B 0% TEXAS
e/ conimentes
- Memorandum

TO: WIC Regional Directors #08-059
WIC Local Agency Directors

FROM: Mike Montgomery, Section Director (Original Signed)
Nutrition Services Section

DATE: May 2, 2008

SUBJECT: Plan to Allocate Direct Costs (PADC) to the State Agency

This is a reminder that, in accordance with WIC Policy No. AC:03.0, Plan to Allocate Direct Costs,
local agencies must submit a Plan to Allocate Direct Costs (PADC) to the State Agency by
Monday, June 16, 2008 for the FY 2009 contract year. The plan must include but is not limited to
the following:

A. Specific cost categories that shall be allocated,

B. The method or base used to allocate each specific cost;
C. The rate or percentage developed for each specific cost; and
D. A description of the documentation supporting the allocation.

The State Agency will accept or reject the plan to allocate direct costs in writing. The example of
Allowable Direct Cost Methodologies has been revised and is attached to assist you in developing your
PADC. Please email the completed PADC to WicVouchers@dshs.state.tx.us by noon on Monday,
June 16, 2008.

If you have questions or require additional information, please contact Benny Jasso at (512) 341-4400
extension 2351, or benny.jasso@dshs.state.tx.us.

Attachment

http://www.dshs.state.tx.us
An Equal Employment Opportunity Employer
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I1.

Cost Category

Personnel Costs

(A)

(B)

()

(D)

Project
Director (1)
Clerk (1)

Nutritionist (2)

Nurse (3)

Personnel Benefits

(A)

(B)

(9

FICA

Retirement

Insurance

County Health Department

WIC

Plan to Allocate Direct Costs (Example)

Allocation Method

Actual hours spent on WIC

Actual hours spent on WIC

Actual hours spent on WIC

Actual hours spent on WIC

Total WIC Salaries X 7.65%

Total WIC Salaries X 6%

Number of WIC employees X $95
Prorated based upon hours
worked for employees working
less than 100% for WIC

Allocation
Percentage

N/A

N/A

N/A

N/A

N/A

N/A

N/A

Description of Documentation
Supporting Allocation

Time sheets, payroll records

Time sheets, payroll records

Time sheets, payroll records

Time sheets, payroll records

Monthly FICA remittance advice

Monthly retirement remittance,
Copy of Retirement Plan

Monthly insurance remittance
advices, Copy of Insurance policy



ITI.

IV.

VI.

Cost Category

Travel Costs

Equipment Purchase

Outreach

Communications and
Utilities

(A) Telephone

expense

(1) Long
distance
calls

County Health Department

WIC

Plan to Allocate Direct Costs (Example)

Allocation Method

Actual reimbursement to
employee as computed in
accordance with County’s travel
policy of:

(A) $0.505 per mile; and

(B) per diem of $121.

Actual cost incurred

Actual cost incurred

Actual cost incurred

Allocation
Percentage

N/A

N/A

N/A

N/A

Description of Documentation
Supporting Allocation

(A) Travel policy dated 5/25/08

(B) Travel claim submitted by
employee and approved by
employee supervisor. This
claim should include
statement detailing purpose
of trip.

(C) Time sheets

3 bids from vendors, approval
from State, if est. is > $5,000,
copy of invoice from vendor

Statement or invoice from
vendor.



Long distance log and
monthly statement from
the telephone company.

Cost Category

(2) Other
charges
(B) Utilities

VII. Data Processing
(inside) or

County Health Department

WIC

Plan to Allocate Direct Costs (Example)

Data Processing (outside)
VIII. Printing and Reproduction

(A) Copier Expense

Allocation Method

Main Site:
Number of WIC extension=10
Number of HD extension 100

Holy Site:
Number of WIC extension=7
Number of HD extension 42

Main Site:
Total WIC sq. ft..= 936 sq. ft.
Total HD sq. ft. 10,577 sq. ft.

North Site: (rental space)

Actual Cost Incurred

Actual Cost Incurred

Actual Cost Incurred

Number of WIC

Copies
Total Copies

Allocation
Percentages

10%

16.6%

8.87%

N/A

N/A

N/A

%
X Cost

Description of Documentation
Supporting Allocation

Survey of extensions made on
4/1/XX and monthly statement
from the telephone company

Survey of extensions made on
4/1/XX and monthly statement
from the telephone company

Heath Department floor plan and
monthly statement from utility
company

Utilities statement or invoice from
landlord.



County Health Department

WIC
Plan to Allocate Direct Costs (Example)
Statement from Service, 1,000 sq. ft. at
Bureau, fund transfer. $0.28. sq. ft.
X. Office Supplies N/A
Bids, SA approval, Actual Cost
statement or invoice from Incurred
vendor, cancelled checks. XI. Postage and Shipping
N/A
Actual Cost
Copy log and monthly Incurred
statement from vendor. N/A
Cost Category Allocation Method
(B) No. of WIC copies x $0.5 per.copy
Allocation
Percentage Description of Documentation
(C) Outside Actual cost incurred Supporting Allocation
Printing varies
Copy log and cost per copy
IX. Building and Main Site: analysis dated July 1, 20XX.
Facilities Total WIC sq. ft. = 936 sq. ft. N/A
Total HD sq. ft. 10,577 sq. ft. Statement or invoice from
vendor. Bids and SA approval.
North Site: 8.87%
Direct charge - space rental Bids, Health Department floor
1,500 sq. ft. at $0.30 /sq. ft. plan maintained by County
Auditor office, State approval
Alameda Clinic: N/A

Direct charge - space rental



Bids, contract with Leaser,
floor plan, monthly
statement and State
approval.

Bids, contract with Leaser,
floor plan, monthly
statement and State
approval.

Statement of invoice from
vendor. Bids if necessary.

Postage log and periodic

statement from post office
for meter usage.

Cost Category

XII. Other Expenses

(A) Janitorial
Supplies

County Health Department

WIC

Plan to Allocate Direct Costs (Example)

(B) Contract Janitorial

(C) Copier Maintenance

(D) Nutrition Education
Materials

XIII. Expendable Medical
Supplies

XIV. Contract Audit

Allocation Method

Total WIC sq. ft. = 936 sq. ft.

Total HD sq. ft. 10,577 sq. ft.

Monthly Charge Incurred

Actual Cost
Incurred

Or

Number of WIC

Copies
Total Copies

Actual Cost
Incurred

Joint Cost of
WIC medical
assessments
per month X
cost per
assessment

WIC Actual

Expenses
Agency Actual

Expenses

Allocation
Percentage

8.87%

N/A

N/A

varies

N/A

varies

% varies



Description of
Documentation Supporting

Allocation

Health Department floor
plan and monthly
statement from janitorial
supply vendor.

Bids, state approval,
contract, monthly invoice.

Statement or invoice from
vendor, bids, state
approval, contract.

Statement or invoice from
vendor, bids, state
approval, contract.

Vendors invoice

Statement or invoice from
vendor and medical
assessment log. Cost per
assessment analysis made
7/1/08.

County Health Department
WIC
Plan to Allocate Direct Costs (Example)
Bids, state approval, contract
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