FUNDING POLICIES

FUNDING CLASSIFICATIONS, REQUIREMENTS AND RELATED POLICIES 
FUNDING REQUIREMENT
Agency Audited Unit Cost Report

The PLB requires an annual independent audit that will certify the true and actual PLB purchase of service contract’s unit cost, in accordance with generally accepted accounting principles.  The audited unit cost shall include all project costs and all units provided regardless of whether the units were reimbursed by the PLB, another funder or covered by the agency and shall include all direct costs and appropriately allocated indirect costs of units of service provided.  
Agencies shall determine the overall cost of general administration of their organizations.  These costs shall be allocated through a formula that spreads costs equitably to all cost centers within the agency.  The method of allocating these costs shall be documented and reviewed annually.  

An Audited Unit Cost Report is required for every project contract of $25,000 or greater.  Purchase of service contracts for less than $25,000 are exempt from the Audited Unit Cost Report requirement. (Audited Unit Cost Report)
General Guidelines

The following guidelines are intended to assist the agency in preparing the Audited Unit Cost Report and supporting schedules and to assist the agency’s auditor in conducting their audit of the agency’s unit cost report.

The Audited Unit Cost Report shall be prepared in the uniform format required by the PLB and prepared consistent with the following instructions.  Supplemental schedules A through D shall be prepared as indicated and retained for review by the agency’s independent auditor and PLB staff.
The Audited Unit Cost Report shall identify the following general information: 

1. Agency name

2. The agency’s fiscal year end date (the Audited Unit Cost Report shall report on activity during the agency’s fiscal year which may be different than the contract fiscal year).

3. The PLB Project number (which consists of a four digit project number and a two digit component number)

Agencies that contract with the PLB may also contract for the same service with other SB40 Boards (e.g. St. Louis Office for Developmental Disability Resources, Developmental Disabilities Resource Board of St. Charles County, etc.).  If an agency’s procedures, internal controls, accounting software, and reporting abilities allow them to track these services separately, then it may be appropriate to report on these services as separate programs/cost centers.  If an agency cannot report on the PLB service separately, then it is appropriate to combine the costs and report on all expenses and all units related to the service.

Guidelines for Reporting Expenses

Project expenses are categorized as direct expenses and indirect expenses.  

· Direct expenses represent those expenses that are incurred as a direct result of providing a service.

· Indirect expenses represent management and general expenses that are allocated to a project to support the service.  

All direct expenses shall be supported by appropriate documentation.  If costs are allocated by expense category (e.g. facility costs) or if management and general costs are allocated in total, the method of allocation shall be documented in writing and reviewed annually.  Any costs not applicable to the project, even if they are included in management and general costs shall be excluded in the cost allocation (e.g. bad debts, etc.).  The methodology for determining cost allocations may vary for different costs and should reasonably reflect the actual cost for that particular project. (E.g. rent and utilities may be allocated based on square footage, management and general costs may be allocated based on total agency costs, etc.)

Direct Project Expenses

1. Personnel Costs – Wages

Wages represent salary expenses for program staff providing direct service and other staff whose time is devoted directly to this project.  Examples of eligible functions include direct support of consumers, supervision of direct support staff and program coordination.  Salary expenses must be properly allocated to reflect the staff person’s percentage of time in this project.  Administrative staff wages shall be included as an indirect expense and allocated as part of management and general expenses.  When staff works in various projects during the fiscal year that varies from the budget allocation, the percentages need to be adjusted to reflect the actual time worked in each project.

Line 1 Personnel Costs – Wages, on the Audited Unit Cost Report equals the total from Schedule A Personnel Costs – Wages.

To complete Schedule A: (Schedule A)
a.
Complete the Agency Name, PLB Project # and Fiscal Year End Date.

b.
In the Staff Name column, record the names of staff who work directly in the project.  This should not include management and general staff (e.g. finance department, administrative staff, etc.).

c.
In the Title column, record the staff persons’ respective titles.

d.
Record each staff person’s total wages either by quarter for the fiscal year or in total only for the fiscal year.  (For some agencies it may be easier to accumulate this information on a quarterly basis.)

e.
In the Project Percentage column, indicate the percentage of the staff’s wages that are directly related to this service for the fiscal year indicated.  For example, if a staff person’s time is allocated among multiple services, enter the percentage of time they worked in this service for the fiscal year indicated, if a staff person only works in this service, enter 100%.  (If an agency’s payroll system separates and reports the staff payroll expense by project for each pay period, enter the total wage expenses for the service and indicate “100%” as the respective project percentage.)
f.
In the Project Portion column, multiply the Total Wages by the Project Percentage to determine each staff person’s wages related to this service.

g.
Total the Project Portion column and transfer the amount to Line 1 of the Audited Unit Cost Report.

h.
Enter the name of the agency staff person that confirmed the percentage of time for each agency staff person.

2.
Personnel Costs – Benefits

Benefits represent fringe benefit expenses incurred by the agency for the staff whose time is devoted directly to this project as reported on Schedule A.  Examples of eligible fringe benefit expenses are included on Schedule B, such as employer FICA match, workers compensation premiums, retirement plan contributions, as well as various employer paid insurance coverage.

Line 2 Personnel Costs – Benefits on the Audited Unit Cost Report equals the total from Schedule B Personnel Costs – Benefits.

To complete Schedule B: (Schedule B)
a.
Complete the Agency Name, PLB Project # and Fiscal Year End Date.

b.
In the Staff Name column, record the names of staff names who work directly in the project.  These staff should agree with the staff listed on Schedule A, and should not include management and general staff (e.g. finance department, administrative staff, etc.).

c.
In the Title column, record the staff persons’ respective titles.

d.
Complete all columns for each respective staff.  For the various employer paid insurance premiums, be sure to include only the employer paid premium (including dependents), i.e. do not include the portion of the premium paid by the employee. 

e.
In the Project Percentage column, indicate the percentage of the staff person’s benefit expenses that are directly related to this service for the fiscal year indicated.  

f.
In the Project Portion column, multiply the Total fringe benefit expenses by the Project Percentage to determine each staff person’s fringe benefit expenses related to this service.

g.
Total the Project Portion column and transfer the amount to Line 2 of the Audited Unit Cost Report.

3.
Consumable Project Equipment/Supplies

Consumable project equipment/supplies include expenses that are directly incurred to provide the service.  Examples of eligible expenses include, first aid supplies, linens (for in-facility projects), activities supplies, etc.

4.
Office Equipment/Supplies

Office equipment and supplies include expenses that are directly incurred in order to provide the service.  Examples of eligible expenses include printing/copying supplies, envelopes, administrative office supplies, computer supplies, equipment leases, and depreciation expense for equipment.  All expenses shall be properly allocated to reflect the percentage directly related to this project.  Any direct administrative costs shall be deducted/excluded from the Administrative Allocation (indirect expenses) calculation.

5.
Facility Costs

Facility costs include expenses that are directly incurred to provide the service as identified on Schedule C.  All expenses shall be properly allocated to reflect the percentage directly related to this project.

Line 5 Facility Costs on the Audited Unit Cost Report, equals the total from Schedule C Facility Costs.

To complete Schedule C: (Schedule C)
a.
Complete the Agency Name, PLB Project # and Fiscal Year End Date.

b.
If an agency is allocating Facility Costs from multiple locations, report eligible expenses for each location separately. 
c.  
In the Project Square Footage column, identify the respective number of square feet that the project utilizes.  Include square feet that are occupied by the activity or by the program’s staff.

d.
In the Total Square Footage column, indicate the total square feet of that facility/location.

e.
Divide the project square footage by the total square footage to calculate the Project Percentage.

f.
Direct facility costs shall be reported on the line below the allocated expenses for each location.

g.
In the Agency Total column, list the expense for the eligible expense categories listed. In the Project Portion column, multiply the Project Percentage by the Agency Total for each line item.

h.
Total the Project Portion column and transfer the amount to Line 5 of the Audited Unit Cost Report.

6.
Communication

Communication includes expenses that are directly incurred to provide the service.  Examples of eligible expenses include pager and cellular phone services, postage, printing, etc.  All expenses shall be properly allocated to reflect the percentage directly related to this project.

7.
Staff Training

Staff Training includes expenses directly incurred for staff to remain current on required training, practices and standards, and to acquire new skills.  Examples of eligible expenses include reasonable conference registration fees, travel expenses related to conferences, tuition costs, fees paid to group trainers (such as CPR training), etc.  All expenses shall be properly allocated to reflect the percentage directly related to this project.

Conferences/training related to national accreditations should not be included.

8. Staff Travel

Staff travel includes expenses directly incurred to provide the service.  

Schedule D Staff Travel must be completed only for those projects where the staff travel expense is equal to or greater than 5% of the total project expenses on the Audited Unit Cost Report.

To complete Schedule D: (Schedule D)
a.
Complete the Agency Name, PLB Project # and Fiscal Year End Date.

b.
In the Staff Name column, record the names of staff that work directly in the project.  These staff should typically agree with the staff listed on Schedule A, and should not include management and general staff (e.g. finance department, administrative staff, etc.).

c.
In the Title column, record the staff person’s respective titles.

d.
In the Total column, report the mileage reimbursement expenses included for the twelve months.

e.
In the Total column below the chart report any project related parking fees.

f.
In the Total column below the chart report any other project related travel expenses.

g.
Transfer the Total Project Staff Travel amount to Line 8 of the Audited Unit Cost Report.

9.
Vehicle Operating Costs

Vehicle operating costs for agency owned or leased vehicles include expenses directly related to providing the service.  Examples of eligible expenses include vehicle rental, gasoline, vehicle repairs, and preventive maintenance.  All expenses shall be properly allocated to reflect the percentage of vehicle operating costs directly related to this project.
10.
Professional Services/Fees

Professional services/fees include expenses directly related to provide this service.  Examples of eligible expenses include consulting fees, interpreters, or licensing renewals.  These expenses do not include general agency professional fees such as legal or audit fees – these types of professional fees may be allocated as an indirect administrative allocation.  Legal or audit fees directly related to the project may be included.
11.
Client Assistance

Client assistance includes expenses that directly benefit the consumer, such as event costs.  All expenses shall be properly allocated to reflect the percentage directly related to this project.  This does not include items outside of the Service Definition of the project such as items that a consumer could not afford and the agency elected to purchase for the consumer (e.g. household supplies, groceries, medication, etc.).  This type of benevolent assistance is to be funded through the agency’s fundraising efforts or other sources and shall not be included in the Audited Unit Cost Report.

12.
Food Costs

Food includes costs directly benefiting the consumer and directly related to the service provided, such as in-facility residential and camp projects.  All expenses shall be properly allocated to reflect the percentage directly related to this project.  Agency food expenses, such as staff meals, should not be included in the Audited Unit Cost Report.

13.
Total Project Direct Expenses
Once all Direct Expenses have been reported on the Audited Unit Cost Report, total the Project Direct Expenses on the Audited Unit Cost Report.
Indirect Expenses

14.
Administrative Allocation

Even if an agency’s administrative expenses exceed 15% of the agency’s total expenses, the PLB limits administrative allocations to 15% of the total project expenses when determining the PLB unit rate.  

Administrative costs should not include nationally affiliated association costs and/or fundraising costs.  Examples of eligible expenses include:  insurance, other professional fees, allocated wages and benefits of support staff (e.g. finance, human resources, administrative, etc.) information technology expenses, etc.  
Any costs related specifically to other activities or services shall be excluded in the cost allocation.
15. Total Project Expenses

Once all expenses have been reported on the Audited Unit Cost Report, total the Project Expenses on the Audited Unit Cost Report.

16.
Total Units Provided
Per the PLB’s Funding Manual, a unit is defined as one hour (sixty minutes) of face to face service/support directly related to the consumer’s outcomes as identified in the individual’s support plan and/or person centered plan as it relates to the PLB funded project.

Some exceptions to the face to face requirement do apply for ISLA and Supported Employment projects, and where the Board has approved a specific waiver of policy.  Other exceptions exist where a unit is defined as a trip or as a daily rate. (See the PLB Funding Manual Purchase of Service Definitions)

Enter the total number of units of service provided during the fiscal year on the Total Units Provided line.  This shall include all units provided, including those that were not reimbursed by the PLB due to the agency providing more units than contracted for and units provided for another funding source and those provided to non-PLB consumers if the Total Project Expenses include expenses related to non-PLB consumers (i.e. consumers in other counties or consumers in St. Louis County who do not meet PLB’s eligibility requirements).

Cost Per Unit
Divide the Total Project Expenses by the Total Units Provided to calculate the Cost Per Unit.
