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FINANCIAL MANAGEMENT 7235P

Written Compensation Procedure (Time and Effort)

Time and Effort Standards

All employees who are paid in full or in part with federal funds must keep specific documents to
demonstrate the amount of time they spent on grant activities. This includes an employee whose
salary is paid with State or local funds but is used to meet a required “match” in a federal
program. These documents, known as time and effort records, are maintained in order to charge
the costs of personnel compensation to federal grants.

The District’s records will accurately reflect the work performed. These records must:

1. Be supported by a system of internal controls which provides reasonable assurance that
the charges are accurate, allowable, and properly allocated;

2. Be incorporated into official records;
3. Reasonably reflect total activity for which the employee is compensated, not exceeding

100% of compensated activities;
4. Encompass both federally assisted and all other activities compensated by the District on

an integrated basis;
5. Comply with the established accounting policies and practices of the District; and,
6. Support the distribution of the employee’s salary or wages among specific activities or

costs objectives.

Time and Effort Procedures

Federal programs staff work in multiple programs and are paid from multiple federal awards.
The initial budget for program personnel is determined according the relative percentage of the
total of allocations of programs in which the staff member works. Each pay period, the staff
member’s salary and benefits are calculated and paid according to those initial budget
percentages.

At the end of each quarter, the staff member will submit a certification of actual hours worked in
each federal program during that quarter. The certification will be signed by the employee and by
the business manager or other District staff with after-the-fact knowledge of the employee’s
activities.

The business manager will reconcile the certification of actual work performed to budgeted
amounts and will make corresponding journal entries that reflect actual hours worked in and
allowable activities of each federal program.

If an employee works exclusively in a single federal program, that employee will, at least
semi-annually complete Form 7235F1 Federal Funds Semi-Annual Certification Form. The form
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must be completed at least twice each year and signed by the employee and staff member with
after-the-fact knowledge of the employee’s activities.

Federal programs staffs who work in multiple programs and are paid from multiple federal
awards with no fixed schedule shall complete a Form 7235F2 Personnel Activity Report.

Positive Time Reporting

(For Districts that have implemented a financial management system that allows positive time
reporting) The District may generate a time and effort report directly from the financial
management system.
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