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Overview
As stated in the MOVA Grants Policies and Procedures, prorating costs is required when your MOVA-funded services are supported by more than one funding source. Prorating ensures that the MOVA grant is only charged for the actual share of goods and services funded under the grant. Allowable costs must be specified and prorated in the budget and each applicable expense report to reflect the appropriate portion of the expense that the grant supports. 

Budget and Expense Report Best Practices
You can utilize different prorating strategies depending on the cost and circumstance of your funded services. Below is non-exhaustive list of items, by cost category, that should be prorated and a guide on how to prorate grant costs.

Personnel - Salary and Fringe
If an employee is not supported 100% under your MOVA budget, salary and fringe must be prorated accordingly. Similarly, bonuses for MOVA-funded staff must be prorated based on the percentage of time they spent on MOVA-funded activities. 

Include actual service delivery time spent on MOVA-funded activities on your budget and expense reports. However, if an employee’s time is fully devoted to victim services and the funding sources supporting their time cover similar services, you may determine an allocation or funding split between MOVA and other funding sources. For example, an allocation of 60% MOVA-funded time and 40% DPH-funded time should result in 60% salary and fringe costs charged to MOVA and 40% charged to DPH. Please note that you can supplement state and local funding with your MOVA grant but you can’t “supplant” it. See the MOVA Grants Policies and Procedures for more information about supplanting and supplementing.

Equipment
Equipment bought with MOVA funds must only be used for grant-funded services. If equipment and IT services also support non-grant activities, they must be prorated. You may prorate based on usage of equipment and IT services.
· Identify the staff who utilize equipment and IT services. For example, if only 10 employees of the 50 that work at your organization utilize equipment and IT, use 10 as your base.
· Calculate the percentage of MOVA-funded employees who utilize equipment and IT. For example, 2.5 MOVA FTE who utilize equipment and IT ÷ 10 total organization users equals 0.25 or 25%.
· Multiply the percentage by the cost of equipment and IT. If a data software costs $2,000 per month, MOVA can be charged $500.

Other
Annual Single Audit
Grantees that spend at least $1,000,000 per year under federal grants are required to complete an annual single audit. If you meet this federal audit threshold and receive federal funds from a source other than MOVA, single audit costs may be charged to the grant and must be prorated. 

To prorate, determine the share of your federal grants that MOVA supports versus other funders. For example, if MOVA supports $350,000.00 of $1.5 million in federal grants, 35% ($350,000.00 ÷ $1,500,000 • 100) of single audit costs may be charged to the MOVA grant.


Rent
Organization rent and utilities (such as electric and natural gas) are allowable to the extent that the costs are necessary to provide direct services. Costs should be prorated to reflect the appropriate portion of the expense that the grant supports. The most common ways to prorate rent are as follows:
· Proration based on square footage: % MOVA FTE x square footage x $ per square foot
· First, calculate % MOVA FTE: 
MOVA FTE ÷ Organization FTE occupying workspace. For example, 5.5 ÷ 20 = 0.275
· Then, determine $ per square foot: 
total square feet ÷ cost of annual lease x 100. For example, 6,500 sq. ft. ÷ $125,000 x 100 = 5.2
· Finally, plug these numbers into the formula. For example, 0.45 FTE x 6,500 sq. ft. x $5.2 = $15,210
· Proration based on FTE: (MOVA FTE ÷ Organization FTE) x cost of annual lease.
· For example, (5.5 MOVA FTE ÷ 20 Organization FTE) x $125,000 = $34,375

Overlapping Costs at Year End
Unless we tell you otherwise, your budget should reflect the state’s fiscal year from July 1 to June 30. This is also called the “performance period.” You can’t:
· Commit grant funds before the performance period starts
· Receive consultant or subcontract services before the performance period starts
· Carry unused funds over to the next fiscal year unless we approve
· Commit funds after the performance period ends. For example, if the performance period is from July 1, 2025 to June 30, 2026, the deadline to incur costs is June 30, 2026.

Services provided and costs incurred through June 30 should be billed in the June expense report, which is the final report of the performance period. The last pay period in June is likely to cross fiscal years, that is, to overlap with July. To ensure that payroll expenses incurred in the current fiscal year are not charged in the subsequent fiscal year, the June expense report may need to be prorated. If the last pay period in June includes July days, prorate the June expense report as follows:
· Count the number of hours worked in June vs. July. For example, Advocate A worked a total of 80 hours in the last pay period, 24 of which were worked in early July and 56 in June.
· Calculate the percentage of hours worked in June and July. 
· 24/80 hours = 0.30 or 30%. 
· 56/80 hours = 0.70 or 70%.
· Multiply Advocate A’s gross pay by those percentages.  
· gross pay of $2,000 • 0.30 = $600
· Gross pay of$2,000 • 0.70 = $1,400
· Based on these calculations, for Advocate A, $1,400 should be requested in the June expense report and $600 in the July expense report.
Other costs such as utilities should be similarly prorated at year end.

Data Proration
Data reported on the Outcome Measurement Tool (OMT) should only include services and activities supported by grant funds and participants served by grant-funded staff. When employees are supported by multiple funding sources, data proration is required.
Visit the MOVA Data and Performance Reporting Guide to learn how and when to prorate data and access the Data Prorate Tool on MOVA's OMT website. Reach out to your Program Coordinator or MOVA’s Data Team at movastats@mass.gov with questions related to data proration.
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