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Agenda

1. Why accurate documentation 
is important

2. From SCDE to You: Subgrant 
terms and conditions

3. How documentation supports 
expenditures

4. Where to find additional 
resources



Why is this important?

• Evidence that something happened 
and how it happened is important

• Accurate documentation will reduce 
your risk of audit and monitoring 
findings!



Disclaimer

This presentation is designed to help you understand state requirements 
and federal regulations, including parts of 2 CFR Part 200, the Uniform 

Grant Guidance.

This presentation is not a substitute for reading the subgrant assurances, 
terms, and conditions, and the federal regulations.



Disclaimer, continued

This presentation is  not a substitute for 
reading 

• subgrant award
• program-specific assurances
• SCDE’s Assurances and Terms & 

Conditions for Federal Subawards
• applicable federal regulations.



Recent Audit Findings

• Missing policies and procedures
• Inadequate time keeping/record keeping/documentation to support 

salary payments
• Lack of documentation and/or insufficient documentation
• Time and effort documentation not maintained
• Lack of contracts and related documentation
• Lack of documentation to sufficiently support how items were 

procured.



Accurate Documentation is Helpful

• Shows how taxes were used
• Enables transparency
• Meets requirements for record retention
• Meets auditor expectations
• Reduces risk of waste, fraud, and abuse.



Accurate Documentation is Required

• Expenditures of grant/subgrant funds
• Required matching funds
• Required in-kind contributions.



Documentation Must Be Accurate and Available

General ledger must show 
expenditure transactions 
incurred under grant/subgrant 
award

Expenditure must be both 
incurred and paid before you 
submit a request for 
reimbursement to SCDE.



2 CFR Part 200—Uniform Grant Guidance (UGG) 

Effective for federal 
grant awards and 
subawards as of 
12/24/14; updated 
August 2020 and 
April 2024

Administrative 
regulations, cost 
principles, and audit 
regulations

Goals: streamline 
federal regulations 
and strengthen 
oversight to reduce 
risks of waste, fraud, 
and abuse.



2 CFR Part 200.415 Requires Certification – UPDATED

“By submitting this report through the GAPS 
system, I certify to the best of my knowledge and 
belief that the reportinformation provided 
herein is true, complete, and accurate. Also, that

and are for the purposes and objectives set forth 
in the terms and conditions of the Grant award….”



More Certification Language - UPDATED

“…I understand that the payment for this claim must not be 
duplicated or reimbursed from any other source and the 

to support this claim 
. I am aware that anythe provision of false, 

fictitious, or fraudulent information, or the omission of any material 
fact, may subject me to criminal, civil or administrative penalties for 
fraud, false statements, false claims or otherwiseconsequences 
including, but not limited to violations of U.S. Code Title 18, 
Sections 2, 1001, 1343 and Title 31, Sections 3729-3730 and 
3801-3812.”



From SCDE to Subgrantee

Federal Regulations and 
Requirements



SCDE’s Annual Risk Assessment Criteria

• Performance (program, financials, reporting)
• Systems (management, fiscal)
• Significant changes (systems, personnel)
• Single Audit (timing, findings, corrective actions)
• Other (accreditation, test security, cheating, fraud, 

investigations).



Subgrant Award

Legally binding contract
• All requirements for funded project
• Applicable regulations and laws
• SCDE’s Assurances and Terms and Conditions

Signatures of State Superintendent and subgrantee’s chief 
executive (i.e., district superintendent or executive director).



SCDE’s Assurance C

17

[The subgrantee] Has an accounting system with 
sufficient internal controls, a clear audit trail, and 
written cost-allocation procedures as necessary.  



SCDE’s Assurance C, continued

18

The financial management systems are capable of 
distinguishing expenditures that are attributable to this 
grant from those that are not attributable to this grant.  
This system is able to identify costs by programmatic 
year and by budget line item and to differentiate among 
direct, indirect, and administrative costs.  



Last sentences of SCDE’s Assurance C

19

In addition, the applicant will maintain adequate supporting 
documents for the expenditures (federal and nonfederal) 
and in-kind contributions, if any, that it makes under this 
grant.  
Costs are shown in books or records (e.g., disbursements 
ledger, journal, payroll register) and are supported by a 
source document such as a receipt, travel voucher, invoice, 
bill, or in-kind voucher.



SCDE’s Terms and Conditions I

20

Documentation.  The grantee must provide for accurate and 
timely recording of receipts and expenditures. 
The grantee’s accounting system should distinguish receipts 
and expenditures attributable to each grant.  
The grantee must review the memo regarding “Guidelines for 
Retaining Documentation to Support Expenditure Claims.”

http://ed.sc.gov/finance/auditing/manuals-handbooks-and-guidelines/guidelines-for-retaining-documentation-to-support-expenditures/
http://ed.sc.gov/finance/auditing/manuals-handbooks-and-guidelines/guidelines-for-retaining-documentation-to-support-expenditures/


Details and Examples

Guidelines for Retaining 
Documentation to Support 
Expenditure Claims



Guidelines for Retaining Documentation to Support Expenditure 
Claims

22

• Details SCDE’s expectations for recordkeeping

• Arranged by (state) cost centers:
A. Salaries
B. Employee Benefits
C. Purchased Services
D. Supplies and Materials



Documentation Required for Salaries 

23

1. Record of Time and Effort
a. Employee timesheet
b. Personnel activity report (PAR)
c. Semi-annual certification

2. Terms of Employment
• Full name and position/job title
• Job descriptions of detailed listing of duties
• Records of wages/salary agreements (support hourly wages or annualized 

salary)



Federal Regulation for Time and Effort Reporting

24

2 CFR Part 200.430(g) Standards for Documentation of 
Personnel Expenses*
• Mandates charges must be based on records that 

accurately reflect the work performed 
• Does not define records (i.e., it is up to recipient’s 

system of internal controls)

*citation update effective 10/1/24



Since Regulations Do Not Define Records…

• The SCDE defines records expected for time and 
effort reporting

• See SCDE’s Assurances and Terms and Conditions 
• Aligns with recipient’s system of internal control.



Requirement: Internal Controls

26

2 CFR Part 200.303
• Effective accountability and control over funds, property, and 

assets
• Provide reasonable assurance funds are being managed in 

compliance with statutes, regulations, and terms and conditions 
of award

• Must monitor compliance and take prompt action when 
noncompliance is identified

• Must be documented



Record of Time & Effort

27

a. Employee Timesheet
b. Personnel Activity Report (PAR)

 Attachment B – PAR example

c. Semi-Annual Certification
 Attachment C – Semi-Annual Certification example



Employee Timesheet

28

i. Employee’s full name

ii. Employee’s position

iii. Specific dates (i.e., daily and work week ending)

iv. Specific times (i.e., time in and time out)

v. Calculation of time worked (i.e. daily and work week ending)

vi. Calculation of Other time (i.e., sick, vacation, holiday)

vii. Employee’s signature and date

viii. Supervisor’s or Approving Agency Official’s signature and date



Personnel Activity Report (PAR)

29

Must support distribution employee’s salary/wages among specific 
activities or cost objectives if employee works on 

• More than one federal award
• A federal award and non-federal award
• An indirect cost activity and a direct cost activity
• Two or more indirect cost activities allocated using different bases, or 
• An unallowed activity and a direct or indirect cost activity



In other words…

30

• If employee is partially paid in any way with federal 
subgrant or state grant, use a PAR

• Account for 100% of employee’s time (both time 
supported by grant/subgrant and time not 
supported)

• Complete PAR after the fact (i.e, after time period 
being reporting).



b. PAR

31

1. Grant number and/or Grant Name (cost objective)
2. Employee’s distribution (%) of time on each 

grant/subgrant award or cost objective
3. Employee’s full name
4. Employee’s position
5. Specific dates (i.e., daily & work week ending)
6. Specific times (i.e., time/in & time/out)



b. PAR, continued

7. Calculation of time worked (i.e., daily and work week 
ending)

8. Calculation of other time (i.e., sick, vacation, holiday)
9. Employee’s signature and date
10. Supervisor’s or Approving Agency Official’s signature and 

date

32



Sample 
PAR



Close-Up of PAR

• Indicates work hours for specific 
programs/cost objectives

• Includes time away for sick 
leave, annual leave, holidays

• Format indicates times when no 
work occured 
o weekend days
o holidays (example indicates 

July 4 holiday)



Don’t do this



Details of Why You Don’t Do it!

Document says Employee 
worked exactly
• 2.0 hours on Title I 
• 3.0 hours on district’s General 

Fund activities
• half an hour on Special 

Education (IDEA) activities
every calendar day.

How is that possible?



More Details of Why You Don’t Do it!

Document also 
says Employee 
took 
2.0 hours of
sick leave 
every calendar day!

37



Do 
This!



Details of Do This!

39

• Employee name
• Employee’s position title
• Month/year (time period being reported)
• Employee’s signature line
• Supervisor’s signature.



More Details of Do This!

• Record time 
accurately among 
projects/cost 
objectives

• Allow spaces for 
weekends, holidays, 
and closures

40



Timesheet as PAR

• Employee name/title-position
• Grant program name and/or number
• Dates
• Time worked (specifics)
• Other leave (sick, holiday, vacation)
• Totals
• Distribution of time among programs
• Employee and supervisor signatures with dates

41



Semi-Annual Certification

42

• Only for employee working under single federal subgrant or state 
grant

• Certifies work solely on award covered by period of certification
• Signed by both employee and supervisor or approving agency 

official
• If applicable, organization can use blanket semi-annual 

certification for more than one employee working solely on same 
subgrant/grant (attachment D)



Semi-Annual 
Certification Example

• Employee is 100% FTE on one 
grant-funded program/cost 
objective

• Form completed after the fact
• Has employee signature with 

date
• Has supervisor signature with 

date

43



Example 1 – Bad 
Semi-Annual 
Certification

How can an employee 
and supervisor certify in 
December work for a 
time period that does 
not start until January?

44



Blanket Semi-Annual 
Certification

For more than one employee 
working 100% FTE on one grant 
program/cost objective:
• Employee names
• Position titles
• Funding percentage(s) and 

grant program(s)
• Supervisor’s signature with 

date
• Certification language

45



Blanket Semi-Annual 
Certification

Another example:
Same elements, different 
format

• Employee names
• Position titles
• Funding percentage(s) and 

grant program(s)
• Supervisor’s signature with 

date
• Certification language.

46



Entity’s Instructions for 
Blanket Semi-Annual 
Certification

• Entity provided 
instructions for 
completing the semi-
annual certification

• Good way to eliminate 
errors in completion.

47



Example 2 – Another Bad 
Semi-Annual Certification

• Do not add a “cover sheet” 
that does not certify 
anything

• Do not certify for more than 
one federal grant on one 
semi-annual certification.



More on Example 2 – 
Another Bad Semi-Annual 
Certification
• Do not add other 

memos that do not 
certify anything

• It should not take until 
April to certify prior 
July 1—December 31 
time period.

49



Documentation to Support Employee Benefits

a. Payroll registers

b. Copies of tax forms

c. Invoices from insurance providers

d. Support for allocations – written methodology and procedures 
for how entity charges benefits to state and federal programs, if 
applicable

Note: federal and state income taxes withheld are not benefits.

50



Documentation to Support Purchased Services

•Contractual Services

•Travel

51



Contractual Services

a. Contractual Agreement or Terms of Services
b. Purchase orders, purchase requisitions
c. Invoices
d. Timesheets
e. Documentation to support solicitation of services, 

including justifications for methods of procurement and 
selection of contractor or consultant

52



Bad Invoice

• Needs more details
• What is the item 

description?
• What was received for 

the funds?

53



Another Bad 
Invoice

• Needs more details
• What month/time 

period are the services 
for?

• What was performed 
during the month?
• Are you getting what 

you paid for?

54



“We use our invoices as contracts…”

• Invoices ARE NOT contracts, ever!
• Purchased orders should not be used 

for service contracts
• Missing documentation/lack of 

documentation for contracts 
• Audit/monitoring finding



Contracts

• Must have 
contract for 
services

• Needs to be 
signed

56



Travel Documentation

• Lodging
• Conference or event itinerary (supports need for lodging)
• Itemized lodging receipt (showing zero balance due)

• Mileage
• Log with dates traveled, travel destination(s), miles traveled

• Meals
• Trip departure and arrival times (State budget proviso 117.20 

limits funds)
• Purpose of meal purchases

57



Travel Documentation, continued
• Meals, continued

• Not allowable:
• Meals included with conference/meeting registration
• Alcoholic beverages

• Registration
• Conference or event itinerary
• Record of registration fees
• Copies of checks to support payment

• Transportation
• Conference or event itinerary
• Itemized transportation receipt (airfare, bus fare, car rental, etc.)
• Copies of checks to support payment.

58



Conference Agenda

• Detailed schedule of 
activities

• Meals provided

59



Hotel Folio

• Guest’s name
• Arrival and 

departure dates
• Zero balance

60



D. Documentation to Support Supplies and Materials

• Copy of invoice or purchase receipt
• Purchase order or receiving document, packing slips 

(if applicable)
• Documentation to support solicitation of goods, 

including justifications for methods of procurement 
and selection of vendor

61



Questions?

62



Resources
• Electronic Code of Federal Regulations www.ecfr.gov 

• UGG and EDGAR https://www2.ed.gov/policy/fund/guid/uniform-
guidance/index.html 

• US Dept. of Education’s Grants Administration Courses and Resources 
https://www2.ed.gov/fund/grant/about/training-management.html 

• SCDE Guidelines for Retaining Documentation to Support Expenditures Claims 
https://ed.sc.gov/finance/auditing/manuals-handbooks-and-
guidelines/guidelines-for-retaining-documentation-to-support-expenditures/

63
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Contact Us!

•Hershula Davis, Office of Audit Services
hdavis@ed.sc.gov
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