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Cost Principles for Educational Institutions.

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

JGeneral provisions for selected items of cost

10. Compensation for personal services.

General. Compensation fo personal senvices covers all amounis paid urtntl oraccrued by the nstution for servicesropoyes endered during th period ofperfomance under sponsared agreernents. Such amourts nclude salaies, wages, and s (see subsection . These costs are allowable 0 he exten that th total compensatio t0 indvdual employees confoahe estabished polie, of th insiuion,consisenly applied, and provided it he charges or
work performed directly on sponsored agreements and for other work allocable as F&A costs are determing d below. Charges 0 My i easoflle o o actkes conu and ity Teawshork e e aofsetens, aich s daveg specllscres o speciic sspects o the ool sciVy Wt feper sties, pericang 1 approntse sinars,consiiting wih coleagues o orakiie
students, and attending meetings and conferences. Incidental work (that in excess of normal for the individual), for whictpplemental compensation is paid by an institution under institutional policy, need not be included in the payroll p are separately identfied and documented in the financial managensgetem of the institution

Payroll distribution.

(1) General Principles.
(a) The distribution of salaries and wages, whether treated as direct or F&A costs, will be based on payrolls documentedtiraiance with the generally accepted practices of colleges and universiies. Institutions may include in a residual categolyaefiviies that are not direclly charged to sponsored agreements, and that need not be distributed to more thay ctivity purposes of identifying F&A costs and the they are allocable. the
residual calegory are not required to be separately documented.

(b) The apportionment of employees' salaries and wages which are chargeable to more than one. d or wil be lished by methods which wil
(1) bein accordance with Sections A.2 (Policy Guides) and C (Basic Considerations);

(2) The payroll distribution system wil
() be incorporated into the official records of the insitution;

(i) easonably eflect the aciviy fo which the employee Is compensated by the nstuton; and 560

(i) encompass both sponsored and all other activities on an integrated basis, but may include the use of forincidental work described in subsection a need not be included.)
(b) The method must recognize the principle of after the fact confirmation or determination so that costs distributed represeactual costs, unless a mutually satisfactory altemative agreement is reached. Direct cost activities and F&A cost activtiey be confirmed by responsible p suitable means of verification that the work was performed. Confirmation by the playee is not a requirement for either direct or F&A cost actvities if other responsible persons make

appropriate confirmations.

(¢) The payroll distribution system will allow confirmation of activity allocable to each sponsored agreement and each of toategories of activity needed to idenify F&A costs and the functions to which they are allocable. The activities chargeablE&8, cost categories or functions of the institution for employees whose salaries must be apportioned (see subsediqa)b)), if not nitially 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 tagplication of negotiated fixed rates.

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

(€) Direct and F& charges may be made initially to sponsored agreements on the basis of estimates made before serviceseafermed. When such estimates are used, significant changes in the corresponding work activity must be identified agd eniheWgyroll distribution system. Short ter (such as one or two months) fluctuation between workload categories need not bansidered as long as the distibution of salaries and wages is reasonable over the longer term, such as

SR
o i G e A\

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

Examples of Acceptable Methods for Payroll Distribution:
(1) Plan Confirmation: Under this method, the distribution of salaries and wages of p and applie 0 d is based on budgeted, planned, or assigned work activity, updated 1o any significant aéwnguork distribution. A plan confirmation system used for salaries and wages charged directly or indirectly to sponsored agsaents will meet the following standards:

(2) A system of budgeted, planned, or assigned work activity will be incorporated into the official records of the institutiand encompass both sponsored and all other activities on an integrated basis. The system ude the use of subsidiaoydec

(b) The system will reasonably reflect only the the employee by the institution incidental work described in subsection a need not be included). Practices. Stitutions and within institutieres to the activity constiuting a full workload. Hence, the system will reflect categories of actvities expressed as a petaga distibution of total activities. (See Section H for treatment of F&A costs under the simplified method for

small institutions.)

(¢) The system will reflect activity applicable to each sponsored agreement and to each category needed to identify F&A cassithe functions to which they are allocable. The system may real u» initially within a residual them by altemate methods subsection b.(2)(c).

(d) The system will provide for modification of an individual's salary or salary distribution with in work activity. Short term (such asone. ¥ fluctuation between workioad categories need betonsidered as long as the distribution of salaries and wages is reasonable over the longer term, such as an academic pwisehever it s apparent that a significant change in work activiy that is directy or indirectly charged to.
sponsored agreements wil occur or has occurred, the change will be documented over the signature of a responsible ofisdlantered into the syster

(e) Atleast annually a satement willbe signed by the employee, pincipl investgator, o responsible official(s) usingiable means of veificaion .»m..»wM-mrkwwwm.m“% Bfes and wages charged (o sponsored agreements as direct charges, and toresidual, F&A cost in relation to work
() The system il provide forindependent nteral evaluaton to ensure the systen's ntegrity and compliance with dard

(0) I the use of this metho, an instution shall not be required t provide additonal support o documentation for th it actually performed. e

(2) Afterthe fact Actvy Records: Under thissystem the disrbuton of slaries and wages by the insitution will be suppied by actvy reports s prescrf

() Actvityreports il relect th distibution o actvity expended by employees covered by the system (compensaion facidental work s descriggd in sSIGecton & need not be included),

O e R T R o Sy T 3 G S o e D D e e e AT e e g e
(6)Rspors Wil reasony e th o fr v s mployees e comparsaid by sdtuton, Toconfem akistuon of ,ﬁy T D T S T 3 (e e e T 0 ) T e e N S i e e
OO IO O T A R T A0 T D D T T T T O (D subsecion’b 20

(&) For professorial and professional staff, the reports will be prepared each academic term, but noless frequently thantgvsi @ ¥ other employees, unless alternate arrangements are agreed to, the reports will be prepared no less frequanéiy monthly and will coincide with one or more pay periods.

(f) Where the institution uses ime cards or other forms of after the fact payroll documents as original documergn f{ ayroll charges, such documents shall qualify as records for this purpose, pr meet the through (e)

(3) Multiple Confirmation Records: Under this system, the distribution of salaries and wages of professorial agfbfessiostifwill be supported by records which certity separately for direct and F&A cost activities as prescribed below.
(a) For employees covered by the system, there will be direct cost records to reflect the distribution of that activiygxmkadwhich is to be allocable as direct cost to each sponsored agreement. There will also be F&A cost records to reflect theiision of that activity to F&A costs. These records may be kept ointly or separately (butare to be certiied separately, belew).

() Salary and wage charges may be made ntally on the basis of estmates made before (e s erformed, providesuch charges are promply adjusted if significant differences occur.
(c) Institutional records wil reasonably reflect only the activity for which employees are by the insiitution mpensation for incidental work as described in subsection a need not be included)
(d) The system will reflect acivity applicable to each sponsored agreement argto (o0 ieeded to idenify F&A castiihe functions to which they are allocable.

(&) To confirm that distribution of activity represents a reasonable estima
(1) the signature of the employee or of a person having direct knowledge of

rformed by the employee during@fperiod, the record for each employee willinclude:
nfirming that the record of actvisiellocable 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 thiagwork was performed and is consistent with the overall distribution of the employee's compensated activiies. These signaturesy all be on the same document
() The reports will be prepared each academic term, butno less frequently than every six months.

() Where the institution uses time cards or other forms of after the fact payroll documents as original documentation foryrall and payroll charges, records for hi provided they meet the req
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Time & Effort Reporting

‘What is Time & Effort Reporting?

A

10/2007

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

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

The supporting documents used to support such
charges

Only acceptable method of supporting
payroll charges to Federal grants

SBCTC Federal Time & Effort
Reporting Guidelines



Time & Effort Reporting
‘What is Time & Effort Reporting?

& Proper time & effort reporting includes:
A Accounting for the salary, wages & benefits
» Certifying actual charges are reasonable

& Accounting tracks the detailed payroll

transactions to accounts created for each
grant agreement/activity/cost center

& Certifying attests that charges are
reasonable In relation to actual effort

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines



Time & Effort Reporting

‘What is Time & Effort Reporting?

& Proper time & effort must reflect charges to:
4 Each Federal grant program

4 Each grant cost objective/activity
l.e. WorkFirst: Direct Services, Direct Administration

4 Grant matching requirements
4 Other non-grant related cost centers/activities
4 Indirect cost centers used to charge grants

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines



Time & Effort Reporting

‘Who Must Prepare Time & Effort Reports? |

& Any faculty or staff whose :
A Ssalary & benefits are claimed foreimbursement
4 salary & benefits are claimed amatch

4 Ssalary & benefits are charged tandirect cost
center

& Upper Management Limitations:
» Federal regulator rarely allow
i AT AOAT T Uh [T AGEI Ol 1T £ ¢m
allowed
4~ No payroll costs for VP and above are allowed

10/2007 SBCTC Fe(_jeral T_|me_ & Effort 6
Reporting Guidelines



Time & Effort Reporting

‘What is Work-Related Activity?

x O MmbeXd0t records that reflect how
faculty and staff spent thetime for which
they were compensated A 6

4 All activities that an employee i1obligated to
provide, whether paid or unpaid

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

A Activities that an employee isnot obligated to
provide should not be reported

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines



Time & Effort Reporting

How Precise Must T&E “I-:{ecords Be?

A

10/2007

Equitable
I | (O R R ) Y o W PO
ADDBI OOEITTIT AT O 1T &2 Al BIT U/

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]
Al Bl T UAAGO AAOEOEOEAO8S8«

SBCTC Federal Time & Effort
Reporting Guidelines



Time & Effort Reporting

How Precise Must T&E Records Be?

4 Reasonable Estimates

A-21 or 2 CFR 220 J.10.b(1)(c) goes on to state:
O)1 OEA OOA 1T &# AT U | AOQOE]
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 oastimates In
xEEAE A AACOAA 1T &£ OI 1 AO;

9



Time & Effort Reporting

'Employee Classifications

4 Classified

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

4 Professional/Professorial

4 Professional z all part-time and full-time
exempt staff not eligible for overtime

4 Professorial z all tenured, nontenured, part-
time or full-time faculty

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines



Time & Effort Reporting

Acceptable Methods of Reporting

& After -the-Fact Activity Reports

» Dally record of all activity including leave time
corresponding to regular pay periods

& Plan-Confirmation Reports

A Monthly or quarterly effort certification of effort
reflected as a percentage of total effort for all
compensated activities.

& Multiple Confirmation Reports

A Separate monthly or quarterly effort certifications of
effort reflected as a percentage of total effort for each
compensated activity.

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines
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Time & Effort Reporting

Acceptable Methods of Reporting

Employee | After -the- Plan Multiple Plan
Type Fact Confirmation Confirmation

Classified

(Salaried Yes No No
Hourly)

Professional Ves Ves Ves
(Exempt)

Professorial Ves Ves Ves
(Faculty)

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines



Time & Effort Reporting

After -the-Fact Activity Reports

4 Initial Budget Estimates

A May initially record payroll costs in the accounting

system based orestimates by:
Individual grant agreement WorkFirst, Perkins, ABE, etc)
Grant budget category (instruction, administration, direct services,
etc)
Cost sharing or match requirement

Other non-grant activities
4 Must be adjusted to actual no later than the end of the
grant period if variance is greater than 5%

A Must haveability to monitor work activity and adjust
work plan and accounting charges for individuals.

10/2007 SBCTC Feqleral T_|me_ & Effort
Reporting Guidelines
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Time & Effort Reporting

After -the-Fact Activity Reports

& Recording Activity
» Must accountforl00% | £ Al BPI T UAAG O Al
time (may exceed 1.0 FTE)
A~ Must be completed at leasmonthly
A Must correspond to one or morgpay periods

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

4 Must also recordvacation, holiday, sick and personal
holidays

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines

14



Time & Effort Reporting

After -the-Fact Activity Reports
& Verifying/Certifying

A~ Must besigned by either the employee or other
responsible individual with knowledge of the
Al PI T UAAGO AAOEOEOUS

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

» Certification should read something like this:
O7A j)q AAOOEAU OEAO O OEA A/
allocation of time expended performing federal, state and other
POl COAi AOOEAO EO OAAOITAAIT A |

SBCTC Federal Time & Effort

Reporting Guidelines I
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Time & Effort Reporting

After -the-Fact Activity Reports B

A Form

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

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

10/2007 SBCTC Feqleral T_|me_ & Effort 16
Reporting Guidelines



Time & Effort Reporting

After -the-Fact Activity Reports

4 Year-End Reconciliation

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

» If the variance between budget and actual igreater
than 5% of actual, accounting records and costs
charged to the grant must beadjusted to reflect the
actual charges.

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines
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Time & Effort Reporting
After -the -Fact Activity Report Example

1300 Guince St SE, PO Boy 42495, Olympia, WA 98604-

EMPLOYEE SEM-MMONTHLY TIME SHEET

| Pay Parimd Fram [(H{D#T) Tu (HIDIT)
THI2006 THI2006
Mame [Last, First, ML) Title 10 DivisioniDlepartment
Teacher, Tammy Instructor 123-45-6789 Workforce
e & o8 1 2 3 4 5 [ T & al 1o |l 12| 13| 14| 15 Semi-monthly |Fiscal Year ~
bl »
ﬁ ﬁ °¢ & ® 16| 17| 18| 13| 20 21 22| 23| 24| 25| 26| 27| 28| 23| 30| 3|Hours 4 Hour F
T < S "
- | ABEIYLP Instruction 18] 10 a8 RS 2.8 R
- | EL Civics In=truction 15 10 25 A 25 iR e
- | WorkFirst Direct Services to 18] 10 10 1.0 55 15 11.5 ILX 4 15 1443
Students
- | WorkFirst Direct 10 15 15 35 1.0 1.0 a5 1.8 a5 1.8
Administration
- | Perkins 1.0 15 25 a1 25 1
- | Tech Prep 0.5 1.5 25 4.5 BB 45 BB
- | Worker 10 05 1.0 25 15 4.0 T.a s 218 178 218
- - 0.0 - 0.0
- - - 0.0 - 0.0
- | Ocher 5.5 45 1.0 1.0 15 &0 215 2B.9% 2156 2B.93
Total Program Hours| - - &0 [ &0 G0 [ &0 - - g0 (80 (&0 [ &0 [ 50 - - - 12.0 900 F2.0 | 0.0%
® Fiscal year-to-date Annual
beginning July 1 Sick
Comp
Holiday &0 .
Total Paid - &0 (&0 | &0 | &0 | G0 - - &0 | 80 | &0 (&0 | &0 - - - &0.0 | 10003 | g0.0 (10005
spoTe Leawve Without :
THE
Comments:

10/2007

‘e certify that to the best of our knowledge the above allocation of time expended performing Federal

program and state program duties is true and accurate.

Employee Signature

Date

Immediate Supervisor Signature

SBCTC Federal Time & Effort

Reporting Guidelines

Date
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Time & Effort Reporting

‘Plan-Confirmation Reports

A Initial Budget Estimates

A May Initially record work plan payroll costs in the

accounting system based on estimates by:

Individual grant agreement (WorkFirst, Perkins, ABE, etc)
Grant budget category (instruction, administration, direct services, etc)

Cost sharing or match requirement
Other non-grant activities

4 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).

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

10/2007 SBCTC Fe(_jeral T_|me_ & Effort 19
Reporting Guidelines



Time & Effort Reporting

‘Plan-Confirmation Reports

& Recording Activity
» Must account for100% | £ Al BDI1 1 UAAG O OE
they are compensated (may exceed 1.0 FTE).
A Must be completedonce each academic term

A Activities must be expressed apercentages of total
compensated activity.

A Percentages must reflecteasonable estimates of time
or effort provided.

A~ Must beadjusted to actual at end of each quarter if
variance is greater than 5% of actual.

10/2007 SBCTC Fe(_jeral T_|me_ & Effort 20
Reporting Guidelines



Time & Effort Reporting

‘Plan-Confirmation Reports
& Verifying/Certifying

A Must be signed by either the employee or other
responsible individual with first -hand knowledge of the
Al P11 TUAA6GO AAOEOEOUS

4 Institution must have suitable means of verifying the
accuracy of the report:

Contacting the employee directly
Contacting the immediate supervisor to confirm assignments

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

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines



Time & Effort Reporting

‘Plan-Confirmation Reports

& Verifying/Certifying
4 Certification should read something like this:

@ 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.

4 College should create its own procedures and reporting

forms containing all the required elements.

10/2007 SBCTC Fe(_jeral T_|me_ & Effort -
Reporting Guidelines



Time & Effort Reporting

‘Plan-Confirmation Reports

& Incidental Work
A Moonlight contracts/stipends

4~ Need not be included in the effort certification (plan
confirmation reports) if:

The assignments are shorterm in nature (less than an
academic term)

Not regular, ongoing duties
$1 1170 OECIEZEAAI Ol U EI PAAO EI
percentages

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

10/2007 SBCTC Fe(_jeral T_|me_ & Effort -
Reporting Guidelines



Time & Effort Reporting

‘Plan-Confirmation Reports

4 Year-End Reconciliation

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

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

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines
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10/2007

Time & Effort Reporting

Plan-Confirmation Reports Example

Period: Spring Quarter
Dates: 4/2/2007
Staff ame Instructor,lzzy A

Dept: Workforce Ed

Salary Budget Sources:

6/15/2007

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 Prograri Instruct 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 Prograrm Instruct 145 100 3576
Other Salary Sources
All other 001 101 3264
Average Monthly Total 100%

SBCTC Federal Time & Effort
Reporting Guidelines

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!

25



Time & Effort Reporting

Plan-Confirmation Reports Example

16
17

18

19a

21

22

-- S l NIVERSITY OF WASHING TON R B ORETURN BY: 12/2/2004
ftg'..m ACULTY EFFORT CERTIFICATION (FEC) FORN Resat EOrm W TO. BOX 351240
_.LJMMrH QUARTER, 2004 (061182004 - Q1 5/2004) & rron 80x 351234
J3-04-01-12 D MED *DEPARTMENT OF MED 204G S OCHOOL OF Ml—l)l( INE
NDIVIDUAL DATA 7 QUARTERLY SALARY SOURCE(S) 8 AVERAGE MONTHLY
BUDGET MNAME BUDGET NO SALARY SeEFFORT:
9 T GREARNT S S CONTRACTIS NON-GLIN TOTAL
BLACKWELL, ELIZABETH DREAMS B2-1234 $2,010 50.0 20.0
OR
OF MEDICINE
L MED* LiLl'l OF MED
COMMENTS 2,010 500 MVGHE0
I [y oTHER SALARY SOUS o
MEDICINE 074567 52,910 50.0 200
£2070 TH.0 W2 200
VSCLINICAL SUBTOTAL » 2
= THICAL SUPPORT IR0 R
uwp 52,720 14 000
S | L AVERAGE MONTHLY TOTAL Bat 100.0 9%
ACTUAL EFFORT EFFORT PERCENTAGE
s GRANT JAND CONTRACT(S)
e 1R BUT 000 ALL ALLOWANEI ACTTTVITIENR MERTTING (RANTIN ANE CORTICACT (M) WHIID
VUMM WA FIOVIDNE WY CIIRARITON AR CORPIMACTING (IO *1 GUANTIILY SALARY SOLIMCIMT ARGVIG £, 20.0 oy
6 PLEDGID, COMMITTED,
CCHT KICANTFRH 13K L IAK PTTITS (303
TR TR BT AW AR S FERILTO I BLIEI S 330
AFTION TH ISURHET ORI IE A T AR A MASDATORY «
Ea A ) O MERAREEA G W
HUET 102 CONMEAPINTIIC FLSINND WA . AWARDHES T -
FHE AW AR AR PN ACKINEPLOIATI CONT BRUARE (SR V0T MEEARIRC ST TTRORS < TTI BUACTK O TYax
PROVIDE DETAILSG OF COOMT SMARDNG ACTIVITIES ON THE FOLLOWDNG LINEG
BENEFITING BUDGET NO =y . PLEDGED d9€} ACTUAL % EFFORT
TV IR ALY O AT
OFLY PR JMINTIE PN 194
TOTAL COST SHARING. 6. 0.0 4]
4 ALL (‘DIHI’K:\( TIVITIES
TG TTIES O T L ENICTRLATION, STUERTCT ABVERITG
BAME T CXIMMETTHEN, ADMMINES AT CLIMICAL ACTIVITIR. HETRUCTION N 20.0 ey
8. TOTAL OF ALIL ACTIVITIES: H. 100.0 %%
SIGNATURE DATE < PAGE

SBCTC Federal Time & Effort

10/2007

Reporting Guidelines
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Time & Effort Reporting

‘Multiple Plan -Confirmation Reports

& Implementation/Risks

» ldentical to Plan-Confirmation reporting system, but
with separate certifications for each budget account.

A~ PS 1545A designed to provide reports specifically for
this purpose.
A RIsSks:
PS1545A created only for Grant and Contract accounts

Not designed to provide for budget category breakdown (Direct
Services, Direct Administration, Instruction)
Does not provide reports for nongrant activities

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

SBCTC Federal Time & Effort 27
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Time & Effort Reporting
Multiple Plan -Confirmation Reports

REPORTS
PAYROLL PROCESSING

CONTRACT AND GRANT CERTIFICATION REPORT (PS1545A)

. §.44 AN
[ 16 CEI PLUS
CCOUNTING PERIOD: 05/90 EXPENSE DISTRIBUTION

\ CONTRACT AND GRANT CERTIFICATION
PROGRAM/ORGANIZATION: 111-1H12 SL START CONTRACTS ¥ .
EMPLOYEE ACCOUNT SEQ STAFF MEDICAL . INDUST
D ——DISTRIBUTION €O MONTHS

—EMPLOYEE NAME -GROSS PAY __ QASI __ RETIREMENT
145-111-1HI2-AD-00- 20 0,34 43115 32.94 0.90 2.34
TOTAL SUSOBJECT 145-111-1H12-AD 0.34 43115 32.94 0.00 2.4

TOTAL PROGRAM/ORGANIZATION 145-111-1H12 0.34 431.15 J2.94 0.00 2.34

1 HEREBY CERTIFY THAT, EXCEPT AS NOTED, THE ITEMS LISTED ABOVE REPRESENT TRUE AND CORRECT
STATEMENTS OF EFFORT, ARE PROPER CHARGES TQ THE FEDERAL AGRREMENT CONCERNED. AND ARE- IN
COMPLIANCE WITH PUBLIC LAW. REGULATIONS. AND CONTRACTS ISSUED THEREUNDER.

SIGNED: : ‘ TITLE: DATE:

PAGL 4
REPORT PS1545A
VERG05

SBCTC Federal Time & Effort

1072007 Reporting Guidelines




Time & Effort Reporting

Annual Evaluations

4 Implementation/Risks

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

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

SBCTC Federal Time & Effort

10/2007 Reporting Guidelines
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Time & Effort Reporting

| Scenario #1-1

& A part-time faculty i1s 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.

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

10/2007 SBCTC Federal Time & Effort

Reporting Guidelines =0



Time & Effort Reporting

| Scenario #1-2

A NoO!

& 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)

& (bduch amounts include salaries, wages, and fringe
benefits (see subsection f). These costs are
Al 1T xAAl A8 DOl OEAAA OEA«
PAOA&AI Ol AA8 AOA AAOAOI ET .
provided below j-21 J.10.a)

SBCTC Federal Time & Effort

Reporting Guidelines =
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Time & Effort Reporting S&GLS

| Scenario #2-1

C Maryis 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:

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

Workk O 2 4 3 6 4 0 O 5 3 4 5 4 0 O
First

» Isthis an acceptable time & effort report?
» |f not, what should be done differently?

SBCTC Federal Time & Effort Reporting

Guidelines o2

10/2007



Time & Effort Reporting ;

| Scenario #2-2

C 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.

C Her time sheet for the first two weeks of
April looks like this:

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

Workk O 2 4 3 6 4 0 O 5 3 4 5 4 0 O
First

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

Leave 4

SBCTC Federal Time & Effort Reporting

10/2007 Guidelines
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Time & Effort Reporting

Scenario #3-1

A& 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:

WorkFirst 5%
BasicSkills 5%
StateGeneral 90%

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

10/2007 SBCTC Fegieral T_|me_ & Effort 34
Reporting Guidelines



Time & Effort Reporting

| Scenario #3-2

A Nol!

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

& 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.

SBCTC Federal Time & Effort

Reporting Guidelines 2
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Time & Effort Reporting

Scenario #4-1

& A full-time faculty is assigned to teach 3 five

credit classes:
» CJST Automated Office Systems
» Perkins Bookkeeping
» State /EOT AAA O! AAT OT OET ¢ A&l O
A Faculty is also expected to regularly attend the
Workforce Education Advisory Committee (WEAC)

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

» Attended a 2day WEAC meeting October 112

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

10/2007 SBCTC Fe(_jeral T_|me_ & Effort 35
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Time & Effort Reporting

Scenario #4-2
Daily Activity Report

Acti - Tot 23 101112 |13 |14 |15
vity

35.7% 332 1
PRK 400% 28 32 3 3 3 3 4 4 3
Other 243% 17 2 3 1 4 2 3 0 O 2

8 88 6 8 8 8 8 8 8
AL 8
SL 2
PH
SH 8
Total 8 88 8 8 88 8 8 8 8

SBCTC Federal Time & Effort
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Time & Effort Reporting

Scenario #4-3

Plan Confirmation Report

CostCenter Acct Cde Budgeted

CJSTk Automated Office Systems 145-111-1234 e‘\oé 33.3%

Perkins Bookkeeping 145-111- 2345\\<®Q 33.3%

| AAT 61 6ET ¢ A& O AA[1010113@§6 33.3%
Total ,5\\“@ 100.0%

@ Actual

%_66 Clua

CJST Automated Office Systems q‘@d 145-111-1234 35%
Perkins Bookkeeping & S 145-111-2345 40%

\@
I AAT Ol OET C ol O - AA101-011-3456 25%
0%
t‘\\6
\\¢

Total 100.0%

SBCTC Federal Time & Effort
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Time & Effort Reporting

Scenario #5-1

A

10/2007

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

Term/Program WorkFirst State General

Fall 5CR 5CR 5CR
Winter 10 CR OCR 5CR
Spring 5CR 10 CR O0CR

At the end of June, the college pays the final 3 months pay.
What should the June payroll charges look like?

SBCTC Federal Time & Effort
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Time & Effort Reporting

Scenario #5-2

& The additional months pay should be allocated
based upon the actual costs during the

Fall/Winter/Spring academic terms.

Term/Program WorkFirst State General

Fall
Winter
Spring
Final Pay

10/2007

33.3% 33.3%
66.6% 0.00%
33.3% 66.6%
44.4% 33.3%

SBCTC Federal Time & Effort
Reporting Guidelines

33.3%
33.3%
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Time & Effort Reporting

| Scenario #6-1

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

4 What should the June payroll charges look like?

10/2007 SBCTC Fe(_jeral T_|me_ & Effort "
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Time & Effort Reporting

| Scenario #6-2

& A-21 states that all salary and benefits charges
must be reasonable and equitable.

» Establish a reasonable distribution depending
on college practices.

» Use 5 years data of salary charges for
individual
A OR

» Determine actual leave accrual and use by staff
member!

10/2007 SBCTC Fe(_jeral T_|me_ & Effort "
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Time & Effort Reporting

| Scenario #7-1

¢ Jane works at the front desk In the
admissions/registration office. She helps any
student who comes up to the counter. The student
mix I1S: Transfer = 55%, WF = 12%, Basic Ed = 13%,
WRP = 16%, Contract = 4%. Her T&E looks like this:

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

Work- | 0.0 40 40 40 40 40 00 00O 40 40 40 40 40 0.0 0.0
First

Other 00 40 40 40 40 40 00 0O 40 40 40 40 40 0.0 00

c To which account codes shol
¢ How much should be charged to each account?

10/2007 SBCTC Federal Time & Effort Reporting
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COMMUNITY & TECHNICAL COULEGES

Time & Effort Reporting el

Scenario #7-2

c * AT A6 O 4 Q% &rtadl Wre Ar eftodh £l A .
expended. Since the student mix is: Transfer =
55%, WF = 12%, Basic Ed = 13%, WRP = 16%,
Contract = 4%, It isseasonable to expect the
T&E to be relatively close.

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

Work- 13 1 0.0 20 O 1.0 1 1.0 1.0 00 OO 0O 10 20 10 10 0.0|/0.0
First

Basic 11 00 10 10 00 10 10 00 00 20 10 00 1.0 1.0 0.0 0.
Ed

Other 76 00 50 70 70 60 60 00 00 6.0 6.0 6.0 6.0 6.0 00 0.0

SBCTC Federal Time & Effort Reporting
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Time & Effort Reporting

_Scenario 8-1

¢ Tom works the front desk in the Workforce Education
department which serves Worker RetrainingWorkFirst,
Tech Prep and Perkins students.

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

v 41160 OEI AOEAAO OEI xO 1 EI
Retraining and 4 hours toWorkFirst.

+ 41 xEEAE AAAI Ol OO OEI Ol A 4
be charged?

SBCTC Federal Time & Effort Reporting
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Time & Effort Reporting e

_Scenario 8-2

¢ Should be reasonable, equitable and adequately'
supported (documented).

¢ ReasonableOT AOOOI A OEAO 411
would be distributed between all funding
sources.

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

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