TIME AND EFFORT REQUIREMENTS

for Federally Funded programs

2016-2017 

According to Uniform Guidance 2 C.F.R. § 200.430(i), the following policies and procedures must be followed to ensure charges to Federal awards for salaries & wages are based on records that accurately reflect the work performed.
SEMI-ANNUAL CERTIFICATIONS (single activity or cost objective)

· Certificated and classified employees who do not use TCP timekeeping system, work solely on a single federal award or cost objective, charges for salaries and wages will be supported by semi-annual certifications that the employee worked solely on that program for the period of time covered by the certification.  
· Employees who use the TCP timekeeping system and work on a single cost objective through a combination of federal and/or non-federal awards, charges for salaries and wages will be supported by semi-annual certifications that the employee worked solely on that program for the period of time covered by the certification.  
· Semi-annual certifications must be signed by a supervisory official having direct, first-hand knowledge of the work being performed.  
· Semi-annual certifications will be sent out to Directors for distribution in January for work previously performed 7/1-12/31 and again in August for work previously performed 1/1-6/30. 
· Any changes or corrections to the certification should be made on the form. 
· The signed certification should be kept in the Director’s office.
PERSONAL ACTIVITY REPORT (PAR) (multiple activities or cost objectives)
· Certificated and classified employees (whether or not they use the TCP timekeeping system) working on multiple activities or cost objectives, and any portion of their pay is federally funded, supporting documentation for ALL time worked will be documented through completion of a Personal Activity Report (PAR). 
· The PAR must be an after-the-fact distribution of all activities for which the person is compensated, regardless of the funding source.  
· Employees will submit their signed PARs and Variance Form to their supervisor within 10 calendar days after the end of the month.  
· The PAR and/or Variance Form must contain the following certification, “I certify that this Personal Activity Report accurately reflects all work performed by me during the reporting period”.  
· With District office approval, a monthly log report (i.e. calendar, etc) may be used in place of a PAR.
· A copy of the “VARIANCE FORM” must be completed, signed by both the employee AND their immediate supervisor, attached to the “PAR” and maintained in the Director’s office.  
· All PARs are to be reviewed at least monthly by the employee and their supervisor. 
· If a variance exists between budget percentage and actual percentages of work performed, a payroll journal entry will be required.  If this is the case, submit a signed copy of the “VARIANCE FORM and PAR” to Federal and State Grants, Attn: Teresa Martin.  If it appears that the variance will occur routinely throughout the year then a PARF will be needed to correct future funding. The PARF should be submitted through the ONBASE system in a timely manner.
As the person having direct first-hand knowledge of funding and activities of work performed by the employees in my department, I understand that it is my responsibility for maintaining accurate and timely records.
____________________________________________________             ____________________
Director/Principal/Grant Coordinator Printed Name


         Department/School Name






____________________________________________________             ____________________
Director/Principal/Grant Coordinator Signature 




   Date
Return a signed copy of this “Time & Effort Requirements” to Teresa Martin in the Fed/State Grants Dept.  For questions, call Teresa at x20128, Nancy at x20111 or Lara at x20131.
Revised September 2016
