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Guidance on Cost Category Definitions
All costs billed to DEED need to align with grant legislation, DEED’s Request for Proposal, your organization’s approved and executed contract, work plan, and budget, and Office of Grants Management policies, DEED policies, and your organization’s policies and procedures.
Reimbursements are made based on actual expenses incurred.
833 - Administrative Costs: Administrative Costs are defined by WIOA (Workforce Innovation and Opportunity Act) Final Rules and Regulations (20 CFR, Section §667.220) and are generally associated with the expenditures related to the overall operation of the employment and training system. Administrative costs must be appropriately allocated and consistently applied. They are associated with functions not related to the direct provision of services to program participants, for example:
· Accounting Services
· Program direction, coordination, and management
· Financial Management
· Human Resource Management, and
· Reporting.
These costs can be both personnel and non-personnel and both direct and indirect.
Appropriately allocated and consistently applied expenses for administrative staff may include:
· Administrative staff salaries, whether full-time or part-time, sick pay, holiday pay, vacation pay, jury duty, differential pay, etc
· Fringe Benefits - FICA, pension, hospitalization insurance, life insurance, workers' compensation, reemployment insurance, and related costs. Sick pay, holiday pay, vacation pay, etc. can be charged to salaries
· Administrative Operating Costs – Administrative office supplies postage, telephone, printing, and other costs generally associated with administrative communication and supplies
· Insurance and Bonding - Employee bonding, building insurance, public liability insurance, fire and theft insurance
· Negotiated Overhead Rate - Overhead costs are a federally negotiated indirect cost determination
· Other Administrative Costs - Audits, Consultants
· Rent, Utilities, Custodial - Chargeable space costs necessary for administration of the program, such as: rent, electricity, water, custodial, waste removal
· Travel and Per Diem - Travel and per diem costs of the administrative staff, including allowed mileage, parking, etc. (Does not include seminar or meeting registration fees)
Note: A copy of the approved negotiated overhead rate must be submitted to DEED.
Note: Administrative Costs cannot exceed 10% of the total funds requested at grant’s end. For this grant, this includes Minnesota Job Skills Partnership (MJSP) funds.

885 - Direct Services: Direct Services are costs associated with providing direct services to participants. Salaries and fringe benefits for staff who provide direct services to participants should be included in this cost category.
All staff, office supplies and other costs necessary to process customers in some type of intensive, vocational counseling and/or training services should be included in this category. 
Not included in this category are the following: actual monies spent on tuition, books, on-the-job training reimbursements, supported employment, personal assistance services (Vocational Rehabilitation Services), or other direct and tangible training goods and services received by customers.
Specifically, Direct Services may include the following:
· Case management for participants
· Comprehensive and specialized assessments of the skill levels and service needs of adults, which may include: 
· Diagnostic testing and use of other assessment tools
· In-depth interviewing and evaluation to identify employment barriers and appropriate employment goals
· Development of the required participant’s Individual Employment Plan (IEP), to identify the employment goals, appropriate achievement objectives, and appropriate combination of services for the participant to achieve the employment goals
· Counseling (Employment related) and career planning
· Other Participant Costs - Other allowable costs not listed elsewhere
· Rent, Utilities, Custodial - Space, utilities and custodial costs associated with the provision of services to grant participants (appropriately allocated and consistently applied)
· Staff Salaries - Salaries for staff involved in providing services to participants including: orientation, counseling, assessment, training, worksite development, supportive services, job development and job placement
· Fringe Benefits - for staff involved in providing services to participants - FICA, pension, health insurance, life insurance, workers' compensation, and related costs
· Staff Travel - Travel and per diem costs for staff providing services
· Outreach, community engagement, and promotion of grant specific services (not the organization)
· [bookmark: _GoBack]Staff Tuition and Fees - Costs of classes, workshops, and seminars for staff
· Short-term prevocational services and work readiness skills, including development of learning skills, Adult Basic Education (ABE), communication skills, interviewing skills, punctuality, personal maintenance skills, and professional conduct, to prepare individuals for unsubsidized employment or training
· Books and Materials - Instructional and classroom books and materials related to the above Short-term prevocational skills
Note: Grantees who have received funding from Minnesota Job Skills Partnership (MJSP) may capture short-term prevocational service training under the MJSP Direct Training category for participants living at 200% of the federal poverty guidelines or below. Costs must be appropriately allocated and consistently applied.

Training and Support Service expenses cannot be obligated or incurred prior to the participant’s Workforce 1 (WF1) date of enrollment and/or the date the participant and the Case Manager/Navigator have signed and dated the Individual Employment Plan (IEP), which ever date is later. Training and Support Services must be part of the participant’s IEP. All Training and Support Service expenditures must be pre-approved by the Case Manager/Navigator.
838 - Direct Training: Tuition, books, fees, on-the-job training reimbursements, participant wages and fringes. Include the expenditures in accordance with the appropriate rules and regulations. 
Note: Do not include staff costs within this category unless staff are providing the direct customer training. If staff are providing direct customer training, staff time spent in the classroom and reasonable classroom preparation may be billed to this category.
Specifically, Direct Training may include the following:
· Credentialed and Non-credentialed training (ABE and work readiness classes are billed to Direct Services. For exception see note below .)
· Participant wages and fringe benefits related to work experiences.
· Required books and tools (on syllabus or school website)
· Required school fees
· Uniforms/boots required for training (These need to be listed as requirements by the school.)
Note: Grantees who have received funding from Minnesota Job Skills Partnership (MJSP) must expend MJSP training funds on participants living at 200% of the federal poverty guidelines or below.
Note: Grantees who have received funding from MJSP may capture short-term prevocational service training (ABE, work readiness) under the MJSP Direct Training category for participants living at 200% of the federal poverty guidelines or below, when pre-approved by MJSP. 
828 - Support Services: Costs for services and items considered necessary for a participation to remain in the program including, but not limited to: transportation, housing/rental assistance, health and medical costs, travel assistance, legal aid, personal counseling, clothing, tools, etc, for the participant. Include expenditures in accordance with the appropriate rules and regulations.
Specifically, Support Services for the participant may include the following:
· Basic schools supplies for participants in school (notebooks, pens)
Note: Supplied required by schools for a specific class can be billed to Training. 
· Bus passes/ Gas-only cards
· Books and tools that are needed and not required in association with training
· Clothing for work
· Driver’s License fees (Automobile, not Commercial Driver’s License)
· Gas-only cards
· Housing/rental assistance
· Health and medical assistance
· Interview/work clothing
· Personal counseling
· Reasonable (a portion of) car repair if related to getting to work/training
Note: Grantee must have a Support Service policy delineating types of Support Services and maximum Support Services allowed per participant.
Note: Supporting documentation MUST be in the name of the participant.
Note: Support Service expenditures must be traceable to source. Participants must sign for bus and gas cards.
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