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Housekeeping

To reduce distractions during the presentation, we ask that
participants:

* Mute your computer and/or phones during the presentation.
* Turn camera function off.

* Type questions in the chat box.

This presentation 1s being recorded. v



Linking Three Important Sources

Uniform Grant
Guidance

Written Policies Documentation

And Forms, Dates,
Procedures Signatures




e Office of Management and Budget (OMB)

e Code of Federal Regulations (CFR)

OMB Circulars were consolidated into a uniform set of rules now
known as 2 CFR Part 200, the Uniform Grant Guidance (UGG)

e Uniform Administrative Requirements, Cost

Principles and Audit Requirements for

Federal Grants (UGG)

Established uniform procedures for the use of federal funds
with overarching regulations that apply to all federal grants

e Education Department General Administrative
Regulations (EDGAR)




Districts must have a compliant written

records retention policy as referenced in
§200.334.

Note: Terms and Conditions
Item: P




Records Retention

e Terms and Conditions

(signed by your superintendent)

P. Retain all records for a minimum of six (6) years after
all final reports are submitted.



Documentation must be based on records
that accurately reflect the work performed.




Why Does Time and Effort Continue
to be an Audit Problem ?

* Large percent of federal funds used for staffing
* Staff turnover

* Lack of communication between program and fiscal
staff

* Complexity of applying requirements to a variety of
situations

o Effort? That sounds like work!



Strengthen Internal Controls

* Charges to federal awards for salaries and wages must
be based on records that accurately reflect the work
performed.



Time Tracking: What 1s required ?

* After the fact determination of the actual activity of the
employee
* Report on total activities of employees



Cost Objective

* A program, function, activity, award, organizational
subdivision, contract, or work unit of which cost data are

desired and for which provision 1s made to accumulate
and measure the cost of processes, products, jobs, capital

project, etc.

2 CFR Part 200.28



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



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



Personnel Activity Report (PAR)

Employee 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
cach day/week)

* be signed by the employee and supervisor
* be after-the-fact distribution of actual activity
* account for 100% of employee’s activity



Reconciliation Procedures

* Payroll charges must 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 1s accurate,
allowable, and properly allocated.




Forms

* Payroll Report (1018)

* Blanket Certification

* Semi-Annual Certification

* Personnel Activity Report (PAR)



Review Time and Eftort

Semi-Annual Certifications Personnel Activity Report (PAR)
* If an employee works on a single cost * If an employee works on multiple cost
objective: objectives:
— After the fact — After the fact
— Account for the total activity — Account for the total activity
— Signed by the employee or supervisor — Signed by the employee
— Every six months (at least twice a year) — Prepared at least monthly and coincide with

one more pay periods



Key Points and Reminders

* Written policies and procedures

* Forms and signatures

* Update your forms (do not refer to OMB circulars)
 After the fact (dated)

* Account for 100% of the employee’s time

* Reconcile actual costs to budgeted distributions



Districts must have a compliant written
travel policy as referenced in §200.474.

Note: SCDE limits subgrant funds for travel as noted
in the SCDE Terms and Conditions for Federal
Subawards, item J.
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Travel Costs

Out-Of-

Meals Depart Return In-State
Before After State

Breakfast 6:30 AM 11:00 AM  $8.00 $10.00

Lunch 11:00AM 1:30PM  $10.00 $15.00

Supper 5:15PM  830PM  $17.00 $25.00

Daily
Maximum $35.00 $50.00

District
Policy

Districts may
require
reimbursement
based on district
policy with
difference charged
to local funds
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Lodging

* GSA rates (www.gsa.gov/perdiem)

 Documentation for conference hotel
e Documentation 1f the hotel 1s not considered safe

* Itemized hotel receipt with a zero balance


http://www.gsa.gov/perdiem

Transportation

* Use the current federal mileage rate
* Attach MapQuest or 1ts equivalent
* Provide receipts

(parking, Uber, taxi, rental car, air flight, etc.)



Registration Fees

* Receipt and Agenda



Questions

* Questions from the chat box
* Additional questions
Ann Bogan

abogan(@ed.sc.gov

Thank you for your attention to detail!!


mailto:abogan@ed.sc.gov
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