Time & Effort Documentation
Administrative Procedures

These procedures are established in accordance with the Time and Effort Documentation Policy adopted by the School’s Board of Directors.

1. All employees paid in whole or in part with federal funds, employees whose salaries are used to meet a matching/cost sharing requirement, and employees who are paid in whole or in part with state restricted funds are required to provide time and effort documentation that accurately and reasonably represents the work that has been performed during the period being reported on.
a. Semi-Annual Certification – This certification must be submitted by/for employees who work solely on a single cost objective during the six-month period being reported on.
i. Semi-Annual Certifications must:
1. Be completed at least twice a year.  For example, they could be submitted for the periods July 1 through December 31, and January 1 through June 30;
2. Be submitted after the last day of the period being reported (i.e., after the fact – the certification must reflect an after-the-fact distribution of the actual activity);
3. Account for the total activity for which the employee is compensated;
4. Be signed by the employee or a supervisor with direct knowledge of the work performed; and
5. Be submitted on an approved form.
ii. Semi-Annual Certification forms will include the following:
1. Name and title of the employee;
2. Name and title of the employee’s supervisor;
3. Name of the cost objective the employee worked on;
4. Period being reported on; 
5. A certification statement certifying the employee has spent 100% of their time on the stated cost objective;
6. Whether time, effort, and salary are being used for cost sharing or matching purposes, and if so, for which program(s);
7. Signature of the employee or the employee’s supervisor who has direct knowledge of the work performed; and
8. Date Signed by the employee or the employee’s supervisor (Note: Cannot be dated prior to the end of the period covered by the certification).
b. Personnel Activity Report (PAR) – This report must be submitted by/for employees who work on multiple cost objectives.  PARs must support the distribution of employees’ salaries and wages that meet the standards outlined below.
i. A PAR must: 
1. Provide a written record of the employee’s work activities used to document that employee’s time to a cost objective;
2. Be completed at least monthly and be supported by the employee’s work activities (should be submitted after the last day of the month being reported on, that is, after the fact – the PAR must reflect an after-the-fact distribution of the actual activity, not a budget estimate);
3. Account for the total work activity for which the employee is compensated;
4. Coincide with one or more pay periods; 
5. Be signed by the employee; and
6. Be submitted on an approved form.
ii. PAR forms will include the following:
1. Name and title of the employee;
2. Name and title of the employee’s supervisor;
3. Name of the cost objectives the employee worked on;
4. Period being reported on (e.g., January 1 through January 31);
5. A certification statement stating that the distribution of the employee’s time is an accurate representation of the work performed;
6. Whether time, effort, and salary are being used for cost sharing or matching purposes, and if so, for which cost objective;
7. Distribution of time (by percentage, e.g., 70% Title I, 30% Special Education) by account, function, program, location;
8. Time being reported must represent but cannot exceed 100%;
9. Signature of the employee;
10. Date signed by the employee (Note: Cannot be dated prior to the end of the period covered by the PAR); and
11. Sick time, vacation time, etc. (if applicable) must be coded proportionally to the different programs.
2. Payroll records must reconcile with the time and effort documentation. 
3. A reconciliation of payroll records and time and effort documents will be done on a regular basis. Adjustments will be made and discussed, as necessary.
4. If an employee’s salary is being used for cost sharing/matching purposes, then this needs to be identified on the employee’s time and effort form. Once a salary has been used for matching purposes or a portion of the salary, then the salary, or portion thereof, that has been used may not be used as matching/cost sharing funds for another program.
5. If assignments change, it is the School’s responsibility to inform the School’s accounting and payroll staff so that payroll records, budgets, etc. can be updated.
6. Upon termination of employment, an employee must submit their final time and effort documentation prior to receiving their final payment.
7. Time and effort procedures will be periodically reviewed by School administration and the accounting and payroll staff. Updates due to changes in rules or regulations will be made in a timely manner, as necessary. 
8. Employees will receive appropriate training on time and effort documentation, as necessary.
9. [bookmark: _Hlk184117057]The School will keep a copy of all time and effort documentation (Semi-Annual Certifications, PARs, payroll reports, etc.) in accordance with the School’s record retention practices or 3 years from the date of submission, whichever is greater, as required by 2 CFR § 200.334.
10. The signatures required herein may be either handwritten or electronic signatures.
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