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TIME AND EFFORT REPORTING         

 
1. Overview of Time and Effort Reporting 

All employees charged to federal grants must maintain time and effort reporting. It does not matter if 

it is ESEA (Title 1) funding or IDEA funding, or Perkins - formula or discretionary - any employee 

funded with federal grants must document the time they spend working on the grant’s objectives to 

demonstrate that the amount budgeted and claimed is accurate. 

 

Time and effort records are housed by the grant project manager.  Time and effort records become 

subject to review during audits, monitoring, complaints or other situations that require the sub-

recipient to provide evidence that time funded by the federal grant was spent working towards the 

grant’s objectives. 

 

2. Certification 
There are two types of required time and effort records: general semi-annual certifications and 

detailed monthly reports. The type of record that must be kept is based on the job responsibilities of 

the individual charged to the grant. The job responsibilities are referred to as either a “single cost 

objective” or “multiple cost objectives.” The difference between single and multiple cost objectives is 

determined by how an employee works, not how the employee is funded.  

 
Single Cost Objective – Semi-Annual Certification 
An individual who has a “single cost objective” has a position that is dedicated to a singular purpose. 

For instance, a special education teacher is considered to have a single cost objective because the 

teacher works only with special education. An individual who has a single cost objective would 

complete semi-annual certifications. A semi-annual certification is a sign-off twice a year (usually 

every six months) by the employee and/or a supervisor with first-hand knowledge of the employee’s 

work, and the Federal grant project manager. 

 

The reporting periods are July 1 – December 31 and January 1 – June 30.  The certificates must be 

signed after the reporting period. 

 

Multiple Cost Objective – Personnel Activity Reports (PARS) 
An individual who serves different student populations needs to complete monthly Personnel Activity 

Reports, often referred to as “PARS”.  PARS need to be completed at least monthly, after the work 

has been completed. The PARS must reflect the individual’s total work time and identify the portion 

of time spent on the Federal project. The PARS must be signed by the employee. The PARS must be 

supported with documentation of actual effort, not estimates. Supporting documentation could be a 

work calendar, work product, time log, or class schedule. The employee who signs off on the PARS 

must have supporting documentation for the time reported.  Relying on time estimates identified in 

the grant budget rather than actual time recorded through a work calendar or class schedule could 

result in a finding of unallowable costs.    

 

As is the case with the semi-annual certification, there is no standard format used for PARS. The 

required information that must be on the PARS is: 

• Employee’s Name/Position • Supervisor’s Name  • Name of Federal Project Manager 

•   Reporting Period • 100% of Work Activities • Employee’s Signature/Date 

• Supervisor’s Signature/Date • Federal Project Manager Signature/Date 
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PARS, for employees working on multiple cost objectives, must follow these standards: 

• After-the-fact record:  The PARS must be created after the work has been executed.  

Projections of how an employee is expected to work or position descriptions would not be 

sufficient. 

• Total activity: The PARS must account for the total activity for which each employee is 

compensated, including part-time schedules or overtime. 

• Monthly: The PARS must be prepared at least monthly and must coincide with one or more 

pay periods; and 

• Signed and dated: The PARS must be signed and dated by the employee.  Unlike the semi-

annual certification, signature of a supervisor alone would not be sufficient, however, the 

supervisor could sign in addition to the employee. 

  

Responsibilities 

District Office (Executive Director of Finance)  

• Establish Time and Effort reporting procedures  

• Training of school leaders on the Time and Effort reporting requirements 

• Annually, notify Federal Grant Project Managers of employees required to submit 

forms 

 

Federal Grant Project Managers 

• Semi-annual verification Time and Effort reporting requirements 

• Responsible for reviewing and certifying the Time and Effort reports for the 

employees under their Federal grant 

• Maintaining a copy of the Time and Effort reports 

• Submitting a copy of any requested Time and Effort reports when ask for monitoring 

and auditing purposes 

 

Principals/Directors 

• Responsible for reviewing and certifying the Time and Effort reports for the 

employees at their school 

• Submitting the Time and Effort reports to the appropriate Federal Grants Project 

Manager within 30 days after the reporting period 

 

Staff Members 

• Responsible, if applicable, for preparing and signing their semi-annual certification 

form to certify the time reported for the Federal grant. 

• Responsible, if applicable, for maintaining an activity log (PARS) and signing to 

certify the time reported for the Federal grant. 

• Submit forms to their school’s principal or project director within 15 days after the 

reporting period 

 


