
SCDE 
Time and Effort Reporting



Why Does Time and Effort 
Continue to be an Audit 

Problem?
• Large percent of  federal education funds used for 

staffing.
• Staff  turnover.
• Decentralized responsibilities.
• Lack of  adequate communication between program 

and fiscal staff.
• Complexity of  applying requirements to variety of  

situations.
• People don’t like it!



Strengthen Internal 
Controls

Time and Effort Reporting Requirements
2 CFR Part 200.430 Compensation–personal services

(i) Standards for Documentation of  Personnel Expenses
(1) Charges to federal awards for salaries and 
wages must be based on records that accurately 
reflect the work performed. 



Time Tracking: What is 
required?

• After the fact determination of  the 
actual activity of  the employee

• Report on total activities of  employees



Example of Time and Effort 
Reporting

% of effort 
paid by 
Federal 
Grant 

+
% of effort 
paid by 
non-Federal 
Sources 

100% 
Effort 
Reported

=



Cost Objective

a program, function, activity, award, organizational 
subdivision, contract, or work unit of  which cost 
data are desired and for which provision is made 
to accumulate and measure the cost of  processes, 
products, jobs, capital projects, etc. 
2 CFR Part 200.28
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Types of Records

• Semi-annual certification — employee with 
100% time on one federal grant

• Blanket semi-annual certification — more than 
one employee at 100% of  time on same single 
federal grant

• Personnel Activity Report (PAR) — employee 
with time on more than one federal grant or 
federal and non-federal funds.
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Semi-annual 
Certification

Employee with work funded 100% by single cost 
objective or federal grant award.
Must
• be completed at least every 6 months (2x/year)
• be signed by employee (or supervisor with direct 

knowledge of  work being performed)
• be after-the-fact distribution of  actual activity
• account for 100% of  employee’s activity.
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Personnel Activity 
Report (PAR)

Employee is funded partially on one (1) or more grant 
cost objective(s)
Must
• be completed monthly and coincide with pay 

periods (track time every two weeks)
• be supported by records (desk calendars, written 

records of  activity for each day/week)
• be signed by employee
• be after-the-fact distribution of  actual activity
• account for 100% of  employee’s activity.
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New Guidance

• Time and Effort Standards

• Time and Effort Procedures

• Reconciliation Procedures
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Time and Effort Standards
• Be supported by a system of  internal controls which provides reasonable assurance 

that the charges are accurate, allowable, and properly allocated;

• Be incorporated into official records;

• Reasonably reflect total activity for which the employee is compensated, not exceeding 
100% of  compensated activities;

• Encompass both federally-assisted and all other activities compensated by the agency 
on an integrated basis;

• Comply with the established accounting policies and practices of  the agency; and

• Support the distribution of  the employee’s salary or wages among specific activities or 
cost objectives. 



Time and Effort Procedures
From Payroll Report to 

Certification
• All employees whose work is funded fully (100%) by a single 

cost objective or grant award must complete a semi-annual 
certification. The semi-annual certification must be:

• Completed at least every six (6) months (twice a year);
• Be signed by the employee or the supervisor with direct 

knowledge of  the work being performed;

• Reflect an after-the-fact distribution of  the actual activity; and

• Account for the total activity for which each employee is 
compensated



Time and Effort Procedures
From Payroll Report to 

Certification
• All employees who work on multiple cost objectives must complete 

PARs that support the distribution of  their salaries/wages that meet 
the following standards:

• Reflect an after-the-fact distribution of  the actual activity, not a budget 
estimate;

• Account for the total work activity for which each employee is 
compensated;

• Be prepared at least monthly (a separate PAR for each month) and 
coincide with one (1) or more pay periods; and

• Be signed by the employee.



Reconciliation Procedures

• Payroll charges to match the actual distribution of  
time recorded on the monthly certification 
documents.

• Federal program office must have a system of  
internal controls to review after-the-fact interim 
charges made to a federal award based on budget 
estimates. 

• All necessary adjustments must be made such that 
the final amount charged to the federal award is 
accurate, allowable, and properly allocated.



Reconciliation Procedures

• Reconcile actual costs to budgeted distributions 
• Conduct semi-annual reconciliations of  Semi-

Annual Certification forms and quarterly 
reconciliations of  PAR forms with budgeted 
distributions. 

• This will include review of  form ratios versus 
budgeted distributions after each review. 



What Form?

• Payroll Report (1018 Report)
• Blanket Certification
• Single Certification
• PAR



Payroll Report (1018 Report)



Blanket Certification



Single Certification



Sample PAR
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Don’t do this
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Dates to Remember

• Time and Effort Collection Periods
– January through June, due to Finance by 7/31
– July through December, due to Finance by 1/31

• Time and Effort Materials and Guidance
https://ed.sc.gov/finance/grants-accounting/



Questions?
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