If you do not have a cost allocation plan and have more than one contract, you must be able to detail/support how you allocate costs. 
2. If awarded a contract, PWDC reserves the right to audit all applicable expenses.

3. Provide as much detail as possible, i.e. Supplies for $20,000.  What is included..
