Council Business Meeting

July 16, 2019
Agenda Item | Contract award to Pathway Enterprises Inc. (QRF) for janitorial services
Paula Brown Public Works Director
Michael Morrison Public Works Superintendent
From Wes Hoadley Facilities Maintenance
Rachel Dials Recreation Superintendent
David Shepherd Fire Chief
paula.brown@ashland.or.us 541-552-2411
michael.morrison@ashland.or.us | 541-552-2325
Contact wes.hoadley@ashland,or.us 541-552-2355
rachel.dials@ashland.or.us 541-552-2260
david.shepherd@ashland.or.us 541-552-2217

SUMMARY

This request is for approval to award a public contract to Pathway Enterprises, Inc. to provide janitorial
services for the City, Parks, and Fire facilities. Pathway Enterprises, Inc. is a local Qualified Rehabilitation
Facility (QRF) that provides janitorial services. The term for the janitorial service contract will begin on July
1, 2019 and end on June 30, 2020.

POLICIES, PLANS & GOALS SUPPORTED
City Council Goals:
Goal 1: Develop current and long-term budgetary resilience
Goal 2: Analyze City departments/programs to gain efficiencies, reduce costs and improve services
Goal 3: Enhance and improve transparency & communication
Maintain Essential Services

Department Goals:

« Maintain existing infrastructure to meet regulatory requirements and minimize life-cycle costs
« Maintain and improve infrastructure that enhances the economic vitality of the community

» Evaluate all city infrastructure regarding planning management and financial resources

PREVIOUS COUNCIL ACTION
The public contracts previously awarded to Pathway Enterprises, Inc. were approved by the City Council on
July 3, 2018 for a term beginning on July 1, 2018 and ending on June 30, 2019.

BACKGROUND AND ADDITIONAL INFORMATION
In accordance with ORS 279.850, public agencies are required by law to contract with a QRF, if the QRF
can provide the product or service as specified and required by the public agency.

How to do business with a QRF: https://www.oregon.gov/das/Procurement/Pages/QRFhow.aspx

Costing workbooks are prepared by Pathway Enterprises, Inc. after the COA Living Wage is reviewed and
updated in June every year.

Request for Price Approval forms have been submitted with costing workbooks to State of Oregon,
Department of Administrative Services (DAS) for pricing approval.
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FISCAL IMPACTS

Janitorial services for the City are paid through the facilities budget. Parks and Fire pay independently as
they have different service levels. The City budgeted $129,000 for fiscal year 2020 (FY20) and $135,000 for
fiscal year 2021 (FY21). The costs for FY20 are 5.72 percent higher than the prior year and are $7,000 more
than was budgeted for FY20 and is anticipated to be higher again in FY21. Staff will try to get budget figure
earlier in the future and will adjust costs based on historic increases rather than the standard three percent.

The proposed FY20 costs for janitorial services are as follows:

Facilities Janitorial Services | Carpet and Hard Floors
City $135,979.78 Included
Parks $55,635.65 $3,847.58
Fire $6,379.48

STAFE RECOMMENDATION
Staff recommends the public contract for janitorial services be awarded to Pathway Enterprises, Inc.

ACTIONS, OPTIONS & POTENTIAL MOTIONS
I move to approve the award of the public contract for janitorial services to Pathway Enterprises, Inc.

ATTACHMENTS

Attachment 1: City of Ashland — Costing Workbook
Attachment 2: Parks & Recreation — Costing Workbook
Attachment 3: Fire Department — Costing Workbook
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Enterprises, Inc Office: (541) 973-2728  Fax: (541) 973-2729
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Property Service License #40205 CCB License #218417

July 2, 2019

Wes Hoadley

Maintenance and Safety Supervisor
City of Ashland

90 N. Mountain Ave.

Ashland, OR 97520

Dear Mr. Hoadley,
Pathway Enterprises is requesting a pricing adjustment for services for the City of
Ashland. The reason for the changes are as follows:

e We have incorporated the Living Wage for the City of Ashland at $15.39 per
hour.

e | adjusted the employee fringe down from 29.60% to 27.67%.

e The addition of .3 hours was added for judicial cleaning in the Municipal Court
Workbook.

In total we are requesting an increase from $128,627.55 to $135,979.78 Annually. This
equates to an additional $7,352.23 for a 5.72% increase. | have attached the minimum
cleaning standards that are in effect for this contract.

The breakdown of this increase is as follows:

Annual 2018 - 2019 2019 - 2020
City Hall 17,644.67 18,517.96
Community Development 27,345.36 28,686.55
Municipal Court 13,830.53 16,241.99
Municipal Court Offices 1,676.07
Police Department 25,326.67 26,695.43
Police Sub Station 1,991.38 2,078.28
Service Center 20,825.51 21,982.84
Street and Shop 8,029.57 8,137.80
Carpet and Hard Floors 11,957.79 13,638.93
Total 128,627.55 135,979.78
Increase Amount 7.352:23
Increase % 5.72%
1600 Sky Park Drive Suite No. 101 Medford, OR 97504 www.pathway-inc.org info@pathway-inc.org
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| appreciate your consideration and look forward to continued services at the City of
Ashland.

Sincerely,

Richard Simpson
Commercial Contracts Director
Pathway Enterprises, Inc.

1600 Sky Park Drive Suite No. 101 Medford, OR 97504 www.pathway-inc.org info@pathway-inc.org



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS

Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications|
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises, Inc.

Project City of Ashland 2019-2020 City Hall

Executive Director Signature:

Raw Materials
Per Time Use - Supplies
Equipment, Tools & Subcontracting

Labor
Direct Labor

Overhead
See Overhead Worksheet

Delivery
Transportation

Reserve
Margin Held in Reserve

DAS Form #12 J
Revision 10-03

(from supplies worksheet)

1,008.28

(from small equipment worksheet)

235.75

1,244.03

12,644.44 |

3,518.41 |

Subtotal 1
(from labor daily worksheet) [s
(s
(from Trans & Reserve worksheet) B

Total Before Margin| $

17,406.88 |

(from Trans & Reserve worksheet) B

1,111.08 |

Total Bid Yearly| $

18,617.96

Monthly| $

1,543.16

Page 1
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RAW MATERIALS

Supplies

Pathway Enterprises, Inc.

City of Ashland 2019-2020 City Hall

Oregon Department of Administrative Services
Project Costing Worksheet

13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
36
37
38
39
40

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as "ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
inciude not only supplies required to perform the service each month, but also Equipment & Tools. In the case

of a commaodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap
Cleaning chemicals or products
Spray bottles

Broom and dustpan

Floor Wax

Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Areas in green are formula driven.

ltem Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 027 1$% 3.24
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.2500 | $ 543 | % 65.16
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.1250 | $ 256 | § 30.75
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 088 $ 10.56
#98 LT DUTY SCOURING PAD 20/CS 0.72 1.0000 | $ 072 1% 8.64
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 0.1250 | '$ 5301 % 63.60
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 0.1250 | $ 11.00 | $ 132.00
SUSTAINABLE EARTH #70 WASHROOM CLEANH 97.44 0.1250 | $ 12.18 | $ 146.16
SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0833 | $ 0.50 | $ 6.01
GLEME GLASS CLEANER 12-19 0Z/CS 2.01 1.0000 | $ 2011$ 24.12
A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.1250 | $ 1111 9% 13.32
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 142 | $ 17.04
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.00|$ 12.00
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 1.0000 | $ 270§ 32.40
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 1.0000 | $ 79918 95.88
LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | $ 12318 14.79
LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.2500 |'$ 2591 % 31.08
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | $ 2111 $ 25.26
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 137 | $ 16.41
"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | $ 209§ 25.09
36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 0.1250 | $ 1431 8% 17.18
36" JUMBO DUST MOP FRAME 7.69 0.1250 | § 096 |$ 11.54
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 01250 | $ 206 |$ 24.66
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 4421 9% 52.98
PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.2500 | $ 448 | $ 53.73
BARKEEPERS FRIEND 2007 BTL 2.65 1.0000 | $ 265| % 31.80
24 OZ BTL 1.25 1.0000 | $ 125(% 15.00
CLEANING TOWELS (60) 19.95 0.0833 | $ 1.66 [ § 19.94
DUSTPAN 2.65 0.2500 | $ 066 |$ 7.95

$ - b -

$ - $ -

$ - 13 -

$ - $ -

3 - 13 -

$ - $ -

i - 1% -

' $ - 13 -

3$ - 13 -

b -8 -

$ - b -
Total $ 84.02 | § 1,008.28

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.

Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12 J
Revision 10-03

Page 2

Supplies Sheet
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OVERHEAD Oregon Department of Administrative Services
Overhead Costs Project Costing Worksheet
Pathway Enterpris City of Ashland 2019-2020 City Hall

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

IFlLL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!
Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is
|1, Enter Overhead as a Percent of Total Costs required for overhead. To calculate the overhead percentage, it is best to have financial records for your
| 19.00%|

organization that go back a year or more. Add together the expenditures that make up the overhead cost (see
worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the|
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
OR other costs as best you can, and use the same formula to get a percentage.

2. Enter Allocated Overhead as a Dollar-Figure Sum "
I 9 I—————-—' Dollar-Figure Sum Method:

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

OR

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

13. Overhead as a Percent of Total Direct Labor Hours

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ N
Time required to complete contract 572
Total Assigned Overhead | $ -
oo anas s s R s e e PR e e e s e e ]
Worksheet WORK AREA:
Total Annual Operations Use the area below to show how you arrived at the final figure
INDIRECT COSTS ORGANIZATION | DEPARTMENTAL that you show as your total Overhead
Management Salaries $ 44,500.00
Management Payroll Tax Expense $ 11,440.95
Management Medical Insurance $ 10,920.00
Management Pension Plan Expense $ 4,150.00 AGENCY REVENUES = 5,675,312
Sales & Administrative Salaries $  415,594.00 AGENCY INDIRECT EXPENSES = 1,105,315.95
Sales & Administrative Payroll Tax Expense 64,354.00 OVERHEAD % = 19%
Sales & Administrative Medical Insurance 40,055.00
Sales & Administrative Pension Plan Expense 10,200.00
Office Rent
Advertising and Public Education 14,855.00
Background Checks & Urinalysis 3,189.00
Professional & Accounting / Audit Fees 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees 8,270.00
Dues & Subscriptions
Depreciation-office building 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22 744.00
Cleaning and Maintenance $ 21,346.00
Office Equipment Rental $ 7,886.00
Office Supplies $ 19,033.00
Postage & Freight $ -
Rehab $ 25,023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE $  18,981.00
EMPLOYEE ACTIVITIES $  20,021.00
AUTO REPAIRS $ 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | § 207,467.95
CP1 Factor from BLS (see link below) 1.65% 1.65%
http:/iwwaw.bls. goviro9/mostrequ.htm
Total [$ 1,123,553.66 |

DAS Form #12 J
Revision 10-03 Page 5 Overhead Computation Sheet




Delivery & Reserve ' Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
City of Ashland 2019-2020 City Hall

This category covers any costs associated with delivering your product or service to the buyer. A service
contract, for example, wil! likely include the costs associated with getting the individuals who will perform
the service to the place where the service will be performed. Gas, oil, vehicle maintenance and repair
are all part of Delivery costs. Most often these costs can be recovered by charging a certain amount per
mile. The State of Oregon reimburses 36 cents per mile for its employees who use their own vehicles on
State business. That's not to say your costs may be less or more. The labor required (the driver and the
workers if they are on the clock), should be captured in Direct Labor. If your costs are greater than the
state allowed cost, please provide a detailed schedule on how you arrived at your cost per mile.

Services Contract

Miles Per | Rate Per Daily Services per Annual
Delivery Description Service Mile Cost Year Trans Cost
1|caravan $ : $ -
2 $ - $ -
3 $ B 3 N
4 5 - $ -
5 - $ -
Margin

The law allows a “margin held in reserve” This is usually added as a percentage after all other costs
have been calculated. The margin % can vary depending on the product or service being offered and
organizational, contractual and market variables specific to the project. Some research will likely be
required to come up with a percentage that not only allows for inventory and equipment replacement, but
is in alignment with industry standards and fair market value. Any percentage higher than six percent
(6%) will have to be justified to DAS.

Enter as a % of "Total Before Margin" | 6.0%]

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet
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SUMMARY OF ANNUAL COSTS

Oregon Department of Administrative Services

Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name

Pathway Enterprises, Inc.

Project

City of Ashland 2019-2020 Community Development

Executive Director Signature:

Raw Materials

Per Time Use - Supplies (from supplies worksheet) $
Equipment, Tools & Subcontracting (from small equipment worksheet) $
Subtotal 1 $

Labor

Direct Labor (from labor daily worksheet) [$

Overhead

See Overhead Worksheet B

Delivery

Transportation (from Trans & Reserve worksheet) s
Total Before Margin| $

Reserve )

Margin Held in Reserve (from Trans & Reserve worksheet) B

1,008.28

235.75

1,244.03

20,270.88 |

" 5,450.44 |

26,965.35 |

1,721.19]]

Total Bid Yearly

28,686.55

Monthly| $

2,390.55

DAS Form #12 J
Revision 10-03 Page 1

Summary Sheet



RAW MATERIALS
Supplies
Pathway Enterprises, Inc.

Oregon Department of Administrative Services
Project Costing Worksheet

City of Ashland 2019-2020 Community Development

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case

of a commodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap
Cleaning chemicals or products
Spray bottles

Broom and dustpan

Floor Wax

Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost
1|SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 027 % 3.24
2|#10 QM HEPASTAT 256 4 GL/CS 21.72 0.2500 | $ 5431 % 65.16
3|VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.1250 | $ 256 (% 30.75
4|#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 0.88 (% 10.56
8|SUSTAINABLE EARTH #70 WASHROOM CLEANE 97.44 0.1250 | $ 1218 | $ 146.16
9|SS CLEANER POLISH 12-15 OZ/CS 6.01 0.0833 | $ 050($ 6.01
10|GLEME GLASS CLEANER 12-19 0Z/CS 2.01 1.0000 | $ 2011 8% 2412
11|A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.1250 | $ 111 $ 13.32
12{7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 1421 % 17.04
13|ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.00| $ 12.00
14|TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 1.0000 | $ 2701 % 32.40
15|GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 1.0000 | $ 7991 % 95.88
16{LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | $ 1231 $ 14.79
17|LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.2500 | $ 2591 % 31.08
18/MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | $ 211 1% 25.26
19| TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 137 $ 16.41
20|"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | $ 209|$ 25.09
21|36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 0.1250 | $ 143 | $ 17.18
22|36" JUMBO DUST MOP FRAME 7.69 01250 | $ 096 | % 11.54
23|60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 | $ 2061} % 24.66
24|PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 442 1% 52.98
25|PAPER FILTER (10) SENSOR VACFITS S 17.91 0.2500 |'$ 4481 % 53.73
26|BARKEEPERS FRIEND 200Z BTL 2.65 1.0000 | $ 2651 % 31.80
27(24 OZ BTL 1.25 1.0000 | $ 12519 15.00
28|CLEANING TOWELS (60) 19.95 0.0833 | $ 166 | $ 19.94
29|DUSTPAN 2.65 02500 | $ 066 | 9% 7.95
30 $ . b -
31 b - $ -
32 - -
33 - b -
34 $ - b -
35 $ - $ -
36 5 - $ -
37 $ - b -
38 $ - b -
39 $ B 3 -
40 ) - $ -
Total b 84.02 | $§ 1,008.28

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12
Revision 10-03

Areas in green are formula driven.

J

Page 2

Supplies Sheet
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OVERHEAD Oregon Department of Administrative Services
Overhead Costs Project Costing Worksheet
Pathway Enterpris City of Ashland 2019-2020 Community Development

There are many different ways organizations allocate overhead internally {e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW! |
Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is
1. Enter Overhead as a Percent of Total Costs | required for overhead. To calculate the overhead percentage, it is best to have financial records for your
| | 79.00%] organization that go back a year or more. Add together the expenditures that make up the overhead cost (see
- worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
OR other costs as best you can, and use the same formula to get a percentage.

2. Enter Allocated Overhead Dollar-Fi ] -
| nier Aflocated Dverhead asa o gure sum l——l Dollar-Figure Sum Method:

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this parlicular project. You can use the Worksheet as a tool (if needed)

OR

'3. Overhead as a Percent of Total Direct Labor Hours I Percent of Total Direct Labor Nethod:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ -
Time required to complete contract 910
Total Assigned Overhead I $ -
e e e e e
Worksheet WORK AREA:
Total Annual Operations Use the area below to show how you arrived at the final figure
INDIRECT COSTS ORGANIZATION | DEPARTMENTAL that you show as your total Overhead
Management Salaries $ 44,500.00
Management Payroll Tax Expense $ 11,440.95
Management Medical Insurance $ 10,920.00 AGENCY REVENUES = 5,675,312
Management Pension Plan Expense $ 4,150.00 AGENCY INDIRECT EXPENSES = 1,105,315.95
Sales & Administrative Salaries $  415,594.00 OVERHEAD % = 19%
Sales & Administrative Payroll Tax Expense $ 64,354.00
Sales & Administrative Medical Insurance $ 40,055.00
Sales & Administrative Pension Plan Expense $ 10,200.00
Office Rent
Advertising and Public Education $ 14,855.00
Background Checks & Urinalysis $ 3,189.00
Professional & Accounting / Audit Fees $ 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees 8,270.00
Dues & Subscriptions
Depreciation-office building $ 15,061.00
Depreciation-office equipment $ 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies $ 19,033.00
Postage & Freight $ -
Rehab $  25,023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE $  18,981.00
EMPLOYEE ACTIVITIES $  20,021.00
AUTO REPAIRS $  15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | § 207,467.95
CPI Factor from BLS (see link below) 1.65% 1.65%
hitp:/leavw.bls.goviro9/mostrequ.htm
Total [$ 1,123,553.66

DAS Form #12 J
Revision 10-03 Page 5 Overhead Computation Sheet




Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
City of Ashland 2019-2020 Community Development

This category covers any costs associated with delivering your product or service to the buyer. A service
contract, for example, will likely include the costs associated with getting the individuals who will perform
the service to the place where the service will be performed. Gas, ail, vehicle maintenance and repair
are all part of Delivery costs. Most often these costs can be recovered by charging a certain amount per
mile. The State of Oregon reimburses 36 cents per mile for its employees who use their own vehicles on
State business. That’s not to say your costs may be less or more. The labor required (the driver and the
workers if they are on the clock), should be captured in Direct Labor. If your costs are greater than the
state allowed cost, please provide a detailed schedule on how you arrived at your cost per mile.

Services Contract

Miles Per| Rate Per Daily Services per Annual
Delivery Description Service Mile Cost Year Trans Cost
1[caravan 3 - $ -
2 $ - $ N
3 $ - $ -
4 $ - $ -
$ - $ -
Margin

The law allows a “margin held in reserve” This is usually added as a percentage after all other costs
have been calculated. The margin % can vary depending on the product or service being offered and
organizational, contractual and market variables specific to the project. Some research will likely be
required to come up with a percentage that not only allows for inventory and equipment replacement, but
is in alignment with industry standards and fair market value. Any percentage higher than six percent
(6%) will have to be justified to DAS.

Enter as a % of "Total Before Margin" | 6.0%]|

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS

Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications|
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name {Pathway Enterprises, Inc.

Project City of Ashland 2019-2020 Municipal Court

Executive Director Signature:

Raw Materials
Per Time Use - Supplies
Equipment, Tools & Subcontracting

Labor
Direct Labor

Overhead
See Overhead Worksheet

Delivery
Transportation

Reserve
Margin Held in Reserve

DAS Form #12 J
Revision 10-03

1,008.28

235.75

1,244.03

10,937.46 |

3,085.08 |

(from supplies worksheet) $
(from small equipment worksheet) b
Subtotal 1| §

(from labor daily worksheet) [s
(s

(from Trans & Reserve worksheet) (s

Total Before Margin| $

15,267.47 |

(from Trans & Reserve worksheet) s

974.52 |

Total Bid Yearly

PP

16,241.99

Monthly

1,353.50

Page 1

Summary Sheet
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Monthly Cost =
Annual Cost =

DAS Form #12 J
Revision 10-03

RAW MATERIALS Oregon Department of Administrative Services
Supplies Project Costing Worksheet

Pathway Enterprises, Inc.
City of Ashland 2019-2020 Municipal Court

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap Broom and dustpan
Cleaning chemicals or products Floor Wax
Spray bottles Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual

Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | % 027 % 3.24
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.2500 | $ 543 % 65.16
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.1250 | $ 256 | 9% 30.75
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 088 |3 10.56
#98 LT DUTY SCOURING PAD 20/CS 0.72 1.0000 | $ 072 | % 8.64
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 0.1250 | $ 530 % 63.60
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 0.1250 | $ 11.00 | $ 132.00
SUSTAINABLE EARTH #70 WASHROOM CLEANH 97.44 0.1250 | $ 1218 | $ 146.16
SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0833 | $ 050 (% 6.01
GLEME GLASS CLEANER 12-19 0Z/CS 2.01 1.0000 | $ 2011 8% 2412
A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.1250 | $ 1111 $ 13.32
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 142 | $ 17.04
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.001| % 12.00
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 1.0000 | $ 2701 % 32.40
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 1.0000 | $ 799 1% 95.88
LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | $ 1231 % 14.79
LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.2500 | $ 2591 % 31.08
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | $ 2411 % 25.26
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 1371 % 16.41
"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | $ 2.09 | $ 25.09
36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 01250 | $ 143 % 17.18
36" JUMBO DUST MOP FRAME 7.69 0.1250 | $ 096 | % 11.54
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 | $ 206 $ 24.66
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 4421 $ 52.98
PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.2500 | $ 448 | $ 53.73
BARKEEPERS FRIEND 2007 BTL 2.65 1.0000 | $ 26518 31.80
24 OZ BTL 1.25 1.0000 | $ 1251 % 15.00
CLEANING TOWELS (60) 19.95 0.0833 | $ 166 | $ 19.94
DUSTPAN 2.65 0.2500 | $ 066 | % 7.95

3 — s -

b - $ =

\B = P -

b - $ -

$ = -

$ - b -

] - b -

b - D -

D - P -

$ - b -

3 B z
Total P 84.02 1% 1,008.28

Areas in green are formula driven.
Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual cost is computed by monthly cost times 12 months.

Page 2

Supplies Sheet
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OVERHEAD
Overhead Costs

Oregon Department of Administrative Services
Project Costing Worksheet

Pathway Enterpris City of Ashland 2019-2020 Municipal Court

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct iabor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!

|1. Enter Overhead as a Percent of Total Costs

required for overhead. To calculate the overhead percentage, it is best to have financial records for your
15005 organization that go back a year or more. Add together the expenditures that make up the overhead cost (see

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that doltar is

OR

|2. Enter Allocated Overhead as a Dollar-Figure Sum

'—| Dollar-Figure Sum Method:

worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a fotal cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage|
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
other costs as best you can, and use the same formula to get a percentage.

OR

|3. Overhead as a Percent of Total Direct Labor Hours

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ -

Time required to complete contract 492

Total Assigned Overhead I $ -

Worksheet
Total Annual Operations

INDIRECT COSTS ORGANIZATION| DEPARTMENTAL
Management Salaries 44,500.00
Management Payroll Tax Expense 11,440.95
Management Medical Insurance 10,920.00
Management Pension Plan Expense $ 4,150.00
Sales & Administrative Salaries $  415,594.00
Sales & Administrative Payroll Tax Expense $ 64,354.00
Sales & Administrative Medical Insurance $ 40,055.00
Sales & Administrative Pension Plan Expense $ 10,200.00
Office Rent
Advertising and Public Education 14,855.00
Background Checks & Urinalysis 3,189.00
Professional & Accounting / Audit Fees 81,708.00
Training & Worker Safety
Insurance $ 38,192.00
Telephone $ 7,185.00
Utilities $  20.452.00
Property Taxes/Licenses/Fees $ 8,270.00
Dues & Subscriptions
Depreciation-office building $ 15,061.00
Depreciation-office equipment $ 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies 19,033.00
Postage & Freight $ -
Rehab $ 25,023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE $  18,981.00
EMPLOYEE ACTIVITIES $ 20,021.00
AUTO REPAIRS $ 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | $ 207,467.95
CP! Factor from BLS (see link befov) 1.65% 1.65%
htto:/ivwwe.bls.goviro9/mostregu.htm

Total [$ 1,123,553.66 |

DAS Form #12 J
Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,105,315.95
OVERHEAD % = 19%

Page 5 Overhead Computation Sheet



Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
City of Ashland 2019-2020 Municipal Court

This category covers any costs associated with delivering your product or service to the buyer. A service
contract, for example, will likely include the costs associated with getting the individuals who will perform
the service to the place where the service will be performed. Gas, oil, vehicle maintenance and repair
are all part of Delivery costs. Most often these costs can be recovered by charging a certain amount per
mile. The State of Oregon reimburses 36 cents per mile for its employees who use their own vehicles on
State business. That's not to say your costs may be less or more. The labor required (the driver and the
workers if they are on the clock), should be captured in Direct Labor. If your costs are greater than the
state allowed cost, please provide a detailed schedule on how you arrived at your cost per mile.

Services Contract

Miles Per{ Rate Per Daily Services per Annual
Delivery Description Service Mile Cost Year Trans Cost
1{caravan $ - $ -
2 $ - $ -
3 $ - $ -
4 $ - $ N
5 - $ -
Margin

The law allows a “margin held in reserve” This is usually added as a percentage after all other costs
have been calculated. The margin % can vary depending on the product or service being offered and
organizational, contractual and market variables specific to the project. Some research will likely be
required to come up with a percentage that not only allows for inventory and equipment replacement, but
is in alignment with industry standards and fair market value. Any percentage higher than six percent
(6%) will have to be justified to DAS.

Enter as a % of "Total Before Margin" | 6.0%]

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet
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SUMMARY OF ANNUAL COSTS Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications|
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises, Inc.
Project City of Ashland 2019-2020 Ashland Police Department

Executive Director Signature:

Raw Materials

Per Time Use - Supplies (from supplies worksheet) § 1,008.28
Equipment, Tools & Subcontracting (from small equipment worksheet) 235.75
Subtotal 1| § 1,244.03
Labor
Direct Labor (from labor daily worksheet) [s 18,777.54 |
Overhead
See Overhead Worksheet s 5,072.13 |
Delivery
Transportation (from Trans & Reserve worksheet) s -]
Total Before Margin| $ 25,093.71]
Reserve
Margin Held in Reserve (from Trans & Reserve worksheet) s 1,601.73 ]
Total Bid Yearly| $ 26,695.43
Monthly| $ 2,224.62

DAS Form #12 J
Revision 10-03 Page 1 Summary Sheet
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DAS Form #12 J
Revision 10-03

RAW MATERIALS

Supplies

Pathway Enterprises, Inc.

City of Ashland 2019-2020 Ashland Police Department

Oregon Department of Administrative Services
Project Costing Worksheet

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:
Paper products and soap

Cleaning chemicals or products
Spray bottles

Broom and dustpan
Floor Wax
Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

ltem Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 0271 8% 3.24
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.2500 | $ 54318 65.16
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.1250 | $ 256 |8 30.75
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 0.881]$% 10.56
#98 LT DUTY SCOURING PAD 20/CS 0.72 1.0000 | $ 072 1% 8.64
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 0.1250 | $ 530 % 63.60
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 0.1250 | $ 11.00 | $ 132.00
SUSTAINABLE EARTH #70 WASHROOM CLEANH 97.44 0.1250 | $ 1218 | § 146.16
SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0833 | $ 050 | $ 6.01
GLEME GLASS CLEANER 12-19 0Z/CS 2.01 1.0000 | § 2011 $ 2412
A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.1250 | $ 11118 13.32
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | § 1421 % 17.04
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.00| $ 12.00
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 1.0000 | $ 2701 % 32.40
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 1.0000 | § 799 | $ 95.88
LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | $ 12319 14.79
LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.2500 | $ 259 % 31.08
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | $ 211 % 25.26
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 137 $ 16.41
"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | $ 209 |% 25.09
36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 0.1250 | $ 143 | $ 17.18
36" JUMBO DUST MOP FRAME 7.69 0.1250 | $ 096 | $ 11.54
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 | $ 206 | $ 24.66
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 442 [ $ 52.98
PAPER FILTER {10) SENSOR VAC FITS S 17.91 0.2500 | $ 448 | % 53.73
BARKEEPERS FRIEND 2007 BTL 2.65 1.0000 | § 265] % 31.80
24 OZ BTL 1.25 1.0000 | $ 1251 % 15.00
CLEANING TOWELS (60) 19.95 0.0833 | $ 166 | $ 19.94
DUSTPAN 2.65 0.2500 | $ 066 | $ 7.95

b - $ -

(B = -

b - $ -

$ - ) -

$ - $ -

b - b -

b - $ -

b ~ b -

3 - $ -

b - b -

b - b -
Total $ 84.02 | $§ 1,008.28

Areas in green are formula driven.
Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual cost is computed by monthly cost times 12 months.

Page 2

Supplies Sheet
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OVERHEAD
Overhead Costs
Pathway Enterpris City of Ashland 2019-2020 Ashland Police Department

Oregon Department of Administrative Services
Project Costing Worksheet

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!

|1. Enter Overhead as a Percent of Total Costs

I 19,00%!

OR

IZ. Enter Allocated Overhead as a Dollar-Figure Sum

—

OR

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is
required for overhead. To calculate the overhead percentage, it is best to have financial records for your
organization that go back a year or more. Add together the expenditures that make up the overhead cost (see
worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage|
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate

other costs as best you can, and use the same formula to get a percentage.

Dollar-Figure Sum Method:
You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this pariicular project. You can use the Worksheet as a tool (if needed)

|3. Overhead as a Percent of Total Direct Labor Hours

To ident

inflation

deflate t
haurs fo

Percent of Total Direct Labor Method:

ify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs

of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other”;
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for

or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your

entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will

he actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
r the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours

Input Total from Worksheet on Below
Overhead per labor hour $ N
Time required to complete contract

Total Assigned Overhead

Worksheet
Total Annual Operations

INDIRECT COSTS ORGANIZATION | DEPARTMENTAL
Management Salaries $ 44,500.00
Management Payroll Tax Expense $ 11,440.95
Management Medical Insurance $ 10,920.00
Management Pension Plan Expense $ 4,150.00
Sales & Administrative Salaries $  415,594.00
Sales & Administrative Payroll Tax Expense $ 64,354.00
Sales & Administrative Medical Insurance $ 40,055.00
Sales & Administrative Pension Plan Expense $ 10,200.00
Office Rent
Advertising and Public Education 14,855.00
Background Checks & Urinalysis 3,189.00
Professional & Accounting / Audil Fees 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees $ 8,270.00
Dues & Subscriptions
Depreciation-office building $ 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies 19,033.00
Postage & Freight $ -
Rehab $  25023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
Other: * 18,981.00
Other: * 20,021.00
Other: * 15,807.00
Other: * $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | $ 207,467.95
CPi Factor from BLS (see link below) 1.65% 1.65%
http:// bis.gov/ro9/mostrequ.htm

Total [$ 1,123,553.66

DAS Form #12 J

Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,105,315.95
OVERHEAD % = 18%

Page 5 Overhead Computation Sheet




Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
City of Ashland 2019-2020 Ashland Police Department

This category covers any costs associated with delivering your product or service to the buyer. A service
contract, for example, will likely include the costs associated with getting the individuals who will perform
the service to the place where the service will be performed. Gas, oil, vehicle maintenance and repair
are all part of Delivery costs. Most often these costs can be recovered by charging a certain amount per
mile. The State of Oregon reimburses 36 cents per mile for its employees who use their own vehicles on
State business. That's not to say your costs may be less or more. The labor required (the driver and the
workers if they are on the clock), should be captured in Direct Labor. If your costs are greater than the
state allowed cost, please provide a detailed schedule on how you arrived at your cost per mile.

Services Contract

Miles Per | Rate Per Daily Services per Annual

Delivery Description Service Mile Cost Year Trans Cost
1 [3 - 3 N
2 $ - $ N
3 $ - $ -
4 $ - $ -
$ - $ -

Margin

The law allows a “margin held in reserve” This is usually added as a percentage after all other costs
have been calculated. The margin % can vary depending on the product or service being offered and
organizational, contractual and market variables specific to the project. Some research will likely be
required to come up with a percentage that not only allows for inventory and equipment replacement, but
is in alignment with industry standards and fair market value. Any percentage higher than six percent
(6%) will have to be justified to DAS.

Enter as a % of "Total Before Margin™ l 6.0%]

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet
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SUMMARY OF ANNUAL COSTS

Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises, Inc.

Project City of Ashland Police Sub Station 19-20

Executive Director Signature:

Raw Materials
Per Time Use - Supplies
Equipment, Tools & Subcontracting

Labor
Direct Labor

Overhead
See Overhead Worksheet

Delivery
Transportation

Reserve
Margin Held in Reserve

DAS Form #12 J
Revision 10-03

271.29

271.29

1,287.42 |

394.87 |

(from supplies worksheet) $

(from small equipment worksheet) g
Subtotal 1

(from labor daily worksheet) I

(S

(from Trans & Reserve worksheet) (s

Total Before Margin| $

1,953.59 |

(from Trans & Reserve worksheet) l $

124.70 |

Total Bid Yearly| $

2,078.28

Monthly| $

173.19

Page 1

Summary Sheet



RAW MATERIALS

Supplies

Pathway Enterprises, Inc.

City of Ashland Police Sub Station 19-20

Oregon Department of Administrative Services
Project Costing Worksheet

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “Items to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case

of a commodity contract the Raw Materials will be figured on a Per item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap
Cleaning chemicals or products
Spray bottles

Broom and dustpan

Floor Wax

Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost
1{SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 027 | $ 3.24
2|#10 QM HEPASTAT 256 4 GL/CS 21.72 0.0833 | § 181 §$ 21.71
3|VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.0833 | $ 1711 % 20.49
4|#63 LT DUTY SCRUB SPONGE 20/CS 0.88 0.0833 | $ 0.07]% 0.88
8|SUSTAINABLE EARTH #70 WASHROOM CLEANE 97.44 - $ - $ -
9|SS CLEANER POLISH 12-15 OZ/CS 6.01 0.0833 | $ 0.50 | $ 6.01
10|GLEME GLASS CLEANER 12-19 0Z/CS 2.01 0.0833 | $ 017 | $ 2.01
11| A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.0833 | $ 074 | $ 8.88
12|7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 0.0833 | $ 012 | $ 1.42
13|ANGLE BROOM FLAGGED END W/ HDL 5.99 0.0833 | $ 0.50 | $ 5.99
14| TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 0.0833 | $ 0221]% 2.70
15{GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 0.0833 | $ 0.67 | $ 7.99
16|LAMBSWOOL DUSTER 28" 312FH 4,93 0.0833 | $ 0411 8% 4.93
17|LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.0833 | $ 0.86 | $ 10.36
18/ MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.0833 | $ 070 | $ 8.42
19| TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.0833 | $ 046 | $ 5.47
20| CLOSED FOR CLEANING HANGING SIGN 25.10 - $ - $ -
21(36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 - $ - $ -
22{36" JUMBO DUST MOP FRAME 7.69 - $ - $ -
23|60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 - $ - $ -
24|PREMIUM LOOP END MOP LGR GN 12/CS 17.66 - $ - $ -
25|PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.0833 | $ 149 $ 17.90
26|BARKEEPERS FRIEND 2007 BTL 2.65 0.2500 | $ 066 | $ 7.95
27124 OZ BTL 1.25 0.0833 | $ 010 | $ 1.25
28| CLEANING TOWELS (60) 19.95 - $ - $ -
29|DUSTPAN 2.65 0.0833 | $ 022|$ 2.65
30 $ - $ -
31 5 - $ -
32 b - b -
33 5 - 3 -
34 $ - b -
35 b - $ -
36 b - $ -
37 b - b -
38 $ - b -
39 $ - b -
40 b = -
Total 3 226118 271.29

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12
Revision 10-03

Areas in green are formula driven.

J

Page 2

Supplies Sheet
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OVERHEAD Oregon Department of Administrative Services
Overhead Costs Project Costing Worksheet
Pathway Enterpris City of Ashland Police Sub Station 19-20

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!
Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that doliar is
I'l. Enter Overhead as a Percent of Total Costs | required for overhead. To calculate the overhead percentage, it is best to have financial records for your
19.00%

organization that go back a year or more. Add together the expenditures that make up the overhead cost (see
worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a fotal cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage;
of the total cost. [f financial records are not available estimate the overhead expenses as best you can, estimate
OR other costs as best you can, and use the same formula to get a percentage.

2. Enter Allocated Overhead as a Dollar-Fi Sum .
| verhead as fgure Su ‘—| Dollar-Figure Sum Method:

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

OR

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

|3. Overhead as a Percent of Total Direct Labor Hours

Total Annuat Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ -
Time required to complete contract 58
Total Assigned Overhead | $ -
e S ]
Worksheet WORK AREA:
Total Annual Operations Use the area below to show how you arrived at the final figure
INDIRECT COSTS ORGANIZATION | DEPARTMENTAL that you show as your total Overhead
Management Salaries 44,500.00
Management Payroll Tax Expense 11,440.95
Management Medical Insurance 10,920.00
Management Pension Plan Expense 4,150.00
Sales & Administralive Salaries $  415,594.00
Sales & Administrative Payroll Tax Expense $  64,354.00
Sales & Administrative Medical Insurance $ 40,055.00 AGENCY REVENUES = 5,675,312
Sales & Administrative Pension Plan Expense | § 10,200.00 AGENCY INDIRECT EXPENSES = 1,105,315.95
Office Rent OVERHEAD % = 19%
Advertising and Public Education $ 14,855.00
Background Checks & Urinalysis $ 3,189.00
Professional & Accounting / Audit Fees $ 81,708.00
Training & Worker Safety
Insurance $ 38,192.00
Telephone $ 7,185.00
Utilities ) $ 20,452.00
Property Taxes/Licenses/Fees $ 8,270.00
Dues & Subscriptions
Depreciation-office building 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental $ 7,886.00
Office Supplies $ 18,033.00
Postage & Freight $ -
Rehab $ 25,023.00
Miscellaneous Expense 3 12,999.00
Bad Debls $ -
INTEREST EXPENSE N 18,981.00
EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ '897,848.00 | § 207,467.95
CPI Factor from BLS (see link belov) 1.65% 1.65%
http:/fvaww bls. govire9/mostrequ.htm
Total [ $1,123,553.66

DAS Form #12 J
Revision 10-03 Page § Overhead Computation Sheet



Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
City of Ashland Police Sub Station 19-20

This category covers any costs associated with delivering your product or service to the buyer. A service
confract, for example, will likely include the costs associated with getting the individuals who will perform
the service to the place where the service will be performed. Gas, oil, vehicle maintenance and repair
are all part of Delivery costs. Most often these costs can be recovered by charging a certain amount per
mile. The State of Oregon reimburses 36 cents per mile for its employees who use their own vehicles on
State business. That’s not to say your costs may be less or more. The labor required (the driver and the
workers if they are on the clock), should be captured in Direct Labor. If your costs are greater than the
state allowed cost, please provide a detailed schedule on how you arrived at your cost per mile.

Services Contract

Miles Per | Rate Per Daily Services per Annual
Delivery Description Service Mile Cost Year Trans Cost
1|caravan $ - $ -
2 $ - $ N
3 $ - 3 -
4 $ - 3 -
$ - $ -
Margin

The law allows a “margin held in reserve” This is usually added as a percentage after all other costs
have been calculated. The margin % can vary depending on the product or service being offered and
organizational, contractual and market variables specific to the project. Some research will likely be
required to come up with a percentage that not only allows for inventory and equipment replacement, but
is in alignment with industry standards and fair market value. Any percentage higher than six percent
(6%) will have to be justified to DAS.

Enter as a % of "Total Before Margin" | 6.0%]|

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises, Inc.
Project Ashland Service Center 2019-2020

Executive Director Signature:

Raw Materials

Per Time Use - Supplies (from supplies worksheet) 1,008.28
Equipment, Tools & Subcontracting (from small equipment worksheet) 235.75
Subtotal 1| § 1,244.03
Labor
Direct Labor (from labor daily worksheet) I's 15,243.10 |
Overhead
See Overhead Worksheet [s 4,176.74 |
Delivery
Transportation (from Trans & Reserve worksheet) [s -]
Total Before Margin| $ 20,663.87 |
Reserve
Margin Held in Reserve (from Trans & Reserve worksheet) s 1,318.97 |
Total Bid Yearly| § 21,982.84
Monthly| § 1,831.90

: DAS Form #12 J
Revision 10-03 Page 1 Summary Sheet




RAW MATERIALS

Supplies

Pathway Enterprises, Inc.

Ashland Service Center 2019-2020

Oregon Department of Administrative Services
Project Costing Worksheet

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case

of a commadity contract the Raw Materials will be figured on a Per ltem Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap
Cleaning chemicals or products
Spray bottles

Broom and dustpan

Floor Wax

Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost
1|SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 027 |$% 3.24
2|#10 QM HEPASTAT 256 4 GL/CS 21.72 0.2500 | $ 543 | $ 65.16
3|VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.1250 | $ 256 | $ 30.75
4|#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 088 |3 10.56
8|SUSTAINABLE EARTH #70 WASHROOM CLEANE 97.44 0.1250 | $ 12.18 [ $ 146.16
9|SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0833 | $ 050 | $ 6.01
10{GLEME GLASS CLEANER 12-19 0Z/CS 2.01 1.0000 | $ 201 $ 2412
11|A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.1250 | $ 1111 $ 13.32
12{7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 142§ 17.04
13{ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.00 | $ 12.00
14| TRIGGER SPRAYER HEAD HD FOR 32 0Z B 2.70 1.0000 | $ 270 % 32.40
15|GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 1.0000 | $ 799 | $ 95.88
16|LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | $ 1231 % 14.79
17|LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.2500 | $ 259 | $ 31.08
18/MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | $ 2111 8% 25.26
19|TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 1371 % 16.41
20|"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | $ 2.09|$ 25.09
21|36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 0.1250 | $ 143§ 17.18
22|36" JUMBO DUST MOP FRAME 7.69 0.1250 | $ 096 | $ 11.54
23|60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 | $ 2.06 | $ 24.66
24|PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 442 | $ 52.98
25|PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.2500 | $ 448 | $ 53.73
26| BARKEEPERS FRIEND 200Z BTL 2.65 1.0000 | $ 265 % 31.80
27{24 OZ BTL 1.25 1.0000 | $ 1251 9% 15.00
28|CLEANING TOWELS (60) 19.95 0.0833 | $ 166 | $ 19.94
29{DUSTPAN 2.65 0.2500 | $ 066 | $ 7.95
30 b - b -
31 b - $ -
32 $ - $ -
33 b - g -
34 b - 5 -
35 b = b 4
36 3 - b -
37 $ - $ -
38 $ - $ -
39 3 - 3 -
40 b - 1% -
Total $ 84.02 | $ 1,008.28

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12
Revision 10-03

Areas in green are formula driven.
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OVERHEAD Oregon Department of Administrative Services
Overhead Costs Project Costing Worksheet
Pathway Enterpris Ashland Service Center 2019-2020

There are many different ways organizations aliocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

|FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW! I
Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is
|1, Enter Overhead as a Percent of Total Costs required for overhead. To calculate the overhead percentage, it is best to have financial records for your
‘ 19.00%‘

organization that go back a year or more. Add together the expenditures that make up the overhead cost (see
worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the|
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage|
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
OR other costs as best you can, and use the same formula to get a percentage.

2. Enter Allocated Overhead Dollar-Fi Sum n
| vernead as a boflar-rigure Su |—————-—-| Dollar-Figure Sum Method:

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

OR

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entily as detailed below. Line items which are not detailed below should be input into the cells marked "other”,;
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

|3. Overhead as a Percent of Total Direct Labor Hours

Total Annual Direct Labor Hours
Input Total from Warksheet on Below
Overhead per labor hour $ -
Time required to complete contract 702
Total Assigned Overhead ‘T_——'—-—
Worksheet WORK AREA:
Total Annual Operations Use the area below to show how you arrived at the final figure
INDIRECT COSTS ORGANIZATION | DEPARTMENTAL that you show as your total Overhead
Management Salaries 44,500.00
Management Payroll Tax Expense 11,440.95
Management Medical Insurance 10,920.00
Management Pension Plan Expense $ 4,150.00 AGENCY REVENUES = 5,675,312 ;
Sales & Administrative Salaries $  415,594.00 AGENCY INDIRECT EXPENSES = 1,105,315.95
Sales & Administrative Payroll Tax Expense 64,354.00 OVERHEAD % = 19%
Sales & Administrative Medical Insurance 40,055.00
Sales & Administrative Pension Plan Expense 10,200.00
Office Rent
Advertising and Public Education $ 14,855.00
Background Checks & Urinalysis $ 3,189.00
Professional & Accounting / Audit Fees $ 81,708.00
Training & Worker Safety
Insurance $ 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees 8,270.00
Dues & Subscriptions
Depreciation-office building 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental $ 7,886.00
; Office Supplies $ 19,033.00
; Postage & Freight $ -
‘ Rehab $ 25,023.00
Miscellaneous Expense $  12,999.00
Bad Debts $ -
INTEREST EXPENSE 18,981.00
EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00| % 207,467.95
CPI Factor fram BLS (see link below) 1.65% 1.65%
hitp:iivany bls.goviro@imostrequ.htm
Total [$ 1,123,553.66

DAS Form #12 J
Revision 10-03 Page 5 Overhead Computation Sheet




Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
Ashland Service Center 2019-2020

This category covers any costs associated with delivering your product or service to the buyer. A service
contract, for example, will likely include the costs associated with getting the individuals who will perform
the service to the place where the service will be performed. Gas, oil, vehicle maintenance and repair
are all part of Delivery costs. Most often these costs can be recovered by charging a certain amount per
mile. The State of Oregon reimburses 36 cents per mile for its employees who use their own vehicles on
State business. That's not to say your costs may be less or more. The labor required (the driver and the
workers if they are on the clock), should be captured in Direct Labor. If your costs are greater than the
state allowed cost, please provide a detailed schedule on how you arrived at your cost per mile.

Services Contract

Miles Per|{ Rate Per Daily Services per Annual
Delivery Description Service Mile Cost Year Trans Cost
1[caravan $ - $ -
2 $ - $ -
3 $ - $ -
4 $ - $ -
5§ - $ :
Margin

The law allows a *margin held in reserve” This is usually added as a percentage after all other costs
have been calculated. The margin % can vary depending on the product or service being offered and
organizational, contractual and market variables specific to the project. Some research will likely be
required to come up with a percentage that not only allows for inventory and equipment replacement, but
is in alignment with industry standards and fair market value. Any percentage higher than six percent
(6%) will have to be justified to DAS.

Enter as a % of "Total Before Margin™ | 6.0%]

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises, Inc.
Project City of Ashland 2019-2020 Street and Shop

Executive Director Signature:

Raw Materials

Per Time Use - Supplies (from supplies worksheet) $ 402.78
Equipment, Tools & Subcontracting (from small equipment worksheet) $ 25.57
Subtotal 1| § 428.36
Labor
Direct Labor (from labor daily worksheet) B 5,675.00 |
Overhead
See Overhead Worksheet [s 1,546.18 |
Delivery
Transportation (from Trans & Reserve worksheet) [s -]
Total Before Margin| $ 7,649.54 |
Reserve
Margin Held in Reserve (from Trans & Reserve worksheet) s 488.27 |
Total Bid Yearly 8,137.80
Monthiy| $ 678.15

DAS Form #12 J
Revision 10-03 Page 1 Summary Sheet
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RAW MATERIALS Oregon Department of Administrative Services
Supplies Project Costing Worksheet

Pathway Enterprises, Inc.
City of Ashland 2019-2020 Street and Shop

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap Broom and dustpan
Cleaning chemicals or products Floor Wax
Spray bottles Scrub brushes or scouring pads

Per Use/Per Iltem Manufactured - Supplies

ltem Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 0271 $% 3.24
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.0833 | $ 18118 21.71
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.0833 | $ 1711 % 20.49
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 0.0833 | $ 00719 0.88
#98 LT DUTY SCOURING PAD 20/CS 0.72 0.0833 | $ 0.06 | $ 0.72
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 0.0833 | $ 353|8% 42.38
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 0.0833 | $ 733 % 87.96
SUSTAINABLE EARTH #70 WASHROOM CLEANH 97.44 0.0833 | $ 812 % 97.40
SS CLEANER POLISH 12-15 OZ/CS 6.01 0.0833 | $ 050 | $ 6.01
GLEME GLASS CLEANER 12-19 0Z/CS 2.01 0.0833 | $ 017 | $ 2.01
A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.0833 | $ 074 | $ 8.88
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 0.0833 | $ 0121 $ 1.42
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.0833 | $ 050 | $ 5.99
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 0.0833 [ $ 02218 2,70
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 0.0833 | $ 067 |9% 7.99
LAMBSWOOL DUSTER 28" 312FH 4.93 0.0833 | $ 041 $ 4.93
LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.0833 | $ 086 (% 10.36
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.0833 | $ 070 | $ 8.42
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.0833 | $ 046 | $ 5.47

CLOSED FOR CLEANING HANGING SIGN 25.10 - $ - $ -

36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 - $ - 3 -

36" JUMBO DUST MOP FRAME 7.69 - 3 - 3 -
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.0833 | § 137 [ $ 16.43
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.0833 | $ 1471 8 17.65
PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.0833 | $ 1491 % 17.90
BARKEEPERS FRIEND 2007 BTL 2.65 0.2500 | $ 066 | $ 7.95
24 OZ BTL 1.25 0.0833 | $ 010] $ 1.25

CLEANING TOWELS (60) 19.95 - $ - $ -
DUSTPAN : 2.65 0.0833 | $ 0221 $% 2.65

$ s -

b - b -

D - b -

b - b -

3 - -

$ - $ -

b N g -

g $ -

- 3 -

b - b -

b - 19 -
Total b 33571 % 402.78

Areas in green are formula driven.
Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual cost is computed by monthly cost times 12 months.

Page 2

Supplies Sheet



sj00] juswdinbg ¢ obeyq €0-01 uoisinay
[ Zl# wiod sva

'SHUN JO Jaquinu 8y} sewl} 300 Jun joefoid Ag peindwo) =3s09 [enuuy
"90IAISS/IOBIILO0D By} 8}8|dWod 0} papasu spun Aq A[diin = suun jo #
‘asn j09f04d oy} sawi} Jeak Jad 302 jun sy} BulA[dlinw Ag peje|noje) =3s09 Hun pajoafold
("10BJ3UOD SIU} JO} AjUO pasn wa)l Ue 8q p[nom %00} :djou) j1osfoid SIy} yim pejeloosse
S1500 8U} J0 Uoiuod 1By} Auo apnjout o} aIns aq ‘josfold suo UBY) ajow Uo pesn S| Juswdinbs oy} jo Aue §| -obejusoiad esn Joslold Bz =asn % pajoaloid
‘uonerosidap ayy Aq 3802 jun |30} ey} BulAidiinw Ag psindwo) = Jes A 19d 1s0 Hun
"gyl] [njasn oy} Aq ayl| 10BILOD By} BulpiAlp Ag pele|nojes si uoneloaidaq = abejusdiad uoperoaidag
syjuow uj juswdinbs sy} Jo 8yl [NJOSN pajewiise 8y} S| JBUN = SI9SSY Jo ajI] [njasn
"UBALID B|NWLIO) 8le usalb ul sealy

1G9°5¢ $ 1eJoL
Zl Sl
Zl 14
43 el
43 cl
45 A
Zl ol
[4) 6
[4) 8
[43 L
[4) 9
cl S
143 14
- $|0 9€'9¢ %00} 9£'9¢ %EE [4) 9g 1064 $ uoldy m (B9 p dinig|le
15'62 S 18’52 %00} 1G'GC %EE 45 9€ CL9L $ $S9id @ 19)sng yealg 8nep) | ¢
- $(0 z8'esl %00} 28'€8l %EE cl 9¢ 9v'155 $ LUNNOBA JOSusg | |
180D syun 350D NuUn asn % 1B Jod abejuadiad ajli 13ssY Jo a9lld uopidiossqg
[enuuy 0% 1o08foid 108foid 1s09 spuny | uoneldaidag 10B1JU0D ajll Injasn nun juswidinbg
*pa1s]| 9 pjnoys pue asuadxa a|jqemo||e ue s }osse
- 2y} ulelUIBW 0} 3509 3y} “Uanamoy ‘uolieroaldap 1o} a|qiBiia jou si Asuow juelb ypm paseyaind jasse Auy 330N
z ‘9|npayos SIY} Ul S}s00 uoljepodsued) Jo ajo1yan Aue apnjaul jou og
- -Joaload sy} UM pajeIoosse 1509 au} jo uopod jey} AjUo spnjoul 0} ains aq ‘1asfoid auo ueyy siow uo pasn si juadinbe siyi jo Aue 4
- [
- $ sassaud pue syong dopy slodeams
PN awi] Jad 350D uonduosaq sJaqQqnIos ony saulysew Buluesio pulg
Jad sswig siojexe jodien sauyoew Jooj4/6ulysiuing
SHOLOVHLINODENS
:qol 2y} op 0} palinbal aq Aew yolym sejdwexs ale sjoo g wawdinbg Bumojio} syt

doyg pue }eans 0Z02-6102 PUBlUSY 0 D

'ou| ‘sasudisiuzg Aemuyied

188ysyliop Bunsos josfoid slojornuoogns % sjoo | ‘uswdinbg
S32IAIBS SAJRIISIUIWPY Jo Juawpedaq uobalQ STIVINILYIN MVY




198US Joge palg v abeg

(yuowy/eg ee/1$ 196 nok aseo siyy uy) z) Aq 3soa [enuue
U} apIAlp 1500 Ajyiuow Jo (008'0Z = 25 X 00 ‘00% = G X 08) “tesk Jed 00°008'02$ J0 1500 Joge| 193.ip [Enuue Ue nok oAb pinom ‘1esk Jad s)sam gg pue yeam tad shep g painbal ‘awy 1ad 00'08$ 4O 109 Joge| JoaUp UM 821AI8S & ‘ajdwiexs Jo4
*80IAls o apicad Jim noA jey) Jeek Jad sAep o Jequinu ey A 1500 Ajiep sy Ajdinw JOBIUOD 92IAISS B UQ ‘Juswalnbal jenuue sy Yim dn SWoo 0} SWel) sLui} 8y} PUIXa UBS NOA 'wiali Jad Jo awiy Jad 1509 Joge| 10alip 3Y) PaUSIqE)Sa SANOK Jaly

(010 Juswaunal ‘feuap ‘feolpaw ‘B8) uopeziuebio tnok Ag pred sjysuaq Jaylo JO 1500

1509 JnoA je dwog Ssiadops

VOl Buiyorey
‘aBem oy} ojuo uopeziuebio 1nok Joj (Id0) asuadx3 jjoiked Jeyi0, ajeudoidde sy} ppe o} ains a4 'os|Y [J0BIUOD Y} 3osyo ,"ebem Bulieasid, e
\ked 0} nok auinbau ‘AyAonpoid uo paseq sefem wnwiuiw-gns sieiom Aed noA Yyolym uo asoy) Bulpnjoul ‘s10e5uoD sWog ‘sinoy ay) 0} abem sjeudoidde ay) Bujublsse jo Jopew e Ajdwis s ‘Waj Jod Jo 901AI9S Jod SINOY 3JOM [B)0} BUJ MOUY NOA 30UQ

(8=zx¥ 'v=08'Xg) "Yoea "s4y g 4o} Ayanonpoud 9,06 1e Buiiom sidoad g Ag auop aq osje pInod }| *(§=¥XZ) Yoes 'siy  Joj Apananpold %001 18 Bupiiom ajdoad z Jo *(g=gX|) "siy g Jo}

Auaironpoud %001 1B Bupjiom uosiad | Aq psysiidiioode ag ued SinoY iom, g ‘sjdilexs o4 ‘Buiyiom ale ajdoad Auew moy jo ssalpiebal swes ay Aejs [IM Jaquinu siy | ,'sinoy iom, paiinbal ay) si anbl Jeuy] eolaies sod sinoy Jo JagLunu [ejo} ay}
sjuasaidal jey ainBly B ojul sajeLnSa asoy) a)IdWod ‘usy | s} Juauodiuoo yoes Joj palinbal aw sy} ajewnsa ‘IxaN "(0s|e sqof usamiag swwi 10j JUNoodk O} 2INs 84) "0}8 ‘siool) Buixem ‘syuls Bujues|o ‘Buideams ‘BuiLnnoBA ‘SIaUIBJUOD 2[okdal pue
ysesy Buifdws ‘yuswdinbs Bujpeojun pue Buipeo] ‘se yons s3se} JusUodWo Ojul SIUSWALINDSI }JOM BU} UMOPYESIG ISIl) JOBJUOD [BIPoISND B Ul ‘3|dWexs o4 "ajellsa 1500 Joge] J9alIp Waj|-iad Jo aWl i -1ad & ojul pafidwod ag jsni sawl ay} 'spuooas
U9A® 10 SNUIL Ul g ABLU SWII} PRBLUNSS SIU) 90UIS "SB) oBa UsidUIoDoe o} palinbal o [IM Jey) sl sy} sjewss o} st dals 1XauU sy} ‘psliljuspl ale syskj JUsuodwioo sy 83UQ “Ueys 0} a9e|d 8u} S| JORJJUCD BU} Ui SUOKEDIIS Jo }iom Jo uogduossp
3y "syse} Jusuediiod S) OjUl UMOP | 3ESIG PUB iom 3y} Ajuap! o} si dejs [eanuo Jsow sdeyiad pue isuy sy 10sfoid Jo ¥se) B 319|dWoo 0} palinbas aq Jiim Jey sInoy Jo Jaquinu [ejo) au3 ‘st ey ", sInoy siom, se passaldxa jsaq sl Joge| 1oaulg

‘pEsYIsAQ JO UolJod Joge| Joailpul 8y} ul

‘51500 Auosiaiadns Jaujo AUB SE [jam SB ‘%06 JaUIo aU} aumdes pue Joge| Joa.1p SE sl s,uosiad 1B} JO %06 SpNjoUl pinom nok ased ey} up “Buisiaiadns 9,08 JoUl0 SU} PUB SUOIOUNY JOqe] J03JIP Ul aWil JaU/SIY JO %06 pueds Aew Josinadns e ‘sjdwexa
Jod “uoleziueBlo Jo wafoud sy uo Buipusdep Atea Aew efejusaiad syl “suoioUN) JOGE] JOSHP U swl Jisy) Jo abejusolad e puads pinod slosiasadns Bupiom ey} psjou ag pjnoys }| ‘sjuaLwalinbal J0e[U0D 3y} Jo Hed e se ajqeliuapl Ajjeayioads

S1 YoIyMm JBU} S1 Joge| Joauq "Jaje| passnosIp aq || pue ‘peaylaaQ se painides aq Aew (*o}e uoloadsul ‘uonelisiuiLpE ‘uoisiAladns) JOGE| 19aIpU| "JOGE] 10alIpuUl pUB 10alip Usamiag YsinbBugsip o} jueoduwl s )i Yosford e Bunsoo jo sesodind Jog

£0-0} uolsiasy
I ¢l wiod sva

JeaA sad sawiy Aq paj|dijnw sinoy 3Iopa

Joge| wey Jed/Ajiep Aq paljdiiinw JesA Jad sewil ]

1294 Jod payJom SYIYS IO SABP BU) SISIYL

GpuUEB 'y '€Z'L SIBIOIGNS Jo Wns 8y

‘$ AlUIUON silleusg JaUIQ PUB % Sjiisusg JauiQ Uiog Jo UoHBUIqUIOD B 8q ABW UWN|OD SIYL

‘UWIN|oO 1Y} 0} PeJEDO]E aq PiNoM 0G$ Ajuo uayl ‘00 LS S! Jauaqg AJUIUoW Jiay} J| "JOBJUOD Juslayip B UC Sl JISY} JO %(0G PUE ‘JOELJUOD SIU} U

|ul Byl Jo %06 sydom esfojdwg ‘B'8) 10BAUOD SIU} OF Wi peleoo|ie seaio|dws sIY; Josyel o} Junouwe jsnipy ‘Yiuow Jad junowe Je||op 1g} B se sjijsuag JayiQ S1eindjed NoA ) uwnjoo siy} uf indu)
‘ebejusoiad e Aq syjsusg JaUlQ 918(N2JES NOA JI UUN|jod Sy} Ui indu)

“9, @2ueINsSU| JusWAojdwsaun s,uoieziueblo JNoA Ag | |ejoigns BulAjdiynw Aq pesindwo)

‘9% dwo sanIopn suoneziuebilo InoA Aq | jejoigns BuiAjdiyinw Aq paindwao)

%09'62 %9’} M Loy (%59°/ Z0OZ AINf 10 sB) % oI Aq | |ejolgns BuiAldiyinw Ag paindwon
%EP 9L FONVENSNI 3417 + HLTVIH ‘Aaonpoud v, Aq Ajdiinw usyy pue (paiinbal jl sbem Buijieasud) el Aldnoy Ag sinoy yJom ul sinoy BuiAidiinw Ag peindwo)
%096 AVAITOH + Old ‘wayl Jod Jo swy Jad palinbal sinoy [efied Jo sinoy ojul (MeIAJBAQ 89S) ,SIN0Y HIom, [BJ0} umopyes.g
P3piAcid ,.sjijauag Jol30,, 35T "USALIP B|NULIO} 8Je Ussib Ul sealy
00°L¥C 00°649'¢ $ Iejol 25°6G $ 1ejoL
600 - - - - - - ¢ -
000 - - - - - - $ -
000 - - e - - - $ -
000 - - - - - - $ -
000 - - $ - - $ - - $ -8
000 - - $ - - $ - - $ - 8
000 - - $ - - $ - - - $
000 - - $ - - $ -8 - -8
000 - $ - $ - $ - $ -8 - -8
000 - $ - $ - $ - $ - - $ - 8
000 - - $ - $ - $ - - $ -
000 - - - $ - $ - - $ -
000 = - = $ - $ ) - $ -
00°2s e’y L zs [7N14 0L'G $ %L9°LT 620 $ {%er'L S0 $ [%08T 85°L $ [69/0°0 1902 § [%00} 1902 $ |00} losiaiedng
00661 99181 ¥ $ 1961 18992  $12e¢ $ %.9'LC 1270 $ %2yl 050 $ 1%09¢C Lyl $ 169400 Y26l $ (%00} 6e6lL $ |Gzt Jojuer
JoqeT JogeT] iAded  Jogewey g lejoLldns s Alujuop % SHoUSH ¥ [BJ0L % jUusWl g [ejol  %duwos g lejol Llejol  AuAgonp ECY sinof Uonduosaq
SInoH |enuuy | [2jol/[RNUUY sauwif Jad/Aeq  sjysusg Jayi0  sjysusg J8Yjo 18430 -qng -Aojdwaun -qng SINIOM -qng vold -qng -01d % Aunol MIOM JMJop

= SUnoy JogeT [enuuy
= JogeT [ejo] jenuuy
= Jeaj J3d SowlL

= JogeT way| ed Ajleq
= g [ej03qNg

= § "o SHsUSE JBYO
= % SjyoURE JOUI0
=y |ejolang

= ¢ ejolang

=z Izjoyans

= 1 |ejosang

= SINOH YoM

doyg pue 19911 070T-610T PUETYSY JO A1)

‘ouf ‘sesudiajug Aemuied

jesysiiop BuisoD josfoid JogeT aJQg
S9IIAISS 3ABRASIUIWIPY JO Juswpedsq uobalo Hogavi



OVERHEAD
Overhead Costs

QOregon Department of Administrative Services
Project Costing Worksheet

Pathway Enterpris City of Ashland 2019-2020 Street and Shop

There are many different ways organizations allocate overhead internally {e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!

|1. Enter Overhead as a Percent of Total Costs

required for overhead. To calculate the overhead percentage, it is best to have financial records for your
T5.00% organization that go back a year or more. Add together the expenditures that make up the overhead cost (see

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is

OR

|2. Enter Allocated Overhead as a Dollar-Figure Sum

l'___—j Dollar-Figure Sum Method:

worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the!
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage|
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
other costs as best you can, and use the same formula to get a percentage.

OR

l3. Overhead as a Percent of Total Direct Labor Hours

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ -

Time required to complete contract 247

Total Assigned Overhead [5 -

Worksheet
Total Annual Operations

INDIRECT COSTS ORGANIZATION | DEPARTMENTAL
Management Salaries $ 44,500.00
Management Payroll Tax Expense $ 11,440.95
Management Medical Insurance $ 10,920.00
Management Pension Plan Expense 3 4,150.00
Sales & Administrative Salaries 415,594.00
Sales & Administrative Payrofl Tax Expense 64,354.00
Sales & Administrative Medical Insurance 40,055.00
Sales & Administrative Pension Plan Expense 10,200.00
Office Rent
Advertising and Public Education 14,855.00
Background Checks & Urinalysis 3,189.00
Professional & Accounting / Audit Fees 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees 8,270.00
Dues & Subscriptions
Depreciation-office building 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies $ 19,033.00
Postage & Freight $ -
Rehab $  25,023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE 18,981.00
EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | § 207,467.95
CP! Factor from BLS (see link below) 1.65% 1.65%
hittp:/fervive bls.govira9/mostrequ.htm

Total : [$ 1,123,553.66

DAS Form #12 J
Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,105,315.95
OVERHEAD % = 19%

Page 5 Overhead Computation Sheet



Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
City of Ashland 2019-2020 Street and Shop

This category covers any costs associated with delivering your product or service to the buyer. A service
contract, for example, will likely include the costs associated with getting the individuals who will perform
the service to the place where the service will be performed. Gas, cil, vehicle maintenance and repair
are all part of Delivery costs. Most often these costs can be recovered by charging a certain amount per
mile. The State of Oregon reimburses 36 cents per mile for its employees who use their own vehicles on
State business. That's not to say your costs may be less or more. The labor required (the driver and the
workers if they are on the clock), should be captured in Direct Labor. If your costs are greater than the
state allowed cost, please provide a detailed schedule on how you arrived at your cost per mile.

Services Contract

Miles Per | Rate Per Daily Services per Annual
Delivery Description Service Mile Cost Year Trans Cost
1{caravan $ - 3 -
2 $ - $ N
3 3 - $ Z
4 $ - $ N
§ - $ -
Margin

The law allows a “margin held in reserve” This is usually added as a percentage after all other costs
have been calculated. The margin % can vary depending on the product or service being offered and
organizational, contractual and market variables specific to the project. Some research will likely be
required to come up with a percentage that not only allows for inventory and equipment replacement, but
is in alignment with industry standards and fair market value. Any percentage higher than six percent
(6%) will have to be justified to DAS.

Enter as a % of "Total Before Margin" | 6.0%]

DAS Form#12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS

07302007

Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name
Project

Pathway Enterprises Inc.

City of Ashland Facility Floors 19-20

Executive Director Signature:

Raw Materiais
Per Time Use - Supplies
Equipment, Tools & Subcontracting

Labor
Direct Labor

Overhead

See Overhead Worksheet

Delivery

Transportation

Reserve

Margin Held in Reserve

DAS Form #12 J
Revision 10-03

1,409.47

1,353.30

2,762.77

7,466.42 |

2,591.40 |

(from supplies worksheet) g
(from small equipment worksheet) $
Subtotal 1| $

(from labor daily worksheet) [s
[S

(from Trans & Reserve worksheet) [s

Total Before Margin| §

12,820.59 |

(from Trans & Reserve worksheet) [s

818.34 |

Total Bid Yearly| $

13,638.93

Monthly| $

1,136.58

Page 1

Summary Sheet



RAW MATERIALS Oregon Department of Administrative Services
Supplies Project Costing Worksheet
Pathway Enterprises Inc.

City of Ashland Facility Floors 19-20

W N OO WN

a
- O ©

12
13
14
15
16
17
18
19

N
=

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap Broom and dustpan
Cleaning chemicals or products Floor Wax
Spray bottles Scrub bryshes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost

20" BL 5300 FLOOR PAD 5/CS 4.64 11 $ 4641 $ 55.68
20" BN 7100 FLOOR PAD 5/CS : 6.36 1 $ 6.36 | $ 76.32

20" RE 5100 FLOOR PAD 5/CS 4.64 0| $ - $ -
20" WH 4100 FLOOR PAD 5/CS 4.64 0.5| $ 2321% 27.84
DOODLEBUG PAD BN 20/CS 1.31 1] $ 13118 15.72

SCOTCH BRITE SURF PREP PAD 14X20 10 12.36 0| $ - $ =

SCOTCH BRITE SURF PREP PAD 20" 10/C 8.69 0| $ - $ E

SCOTCH BRITE SPP 4-5/8"X10" 20/CS 2.12 0| $ - $ -
SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.5 $ 16218 19.44
DEFOAM IT PREM DEFOAMER 4 GL/CS 16.02 0.25| $ 4.01[$ 48.06
DIAMOND FLOOR FINISH 5 GL 52.10 0.5 $ 26.05 [ § 312.60
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.125( $ 2.56 | $ 30.75
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 0.125( $ 1.00 | § 11.99
TANNIN STAIN REMOVER 6 QTS/CS 16.49 0.25| $ 412 % 49.47 .
DIBS NEUTRALIZER ODOR COUNTER 2-90T 51.73 0.0625| $ 3231% 38.80

BRAVO POWER FOAM STRIPPER 12-23 0Z/ 7.71 0| $ - $ -
PRO STRIP HVY DTY STRIPPER 5 GL : 81.04 0.25| $ 20.26 | $ 243.12
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.33] $ 5431 $ 65.10
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 1% 17.66 | $ 211.92
DOODLE SCRUB TILE & GROUT PAD (BLUE 7.17 118 747 1§ 86.04
PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.0834| $ 1.49 | § 17.92
FOLEX GALLON 16.45 0.5| $ 8239 98.70

b - $ -

B $ =

b - $ -

R $ B

B $ B

B $ -

- $ B

B $ -

$ - $ -

$ - $ =

$ - $ -

$ - $ -

$ = $ N

$ = $ =

$ - $ N

$ - $ -

$ - $ -

$ - K

$ - B

q B B

q B =

$ R [

$ Z B

$ B B

$ B B
Total $ 117.46 1,409.47

Areas in green are formula driven.

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12 J
Revision 10-03

Page 2

Supplies Sheet
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OVERHEAD
Overhead Costs

Oregon Department of Administrative Services
Project Costing Worksheet

Pathway Enterpris City of Ashland Facility Floors 19-20

There are many different ways organizations allocate overhead internally {e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!

1. Enter Overhead as a Percent of Total Costs required for overhead. To calculate the overhead percentage, it is best to have financial records for your
19.00% organization that go back a year or more. Add logether the expenditures that make up the overhead cost (see

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is

worksheet below).- Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage|
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate

OR other costs as best you can, and use the same formula to get a percentage.
2. Enter Allocated Overhead as a Dollar-Figure Sum N
| 9 Dollar-Figure Sum Method:
You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
OR allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

|3. Overhead as a Percent of Total Direct Labor Hours

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. [nput all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to canform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ -

Time required to complete contract 338

Total Assigned Overhead I $ -

Worksheet
Total Annual Operations

INDIRECT COSTS ORGANIZATION | DEPARTMENTAL
Management Salaries $ 44,500.00
Management Payroll Tax Expense $ 11,440.95
Management Medical Insurance $ 10,820.00
Management Pension Plan Expense $ 4,150.00
Sales & Administrative Salaries 415,594.00
Sales & Administrative Payroll Tax Expense 64,354.00
Sales & Administrative Medical Insurance 40,055.00
Sales & Administrative Pension Plan Expense | $ 10,200.00
Office Rent
Advertising and Public Education $ 14,855.00
Background Checks & Urinalysis 3 3,189.00
Professional & Accounting / Audit Fees $ 81,708.00
Training & Worker Safety
Insurance $  38,192.00
Telephone $ 7,185.00
Utilities $ 20,452.00
Property Taxes/Licenses/Fees $ 8,270.00
Dues & Subscriptions
Depreciation-office building 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies 19,033.00
Postage & Freight $ -
Rehab $ 25,023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE 18,981.00
EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | $ 207,467.95
CPI Factor from BLS (see link below) 3.15% 3.15%
hitp:/ivavw.bls. goviro9/mostrequ.htm

Total [ 1,140,133.40 |

DAS Form #12 J
Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,105,315.95
OVERHEAD % = 19%

Page 5 Overhead Computation Sheet



Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises Inc. Project Costing Worksheet
City of Ashland Facility Floors 19-20

The State of Oregon reimburses employee use of their own vehicles on State business by the mile . The amount
reimbursed per mile is based on a federal guideline which can be retrieved by following the link below to the GSA
web site. This standard reimbursement is the standard for QRF cost calculation. Gas, oil, vehicle maintenance
and repair are considered part of Delivery costs. The labor required (the driver and the workers if they are on the
clock), should be captured in the Direct Labor worksheet. Vehicle costs may only be captured in the "Equipment,
Tools & Subcontracts" spreadsheet or "Trans & Reserve" spreadsheet within this workbook. It is not
permissable to capture costs in both spreadsheets.

It is permisible to use this spreadsheet to capture vehicle costs for the following situations:
(a) Transporting the individuals who will perform the service to the location where the service will be provided.
(b) Services dependent on vehicle in the provision of that service.

GSA - Privately Owned Vehicle (POV) Mileage Reimbursement Rates

Services Contract

Miles Per | Rate Per Daily Services per Annual

Delivery Description Service Mile Cost Year Trans Cost
1 $ - $ -
2 s - $ -
3 5 - 3 -
4 5 - $ -
5 - 3 -

Margin

The law allows a “margin held in reserve”. The margin % can vary depending on the product or service
being offered and organizational, contractual and market variables specific to the project. Some research
will likely be required to come up with a percentage that not only allows for inventory and equipment
replacement, but is in alignment with industry standards and fair market value. Any percentage higher
than six percent (6%) will have to be justified to DAS.

Enter as a % of total cost of contract | 6.0%]|

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet



I at I l ‘N/ a Commuuication Teamwork Professionalism Opportunity

Enterprises, Inc Office: (541) 973-2728  Fax: (541) 9732729
L, -

Property Service License #40205 CCB License #218417

June 27, 2019

Rachel Dials

Recreation Superintendent
City of Ashland

340 S. Pioneer Street
Ashland, OR 97520

Dear Ms. Dials,
Pathway Enterprises is requesting a pricing adjustment for services for the City of
Ashland Parks Department. The reason for the changes are as follows:

e \We have incorporated the Living Wage for the City of Ashland at $15.39 per
hour.

e | adjusted the employee fringe down from 29.60% to 27.67%.
e Pioneer Hall hours were decreased due to facility changes.

e The Nature Center reduced from two services per week to one service per week.
Cleaning time moved from 1.5 hours to 2 hours per occurrence.

e The Senior Center reduced from six services per week to five services per week.

In total we are requesting a decrease from $67,212.50 to $55,635.65 annually. | have
attached the State Costing Workbooks and minimum cleaning standards.

The breakdown of this decrease is as follows:

Annual 2018 - 2019 2019 - 2020
Pioneer Hall & Community Ctr | 27,317.46 17,744.02
The Grove 8,177.32 8,524.94
Nature Center 6,807.05 5,597.49
Senior Center 18,987.68 17,345.66
Oak Knoll Pro Shop 2,492.61 2,575.96
Carpet and Hard Floors 3,430.38 3,847.58
Total 67,212.50 55,635.65
Price Change Difference (11,576.85)
Change Percentage -17.22%

1600 Sky Park Drive Suite No. 101 Medford, OR 97504

www.pathway-inc.org info@pathway-inc.org



[MEMBER

! atl l \N/ a Communication Teanmwork Professionalism Opportunity
I T R

E[ltCl'pI'iSC§ Inc Office: (541) 973-2728  Fax: (541) 973-2729
S, A

The Breakdown of the “Carpet and Hard Floors” cleaning costs are as follows:

Location Hours Freq TTL % Price Cost
Community Ctr 4.00 2 8 12.50% 480.94
Nature Center 7.00 2 14 21.88% 841.66
Senior Ctr 18.00 2 36 56.25% | 2,164.26
Oak Knoll 3.00 2 6 9.38% 360.71
64 | 100.00% | $3,847.58

| appreciate your consideration and look forward to continued services at the City of
Ashland Parks Department.

Sincerely,

Richard Simpson
Commercial Contracts Director
Pathway Enterprises, Inc.

1600 Sky Park Drive Suite No. 101 Medford, OR 97504 : www.pathway-inc.org info@pathway-inc.org



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUNIMARY OF ANNUAL COSTS
07302007

Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises Inc.

Project City of Ashland Parks and Recreation Senior Center 19-20

Executive Director Signature:

Raw Materials
Per Time Use - Supplies
Equipment, Tools & Subcontracting

Labor
Direct Labor

Overhead
See Overhead Worksheet

Delivery
Transportation

Reserve
Margin Held in Reserve

DAS Form #12 J
Revision 10-03

(from supplies worksheet) 1,008.28
(from small equipment worksheet) b 235.75
Subtotal 1 1,244.03
(from labor daily worksheet) s 11,765.21 |
[s 3,295.68 |
(from Trans & Reserve worksheet) s -]
Total Before Margin[ $ 16,304.92 |
(from Trans & Reserve worksheet) B 1,040.74 |
Total Bid Yearly| $ 17,345.66
Monthly| $ 1,445.47

Page 1

Summary Sheet



RAW MATERIALS Oregon Department of Administrative Services
Supplies Project Costing Worksheet
Pathway Enterprises Inc.

City of Ashland Parks and Recreation Senior Center 19-20

W N O OoDWN S

o a
- O ©

12
13
14
15
16
17
18
19

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Toals. In the case
of a commodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap Broom and dustpan
Cleaning chemicals or products Floor Wax
Spray bottles Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

ltem Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 027 (% 3.24
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.2500 | $ 543 | $ 65.16
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 01250 | $ 256 % 30.75
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 0.88|$% 10.56
#98 LT DUTY SCOURING PAD 20/CS 0.72 1.0000 | $ 072 % 8.64
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 01250 | $ 530 | % 63.60
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 01250 | $ 11.00 | $ 132.00
SUSTAINABLE EARTH #70 WASHROOM CLEANE 97.44 01250 | $ 1218 | $ 146.16
SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0833 | $ 050 % 6.01
GLEME GLASS CLEANER 12-19 0Z/CS 2.01 1.0000 | $ 2011 $ 24,12
A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.1250 | $ 1111 % 13,32
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 1421 $ 17.04
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.00 | $ 12.00
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 1.0000 | $ 270 $ 32.40
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 1.0000 | $ 7.99|$ 95,88
LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | $ 123§ 14,79
LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.2500 | $ 259 (% 31.08
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 02500 | $ 21118 25.26
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 1371 % 16.41
"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | § 2.09|$ 25.09
36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 0.1250 | $ 143 | $ 17.18
36" JUMBO DUST MOP FRAME 7.69 0.1250 | $§ 096 | $ 11.54
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 | $ 2.06 | $ 24.66
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 4421 % 52,98
PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.2500 | $ 448 | $ 53.73
BARKEEPERS FRIEND 200Z BTL 2.65 1.0000 | $ 2.65|$ 31.80
24 OZ BTL 1.25 1.0000 | $ 125§ 15.00
CLEANING TOWELS (60) 19.95 0.0833 | $ 1.66 | $ 19.94
DUSTPAN 2.65 0.2500 | $ 0.66 | $ 7.95

$ - -

$ B -

$ B N

$ - ] -

~ = $ N

: - $ =

- $ z

~ - B -

B $ z

- $ -

N 3 C

B $ N

B $ -

B $ B

$ = B

$ B -

$ N N

$ - -

$ - B -

$ - B -
Total $ 84.021$ 1,008.28

Areas in green are formula driven.

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12 J
Revision 10-03

Page 2

Supplies Sheet
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OVERHEAD
Overhead Costs

Oregon Department of Administrative Services
Project Costing Worksheet

Pathway Enterpris City of Ashland Parks and Recreation Senior Center 19-20

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW! |

|1, Enter Overhead as a Percent of Total Costs required for overhead. To calculate the overhead percentage, it is best to have financial records for your
I 19.00%!

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is

organization that go back a year or more. Add together the expenditures that make up the overhead cost (see

worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate

OR other costs as best you can, and use the same formula to get a percentage.
2. Enter Allocated Overhead as a Dollar-Figure Sum "
| 9 |—| Dollar-Figure Sum Method:
You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
OR allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

|3. Overhead as a Percent of Total Direct Labor Hours

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your arganization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other”;
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ -

Time required to complete contract 531

Total Assigned Overhead 5 -

Worksheet
Total Annual Operations

INDIRECT COSTS ORGANIZATION| DEPARTMENTAL
Management Salaries $ 44,500.00
Management Payroll Tax Expense 3 11,440.95
Management Medical Insurance $ 10,920.00
Management Pension Plan Expense $ 4,150.00
Sales & Administrative Salaries 415,594.00
Sales & Administrative Payroll Tax Expense 64,354.00
Sales & Administrative Medical Insurance 40,055.00
Sales & Administrative Pension Plan Expense 10,200.00
Office Rent
Advertising and Public Education $ 14,855.00
Background Checks & Urinalysis $ 3,189.00
Prefessional & Accounting / Audit Fees $ 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees 8,270.00
Dues & Subscriptions
Depreciation-office building $ 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies 19,033.00
Postage & Freight $ -
Rehab $ 25,023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE $  18,981.00
EMPLOYEE ACTIVITIES $  20,021.00
AUTO REPAIRS $ 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | § 207,467.95
CPI Factor from BLS (see link belov) 3.15% 3.15%
http:/hwvvr bls. aoviro8/mostrequ.htm

Total K 1,140,133.40 |

DAS Form #12 J
Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,105,315.95
OVERHEAD % = 19%

Page 5 Overhead Computation Sheet



Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises Inc. Project Costing Worksheet
City of Ashland Parks and Recreation Senior Center 19-20

The State of Oregon reimburses employee use of their own vehicles on State business by the mile . The amount
reimbursed per mile is based on a federal guideline which can be retrieved by following the link below to the GSA
web site. This standard reimbursement is the standard for QRF cost calculation. Gas, oil, vehicle maintenance
and repair are considered part of Delivery costs. The labor required (the driver and the workers if they are on the
clock), should be captured in the Direct Labor worksheet. Vehicle costs may only be captured in the "Equipment,
Tools & Subcontracts” spreadsheet or "Trans & Reserve" spreadsheet within this workbook. It is not
permissable to capture costs in both spreadsheets.

It is permisible to use this spreadsheet to capture vehicle costs for the following situations:
(a) Transporting the individuals who will perform the service to the location where the service will be provided.
(b) Services dependent on vehicle in the provision of that service.

GSA - Privately Owned Vehicle (POV) Mileage Reimbursement Rates

Services Contract

Miles Per Rate Per Daily Services per Annual

Delivery Description Service Mile Cost Year Trans Cost
1 3 - 3 N
2 $ - $ -
3 $ - $ -
4 $ - $ N
5 - $ -

Margin

The law allows a “margin held in reserve”. The margin % can vary depending on the product or service
being offered and organizational, contractual and market variables specific to the project. Some research
will likely be required to come up with a percentage that not only allows for inventory and equipment
replacement, but is in alignment with industry standards and fair market value. Any percentage higher
than six percent (6%) will have to be justified to DAS.

Enter as a % of total cost of contract | 6.0%]|

DAS Form #12 J
Revision 10-03 , Page 6 Trans-Delivery and Margin Sheet



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS

07302007

Oregon Department of Administrative Services

Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications|
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name
Project

Pathway Enterprises Inc.

City of Ashland Parks and Recreation Nature Center 19-20

Executive Director Signature:

Raw Materials

Per Time Use - Supplies (from supplies worksheet) $
Equipment, Tools & Subcontracting (from small equipment worksheet) $
Subtotal 1| $

Labor

Direct Labor (from labor daily worksheet) [s

Overhead

See Overhead Worksheet B

Delivery

Transportation (from Trans & Reserve worksheet) I's
Total Before Margin| $

Reserve

Margin Held in Reserve (from Trans & Reserve worksheet) [s

728.15

235.75

963.90

3,234.22 |

1,063.52 |

5,261.64 |

335.85 |

Total Bid Yearly| §

5,597.49

Monthly| §

466.46

DAS Form #12 J
Revision 10-03 Page 1

Summary Sheet
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RAW MATERIALS
Supplies

Pathway Enterprises Inc.
City of Ashland Parks and Recreation Nature Center 19-20

Oregon Department of Administrative Services
Project Costing Worksheet

Raw Materials: :

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commodity contract the Raw Materials will be figured on a Per ltem Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:
Paper products and soap

Cleaning chemicals or products
Spray bottles

Broom and dustpan
Floor Wax
Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | $ 027 % 3.24
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.1250 | $ 27219% 32.58
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.0625 | $ 1.28 | $ 15.38
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 0.88 | $ 10.56
#98 LT DUTY SCOURING PAD 20/CS 0.72 1.0000 | $ 0721 % 8.64
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 0.0625 | $ 265 % 31.80
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 0.0625 | $ 550 | $ 66.00
SUSTAINABLE EARTH #70 WASHROOM CLEANE 97.44 0.0625 | $ 6.09 | $ 73.08
SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0833 | $ 0501]$% 6.01
GLEME GLASS CLEANER 12-19 QZ/CS 2.01 1.0000 | $ 2011 $ 24,12
A-BEN-A-QU] VANDALISM PASTE 12-20 O 8.88 0.1250 | $ 111 [ $ 13.32
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 1421 9% 17.04
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.00 | $ 12.00
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 1.0000 | $ 270 $ 32.40
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 1.0000 | $ 799 (% 95.88
LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | $ 1231 % 14.79
LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 0.2500 | $ 259 (% 31.08
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | $ 211 $ 25.26
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 1371 % 16.41

"CLOSED FOR CLEANING" HANGING SIGN 25.10 - $ = $ -

36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 - $ - $ -

36" JUMBO DUST MOP FRAME 7.69 - $ - $ =
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 | $ 2.06 | § 24.66
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 4421 $ 52.98
PAPER FILTER (10) SENSOR VAC FITS S 17.91 0.2500 | $ 4.48 | $ 53.73
BARKEEPERS FRIEND 200Z BTL 2.65 1.0000 | $ 2.65| % 31.80
24 OZ BTL 1.25 0.5000 | $ 063(8% 7.50
CLEANING TOWELS (60) 19.95 0.0833 | $ 166 | $ 19.94
DUSTPAN 2.65 0.2500 | $ 066 |8 7.95

$ B N

$ - N

$ ~ -

$ - g -

$ - $ -

_ $ N

B $ ~

- $ -

B $ K

B $ B

- 5 -

B $ N

$ - $ -

$ - ] -

3 - b -

$ - ] -

$ - ] -

$ - ] -
Total $ 60.68 | $ 728.15

Areas in green are formula driven. .

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12 J
Revision 10-03

Page 2

Supplies Sheet
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OVERHEAD Oregon Department of Administrative Services
Overhead Costs Project Costing Worksheet
Pathway Enterpris City of Ashland Parks and Recreation Nature Center 18-20

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, efc).
In the space provided below, indicate how your organization aliocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is {(whether as a percent or exact amount)

[FlLL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!
Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is
1. Enter Overhead as a Percent of Total Costs required for overhead. To calculate the overhead percentage, it is best to have financial records for your
I . '—'—m—.m organization that go back a year or more. Add together the expenditures that make up the overhead cost (see
- worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the|
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage|
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
OR other costs as best you can, and use the same formula to get a percentage.

2. Enter Allocated Overhead Dollar-Figure Sum p
l ¢ ead as a Doflar-rigu '——1 Dollar-Figure Sum Method:

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

OR

Percent of Total Direct Labor Méthod:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payrolf report. Do not include hours
which can be classified as management or administrative costs. (Including these costs inte the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the cantract into the total projected labor hours for the current year.

|3. Overhead as a Percent of Total Direct Labor Hours

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Overhead per labor hour $ -
Time required to complete contract 142
Total Assigned Overhead | $ -
o T e s et e
Worksheet WORK AREA:
Total Annual Operations Use the area below to show how you arrived at the final figure
INDIRECT COSTS ORGANIZATION | DEPARTMENTAL that you show as your total Overhead
Management Salaries 44,500.00
Management Payroll Tax Expense 11,440.95
Management Medical Insurance 10,920.00
Management Pension Plan Expense $ 4,150.00 AGENCY REVENUES = 5,675,312
Sales & Administrative Salaries $  415,594.00 AGENCY INDIRECT EXPENSES = 1,105,315.95
Sales & Administrative Payroll Tax Expense 64,354.00 OVERHEAD % = 19%
Sales & Administrative Medical Insurance 40,055.00
Sales & Administrative Pension Plan Expense 10,200.00
, Office Rent
Advertising and Public Education $ 14,855.00
Background Checks & Urinalysis $ 3,189.00
Professional & Accounting / Audit Fees $ 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees 8,270.00
Dues & Subscriptions
Depreciation-office building $ 15,061.00
Depreciation-office equipment $ 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies 19,033.00
Postage & Freight $ -
Rehab $  25,023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE 18,981.00
EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | § 207,467.95
GP| Factor from BLS (see link below) 3.15% 3.15%
http: Is. gov/ro9/mostrequ.htm
Total ['s 1,140,133.40 |

DAS Form #12 J
Revision 10-03 Page 5 Overhead Computation Sheet
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Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises Inc. Project Costing Worksheet
City of Ashland Parks and Recreation Nature Center 19-20

The State of Oregon reimburses employee use of their own vehicles on State business by the mile . The amount
reimbursed per mile is based on a federal guideline which can be retrieved by following the link below to the GSA
web site. This standard reimbursement is the standard for QRF cost calculation. Gas, oil, vehicle maintenance
and repair are considered part of Delivery costs. The labor required (the driver and the workers if they are on the
clock), should be captured in the Direct Labor worksheet. Vehicle costs may only be captured in the "Equipment,
Tools & Subcontracts”" spreadsheet or "Trans & Reserve" spreadsheet within this workbook. It is not
permissable to capture costs in both spreadsheets.

Itis permisible to use this spreadsheet to capture vehicle costs for the following situations:
(a) Transporting the individuals who will perform the service to the location where the service will be provided.
(b) Services dependent on vehicle in the provision of that service.

GSA - Privately Owned Vehicle (POV) Mileage Reimbursement Rates

Services Contract

Miles Per | Rate Per Daily Services per Annual

Delivery Description Service Mile Cost Year Trans Cost
1 $ - $ B
2 $ - $ N
3 $ - 3$ N
4 $ - [ N
5 - $ -

Margin

The law allows a “margin held in reserve”. The margin % can vary depending on the product or service
being offered and organizational, contractual and market variables specific to the project. Some research
will likely be required to come up with a percentage that not only allows for inventory and equipment
replacement, but is in alignment with industry standards and fair market value. Any percentage higher
than six percent (6%) will have to be justified to DAS.

Enter as a % of total cost of contract l 6.0%]|

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet



Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS Oregon Department of Administrative Services
07302007 Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications|
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises Inc.
Project City of Ashland Parks and Rec Oak Knoll Restrooms 19-20

Executive Director Signature:

Raw Materials

Per Time Use - Supplies (from supplies worksheet) ] 532.83
Equipment, Tools & Subcontracting (from small equipment worksheet) $ 25.57
Subtotal 1| $ - 55840
Labor
Direct Labor (from labor daily worksheet) [s 1,373.57 |
Overhead
See Overhead Worksheet [3 489.43 |
Delivery
Transportation (from Trans & Reserve worksheet) s -]
Total Before Margin| $ 2,421.41 |
Reserve
Margin Held in Reserve (from Trans & Reserve worksheet) ['s 154.56 |
Total Bid Yearly| $§ 2,575.96
Monthly| § 214.66

DAS Form #12 J
Revision 10-03 Page 1 Summary Sheet
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RAW MATERIALS
Supplies

Pathway Enterprises Inc.
City of Ashland Parks and Rec Oak Knoll Restrooms 19-20

Oregon Department of Administrative Services
Project Costing Worksheet

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “Items to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commaodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:
Paper products and soap

Cleaning chemicals or products
Spray bottles

Broom and dustpan
Floor Wax )
Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 - $ - $ -
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.1250 | $ 2721 9% 32.58
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.0625 [ $ 128 1% 15.38
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | $ 088|% 10.56
#98 LT DUTY SCOURING PAD 20/CS 0.72 1.0000 | $ 0721% 8.64
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 0.0625 | § 265| % 31.80
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 0.0625 [ § 5508 66.00
SUSTAINABLE EARTH #70 WASHROOM CLEANE 97.44 0.0625 | $ 6.09|$% 73.08
SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0625 [ $ 038]% 4.51
GLEME GLASS CLEANER 12-19 0Z/CS 2.01 05000 $ 10113% 12.06
A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 01250 [ § 11118 13.32
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 14218 17.04
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1001 % 12.00
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 0.5000 | $ 1351 8% 16.20
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 0.2500 | $ 2001 % 23.97

LAMBSWOOL DUSTER 28" 312FH 4.93 - $ - $ -

LAMBSWOOL DUSTER FLEXIBLE 33-58" OV 10.36 - $ - $ -
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | $ 21118 25.26
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 13718 16.41
"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | $ 209 $ 25.09

36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 - $ - $ -

36" JUMBO DUST MOP FRAME 7.69 - $ - $ -
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 [ § 2.06|$ 24.66
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 4421 % 52.98

PAPER FILTER (10) SENSOR VAC FITS S 17.91 - $ - $ -
BARKEEPERS FRIEND 200Z BTL 2.65 0.5000 | $ 133 $ 15.90
24 OZ BTL 1.25 0.5000 | $ 0.63|3% 7.50
CLEANING TOWELS (60) 19.95 0.0833 | § 1.66 | § 19.94
DUSTPAN 2.65 0.2500 | $ 0.66 | $ 7.95

$ = $ =

$ - 3$ -

$ N $ -

$ - $ -

$ - $ -

] - 1% -

] - $ -

B $ B

. = $ -

- - $ -

B 3 K

- $ K

N $ K

- $ K

B E R

z q R

3 - B

B - ) -

N 5 N

$ - b -
Total $ 4440 % 532.83

Areas in green are formula driven.

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12 J
Revision 10-03

Page 2

Supplies Sheet
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OVERHEAD
Overhead Costs

Oregon Department of Administrative Services
Project Costing Worksheet

Pathway Enterpris City of Ashland Parks and Rec Oak Knell Restrooms 19-20

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW! |

l1. Enter Overhead as a Percent of Total Costs

required for overhead. To calculate the overhead percentage, it is best to have financial records for your
75.00% organization that go back a year or more. Add together the expenditures that make up the overhead cost (see

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is

OR

|2. Enter Allocated Overhead as a Dollar-Figure Sum

'——l Dollar-Figure Sum Method:

worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
other costs as best you can, and use the same formula to get a percentage.

OR

|3\ Overhead as a Percent of Total Direct Labor Hours

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked "other";
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours

Input Total from Worksheet on BSIOWE
Overhead per labor hour $ -
Time required to complete contract 61
Total Assigned Overhead rg—_-_-——'-_—

Worksheet
Total Annual Operations

INDIRECT COSTS ORGANIZATION| DEPARTMENTAL
Management Salaries $ 44,500.00
Management Payroll Tax Expense $ 11,440.95
Management Medical Insurance $ 10,920.00
Management Pension Plan Expense $ 4,150.00
Sales & Administrative Salaries $  415,584.00
Sales & Administrative Payroll Tax Expense $ 64,354.00
Sales & Administrative Medical Insurance $ 40,055.00
Sales & Administrative Pension Plan Expense $ 10,200.00
Office Rent
Advertising and Public Education 14,855.00
Background Checks & Urinalysis 3,189.00
Professional & Accounting / Audit Fees 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees 8,270.00
Dues & Subscriptions
Depreciation-office building $ 15,061.00
Depreciation-office equipment $ 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies 19,033.00
Postage & Freight $ -
Rehab $ 25,023.00
Miscellaneous Expense $ 12,998.00
Bad Debts $ -
INTEREST EXPENSE 18,981.00
EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | § 207,467.95
CPI Fagtor from BLS (see link below) 3.15% 3.15%
hitp:/ievvy.bls.Qoviro9/mostrequ. htm

Total [$ 1,140,133.40 |

DAS Form #12 J
Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,105,315.95
OVERHEAD % = 19%

Page 5 Overhead Computation Sheet



Delivery & Reserve
Pathway Enterprises Inc.

Oregon Department of Administrative Services

City of Ashland Parks and Rec Oak Knoll Restrooms 19-20

Project Costing Worksheet

The State of Oregon reimburses employee use of their own vehicles on State business by the mile . The amount
reimbursed per mile is based on a federal guideline which can be retrieved by following the link below to the GSA
web site. This standard reimbursement is the standard for QRF cost calculation. Gas, oil, vehicle maintenance
and repair are considered part of Delivery costs. The labor required (the driver and the workers if they are on the
clock), should be captured in the Direct Labor worksheet. Vehicle costs may only be captured in the "Equipment,
Tools & Subcontracts" spreadsheet or "Trans & Reserve" spreadsheet within this workbook. It is not
permissable to capture costs in both spreadsheets.

It is permisible to use this spreadsheet to capture vehicle costs for the following situations:
(a) Transporting the individuals who will perform the service to the location where the service will be provided.
(b) Services dependent on vehicle in the provision of that service.

GSA - Privately Owned Vehicle (POV) Mileage Reimbursement Rates

Services Contract

Delivery Description

Miles Per
Service

Rate Per
Mile

Daily
Cost

Services per Annual
Year Trans Cost

A OWON -

Margin

KRR R|R|H

|| R|RAR
1

The law allows a "margin held in reserve”. The margin % can vary depending on the product or service
being offered and organizational, contractual and market variables specific to the project. Some research
will likely be required to come up with a percentage that not only allows for inventory and equipment
replacement, but is in alignment with industry standards and fair market value. Any percentage higher
than six percent (6%) will have to be justified to DAS.

Enter as a % of total cost of contract

DAS Form #12 J
Revision 10-03

Page 6

6.0%]

Trans-Delivery and Margin Sheet
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SUMMARY OF ANNUAL COSTS

07302007

Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications|
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name
Project

Pathway Enterprises Inc.

Parks and Recreation Pioneer Hall Only 19-20

Executive Director Signature:

Raw Materials
Per Time Use - Supplies
Equipment, Tools & Subcontracting

Labor
Direct Labor

Overhead

See Overhead Worksheet

Delivery

Transportation

Reserve

Margin Held in Reserve

DAS Form #12 J
Revision 10-03

(from supplies worksheet)

740.25

(from small equipment worksheet)

235.75

976.00

12,332.02 |

3,371.36 |

Subtotal 1
(from labor daily worksheet) s
(s
(from Trans & Reserve worksheet) [s

Total Before Margin| §

16,679.38 |

(from Trans & Reserve worksheet) B

1,064.64 |

Total Bid Yearly

oy

17,744.02

Monthly

@&

1,478.67

Page 1

Summary Sheet
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RAW MATERIALS Oregon Department of Administrative Services
Supplies Project Costing Worksheet
Pathway Enterprises Inc.

Parks and Recreation Pioneer Hall Only 19-20

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “Items to be provided by
Contractor” will usually reflect Supplies or Raw Materials. in the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commodity contract the Raw Materials will be figured on a Per Iltem Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap Broom and dustpan
Cleaning chemicals or products Floor Wax
Spray bottles Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRAPER W/5 RAZOR BLADES 10/BX 3.24 0.0833 | § 0271$ 3.24
#10 QM HEPASTAT 256 4 GL/CS 21.72 0.1667 | $ 362 $ 43.44
VIAFRESH ODOR ELIM LEMON 4 GL/CS 20.50 0.1250 | $ 2.56 | $ 30.75
#63 LT DUTY SCRUB SPONGE 20/CS 0.88 1.0000 | § 088 $ 10.56
#98 LT DUTY SCOURING PAD 20/CS 0.72 1.0000 | $ 0721% 8.64
SUSTAINABLE EARTH #66 DISINFECTANT 42.40 0.1250 | § 5301} % 63.60
SUSTAINABLE EARTH #64 NUETRAL CLEANER 88.00 0.0600 | $ 5281 % 63.36
SUSTAINABLE EARTH #70 WASHROOM CLEANE 97.44 0.0600 | $ 585§ 70.16
SS CLEANER POLISH 12-15 0Z/CS 6.01 0.0833 | $ 0.50 | $ 6.01
GLEME GLASS CLEANER 12-19 0Z/CS 2.01 1.0000 | § 2.01|$% 2412
A-BEN-A-QUI VANDALISM PASTE 12-20 O 8.88 0.1250 | § 11118 13.32
7" TOOTHBRUSH W/NYL BRST 12/CS 1.42 1.0000 | $ 1421 % 17.04
ANGLE BROOM FLAGGED END W/ HDL 5.99 0.1670 | $ 1.00 | $ 12.00
TRIGGER SPRAYER HEAD HD FOR 32 OZ B 2.70 1.0000 | $ 2701 % 32.40
GLOVE DISP NITRILE PWDRLS GP XLR GL 7.99 0.5000 | § 4.00( % 47.94
LAMBSWOOL DUSTER 28" 312FH 4.93 0.2500 | § 123§ 14.79
LAMBSWOOL DUSTER FLEXIBLE 33-58" QV 10.36 0.2500 | $ 259 $ 31.08
MR CLEAN MAGIC ERASER ALL PURPOSE 6 8.42 0.2500 | § 21418 25.26
TURKS HEAD BOWL BRUSH POLY 12/CS BN 5.47 0.2500 | $ 137 [ $ 16.41
"CLOSED FOR CLEANING" HANGING SIGN 25.10 0.0833 | § 209 $ 25.09
36" STD LAUNDERABLE DUST MOP GN 12/ 11.45 0.1250 | $ 1431 $ 17.18
36" JUMBO DUST MOP FRAME 7.69 0.1250 | $ 096 | $ 11.54
60" FBRGLS INVADER MOP HDL SIDE GAT 16.44 0.1250 [ 2.06 | $ 24.66
PREMIUM LOOP END MOP LGR GN 12/CS 17.66 0.2500 | $ 442 | $ 52.98

PAPER FILTER (10) SENSOR VAC FITS S 17.91 - $ - $ -
BARKEEPERS FRIEND 2007 BTL 2.65 1.0000 | $ 2.65 | $ 31.80
24 OZ BTL 1.25 1.0000 | $ 125| 8% 15.00
CLEANING TOWELS (60) 19.95 0.0833 | $ 166 | $ 19.94
DUSTPAN 2.65 0.2500 | $ 0.66 | $ 7.95

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - $ -

$ - |8 -

g - $ -

R $ Z

R $ B

g - $ -

g - $ -

b - $ -

g - $ -
Total g 61.69 | $ 740.25

Areas in green are formula driven.

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.

DAS Form #12 J
Revision 10-03

Page 2

Supplies Sheet
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OVERHEAD
Overhead Costs

Oregon Department of Administrative Services
Project Costing Worksheet

Pathway Enterpris Parks and Recreation Pioneer Hall Only 19-20

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization allocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

[FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW! |

"1. Enter Overhead as a Percent of Total Costs

required for overhead. To calculate the overhead percentage, it is best to have financial records for your
T900% organization that go back a year or mare. Add together the expenditures that make up the overhead cost (see

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is

OR

‘2‘ Enter Allocated Overhead as a Dollar-Figure Sum

|—| Dollar-Figure Sum Method:

worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage!
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
other costs as best you can, and use the same formula to get a percentage.

OR

|3. Overhead as a Percent of Total Direct Labor Hours

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked “other”;
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours
Input Total from Worksheet on Below:!
Overhead per labor hour $ N

Time required to complete contract 5661

Total Assigned Overhead [s -

Worksheet
Total Annual Operations

INDIRECT COSTS ORGANIZATION | DEPARTMENTAL
Management Salaries $ 44,500.00
Management Payroll Tax Expense $ 11,440.95
Management Medical Insurance $ 10,920.00
Management Pension Plan Expense $ 4,150.00
Sales & Administrative Salaries $  415,594.00
Sales & Administrative Payroll Tax Expense $  64,354.00
Sales & Administrative Medical Insurance $ 40,055.00
Sales & Administrative Pension Plan Expense | $ 10,200.00
Office Rent
Advertising and Public Education $ 14,855.00
Background Checks & Urinalysis $ 3,189.00
Professional & Accounting / Audit Fees $ 81,708.00
Training & Worker Safety
Insurance 38,192.00
Telephone 7,185.00
Utilities 20,452.00
Property Taxes/Licenses/Fees $ 8,270.00
Dues & Subscriptions
Depreciation-office building $ 15,061.00
Depreciation-office equipment 14,893.00
Repairs & Maintenance-office 22,744.00
Cleaning and Maintenance 21,346.00
Office Equipment Rental 7,886.00
Office Supplies 19,033.00
Postage & Freight $ -
Rehab $ _25023.00
Miscellaneous Expense $ 12,999.00
Bad Debts $ -
INTEREST EXPENSE 18,981.00
EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00
MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 [ $ 207,467.95
CPI Factor from BLS (see fink below) 3.15% 3.15%
http:/Awav.bls. goviro8/mostrequ.htm

Total 3 1,140,133.40 |

DAS Form #12 J
Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,105,315.95
OVERHEAD % = 19%

Page 5 Overhead Computation Sheet



Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises Inc. Project Costing Worksheet
Parks and Recreation Pioneer Hall Only 19-20

The State of Oregon reimburses employee use of their own vehicles on State business by the mile . The amount
reimbursed per mile is based on a federal guideline which can be retrieved by following the link below to the GSA
web site. This standard reimbursement is the standard for QRF cost calculation. Gas, oil, vehicle maintenance
and repair are considered part of Delivery costs. The labor required (the driver and the workers if they are on the
clock), should be captured in the Direct Labor worksheet. Vehicle costs may only be captured in the "Equipment,
Tools & Subcontracts” spreadsheet or "Trans & Reserve" spreadsheet within this workbook. It is not
permissable to capture costs in both spreadsheets.

Itis permisible to use this spreadsheet to capture vehicle costs for the following situations:
(a) Transporting the individuals who will perform the service to the location where the service will be provided.
(b) Services dependent on vehicle in the provision of that service.

GSA - Privately Owned Vehicle (POV) Mileage Reimbursement Rates

Services Contract

Miles Per | Rate Per Daily Services per - Annual’

Delivery Description Service Mile Cost Year Trans Cost
1 $ - 3 N
2 $ - $ -
3 $ - 3 Z
4 5 - 5 -
5 - 3 .

Margin

The law allows a “margin held in reserve”. The margin % can vary depending on the product or service
being offered and organizational, contractual and market variables specific to the project. Some research
will likely be required to come up with a percentage that not only allows for inventory and equipment
replacement, but is in alignment with industry standards and fair market value. Any percentage higher
than six percent (6%) will have to be justified to DAS.

Enter as a % of total cost of contract [ 6.0%|

DAS Form #12 J .
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet
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Costing Workbook
For Janitorial & Grounds Maintenance
Contracts Under the
Qualified Rehabilitation Facilities Program

Oregon State Department of Administrative Services
Procurement, Fleet, and Surplus Services
1225 Ferry Street SE, U140
Salem, Oregon 97301
(503) 378-4642




SUMMARY OF ANNUAL COSTS
07302007

Oregon Department of Administrative Services
Project Costing Worksheet

The summary sheet is linked to the other sheets in this workbook. Any area shaded in light green is either a formula
or linked to another work sheet. The only manual input to this sheet will be to input the QRF name. The costs are to
be divided into five categories: Raw Materials, Labor, Overhead, Delivery and Reserve Costs. Raw materials
consist of supplies, small equipment & tools, and large or special equipment. Each category is detailed on the
following sheets. Labor costs is direct labor used to produce or service the contract. Overhead costs is a line item
charge which is computed on the overhead sheet. Transportation or delivery and reserve computations are also
completed on the following sheets. All these costs will vary depending upon your organization and the specifications
for the project. Each sheet will have an example calculation and further instructions for completion.

QRF Name |Pathway Enterprises, Inc.

Project Ashland Fire Department 19 - 20

Executive Director Signature:

Raw Materials
Per Time Use - Supplies
Equipment, Tools & Subcontracting

Labor
Direct Labor

Overhead
See Overhead Worksheet

Delivery
Transportation

Reserve
Margin Held in Reserve

DAS Form #12 J
Revision 10-03

119.16

53.28

172.44

4,803.55 |

1,212.10 |

(from supplies worksheet) $
(from small equipment worksheet) $
Subtotal 1| $

(from labor daily worksheet) [s
[s

(from Trans & Reserve worksheet) [s

Total Before Margin| $

6,188.09 |

(from Trans & Reserve worksheet) | $

191.38 |

Total Bid Yearly| $

6,379.48

Monthly| $

531.62

Page 1

Summary Sheet



RAW MATERIALS Oregon Department of Administrative Services
Supplies Project Costing Worksheet
Pathway Enterprises, Inc.

Ashland Fire Department 19 - 20

O 0 ~NOOOHA WN =

10

12
13
14
15
16
17
18
19
20
21

23
24

26
27

29
30

32
33
34
35

37
38

40
41

43
44

46
47

49
50

Raw Materials:

This category is often spelled out in the Request for Offer (RFO). Language such as “ltems to be provided by
Contractor” will usually reflect Supplies or Raw Materials. In the case of a Service Contract this will likely
include not only supplies required to perform the service each month, but also Equipment & Tools. In the case
of a commodity contract the Raw Materials will be figured on a Per Item Manufactured basis.

A custodial contract, for example, may require the following for month - Supplies:

Paper products and soap Broom and dustpan
Cleaning chemicals or products Floor Wax
Spray bottles Scrub brushes or scouring pads

Per Use/Per Item Manufactured - Supplies

Item Unit Units Needed Monthly Annual
Price Per Month Cost Cost

SCRUBBING SPONGES $ 1.36 0.5000 | $ 068 (8% 8.16
BARKEEPERS FRIEND LIQUID $ 3.25 0.2500 | $ 08118 9.75

$ = $ =

$ = $ =

$ = $ &

3 = $ =
UTILITY BRUSH $ 2.74 0.0833 | $ 023($% 2.74
ANGLER BROOM $ 6.27 0.0833 | $ 052 % 6.27
TOILET SCRUB BRUSH $ 4.35 0.0833 | $ 036 | $ 4.35
VINYL GLOVES LARGE $ 9.89 0.1667 | $ 165|$ 19.78
LAMBSWOOL DUSTER $ 4.90 0.0833 | $ 041 (% 4.90
DUST PAN $ 2.52 0.0833 | $ 0218 2.52
GLASS CLEANER $ 19.25 0.0833 | $ 1601 $ 19.25
NUETRAL CLEANER $ 19.56 0.0833 | $ 16318 19.56
SANITIZER $ 16.99 0.0833 | $ 14218 16.99
RESTROOM CLEANER $ 19.60 0.0833 | $ 1.63|$ 19.60
SPRAY BOTTLES $ 1.90 0.3333 | $ 0638 7.60
MOP HANDLE $ 6.29 0.0833 | $ 052 (% 6.29
LARGE MOP HEADS $ 5.20 0.1667 | $ 087 (% 10.40
$ (39.00) 0.0833 | $ (3.25)| $ (39.00)

$ = $ -

3 = $ -

3 z $ -

$ = $ =

$ = $ =

$ = 3 =

$ = 3 =

$ & $ =

$ = $ =

$ = 3 S

$ = 3 =

$ = 3 =

$ = $ =

$ = $ -

$ 5 $ >

$ = $ =

$ < $ -

$ A $ =

$ & $ =

$ = $ =

$ 2 $ <

$ T $ c:

$ = $ S

$ & $ =

$ = $ =

3 S $ -

$ G $ =

3 = $ =

3 = $ =

$ = $ =
Total $ 993 $% 119.16

Areas in green are formula driven.

Monthly Cost = Monthly cost is computed by multiplying the total unit cost by the units needed per month.
Annual Cost = Annual cost is computed by monthly cost times 12 months.
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OVERHEAD
Overhead Costs

Oregon Department of Administrative Services
Project Costing Worksheet

Pathway Enterpris Ashland Fire Department 19 - 20

There are many different ways organizations allocate overhead internally (e.g., Percent of total costs, dollar figure sum, as a percent of direct labor, etc).
In the space provided below, indicate how your organization aliocates overhead to this particular contract, what items go into your overhead, and what that overhead
amount is (whether as a percent or exact amount)

{FILL IN ONLY ONE OF THE THREE METHODS DETAILED BELOW!

|1. Enter Overhead as a Percent of Total Costs

required for overhead. To calculate the overhead percentage, it is best to have financial records for your
T500% organization that go back a year or more. Add together the expenditures that make up the overhead cost (see

Percent of Total Cost Method:

For every dollar spent producing a final product, or providing a service, a certain percentage of that dollar is

OR

|2. Enter Allocated Overhead as a Dollar-Figure Sum

}—l Dollar-Figure Sum Method:

worksheet below). Now add this figure to the Raw materials, Direct labor and Delivery for a total cost. Divide the|
figure for overhead by the figure for total costs. The result is a percent that represents overhead as a percentage|
of the total cost. If financial records are not available estimate the overhead expenses as best you can, estimate
other costs as best you can, and use the same formula to get a percentage.

OR

|3. Overhead as a Percent of Total Direct Labor Hours

You can enter the dollar amount you are allocating to overhead in the box if you are confident that you can
allocate overhead items to this particular project. You can use the Worksheet as a tool (if needed)

Percent of Total Direct Labor Method:

To identify overhead costs, you need the financial records for your organization or division for the past year. Input all the costs
of the entire entity as detailed below. Line items which are not detailed below should be input into the cells marked “other”;
please include a description. What you are trying to determine is a percentage, therefore, do not gross up the expenses for
inflation or to conform to the current year budget. Next, input into the cell below the total direct labor hours paid out by your
entire organization for the same period. These figures should be found on the year end payroll report. Do not include hours
which can be classified as management or administrative costs. (Including these costs into the direct labor hour total will
deflate the actual costs.) The worksheet will compute the overhead as a line item cost by dividing the total projected labor
hours for the contract into the total projected labor hours for the current year.

Total Annual Direct Labor Hours
Input Total from Worksheet on Below
Qverhead per labor hour $ -

Time required to complete contract 224

Total Assigned Overhead | $ -

Worksheet
Total Annual Operations
INDIRECT COSTS ORGANIZATION| DEPARTMENTAL

Management Salaries ) 44,500.00
Management Payroll Tax Expense 11,440.95
Management Medical Insurance 10,820.00
Management Pension Plan Expense 4,150.00
Sales & Administrative Salaries $ 415,594.00

Sales & Administrative Payroll Tax Expense 64,354.00

Sales & Administrative Medical Insurance 40,055.00

Sales & Administrative Pension Plan Expense 10,200.00

Office Rent

Advertising and Public Education 14,855.00

Background Checks & Urinalysis 3,189.00

Professional & Accounting / Audit Fees 81,708.00

Training & Worker Safety

Insurance 3 38,192.00

Telephone 7,185.00

Utilities 20,452.00

Property Taxes/Licenses/Fees 8,270.00

Dues & Subscriptions

Depreciation-office building $ 15,061.00

Depreciation-office equipment 14,893.00

Repairs & Maintenance-office 22,744.00

Cleaning and Maintenance 21,346.00

Office Equipment Rental $ 7,886.00

Office Supplies $ 19,033.00

Postage & Freight $ -

Rehab $ 25,023.00

Miscellaneous Expense $ 12,999.00

Bad Debts 3 -

INTEREST EXPENSE 18,981.00

EMPLOYEE ACTIVITIES 20,021.00
AUTO REPAIRS 15,807.00

MANAGEMENT CONTRACT $ 136,457.00
TOTAL INDIRECT COSTS $ 897,848.00 | § 207,467.95
CPI Factor from BLS (see link below) 3.15% 3.15%
htto:/ivewnve.bls.qov/ro9/mostrequ.htm
Total [s 1,140,133.40 |

DAS Form #12 J
Revision 10-03

WORK AREA:

Use the area below to show how you arrived at the final figure
that you show as your total Overhead

AGENCY REVENUES = 5,675,312
AGENCY INDIRECT EXPENSES = 1,120,789.41
OVERHEAD % = 19%

Page 5 Overhead Computation Sheet



Delivery & Reserve Oregon Department of Administrative Services
Pathway Enterprises, Inc. Project Costing Worksheet
Ashland Fire Department 19 - 20

The State of Oregon reimburses employee use of their own vehicles on State business by the mile . The amount
reimbursed per mile is based on a federal guideline which can be retrieved by following the link below to the GSA
web site. This standard reimbursement is the standard for QRF cost calculation. Gas, oil, vehicle maintenance
and repair are considered part of Delivery costs. The labor required (the driver and the workers if they are on the
clock), should be captured in the Direct Labor worksheet. Vehicle costs may only be captured in the "Equipment,
Tools & Subcontracts" spreadsheet or "Trans & Reserve" spreadsheet within this workbook. It is not
permissable to capture costs in both spreadsheets.

It is permisible to use this spreadsheet to capture vehicle costs for the following situations:
(a) Transporting the individuals who will perform the service to the location where the service will be provided.
(b) Services dependent on vehicle in the provision of that service.

GSA - Privately Owned Vehicle (POV) Mileage Reimbursement Rates

Services Contract

Miles Per | Rate Per Daily Services per Annual

Delivery Description Service Mile Cost Year Trans Cost
1 $ - $ =
2 $ - $ =
3 $ - $ -
4 $ - $ :
$ - $ =

Margin

The law allows a “margin held in reserve”. The margin % can vary depending on the product or service
being offered and organizational, contractual and market variables specific to the project. Some research
will likely be required to come up with a percentage that not only allows for inventory and equipment
replacement, but is in alignment with industry standards and fair market value. Any percentage higher
than six percent (6%) will have to be justified to DAS.

Enter as a % of total cost of contract | 3.0%l|

DAS Form #12 J
Revision 10-03 Page 6 Trans-Delivery and Margin Sheet
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