Items required in a cost allocation plan (CAP) proposal for state & local governments:

1. Contact person information (preferably the person who prepared the proposal):

Name and position title

Email address (very important)

Mailing address

Phone & fax numbers

Entity’s Internet website address if any

2. Entity’s written policy for allocating and identifying direct and indirect costs, i.e. cost allocation methodology.

3. Description of accounting system.

4. Is Entity direct charging everything and there are NO indirect costs to be allocated?  If yes, a NBC approval letter on file is required.  If no, need to reapply annually and need to provide the following information:

a. Line item expenditure description (what costs are included in the line item) and how the cost is being allocated to the programs (what type of basis used in the allocation, such as labor hours, square footage, etc.).

b. A schedule that summarize total costs by line item expenditure (such as salaries, travel, supplies, etc.) or cost function (such as administration, HR, legal, environmental, etc.) which should include but not limited to:

Total expenditure (reconcilable to the audit if using actual numbers)

Exclusions

Direct costs

Allocated Indirect costs

(see example attached)

5. Fiscal period for which a CAP is proposed for.

6. Entity’s tax identification number or EIN (employer identification number).

7. Most recent organization chart.

8. Signed certification of cost allocation plan.

9. A copy of the 3 most recent CAP approval letters if any (1st year submission only).

10. Schedule of federal funding with majority federal funding listed on top.
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