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Bio-Day Rate Calculations for

Ecological Services Field Offices

1)
Definition and Purpose

A. A simple definition of a bio-day rate:  The average cost per day used for estimating project costs for a field station.  The rate incorporates a biologist’s salary and benefits; the appropriate portion of supervisory, clerical and biologist support costs; and all other office operating costs which are attributable to the project.

B. Why use bio-day rates?:  Offices that provide goods and services on a reimbursable basis need to recoup all station costs.  This includes all the not-easily-defined operational costs associated with project work. For example: earned annual and sick leave, office supplies used by a biologist working on a reimbursable project, vehicle costs, a portion of the utility bills for the station, clerical support, and any other staff support to personnel performing direct project work.  A bio-day rate developed for an individual station incorporates all of these miscellaneous costs needed to operate your station.  Recouping all station and Service direct and indirect costs is required by DOI policy.

C. Use of bio-day rates are required for Fish and Wildlife Coordination Act (FWCA) agreements:  The bio-day rate is the only acceptable method for estimating costs for Fish and Wildlife Coordination Act agreements with the Bureau of Reclamation and the Army Corps of Engineers, and has been used since about 1982, per Washington Office Division of Ecological Services Instructional Memorandum No. 53

D. Estimating and negotiating reimbursable funding:  Development of the bio-day rate is an essential part of preparations to estimate and negotiate for the correct funding amount required by the Service to conduct a proposed project for an outside entity.  The attached worksheet should be used to calculate the bio-day rate for a field station.  The worksheet becomes part of the administrative record for the station for that fiscal year, and provides justification for the bio-day rate being charged to the customer agency.

2)
4- step Method to Determine a Bio-Day Rate:

A. Step 1 - Determine the number of bio-days in a year:

· First determine total staff days for an office:  Total staff days are the total number of paid work days per year for all employees at a station.   It is 2,088 hours per year divided by 8 hours per day or 261 days per year for a full-time employee.

· Determine total annual leave (AL) days earned:   Annual leave earned rather than taken by an employee is used in the bio-day rate calculation.  The full amount earned per year is a government liability and therefore needs to be accounted for.

The amount of annual leave earned differs for every employee and is based on length of government service.  Those with less than 3 years government service earn 4 hours per pay period or 13 days per year; those with 3 to 15 years government service earn 6 hours per pay period or 20 days per year, and those with 15 years or more government service earn 8 hours per pay period or 26 days per year.

· Determine total sick leave (SL) days earned:  All full-time employees earn 4 hours per pay period or 13 days per year.   Sick leave earned rather than taken is used in the bio-day rate calculation, because the full amount earned per year by an employee is a government liability, and must be considered in the formula.  

· Determine total holidays per year:  Each full-time employee has 10 holidays per year.

· Determine the time spent doing administrative and other program support for each employee:  After the annual leave, sick leave, and holidays are subtracted from the total of 261 staff days available, the remaining days also include time spent doing purely administrative and/or other program work, not necessarily related to the completion of projects.  Examples of this time include the following activities:  attending general staff meetings; attending admin training and national conferences; a project leader’s administrative responsibilities; timekeeping; budget tracking and reconciling financial reports.  The amount of admin time to deduct for each employee will vary depending on the type of position.  Refer to the “Key for Administrative and Other Program Support” on the worksheet and apply the percentage applicable to each type of position. 

At Ecological Services and Fishery Resource Offices, the above method for calculating the percent of admin time based on the type of position is straightforward, and this standardized approach works quite well.  The biological work at these types of stations is very technical and admin personnel are not likely to perform biological tasks.  

· Total annual bio-days for the entire office can now be determined by subtracting annual leave days, sick leave days, holidays, and admin. days from total staff days for each employee.

B. Step 2 - Determine allowable operational expenses for the previous fiscal year:  

· Determine your station’s annual office operating expenses.  The prior year-end Office Management Report (OMR) is used because it serves as the last available financial statement of record for annual operating cost of a station.  The Month end September reports should be used for this part of the analysis.  The Federal Financial System reports will serve as documentation if any audits are requested or performed by the paying entity.

· Reduce the year-end station expenses by the amounts spent on project contractual agreements and any pass-through funds to outside entities. This includes contracts and agreements in which the hours spent working on the project could have been performed by the field office, but instead were contracted out.  This includes object classes 411C and 411G.  In addition, offices should review contract object classes (252_) and deduct contracted projects.  Offices should also review expenditures to make sure that project/contract charges were not miscoded to another object class.

· Reduce the year-end station expenses by the costs incurred for GSA leased space.  Field office space costs are recouped as part of the 22% indirect rate collected from reimbursable cooperators we enter into agreements with; and if space costs are also included in determining the Bio-Day rate, we would be double-charging.  In addition, we receive an allocation for GSA leased space for the costs associated for staff being paid with the Resource Management accounts.


Step 3 - Calculate the field office bio-day rate:  

· The formula to determine the field office bio-day rate is calculated by dividing the total allowable office operating expenses from step 2 by the total annual biologist days from step 1.  

C. Step 4 - Add on the appropriate Service-wide indirect cost recovery rate NOTE:  This step only applies to reimbursable agreements with outside entities.

A requirement for all reimbursable agreements is the obligation of the outside entity to fully reimburse the Service for the cost of doing business, which includes an appropriate Service-wide indirect cost recovery rate.  The Washington Office issues an annual policy memorandum that stipulates the appropriate rate to use for various types of reimbursable agreements.  Once you have determined the field office bio-day rate, the Services’ indirect cost recovery rate needs to be added on (i.e., 22%, 38%, 29.5%, etc.).  This is done by multiplying the field office bio-day rate by the appropriate cost recovery rate.  This will provide a total overhead which then, needs to be added on to the field office bio-day rate. 

Once you have determined the bio-day rate, you will utilize it when negotiating for your station’s direct and indirect costs and in preparing a budget for a reimbursable project. Later, it will be used when charging expenses to the reimbursable project. 
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