Memorandum

To:

Carl D. Perkins Grantees
From:

Margaret Harvey
Date:

November 1, 2009

Subj:

Updated Guidance on Perkins Time and Effort Reporting
As a result of some additional conversations with OVAE and Michael Brustein (the lawyer contracted by MDOE to assist on Perkins matters) regarding time and effort reporting, we are updating our guidance on this topic. Postsecondary Grantees must use OMB Circular A-21 for their regulatory guidance; Secondary Grantees must use OMB Circular A-87 as their regulatory guidance. The following procedures must be adhered to by secondary and postsecondary institutions for appropriate time and effort reporting. 
Any employee at a  secondary or postsecondary institution whose salary (wage) is funded in whole or in part by Perkins grant funds (or any other Federal funds) must complete a Time and Effort Report as required by OMB Circular A-21 and A -87. The Time and Effort Reports will assist in providing documentation for grant audits. Failure to comply with this requirement may result in questioned costs and possible audit exceptions.
Postsecondary Grantees (Process was determined by the Maine Community College System office in accordance with OMB Circular A-21)
For faculty paid from the Perkins grant, the Time and Effort Reports must be prepared each academic semester, but no less frequently than every six months. For all other non-faculty positions paid from the Perkins grant, the Time and Effort Reports must be prepared no less frequently than monthly. The Time and Effort Reports must: 

1. Reflect the distribution of activity expended by the employee (must indicate all of the federal and non-federal activities the employee worked on). 

2. Reflect an after-the-fact reporting of the percentage distribution of activity of the employee (must be based on how the employee actually worked). Charges may be made initially on the basis of estimates made before the services are performed, provided that such charges are promptly adjusted if differences are indicated by the Time and Effort Reports. 

3. Reflect the job description of the position.

To confirm that the distribution of activity represents an accurate representation of the work performed during the reporting period, the employee accomplishing the work must sign the report along with the direct supervisor.  These reports need to be completed at the end of each month, and signed hard copies must be sent to the System Office, to the attention of the Perkins Grant Manager, either electronically or via mail within 5 days of completion.  This reporting structure began with the FY08 grant cycle. 
In regards to contracted persons paid with Perkins funding:

· If you have contracted with persons to complete work for a Perkins grant activity, then you must keep track of the contracted time.  A person that is contracted for a specific job or event would need to complete a Time and Effort report at the completion of the task indicating the actual hours worked the task completed.  This would need to be sent to the System Office at the completion of the contracted service.  If you have contracted with a person for an entire year to perform a duty, then you should do the monthly Time and Effort reports in the same manner as non-faculty employees.
Secondary Grantees-(process determined by A-87, grantees responsible for all A-87 requirements)
For faculty paid solely from the Perkins grant, charges for their salaries and wages will be supported by periodic certifications that the employees worked solely on that program for the period covered by the certification. These certifications will be prepared at least semi-annually and will be signed by the employee or supervisory official having first hand knowledge of the work performed by the employee. 

Where employees work on multiple activities or cost objectives, a distribution of their salaries or wages will be supported by personnel activity reports or equivalent documentation which meets the standards in A-87.Such documentary support will be required where employees work on: 
(a) More than one Federal award, 
(b) A Federal award and a non-Federal award, 
(c) An indirect cost activity and a direct cost activity, 
(d) Two or more indirect activities which are allocated using different allocation bases, or 
(e) An unallowable activity and a direct or indirect cost activity. 

 Personnel activity reports (PARs) or equivalent documentation must meet the following standards: 
(a) They must reflect an after-the-fact distribution of the actual activity of each employee,
(b) They must account for the total activity for which each employee is compensated, 
(c) They must be prepared at least monthly and must coincide with one or more pay periods, and 
(d) They must be signed by the employee. 
To confirm that the distribution of activity represents an accurate representation of the work performed during the reporting period, the employee accomplishing the work must sign the report along with the direct supervisor.  These reports need to be completed at the end of each month or semi annually as the position allocation requires and signed hard copies must be kept in the administrative office for audit purposes.  

I have attached the required form to be used by the postsecondary grantees (as determined by the Maine Community College System Office, a question and answer sheet with the required OMB circular language ad an example of a PARs  and a semi annual certification document.  
Please contact Donna Tiner (629-4012) for post secondary questions and Margaret Harvey (624-6739) for secondary questions.
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Time and Effort Report


	College:
	

	Employee’s Name:
	

	Month:
	


	Source
	Activities
	% of Time

	Perkins
	
	

	State/Local 
	
	

	Other Federal
	
	

	Other
	
	

	TOTAL
	
	100%


	Employee’s Signature:
	
	Date:

	
	
	

	Supervisor’s Signature:
	
	Date:


EXAMPLE

[] Public Schools

Carl D. Perkins Title Ic-Basic Gants 
Federal Program Name

EMPLOYEE Semi–Annual SALARY & WAGE CERTIFICATION
	
Performance Period
Fiscal Year


July 1, 2007 – December 31, 2007
2007-2008

The signing of this certification serves to confirm, that (1) the individual(s) listed below worked 100% on a single cost objective and (2) the individuals salary and wage was paid for by the identified Federal award.  The activity account number used was 

____________
           Location Name

Employee Name

Employee Title

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

In accordance with the CTE school name and the Carl D. Perkins Grant I have full knowledge of the activities of the employees’ time in the performance of services for the period noted above. I understand that this certification is required by the Office of Management and Budget (OMB) Circular A-87, Cost Principles for State, Local and Indian Tribal Governments and that misrepresentation of facts is a violation of Federal Law.


Signature of Administrator or School Principal
 Date 



Please return signed original to:

[], Compliance Administrator
Please retain a signed copy of the semi-annual certification form for a period of five (5) years

SAMPLE Personnel Activity Report
Period Ending (1) ____________________       Fiscal Year ______________________

Name ______________________________
      Division/Dept. ___________________


Accounting Description
Account Number
Percent of Effort


Project    A






30


               B






30






C






30


Administration





   
   5


Cost Sharing






   5           






Total Effort

           100%

I hereby certify that this report is an after-the-fact determination of actual effort expended

for the period indicated and I have full knowledge of 100% of those activities.







(2)

Employee                              Date                   Responsible Official            Date

(1) Report must be prepared at least monthly and coincide with one or more pay periods.

(2) Supervisory official having first hand knowledge of the activity performed by the employee.

Time and Effort Reporting
Where are the Requirements?
· Time and effort reporting is required under the Federal Office of Management and Budget’s 
·  Secondary-Circular A-87, Cost Principles for State, Local, and Indian Tribal Governments-
· Attachment B, Selected Items of Cost, Item 11, Compensation for personnel services
· Postsecondary- OMB Circular A-21  
When is Time and Effort Required?
· Time and effort reporting is required when any part of an individual’s salary is:

· Charged to a federal program.

· Used as match for a federal program.

· Employee’s time is split between an indirect and any direct cost objective.

What type of reporting is needed?
· Single cost objective 

· Semi annual certification

· Multiple cost objectives →Monthly time reports or Personnel Activity Reports (PARs)

What is a “cost objective”?

· A particular set of work activities for which cost data is accumulated.

· For purposes of T&E reporting: Define cost objectives according to the set of work activities allowable under the terms and conditions of each funding source.

What are some typical examples of single cost objectives?
· The set of work activities allowable under:

· A single federal program (no set-asides / reserves)

· Title I, Part A & LAP

· Federal Special Education & State Special Education

· A School wide program

· A required set-aside / reserve in a federal program

· A federal program & its state / local match

What are some typical examples of multiple cost objectives?
· The work activities of:

· A federal program with set-asides/reserves

· A federally-funded program & a state- & / or locally-funded program

· A school wide program & a program not included in the school wide program

What is a semi annual certification?
· Statement individual(s) worked solely on activities related to single cost objective

· Completed at least every six months

· Signed by employee or supervisor with first-hand knowledge of work performed

· What is a monthly time report?
(PAR)
· Accounts for total time / activity

· Prepared & signed at least monthly

· Signed by employee

· Reflects actual work performed (not budgeted)

· Agrees to supporting documentation

Time and Effort Reporting

The time and effort reports will vary based on the number of “cost objectives” to which an employee’s time is charged.  Time and effort documentation is required for each separate cost objective.  A cost objective is defined as the work activities that are allowable under the terms and conditions of the funding source.  Generally, a specific federal title or program will have a one-to-one relationship with a cost objective.  However, under certain circumstances, a federal title or program may relate to more than one cost objective.  In addition, more than one program may be combined into a single cost objective.  Further explanation and examples are provided in the “Examples of Cost Objectives” section.

Documentation Standards

There are two types of time and effort reports: one that documents single cost objective and one that documents multiple cost objectives.  Employees expected to work on a single cost objective of a federal program must use semi-annual certifications, completed at least every six months that they worked solely on the activities of that cost objective.  Employees expected to work on multiple cost objectives must prepare and sign a personnel activity report (PAR) or equivalent documentation at least monthly.  

Semi-annual certifications and Personnel Activity Reports (PARs) or equivalent documentation, such as timesheets, should meet the following standards:

· Semi-Annual Certifications must:

· State that the employee worked solely on activities related to a particular cost objective for a specified period of time, identify the cost objective and specify the reporting period covered.

· Be signed and dated by the employee or a supervisor with first-hand knowledge of the work performed at least semi-annually, after the work has been completed.

· PARs or equivalent documentation must:

· Account for the total activity for which each employee is compensated (i.e., all hours worked, not just the hours worked on a federal award).

· Be prepared at least monthly and coincide with one or more pay periods.

· Be signed by the employee (districts may want to also require a supervisor signature for internal control purposes).

· Reflect an after-the-fact distribution of the actual work activity of each employee.

Estimated vs. Actual Reporting
Employee salaries and wages may be assigned to federal grants initially on the basis of budget or other estimated distribution percentages, determined before the services are performed.  The method used to establish the estimates should produce reasonable approximations of the actual employee time distributions that are subsequently reported.  Estimates do not qualify as PARs and may not be used in lieu of time and effort reports.  When estimates are used; districts must compare actual costs based on monthly time and effort reported, to the estimates used for coding payroll expenditures. This must occur at least quarterly.

If the comparison shows that the difference between costs based on actual time reported, and payroll expenditures based on estimated time is 10 percent or greater, the district must do two things.  First, it must adjust the accounting records to reflect costs of the reported actual time.  Second, in order to minimize future differences, the estimated distributions used to charge payroll for the following quarter must be changed to reflect the reported actual distributions of the previous quarter.  If the comparison shows the difference to be less than 10 percent, the district is not required to adjust payroll expenditures until the end of the year.

At the end of the fiscal year, all differences must be adjusted so the final accounting records reflect costs of the actual time worked and reported by staff for each federal cost objective for the year.  This year-end adjustment must be done even if quarterly differences between estimated and actual time never exceed 10 percent.  Individual employee variances may be aggregated for each federal award, and the accounting records adjusted by the net change if the district prefers.

OMB CIRCULAR A-87 (REVISED 5/4/95, As Further Amended 8/29/97) 


TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS 
SUBJECT: Cost Principles for State, Local, and Indian Tribal Governments 

ATTACHMENT B
Circular No. A-87 

SELECTED ITEMS OF COST 
h. Support of salaries and wages. These standards regarding time distribution are in addition to the standards for payroll documentation. 


(1) Charges to Federal awards for salaries and wages, whether treated as direct or indirect costs, will be based on payrolls documented in accordance with generally accepted practice of the governmental unit and approved by a responsible official(s) of the governmental unit. 
(2) No further documentation is required for the salaries and wages of employees who work in a single indirect cost activity. 
(3) Where employees are expected to work solely on a single Federal award or cost objective, charges for their salaries and wages will be supported by periodic certifications that the employees worked solely on that program for the period covered by the certification. These certifications will be prepared at least semi-annually and will be signed by the employee or supervisory official having first hand knowledge of the work performed by the employee. 
(4) Where employees work on multiple activities or cost objectives, a distribution of their salaries or wages will be supported by personnel activity reports or equivalent documentation which meets the standards in subsection (5) unless a statistical sampling system (see subsection (6)) or other substitute system has been approved by the cognizant Federal agency. Such documentary support will be required where employees work on: 

(a) More than one Federal award, 
(b) A Federal award and a non-Federal award, 
(c) An indirect cost activity and a direct cost activity, 
(d) Two or more indirect activities which are allocated using different allocation bases, or 
(e) An unallowable activity and a direct or indirect cost activity. 

(5) Personnel activity reports or equivalent documentation must meet the following standards: 

(a) They must reflect an after-the-fact distribution of the actual activity of each employee, (b) They must account for the total activity for which each employee is compensated, 
(c) They must be prepared at least monthly and must coincide with one or more pay periods, and 
(d) They must be signed by the employee. 
(e) Budget estimates or other distribution percentages determined before the services are performed do not qualify as support for charges to Federal awards but may be used for interim accounting purposes, provided that: 
(i) The governmental unit's system for establishing the estimates produces reasonable approximations of the activity actually performed; 


(ii) At least quarterly, comparisons of actual costs to budgeted distributions based on the monthly activity reports are made. Costs charged to Federal awards to reflect adjustments made as a result of the activity actually performed may be recorded annually if the quarterly comparisons show the differences between budgeted and actual costs are less than ten percent; and 
(iii) The budget estimates or other distribution percentages are revised at least quarterly, if necessary, to reflect changed circumstances. 


(6) Substitute systems for allocating salaries and wages to Federal awards may be used in place of activity reports. These systems are subject to approval if required by the cognizant agency. Such systems may include, but are not limited to, random moment sampling, case counts, or other quantifiable measures of employee effort. 

(a) Substitute systems which use sampling methods (primarily for Aid to Families with Dependent Children (AFDC), Medicaid, and other public assistance programs) must meet acceptable statistical sampling standards including: 


(i) The sampling universe must include all of the employees whose salaries and wages are to be allocated based on sample results except as provided in subsection (c); 
(ii) The entire time period involved must be covered by the sample; and 
(iii) The results must be statistically valid and applied to the period being sampled. 


(b) Allocating charges for the sampled employees' supervisors, clerical and support staffs, based on the results of the sampled employees, will be acceptable. 
(c) Less than full compliance with the statistical sampling standards noted in subsection (a) may be accepted by the cognizant agency if it concludes that the amounts to be allocated to Federal awards will be minimal, or if it concludes that the system proposed by the governmental unit will result in lower costs to Federal awards than a system which complies with the standards. 


(7) Salaries and wages of employees used in meeting cost sharing or matching requirements of Federal awards must be supported in the same manner as those claimed as allowable costs under Federal awards. 


CIRCULAR A-21  Revised 05/10/04

TO THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS
SUBJECT:  Cost Principles for Educational Institutions

J. General provisions for selected items of cost.

10. Compensation for personal services.
a. 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 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-

(1) be in accordance with Sections A.2 and C; 
(2) produce an equitable distribution of charges for employee's activities; and 
(3) distinguish the employees' direct activities from their F&A activities.

(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.

(2) Criteria for Acceptable Methods.
  
(a) The payroll distribution system will 

(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.)

(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 activities may 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 the categories of activity needed to identify F&A costs and the functions to which they are allocable. The activities chargeable to F&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 the application of negotiated fixed rates.


(d) Practices vary among institutions and within institutions as to the activity constituting a full workload. Therefore, the payroll 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 the above 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.


b. 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:

(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 costs and 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 significant change in the employee's work activity. 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. 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 categories are 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.


(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.

(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 reports will 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 costs and 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 frequently than 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 in subsections (a) through (e).


(3) Multiple Confirmation Records: Under this system, the distribution of salaries and wages of professorial and professional staff will be supported by records which certify 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 activity expended which 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, see below).
(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 costs and 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: 

(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 signatures may all be on the same document.

(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 (f).
  

