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Time & Effort Reporting

Å CIRCULAR A-21
(Revised 05/10/04)

Å Cost Principles for Educational Institutions

Å Principles For Determining Costs Applicable To Grants, Contracts, And Other Agreements With Educational Institutions

Å J. General provisions for selected items of cost

Å 10. Compensation for personal services.

Å General. Compensation for personal services covers all amounts paid currently or accrued by the institution for services of employees rendered during the period of performance under sponsored agreements. Such amounts include salaries, wages, and fringe benefits (see subsection f). These costs are allowable to the extent that the total compensation to individual employees conforms to the established policies of the institution, consistently applied, and provided that the charges for 
work performed directly on sponsored agreements and for other work allocable as F&A costs are determined and supported as provided below. Charges to sponsored agreements may include reasonable amounts for activities contributing and intimately related to work under the agreements, such as delivering special lectures about specific aspects of the ongoing activity, writing reportsand articles, participating in appropriate seminars, consulting with colleagues and graduate 
students, and attending meetings and conferences. Incidental work (that in excess of normal for the individual), for which supplemental compensation is paid by an institution under institutional policy, need not be included in the payroll distribution systems described below, provided such work and compensation are separately identified and documented in the financial managementsystem of the institution.

Å Payroll distribution.

(1) General Principles.

Å (a) The distribution of salaries and wages, whether treated as direct or F&A costs, will be based on payrolls documented in accordance with the generally accepted practices of colleges and universities. Institutions may include in a residual category all activities that are not directly charged to sponsored agreements, and that need not be distributed to more than one activity for purposes of identifying F&A costs and the functions to which they are allocable. The components of the 
residual category are not required to be separately documented.

(b) The apportionment of employees' salaries and wages which are chargeable to more than one sponsored agreement or other cost objective will be accomplished by methods which will-

Å (1) be in accordance with Sections A.2 (Policy Guides) and C (Basic Considerations); 

(2) produce an equitable distribution of charges for employee's activities; and 

(3) distinguish the employees' direct activities from their F&A activities.

Å

(c) In the use of any methods for apportioning salaries, it is recognized that, in an academic setting, teaching, research, service, and administration are often inextricably intermingled. A precise assessment of factors that contribute to costs is not always feasible, nor is it expected. Reliance, therefore, is placed on estimates in which a degree of tolerance is appropriate.

(d) There is no single best method for documenting the distribution of charges for personal services. Methods for apportioning salaries and wages, however, must meet the criteria specified in subsection b. (2). Examples of acceptable methods are contained in subsection c. Other methods that meet the criteria specified in subsection b.(2) also shall be deemed acceptable, if a mutually satisfactory alternative agreement is reached.

Å

(2) Criteria for Acceptable Methods.

Å (a) The payroll distribution system will 

Å (i) be incorporated into the official records of the institution; 

(ii) reasonably reflect the activity for which the employee is compensated by the institution; and 

(iii) encompass both sponsored and all other activities on an integrated basis, but may include the use of subsidiary records. (Compensation for incidental work described in subsection a need not be included.)

Å

(b) The method must recognize the principle of after the fact confirmation or determination so that costs distributed represent actual costs, unless a mutually satisfactory alternative agreement is reached. Direct cost activities and F&A cost activitiesmay be confirmed by responsible persons with suitable means of verification that the work was performed. Confirmation by the employee is not a requirement for either direct or F&A cost activities if other responsible persons make 
appropriate confirmations.

(c) The payroll distribution system will allow confirmation of activity allocable to each sponsored agreement and each of thecategories of activity needed to identify F&A costs and the functions to which they are allocable. The activities chargeable toF&A cost categories or the major functions of the institution for employees whose salaries must be apportioned (see subsection b.(1)b)), if not initially identified as separate categories, may be subsequently distributed by any reasonable 
method mutually agreed to, including, but not limited to, suitably conducted surveys, statistical sampling procedures, or theapplication of negotiated fixed rates.

(d) Practices vary among institutions and within institutions as to the activity constituting a full workload. Therefore, thepayroll distribution system may reflect categories of activities expressed as a percentage distribution of total activities.

(e) Direct and F&A charges may be made initially to sponsored agreements on the basis of estimates made before services are performed. When such estimates are used, significant changes in the corresponding work activity must be identified and entered into the payroll distribution system. Short term (such as one or two months) fluctuation between workload categories need not be considered as long as the distribution of salaries and wages is reasonable over the longer term, such as 
an academic period. 

(f) The system will provide for independent internal evaluations to ensure the system's effectiveness and compliance with theabove standards.

(g) For systems which meet these standards, the institution will not be required to provide additional support or documentation for the effort actually performed.

Å

Å Examples of Acceptable Methods for Payroll Distribution:

(1) Plan Confirmation: Under this method, the distribution of salaries and wages of professorial and professional staff applicable to sponsored agreements is based on budgeted, planned, or assigned work activity, updated to reflect any significant changes in work distribution. A plan confirmation system used for salaries and wages charged directly or indirectly to sponsored agreements will meet the following standards:

Å (a) A system of budgeted, planned, or assigned work activity will be incorporated into the official records of the institution and encompass both sponsored and all other activities on an integrated basis. The system may include the use of subsidiary records.

(b) The system will reasonably reflect only the activity for which the employee is compensated by the institution (compensation for incidental work described in subsection a need not be included). Practices vary among institutions and within institutions as to the activity constituting a full workload. Hence, the system will reflect categories of activities expressed as a percentage distribution of total activities. (See Section H for treatment of F&A costs under the simplified method for 
small institutions.)

(c) The system will reflect activity applicable to each sponsored agreement and to each category needed to identify F&A costsand the functions to which they are allocable. The system may treat F&A cost activities initially within a residual category and subsequently determine them by alternate methods as discussed in subsection b.(2)(c).

(d) The system will provide for modification of an individual's salary or salary distribution commensurate with a significantchange in the employee's work activity. Short term (such as one or two months) fluctuation between workload categories need notbeconsidered as long as the distribution of salaries and wages is reasonable over the longer term, such as an academic period. Whenever it is apparent that a significant change in work activity that is directly or indirectly charged to 
sponsored agreements will occur or has occurred, the change will be documented over the signature of a responsible official and entered into the system.

(e) At least annually a statement will be signed by the employee, principal investigator, or responsible official(s) using suitable means of verification that the work was performed, stating that salaries and wages charged to sponsored agreements as direct charges, and to residual, F&A cost or other categoriesare reasonable in relation to work performed.

(f) The system will provide for independent internal evaluation to ensure the system's integrity and compliance with the above standards.

(g) In the use of this method, an institution shall not be required to provide additional support or documentation for the effort actually performed.

Å

(2) After the fact Activity Records: Under this system the distribution of salaries and wages by the institution will be supported by activity reports as prescribed below.

Å (a) Activity reports will reflect the distribution of activity expended by employees covered by the system (compensation for incidental work as described in subsection a need not be included).

(b) These reports will reflect an after the fact reporting of the percentage distribution of activity of employees. Charges may be made initially on the basis of estimates made before the services are performed, provided that such charges are promptly adjusted if significant differences are indicated by activity records.

(c) Reports will reasonably reflect the activities for which employees are compensated by the institution. To confirm that the distribution of activity represents a reasonable estimate of the work performed by the employee during the period, the reportswi ll be signed by the employee, principal investigator, or responsible official(s) using suitable means of verification that the work was performed.

(d) The system will reflect activity applicable to each sponsored agreement and to each category needed to identify F&A costsand the functions to which they are allocable. The system may treat F&A cost activities initially within a residual category and subsequently determine them by alternate methods as discussed in subsection b.(2)(c).

(e) For professorial and professional staff, the reports will be prepared each academic term, but no less frequently than every six months. For other employees, unless alternate arrangements are agreed to, the reports will be prepared no less frequentlythan monthly and will coincide with one or more pay periods.

(f) Where the institution uses time cards or other forms of after the fact payroll documents as original documentation for payroll and payroll charges, such documents shall qualify as records for this purpose, provided that they meet the requirements insubsections (a) through (e).

Å

(3) Multiple Confirmation Records: Under this system, the distribution of salaries and wages of professorial and professionalstaff will be supported by records which certify separately for direct and F&A cost activities as prescribed below.

Å (a) For employees covered by the system, there will be direct cost records to reflect the distribution of that activity expendedwhich is to be allocable as direct cost to each sponsored agreement. There will also be F&A cost records to reflect the distribution of that activity to F&A costs. These records may be kept jointly or separately (but are to be certified separately, seebelow).

(b) Salary and wage charges may be made initially on the basis of estimates made before the services are performed, provided that such charges are promptly adjusted if significant differences occur.

(c) Institutional records will reasonably reflect only the activity for which employees are compensated by the institution (compensation for incidental work as described in subsection a need not be included).

(d) The system will reflect activity applicable to each sponsored agreement and to each category needed to identify F&A costsand the functions to which they are allocable.

(e) To confirm that distribution of activity represents a reasonable estimate of the work performed by the employee during the period, the record for each employee will include: 

Å (1) the signature of the employee or of a person having direct knowledge of the work, confirming that the record of activities allocable as direct costs of each sponsored agreement is appropriate; and, 

(2) the record of F&A costs will include the signature of responsible person(s) who use suitable means of verification that the work was performed and is consistent with the overall distribution of the employee's compensated activities. These signaturesmay all be on the same document.

Å (f) The reports will be prepared each academic term, but no less frequently than every six months.

(g) Where the institution uses time cards or other forms of after the fact payroll documents as original documentation for payroll and payroll charges, such documents shall qualify as records for this purposes, provided they meet the requirements in subsections (a) through 
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Time & Effort Reporting

Å After -the-fact records that reflect how faculty and 
staff spent the time for which they were 
compensated!

Å Federally mandated method of certifying that the 
salary & benefit charges to a grant are accurate

Å The supporting documents used to support such 
charges

Å Only acceptable method of supporting 
payroll charges to Federal grants

What is Time & Effort Reporting?
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Time & Effort Reporting

Å Proper time & effort reporting includes:

Â Accounting for the salary, wages & benefits

Â Certifying actual charges are reasonable

Å Accounting tracks the detailed payroll 
transactions to accounts created for each 
grant agreement/activity/cost center

Å Certifying attests that charges are 
reasonable in relation to actual effort

What is Time & Effort Reporting?
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Time & Effort Reporting

Å Proper time & effort must reflect charges to:

Â Each Federal grant program

Â Each grant cost objective/activity

Â i.e. WorkFirst: Direct Services, Direct Administration

Â Grant matching requirements

Â Other non-grant related cost centers/activities

Â Indirect cost centers used to charge grants

What is Time & Effort Reporting?
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Time & Effort Reporting

Å Any faculty or staff whose :
Â salary & benefits are claimed for reimbursement

Â salary & benefits are claimed as match

Â salary & benefits are charged to indirect cost 
center

Å Upper Management Limitations:
Â Federal regulator rarely allow

Â 'ÅÎÅÒÁÌÌÙȟ ÍÁØÉÍÕÍ ÏÆ ςπϷ ÏÆ ÄÅÁÎȭÓ ÐÁÙÒÏÌÌ ÃÏÓÔÓ 
allowed

Â No payroll costs for VP and above are allowed

Who Must Prepare Time & Effort Reports?
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Time & Effort Reporting

ÅȰ!ÆÔÅÒ-the-fact records that reflect how 
faculty and staff spent the time for which 
they were compensated Ȧȱ

Â All activities that an employee is obligated to 
provide, whether paid or unpaid

Â Includes all time worked and paid leave 
(annual, sick, statutory, personal holidays, etc)

Â Activities that an employee is not obligated to 
provide should not be reported

What is Work-Related Activity?
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Time & Effort Reporting

Å Equitable
A-ςρ ÏÒ ς #&2 ςςπ *ȢρπȢÂɉρɊɉÂɊ ÓÔÁÔÅÓȡ  Ȱ4ÈÅ 
ÁÐÐÏÒÔÉÏÎÍÅÎÔ ÏÆ ÅÍÐÌÏÙÅÅÓȭ ÓÁÌÁÒÉÅÓ ÁÎÄ ×ÁÇÅÓ 
which are chargeable to more than one grant 
agreement or other cost objective will be 
accomplished by methods which will produce an 
equitable distribution of charges for [an] 
ÅÍÐÌÏÙÅÅȭÓ ÁÃÔÉÖÉÔÉÅÓȣȢȱ

How Precise Must T&E Records Be?
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Time & Effort Reporting

Å Reasonable Estimates
A-21 or 2 CFR 220 J.10.b(1)(c) goes on to state:  
Ȱ)Î ÔÈÅ ÕÓÅ ÏÆ ÁÎÙ ÍÅÔÈÏÄÓ ÏÆ ÁÐÐÏÒÔÉÏÎÉÎÇ 
salaries, it is recognized that, in an academic 
setting, teaching, research, service, and 
administration are often inextricably intermingled.  
A precise assessment of factors that contribute to 
costs is not always feasible, nor is it expected.  
Reliance, therefore, is placed on estimates in 
×ÈÉÃÈ Á ÄÅÇÒÅÅ ÏÆ ÔÏÌÅÒÁÎÃÅ ÉÓ ÁÐÐÒÏÐÒÉÁÔÅȢȱ

How Precise Must T&E Records Be?
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Time & Effort Reporting

Å Classified

Â All part-time or full -time hourly or salaried 
staff who are overtime eligible including 
students

Å Professional/Professorial

Â Professional ɀall part-time and full-time 
exempt staff not eligible for overtime

Â Professorial ɀall tenured, non-tenured, part-
time or full -time faculty

Employee Classifications
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Time & Effort Reporting

Å After -the-Fact Activity Reports
Â Daily record of all activity including leave time 

corresponding to regular pay periods

Å Plan-Confirmation Reports
Â Monthly or quarterly effort certification of effort 

reflected as a percentage of total effort for all 
compensated activities.

Å Multiple Confirmation Reports
Â Separate monthly or quarterly effort certifications of 

effort reflected as a percentage of total effort for each 
compensated activity.

Acceptable Methods of Reporting
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Time & Effort Reporting

Employee 
Type

After -the-
Fact

Plan 
Confirmation

Multiple Plan 
Confirmation

Classified
(Salaried
Hourly)

Professional
(Exempt)

Professorial
(Faculty)

Acceptable Methods of Reporting
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Time & Effort Reporting

Å Initial Budget Estimates

Â May initially record payroll costs in the accounting 
system based on estimates by:
Â Individual grant agreement (WorkFirst , Perkins, ABE, etc)

Â Grant budget category (instruction, administration, direct services, 
etc)

Â Cost sharing or match requirement

Â Other non-grant activities

Â Must be adjusted to actual no later than the end of the 
grant period if variance is greater than 5%

Â Must have ability to monitor work activity and adjust
work plan and accounting charges for individuals.

After -the-Fact Activity Reports
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Time & Effort Reporting

Å Recording Activity

Â Must account for 100% ÏÆ ÅÍÐÌÏÙÅÅȭÓ ÃÏÍÐÅÎÓÁÔÅÄ 
time (may exceed 1.0 FTE)

Â Must be completed at least monthly

Â Must correspond to one or more pay periods

Â Residual category (non-grant activity) need not be 
documented in detail.  May simply be lump-sum balance 
of compensated time.

Â Must also record vacation , holiday, sick and personal 
holidays

After -the-Fact Activity Reports
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Time & Effort Reporting

Å Verifying/Certifying

Â Must be signed by either the employee or other 
responsible individual with knowledge of the 
ÅÍÐÌÏÙÅÅȭÓ ÁÃÔÉÖÉÔÙȢ

Â Institution must have suitable means of verifying the 
accuracy of the report

Â Certification should read something like this: 
Â Ȱ7Å ɉ)Ɋ ÃÅÒÔÉÆÙ ÔÈÁÔ ÔÏ ÔÈÅ ÂÅÓÔ ÏÆ ÏÕÒ ËÎÏ×ÌÅÄÇÅ ÔÈÅ ÁÂÏÖÅ 

allocation of time expended performing federal, state and other 
ÐÒÏÇÒÁÍ ÄÕÔÉÅÓ ÉÓ ÒÅÁÓÏÎÁÂÌÅ ÉÓ ÒÅÌÁÔÉÏÎ ÔÏ ×ÏÒË ÐÅÒÆÏÒÍÅÄȢȱ

After -the-Fact Activity Reports

10/2007 15
SBCTC Federal Time & Effort 

Reporting Guidelines



Time & Effort Reporting

Å Form

Â Federal regulations do not prescribe a specific form or 
style but must include all required elements.

Â Time sheets or time cards are acceptable if they contain 
all required elements.

After -the-Fact Activity Reports
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Time & Effort Reporting

Å Year-End Reconciliation

Â If initial payroll costs are recorded in the accounting 
system based on estimates, they must be reconciled
prior to the end of the grant period or fiscal year

Â If the variance between budget and actual is greater 
than 5% of actual, accounting records and costs 
charged to the grant must be adjusted to reflect the 
actual charges.

After -the-Fact Activity Reports
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Time & Effort Reporting
After -the-Fact Activity Report Example
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Time & Effort Reporting

Å Initial Budget Estimates
Â May initially record work plan payroll costs in the 

accounting system based on estimates by:
Â Individual grant agreement (WorkFirst, Perkins, ABE, etc)

Â Grant budget category (instruction, administration, direct services, etc)

Â Cost sharing or match requirement

Â Other non-grant activities

Â Initial work plan, budget and assigned work activity 
must be developed and integrated into college record-
keeping systems (Personnel Action Form/Contracts tied 
to payroll systems and accounting records).

Â Must have ability to monitor work activity and adjust 
work plan in system.

Plan-Confirmation Reports
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Time & Effort Reporting

Å Recording Activity

Â Must account for 100% ÏÆ ÅÍÐÌÏÙÅÅȭÓ ÔÉÍÅ ÆÏÒ ×ÈÉÃÈ 
they are compensated (may exceed 1.0 FTE).

Â Must be completed once each academic term

Â Activities must be expressed as percentages of total 
compensated activity.

Â Percentages must reflect reasonable estimates of time 
or effort provided.

Â Must be adjusted to actual at end of each quarter if 
variance is greater than 5% of actual.

Plan-Confirmation Reports
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Time & Effort Reporting

Å Verifying/Certifying

Â Must be signed by either the employee or other 
responsible individual with first -hand knowledge of the 
ÅÍÐÌÏÙÅÅȭÓ ÁÃÔÉÖÉÔÙȢ

Â Institution must have suitable means of verifying the 
accuracy of the report:
Â Contacting the employee directly

Â Contacting the immediate supervisor to confirm assignments

Â Establishing protocol for faculty & staff to communicate effort 
status (Feds have ruled in audits verification by exception is not 
acceptable)

Plan-Confirmation Reports
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Time & Effort Reporting

Å Verifying/Certifying

Â Certification should read something like this: 
Â ȰI certify to the best of my knowledge and belief that the salary 

percentage distribution for the grant projects shown above is 
reasonable in relation to the work performed.ȱ

Â College should create its own procedures and reporting 
forms containing all the required elements.

Plan-Confirmation Reports
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Time & Effort Reporting

Å Incidental Work

Â Moonlight contracts/stipends

Â Need not be included in the effort certification (plan-
confirmation reports) if:
Â The assignments are short-term in nature (less than an 

academic term)

Â Not regular, on-going duties

Â $Ï ÎÏÔ ÓÉÇÎÉÆÉÃÁÎÔÌÙ ÉÍÐÁÃÔ ÉÎÄÉÖÉÄÕÁÌȭÓ ÐÁÙÒÏÌÌ ÄÉÓÔÒÉÂÕÔÉÏÎ 
percentages

Â Must still be separately identified and documented in 
the institutional financial management system.

Plan-Confirmation Reports
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Time & Effort Reporting

Å Year-End Reconciliation

Â If initial payroll costs are recorded in the accounting 
system based on estimates, they must be reconciled by 
the end of the academic term.

Â If the variance between budget and actual is greater 
than 5% of actual , accounting records and costs 
charged to the grant must be adjusted to reflect the 
actual charges.

Plan-Confirmation Reports
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Time & Effort Reporting
Plan-Confirmation Reports Example

Period: Spring Quarter

Dates: 4/2/2007 6/15/2007

Staff ame Instructor, Izzy A

Dept: Workforce Ed

Salary Budget Sources:

Budget Name: Budget Acct No Budget Amt % Effort

Budgeted

Grant(s) & Contract(s)

WorkFirst - Admin 145 100 3661 $1,000 25

WorkFirst - Instruct 145 100 3661 1,000 25

Job Skills Program ïInstruct 145 100 3576 800 20

Other Salary Sources

All other 001 101 3264 $1,200 30

Average Monthly Total $4,000.00 100%

Actual Effort

Grant(s) & Contract(s)

WorkFirst - Admin 145 100 3661

WorkFirst - Instruct 145 100 3661

Job Skills Program ïInstruct 145 100 3576

Other Salary Sources

All other 001 101 3264

Average Monthly Total 100%
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Exempt staff and 
faculty may use this 
form.  Staff should be 
provided with budgeted 
amounts AND given an 
opportunity to record 
actual percentage of 
effort for each cost 
objective at the end of the 
month or academic term.  
Must include 
certification, signature 
and date!



Time & Effort Reporting
Plan-Confirmation Reports Example
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Time & Effort Reporting

Å Implementation/Risks
Â Identical to Plan-Confirmation reporting system, but 

with separate certifications for each budget account.

Â PS 1545A designed to provide reports specifically for 
this purpose.

Â Risks:
Â PS1545A created only for Grant and Contract accounts

Â Not designed to provide for budget category breakdown (Direct 
Services, Direct Administration, Instruction)

Â Does not provide reports for non-grant activities

Â College must design system to ensure 100% of compensated 
time accounted for.

Multiple Plan -Confirmation Reports
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Time & Effort Reporting
Multiple Plan -Confirmation Reports
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Time & Effort Reporting

Å Implementation/Risks

Â College must perform annual independent internal 
evaluations to ensure integrity of the time and effort 
reporting system.

Â Relying on external auditors (State Auditors Office) or 
reviews (SBCTC) does not satisfy this requirement 
based on recent Federal program reviews.

Annual Evaluations
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Time & Effort Reporting

Å A part-time faculty is assigned to work with 
students in the Workforce Tutoring Center.  
The supervisor believes it is impossible to 
track the time spent with each student.  They 
decide to split salary and benefit costs based 
on the percentage of students enrolled in 
WorkFirst , Perkins and Worker Retraining 
programs.

Å Is this acceptable?  If not, what should be done?

Scenario #1-1
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Time & Effort Reporting

Å No!

Å A-21 states that the only acceptable method of 
documenting salary & benefits  charged to a 
Federal grant is time and effort reporting (aka 
personnel activity report)

Å ȰSuch amounts include salaries, wages, and fringe 
benefits (see subsection f). These costs are 
ÁÌÌÏ×ÁÂÌÅȣ ÐÒÏÖÉÄÅÄ ÔÈÁÔ ÔÈÅ ÃÈÁÒÇÅÓ ÆÏÒ ×ÏÒË 
ÐÅÒÆÏÒÍÅÄȣ ÁÒÅ ÄÅÔÅÒÍÉÎÅÄ ÁÎÄ ÓÕÐÐÏÒÔÅÄ ÁÓ 
provided belowȱɉ!-21 J.10.a)

Scenario #1-2
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Time & Effort Reporting

Is this an acceptable time & effort report?
If not, what should be done differently?

Day 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Work 
First

0 2 4 3 6 4 0 0 5 3 4 5 4 0 0

Ç Mary is a F/T employee who works 50% of 

her time for WorkFirst Director and the rest 

of her time for other state -funded 

departments.  Her time sheet for the first two 

weeks of April looks like this:

Scenario #2-1
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Time & Effort Reporting

Day 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Work 
First

0 2 4 3 6 4 0 0 5 3 4 5 4 0 0

Other 0 6 0 5 2 4 0 0 3 5 4 3 4 0 0

Leave 4

Ç No, A-21 requires all employees who are 

charged to a Federal grant to account for 

100% of the time for which they are 

compensated.

ÇHer time sheet for the first two weeks of 

April looks like this:

Scenario #2-2
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Time & Effort Reporting

Å You work at a small college and the VP of Admin 
gets involved in supervising staff assigned to 
WorkFirst and ABE.  The VP decides it is only fair 
that part of their salary be charged to the grants 
and completes  a certification based on estimated 
time spent:

Å Is this acceptable?  If not, what should be done?

Scenario #3-1

Program Effort

WorkFirst 5%

BasicSkills 5%

StateGeneral 90%
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Time & Effort Reporting

Å No!

Å Past audit findings by Federal reviewers have 
determined the salary and benefit costs of VP 
level staff are not allowable

Å Audit results have also found that salary and 
benefit charges of deans is limited to 20% of 
such costs provided such costs are 
documented using time and effort reports.

Scenario #3-2
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Time & Effort Reporting

Å A full-time faculty is assigned to teach 3 five-
credit classes:

Å CJST ɀAutomated Office Systems
Å Perkins Bookkeeping
Å State-ÆÕÎÄÅÄ Ȭ!ÃÃÏÕÎÔÉÎÇ ÆÏÒ -ÅÄÉÃÁÌ 3ÔÁÆÆȭ

Å Faculty is also expected to regularly attend the 
Workforce Education Advisory Committee (WEAC)

Å Faculty volunteers to provide tutoring for 
accounting students 1 evening a week.

Å Attended a 2-day WEAC meeting October 11-12

Å Which T&E report should be used?  What should 
the October time & effort report look like?

Scenario #4-1
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Time & Effort Reporting

Acti -
vity

% Tot 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

WF 35.7% 25 3 3 2 1 3 2 4 4 3

PRK 40.0% 28 3 2 3 3 3 3 4 4 3

Other 24.3% 17 2 3 1 4 2 3 0 0 2

8 8 8 6 8 8 8 8 8 8

AL 8

SL 2

PH

SH 8

Total 8 8 8 8 8 8 8 8 8 8 8

Scenario #4-2
Daily Activity Report
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Time & Effort Reporting

CostCenter Acct Cde Budgeted

CJST ɀAutomated Office Systems 145-111-1234 33.3%

Perkins Bookkeeping 145-111-2345 33.3%

!ÃÃÏÕÎÔÉÎÇ ÆÏÒ -ÅÄÉÃÁÌ 3ÔÁÆÆȭ101-011-3456 33.3%

Total 100.0%

Actual

CJST ɀAutomated Office Systems 145-111-1234 35%

Perkins Bookkeeping 145-111-2345 40%

!ÃÃÏÕÎÔÉÎÇ ÆÏÒ -ÅÄÉÃÁÌ 3ÔÁÆÆȭ101-011-3456 25%

__________________________________________________________ ___________

Total 100.0%

Scenario #4-3
Plan Confirmation Report
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Å One of the F/T faculty at your college has requested their 
annual salary be split over 12 months, even though they 
only are only assigned teaching assignments during Fall, 

Winter and Spring quarters.

Å At the end of June, the college pays the final 3 months pay.

Å What should the June payroll charges look like?

Scenario #5-1

Term/Program WorkFirst ABE State General

Fall 5 CR 5 CR 5 CR

Winter 10 CR 0 CR 5 CR

Spring 5 CR 10 CR 0 CR
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Å The additional months pay should be allocated 
based upon the actual costs during the 
Fall/Winter/Spring academic terms.

Scenario #5-2

Term/Program WorkFirst ABE State General

Fall 33.3% 33.3% 33.3%

Winter 66.6% 0.00% 33.3%

Spring 33.3% 66.6% 0.00%

Final Pay 44.4% 33.3% 22.2%
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Å A classified employee has work has worked for 
the college the past 25 years.  For the past 10 
years they have been assigned to WorkFirst , 
Perkins and Worker Retraining.  This past year 
they were assigned to WorkFirst and Perkins 
only.  They retire at the end of June and cash 
out all SL and AL.

Å What should the June payroll charges look like?

Scenario #6-1
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Å A-21 states that all salary and benefits charges 
must be reasonable and equitable.

Å Establish a reasonable distribution depending 
on college practices.

Å Use 5 years data of salary charges for 
individual

Å OR

Å Determine actual leave accrual and use by staff 
member!

Scenario #6-2
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Ç Jane works at the front desk in the 
admissions/registration office. She helps any 
student who comes up to the counter.  The student 
mix is: Transfer = 55%, WF = 12%, Basic Ed = 13%, 
WRP = 16%, Contract = 4%. Her T&E looks like this:

Scenario #7-1

Ç To which account codes should Janeôs time be charged?

Ç How much should be charged to each account?

Day 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Work-
First

0.0 4.0 4.0 4.0 4.0 4.0 0.0 0.0 4.0 4.0 4.0 4.0 4.0 0.0 0.0

Other 0.0 4.0 4.0 4.0 4.0 4.0 0.0 0.0 4.0 4.0 4.0 4.0 4.0 0.0 0.0
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Ç *ÁÎÅȭÓ 4Ǫ% ÓÈÏÕÌÄ ÒÅÆÌÅÃÔ actual time or effort 
expended.  Since the student mix is: Transfer = 
55%, WF = 12%, Basic Ed = 13%, WRP = 16%, 
Contract = 4%, it is reasonable to expect the 
T&E to be relatively close. 

Scenario #7-2

Day % 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15

Work-
First

13 0.0 2.0 0 1.0 1.0 1.0 0.0 0.0 0.0 1.0 2.0 1.0 1.0 0.0 0.0

Basic 

Ed

11 0.0 1.0 1.0 0.0 1.0 1.0 0.0 0.0 2.0 1.0 0.0 1.0 1.0 0.0 0.0

Other 76 0.0 5.0 7.0 7.0 6.0 6.0 0.0 0.0 6.0 6.0 6.0 6.0 6.0 0.0 0.0
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Ç Tom works the front desk in the Workforce Education 
department which serves Worker Retraining, WorkFirst , 
Tech Prep and Perkins students.  

V Tom answers questions, helps students complete 
applications, determines eligibility, and tracks the 
budget for each area.

V 4ÏÍȭÓ ÔÉÍÅÓÈÅÅÔ ÓÈÏ×Ó τ ÈÏÕÒÓ ÃÈÁÒÇÅÄ ÔÏ 7ÏÒËÅÒ 
Retraining and 4 hours to WorkFirst .

4Ï ×ÈÉÃÈ ÁÃÃÏÕÎÔÓ ÓÈÏÕÌÄ 4ÏÍȭÓ ÓÁÌÁÒÙ ÁÎÄ ÂÅÎÅÆÉÔÓ 
be charged?

Scenario 8-1
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Ç Should be reasonable, equitable and adequately 
supported (documented).

Ç ReasonableÔÏ ÁÓÓÕÍÅ ÔÈÁÔ 4ÏÍȭÓ ÔÉÍÅ ÏÒ ÅÆÆÏÒÔ 
would be distributed between all funding 
sources.

Ç Equitable means more time would be charged 
to funding sources based on student need.

Ç Supported by after-the-fact time & effort 
reports certified by appropriate staff.

Scenario 8-2
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