ADMINISTRATIVE COSTS 

The Law Foundation Board, in November 2009, established a policy regarding administrative costs as follows:
In normal circumstances, no more than 10% of the Law Foundation funded program budget be allocated for administrative expenses. Direct program costs, and a reasonable amount for a program’s proportionate share of operating costs, will still be considered for funding as part of a Law Foundation program grant.  
This information sheet is intended to assist grantees in distinguishing program costs from administrative costs.  

Program Costs 
Program costs include those costs directly related to program delivery, including a proportionate share of operating costs equal to a pro-rated share of the organization’s operating costs. 

A proportionate share of operating costs could be based on:
(1) number of Law Foundation funded positions as a percentage of total organization staff; or

(2) square footage used by the Law Foundation funded program as a percentage of organization space; or 

(3) the Law Foundation grant as a percentage of organization budget. 

Examples of program costs are:

· Salaries and benefits of program staff

· Professional fees of program staff

· Legal supervision costs 

· Support staff for the funded program, if any 
· Disbursements regarding program activities – i.e. travel

· Portion of rent for space directly used by the funded program 
· Portion of direct program operating costs (telephone, copier, IT, supplies etc) 

· Portion of audit cost  (may vary depending on other funders’ audit requirements)
Administrative Costs 

Administrative costs include the salaries of staff that are not directly related to the delivery of the program. 

Examples of administrative costs include, but are not limited to:

· Staff time not directly related to program delivery 

· Portion of executive director or program manager’s salary

· Portion of bookkeeping costs 

· Portion of administrative support for the organization 

· Portion of Board costs 

· Portion of human resources costs

· Portion of IT costs not directly attributable to the funded program
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