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1.0
Introduction

A. Federal regulations require after the fact certification of salaries charged to federal projects.  These certifications are to be incorporated into the official records of the college, they must reasonably reflect the activity for which an employee is compensated, and the records must encompass both sponsored programs and all other activities on an integrated basis.

B. The criteria for this are noted in section J.6 of OMB A-21 which notes the following:

· The charges must be supported by the regular payroll distribution system.

· There must be an after the fact confirmation that the costs distributed to the sponsored agreement represent actual costs.

· This confirmation must occur at least every academic term for professional and professorial staff.  It must occur no less frequently than every pay period for other employees 

Note: for non-professional and professorial staff, the college uses time sheets to confirm the actual hours charged to a sponsored agreement.

·  The system must allow confirmation of activity to each sponsored activity and include 100% of the faculty member's effort.

·  Short –term fluctuations between workload categories need not be considered

· Charges may be made to sponsored agreements on the basis of estimates made before services are preformed.  When such estimates are used, significant changes must be identified and entered into the payroll distribution system.

· The system will provide for independent internal evaluations to ensure the system’s effectiveness and compliance with required standards.

2.0
Procedure
A. At the end of each semester, after summer ends (see note 2, below for summer periods for faculty not on 12 month contracts), and also at the time a grant ends, those professional and professorial persons charged to the grant based on planning estimate will receive an "effort report".

B. The grant accountant will review all the federal grants and provide the necessary data to the Disbursements Manager so that she can access payroll records and confirm actual pay during the period.

C. The grant accountant will prepare effort reports and send them to the principal investigator for distribution.

D. The principal investigator, the employee, or other responsible person using a suitable means of verification will sign the report that the work was performed.

E. The effort report is to account for 100% of that person's effort over the time period involved.  Each sponsored program will need to be specifically noted.

F. The effort report will be signed and returned to the grant accountant who will keep it in the grant folder.  Copies will need to be made when a person provides effort (whether paid or not) on multiple sponsored programs.

G. Timesheets will be used for non-exempt personnel and those sheets will be kept in payroll with all the other timesheets.

H. If an employee provides significantly less effort to a grant than was charged to the grant, the total salary charged to the grant, above that per cent documented by the effort report, will be moved from the grant to the appropriate home department. A significant difference is defined as 5% or greater.  The grant accountant will make this adjustment when the effort report is returned.

I. College policy permits faculty to provide more effort to a grant than the grant is paying for.  The decision to do this is between the person providing the additional effort and their department chairman. 

Note 1: Since the college uses the simplified method for its indirect cost calculation, salary costs need not be distributed between other direct cost functions and F&A functions.  That effort can be noted to all other activities on an integrated basis.

Note 2:
 The period between graduation (mid May) and the beginning of fall classes (beginning of September) is considered as outside the academic year.  Percent of effort becomes meaningless during this time since a faculty member may put only minimal effort on a grant and have no other activity- the per cent of effort on the grant would be 100%.  During the Maymester and Summer sessions (from mid May through 31 August) faculty who are not on a full year contract will confirm the number of person months applied to the grant.  Since the pay outside the academic year is based on the monthly salary-earning rate, person months are an appropriate measure.  One-person month would equate to approximately 160 hours of work.  The summer after-the-fact report for those not on 12-month contracts will be based on person months provided to the grant.

