Facilities Development Manual                                                         Procedure 8-10-17


INSTRUCTIONS FOR DT1865 CONSULTANT FINANCIAL REPORT

Wisconsin Department of Transportation

 01/2010

The Consultant Financial Report, Form DT1865, consists of the Management Representation and Certification form (Part 1), the Consultant Financial Report Questionnaire (Part 2), the Indirect Cost Schedule (Part 3) and several documents as specified in sections C through H. Instructions for completing each section are listed below.

All schedules must be mailed to the Wisconsin Department of Transportation at either of the following addresses.  (Do not submit Instructions).  Electronic copies are not accepted.
via U.S. Post Office:




via UPS, Federal or other express mail services:
Chief of Audit & Contract Administration


Chief of Audit & Contract Administration
Wisconsin Department of Transportation


Wisconsin Department of Transportation
PO Box 7913





4802 Sheboygan Ave., Rm. 951
Madison, WI 53707-7913



Madison, WI 53705
Part 1 – Management Representation and Certification

This certification statement is to be signed by the company’s management representative. The data on the Microsoft Word document may be completed electronically but the signature must be handwritten. The original signed document must be submitted; electronic signatures will not be accepted. Part 1 should be the first page of the submittal.

Part 2 – Consultant Financial Questionnaire

Complete the Microsoft Word document electronically, print and attach behind Part 1.

Section A – Identifying Information

This section of the report supplies general information about the company and the name(s) of the key contact personnel for financial information.

Section B – Accounting Information Questionnaire

This section provides information about the firm’s accounting records, policies, controls and procedures.  Additional information may be attached on a separate sheet.

Part 3 – Proposed Indirect Cost Schedule/Overhead Rate Calculation

Complete the Excel document electronically, print and attach behind Part 2.

The Schedule of Indirect Costs should be prepared by the firm and be based on actual expenses reported in the financial statements and/or Trial Balance.  The schedule should clearly show amounts excluded for Direct Cost items and for Unallowable Costs per the Federal Acquisition Regulations and the WisDOT Facilities Development Manual.  The schedule must also show the amount of Direct Labor (included in the Direct Labor Base) and the amount of Facilities Capital Cost of Money.

In certain cases multiple rates will be proposed to reflect more than one cost objective (e.g. engineering & drilling rates).  The expense breakdowns and resultant overhead rates should be clearly shown on the schedule.  If Field rates are used for any of the firm’s projects they must be disclosed on the Schedule of Indirect Costs.

In certain cases, indirect costs may be allocated using multiple cost pools and/or allocation bases different than direct labor costs (e.g. general & administrative costs may be allocated over “total cost input” or “total value input”).  In those cases, the allocation methods and bases should be clearly explained.

Following is an example of a Schedule of Indirect Costs.  Account titles should be changed to reflect actual company account titles.  A helpful tool that may be used when preparing the Indirect Cost Schedule is the: “Uniform Audit & Accounting Guide – For Audits of Transportation Consultants’ Indirect Cost Rates.”  This guide can be accessed via the WisDOT web site.

[image: image1.emf]Direct Unallowed Proposed % of Direct

Description Trial Balance Costs Costs Indirect Costs Labor

DIRECT LABOR 195,001 $         195,001 $  

FRINGE BENEFITS

Bonus 23,680 $          - $             (4,560) $       (a) 19,120 $         

Retirement/401k 2,848               -                -                  2,848              

PTO (vac, sick, holiday) 27,750             -                -                  27,750            

Insurance (Medical, disability, life) 21,925             -                (800)            (b) 21,125            

Payroll Tax & Workers Comp 36,262             -                -                  36,262            

TOTAL FRINGE BENEFITS 112,466 $         - $             (5,360) $       107,106 $        54.93%

GENERAL OVERHEAD

Indirect Labor 83,250             -                (3,300)          (c) 79,950            

Direct Lodging & Meals 4,760 $            (4,760) $     - $               - $                  

Direct Employee Mileage 6,580               (6,580)        -                  -                     

Direct Field Supplies 1,122               (1,122)        -                  -                     

Subconsultants 977                  (977)           -                  -                     

Advertising & Recruitment 536                  -                (536)            (d) -                     

Automobile Expense 7,350               -                (680)            (e) 6,670              

Bank Service Charges 180                  -                (40)              (f) 140                

Contributions & Gifts 550                  -                (550)            (g) -                     

Depreciation Expense 13,000             -                -                  13,000            

Dues and Subscriptions 1,800               -                (350)            (h) 1,450              

Insurance: Auto & Business 6,100               -                -                  6,100              

Interest Expense 7,685               -                (7,685)          (j) -                     

Licenses and Permits 1,200               -                -                  1,200              

Maintenance & Repairs 3,751               -                -                  3,751              

Meals & Entertainment 2,366               -                (1,050)          (k) 1,316              

Misc. Fees, Fines, Penalties 997                  -                (997)            (l) -                     

Office Supplies & Expense 6,050               -                -                  6,050              

Personal Property Tax 1,200               -                -                  1,200              

Postage & Delivery 409                  -                -                  409                

Professional Fees/Acctng & Legal 1,704               -                -                  1,704              

Rent 12,000             -                (2,400)          (m) 9,600              

Telephone 3,488               -                -                  3,488              

Utilities 1,046               -                -                  1,046              

TOTAL GENERAL OVERHEAD 168,101 $         (13,439) $    (17,588) $     137,074 $        70.29%

TOTAL INDIRECT COSTS 280,567 $         (13,439) $    (22,948) $     244,180 $        125.22%

Facilties Capital Cost of Money 3,793 $            - $             - $               3,793 $            1.95%

TOTAL INDIRECT COSTS & FCCM 284,360 $         (13,439) $    (22,948) $     247,973 $        127.16%

Notes:

(a)Significant owner's bonus limited per FAR and FDM 8-10-20(1)

(b)Key-officer's life insurance is unallowed with beneficiary of company and/or officers

(c)Late fees, fines, penalties, & credit card interest is unallowed

(d)General marketing materials and costs are unallowed

(e)Personal use of a company asset (auto) is unallowed

(f) Late fees are not allowed in overhead

(g)Contributions and gifts are unallowed

(h)Lobbying costs as a percentage of professional dues are unallowed

(i) Marketing, lobbying, and labor associated with an unallowed activity is unallowed per FAR 31.201-6(e)(2).

(j) Interest is unallowed

(k)Entertainment is unallowed and supersedes all else

(m)Related party rent (not at arm-length) is limited to cost of ownership

Consultant, Inc.

Schedule of Indirect Costs - CFR Part 3

Fiscal Year Ended December 31, 2009



Attachments

Prepare and attach the following sections behind Parts 1, 2 and 3.

Section C - General Purpose Financial Statements

This section requires the consultant to include financial statements (Profit and Loss Statement, Balance Sheet, and Statement of Cash Flows) with the reporting package.  If a CPA audit has been performed the audited statements should be submitted.  Compiled financial statements should be submitted where a full audit has not been performed.  In some cases, the financial statements will simply be internally prepared documents.

In situations where the consultants are operating as subsidiaries or divisions of larger companies, additional schedules and/or reconciliations should be provided to show the tie-in to the parent company audited financial statements.

Section D – Reconciliation of Indirect Cost Schedule to Financial Statements

A reconciliation of expenses from the Indirect Cost Schedule to the Financial Statement expense amounts must be prepared in order to show a clear audit trail for expense amounts.  The reconciliation generally includes detailed expense amounts shown in the Trial Balance in order to show how sub-accounts are combined on the proposed schedule.

Section E – Labor Base Summary & Total Labor Reconciliation

The purpose of this section is to demonstrate that the following labor amounts are in agreement and that they are based on actual costs incurred:

A. Labor (direct labor and indirect labor) displayed in the Schedule of Indirect Costs,

B. Labor recorded in the firm’s job/project cost system,

C. Labor recorded in the firm’s General Ledger,

D. And, labor recorded in the firm’s payroll records.

While there may be minor reconciling items due to timing or other differences the total amounts should substantially agree.  If they do not, explanations should be provided.

Direct labor amounts may come from a variety of sources depending on the firm’s accounting system.  In an integrated accounting system the direct labor amount is generally available in a report from the project cost system.  In smaller firms, the labor distribution may be maintained in spreadsheets or other reports based on time records.  Whatever the case, the amounts must be supported by detailed records, and an audit trail to the summary amounts must exist

The following is a suggested format for reporting on labor:

Labor Summary/Reconciliation

	
	
Direct Labor per Indirect Cost Schedule
	 
	$

	
	
Indirect Labor per Indirect Cost Schedule
	
	$

	A
	Total Labor Per Indirect Cost Schedule
	
	$ 



	
	
Direct Labor Per Project Cost System
	
	$

	
	
Indirect Labor Per Project Cost System
	
	$

	B
	Total Labor Per Project Cost System
	
	$ 



	
	
	
	

	C
	Total Labor Per General Ledger/Financial Statements
	
	$ 

	
	
	
	

	D
	Total Labor Per Payroll Records
	
	$


Explanation of Differences (A-B, B-C, C-D):

Section F – Direct Cost Summary

This section provides a listing of expense items that are directly allocated to projects and therefore should be excluded from the Schedule of Indirect Costs.  Direct costs must be excluded from the overhead calculation by either removing the direct accounts or by including a credit for the amounts charged to projects.  It should be noted that consultants must maintain adequate documentation (i.e. logs, accounting records, etc.) for direct cost items.  Direct cost items must be treated consistently for all projects among all clients.

Examples of common direct cost items include:

· Company Vehicle mileage

· Employee Vehicle mileage

· Lodging
· Meals
· Sub-Consultant Services

· Shipping/Freight/Deliveries
· Blueprints

· Photos

· GPS Equipment
· Field Supplies/Costs
· Copies (In-house)
· Copies (Outside Service)

The following type of schedule should be submitted:

Schedule of Direct Cost Items (Example)

	Direct Cost Item
	Source Record

	Employee vehicle mileage
	Vehicle logs/Employee Expense Report

	Company vehicle mileage
	Vehicle logs

	Lodging (hotels)
	Invoices

	Employee meals
	Invoices/ expense accounts

	GPS Equipment
	Usage logs


Direct cost rates should be based on the actual cost of each direct cost item.  Current IRS rates are acceptable for company and employee vehicle mileage. 
Section G – Facilities Capital Cost of Money (FCCM) Calculation

This section shows the amounts used in the calculation to determine the allowable Facilities Capital Cost of Money, which is an allowable overhead expense item for WisDOT.  The resultant amount is displayed as a separate line item on the Schedule of Indirect Costs.  Interest rates published by the US Treasury, can be obtained at the WisDOT web page at [www.dot.state.wi.us].  The following is an example of a simple FCCM calculation:

[image: image2.emf]Estimated Value of Tangible Capital Assets

     Net Book Value of Assets at 01/01/2009 83,104 $           

     Net Book Value of Assets at 12/31/2009 61,397 $           

144,501 $         

     Average Net Book Value of Assets  (divide by 2) 72,251 $ 

      Times Treasury Rate at 12/31/09 5.2500%

Facilities Capital Cost of Money 3,793 $   

Consultant, Inc.

Facilities Capital Cost of Money (FCCM)

Fiscal Year Ended December 31, 2009


The Facilities Capital Cost of Money calculation should include the net book value (cost minus accumulated depreciation) of tangible capital assets owned by the firm, excluding investment property.  Intangible assets are not allowable in the calculation.  Examples of intangible assets are: goodwill, brand recognition, patents, trademarks, etc.
Section H – Related Party Rent Calculation

This section should be completed only by firms who lease facilities or other assets from a related party.  This calculation shows the amounts used in the calculation to determine the allowable Related Party Rent.  The following is an example of a simple Related Party Rent calculation:



[image: image3]
Related party rent expenses are limited to normal costs of ownership which would include for example: property tax, insurance, maintenance, current depreciation, and FCCM, provided that no part of such costs duplicate any other allowable overhead cost.
Land





 





$





180,600





  





2009 Fixed Assets





500,000





Building





 





   Subtotal





680,600





  





 





      Less Accumulated Depreciation





337,711





$





 





      Net Book Value of Assets





342,889





$     





 





2008 Fixed Assets





Building





500,000





$





 





Land





180,600





  





 





   Subtotal





680,600





  





 





      Less Accumulated Depreciation





321,044





$





 





      Net Book Value of Assets





359,556





$     





 





702,445





$     





 





Divided by





2 Years





Average Book Value





351,223





$     





 





Treasury Rate @ 12/31/09





5.2500%





Facilities Capital Cost of Money





18,439





$      





 





FCCM (





from above





)





18,439





$                  





 





Real Estate Taxes





9,201





                      





 





Repairs





300





                         





 





Current Depreciation





16,667





$                  





 





   Total Allowable Expenses





44,607





$      





 





Less rent paid by Consultant





55,800





        





 





Unallowable Rent Costs to Consultant





(11,193)





$     





 





Adjustment





Allowable FCCM Calculation





Allowable Expenses & Rent Adjustment





Related Party Rent Calculation





Consultant Inc.





Fiscal Year Ended 12/31/2009
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		Consultant, Inc.

		Schedule of Indirect Costs - CFR Part 3

		Fiscal Year Ended December 31, 2009

																Proposed		% of

										Direct		Unallowed				Indirect Costs		Direct

		Description						Trial Balance		Costs		Costs				Wide		Labor

		DIRECT LABOR						$   195,001		$   195,001

		FRINGE BENEFITS

				6300  Benefits: Bonuses				$   23,680		$   -		$   (4,560)		(a)		$   19,120

				6310  Benefits: 401k				2,848		-		-				2,848

				6320  Benefits: PTO (vac, sick, holiday)				27,750		-		-				27,750

				6820  Insurance: Disability				1,850		-		-				1,850

				6830  Insurance: Life				2,500		-		(800)		(b)		1,700

				6840  Insurance: Medical				17,575		-		-				17,575

				6850  Insurance: Workers Compensation				8,511		-		-				8,511

				7500  Payroll Taxes: FICA & Medicare				24,420		-		-				24,420

				7510  Payroll Taxes: FUTA				278		-		-				278

				7520  Payroll Taxes: SUTA				3,053		-		-				3,053

		TOTAL FRINGE BENEFITS						$   112,465		$   -		$   (5,360)				$   107,105		54.93%

		GENERAL OVERHEAD

				5010  Direct: Lodging				$   2,800		$   (2,800)		$   -		(c)		$   -

				5020  Direct: Meals				1,960		(1,960)		-		(c)		-

				5030  Direct: Mileage (Employee)				6,580		(6,580)		-		(c)		-

				5040  Direct: Rentals				850		(850)		-		(c)		-

				5050  Direct: Subconsultants				127		(127)		-		(c)		-

				5060  Direct: Supplies				1,122		(1,122)		-		(c)		-

				6000  Advertising: General Marketing				186		-		(186)		(d)		-

				6050  Advertising: Recruitment				350		-		-				350

				6100  Automobile Expense				7,350		-		(680)		(e)		6,670

				6200  Bank Service Charges				180		-		(40)		(f)		140

				6400  Contributions & Gifts				550		-		(550)		(g)		-

				6500  Depreciation Expense				13,000		-		-				13,000

				6600  Dues and Subscriptions				1,800		-		(350)		(h)		1,450

				6700  Indirect Labor				83,250		-		(3,300)		(i)		79,950

				6800  Insurance: Auto				2,400		-		-				2,400

				6810  Insurance: Business Liab				3,700		-		-				3,700

				6900  Interest Expense				7,685		-		(7,685)		(j)		-

				7000  Licenses and Permits				1,200		-		-				1,200

				7100  Maintenance & Repairs				3,251		-		-				3,251

				7200  Meals & Entertainment				2,366		-		(1,050)		(k)		1,316

				7300  Misc. Fees, Fines, Penalties				997		-		(997)		(l)		-

				7400  Office Expense: Cleaning				500		-		-				500

				7410  Office Expense: Computer				925		-		-				925

				7420  Office Expense: Postage & Delivery				409		-		-				409

				7430  Office Expense: Office Supplies				1,200		-		-				1,200

				7440  Office Expense: Other Office Exp				3,925		-		-				3,925

				7600  Personal Property Tax				1,200		-		-				1,200

				7700  Professional Fees: Accounting				704		-		-				704

				7710  Professional Fees: Legal				1,000		-		-				1,000

				7800  Rent				12,000		-		(2,400)		(m)		9,600

				7900  Telephone				3,488		-		-				3,488

				8000  Utilities				1,046		-		-				1,046

		TOTAL GENERAL OVERHEAD						$   168,101		$   (13,439)		$   (17,238)				$   137,424		70.47%

		TOTAL INDIRECT COSTS						$   280,566		$   (13,439)		$   (22,598)				$   244,529		125.40%

		FACILITIES CAPITAL COST OF MONEY						$   3,793		$   -		$   -				$   3,793		1.95%

		TOTAL INDIRECT COSTS & FCCM						$   284,359		$   (13,439)		$   (22,598)				$   248,322		127.34%

		Notes:

		(a)		Significant owner's bonus limited per FAR and FDM 8-10-20(1)

		(b)		Key-officer's life insurance is unallowed with beneficiary of company and/or officers

		(c)		Direct costs incurred for projects (both billed and unbillable) are not allowed in overhead

		(d)		General marketing materials and costs are unallowed

		(e)		Personal use of a company asset (auto) is unallowed

		(f)		Late fees are not allowed in overhead

		(g)		Contributions and gifts are unallowed

		(h)		Lobbying costs as a percentage of professional dues are unallowed

		(i)		Marketing, lobbying, and any labor associated with an unallowed activity is also unallowed per FAR 31.201-6(e)(2).

		(j)		Interest is unallowed

		(k)		Entertainment is unallowed and supersedes all else

		(l)		Late fees, fines, penalties, credit card interest & fees is unallowed

		(m)		Related party rent (not at arm-length) is limited to cost of ownership





FCCM

		Consultant, Inc.

		Facilities Capital Cost of Money (FCCM)

		Fiscal Year Ended December 31, 2009

		Estimated Value of Tangible Capital Assets

		Net Book Value of Assets at 01/01/2009						$   83,104

		Net Book Value of Assets at 12/31/2009						$   61,397

								$   144,501

		Average Net Book Value of Assets						(divide by 2)				$   72,251

		Times Treasury Rate at 12/31/09										5.2500%

		Facilities Capital Cost of Money										$   3,793





Simple OH Calc

		Consultant, Inc.

		Schedule of Indirect Costs - CFR Part 3

		Fiscal Year Ended December 31, 2009

										Direct		Unallowed				Proposed		% of Direct

		Description						Trial Balance		Costs		Costs				Indirect Costs		Labor

		DIRECT LABOR						$   195,001		$   195,001

		FRINGE BENEFITS

				Bonus				$   23,680		$   -		$   (4,560)		(a)		$   19,120

				Retirement/401k				2,848		-		-				2,848

				PTO (vac, sick, holiday)				27,750		-		-				27,750

				Insurance (Medical, disability, life)				21,925		-		(800)		(b)		21,125

				Payroll Tax & Workers Comp				36,262		-		-				36,262

		TOTAL FRINGE BENEFITS						$   112,466		$   -		$   (5,360)				$   107,106		54.93%

		GENERAL OVERHEAD

				Indirect Labor				83,250		-		(3,300)		(c)		79,950

				Direct Lodging & Meals				$   4,760		$   (4,760)		$   -				$   -

				Direct Employee Mileage				6,580		(6,580)		-				-

				Direct Field Supplies				1,122		(1,122)		-				-

				Subconsultants				977		(977)		-				-

				Advertising & Recruitment				536		-		(536)		(d)		-

				Automobile Expense				7,350		-		(680)		(e)		6,670

				Bank Service Charges				180		-		(40)		(f)		140

				Contributions & Gifts				550		-		(550)		(g)		-

				Depreciation Expense				13,000		-		-				13,000

				Dues and Subscriptions				1,800		-		(350)		(h)		1,450

				Insurance: Auto & Business				6,100		-		-				6,100

				Interest Expense				7,685		-		(7,685)		(j)		-

				Licenses and Permits				1,200		-		-				1,200

				Maintenance & Repairs				3,751		-		-				3,751

				Meals & Entertainment				2,366		-		(1,050)		(k)		1,316

				Misc. Fees, Fines, Penalties				997		-		(997)		(l)		-

				Office Supplies & Expense				6,050		-		-				6,050

				Personal Property Tax				1,200		-		-				1,200

				Postage & Delivery				409		-		-				409

				Professional Fees/Acctng & Legal				1,704		-		-				1,704

				Rent				12,000		-		(2,400)		(m)		9,600

				Telephone				3,488		-		-				3,488

				Utilities				1,046		-		-				1,046

		TOTAL GENERAL OVERHEAD						$   168,101		$   (13,439)		$   (17,588)				$   137,074		70.29%

		TOTAL INDIRECT COSTS						$   280,567		$   (13,439)		$   (22,948)				$   244,180		125.22%

		Facilties Capital Cost of Money						$   3,793		$   -		$   -				$   3,793		1.95%

		TOTAL INDIRECT COSTS & FCCM						$   284,360		$   (13,439)		$   (22,948)				$   247,973		127.16%

		Notes:

		(a)		Significant owner's bonus limited per FAR and FDM 8-10-20(1)

		(b)		Key-officer's life insurance is unallowed with beneficiary of company and/or officers

		(c)		Late fees, fines, penalties, & credit card interest is unallowed

		(d)		General marketing materials and costs are unallowed

		(e)		Personal use of a company asset (auto) is unallowed

		(f)		Late fees are not allowed in overhead

		(g)		Contributions and gifts are unallowed

		(h)		Lobbying costs as a percentage of professional dues are unallowed

		(i)		Marketing, lobbying, and labor associated with an unallowed activity is unallowed per FAR 31.201-6(e)(2).

		(j)		Interest is unallowed

		(k)		Entertainment is unallowed and supersedes all else

		(m)		Related party rent (not at arm-length) is limited to cost of ownership






