


COMMUNITY ACTION PARTNERSHIP OF KERN 
 

COST POOL ALLOCATION METHODOLOGY FOR SHARED COSTS 
 
 
 

Direct Cost Charging Procedures 
 
Effective March 1, 2013, Community Action Partnership of Kern (CAPK) implemented a new 
methodology for allocating shared administrative costs that benefit all programs and are 
necessary for the overall operation of CAPK (management and general costs).  CAPK recovers 
shared administrative costs using the direct cost charging method. 
 
Shared management and general costs are allocated to the benefitting programs using cost pools 
under the following policies and procedures: 
 

1. Costs will be allocated to all programs on an equitable basis regardless of any limits 
imposed by funding sources. 

 
2. As much as practicable, costs will first be charged directly to benefitting programs. 

 

3. All remaining shared costs will be allocated using the most meaningful measure. The 
following bases will be used: 
 

a. Transaction Pool – Financial management and accounting-related costs will be 
allocated based on number of transactions. 

b. Employee Pool – Human resources management, information systems technology 
support, board support, organizational management, strategic planning, outreach, 
program development, risk management and facilities management costs will be 
allocated based on number of employees. 

c. Health & Nutrition Pool – Program management costs for health and nutrition programs 
will be allocated based on number of employees in this type of program functional 
classification. 

d. Community Services Pool – Program management costs for community services 
programs will be allocated based on number of employees in this type of program 
functional classification. 
 

 

Organizational Structure Related to Cost Pools 
 
CAPK has five support divisions as follows: 
 

1. Executive Division: Comprised of the executive director, assistant to the executive director 
and receptionist.  Costs incurred by the Executive Division for the benefit of all programs 
including board support and organizational management will be charged to the Employee 
Pool. 
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COMMUNITY ACTION PARTNERSHIP OF KERN 
 

COST POOL ALLOCATION METHODOLOGY FOR SHARED COSTS 
 

 

 

2. Human Resources Division: Comprised of the Director of Human Resources, two HR 
managers, one HR supervisor, one HR benefits specialist, two payroll specialists and two 
HR technicians.  Costs incurred by the Human Resources Division for the benefit of all 
programs including recruitment, benefit services and employee relations will be charged to 
the Employee Pool. 

 
3. Community Development Division: Comprised of the Director of Community Development, 

one grant & research supervisor, two administrative analysts, one research & 
administrative assistant, one outreach and advocacy manager and one outreach 
coordinator.  Costs incurred by the Community Development Division for the benefit of all 
programs for strategic planning, outreach and program development will be charged to the 
Employee Pool. 
 

4. Finance Division: Comprised of the Director of Finance, one assistant director, one 
accounting manager, two accountants, six accounting technicians and one accounting 
clerk.  Costs incurred by the Finance Division for the benefit of all programs for financial 
record keeping and reporting will be charged to the Transaction Pool.   
 

5. Operations Division: Comprised of the Director of Operations, one facility manager, one 
facility inspector, one technology services manager, two information technology specialists 
and one risk management supervisor.  Costs incurred by the Operations Division for space 
planning, oversight of owned and leased facilities, systems technology support, risk 
management and employee safety will be charged to the Employee Pool.  For the one 
business manager and one business technician in the Operations Division, their costs for 
procurement and contract services for all programs will be charged to the Transaction Pool. 
 

In addition, administrative costs for two program divisions are allocated to programs using cost 
pools as follows: 
 

1. Health & Nutrition Services Division: Comprised of the Director of Health & Nutrition.  Costs 
incurred by the Health & Nutrition Services Division for the benefit of programs in this 
functional classification, such as the Food Bank, Women, Infants and Children, Central 
Kitchen, East Kern Family Resource Center and Migrant Alternative Payment will be 
charged to the Health & Nutrition Pool. 

 
2. Community Services Division: Comprised of the Director of Community Services.  Costs 

incurred by the Community Services Division for the benefit of programs in this functional 
classification such as Energy Conservation, Volunteer Income Tax Assistance and 
Information & Referral will be charged to the Community Services Pool. 
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COMMUNITY ACTION PARTNERSHIP OF KERN 
 

COST POOL ALLOCATION METHODOLOGY FOR SHARED COSTS 
 
 
 
Allocation Procedures 
 
The cost pools will be allocated on a monthly basis to the programs.  The source of information 
for the bases will be as follows: 
 

1. Transactions – The number of transactions per program will be obtained from the Abila 
MIP accounting system at the end of the month. 
 

2. Employees – The number of employees per program will be obtained from the ADP payroll 
system at the end of the month. 
  

  
Cost Pool Accounts Used in the Accounting Records 
 
The cost pool charges will be accounted for in the accounting records using the following Abila 
MIP chart of accounts codes: 
 

1. Fund Segment: 

 905   Transaction Pool 

 910   Employee Pool 

 925   Health & Nutrition Pool 

 930   Community Services Pool 
 

2. Activity Segment 

 900   Human Resources Division 

 901   Operations Division 

 902   Executive Division 

 903   Community Development Division 

 904   Finance Division 
 

3. Function Segment: 

 200   Centralized Administration – Transaction Pool 

 201   Centralized Administration – Employee Pool 

 204   Centralized Administration – Health & Nutrition Pool 

 205   Centralized Administration – Community Services Pool 
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COST POOL ALLOCATION METHODOLOGY FOR SHARED COSTS 
 
 
 

4. Natural Account Segment: 

 9050   Finance Cost Pool 

 9100   Employee Pool 

 9250   Health & Nutrition Cost Pool 

 9300   Community Services Pool 
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COMMUNITY ACTION PARTNERSHIP OF KERN

APPLICATION STATUS REPORT 

PENDING - JANUARY 2016

DATE OF DATE OF APP FUNDING  SOURCE PROGRAM/PROPOSAL AMOUNT 

B&F  MEETING  SUBMISSION REQUESTED

10/28/15 (Board) 10/30/15 CALIFORNIA COASTAL COMMISSION FHCC & SYC MARINE STUDIES PROGRAM 15,888$                  

11/18/15 11/17/15 BANK OF THE WEST VITA 1,500$                    

12/9/15 (Exec) 11/24/15 USDA/ NATIONAL INSTITUTE OF FOOD AND AGRICULTURE (NIFA) FOOD BANK : KERN NUTRITION ON WHEELS 329,500$                

01/20/16 12/03/15 UNITED WAY OF KERN COUNTY (EMERGENCY FOOD & SHELTER) FOOD BANK : FOOD 85,000$                  

1/20/2016 1/7/2016 JUNIOR LEAGUE OF BAKERSFIELD 

EAST KERN FAMILY RESOURCE CENTER: EMERGENCY SUPPLIES 

CLOSET 5,000$                    

1/20/2016 1/19/2016 CALIFORNIA DEPARTMENT OF PUBLIC HEALTH 

FHCC & SYC SEXUAL HEALTH INFORMATION & EDUCATION (I&E) 

PROGRAM 120,000$                

2/17/2016 1/29/2016 WALMART STATE GIVING PROGRAM FOOD BANK : PICKUP TRUCK 30,000$                  



COMMUNITY ACTION PARTNERSHIP OF KERN

APPLICATION STATUS REPORT 

AWARDED - JANUARY 2016

DATE OF DATE OF FUNDING  SOURCE PROGRAM/PROPOSAL AMOUNT AMOUNT FUNDING

B&F  MEETING NOTIFICATION REQUESTED AWARDED PERIOD

06/17/15 06/15/15 PG&E FHCC- COMPUTER LAB UPGRADE 3,000$                3,000$                 07/01/15 – 06/30/16

06/17/15 06/30/15

HHS SUBSTANCE ABUSE PREVENTION AND TREATEMENT 

(SAPT) BLOCK GRANT HIV TESTING AND PREVENTION SERVICES 128,213$            128,213$             07/01/15-06/30/16

06/17/15 07/23/15 USDA WIC (4 yrs) WIC SERVICES 15,967,754$       15,967,754$        10/01/15-09/01/19

08/12/15 09/24/15 TARGET COMMUNITY ENGAGEMENT SYC-COMMUNITY GARDEN FENCE 3,000$                2,000$                 10/1/2015-9/30/2016

08/12/15 10/09/15 BANK OF AMERICA 

FOOD BANK COMMUNITY RESOURCE FAIRS AND PROCUREMENT 

OF FRESH PRODUCE 26,000$              6,000$                 1/1/2016-12/31/2016

09/23/15 11/13/15 THE BAKERSFIELD CALIFORNIAN FOUNDATION FOOD BANK (SOLAR PROJECT) 100,000$            100,000$             1/1/2016 -12/31/2016

10/21/15 11/30/15 WELLS FARGO FOUNDATION VITA/YOUR DOLLARS & $ENSE (FINANCIAL EMPOWERMENT) 35,000$              15,000$               1/1/2016-12/31/2016

05/20/15 12/22/15 CHEVRON FOOD BANK: BACKPACK BUDDIES & FHCC: ROBOTICS & STEM 35,000$              25,000$               7/01/2015-6/01/2016

11/18/15 12/28/15 SOUTHERN CALIFORNIA GAS CO. FOOD BANK 2,000$                2,000$                 11/14/15

10/21/15 12/31/15

CALIFORNIA DEPARTMENT OF COMMUNITY SERVICES & 

DEVELOPMENT (CSD) ENERGY (LIHEAP) 8,105,936$         8,105,936$          1/1/2016-1/31/2017

10/21/15 12/31/15

CALIFORNIA DEPARTMENT OF COMMUNITY SERVICES & 

DEVELOPMENT (CSD) CSBG 1,396,948$         1,396,948$          1/1/2016-1/31/2017

11/18/15 01/08/16 DOMINION RESOURCES FOOD BANK 2,500$                2,500$                 1/1/2016-12/31/2016

01/20/16 01/19/16 CALEITC4ME VITA 19,000$              16,000$               1/20/2016-4/30/2016

12/9/15(Exec) 01/26/16 UNITED WAY OF KERN COUNTY (COMMUNITY INVESTMENT) FOOD BANK 25,000$              10,000$               1/1/2016-12/31/2016

12/9/15(Exec) 01/28/16 UNITED WAY OF KERN COUNTY (COMMUNITY INVESTMENT) 2-1-1 40,000$              30,000$               1/12016-12/31/2016

N/A 01/29/16 ANONYMOUS DONATION FOOD BANK N/A 25,000$               N/A

TOTAL 25,835,351$        



COMMUNITY ACTION PARTNERSHIP OF KERN

APPLICATION STATUS REPORT 

DECLINED - JANUARY 2016

DATE OF DATE OF FUNDING  SOURCE PROGRAM/PROPOSAL AMOUNT 

B&F  MEETING NOTIFICATION REQUESTED

06/17/15 10/01/15 INTERNAL REVENUE SERVICE VITA -2015 - (2016 TAX SEASON) 98,926$                      

11/18/2015 12/3/2015 AMERICAN HONDA FOUNDATION FHCC & SYC STEM PROGRAM 68,250$                      

10/21/15 01/08/16 WONDERFUL FOUNDATION SYC- PREP WORKS 49,000$                      



COMMUNITY ACTION PARTNERSHIP OF KERN 
MEMORANDUM 

To: Budget & Finance Committee 

From: 

Subject: 

Date: 

Donna Holland, Fiscal Manager 

Agenda Item 5i: Kern Head Start and Early Head Start Budget to Actual for the 

Period Ending January 31, 2016 

February 17, 2016 

The following are highlights of the Head Start/Early Head Start Budget to Actual Report for the 
period March 1, 2015 through January 31, 2016. 

Personnel & Fringe Benefits 
Expenditures are less than expected at this point in the fiscal year; however, an additional 11 
days of salaries and fringe benefits (payroll taxes) to be paid in March 2016 will accrue to the 
fiscal year ending February 29, 2016.  Savings are expected in Early Head Start. 

Equipment 
The Head Start funds in this category were budgeted for the purchase of four program vehicles 
and one playground/shade structure.  These purchases are being deferred to the next fiscal 
year. 

Supplies 
With the exception of day-to-day and health and safety requirements, purchases of supplies 
are being deferred to the next fiscal year. 

Contractual 
Savings are expected in this category for both Head Start and Early Head Start. 

Other 
Expenditures in Head Start are slightly less than budgeted at this point in the year.  The actual 
expenditures in Early Head Start reflects fee for terminating the loan interest rate swap 
agreement as part of the Pete H. Parra/Campus refinance ($284,300). 

Cost Pools 
Expenditures in Head Start are close to budget at this point in the year.  Savings are expected 
in Early Head Start. 

Training & Technical Assistance 
Staff expect to fully expend these funds by fiscal year-end. 



Non-Federal Share 
With 92% of the budget period elapsed, total Non-Federal Share (the sum of California 
Department of Education funding and in-kind) is at 99% of budget. 

• California Department of Education
Estimated non-federal revenues through January 31 are at 99% of budget.

• In-Kind
Year-to-date in-kind is at 98% of budget.

Funded enrollments, on which in-kind goals are based, changed effective September 1. 
Funded enrollments were adjusted to reflect six months at the old enrollment and six months at 
the new enrollment, thus changing the goal for some centers.  These are indicated in bold type 
on the report. 

The five centers with the highest percentage of goal met were San Diego, Fairfax, Stella Hills, 
Franklin, and Taft.  Twenty-eight centers met or exceeded 92% of goal.  

The six centers with the lowest percentage of goal met were Mojave, Seibert, California City, 
Willow, Tehachapi, and Rosamond. 

Staff expect to exceed the required Non-Federal Share by year-end. 



Prepared 02/10/2016

BASE FUNDS BUDGET ACTUAL REMAINING % SPENT % 
REMAINING BUDGET ACTUAL REMAINING % SPENT % 

REMAINING
PERSONNEL 9,569,855 8,288,400 1,281,455 87% 13% 1,753,281 1,414,460 338,821 81% 19%
FRINGE BENEFITS 3,208,147 2,885,977 322,170 90% 10% 529,404 454,767 74,637 86% 14%
TRAVEL 0 16,570 (16,570) 0 1,867 (1,867)
EQUIPMENT 190,000 0 190,000 0% 100% 0 0 0
SUPPLIES 1,214,513 1,129,879 84,634 93% 7% 164,666 222,312 (57,646) 135% -35%
CONTRACTUAL 97,900 49,635 48,265 51% 49% 9,100 5,320 3,780 58% 42%
CONSTRUCTION 0 0 0 0 0 0
OTHER 3,810,864 3,369,083 441,781 88% 12% 497,718 715,548 (217,830) 144% -44%
COST POOLS 1,434,915 1,358,301 76,614 95% 5% 339,214 242,792 96,422 72% 28%
TOTAL BASE FUNDING 19,526,194 17,097,845 2,428,349 88% 12% 3,293,383 3,057,066 236,317 93% 7%

TRAINING & TECHNICAL ASSISTANCE
TRAVEL 59,036 32,067 26,969 54% 46% 17,446 9,296 8,150 53% 47%
SUPPLIES 21,544 8,502 13,042 39% 61% 12,372 1,725 10,647 14% 86%
CONTRACTUAL 18,655 14,404 4,251 77% 23% 9,019 996 8,023 11% 89%
OTHER 60,784 96,602 (35,818) 159% -59% 43,498 15,631 27,867 36% 64%
TOTAL TRAINING & TECHNICAL ASSISTANCE 160,019 151,575 8,444 95% 5% 82,335 27,648 54,686.69 34% 66%

GRAND TOTAL HS/EHS FEDERAL FUNDS 19,686,213 17,249,420 2,436,793 88% 12% 3,375,718 3,084,714 291,004 91% 9%

BUDGET ACTUAL REMAINING % SPENT % 
REMAINING

2,827,514 2,809,335 18,179 99% 1% Centralized Administrative Cost 6.2%

2,937,969 2,874,401 63,568 98% 2% Program Administrative Cost 7.5%

TOTAL NON-FEDERAL 5,765,483 5,683,736 81,747 99% 1% Total Administrative Cost 13.6%

CURRENT 1 TO 30 31 TO 60 61 TO 90 OVER 90 CREDITS TOTAL
Bank of America* 6,867 6,867
Lowe's 1,089 2,286 3,375
Save Mart 820 820
Smart & Final 146 157 303
Chevron & Texaco Business Card 7,380 7,380
Home Depot 3,524 3,524

19,826 2,443 0 0 0 22,269

* Expenditure details are included in the CAPK Financial Report

Budget reflects Notice of Award #09CH9142/02, Amendment #2 (conversion of HS to EHS slots).
Actual expenditures include open purchase orders, unliquidated travel, estimated pending expenditures, estimated HS & EHS share of CACFP, General Child Care, State Preschool, 
    and central administration (Cost Pools) costs accrued through 01/31/16.

1/31/2016

STATEMENT DATE
1/21/2016

2/5/2016
2/5/2016

1/25/2016
1/31/2016

SOURCE

EARLY HEAD STARTHEAD START

Community Action Partnership of Kern Agency-Wide Credit Card Report

CALIF DEPT OF ED

IN-KIND

HEAD START and EARLY HEAD START NON-FEDERAL SHARE**

Community Action Partnership of Kern
Head Start and Early Head Start

Budget to Actual Report
Budget Period:  March 1, 2015 - February 29, 2016
Report Period:  March 1, 2015 -January 31, 2016

HEAD START EARLY HEAD START

Month 11 of 12 (92%)



COMMUNITY ACTION PARTNERSHIP OF KERN 
MEMORANDUM 

To: Budget & Finance Committee 

From: 

Subject: 

Date: 

Donna Holland, Fiscal Manager 

Agenda Item 5i: Early Head Start – Child Care Partnerships 

Budget to Actual for the Period Ending January 31, 2016 

February 17, 2016 

CAPK is in its first year of implementing the Early Head Start – Child Care Partnerships 
program.  The initial budget period is March 1, 2015 through August 31, 2016; the initial 
funding was awarded through February 29, 2016.  The following are highlights of the Budget to 
Actual Report for the period March 1, 2015 through January 31, 2016. 

Program Update 
• Bakersfield College served 42 children during the month of January.  The funded

enrollment at this location is 40 children. 
• Blanton Child Development Center – California Department of Social Services, Community

Care Licensing was scheduled to make its licensing visit on February 11.  Services are 
planned to begin as soon as possible after the facility license is issued.  The funded 
enrollment at this location is 16 children. 

Start-Up Funds 
The start-up budget includes the costs of a vehicle, start-up classroom and office supplies, 
printing, licensing, and hiring costs.  Actual expenditures also included the cost of out-of-
county travel for the purpose of obtaining training and orientation provided by the Office of 
Head Start.  Staff will procure the vehicle prior to fiscal year-end.  The remainder of the start-
up funds will be expended primarily on classroom supplies. 

Base Funds 
Expenditures in Personnel and Fringe Benefits are less than planned for this point in the fiscal 
year.  Savings are expected in these categories. 

The child care partners are paid for providing Early Head Start services from the Contractual 
category.  Because services began later than initially planned, savings in this category are 
expected.  Staff are in the process of evaluating the best use of these savings, and will submit 
a budget revision if required by the funding source. 

Training & Technical Assistance Funds 
Staff expect to fully expend Training & Technical Assistance funds. 



Non-Federal Share 
Both child care partners receive non-federal funds for services to children.  As children are 
enrolled in Early Head Start, these funds may be used to meet the non-federal share 
requirement.  Because services are beginning later than planned, it may be necessary to 
request a partial waiver of non-federal share for the initial project period.  Staff are working with 
its child care partners to determine an effective and efficient method to document the non-
federal share. 

Administrative Cost 
Administrative costs for Head Start and Early Head Start programs are limited to 15% of total 
expenditures.  The administrative cost reported through January is 10.3%, which is a decrease 
from the 12.1% reported through December.  Higher than normal administrative costs are 
expected during the implementation phase of the project, but have been trending downward; 
thus, it will not be necessary to request a waiver of the administrative cost limitation for the 
initial project period. 

• June 84.6% 
• July 62.8% 
• August 58.8% 
• September 27.0%
• October 14.6% 
• November 12.8%
• December 12.1%
• January 10.3% 



Prepared 02/10/2016

START-UP FUNDS BUDGET ACTUAL REMAINING % SPENT % 
REMAINING

PERSONNEL 0 0 0
FRINGE BENEFITS 0 0 0
TRAVEL 0 4,841 (4,841)
EQUIPMENT 30,000 0 30,000 0% 100%
SUPPLIES 91,656 29,054 62,602 32% 68%
CONTRACTUAL 0 0 0
CONSTRUCTION 0 0 0
OTHER 17,750 489 17,261 3% 97%
COST POOLS 0 0 0
TOTAL START-UP FUNDING 139,406 34,385 105,021 25% 75%

BASE FUNDS BUDGET ACTUAL REMAINING % SPENT % 
REMAINING

PERSONNEL 107,407 55,597 51,810 52% 48%
FRINGE BENEFITS 38,236 17,227 21,009 45% 55%
TRAVEL 0 0 0
EQUIPMENT 0 0 0
SUPPLIES 11,290 40,651 (29,361) 360% -260%
CONTRACTUAL 480,451 124,838 355,613 26% 74%
CONSTRUCTION 0 0 0
OTHER 33,660 2,840 30,820 8% 92%
COST POOLS 956 7,437 (6,481) 778% -678%
TOTAL BASE FUNDING 672,000 248,589 423,411 37% 63%

TRAINING & TECHNICAL ASSISTANCE FUNDS BUDGET ACTUAL REMAINING % SPENT % 
REMAINING

TRAVEL 0 5,620 (5,620)
SUPPLIES 3,506 499 3,007 14% 86%
CONTRACTUAL 0 0 0
OTHER 13,294 5,693 7,602 43% 57%
TOTAL TRAINING & TECHNICAL ASSISTANCE 16,800 11,812 4,988 70% 30%

GRAND TOTAL FEDERAL FUNDS 828,206 294,785 533,421 36% 64%

NON-FEDERAL SHARE BUDGET ACTUAL REMAINING % SPENT % 
REMAINING

IN-KIND 207,052 0 207,052 0% 100%

TOTAL NON-FEDERAL FUNDS 207,052 0 207,052 0% 100%

Centralized Administrative Cost 2.5%
Program Administrative Cost 7.8%

Total Administrative Cost 10.3%

Budget reflects Notice of Award #09HP0036/01.
The initial grant action for the first 18 month budget period includes 12 months of operating (base) funding, a portion of T&TA funding,
    and start-up funds.  The remaining operating funds ($336,000) and T&TA funds ($84,000) will be awarded at a later date.  The initial
    budget period is 3/1/2015 - 8/31/2016.  The remaining budget periods will begin September 1 and end August 31.

Community Action Partnership of Kern
Early Head Start - Child Care Partnerships

Budget to Actual Report
Budget Period:  March 1, 2015 - February 29, 2016
Report Period:  March 1, 2015 - January  31, 2016

Month 11 of 12 (92%)



COMMUNITY ACTION PARTNERSHIP OF KERN 
MEMORANDUM 

To: Budget & Finance Committee 

From: 

Subject: 

Date: 

Donna Holland, Fiscal Manager 

Agenda Item 5i: Early Head Start – San Joaquin County 

Budget to Actual for the Period Ending January 31, 2016 

February 17, 2016 

CAPK is in its first year of implementing the Early Head Start – San Joaquin County program.  
The following are highlights of the Budget to Actual Report for the period July 1, 2015 through 
January 31, 2016. 

Program Update 
During the month of January 2016, 286 children received services.  The funded enrollment 
was 364. 

• 68 children are being served in center-based settings:
o California Street (Stockton) – 24 children
o St. Mary’s (Stockton) – 16 children
o Walnut (Manteca) – 20 children
o Tracy Toddlers (Tracy) – 8 children (opened January 25)

• The remaining children are being served in the home-based option while an additional 4
centers are renovated and licensed.

Start-Up Funds 
Remaining start-up funds have been fully obligated. 

Base Funds 
At the end of the initial seven-month budget period, there are significant savings in the 
Personnel, Fringe Benefits, Contractual, and Other categories.  A portion of these savings will 
be used to offset expenditures in other categories; the request to approve remaining facility 
projects has been approved by Office of Head Start; staff will submit a request to carry over 
remaining funds into the next budget period. 

Training & Technical Assistance Funds 
Staff expect to fully expend these funds prior to the end of the budget period. 



 
Non-Federal Share 
San Joaquin has implemented procedures for documenting in-kind, and thus far has realized a 
total of $10,469. 
 
CAPK requested and received a partial waiver of non-federal share with its initial funding 
award.  Because services have begun later than planned, staff have requested a waiver of the 
remaining non-federal share from Office of Head Start for this budget period. 
 
Administrative Cost 
Administrative costs for Head Start and Early Head Start programs are limited to 15% of total 
expenditures.  Administrative cost reported through January is 20.9%, which is a decrease 
from the 22.3% reported through December.  Higher than normal administrative costs are 
expected during the implementation phase of the project, but have been trending downward: 

• July  39.6% 
• August 40.7% 
• September 29.6% 
• October 26.6% 
• November 23.1% 
• December 22.3% 
• January 20.5% 

 
Staff have been advised by Office of Head Start, Region IX Office staff to review the costs of 
program staff recorded as administrative, since during the start-up period staff typically 
identified as administrative are actually performing program functions. 



Prepared 02/10/2016

START-UP FUNDS
BUDGET

ACTUAL 
(4/1/15-

6/30/15)2

ACTUAL 
(7/1/15 and 

after)
REMAINING % SPENT % 

REMAINING

PERSONNEL 32,460 17,255 28,106 (12,902) 140% -40%
FRINGE BENEFITS 9,740 4,604 5,535 (399) 104% -4%
TRAVEL 14,400 13,752 30,335 (29,687) 306% -206%
EQUIPMENT 0 0 0 0
SUPPLIES 145,100 2,925 111,737 30,438 79% 21%
CONTRACTUAL 0 0 0 0
CONSTRUCTION 0 0 0 0
OTHER 285,300 10,038 261,248 14,013 95% 5%
COST POOLS 0 1,464 0 (1,464)
TOTAL 487,000 50,038 436,962 0 100% 0%

BASE FUNDS
PERSONNEL 1,589,705 1,219,638 370,067 77% 23%
FRINGE BENEFITS 509,459 292,589 216,870 57% 43%
TRAVEL 8,645 31,014 (22,369) 359% -259%
EQUIPMENT 0 0 0
SUPPLIES 149,393 219,198 (69,805) 147% -47%
CONTRACTUAL 26,542 1,958 24,584 7% 93%
CONSTRUCTION 0 0 0
OTHER 514,397 241,034 273,363 47% 53%
COST POOLS 64,860 160,595 (95,735) 248% -148%
TOTAL 2,863,000 2,166,025 696,975 76% 24%

TRAINING & TECHNICAL ASSISTANCE FUNDS
TRAVEL 10,489 4,061 6,428 39% 61%
SUPPLIES 9,158 3,409 5,750 37% 63%
CONTRACTUAL 9,507 24,500 (14,993) 258% -158%
OTHER 18,619 15,408 3,210 83% 17%
TOTAL 47,773 47,378 395 99% 1%

GRAND TOTAL EHS FEDERAL FUNDS 3,397,773 50,038 2,650,366 697,369 79% 21%

 

NON-FEDERAL SHARE BUDGET ACTUAL REMAINING % SPENT % 
REMAINING

IN-KIND 727,693 10,469 717,225 1% 99%

TOTAL NON-FEDERAL FUNDS 727,693 10,469 717,225 1% 99%

Centralized Administrative Cost 6.0%
Program Administrative Cost 14.5%

Total Administrative Cost 20.5%

Budget reflects Notice of Award #09CH010071-01-00.
1 Initial budget period is 7/1/2015 - 1/31/2016 (prorated to 7 months).  Subsequent budget period will be 2/1/2016 - 1/31/2017.
2 Pre-award costs (within start-up funds) obligated between 04/01/2015 - 06/30/2015 are not to exceed $75,000.
Actual expenditures include open purchase orders, unliquidated travel, and estimated pending expenditures accrued through 01/31/16.

Community Action Partnership of Kern
Early Head Start - San Joaquin County

Budget to Actual Report

Budget Period:  July 1, 2015 - January 31, 20161

Report Period:  July 1, 2015 - January 31, 2016
Month 7 of 7 (100%)

Pre-Award Budget Period:  April 1, 2015 - June 30, 20152









COMMUNITY ACTION PARTNERSHIP OF KERN 
 

CORPORATE CREDIT CARD POLICY AND GUIDELINES 
 
 
 
 
INTRODUCTION 
 
This document sets out policy covering the use of Corporate Credit Cards by employees of Community 
Action Partnership of Kern (CAPK). 
 
CAPK recognizes that there will be occasions when it is necessary for authorized employees to use a 
corporate credit card for travel purposes, to make certain purchases using the internet, and when 
unforeseen circumstances occur to expedite a purchase, all subject to the appropriate approval(s) in 
accordance with CAPK’s Procurement Policies and Procedures. 
 
ALLOCATION OF CORPORATE CREDIT CARDS 
 
Corporate credit cards will only be issued to Senior Executive Management staff, except for the Director 
of Finance.  Additional corporate credit cards may be assigned to specific management level employees 
upon identification of a valid need and written approval by the employee’s Division Director and the 
Director of Finance and Executive Director. 
 
The maximum credit limit to be authorized for individual employee cardholders shall be $10,000.  The 
credit limit may be increased upon written justification and approval by the Director of Finance and 
Executive Director. 
 
The addition and/or deletion of corporate credit cards is the responsibility of the Director of Finance.  
The Director of Finance will be the authorized CAPK point of contact with the corporate credit card 
provider. 
 
POLICIES 
 

 Corporate credit cards are to be used exclusively for legitimate CAPK related business purposes 
only.  Personal use of corporate credit cards and unauthorized purchases made on corporate 
credit cards are strictly prohibited. 

 The cardholder is responsible for all purchases on his/her corporate credit card (other than 
fraudulent purchases or purchases resulting from unauthorized use of cardholder’s card). 

 Credit cards are only to be used by the person whose name appears on the card. 

 The cardholder is personally responsible and accountable for the safekeeping of the card.  Cards 
are to be kept secure and protected against improper use.   

 The cardholder will avoid splitting purchases or service costs over multiple transactions to 
circumvent procurement policies and/or the single transaction limits. 

 The cardholder will follow all required procurement policies and procedures. 

 Credit limits are not to be exceeded. 

 Any misuse of the corporate credit card will subject the responsible employee(s) to CAPK’s 
disciplinary actions in accordance with CAPK’s current personnel policies and procedures. 
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Community Action Partnership of Kern 
Corporate Credit Card Policies and Guidelines 
Page Two 
 
 
CARDHOLDER RESPONSIBILITIES 
 
Cardholder will be required to sign and date a statement (see attachment) to acknowledge his/her 
understanding of the conditions under which the credit card is to be used.  The statement will be 
maintained by the Finance Division. 
 
Upon receipt of corporate credit card, cardholder will provide a copy of the front and back of the card to 
the Director of Finance. 
 
Cardholder will submit original receipts and an approved check request form with appropriate account 
coding to the Finance Division within five business days of the related purchase or return to his/her work 
location if the related purchases were made during a CAPK business trip. The check request form must 
be approved by the cardholder. 
 
Cardholder shall report the loss or theft of a corporate credit card immediately by notifying the credit 
card provider and the Director of Finance. 
 
In the event of termination, the cardholder will return the corporate credit card to the Director of Finance 
who will initiate cancellation procedures with the credit card provider. 
 
 
ACCEPTABLE USE OF CORPORATE CREDIT CARDS 
 
Listed below are examples of the type of expenditure that can be incurred using a corporate credit card: 
 

 Travel related expenses, such as hotel reservations and conference registration fees 

 Internet purchases to realize cost savings and/or expedite delivery 

 To prevent or resolve a health and safety circumstance 

 Board of Directors meeting costs 

 When no other payment method is accepted by the vendor 

 Emergency situations 
 
The corporate credit card shall not be used to circumvent established procurement policies and 
procedures. 
 
REPORTING POLICY 
 
On a monthly basis, corporate credit card usage will be reported to the Board of Directors by the Director 
of Finance.  The Board of Directors will be provided a monthly summary of the total spent per corporate 
credit card and copies of the monthly credit card statements. 
 
REVOCATION OF CORPORATE CREDIT CARD 
 
Failure to comply with any of these policies associated with the use of CAPK’s corporate credit cards 
shall be subject to possible revocation of card privileges.  The Director of Finance, with the approval of 
the Executive Director, shall determine whether a credit card is to be revoked.  Furthermore, misuse of 
CAPK corporate credit cards may result in disciplinary action in accordance with CAPK policies. 
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                                                            Attachment 
 
 

COMMUNITY ACTION PARTNERSHIP OF KERN 
 

CARDHOLDER STATEMENT OF RESPONSIBILITY 
 
 
 
 
 
 
Cardholder                                                                         Position  
Name:_______________________________________  Title:________________________________  
 
 
Bank of America Master Card Number:   ________ - ________ - ________ - ________ 
 
 
 
 
I understand that improper use of this corporate credit card may result in disciplinary action, as outlined 
in Community Action Partnership of Kern’s personnel policies and procedures, as well as personal 
liability for any improper purchases.  As a cardholder, I agree to comply with the terms and conditions 
of the Corporate Credit Card Policy and Guidelines. 
 
I acknowledge receipt of the Corporate Credit Card Policy and Guidelines and confirm that I have read 
and understand the terms and conditions.  I understand that by using this credit card, I will be making 
financial commitments on behalf of the organization and that the organization will be liable to Bank of 
America for all charges made on this card. 
 
As a cardholder, I agree to accept the responsibility and accountability for the protection and proper use 
of this card.  I will return the card to the Director of Finance upon demand, during the period of my 
employment.  I further agree to return the card immediately upon termination of employment.  I 
understand that the card is not to be used for personal purchases.  If the card is used for personal 
purchases, the organization will be entitled to reimbursement from me of such purchases. 
 
 
 
 
 
 
 
 
Signature: ________________________________________  Date: ___________________________ 
                                       Cardholder 
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