Documentation and Records Retention
Documentation of County Extension District Indirect Cost Rate

The indirect cost rate proposal (ICRP) is prepared according to OMB Circular A-87, Cost Principles for State, Local, and Indian Tribal Government.  This Circular is available at:

http://www.whitehouse.gov/omb/circulars/a087_2004.html
The Extension District has elected to use the “Fixed Rate With Carry-Forward Procedure.”  The ICRP is prepared each year and within six months of the close of the District’s fiscal year (July 1 to June 30).  The rate is effective for the following two fiscal years.  Any differences between actual and estimated costs for those years will be carried-forward and included in the rate computation for the subsequent year.  

When asked for written documentation of the District’s indirect rate, it is suggested that the District provides copies of the following documents:

Exhibit 2 (certificate signed by the Council Chair)

Exhibit 1 (ICRP)

Worksheet 2 (allocation of indirect costs to non-county employees)

Worksheet 9 (carry-forward procedure)

The federal sponsor (or primary recipient in the case of a subcontract) may ask for copies of all worksheets, signed personnel activity reports (PAR), equipment inventory, building purchase, and a copy of the annual financial report.
Records Retention

Documents supporting the ICRP should be kept in a file labeled for the fiscal year of the analysis:
Exhibit 1

Exhibit 2 (signed original)

Worksheets 2 thru 9

Equipment inventory, if applicable

Building purchase form, if applicable
Personnel Activity Reports (signed)

Copy of the Annual Financial Report 
Organizational Chart for the Extension District

Records supporting an indirect cost rate used in a federal grant award should be retained for a minimum of three (3) years from the date of submission of the final expenditure report.  If any negotiations, audit or other actions involving the records have been initiated before the three year period has expired, the records must be retained until the action is completed and all issues are resolved.  Some agencies require five (5) years for records retention.
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