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Exhibit E  

Suggested Allocation Bases 
 

The allocation base selected by the non-profit organization or commercial organization must be: 

(1) reasonable and consistently applied to direct costs, 
(2) supported by accurate and current data,  
(3) appropriate to the particular cost being distributed, and  
(4) one which results in an accurate measure of the benefits provided to each activity of 

the organization. 

The following are suggested allocation bases:  

TYPE OF SERVICE SUGGESTED BASIS FOR ALLOCATION 

Accounting Number of transactions processed. 
 

Auditing Direct audit hours. 
 

Budgeting Direct hours of identifiable services of employees 
of central budget. 

 
Building lease  
management 

Number of leases. 
 

Data processing System usage. 
 

Disbursing service Number of checks or warrants issued. 
 

Employees retirement 
system administration 

Number of employees contributing. 
 

Insurance management 
service 

Dollar value of insurance premiums. 
 

Legal services Direct hours. 
 

Mail and messenger Number of documents handled or service 
employees served. 

 
Motor pool costs including 
automotive management 

Miles driven and/or days used. 
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Office machines and 
equipment maintenance 

repairs 

Direct hours. 

Office space use and 
related costs(heat,  light, 

janitor service, etc.) 

Sq. ft. of space occupied. 
 
 

Organization and 
management services 

Number of employees. 
 

Payroll services Number of employees. 
 

Personnel administration Number of employees. 
 

Printing and reproduction Direct hours, job basis, pages printed, etc. 
 

Procurement service Number of transactions processed. 
 

Local telephone Number of telephone instruments. 
 

Health services Number of employees. 
 

Fidelity bonding program Employees subject to bond or penalty amounts. 
 

NOTE: Any method of allocation can be used which will produce and equitable and 
rational distribution of costs. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


