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FOR AREA AGENCIES ON AGING

	GENERAL INSTRUCTIONS

The 2017 AAA cost allocation plan must be submitted to Aging and Long-Term Support Administration (ALTSA) by the due date stated within the corresponding Management Bulletin (MB).  The process outlined in the cost allocation plan must agree with the corresponding Area Plan budget.  This cost allocation plan covers the period from January 1, 2017 through December 31, 2017.  

1. The cost allocation plan must contain the following documents:
A. Written Cost Allocation plan using the ALTSA prescribed template

B. Supporting allocation worksheets

C. Copies of blank Personnel Activity Reports 

D. Organization Chart 

E. Staffing Plan

F. Any other documentation supporting the allocation of costs

2. The cost allocation plan must include the following:
A. All cost centers – a cost center is a function, organizational subdivision, grant, project, service, or other activity for which cost data is needed and for which costs are incurred.
	
B. All cost pools - a cost pool is the accumulation of like costs to be allocated to benefiting funding sources by a method that will produce an equitable result in consideration of relative benefits received.

At a minimum, AAAs must identify the following cost centers and/or cost pools:
i. Administration
ii. Information and Assistance (unless activities can be identified and direct charged to applicable I&A funding sources)
iii. Case Management
iv. Nursing Services 
v. Contract Management

C. A clear connection of all cost centers and cost pools to all applicable funding sources.

D. A listing of all cost allocation methodologies used.

E. When the costs of ALTSA programs are supported in part with non-ALTSA funding, the information for those funding sources must be included.


3. The forms and instructions can be accessed on the ALTSA Intranet as attachments to the corresponding Management Bulletin or at http://adsaweb/aaa/BF/Budget .  If you cannot access these forms please contact Anna Glaas at (360) 725-2374.

4. The completed cost allocation documents must be submitted electronically to your SUA liaison with a copy to Anna Glaas and Patricia Draleau by the due date outlined in the MB.

5. For additional information refer to Chapter 9 of the AAA Policy and Procedures Manual at http://intra.altsa.dshs.wa.gov/docufind/AAAPPManual/


SPECIFIC INSTRUCTIONS

1. Name:  Enter the name of your Area Agency on Aging.  

2. Effective Date: The effective date, January 1, 2017 has been entered.

3. Description of Agency:  Describe your AAA including the following:

· Type of organization (County, Council of Governments (COG), Tribal Government)
· Fiscal year

Example –
The XYZ AAA is a stand-alone local governmental entity governed by a Council of Governments.  The XYZ AAA’s primary mission is to assist senior citizens and adults with disabilities to identify resources and services available to them, and if needed, assist in accessing these services so that they may live as independently as possible in home and community settings.  Additionally, the XYZ AAA funds a variety of community agencies providing services to the elderly using State and Federal appropriations.  The XYZ AAA operates on calendar year.


4. Federal Cost Principles and Regulations:  Enter the Federal regulations that are applicable to your organization.

Example –
As an Area Agency on Aging expending pass-thru funds from DSHS, originating from Health and Human Services, we are subject to 45 CFR Part 95. This Cost Allocation Plan has been designed to be in compliance with Section 95.507(b) and is a Public Assistance Cost Allocation Plan as described in Appendix VI of 45 CFR Part 75.   The XYZ AAA does not use an indirect rate to charge or bill for administration costs.  


5. General Funding Description:  Enter a general description of the funding sources of your organization.  

Example –
The XYZ AAA operates programs funded through the State of Washington, Department of Social and Health Services (DSHS), Aging and Long-Term Support Administration (ALTSA).  A small amount of funding is also received by the Multipurpose Center for the Long-term Care Ombudsman program and miscellaneous local funds, which usually provide for very specialized programs at the local level.  

6. Funding Source Information:  Identify all funding sources of the AAA, including non-ALTSA funding sources that support shared costs with the AAA operations.  Every funding source must list how shortages in funding will be accounted for. In addition, all applicable funding requirements and expenditure restrictions must be described. 

Example –
The following is a list of funding sources supporting AAA operations as of January 1, 2017. Funding sources can be fluid; therefore, additional funding sources may become available or may be discontinued throughout the year. If this should occur this document may need to be revised.

Many funding sources have restrictions on the amount of administration costs they will allow and others will not fund any administration costs.  

Title III, Older American’s Act (OAA) Titles IIIB, IIIC1, IIIC2, IIID, IIIE - 
In order to charge expenditures to Title IIIB Coordination, Area Agency Planning/Administration costs must equal 10% of the total expenditures for all of these funding sources.   Area Agency Planning/Administration costs in excess of this amount can be charged to Senior Citizens Services Act (SCSA) or other local funds.  

OAA Title IIID – Area Agency Planning/Administration costs cannot be charged to this funding source.  Applicable administration costs are charged to Title IIIB, SCSA or local funding.  
 
OAA Title IIIE - Title IIIE Planning/Administration cannot exceed 10% of the total Title IIIE expenditures.  Planning/Administration costs in excess of this amount can be charged to State Family Caregiver Support or other local funds. 


7. Cost Pools:  List and describe all cost pools.  At a minimum, there must be a cost pool to allocate shared administrative costs across all funding sources of the AAA.  If the AAA incurs expenditures from a host organization, the allocation of those expenditures must be described as well. Normally these are the expenditures reported on line .12 of the area plan budget, Interfund Payments for Services.

Example-
Administration Cost Pool - Cost that cannot be directly attributed to a specific program and/or funding source, and that benefit the agency as a whole, are captured in this pool.   These costs are allocated based on dollars dispersed for the current month.  

[Note: The types of costs and staff positions are included in the example Cost Allocation Section below; therefore, it is not necessary to repeat the information in this section.  All AAA staff positions must be identified in the written plan.] 


8. Cost Allocation:  Describe every cost center of the organization.  Include enough information to verify that ALTSA funding is not charged for any non-ALTSA program expenditures.  At a minimum, each cost center must include the following:

· List of staff titles charged to the cost center. These should tie to the Staff FTE Breakout tab in the Area Plan Budget workbook.
· Types of costs included (i.e., supplies that are identified as benefiting the cost center exclusively)
· Methodology for allocating costs (i.e., if charges originate from a cost pool, it must be referenced in the specific cost center and be described in #7 above)
· Frequency of data collection
· Frequency of cost allocation system update

Example -
Administration:  Administration consists of the time and effort expended to oversee and support AAA operations.  Administrative functions include the director and immediate support staff, the finance unit, human resources, and any other staff positions that provide general services to the agency.  It also includes the general budgeting and cost control duties of senior management as documented in their personnel activity reports.  These costs are allocated through the Administration Cost Pool. The following positions are included:
 
	Director (except for direct services reflected in the personnel activity report)
	Accountant
	Fiscal Tech
	Human Resource Manager
	Information Technology Manager
	Admin Secretary
	Receptionist 

Staff that perform administrative functions will report their time on a monthly personnel activity report.  The Administration cost center does not include supervision and daily management of direct service functions; these activities are identified within the cost centers for those specific activities as described below.  

The Director completes a monthly personnel activity report and will report actual time between administration and coordination.  Time attributed to administration is included in the Administration Cost Pool and Coordination is charged directly to Title 3B Coordination.   

Cost Allocation Methodology (check those that apply)
[bookmark: Check7]Direct Charged 		|X|	 
[bookmark: Check8]Dollars Disbursed 		|X|	 
[bookmark: Check9]FTEs Disbursed   		|_|	
[bookmark: Check10]		Staff Effort 			|_| 	 
[bookmark: Check11]		Case/Person Counts		|_|	 
[bookmark: Check12]		# of Transactions/Contracts	|_|
[bookmark: Check13]		Other {describe}		|_|
[bookmark: Check14]		Other {describe}		|_| 

[bookmark: Check2]		Frequency of data collection – Daily |X|  Monthly |_|   Quarterly |_|
[bookmark: Check5]Frequency of cost allocation updated –    Monthly |X|   Quarterly |_|


9. Additional Distributions:  List additional distributions that are not included in the Cost Allocation section above.  An example may be the allocation of rent. 

Example-
Building rent is allocated based upon FTE.  Rent cost per FTE is calculated.  The applicable rent will be charged to programs according to direct staff activities. The Administration Cost Pool will be charged the portion of rent allocated to staff charged through that pool.  


10. General Information:  Add any additional information needed for the reader to have a complete understanding of how costs are charged.

Examples- 

Fringe Benefits and Travel - Fringe benefits and travel costs are included with salaries and allocated accordingly.  

Goods and Services – These costs are direct charged when identified to a specific program or activity and will follow the allocation of the direct salaries for that program or activity. Goods and services that cannot be identified to a specific program are charged to the Administration Cost Pool.    

Personnel Activity Reports - Reports are to be completed monthly and signed by staff and their direct supervisor.  If a staff member’s personnel activity report is not received prior to the preparation of the financial records and/or billing, the prior month’s activity report will be used.  When the current month’s report is received, it will be compared to the activity report used in the preparation of the financial records to determine if a difference resulted. If different, an expenditures adjustment will be made in the following month.  


11. List of Supporting Documentation: List all of the supporting documentation attached.

Examples- 
   Organizational Chart
   Staffing Plan 
   Cost Allocation Worksheet
	Personnel Activity Reports
	Time Study Documents









12. Below is a listing of Approved Cost Allocation Methodologies:
	
·    Case/Person Counts - Costs are allocated based on the population served. For example cases, claims, clients, participants, or average resident population.

·    Direct Charge - Costs are charged directly to the benefiting program(s), which receive benefits from the service or activity.  For example, if a staff person completes a time sheet/activity report and their associated costs are based on the results of their specific time these costs would be direct charged.

·    Dollars Disbursed - Costs are allocated based on dollars disbursed in an identified area.

·    Staff Effort - Costs are allocated based on hours worked or activities performed by AAA or contracted staff.  This information is gathered in the form of Random Moment Time Samples (RMTS), Time Studies, Time Sheets, etc.  For example, a unit’s time sheets are summarized and the results are used to calculate allocation percentages. 

·    FTE’s Disbursed - Costs are allocated based on FTE’s disbursed in an identified area.

·    Pieces Mailed - Costs are allocated based on the type and number of pieces of mail distributed monthly.

·    Transactions Counted - Costs are allocated according to the number of transactions processed when allocating system counts.

·    Other Reasonable Methods - Costs may be allocated in any manner acceptable under 2 CFR 200.400 Subpart E – Cost Principles. Any other methods must be approved by DSHS. 
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