Semi-Annual Certification
(Staff Working Solely on One Cost Objective)
This semi-annual time and effort form is provided in accordance with 2 CFR §200.430(g) Standards for Documentation of Personnel Expenses. It is to be completed at least twice per year for any employee who works solely on a single federal cost objective. 

	Entity Name:
	

	Period Start Date:
	

	Period End Date:
	



	Name of Program(s)
	Funding Percentage

	
	

	
	

	
	

	TOTAL (must equal 100%)
	


NOTE: Include all funding sources.

	Employee Name
	Employee Title

	
	


Certification/Signatures
I certify that the employee listed above worked 100% of their time on a single federal award or cost objective, and 100% of the employee position is allowable and allocable to the listed Federal Program(s).
	Employee Signature:
	Date:

	
	

	Supervisory Signature:
	Date:

	
	


NOTE: This form must be completed at least semi-annually (minimum of twice per year) AFTER the work has been completed.

Implementation Notes
· A cost objective is a program, function, activity, award, organizational subdivision, contract, or work unit for which cost data are desired and for which provision is made to accumulate and measure the cost of processes, products, jobs, and capital projects.

· Per 2 CFR 200.430(g)(1)(i), charges to Federal awards for salaries and wages must be based on records that are supported by a system of internal control that provides reasonable assurance that the charges are accurate, allowable, and properly allocated. 
· Signatures on semi-annual certifications are not required; however, as the entity’s process must include internal controls to ensure compliance, CDE recommends the use of signatures.

· 2 CFR 200.430(g)(1)(v) requires that records comply with the established accounting policies and procedures of the recipient or subrecipient. 
· Entities must ensure that documented controls are followed and any potential exceptions to the process are documented (e.g., employee signature is not available).

· 2 CFR 200.430(g)(8) states that for a recipient or subrecipient whose records do not meet the standards described in 2 CFR 200.430(g), the Federal Government may require personnel activity reports, including prescribed certifications, or equivalent documentation supporting the records as required in this section. 






