Shenandoah RC&D
Financial Procedure
Cost Allocation — Administrative Funds

The following information summarizes the procedures that will be used by Shenandoah Resource
Conservation and Development Council:

A

Travel Costs - Allocated based on purpose of travel. All travel costs (local and out-of-
town) are charged directly to the program for which the travel was incurred. Travel costs
that benefit more than one program will be allocated to those programs based on the ratio
of each program’s salaries to the total of such salaries. Travel costs that benefit all
programs will be allocated based on the ratio of each program’s salaries to total salaries.

Professional Services Costs (such as consultants, accounting and auditing services) -
Allocated to the program benefiting from the service. All professional service costs are
charged directly to the program for which the service was incurred. Costs that benefit
more than one program will be allocated to those programs based on the ratio of each
program’s expenses to the total of such expenses. Costs that benefit all programs will be
allocated based on the ratio of each program’s expenses to total expenses.

Office Expense and Supplies (including office supplies and postage) - Allocated based on
usage. Expenses used for a specific program will be charged directly to that program.
Postage expenses are charged directly to programs to the extent possible. Costs that
benefit more than one program will be allocated to those programs based on the ratio of
each program’s expenses to the total of such expenses. Costs that benefit all programs
will be allocated based on the ratio of each program’s expenses to total expenses.

Equipment — Shenandoah RC&D depreciates equipment when the initial acquisition cost
exceeds $5,000. Items below $5,000 are reflected in the supplies category and expensed
in the current year. Unless allowed by the awarding agency, equipment purchases are
recovered through depreciation. Depreciation costs for allowable equipment used solely
by one program are charged directly to the program using the equipment. If more than
one program uses the equipment, then an allocation of the depreciation costs will be
based on the ratio of each program’s expenses to the total of such expenses. Costs that
benefit all programs will be allocated based on the ratio of each program’s expenses to
total expenses.

Printing (including supplies, maintenance and repair) - Expenses are charged directly to
programs that benefit from the service. Expenses that benefit more than one program are
allocated based the ratio of the costs to total expenses. Costs that benefit more than one
program will be allocated to those programs based on the ratio of each program’s
expenses to the total of such expenses. Costs that benefit all programs will be allocated
based on the ratio of each program’s expenses to total expenses.

Insurance - Insurance needed for a particular program is charged directly to the program
requiring the coverage. Other insurance coverage that benefits all programs is allocated
based on the ratio of each program’s expenses to total expenses.

Training/Conferences/Seminars — Allocated to the program benefiting from the training,
conferences or seminars. Costs that benefit more than one program will be allocated to
those programs based on the ratio of each program’s salaries to the total of such salaries.
Costs that benefit all programs will be allocated based on the ratio of each program’s
salaries to total salaries.
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H. Council Outreach and Project Support — Allocated to the program benefiting from
Council Outreach and Project Support.

I.  Recognition of Leadership and Support Services - Allocated to the program benefiting
from Recognition of Leadership and Support Services.

J. Other Costs (including dues, licenses, fees, etc.) - Other joint costs will be allocated on a
basis determined to be appropriate to the particular costs.

K. Fundraising and Board Development costs.

Because administrative expenses for the RC&D Council are direct expenses that the Council is
responsible for paying, it will request an allowable percentage of funding from project grants.



