TIME AND EFFORT REPORTING

What is “Time & Effort” Reporting?

Federal regulation requires that any compensation for personnel services (i.e. salaries, wages and
benefits) currently paid or accrued by a federal award(s) must be based on documentation that
meets the following criteria in order to be allowable charges:

e The employee’s time must be documented in writing.
e The documentation must show the actual time spent by the employee on activities of the
federal program(s) being charged.

e The document must be prepared at least monthly and must agree with the pay period
covered. An approved substitute system for allocating compensation charges to the
federal awards maybe used in place of the activity report.

e The documentation must account for all of the employee’s time for the period covered.
e The documentation must be signed by the employee and the employee’s supervisor.

When is “Time & Effort” required?

Time and effort reporting is required under Office of Management and Budget Circular (OMB)
A-87, Cost Principles for State, Local, and Indian Tribal Governments when any part of the
employee’s salaries and benefits are:

charged directly to a federal award or sub-award,;

charged directly to multiple federal awards or sub-awards;

charged directly to a combination of federal, state or local fund sources or;
charged to an indirect and a direct cost activity.

What determines when the report is required monthly or semi-annually?

When an employee worked on a single federal award or cost objective (i.e. 100% federally
funded), time and effort reporting can be prepared semi-annually and should be supported by a
certification signed by the employee or the supervisor who has the first hand knowledge of the
actual work performed.

When an employee worked on multiple or cost objectives activities (i.e. less than 100% federally
funded on a single grant), time and effort reporting is prepared at least monthly, supported by a
personnel activity report (PAR) or equivalent documentation showing the actual work performed
on each cost objective and must be signed by the employee.

Note: Time and effort reporting applies to all certificated and classified employees.



What other costs are required for time and effort reporting?

Substitutes, stipends, supplemental contracts, and extra hours worked paid out of a federal grant
should be included in the time and effort reporting. Documentation to support the charges may
include the following:
e Sign-in or attendance logs showing the actual hours or cost objective and the document
must be signed by the employee(s) and approved by the supervisor.
e Signed supplemental contracts stipulating the duty or assignment and cost objective.
e Other supporting documents as deemed necessary.

Additional guidance can be found at:  http://www.whitehouse.gov/omb/circulars_a087 2004/#8

Any questions or concerns regarding Time & Effort can be directed to Tracie Coleman, special
education budget and finance manager at tracie.coleman@doe.virginia.gov or at 804-225-2704.

SAMPLE DOCUMENTS

The sample documents provided are for informational purposes only. Its intended use can
be determined by the school division or sub-grantee.

Sample Document 1: Semi-Annual Certification (Single cost objective)
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Sample Document 2: Semi-Annual Certification (Single cost objective)

To: Principal / Supervisor of Federal Program / Full or Part-time Staff
From: Special Ed Director

Re: Time Distribution

Date: January 31, XXxx

To ensure federal compliance of OMB Circular A-87, employees paid with federal funding and who worked
specifically on that federal funding must sign this form. The actual hours performed must be verified semi-annually.

I certify that from July, xxxx through December, xxxx the employee listed below at ABC Elementary School
spent 100% of the contractual time on Part B IDEA 611 Flow-through or 619 Pre-school special education services.
These services were supplemented to local education services and in the absence of federal dollars would not have been
funded.

Program Name:

Signature: Date:
Employee’s Name & Title

Signature: Date:
Supervisor’s Name & Title

Sample Document 3: Monthly Certification (Multiple cost objective)

A B CID|I|E/FIG[HI I [JlK]L|MINI O P[Q|IR[S | T U|V WwW|X|[Y]|2|AsAB|AC| AD | AFE | AF | AG AH
1 TIME AND EFFORT LOG
2
3

FirstlLast Name Pasition Title Month Year

4
& Total
] PBOGRAMS Acct Code | 1 2 3 4 5 6 7 8 910N |12 |13 14[15]|16| 17 |18 |19 |20 | 21| 22[23|24|25|26(27 |28 | 29 | 30| 31 | Time
7
2 0.00|
] 0.00|
0 0.00|
n 0.00|
12 0.00|
13
4 Total Hours 0.00{ 0.00) 0.00] 0.00f 0.00) 0.00] 0.00) 0.00] 0.00f 0.00) 0.00) 0.00] 0.00] 0.00) 0.00{ 0.00] 0.00] 0.00) 0.00] 0.00] 0.00) 0.00) 0.00f 0.00] 0.00) 0.00{ 0.00] 0.00] 0.00) 0.00) 0.00 0.oa,
15 CERTIFICATION
]
7 | CERTIFY THAT THIS IS A TRUE AND CORRECT | HEREBY CERTIFY THAT THE EMPLDYEE WAS PRESENT
B REPORT OF THE ACTUAL HOURS | WORKED AND WORKING AS INDICATED BY THIS REPORT.
13 DURING THIS PERIOD.
20
21 EMPLOYEE MARE: SUPERVISOR NARE:
22
23 EMPLOYEE SIGNATLRE SUPERYISOR SIGMATURE

24
25
26 INSTRUCTIONS: List the actual hours you have worked under the Program Area that applies.

M < » ¥ REGULAR ] T




