Foothill De-Anza Community College District

Time & Effort Procedures
Completed and signed time and effort forms are due to the District Grants Department 
15 days after the last day of the month.

Federal compliance requires all employees who are fully or partially paid with federal funds to complete specific time and effort forms to demonstrate time spent on grant activities.  
Charges to federal awards for salaries and wages must be based on records that accurately reflect the work performed, per the Code of Federal Regulations, 2 CFR 200.430(i)(1).  In addition, salaries and wages of employees used in meeting cost sharing or matching requirements on federal awards must be supported in the same manner as salaries and wages claimed for reimbursement from federal awards, per 2 CFR 200.430(i)(4).  These records must:
· Be supported by a system of internal controls which provides reasonable 
assurance that charges are accurate, allowable and properly allocated;
· Be incorporated into official records; 
· Reasonably reflect total activity for which the employee is compensated, not exceeding 100% of compensated activities;
· Encompass all activities (federal and non-federal);
· Comply with established accounting policies and practices; and
· Support the distribution of the employee’s salary or wages among specific activities or cost objectives.
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, provided that the system for establishing the estimates produces reasonable approximations of the activity actually performed (2 CFR 200.430 (i)(1)(viii)).
The District Grants Department will compare the distribution of actual pay with the distribution provided on the time and effort form each month.  If the difference is less than 10%, the adjustment 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%, the adjustment will be prepared quarterly to reflect the employee’s distribution of time per the time and effort form.  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 time and effort form.
Current Federal awards include National Science Foundation (NSF), Work Force Investment Act (WIA), Perkins IC/VTEA (Vocational Training Education Act), HEERF (Higher Education Emergency Relief Fund), and SIP (Strengthening Institutions Program).
If you have any questions regarding time and effort reporting, please contact Mario Murillo at murillomario@fhda.edu. 

NOTE: See Page 2 for Types of Time & Effort Forms
TYPES OF TIME & EFFORT FORMS

(The type of form used is based on the employee’s assignment.)
1. Semi-Annual Time Certification for Non-Faculty Employees
All employees whose work is fully funded by a single federal grant award must complete a Semi-Annual Time Certification.  This includes, but is not limited to, administrators, supervisors, TEAs (temporary employee assignments), and classified and student employees.  The Semi-Annual Time Certification must be completed every six months (July to December and January to June).  It must include a description of the work performed for the federal grant.

2. Full-Time Faculty Activity Log for Release Time
The Full-Time Faculty Activity Log must be submitted monthly if the full-time faculty employee has release time to work on a federal grant.  The log must include a description of the activities performed and hours spent working on the federal grant.  
3. Additional Pay Request
Full-time or part-time faculty receiving an Additional Pay assignment through a federal grant should submit an Additional Pay Request instead of the Full-Time Faculty Activity Log.
4. Internal Timesheet
Any employee who is not faculty can use the Internal Timesheet if they are funded from one or more federal grants, or a combination of federal grants, state grants and other funds.  On the timesheet, the employee 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 the labor distribution percentage for the federal grant.  

· 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 monthly and must coincide with our regular pay period.  The Internal Timesheet reflects daily activity for each day of the 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 timesheet.  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.  
