 -ATTACHMENT E-

MANPOWER UTILIZATION FORM—COST PROPOSAL FORMAT

Please use following format for prime and subcontractor staffing for each contract year with labor subtotals for each year.

“Proposed Days” each staff member and/or subcontractor will spend working on this contract each year (in person days).  Provide the basis for this calculation (e.g., 260 working days per year (excludes weekends); includes the pro-rated share of paid holidays, vacation time, sick leave, etc.). 

Basis for calculation:______________________________________________________________________________________________________.

“Direct labor rate” is the basic labor cost of an employee including salary and fringe benefits (e.g., paid holidays, vacation time, sick leave, health insurance, life insurance, retirement programs, bonuses, social security, federal and state taxes, tuition assistance, disability, workman’s compensation).

“Fully burdened labor rate” is the labor cost of an employee including salary, fringe benefits, overhead, general & administrative expenses (G&A), and profit (in some cases, this may also include a pro rata share of other direct costs and/or material costs). 

	No.
	Name
	Position Title
	Key Personnel
	Direct Labor Rate
	Fully Burdened Labor Rate
	Proposed Days 

(annual person days)
	Total

(Fully Burdened Labor Rate Multiplied by Proposed Days)

	
	
	
	Yes
	No
	
	
	
	

	
	Example: 

Chris Smith
	Project Director
	X
	
	$xxx.xx per day
	$xxx.xx per day
	xxx person days
	$xxx,xxx.xx

	1.
	
	
	
	
	
	
	
	

	2.
	
	
	
	
	
	
	
	

	3.
	
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	
	

	
	TOTAL
	/////////////
	/////
	/////
	/////////////
	/////////////
	xxx person days
	$xxx,xxx.xx
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