Completing the Cost Allocation Plan (CAP)

Update Request
The CAP Update Request is the primary source document utilized by the Cost Accounting Branch in establishing and maintaining the Cost Allocation Plan. It documents the initiation of cost centers (RCCs) as well as changes to existing centers. The information provided is critical to the preparation of Plan Amendments that are submitted to the HHS Division of Cost Allocation for approval.

Things to remember when completing the CAP Update Request:
1. The CAP Update Request is a summary of changes to an RCC. Therefore, the number of forms required is based on the number of RCCs involved in an action. In other words, if there is a reorganization that affects five RCCs, there should be five, and only five, forms completed—one for each of the RCCs affected.

2. You will need to complete a CAP Update Request:

a. If you create a new RCC or deactivate an RCC.

b. If there is a change in the Title of an RCC (note: titles should match descriptions in NCAS).

c. If there is a reorganization affecting:

i. positions assigned

ii. supervising RCC

iii. allocation base
d. If there is a change to the Allocation Base due a reason other than reorganization.

e. If there is a change in the Funding Sources for the RCC.
3. The Effective Date may be the first day of any month following submission (i.e., a form must be submitted no later than November 30 in order to have an effective date of December 1.  It could also have an effective of January 1 or the first day of any later month). Retroactive effective dates are strongly discouraged and will be accepted only with the approval of the Division Budget Officer and the Cost Accounting Branch Head.
4. The Narrative Description is a brief description of the cost center. This information is required for all new RCCs and should be updated as needed.

5. The Justification is simply an explanation of the reasons requiring the change.

6. For each CAP Update Request form, complete items: RCC#, Title, Effective Date and Justification, plus any other items that apply.
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