Memorandum

To:

Carl D. Perkins employees and federal match employees
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.
MDOE employees-(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. 

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. 

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 forms to be used by the MDOE employees
Maine Department of Education

Career & Technical Education

Monthly Personnel Activity Report
Name: _______________________________
Period Ending: _______________________

	Cost Category
	Percent of Effort

	Perkins State Administration1
	

	Perkins State Leadership2
	

	General Fund State Administrative Match3
	

	Perkins 10% Reserve4
	

	Other non Perkins funds
	

	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.

____________________
___________

___________________
___________


Employee


Date


Supervisor


Date

The report must be prepared, signed and submitted 

to Margaret Harvey, on the 5th of each month.

1Perkins State Administration: Activities related to section 121 and 112 of the Carl D. Perkins Career and Technical Education Act of 2006. Activities include:

‘‘(A) developing the State plan;

‘‘(B) reviewing a local plan;

‘‘(C) monitoring and evaluating program effectiveness;

‘‘(D) assuring compliance with all applicable Federal laws;

‘‘(E) providing technical assistance; and

‘‘(F) supporting and developing State data systems relevant to the provisions of this Act.

2Perkins State Leadership: activities related to state leadership as described in section 124 of the Carl D. Perkins Career and Technical Education Act of 2006. 

3General Fund State Administrative Match: activities related to section 121 and 112 of the Carl D. Perkins Career and Technical Education Act of 2006. Activities include :

‘‘(A) developing the State plan;

‘‘(B) reviewing a local plan;

‘‘(C) monitoring and evaluating program effectiveness;

‘‘(D) assuring compliance with all applicable Federal laws;

‘‘(E) providing technical assistance; and

‘‘(F) supporting and developing State data systems relevant to the provisions of this Act.

4Perkins 10% Reserve: activities  related to section 112 of the Carl D. Perkins Career and Technical Education Act of 2006. 

Maine Department of Education

Career & Technical Education

Semi-Annual Certification of Time

Name: _______________________________
Period Ending: _______________________

I hereby certify that for the period July 1, ______ through December 31, _______ one-hundred percent (100%) of my time and effort was spent on ___________________________ (enter one of the following: 1Perkins State Administration, 2Perkins State Leadership, 3General Fund State Administrative Match, or 4Perkins 10% Reserve)

____________________
___________

___________________
___________


Employee


Date


Supervisor


Date

The report must be prepared, signed and submitted 

to Margaret Harvey, on January 6 and July 6 of each year.

__________________________

1Perkins State Administration: Activities related to section 121 and 112 of the Carl D. Perkins Career and Technical Education Act of 2006. Activities include:

‘‘(A) developing the State plan;

‘‘(B) reviewing a local plan;

‘‘(C) monitoring and evaluating program effectiveness;

‘‘(D) assuring compliance with all applicable Federal laws;

‘‘(E) providing technical assistance; and

‘‘(F) supporting and developing State data systems relevant to the provisions of this Act.

2Perkins State Leadership: activities related to state leadership as described in section 124 of the Carl D. Perkins Career and Technical Education Act of 2006. 

3General Fund State Administrative Match: activities related to section 121 and 112 of the Carl D. Perkins Career and Technical Education Act of 2006. Activities include :

‘‘(A) developing the State plan;

‘‘(B) reviewing a local plan;

‘‘(C) monitoring and evaluating program effectiveness;

‘‘(D) assuring compliance with all applicable Federal laws;

‘‘(E) providing technical assistance; and

‘‘(F) supporting and developing State data systems relevant to the provisions of this Act.

4Perkins 10% Reserve: activities  related to section 112 of the Carl D. Perkins Career and Technical Education Act of 2006. 

