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Text of Policy:

Cost Allocation Plan 

METHOD FOR CHARGING SALARIES AND WAGES

· The cost of all salaries and wages charged to a program must be supported by personnel activity reports (time sheets) that reflect an after-the-fact record of the actual activity of each employee and account for the total activity for which an employee is compensated.  

· Fringe benefit costs of each employee are charged to an activity/cost objective in the same proportion as salary/wages.     

Listed below are direct costs that are allocated and the methodology used in allocating each type of cost. 

	· Type of Cost
	· Base (s)

	· Salaries
	· Time sheets reflecting actual time worked on individual programs

	· Fringe Benefits
	· Direct salaries charged to each program

	· Supplies
	· Direct salaries costs 

	· Building rent
	· Direct salaries

	· Building insurance
	· 

	· Building repairs & maint
	· 

	· Janitorial services
	· 

	· Utilities
	· 

	· Telephone (basic)
	· Direct salaries

	· Computer support
	· Direct salaries

	· Audit expense
	· Direct salaries over the period of the audit 

	· Copier
	· Copy log/meter and direct salaries

	· Postage
	· Direct usage and direct salaries


