Live demonstration via Excel: 
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Demonstrate- How each employee’s allocation affects the final shared cost percentages. Even small changes in employee effort can significantly impact the final allocation of percentages applied across grants and programs.
· Employee allocations should be supported by timesheets, personnel activity reports, or documented time studies.
· Allocation percentages should reflect actual work performed and the programs benefiting from that work.
· As staffing, programs, and organizational activities change, allocation percentages may need to be updated.
· Cost allocation is a dynamic process and should not remain unchanged simply because it has been used historically.
· Each employee's total allocation should equal 100%. Allocations exceeding 100% may indicate duplicate charging or errors in the allocation methodology.
Discussion Questions
· When should allocation percentages be recalculated? 
· How significant must an organizational change be before the allocation basis is updated?
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This tab teaches how to take one shared bill and divide it across grants using a logical basis, like FTE allocation or square footage. Attendees should recognize the relationship between allocation bases and the benefiting programs.
Discussion- how the previous tab feeds this tool.
Demonstrate the calculations.
Understand why different types of costs may require different allocation methodologies. Have a discussion how always using the same base may skew the allocation if the base is not appropriate and the relationship between cost and benefit are not correct.
These allocations may be programed into their accounting software (distribution codes).
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This looks at the whole organization and how allocations and changes in FTEs can affect a full organization. We can demonstrate the ripple effect of cost allocation decisions. 
Discussion Topics- An approved grant budget establishes the maximum amount that may be charged to a grant. It does not automatically make costs allocable to that grant. Actual charges must still follow the organization's approved cost allocation methodology and reflect the benefit received.
Discussion Topics- Just because there are available funds, does not mean you can charge that to the grant and bypass the allocation plan. Grants that go over still need their fair share of the cost. Equitable and consistent is our goal. 
Shared costs should be allocated based on the benefit received and the approved allocation methodology. The availability of grant funds should not determine how costs are assigned. Programs that benefit from shared services should receive their equitable share of costs, even when a grant is over budget, or another grant has funds remaining.
Discussion Questions
· Should costs be shifted simply because one grant has available funding? 
· Does an overspent grant still need to receive its fair share of indirect costs? 
· What happens if the agency reallocates costs solely to avoid a deficit?
Scenario
One grant has exceeded its budget. Management suggests excluding the program from future indirect allocations because "there's no money left to charge."
Discussion Questions
· Does a program stop benefiting administrative support once its budget is exhausted? 
· Would excluding the grant shift its share of costs to other funding sources?
Cost allocation is not about making the “numbers work”. It is about distributing costs equitably, consistently, and based on documented benefits received across the entire organization.
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Employee 2 10% 15% 0% 5% 20% 5% 10% 5% 30%
Employee 3 10% 10% 5% 2% 13% 28% 2% 15% 5% 10%
Employee 4 10% 15% 75%
Employee 5 20% 10% 10% 50% 10%
Employee 6 0% 0% 0% 0% 100%
Employee 7 5% 5% 40% 50%

Employee 8 5% 5% 40% 50%

Employee 9 5% 5% 40% 50%

Employee 10 5% 5% 40% 50%

Employee 11 5% 5% 40% 50%

Employee 12 5% 5% 40% 50%

Employee 13 50% 0% 50%

Employee 14 0% 100%

Employee 15 0% 100%

Employee 16 50% 50%

Employee 17 50% 50%

Employee 18 50% 50%

Employee 19 50% 50%
Employee 20 30% 60% 10%
Employee 21 80% 20%

Employee 22 80% 20%

Employee 23 10% 10% 50% 30%

Employee 24

4.83% 15.86% 12.18% 2.62% 8.41% 24.51% 0.32% 20.69% 0.46% NA
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Invoice: IT Bill

Shared Cost CAP % Amount: $ 3,000.00 General shared cost using the FTE allocation:
4.38% $ 131.25 Copier Lease
14.38% $ 431.25 Dues & Subscriptions
11.04% $ 331.25 Equipment Maintenance
2.38% $ 71.25 Info Systems
7.63% $ 228.75 Business Insurance
22.21% S 666.25 License & Fees (Software licenses)
0.29% S 8.75 Office Supplies & Software
18.75% $ 562.50 Payroll Processing Fees
0.42% $ 12.50 Postage
6.67% $ 200.00 Communications
2.50% $ 75.00
9.38% $ 281.25
100.00% S 3,000.00
Invoice: Rent
Sq Footage Amount: $ 10,000.00 General shared cost using the "Square Footage" allocation:
900 20.09% $ 2,008.93 Building Maintenance
500 11.16% $ 1,116.07 Utilities
120 2.68% $ 267.86 Rent
120 2.68% $ 267.86 Property insurance
300 6.70% $ 669.64 Janitorial services
500 11.16% $ 1,116.07 Security services for facilities
500 11.16% $ 1,116.07
120 2.68% $ 267.86
120 2.68% $ 267.86
500 11.16% $ 1,116.07
500 11.16% $ 1,116.07
300 6.70% $ 669.64
4480 100.00% $ 10,000.00
Key:
Reasonable

Consistently applied
Supported by a logical relationship between the cost and the
benefiting program
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Grant 13 Rev - - - - - - - - - - - - - 48,000.00 - 48,000.00
‘Grant 10 Outreach - Region 1 - - - - - - - - - - - 46,140.55 - - - - 46,140.55
‘Grant 10 Outreach - Region 2 - - - - - - - - - - - 7,500.00 - - - - 7,500.00
‘Grant 10 Other Revenue - - - - - - - - - - - 75,743.53 - - - - 75,743.53
Fundraising - - - - - - - - - - - - - - - 7500000 75,000.00
Interest - - - - - - - - - - - - - - 120,000.00 120,000.00
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Salaries & Wages. 76,72151  198,246.29  143,077.80 - 45,740.00 109,615.95 574,401.54 305,353.20 5,450.00 260,146.13 7,250.00 70,924.15 39,087.59 148,052.55 - - 1,410,865.22
Employee Health Insurance 17,093.63 29,188.46 37,369.43 - 5,401.20 22,663.39 131,716.12 71,786.90 198.54 58,184.04 253.01 16,648.53 6,04.10 31,810.29 - - 316,846.53
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Accounting Services 250.21 52211 63147 - 135.83 436.07 2,275.68 1,270.09 1668 107231 2383 38127 18297 536.16 - - 5,719.00
Audit 1,594.03 5237.53 4,022.03 - 865.33 277817 14,498.09 8,091.61 106.27 683156 15181 2,429.00 91088 3,415.78 - - 36,435.00
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Conferences & Training 8,000.00 - - - - 4 8,000.00 3,101.98 3,700.00 2,000.00 - - 6,000.00 - 8,000.00 5,000.00 35,801.98
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Direct Dues 775.00 - - - - 8,657.00 " 2,432.00 1313061 27,600.00 - - - - - - - 50,162.61
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Events Expense - - - - - -1 - - - - - - - - - - -
Fundraising Event - - - - - 4 - - - - - - - - - 12,000.00 12,000.00
Info systems 2,067.12 6,791.98 5,217.03 - 112215 3,602.70 18,800.99 10,493.12 137.81 8,859.11 196.87 3,149.90 118121 4,429.55 - - 47,248.56
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License & Fees 33.03 108.53 8336 - 1793 s57.57 300.42 167.67 220 14156 315 5033 1887 70.78 - - 75499
Food/Beverage/Entertainment Expense - - - - - - 1 - - - - - - - - - 10,000.00 10,000.00
Exec Director Discretionary - - - - - - - - - - - - - - - 5,000.00 5,000.00
Employee Morale/Appreciation - - - - - A - - - - - - - - - 5,000.00 5,000.00
Office Supplies & Software 861217 2,820.70 2,173.53 - Y 26751 " 1,500.97 7,820 " 4,371.67 57.41 3,690.51 82027 131232 7 19212 1,845.45 B B 19,684.84
Outreach & Education - - - - - -7 - - 500.00 5,267.00 - - - - - - 5,767.00
Payroll Processing Fees 42981 141222 1,084.75 - 23332 749.09 3,900.19 218178 2865 1,842.08 2033 65094 245.60 92101 - - 9,824.15
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