COST AND REVENUE PROPOSAL INSTRUCTIONS

Complete the Cover Page and Parts A – C of the Cost and Revenue Proposal.  The Cost and Revenue Proposal must describe the proposer’s costs to provide meals and also the anticipated revenue.  Complete the budget pages of the Cost Revenue Proposal using the following instructions.  No additional cost and revenue forms will be accepted.
Instructions for Cover Page:  Do not enter any data on this page.  Amounts will calculate by formula after completion of Parts A – C.
Instructions for Part A: Personnel Costs

This form is used to calculate total personnel costs for providing meals.  Personnel costs should be broken out between project management and meals. Only personnel directly employed by the proposer should be identified on this form. Insert additional rows if needed.

1. Position Title: List all positions involved in project management in the identified section. List all positions involved in site operations and meal preparation in the identified section.

2. Work Location: Indicate administrative office, congregate site, central kitchen, etc.

3. Hourly Rate of Pay: Enter the rate of pay for each position listed.

4. Hours per Project Year: Place number of hours per contract year the person works.

5. FTE (Full-time Equivalent): FTE is the number of total hours worked divided by the maximum number of compensable hours in a work year. The work year is defined as 2,080 hours. This will calculate by formula.

6. Annual Salary Cost: Multiply Hourly Rate by Hours per Project Year to arrive at Annual Salary. This will calculate by formula.

7. Annual Fringe Benefit Cost: Indicate the cost of fringe benefits paid for each position.

8. Total Salary and Benefit Cost: This will calculate by formula.

9. Use total project management and meals salary costs and fringe benefits costs in the appropriate lines on Part B: Nutrition Service Costs.

Instructions for Part B: Nutrition Service Costs

This form is used to list the cash costs for the provision of meals. This form reflects the allocation of costs across multiple services (e.g. AAA Nutrition Funds - Congregate, AAA Nutrition funds - Home Delivered, Alternative Care and Elderly Waiver, Private Pay), if meal services are being provided. One additional column is provided. If more services are provided, add a column for each additional service.  Refer to the definitions page for guidance on allowable costs.

1. List costs for each service component (i.e., project management or meals) by line item category. If multiple meal services are provided, costs should be allocated across services in relative proportion to the number of meals provided under each service.  Variations in allocations across services should be explained on an attached page. Caterer/Subcontractor and other costs will be totaled from the charts below. 

2. List each caterer/sub-contractor and per unit price anticipated and number of meals per service in the chart provided.

3. All “Other Costs” must be identified in the chart provided.

4. Complete the “Assumptions” at the bottom of the chart from the meal service data chart.  If the proposed costs include consideration of loss of operating days due to weather, indicate the number of closure days anticipated. These assumptions should be discussed and agreed upon during negotiations and may provide cause for renegotiation during the contract period.

5. Identify the number of meals being proposed for each service.

Instructions for Part C: Cash Revenue and Support

This form is used to list the revenue anticipated for all non-Title III meals provided by the proposer. Refer to the definitions page for guidance. The final determination of the amounts of federal Title III-C funds, NSIP and state nutrition funds included in the meal reimbursement rate will be calculated by the Area Agency on Aging. Proposer should note that a 15% match (non-federal cash or in-kind) will be required on the amount of federal Title III-C funds included in the award. 

1. Complete the Cash Revenue form. To determine the amount of participant contributions anticipated multiply the number of proposed meals (Use number of meals data from the 1st six months of 2009 to determine proposed number of meals.) by the average participant contribution (Use participant contribution data from the first six months of 2010 to determine proposed average contribution.) Additional revenue sources can be added if needed. 

2. Complete the Source of Match section of the form. If the match is non-federal cash, indicate the source of the cash and place an “X” in the “Cash” column. If the match is contractor-incurred in-kind, place an “X” in the “Contractor-incurred” column and identify the valuation method/justification in the “Value Determination” column.

3. Complete the “Assumptions” at the bottom of the page. If serving private pay meals, identify the amount charged per meal.

Instructions for Part C (a) (b): Third-Party In-Kind Support 

Third-party in-kind contributions must be valued as “what it would have cost if the proposer had paid for the item or service itself”. Neither contractor-incurred costs nor third-party in-kind contributions count toward satisfying matching requirements unless they can be verified by the contractor’s records.

Part C (a) 
1. List the type of support in the In-Kind Support Description column.

2. Identify the location where the support is provided (e.g. Admin office, Senior Center, XYZ town).

3. Quantify the support in the Quantity column. If the support description is volunteer hours, identify the number of hours; if the support is space, identify the number of square feet; if the support is utilities identify the number of months, etc.

4. Apply the rate being used to determine value in the Rate column.

5. Value will calculate and display in the Value column.

The form can be used to record the in-kind support between project management and meals.

Part C (b) OPTIONAL
This is an optional section that may be used to list third-party in-kind support that is NOT used as match.

Acceptance of this optional information does not imply approval or agreement of representations made by proposer, either by the Area Agency on Aging or the Minnesota Board on Aging.

