Federal Awards – Time Recording Procedures

The Internal timesheet should be used for employees who work on multiple federal awards or when an employee works on a federal award and non-federal assignments.  This documentation fulfills a federal requirement, because it supports salaries and benefits costs charged directly to the federal award and/or as matching costs for a federal program.  Federal awards our District participates in include National Science Foundation (NSF), Work Force Investment Act (WIA), Perkins IC/VTEA (Vocational Training Education Act), HEERF (Higher Education Emergency Relief Fund), and ARP (American Rescue Plan).

As stated below, depending on the employee classification, a specific timesheet format has to be used:
Temporary Employee Assignment (TEA)

TEAs working on a federal grant must submit a Semi-Annual Time Certification, one from July to December and the other from January to June, depending on the months worked on the federal grant. 

Classified Employee

Classified employees working on a federal grant are required to submit a Classified Internal Timesheet every month.  In the timesheet, they must record daily hours worked on the federal grant as well as other funding sources (if applicable).  Labor hour percentage in relation to total hours worked must match labor distribution percentage for the federal grant.

Full-Time Faculty

Full-Time Faculty working on a federal grant are required to submit a monthly Faculty Activities Timesheet.  The timesheet must include a description of the activities performed and hours spent working on the federal grant. 

Part-Time Faculty

Part-Time Faculty working on a federal grant are required to submit an Additional Pay Request to campus personnel.
The internal timesheet must reflect an after-the-fact distribution of the actual activity of each employee.  At the end of each day, the employee should fill out their internal timesheet and include the time they spent on the federal and non-federal assignments.
The internal timesheet must reflect the total activity for which each employee is compensated.  Unlike our District employee monthly time report, that reflects only paid and unpaid absences, employees need to complete the actual hours they worked on a daily basis on the federal award and non-federal assignments.  The total daily hours should add up to the total hours worked during the day (e.g., if an employee works 8 hours a day and 2 hours are spent on the federal award, they should record 2 hours for the federal award and 6 hours for other non-federal activities).

The internal timesheet must be prepared at least monthly and must coincide with our regular pay period.  The internal timesheet reflects daily activity starting with the 1st of each month and ending on the last day of each month.  Employees should complete and sign the internal timesheet in addition to completing the District timesheet that goes to payroll.
The internal timesheet must be signed by the employee and supervisor.  If the employee is not available to sign, the supervisor or manager having firsthand knowledge of the activities performed by the employee can sign the time sheet.  After the employee completes their internal timesheet, the original should be sent to the District Grants Department and a copy should be maintained in the program files.  
NOTE:  The completed and signed internal time sheets are due to the District Grants Department 30 days after the month.
Federal guidelines state that budget estimates or other distribution percentages determined before services are performed do not qualify as support for charges to Federal awards but may be used for interim accounting purposes. 

The District Grants Department will compare the distribution of actual pay with the distribution provided on the internal time sheet at least quarterly.  If the difference is less than 10%, a journal entry must be made by the end date of the federal award or at fiscal year-end, whichever date comes first. 
When the difference is equal to or greater than 10%, a journal entry will be prepared quarterly to reflect the employee’s distribution of time per the internal timesheet.  Also, steps should be made to review the employee’s percentage pay distribution in the Human Resources system to see if an adjustment needs to be made.  The distribution must match the actual time the employee put on their internal time sheet.
If you have any questions regarding the Internal Timesheets that we use to document time spent working on a federal program, please contact Mario Murillo at murillomario@fhda.edu. 

