Program Costs - 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 various program costs (excluding staff salaries and benefits). An additional tool is available to assist with allocating those 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.

4. By default, the tool automatically assumes costs are spread across all funding sources based on the percentages determined by cost allocation numbers.

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

TAB: Entry Screen – Program Numbers

This is the initial entry screen for the program. On this worksheet do the following:

1. Enter “Time Period Covered By This Report” – Enter the period covered by this tool. This might be Quarter 1 – FY2007 or FY08 Planning Tool. It will depend upon what period the tool’s information represents.

2. Enter “Total # used for cost allocation basis” – Enter the total number that drives your cost allocation process. If using student head count or units of instruction, this would be the total number of students served or units generated for the time period covered by the report.

3. Enter “Total PA” – Total Public Assistance numbers used for cost allocation process

4. Enter “Total SB” – Total State Basic numbers used for cost allocation process
5. Enter “Total FB” – Total Federal Basic numbers used for cost allocation process

6. Enter “Total F EL/C” – Total federal EL/Civics numbers used for cost allocation process.

7. Enter Indirect Costs – Entering this information is optional for this tool, but by entering it these costs will be included on the “Summary Page” of total program costs. You should enter the amount of Indirect costs charged to each specific funding source in the appropriate green cell below each funding source listed.
8. After entering information on this page, the data will automatically post throughout the workbook. If any of this information needs to be modified, it must be done so on this worksheet.

TAB: SUMMARY PAGE
No information can be entered on this page. This page is simply an aggregate of all the costs from each worksheet in the tool. In addition to the program’s total costs, there is also a breakdown of the charges by specific funding sources. In addition to the five possible sources of funding from ICCB AEFL sources, there is also a column listing “Other” charges. This column reflects the expenses covered for the program by any source other than ICCB AEFL funds.
· Each line of the budget is listed on this page.

· You can go directly to each budget worksheet by clicking the specific line you want to see. For example, clicking the Guidance line takes you to that worksheet where you can enter specific costs for each line.

TABS: INSTRUCTION, SOCIAL WORK, GUIDANCE, ASST & ADAP EQUIP, etc.
Each of these worksheets represents a specific line from the ICCB AEFL budget. Each worksheet has several similarities. These include the following:
1. The top right corner (Cell A1) has a “Return to Summary Page” hyperlink. When this is clicked, you are returned to the “Summary Page.”
2. The information from “Entry Screen – Program Numbers” has automatically been pasted in Row 5. 

3. If the “Total # used for cost allocation basis” does not match the numbers in each funding source, the worksheet will read STOP to let you know these numbers do not match. “CONTINUE” means you are ready to enter the amounts for each of the lines. Remember, to change these numbers, you must return to the “Entry Screen – Program Numbers” worksheet.
4. Each worksheet lists (in green cells) “SPECIFIC PROGRAM COSTS”. You can enter information specific to your program in these cells (This is in column A). For example, you may take Field Trips that can be charged to the Instructional line. To cost allocate this, simply click or tab into the “SPECIFIC PROGRAM COSTS” cell and enter the description of your program expense.

Each of the worksheets contains specific account descriptions. You will notice that “Supplies” and some other descriptions are listed on several different worksheets. The deciding factor for charging to each of these accounts should be based on the use of the funds. For example, if “Supplies” are purchased for instructional purposes, it should be charged to instruction. If however, the “Supplies” were for Guidance purposes, then the cost should be charged to Guidance.
In each of these worksheets there are 4 green cells below the total numbers for each funding source. However, if you click or tab into any of these cells, you will notice that a down arrow appears to the right of the cell. You can click the down arrow which will allow you to select “Exclude” if you wish to exclude a funding source for this specific line of the budget. An example of this might include a program that has EL/Civics funding, but doesn’t offer Childcare services for this group. In that case, exclude should be selected for Federal EL/Civics to ensure there are no charges to that specific funding source. If you have selected “Exclude” but then wish to include the funding source just click or tab into the cell and press backspace or delete.
To cost allocate expenses for each line of the budget, do the following:

1. Enter amounts for each line in “TOTAL CHARGES FOR TIME PERIOD” (Column B). Remember to use the “Program Specific Costs” lines to enter descriptions of costs not listed for your program.

2. Enter any amount paid by “Other” or “Institutional” sources in Column C. If no other “Other” or “Institutional” funds are used for any of these expenses, the cells in this column can be left blank.

3. Enter the amount of Performance dollars you wish to use for this charge in Column D. If no other Performance funds are used for any of these expenses, the cells in this column can be left blank.
4. After these steps, the tool will automatically calculate the costs that should be charged to each funding source.
At any time, you can click “Return to Summary Page” to see an aggregate of program charges. Complete this process for each worksheet in the tool as needed.
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