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 RCD In-direct Cost Justification for Grant Proposals

When submitting a grant application or proposal not all costs to the district can be captured in the budget cost categories. These cost are usually ‘behind the scenes’ expenses that are fundamental to completing a project and sustaining a functioning district. These expenses are known as in-direct costs, many funding sources allow a small percentage of the total project budget to be dedicated to these in-direct costs. The ability to transparently illustrate how these in-direct expenses are necessary to the completion of the project will strengthen a proposal and make the project more competitive. 
In-direct Cost: (a.k.a. administration overhead)
[bookmark: h.gjdgxs]Expenses that should be included as an in-direct cost can vary between funding organizations, in general these expenses are descripted as costs that cannot be recovered in other budget categories. In-direct cost covers the general operating expenses that keep the district functioning such as: auditing, IT support, rent, utilities, communications (internet, phone, fax, website), computers and office equipment, postage, printing, office supplies, and liability insurance. Be sure to carefully read the grant RFP for specific restrictions to in-direct costs; many funding agencies limit in-direct costs not to exceed a percentage of the total budget, be sure to review the RFP to find this percentage. 

What to include:
· Utilities 
· Office space rental
· Phone/cell phone
· Copying costs (related to the project)
· Insurance- workers compensation
· Insurance- liability insurance and D&O
· General office supplies

What not to include:
· Staff time (even for grant administration duties)
· Sub-contractor services, materials, equipment and incidental costs
· Equipment cost

Example In-direct Cost Explanation:
Below is an example table that can be used to help describe the RCDs in-direct costs/year and how these relate to the requested funding for in-direct cost and the project’s overall budget. This is meant to be a template. The numbers seen below do represent any RCD or past project. A excel spreadsheet has been created that includes the format and formula for this table.  

	In-direct Cost Breakdown

	Indirect Cost Category
	Total Cost to District/Year
	In-direct Cost Requested
	Percentage of Total Overhead (18.55%)

	Audit Assistance (accounting/bookkeeping)
	$10,000.00
	$2,700.00
	17%

	IT Support
	$3,000.00
	$810.00
	5%

	Automobile Expense
	$1,000.00
	$270.00
	2%

	Computer Supplies
	$1,000.00
	$270.00
	2%

	Insurance- Liability and D&O
	$6,000.00
	$1,620.00
	10%

	Insurance- Workers Compensation
	$1,600.00
	$432.00
	3%

	Materials and Supplies
	$1,500.00
	$405.00
	3%

	Office Expenses
	$4,000.00
	$1,080.00
	7%

	Printing and Copying
	$2,000.00
	$540.00
	3%

	Payroll Tax
	$1,000.00
	$270.00
	2%

	Office Rent
	$20,000.00
	$5,400.00
	34%

	Utilities
	$2,500.00
	$675.00
	4%

	Repairs & Maintenance
	$800.00
	$216.00
	1%

	Telephone
	$2,500.00
	$675.00
	4%

	Website
	$1,500.00
	$405.00
	3%

	Total
	$58,400.00
	$15,768.00
	100.00%

	Total Project Budget 
	$85,000.00

	In-direct Cost Percentage of Total the Budget
	18.55%



Using the “In-direct Cost Breakdown” Table for your project: 
This table can be edited within Microsoft Word or Excel. Using Excel will allow you to use the formulas embedded in the spreadsheet, if you decide to use Word you will be doing the math. 
· Create your RCD’s categories: The categories listed in the above table are common in-direct costs of RCDs; you will need to adjust these categories to fit your particular district’s operation. 
· Fill out “Total Cost to District/Year” Column: This column demonstrates the entire expense of each in-direct cost/year. These numbers are arbitrary and meant as place holders; each district has unique costs and these numbers will vary from RCD to RCD. (If your project spans over multiple years the heading of this category can be changed to include multiple years. Ex:: “Total Cost to District/18 month period”)
· Fill out “In-direct Cost Requested” Column: This column represents the percentage of the RCD’s total in-direct expenses that the grant funds are requested to cover. In the example above, 27% of the RCD’s total in-direct cost is being requested for funding under the grant. The amount requested in each category is variable and depends on your RCD; this amount can be a consistent percentage of the RCD’s cost or the percentage could vary between cost categories. 
· Calculation: If you’d liked to have a consistent percentage requested for funding for all categories you can use this calculation of each cost category: “Total Cost to District/year” multiplied by the “percentage of the cost to be covered” (in the example above 0.27 or 27%). If you are using Excel this will auto populate; you can change the percentage by changing the ‘0.27’.) 
· Percentage of Total Overhead: If you are using Excel, this column will auto populate. This column calculates the percentage of each cost category in relation to the sum of the in-direct cost requested for funding. 
· Calculation: “In-direct cost requested” for one category/”Total in-direct cost request” 
· Input total project budget into table.
· Calculate the “In-direct Cost Percentage of the Total Budget”: If you are using Excel, this column will auto populate. This cell shows the in-direct cost percentage of the project in relation to the total project budget. Grant requirements vary on what percentage of the total project can be dedicated to in-direct costs. In this example roughly 18% of the total project budget is dedicated to in-direct costs. 
· Calculation: Total “In-direct Cost requested”/Total Project Budget
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