Employee Salary and Benefits - Cost Allocation Tool Instruction Guide

This tool is provided to assist programs with the cost allocation process. This tool’s use is optional and is not intended to replace any existing and effective tool in use by a program. The tool can be used either as a planning tool or as a method of allocating costs on a regular basis based on the cost allocation process in use by a program. Program should ensure compliance with all ICCB AEFL Policies. 

This tool is intended to be used for cost allocation of part-time and full-time employee salaries and benefits (excluding part-time instructional staff). An additional tool is available to assist with allocating other program costs.
There are several worksheets within this workbook to assist with the cost allocation process. Below are a few points that should be known prior to using the tool. 

1. All worksheets are set to print on legal paper in the landscape format.

2. Worksheets are protected and information should only be entered in cells that are in bright green. The worksheet is designed so that you will automatically tab from one green cell to the next. Unless the protection option is removed from a worksheet, you can not enter data in any of the cells that are protected. 

3. Different programs use different methods to do cost allocation. The two most common methods are student head count or units of instruction. When using the cost allocation tool, the numbers (whether head count or units of instruction) should be entered for each specific funding source.

Each tab or worksheet in the tool serves a different purpose. Below is a list of the worksheets and how they are used.

TAB: Employee List
On this screen you will enter the numbers (whether they are from student head count, units of instruction or something else) that drive your cost allocation plan. 

Quick Tip! – You can go directly to a specific employee’s information by clicking the hyperlink to the left of their name. For example, if Maria Gonzalez is employee #9, simply click the “Employee #9” hyperlink and you will go directly to her information. You can return to the Employee List by clicking the “Home” hyperlink at the top left corner of each individual employee’s sheet (Cell A1).

To use this worksheet do the following:

1. Enter Time Period covered by this report (i.e. FY07 – 2nd Quarter or FY08 Planning Document, etc)

2. Enter Program Name

3. Enter the total number used for Public Assistance in the cell below “PA #’s”

4. Enter the total number used for State Basic in the cell below “SB #’s”

5. Enter the total number used for Federal Basic in the cell below “FB #’s”

6. Enter the total number used for Federal EL/Civics in the cell below “FELC #’s”

After entering this information, you will notice the employee list now breaks down the percentage of salary and benefits that should be paid from each funding source for up to 20 employees. This is the percentage of salary and benefits that will come from each of these funding sources after any “Other” or “Performance” funds are used. To finish this part of the process do the following:

1. Enter the name of the employee. They can be part-time or full-time. (This tool will accommodate up to 20 different employees) 
REMINDER: This tool was designed for use with staff who have multiple roles within a program and who, because of the nature of their job, often work in some capacity with all the students served by a program. 

2. After typing the name of the employee, tab into the salary cell and enter the salary for the employee. This should be the total salary for the time period covered. 

3. After salary information is entered, continue to tab through the row. If any employee’s salary and benefits should not be covered by a specific funding source, select “Exclude” in that column for that specific funding source. For example, let’s assume Employee #1’s name is Dawn Smith. Dawn does many different things in your program, but she doesn’t work with any students in your Federal EL/Civics program, you would select “Exclude” for Dawn in the “FELC” column. (This can be done by clicking the down arrow to the right of the cell and selecting “Exclude” or by typing in the word “Exclude”) When this is done, the spreadsheet will automatically recalculate the percentages that should be paid from each funding source based on the new information. IF THE EMPLOYEE IS PAID FROM ALL FUNDING SOURCES, LEAVE ALL THESE CELLS BLANK.
4. Complete this process for up to 20 different employees using this tool.

After you have completed this information for your employees, you can now enter the benefits information specific to your program.

TAB: Benefits List
This is the entry screen for the benefits offered by the program. On this screen you will type in your program’s name, the time period covered and list each benefit offered by your program and each benefit’s cost. 

To use this worksheet do the following:

1. Under the column header titled “Benefits” list each benefit offered by your program. Simply click or tab into the cell and type the name of the benefit. 

a. If the title of the benefit is long, abbreviate it to make sure it fits within the cell.

b. For each benefit listed you will need to know whether it costs a percentage of salary or a specific dollar amount.

c. This worksheet accepts up to 9 different benefits specific to your program. Later in the process, you will have the option to “Exclude” benefits for specific employees. For example, your program offers Health Insurance to full-time employees, but not those working part-time. Later you will be able to exclude Health Insurance for individuals who do not receive this benefit.
2. For each benefit listed, enter either a “% of Salary” or a “$ amount” reflecting the cost of that benefit.  Do not enter both.  (Examples might include the following: Health Insurance is a benefit that cost X amount of dollars regardless of salary. The dollar costs for that benefit should be entered in the column titled “$ amount.” However, Life Insurance is another benefit offered, but it cost X percentage based on salary. The percentage amount should be entered in the column “% of Salary.”
If not all 9 cells are needed, simply leave the others as they are and return to the TAB: Employee List. Remember from this sheet you can go directly to each individual employee you’ve listed by clicking the hyperlink to the left of the employee’s name. 

TAB: MASTER REPORT SHEET
This sheet is an aggregate of all the charges incurred by your program for salary and benefits based on the cost allocation you’ve completed. Nothing can be entered or altered on this sheet since the sheet is protected. However, it does give you a breakdown by funding source for salaries and benefits. 

TAB: Employee #1, Employee #2, Employee #3, etc

These sheets are designed to allow you to cost allocate salary and benefits for individual employees based on their job description and job duties. A few things you will notice about this sheet:

1. You can return to the “Employee List” sheet at anytime by clicking the “HOME” hyperlink in the upper left corner (Cell A1). 

2. The “Employee’s Name” and the “Time Period” have already been posted to each worksheet.

3.  The percentages that should be charged to each funding source have already been posted to each worksheet. If “Other” or “Performance” funds are used, these percentages will still be used to cost allocate the remaining amount. (SPECIAL NOTE: “Other” funds include any source of funds other than ICCB AEFL grant funds used to help pay salary and benefits for the employee.) 
4. Each of the benefits you listed and the costs of each benefit have posted to each employee’s worksheet.

5. The individual salary information has automatically been posted.
Special Note: On each individual’s worksheet, there is a column titled “Personal Benefit.” This should be used only if there is a benefit unique to that employee. An example of this might include an optional health savings account offered by your agency. Enter the name of the benefit and the costs of the benefit for the time period covered by this report and it will also be cost allocated appropriately. If the is no such “Personal Benefit” simply leave these cells as they are and they will not be factored into the cost allocation process.
Quick Tip! – You will notice “STOP” in a cell highlighted in red. This cell serves as a reference to ensure the cost allocation process has been completed. Once all expenses are allocated, the cell will change to green and read “CONTINUE” to indicate the process has been completed for this employee. You will also notice that red appears in any cells below a funding source when the amount that should be charged to that source does not match the actual amount allocated. When the amounts match, the red disappears.
To complete this process for each employee, do the following:
1. In “WHAT % DO YOU WANT TO CHARGE TO “OTHER SOURCES” enter the total % of this individual salary and benefits that will be charged to sources of funding other than ICCB AEFL grant funds. For example if 10% of the employee’s salary is paid from a Literacy grant and 10% is picked up by institutional funds, enter 20% in this cell. If no other funds are used to pay this individual’s salary and benefits, leave this cell blank.
2. In “WHAT % DO YOU WANT TO CHARGE TO “PERFORMANCE” enter the total percentage of salary and benefits you want to charge to the Performance budget for this employee.

3. In the bright green cells above the names of the benefits offered by your program, select “Exclude” for any benefit offered by your program, but that this specific employee is not eligible to receive. When you click or tab into the cell, you can select “Exclude” by clicking on the down arrow on the right edge of the cell.

SPECIAL NOTE: IF THE EMPLOYEE RECEIVES ALL THE BENEFITS LISTED, YOU CAN TAB THROUGH THESE CELLS OR SIMPLY GO TO THE NEXT STEP LISTED.

4. If there is a benefit specific only to a specific individual, the name of that benefit and the cost for it for the time period should be entered in the bright green cells in the final column. If there is no benefit, simply leave the cells as they are and continue with the process.

5. You will notice that for each of the funding sources, there is a line that indicates the total amount that should be charged to that funding source. In the bright green cells to the right of each funding source line item, enter the % of time the employee spends in that activity. An example might look like the following: 

a. Let’s assume you have an employee that earns $30,000 per year and receives all the benefits eligible in your program. If you indicate that you want to pay 50% of that employee’s salary and benefits with Performance funds, then the sheet will show that half of all the salary and benefits for that employee should be charged to the Performance line. 

b. Assuming the employee spends 75% of their time doing guidance and 25% of their time doing testing and assessment, those percentages should be entered in the cells corresponding with those line items in the Performance budget. The tool will then allocate the costs appropriately based on those percentages.

6. As you scroll down the page, you will see the amount that should be charged to each of the remaining funding sources based on the numbers you entered on the Employee List. If the employee’s job duties remain the same regardless of the funding source, you will enter the same percentages to represent time spend in each of the funding sources.
REMINDER: WHEN YOU ARE INDICATING THE PERCENTAGE OF TIME AN EMPLOYEE SPENDS COMPLETING VARIOUS JOB RESPONSIBILITIES, THE % FOR EACH FUNDING SOURCE SHOULD ALWAYS EQUAL 100%. This means that 100% of that individuals time is accounted for based on job responsibilities. 

7. If any of the funding sources are excluded on the Employee List page, you will notice that nothing is charged to that funding source on that individual’s worksheet.
Complete this process for each of the employees you listed on the Employee List page. You can print any of the individual employee worksheets or the MASTER REPORT for a breakdown of all costs by salary, benefit type and funding source.
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