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PURPOSE: 
To communicate East Cascades Works’ (ECW) philosophy on allocating costs, to demonstrate compliance 
with 2 CFR Part 200, Uniform Administrative Requirements, Cost Principles, and Audit Requirements for 
Federal Awards, and to demonstrate the steps taken to ensure that costs are properly allocated to grants and 
funding sources.  The Chief Financial Officer/Finance Director (CFO) or their appropriate designee shall 
prepare all cost allocation reports and entries. 
 
General Philosophy 
ECW has a philosophy of providing administrative and program services in direct proportion to the level of 
benefit needed for each program.  The organization’s major functions are fundamentally the same for all 
grants it receives.   
 
The distribution base for all ECW general and administrative expenses is direct labor hours.  ECW functions 
within grant programs include but are not limited to contracting with sub-recipients for services, monitoring 
those sub-recipients for compliance, and creating partnerships within the community to further program 
outreach and achievements. ECW does not provide direct services to participants and does not maintain 
separate buildings and equipment for individual projects/grants which would necessitate further allocation of 
costs by Full-Time Equivalent (FTE), participant counts and/or square footage of property utilized.   
 
Administration and program staff utilize timecards to track direct labor hours.  Costs including staff time and 
other organizational expenses are then allocated on the equitable distribution base of direct labor hours. 
 
General and administrative costs shall be allocated quarterly. 
 
POLICY: 
The following cost centers shall be created to capture ECW general and administrative expenses, in addition 
to the cost centers created for each specific grant: 
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1. 01 – 01:  Direct Admin only costs 
2. 01 – 02:  Direct Program only costs 
3. 01 – 03:  Direct Admin and Program costs 

  
Allocating of Costs – Cost Allocation Plan 

A. Direct charge to grant – costs associated with staff and/or other expenditures whenever those costs 
can be directly related to the benefiting grants or cost objectives.  Administrative and program 
expenses are eligible for direct charging depending on grant requirements. Sub-recipient provider 
expenses and I-Trac expenses are examples of expenses that may be directly charged to grants. 
 

B. Staff wages and taxes: 
 

a. Direct Program hours – Staff will track direct program hours specifically by grant.  Wages and 
taxes by employees will then be charged directly to those grants based on the timecards. 
 

b. Direct Admin hours - staff will track admin hours specifically by grant. Wages and taxes by 
employees will then be charged directly to those grants based on the timecards. 
 

 
c. In the event a grant is received that does not cover general expenses with program funding, 

that specific grant shall be removed from the allocation of direct program hours in (a) above.     
 

 
C. Staff benefits – including the net change in quarterly vacation accrual, health benefits, and 401k 

match – initially recorded to the 01 – 03 cost center, then allocated out quarterly based on direct labor 
hours. 
 

D. Charges to direct admin-only cost center, which shall be allocated based on direct admin labor hours, 
may include but are not limited to: 
 

a. Audit services 
b. Legal services 
c. Fees and taxes 
d. Insurance 

 
E. Charges to direct program only cost center, which shall be allocated based on direct program labor 

hours, may include but are not limited to: 
 

a. Organizational expenses whenever those costs are program in nature and benefit more than 
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one program 
 

F. Charges to direct admin and program cost center, which shall be allocated based on direct admin and 
program labor hours, may include but are not limited to: 
 

a. Employee benefits as noted in “C” 
b. Facilities expenses including rent and utilities 
c. Office supplies and equipment 
d. Travel 
e. Board meetings and supplies   

 
 

G. After all cost centers have been allocated for the quarter, they will have a -0- balance. 
 

H. Occasionally amounts granted by a grantor for ECW general and administrative expenses are not 
sufficient to cover actual ECW expenses incurred.  Costs must still be allocated to these grants based 
on the allocation methods noted above, and ECW shall use other eligible funds to pay for the excess 
allocated costs.   
 

I. ECW shall re-evaluate the allocation method no less than annually.   
 

J. Use of the De Minimis – ECW has elected not to apply for a federally approved indirect rate and will 
utilize the current federal (2 CFR Part 200) de minimis indirect cost rate of modified total direct costs. 
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