
 
 
 
  

COST ALLOCATION 
SHAPE YOUR STORY 

ALLOCATE EVENLY 
 

When allocating personnel, 
non-personnel and 

revenue, time and dollars 
can be allocated evenly to 

supported programs.  

SPREAD COSTS 
PROPORTIONALLY 

 
Some costs can be shared 
proportionally, based on 

how staff supports 
programs. This is done by 

allocating costs by FTE. 

ALLOCATE BY 
PERCENTAGE 

 
Personnel costs are 

allocated by a percentage 
of time. Non-personnel and 

revenue can be allocated 
by a percentage of dollars. 

 

 

THREE TYPES OF COST ALLOCATIONS 
Personnel, non-personnel operating costs, and program revenue are allocated to a 

program to better understand the total cost and cost recovery components of a program. 
 

 

SHAPE YOUR STORY 
 

Costs are allocated to understand how 
operating expenses and staff support 

programs. 
 

Allocate time to a program, if staff 
spends at least 5% of their time 

supporting a program. 
 

Allocate non-personnel, and program 
revenue to programs directly when 

possible.  
 

VALIDATE YOUR COSTS 
 

With the support of Super Users, 
Department Users should review 

allocations at the cost and program 
levels for reasonability. 

 
Toggling to view costs by programs, 
allows for the opportunity to view the 

total costs allocated to a program. 
 



 

 

COST ALLOCATION 
SHAPE YOUR STORY 
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 ALLOCATE COSTS 

Allocate personnel first, 
then non-personnel and 

revenue. 

VALIDATE COSTS 
Review costs for accuracy 

and reasonability. 

ADD INSIGHTS 
Tag programs under the 

costing-lens. 

TIPS & TRICKS 
 

 
Use the chart stack feature to change how the data is 
organized.  
 

 
Download a summary of allocations for easier review 
and analysis. 
 
 

 
Allocate time to programs in other user groups. 
 

 
Save a group of programs for quicker allocation. 


