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Webinar Logistics
'/\ | gl

available in the Control Panel. Just click on document
&S 5me to download.

[Q] * Handouts were sent out prior to webinar. They are also
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uestions & Comments
P Q

@ * There may be Q&A periods, as well as discussions
* opportunities.

* |f so, the operator will give you instructions on how to
ask questions or make your comments.

e |f your phone is unmuted during Q&A period, please
do not use a speaker phone.
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Other Ways to Ask estions
.~ y Questi

File View Help
= sl Auto Please submit your text
O Telephone . .
@® Mic & Speakers Settinas questions and comments using

&MUTED 000000000 the Questions Panel. We will
@ answer some of them during
=) Questons the webinar.

You can also send questions
and comments to
housing.counseling@hud.gov
with the webinar topic in the
subject line.

[Enter a question for staff]

=

-~

v
’Send\'

Webinar Housekeeping
Webinar ID: 275-918-366

Golo\Webinar
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Please Mute Your Phones
P During Discussions

/ * There may be an open discussion period.
* All the phones may be unmuted by the

operator for the discussion.

* If so, mute your phone during these
discussions until you want to make a
comment.
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Certificate of Traini
o~ ertificate of Training

* If you logged into the webinar, you will receive a
Certificate of Training from GoToWebinar within
48 hours.

* Please print it out and save for your records.
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Agend
o~ genda

* Introductions

* Course Objectives

e Standards of Time & Attendance Reporting
* OMB’s Uniform Guidance

* GAO’s Green Book

* Grantee Internal Control Objectives &
Activities

* Time Sheets

* Personnel Activity Reports
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Introductions
'/\

* U.S. Department of Housing & Urban
Development, Office of Housing Counseling
(HUD-OHC)

* Allmond & Company
o Jason L. Allmond, CPA, CGFM - Project Manager
o Blair Clarke, CPA - Assistant Project Manager
o Vanessa McCollum, CPA, CGFM - Manager
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Time & Attendance Reporting

i Course Objectives
After completing this course, students should be
able to:

* Understand regulations related to time &
attendance reporting

* |dentify & implement internal controls over time &
attendance reporting

* Properly document & report an employee’s time &
attendance
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Background
P grou

OMB’s Uniform Administrative
Requirements, Cost Principles, & Audit
Requirements for Federal Awards:
Commonly known as Uniform Guidance; is
the authoritative set of rules governing all
Federal awards & provides Standards for
Documentation of Personnel Expenses
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Unif Guid
.~ niform Guidance

2 CFR Subpart E - Cost Principles, §200.430 Compensation -
personal services; (h)(8)(i) Standards for Documentation of
Personnel Expenses, states, in part:

(1) Charges to Federal awards for salaries & wages must be based
on records that accurately reflect the work performed. These
records must:

(i) Be supported by a system of internal control which
provides reasonable assurance that the charges are
accurate, allowable, & properly allocated;

(ii) Be incorporated into the official records of the non-
Federal entity;
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Unif Guid
.~ niform Guidance

(iii) Reasonably reflect the total activity for which the
employee is compensated by the non-Federal entity, not
exceeding 100% of compensated activities;

(iv) Encompass both federally assisted, & all other activities
compensated by the non-Federal entity on an integrated
basis;

(v) Comply with the established accounting policies &
practices of the non-Federal entity; &

(vi) [Reserved]
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Unif Guid
.~ niform Guidance

(vii) Support the distribution of the employee's salary or wages
among specific activities or cost objectives if the employee works
on more than one Federal award; a Federal award & non-Federal
award; an indirect cost activity & a direct cost activity; two or more
indirect activities which are allocated using different allocation
bases; or an unallowable activity & a direct or indirect cost activity.

(viii) Budget estimates (i.e., estimates determined before the

services are performed) alone do not qualify as support for
charges to Federal awards, ...”
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Unif Guid
.~ niform Guidance

2 CFR Subpart E - Cost Principles, §200.303 Internal Controls,
states, in part: The non-Federal entity must:

(a) Establish & maintain effective internal control over the
Federal award that provides reasonable assurance that the
non-Federal entity is managing the Federal award in
compliance with Federal statutes, regulations, & the terms &
conditions of the Federal award. These internal controls should
be in compliance with guidance in “Standards for Internal
Control in the Federal Government” issued by the Comptroller
General of the United States or the “Internal Control Integrated
Framework”, issued by the Committee of Sponsoring
Organizations of the Treadway Commission (COSO).
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GAOQO'’s Standards for Internal Control
p—~_ Iinthe Federal Government

The U.S. Government Accountability Office’s
(GAO) Standards for Internal Control in the
Federal Government, also known as the “Green
Book”, sets the Standards for effective internal
control systems for federal agencies & may be
adopted by state, local & quasi-governmental
entities, as well as not-for-profit organizations.
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GAOQO'’s Standards for Internal Control
p—~_ Iinthe Federal Government

GAOQO’s Standards for Internal Control in the
Federal Government, §10.02 states, in part:
“Management designs control activities in
response to the entity’s objectives & risks to
achieve an effective internal control system.
Control activities are the policies, procedures,
techniques, & mechanisms that enforce
management’s directives to achieve the entity’s
objectives & address related risks.”
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GAOQO’s Standards for Internal Control in
B the Federal Government

GAOQ’s Standards for Internal Control in the
Federal Government§10.03 includes examples of
common categories of control activities, such as:

* Proper execution of transactions: Transactions are
authorized & executed only by persons acting within
the scope of their authority. This is the principal
means of assuring that only valid transactions to
exchange, transfer, use, or commit resources are
initiated or entered into.
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GAOQO'’s Standards for Internal Control
p—~_ Iinthe Federal Government

Accurate & timely recording of transactions:

* Transactions are promptly recorded to maintain
their relevance & value to management in controlling
operations & making decisions.

e Appropriate documentation of transaction &
internal control

* Management clearly documents internal control &
all transactions & other significant events in a
manner that allows the documentation to be readily
available for examination.
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Examples of Grantee Control
P Objectives

* Ensure the salaries charged to the grant are
accurate, allowable, & properly allocated

* Ensure reliable data is obtained,
maintained, & properly disclosed in quarterly
grant reports

* Ensure grant funds are used in compliance

with applicable laws, regulations, & HUD
grant agreements
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Examples of Grantee Internal Control
B Activities

e Supervisor’s signature on time sheets
e Supervisor’s approval of leave

* Written policies & procedures over time &
attendance reporting

* Management’s certification of Personnel
Activity Reports (PAR)
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Timesheets & Personnel
Activity Reports (PAR)

OFFICE OF HOUSING COUNSELING 22




Timesheets
'/\

* Each employee should complete a
timesheet that includes all the hours they
worked for the reporting period & include
any leave or holidays

* The timesheet may be electronic or manual

* Timesheets should be signed & dated by
the employee & a supervisor to verify its

accuracy
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Timesheets Lead to the Personnel
B Activity Report

* At least monthly, the grantee must prepare
a PAR for each employee that includes:

o All the hours each employee worked by
activity code for the reporting period &
include any leave or holidays; &

o Supervisor’s signhature to verify its
accuracy.
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Timesheets Lead to the Personnel
" N Activity Report

* The PAR must reconcile to the employee’s
timesheet(s)

* All hours reported on the timesheet(s)
should be included in the PAR
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Example PAR

PERSOMMNEL ACTI¥ITY REPORT

F Emplunyss Hama:

4 Empluyss Titla:
Sh. Start Dats S5EB. Emd Dats

=0hon he=CReA
Fund Cuds i ¥ Ul

FParfurmasd Cudas Huwurr

Day of the Month

(I IFSEA R R AR AN E AR R IRIIRE AR I E AR A E I E AR AR SR IE AR AR IE AR IEIE IR IE IR IR
Huurs Warkasd

OneonOne: Fre-
HUD-OHC-FY1E pursharc HCogd o
counrcling
HUD-0OHC-FY15 Adminirkratioe HCoo0E a
HUD-OHC-FY5 Training HCoo0z a
HUD-0OHC FY5 Marketking HCoo0d a
SpecialHeedr Grant E] Adminirkrative ZHO00q n
a
Leave WithoutFayr L]
Halidarx n
Componraked o
Leaus
Other[Spe<ifr] L]
Total Hourr
[Worked and Leaud a afgaogojoejagaojojagaofojaojaogojojagaojojaogaoojaojaojogaojajojojajojaojan
Takenl
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Employes Hame & Siqrature Date

Supcrviror Hame % Siqrature Date
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Example PAR

Grantee or Sub-
grantee’s information

PERSONNEL ACTIVITY REPORT

1. Recipient Name:
2. Recipient Address:

3. Employee Name:
4. Employee Title:
54, Start Date 5B. End Date

Activity Total
Code Hours Da}

1zl a3fals)slslals Jaola1]12]13]14

Fund Code Activity Performed

HUD-OHC-FY15 ne en One: Fre- HCOOD1 o
urchase counseling

IHLI D-OHC-FY15 lAdministrative HCO0DE a

IHLI D-OHC-FY15 [Training HCO003 a

IHU D-OHC FY15 Plarketing HCO0D4 Li]

Special Meeds Grant# BAdministrative SHODO01 0

a
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Example PAR

“Fund Code” should
indicate the source of

funds. PERSONNEL ACTIVITY REPORT
5B. End Date
Fund Code Activity Performed m I-II—::; Da}

1203 als)sls)als Jaola1]12]13]14

HUD-OHGC-FY15 ne on Qne: Pre- HCO0o1 0
urchase counseling

IHLI D-OHC-FY15 lAdministrative HCO008 o

IHLI D-OHC-FY15 [Training HCOOoD3 a

IHLI D-OHC FY15 Plarketing HCO0D4 a

Special Meeds Grant# BAdministrative SMODOD1 0

a
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P

PAR - Activity Performed

1. Recipient Name:

2. Recipient Address:

“Activity Performed” should be
a high-level description of tasks

performed.
3. Employes Name:
4. Employee Title:
5A. Start Date 5B. End Date
- Mctivity | Total
Fund Code Activity Performed | I'° " Hours Day of
1z afalslslala]sfaol1ifi2]1a3]1a]15]
Hour
HUD-CHC-FY15 Cne an One: Pre- icooo o
purchase counseling
HUD-OHC-FY15 Administrative HCO006 0
HUD-OHC-FY 15 Training HCo003 0
HUD-OHC FY15 [Marketing HCDo04 0
Special Meeds Grant #f JAdministrative BMODD1 a
0
ILea.\re Without Pay a
IH[:Iil:!m,uI a
Compensated Leave a
Dther (Specify) a
Total Hours (Worked o Joloflololojodododoofjojojofo]o
and Leave Taken|
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PAR - Activity Code

“Activity Code” should be a
unique identifier assigned to
1. Recipient Name: each task of the funding source.

2. Recipient Address: y 4
3. Employee Name: /
4. Employee Title: l
5A. Start Date 5B. End Date
- Activity Total
Fund Code Activity Performed e Hours Day
1 2l afalslisl70alo aofaaf12f13]14]
13
HUD-OHG-FY15 Cne en One: Pre- HCOOD1 o
purchase counselin
HUD-OHC-FY15 Administrative HCO00g o
HUD-OHC-FY15 Training HCO003 1]
HUD-OHC FY15 |Marketing HCO004 o
Special Needs Grant# JAdministrative SNODD1 1]
o
ILea\re Without Fay v}
IHDIiday o
Compensated Leave v}
Other (Specify) o
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E le PAR
o~ xample

¢ FO r e a C h d ay Of ' PERSONNEL ACTIVITY REPORT

1. Recipient Name:

the month,

3. Employee Name:

i ot 5B. End Dat
make sure the == S
Fund Code Activity Performed Am ;:::; Day of the Month

102l 2la]s]e6l7]a]ol10]11]12]13]1a]45]16]17]18]19]

number of [=TeTT

HUD-OHC-FY15 Oneonne-bres: | ficood: | 24 il 2] =2 2 6 1 4
purchase counseling

h O l l rS S h OW n O n HUD-OHC-FY13 Administrative HCOo06 20 28 3|5 2 114 3
HUD-OHC-FY¥13 Training HCOo03 19 1 4 2 |F| 5
HUD-OHC FY15 Marketing HCOo04 13 1 ] 1]2 4

the timesheet is ——afeme ol
allocated to a oo |

Holiday

Compensated Leave

specific funding
source & activity
code.

Total Hours (Worked
and Leave Taken)
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PAR - Total Hours

P

* This column is
the sum of the
hours worked
during the
month by each
employee for
each activity
code.

PERSONNEL ACTIVITY REPORT

1. Recipient Name:
2. Recipient Address:

3. Employee Name:
4. Employee Title:

5A. Start Date 5B. End Date
o Activity | Total
Fund Code Activity Performed heor Day of the Month
1lzlalals]s]7]a]oalsolial12]43]14]15]16]47]48]48a]
Hours Worked
HUD-OHC-FY15 Oneon One: Pre- | yonony B oy 5|4z z 6 1 4
purchase counseling
HUD-OHC-FY15 Administrative HCooos | 20 2]l3ls 2 1] 4 5
HUD-OHC-FY15 Training HCOO003 19 1 4 2|l7]s
HUD-OHC FY15 Marketing HCOooD4 13 1 5 1]2 4
Special Needs Grant # | Administrative SNOOO 4 1 3
0
Leave Without Pay 0
Holiday 0
Compensated Leave o
Other (Specify) 0
IT']ta'""’””?’U"‘r'”ke'i so fols]|as|s]|a|a|o|le]|a|la|a|ala]ala]la]a]la]o
and Leave Taken}
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PAR - Total Hours
P

* The total number of ' PERSONNEL ACTIVITY REPORT

1. Recipient Name:

hours Shown On the 2. Recipient Address:
PAR should agree with  i&eemes

5A. Start Date 5B. End Date

the tOtaI number Of Fund Code Activity Performed cm ;:::; Day of the Month

1]l2]3]la]s]el7la]ol10]11]12]13]1a]45]16]17]18]19]

hours shown on each e o o

HUD-OHC-FY15 nePre- | ycoomfl] 24 5|4z z 6 1 4
purchase counseling

e m p I Oyee’S ti m eS h eet . HUD-OHC-FY15 Administrative HCoo 20 2|3]s 2 1] 4 3

® Ad d it i O n a | |y’ t h e tota I Special Needs Grant # | Administrative SNOO01 4 1 3
hours charged to each U
grant needs to agree — :

with the quarterly
reports submitted to
HUD-OHC.

Total Hours (Worked
and Leave Taken)
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K In Mind...
o~ eep In Min

HUD’s Housing Counseling (HC) Program Handbook (7610.1),
Chapter 5 Paragraph 13: “Failure to comply with recordkeeping &

reporting requirements could result in consequences which may
include, but are not limited to:

* A delay in payment of vouchers under a HUD HC grant;

* The grantee’s forfeiture of all remaining funds in the grant
account;

* The grantee’s future HC grant applications being adversely rated
because of this failure;

* Ineligibility for HUD HC training resources;

* Placement in inactive status or termination of the agency’s

approved or participating status & deletion from the list of HUD-
approved & participating agencies.”
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References
'/\

e OMB’s Uniform Guidance (2014)

e GAO’s Standards on Internal Control in
the Federal Government (2014)

e HUD’s Housing Counseling Program
Handbook (7610.1)
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https://www.grants.gov/web/grants/learn-grants/grant-policies/omb-uniform-guidance-2014.html
https://www.gao.gov/products/GAO-14-704G
https://www.gao.gov/products/GAO-14-704G
https://www.gao.gov/products/GAO-14-704G
https://www.grants.gov/web/grants/learn-grants/grant-policies/omb-uniform-guidance-2014.html
https://www.grants.gov/web/grants/learn-grants/grant-policies/omb-uniform-guidance-2014.html
https://www.grants.gov/web/grants/learn-grants/grant-policies/omb-uniform-guidance-2014.html
https://www.hud.gov/program_offices/administration/hudclips/h&books/hsgh/7610.1
https://www.hud.gov/program_offices/administration/hudclips/h&books/hsgh/7610.1

Training Archives
.~ ining iv

Exchange in the Webinar Archive

* https://www.hudexchange.info/programs/housing-
counseling/webinars/

* Find by date or by topic

© -« Webinar materials will be posted on the HUD
[#]

Ge’g Cﬁredit for this
* To obtain credit Training

* select the webinar, and I you have attended or

completed this training, select

 click “Get Credit for this Training e Putenbelowinorder to get

credit and add the course to
your transcript.

Get Credit
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https://www.hudexchange.info/programs/housing-counseling/webinars/
https://www.hudexchange.info/programs/housing-counseling/webinars/

Housing Counseling Training Digest
-~ using u ing ining Dig

https://www.hudexchange.info/programs/housing-counseling/training-digest/

°
* View
[
upcoming
This page is updated weekly to reflect trainings hosted by: Content current as of November 5, 2018 t ra i n i n g
+ HUD Office of Housing Counseling (OHC)
: grhi_lngi:;a::i:ipztiners ngs of interest to housing counselors seling Mailing List to receive training upda: h oste d
Please email housing.counselin g@h dg v to notify HUD about upcoming
training and events for housing co
by OHC and
TR | . n
other
partners

Housing Counseling Weekly Training Digest

Subscribe to the Housing Coun
in your inbox.

Upcoming Training Calendar Webinar Archive Online Training

View upcoming trainings for Housing Counseling and View past webinars hosted by the Office of Housing Access self-paced online training modules, such as
other HUD-funded programs. Counseling and access related materials. Intreduction to Housing Counseling.
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Before You Go
P Y

File View Help
wi | [=) Audio
O Telephone
® Mic & Speakers Settings

T Please give us feedback
® in the Question Box
%)

=| Questions
Was this webinar useful

to you? To your clients?

Will you share the information
with your co-workers?

[Enter a question for staff]

Any other comments?

Webinar Housekeeping
Webinar ID: 275-918-366

Golo\Webinar
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Office of Housing Counseling

Find us at:
www.hudexchange.info/counseling

Counselor Training and Testing website:
www.hudhousingcounselors.com

Email us at:
housing.counseling@hud.gov
The Bridge:

https://www.hudexchange.info/progra
ms/housing-counseling/the-bridge/
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http://www.hudhousingcounselors.com/
mailto:Housing.counseling@hud.gov
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https://www.hudexchange.info/programs/housing-counseling/the-bridge/

Conclusion

THANKS

for
ATTENDING
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