FY2016 Indirect Cost Rate Proposal

Helpful Tips for Completing FY16 Indirect Cost Rate Proposal Microsoft Excel Worksheets 

· Instructions
· Refer to 2016 INDIRECT COST RECOVERY PLAN FOR OHIO SCHOOLS DISTRICTS INSTRUCTIONS for complete instructions.
· For worksheet specific instructions refer to pages 33-36 of the instructions.

· Required Documentation
              1) Legacy reports by object and function must be submitted with your indirect cost rate package.  
· If your entity does not use the Legacy reporting system, you will need to submit a comparable financial report.  The reports must be by function (program, sub-program and activity) and object (goods or service received) and provide the sufficient level of detail needed to support the costs reported in the proposal (especially the excluded costs listed on Schedule B). 
· Submitting reports that contain insufficient level of detail or an excessive amount of detail will delay or prevent the approval of the indirect cost rate (ICR).  Please review the sample legacy reports for guidance on the level of detail required.  

           2)  Financial report listing FY2014 contracts for all funds.  This report will be used to reconcile Schedule A.
· The report must include all contracts for direct service function codes 1100 – 4600.  Do not include contracts for indirect cost (functions 2400, 2500, 2600, 2700 and 2900); unless the contract is considered a direct cost by your LEA. 

              3)  Financial Report listing all employees who terminated employment during FY2014 and were compensated
                    unpaid leave.  This report should be for all funds and will be used to reconcile Schedule D.

· Completing the Worksheets
· Only the fields highlighted in yellow require entry.
· All other fields will automatically populate based on information entered on other schedules within the workbook.
· Please be sure to review all forms and schedules for accuracy before submitting the ICR packet – including the forms and schedules that did not require information to be entered.   

· Schedule of Expenditures – Restricted Rate
· There should be no negative numbers on this schedule.
· In Column C, enter ALL expenditures for the categories listed - include all funding sources.
· Ensure total expenditures in Column C equals legacy report total expenditures.

· Carry-Forward – Restricted and Unrestricted
· Restricted – Use costs from your approved FY2014 ICR proposal, Schedule D (refer page 33-34)
· Unrestricted – Use costs from your approved FY2014 ICR proposal, Schedule F (refer page 34)

· Restricted Rate Adjustments Schedule 
· Unrestricted Column
· To assure calculation of the best rate for your school district, review all indirect cost to assure that all allowable functions and objects are included in the calculation of your rate. Wages, benefits, and all other related allowable indirect costs for each indirect department should be included. 

· Including all available indirect cost functions increases the rate. If your district has indirect costs in function codes other than what are listed, enter the cost in the function area that best relates to the cost – ODE may request additional supporting documentation.

· Adjustments Column 
Adjustments entered in Column C are necessary to calculate the Restricted Rate Indirect Cost. These amounts will be subtracted from the unrestricted amount entered in Column B.
· Include the total indirect cost for function 2411 Office of the Superintendent.
· Include the total indirect cost for all employees who act as “CEOs” of any component of the school district, regardless of their actual titles. A component is an organizational unit that benefits the entire school district. Refer to the district’s Table of Organization.  “CEOs” are generally one level below the superintendent, although in large districts, CEOs may be two levels below the superintendent. They generally hold job titles such as assistant superintendent, deputy superintendent, chief financial officer, and human resource executive director. If the positions adjusted as not clearly identifiable; a separate spreadsheet or other supporting documentation must be included. 
· Include the total indirect cost for all immediate employee (or employees) who serve as the executive or administrative assistant to “CEOs”.

· Schedule A – Subcontracts 
· Refer to Appendix A, page 8 for Classification of Functions Summary Chart.
· Enter all contracts for direct service function code costs only (functions 1100 – 4600). Do not include contracts for indirect cost (functions 2400, 2500, 2600, 2700 and 2900); unless the contract is considered a direct cost by your LEA. 
· Do not include contracts for functions codes that are unallowable or excludable (functions 5100 – 7900.) 

· Schedule B – Unallowable and Excluded Costs
· [bookmark: _GoBack]Ensure all excluded costs have been listed on Schedule B. (Refer to page 18 for applicable object and function codes.)
· Costs listed on Schedule B as excluded should not be included in the amounts reported on the Restricted Rate Subsidiary Schedule.
· Costs listed on Schedule B as Disallowed/Direct Central Service costs should not be included in the amounts reported on the Restricted Rate Subsidiary Schedule.

· Budget for ICR
· After receiving an approved ICR, you must complete a budget revision to move funds into the ICR field.  

· Application of Indirect Cost Rate
· The rate can only be applied to “net direct costs” (total direct costs less equipment purchases, alterations and renovations, the portion of individual subawards exceeding $25,000 and pass-through funds).


ALL FINANCIAL ENTRIES MUST RECONCILE TO YOUR ENTITIES FINANCIAL RECORDS (I.E. LEGACY REPORTS).  TO AVOID A DELAY IN THE APPROVAL OF YOUR PROPOSAL, PLEASE INCUDE SUPPORT DOCUMENTATION FOR ENTRIES THAT DO NOT RECONCILE OR FOR AMOUNTS THAT CANNOT BE IDENTIFIED BY FUNCTION AND/OR OBJECT CODE.
