
RCUOG POLICY AND PROCEDURES FOR TIME AND EFFORT REPORTING 

Purpose 

Proper financial reporting prevents RCUOG and UOG from being flagged by auditors for non-compliance 
issues. Time and effort reporting on federally funded grants is a major area of audit review and one 

where Improper documentation, sloppy record keeping, or lack of documentation can jeopardize federal 
funding. In terms of compliance, proper documentation of personnel services charged to federally 

sponsored programs is critical to reducing or eliminating audit findings. 

This policy outlines the responsibilities for generating, approving and utilizing the time and effort report 

as required by federal government agency audit regulations. 

Recipients of federal funds must maintain an accurate payroll distribution system allowing for periodic 
after-the-fact certification of charges made to specific grants for the purpose of documenting 

reasonable estimations of actual work performed on those grants. 

In the most basic terms, RCUOG, Principal Investigators and Timekeepers must confirm that charges 

made to the payroll system "reasonably reflect'' each employee's activity. 

Policy 

RCUOG must ensure that effort expended on sponsored activities justifies the salaries charged to those 

projects. RCUOG provides this assurance by requiring the generation of periodic reports documenting 

total effort for each employee whose salary is charged (or cost shared) to one or more sponsored 

programs during the reporting period. These effort reports Indicate calculated percentages of the 

Individual's effort that are dedicated to the sponsored project[s) and require a certification attesting to 
the fact that these effort percentages are reasonable. 

The Federal Office of Management and Budget's 2CFR 200.430 (I) requires the documentation of 

charges made to grants for personnel services which must be based on records that accurately reflect 

the work performed. 

This policy guides the proper allocation and distribution of time and effort and the submission of 

accurate reporting of such activities. Furthermore, this policy facilitates proper administrative 

management of grant/contract awards and ensures compliance with sponsoring agency regulations and 

federal guidelines wfth respect to charges for work performed on sponsored agreements. This process is 

commonly known as time and effort reporting. 

This polfcy facilitates compliance with federal requirements by: 1) clarifying roles and responsibilities, 2) 

clarifying RCUOG effort, 3) defining who is authorized to certify time and effort, and 4) actions to be 

taken in instances of non-compliance. 

This Policy is in compliance with 2CFR Part 200.430, Uniform Administrative Requirements, Cost 
Principles, and Audit Requirements for Federal Awards. ALL EMPLOYEES OF SPONSORED ACTIVITIES MANAGED

av RCUOG ARE REQUIRED TO ADHERE TO THIS POLICY.

1 
Amended 6/30/17 








