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11.0
TIME AND EFFORT REPORTING

Policy:

BMC complies with federal regulations and funding agency policies in maintaining accurate records of personnel time and effort to substantiate salary and wage costs associated with its federal grant awards.
Guiding Regulations:

Federal regulations A-122 (codified at 2 CFR Part 230), A-110 (codified at 2 CFR Part 215), OMB Circular A-133, and all federal funding agencies (see, e.g., NIH Grants Policy Statement below) require monthly time and effort reporting for professional and nonprofessional research staff.  Failure to produce timely and accurate records to support the time and effort of research staff may result in disallowance by the agencies of payroll costs. Disallowance results in a financial burden to BMC since research employees have already been compensated for time worked.  

NIH Grants Policy Statement   (3/01) 
Part II: Terms and Conditions of NIH Grant Awards-Part 4 of 7 
Salaries and Wages: Allowable. Compensation for personal services covers all amounts, including fringe benefits, paid currently or accrued by the organization for employee services rendered to the grant-supported project. Compensation costs are allowable to the extent that they are reasonable; conform to the established policy of the organization consistently applied regardless of the source of funds; and reflect no more than the percentage of time actually devoted to the NIH-funded project. As required in its annual appropriations act, NIH will not reimburse grantees for the direct salaries of individuals at a rate in excess of the level specified in the appropriations language. Direct salary is exclusive of fringe benefits and F&A costs. This salary limitation does not apply to consultant payments or to contracts for routine goods and services but does apply to consortium participants (see "Consortium Agreements" ).

Payroll Distribution: Salary and wage amounts charged to grant-supported projects for personal services must be based on an adequate payroll distribution system that documents such distribution in accordance with generally accepted practices of like organizations. Standards for payroll distribution systems are contained in the applicable cost principles (other than those for for-profit organizations). Briefly summarized, acceptable systems are as follows:

Hospitals:

· Monthly after-the-fact reports of the distribution of time or effort for professional staff. 

· Time and attendance, and payroll distribution records for nonprofessional employees.

· Non-Profit Organizations:

Monthly after-the-fact reports, including a signed certification, by the employee, or by a responsible supervisory official having first-hand knowledge of the work performed, that the distribution of activity represents a reasonable estimate of the actual work performed by the employee during the periods covered by the reports. Each report must account for the total activity required to fulfill the employee's obligations to the organization as well as the total activity for which he or she is compensated. 

For nonprofessional employees, additional supporting reports, indicating the total number of hours worked each day, must be maintained in conformance with Department of Labor regulations implementing the Fair Labor Standards Act (29 CFR Part 516). 

The distribution of salaries and wages must be supported by personnel activity reports as described above, except when a substitute system has been approved, in writing, by the cognizant agency designated under OMB Circular A-122.

From 2 C.F.R. Pt. 230, App. B, Par. 8 (OMB Circular A-122),Compensation for personal services:
m. Support of salaries and wages.

(1) Charges to awards for salaries and wages, whether treated as direct costs or indirect costs, will be based on documented payrolls approved by a responsible official(s) of the organization. The distribution of salaries and wages to awards must be supported by personnel activity reports, as prescribed in subparagraph 8.m.(2) of this appendix, except when a substitute system has been approved in writing by the cognizant agency. (See subparagraph E.2 of Appendix A to this part.)

(2) Reports reflecting the distribution of activity of each employee must be maintained for all staff members (professionals and nonprofessionals) whose compensation is charged, in whole or in part, directly to awards. In addition, in order to support the allocation of indirect costs, such reports must also be maintained for other employees whose work involves two or more functions or activities if a distribution of their compensation between such functions or activities is needed in the determination of the organization's indirect cost rate(s) (e.g., an employee engaged part-time in indirect cost activities and part-time in a direct function). Reports maintained by non-profit organizations to satisfy these requirements must meet the following standards:

(a) The reports must reflect an after-the-fact determination of the actual activity of each employee. Budget estimates (i.e., estimates determined before the services are performed) do not qualify as support for charges to awards.

(b) Each report must account for the total activity for which employees are compensated and which is required in fulfillment of their obligations to the organization.

(c) The reports must be signed by the individual employee, or by a responsible supervisory official having first hand knowledge of the activities performed by the employee, that the distribution of activity represents a reasonable estimate of the actual work performed by the employee during the periods covered by the reports.

(d) The reports must be prepared at least monthly and must coincide with one or more pay periods.

(3) Charges for the salaries and wages of nonprofessional employees, in addition to the supporting documentation described in subparagraphs (1) and (2), must also be supported by records indicating the total number of hours worked each day maintained in conformance with Department of Labor regulations implementing the Fair Labor Standards Act (FLSA) (29 CFR part 516). For this purpose, the term "nonprofessional employee" shall have the same meaning as "nonexempt employee," under FLSA.

(4) Salaries and wages of employees used in meeting cost sharing or matching requirements on awards must be supported in the same manner as salaries and wages claimed for reimbursement from awarding agencies.
Procedure:

Weekly payroll time sheets will be used to verify an employee’s weekly effort.  These time sheets are signed by the employee and a responsible supervisor, manager or director having first-hand knowledge of the work performed.  The supervisor, etc. can agree with the present effort, or revise it.  These time sheets contain:

· Hours the employee works;
· Name and Signature of employee’s supervisor;
· Employee’s signature;
· Distribution of employee’s salary over the different funding sources (in percent effort).
On a monthly basis, the FIS (Financial Information Systems) Department will run a report listing all BMC personnel who receive a portion of their salary from sponsored program funding sources.  This report will include:

· Hours the employee works;
· Name of employee’s supervisor;
· Distribution of employee’s salary over the different funding sources (in percent effort).
This report will be reviewed and, if necessary, the signed weekly payroll time sheets will be used to verify effort.
When requesting a cost transfer for salary, the following documentation must be sent to the appropriate Grant Accountant (GA):

· A description of how the error occurred;
· An Administration/Program written transfer request with the appropriate documentation and signature of Administrator; and
· Documentation supporting the fact that the new activity can and should accept the charge.
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