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Time & Effort Reporting Policy & Procedures

What is Time and Effort Reporting?

Federal Uniform Guidance, 2 CFR 200, requires that employees funded through federal funds document the time they spend
on activities. Employees funded through federal grants fall into one of these categories:

a) Employees funded through only one federal source or a single cost objective.
b) Employees funded through more than one source, one of which is federal.

At Camino Nuevo Charter Academy federally-funded employees may be funded from any of the following programs:

Title 1 (3010)

Title Il (4035)

Title Il (4201 and 4203)
Title IV (4127)

Special Education (3310)
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Employees Funded Through Only One Federal Source

CNCA employees who are funded through only one federal source must account for their time twice annually using the Semi-
Annual Certification Form. The Semi-Annual Certification must be completed at the end of October and the end of March.
The following information will be included on the form:

Employee Name
Position Title

School

Reporting Period
Program(s)/Resources(s)
Supervisor’s Signature
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Employees Funded Through More Than One Source, One of Which is Federal

Personnel Activity Report (PAR)

The PAR form will be prepared monthly and coincide with the CNCA payroll schedule. The employee must confirm the
percentage of hours worked while performing different activities funded through federal funding. These activities should be
outlined in the employee’s duty statement. The PAR form will account for an after-the-fact distribution of the actual activity
for which each employee is compensated. The following information will be included on the form:

Employee Name
Position Title
School
Reporting Period
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5. Program(s)/Resources(s)
6. Employee Signature

Other Requirements/Information Regarding Time and Effort Reporting

Duty Statement

Each federally funded employee must also complete a duty statement. A duty statement is similar to a job description, but
provides additional details about the specific activities and work the employee performs. If the employee’s duties remain
consistent throughout the school year, then only one duty statement needs to be submitted. This duty statement will be
submitted with the first Time and Effort document (Semi-annual Certification or PAR form.) If an employee’s duties change
during the course of the school year, then a new duty statement will need to be submitted along with the employee’s Time
and Effort documentation form.

Submission Requirements

All forms must be submitted within two weeks of the end of the recording period to the Principal or Chief Financial Officer
who oversees the federal funding source from which the employee is funded.

Training

Training in regards to Time and Effort documentation will take place each year by November for all employees who have not
been previously trained in the documentation procedures. New employees hired after the fall training date(s) and/or whose
salaries are later designated to be paid with federal funds will be trained in Time and Effort documentation prior to the next
Time and Effort documentation period.

Personnel Changes

Any employee whose salary is charged to a federal funding source will be notified by the Principal or Chief Financial Officer
overseeing the federal monies. Notification will be in a timely manner and prior to the completion and collection of the
documentation/reports.

Record Retention

Time and effort records will be kept on file for a minimum period of three (3) years by the Chief Financial Officer of those
federal funds.



