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Moderator Ladies and gentlemen, thank you for standing by and welcome to the Time 

Keeping and Personnel Reporting conference call.  At this time all 

participants are in a listen-only mode.  [Operator instructions].  As a 

reminder, this conference is being recorded. 

 I would now like to turn the call over to your host, Robin Booth.  Please 

go ahead. 
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Robin Good afternoon and welcome to Time Keeping and Personnel Reporting 

provided by the Office of Housing Counseling of the US Department of 

Housing and Urban Development.  For those that need the call in 

information for the webinar, it is 1-800-700-7784, participant code 

432948, for those that may have logged in, but haven’t yet called in.   

 

 

 

 This is being recorded, and the number, along with the presentation, 

handout and transcript will be available on HUD Exchange usually within, 

I would say, 48 hours or two business days.   

 During this call your lines will be muted throughout the entire 

presentation.  Due to the number of participants we are not allowing any 

live questions, but further along we’ll advise you how you can ask a 

question during the presentation.   

 You should have received the handouts prior to the webinar if you 

registered.  If you did not register, you can still get access to these 

handouts on the HUD Exchange within two business days after this.  If 

you did register but you did not open the handouts, you can click on the 

document name in your control panel and also have access to the 

presentation. 
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 Within 24 to 48 hours you will receive a thank you email.  This is your 

certificate.  There is no attachment.  The email itself is your certificate, so 

please make sure you retain a copy of it for your records. 

  

 

 For this particular call, as I said, we will not be taking live questions, just 

due to the number of participants, but you can ask questions during the 

presentation.  We do have staff online to be able to respond.  If you use 

your control panel, there’s a question box and you can enter your 

questions and our staff attempt to respond.   

 If in fact we can’t respond during the presentation, we ask that you send 

your questions to housing.counseling@hud.gov.  In the subject line item 

please indicate Time Keeping and Personnel Activity Reporting.  Those 

questions will be directed to the proper individuals.   

 

 

 You can also send questions to that email address if you realize you have 

questions after the presentation or if someone within your organization 

subsequently has questions, and they will be answered and distributed to 

the appropriate people for a response.   
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 Once again, this presentation is being recorded, and you will be able to 

access it in about two business days on the HUD Exchange.   

 

 

 After the presentation, you’ll be asked to complete a brief survey.  If 

you’ve ever participated in webinars, we always strongly advise you to 

please complete the survey.  Your feedback is not just welcomed, but 

much needed and will help OHC to design webinars and trainings that 

address those areas of most need for your organization.  So, we ask that 

you please complete those surveys at the end of each session.   

 Now, to our topic today.  My name is Robin Booth.  I’m the principal of 

Booth Management Consulting.  Our company is currently the contractor 

with the Office of Housing Counseling, providing technical assistance, 

training, action plans and other financially related services for the Office 

of Housing and Counseling, specifically for the comprehensive housing 

counseling grant.  You all may have worked with us in other capacities, 

whether it’s a financial and administrative review, technical assistance, or 

one-on-one training, but we also facilitate these webinars.   
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 As I indicated, we do have personnel on the call that can answer your 

questions if you have any questions about the presentation, so please feel 

free to use your control panel to do just that.   

 

 

 Well, the topic, time keeping and personnel activity reporting, is a good 

topic at this point.  Because most of you are aware, or should be aware, 

that under the new uniform guidance, which became effective, at this point 

a long time ago, is effective now and they actually helped to streamline 

and minimize the reporting requirements for personnel activity reporting.   

 What we hope to do in this training presentation is let you know what the 

new requirements and expectations are under the new uniform guidance, 

give you some options for what you can do to actually comply with these 

requirements, and make sure that those options are more streamlined, 

much more user friendly, and that there’s something that you can 

implement in your organization, if you have not already done so, but with 

little to no administrative burden.  We will also go over some of the 

frequently asked questions relative to personnel activity reporting and time 

keeping.   
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 For a lot of you, if you’ve never had a federal award you may not be 

aware of the requirements to maintain timesheets and to track personnel 

activity reporting.  The difference between just tracking time and tracking 

personnel activity, is that the time indicates how long you’ve done those 

activities.  The activities is what we use to determine if what you’re doing 

is consistent, not only with what the work plan or the program 

requirements are for the grant, but are what’s considered allowable, 

reasonable, and necessary under the uniform guidance where any charges 

to a federal award must meet those particular cost principles.   

 

 

 While a lot of you may have a timesheet where you have individuals that 

they have to indicate, I worked eight hours today, the difference is under 

federal awards you also have to indicate what activities you performed for 

those eight hours.   It’s not just sufficient to say I worked on HUD, but I 

have to also indicate what I worked on in HUD.  Was it for direct 

counseling?  Was it for administrative work, like maintaining and 

updating files?  What activity did I provide?   

 Before the uniform guidance revision you were required to do a separate 

monthly report where you basically had to show all of your activities for 

each person or every hour, all time charged to the HUD grant and it had to 
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be signed by the employee as well as a supervisor, so it was a very 

regimented process or expectation for how you maintained your personnel 

activity reporting.  Under the uniform guidance you now have a lot more 

flexibility, with the goal being really to minimize some of your 

administrative burden on maintaining this kind of information.   

 

 

 For a federal award, not only do you have to be able to track time by the 

actual grant, not by the agency, not by the name of the program, but by 

that particular grant.  Each grant, as you know, is funded as a separate 

funding bucket.  In your mind you have to be able to show that for each of 

your grants—if you get three or four grants from HUD a year, each grant 

has to have its own separate way of being charged to reflect the fact that 

there was time to perform that grant and the activities associated with it, if 

it’s a federal award.  A lot of what we talk about today, all of it really 

applies to any federal awards, not necessarily state and local or private, but 

for any federal award.   

 On average, personnel costs for OHC is 90% of the cost charged to the 

HUD OHC awards.  For most of you this will become your main 

supporting documentation, or your main documentation for your costs 

charged to the respective grant.  If you can adopt one of these options, if 
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you have not already done so, then at that point you’ll be in full 

compliance with your grant requirements.  But 90% of the costs charged 

to HUD OHC are labor-related, where you’re required to have time 

keeping and personnel costs. 

 

 Charges to federal awards for salaries and/or wages must be based on 

records that accurately reflect the work performed.  One of the issues 

here—and if you all have different types of grants there are different 

requirements—the OHC grant is a cost reimbursement grant.  With that in 

mind, all costs must be based on actuals, not estimated or budget, which 

most of you who have had this award may already know.  What happens 

is, when a person is charging time or charging activities to the HUD grant, 

they have to be performing the work.  They actually have to be based on 

actual time.   

 

 Where this becomes confusing sometimes for some of you, is what do I do 

about my fringe benefits, or what if the person is on leave, but they’re my 

housing counselor and they’re my primary person working on this and 

their job is primarily to do this HUD housing counseling grant, so how do 

I capture when they go on leave and we have to pay them, because it’s 

paid time off.  Well, therein lies your fringe benefit.  That’s why under 
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this grant you’re allowed to charge actual time and your computer fringe 

benefit rates.   

 

 

 

 Things like compensated leave should be a part of how you’ve computed 

your fringe benefit.  That rate is then applied to every hour that you charge 

under the grant.  Within that rate is where you would capture those hours 

where they’re actually not working on or not performing a direct service 

or activity associated with HUD, but in fact it’s a benefit to them and 

you’re able to recover your fringe benefits.   

 That’s why when we look at salaries and wages, that’s why we always just 

decide, okay, what was the hourly rate, was it based on actual time 

charged, not estimated or budget, or for actual work performed?  Under 

the federal requirements, these records have to be supported by a system 

of internal controls which provides reasonable assurance that charges are 

accurate, allocable and properly allocated.   

 A big function of that internal control system is signatures.  The 

employee’s signature indicating where they’re certifying—really, it’s a 

claim with that timesheet, because the timesheet then ultimately becomes 

the charging document that ultimately becomes what you’re charging to 
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the federal government for work performed under that grant, so that 

timesheet becomes a critical document.  The reason why an employee has 

to sign their timesheet is their signature is certifying that they have done 

the work or performed the activities that are on that timesheet and the 

supervisor’s signature as a private internal control system is saying as their 

supervisor I can attest, or I’m approving that, yes, this person did this 

work for this grant for these activities.  That is why it is so important in 

your timekeeping systems to have those appropriate signatures to meet the 

standard of internal controls.   

 

 

 For some of you where it may be your one-person shop, in this instance it 

may be someone from your board who’s responsible for signing your 

timesheet and signing that information to validate that you performed that 

work, or if you have some kind of admin assistant, someone else within 

your organization that’s a party to your organization that can say, yes, I 

know this person performed this work for this grant for these hours and 

these are the activities they performed.   You must maintain this 

documentation.   

 So, you have a lot more flexibility because electronically, for those of you 

have that electronic time keeping systems and as we attempt to always 
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comply with the Paper Reduction Act, to the extent within your system we 

can have a clear audit trail to show this person signed and this supervisor 

approved, and then these were the hours actually charged to the HUD 

grant based on the actual hourly rate, that becomes your official record.  If 

you maintain a manual process, that means you have to maintain your 

manual records consistent with the retention record requirements in the 

grant.   

 

 

 Part of that is that you have to maintain the records consistent with 

whatever your grant agreement’s record retention period is within the 

grant and you have to reasonably reflect the total activity for which the 

employee is compensated by the non-federal entity.  Why is that 

important?  In order to determine reasonableness, if we only see the time 

that you’re indicating the person charged to just this particular grant, we 

can’t determine if that’s reasonable within the scope of the total time that 

that person has charged on that day or during that time period for that 

activity.   

 For instance, if we see a timesheet and somebody has 14 hours on their 

timesheet, of which they’re suggesting that for the HUD they did eight 

hours, but then they did six hours of some other things, we may question 
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that reasonableness to say, okay, what other supporting documentation do 

you have?  Did they sign in?  Did they sign out?  Fourteen hours appears 

to be excessive, what did they do in those 14 hours?  That’s why it’s 

required to show total activity.   

 

 

 One of the common findings that we had under the financial and 

administrative reviews, and actually not just for HUD but for one of the 

agencies, is we find that you have the same people being billed to multiple 

grants as a full-time level of effort.  In other words, because they’re 

keeping these separate timesheets we’re not seeing their total activity.  So 

for one grant, they’re submitting timesheets to show that this person 

worked eight hours on this grant, and then on another grant the same day 

they’re showing that this person worked eight hours on another grant.   

 What we would see, especially in doing any followup and any kind of 

inquiry, is when we talked to the person they usually would say, no, I 

don’t work 16 hours a day; I worked this level of effort on this one and 

this one on that one.  And because they never really understood how their 

time keeping ultimately became part of what was billed or charged on a 

federal award, at that point you have a serious internal control issue.   
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 So, that is why you also have to make sure that that person’s timesheet 

reflects their total activity.  It’s not good enough just to have a timesheet 

just for HUD.  Their times should reflect their total compensated activity 

for that time period and it should comply with whatever your established 

accounting policies and practices are.   

 

 

 We’ve also seen situations where, because on other funding sources it’s 

not required to have timesheets, and there’s a timesheet for personnel 

activity just for HUD and it’s not consistent with how individuals actually 

account for or manage time throughout their accounting policies.  So, 

whatever your policy is, it either needs to make sure it incorporates the 

requirements under uniform guidance relative to time keeping and 

personnel activity reporting and/or you must ensure that what you’re doing 

is not contradictory to any of your existing accounting policies and 

practices.  That’s why oftentimes when we review your accounting 

policies and procedures we’ll make recommendations for how you need to 

update them or what information you need to add, to make sure that they 

comply with the uniform guidance.    

 Now, implementing these new practices in accordance with the uniform 

grant guidance—one of the things OHC is really emphasizing as far as 
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resources and tools is that you all get more streamlined approaches to be 

able to manage this grant.  One of the goals is to significantly reduce or 

minimize the administrative burden to you relative to managing these 

limited funds that you receive under the OHC comprehensive training 

grant, especially since most of it is related to labor.   One of the things that 

we’re going to look at as far as your options are ways for you to 

implement, if you have not already done so, these requirements, but that 

they’re not burdensome, that they don’t require you to have to do a whole 

bunch to implement or to maintain.   

 

 

 There are two kinds of ways that you can keep time.  Contemporaneous is 

when you’re entering time spent on activities throughout the day.  Some 

people, we’ve seen where they keep Excel sheets or their timesheets, and 

throughout the day or as they’re doing activity, some of you use your 

CMS system, so as you’re doing activities you may be meeting with 

clients, going in and entering your time as you go out throughout the day.   

 That’s not the most common way that it’s done.  Most of the time it’s 

some kind of reconstructive, when the counselors enter time keeping after 

providing services.  For instance, a very normal and acceptable policy is 

that your time for one day is due by a certain time the next day.  That 



HUD-US DEPT OF HOUSING & URBAN DEVELOPMENT 

Host: Kristen Villalvazo    

November 28, 2017/2:00 p.m. EST 

Page 15 

 

 

gives you a chance to really think about what you’ve done throughout that 

day and record it.   

 

 

 Now, it is important with this reconstructive method, that the 

reconstruction is not elongated, that there’s a reasonable time period for 

which you have to complete it, which is why there’s always a 

recommendation for time keeping and personnel activity reporting to say 

when timesheets should be done.   

 I know some people, they wait until it’s time to submit a request for 

reimbursement to HUD and they have counselors reconstruct.  Well, that’s 

not timely.  When you have reconstructive time keeping, the goal is to 

make it timely in such a way that it doesn’t in any way impact the integrity 

or accuracy of the various time management systems.  You may say, okay, 

you have to complete your time by each payroll.  Is that ideal?  No.  From 

an auditor perspective, I’d rather you say they have to have it done the 

next day by a certain time.   

 

 But would it be considered unreasonable or would the integrity of the 

information be held against you or be penalized, because timesheets are 

due by each payroll cycle, especially if the payroll cycle is biweekly?  No, 
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it wouldn’t.  It wouldn’t be ideal, but it would be an acceptable method or 

acceptable policy for how often time keeping should be done and should 

be submitted and approved.  

 

 

 Contemporaneous time keeping actually is usually the most reliable, 

because you’re keeping it real time.  Reconstructive, depending on how 

long you get to reconstruct and to submit for approval time, can be 

acceptable, but it also can be questionable if in fact the time periods you’re 

allowed to reconstruct that time is extended, and 30 days would be 

considered extended.  It would be tough, even relying on notes and call 

logs, the time it takes to do the note or the call logs or the client 

management system, you could have done your time keeping for that day,  

that much timelier, and it’s that much more reliable. 

 Contemporaneous—like I said, you just see a match, you have notes, your 

logs, your calendars—that’s not uncommon—looking at your emails.  

Even though a lot use the reconstructive method or attempt to blend the 

two methods, the contemporaneous method is always more accurate in 

detail.  While we strongly recommend contemporaneous, reconstructive is 

acceptable, but understand that the integrity of reconstructive could be 

questioned, especially if the submission deadline or how long the time 
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period for review and approval appears to be extensive under the 

reconstructive time keeping system.   

 

 

 

 Just understand that there are different ways of maintaining time.  Best 

practices for reconstructive; your case notes, your CMS systems, your call 

logs.  I would even say your emails.  Some of us, if you’re doing a lot of 

email communication—you may not have that so much with your clients, 

but that too, becomes part of how you can reconstruct your time. 

 You should not do time keeping in front of your clients.  You don’t want it 

to appear as if you’re more focused on the administrative and not provide 

them with the counseling services that they need.  You should not use this 

to make up for unaccounted time during your contemporaneous time 

keeping.  You usually do your time keeping daily and then you realize, 

I’m not accounting for my eight hours a day.  This should not become a 

fill-in.   

 If you’re doing contemporaneous, remember contemporaneous means it’s 

continual and you’re doing it and you all may have a system in place 

where that’s how employees have to do it, so once again, your time 

keeping policies and procedures should support whatever method you’re 
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using, contemporaneous or reconstructive.  You should not use 

reconstructive as a way to go fill in the blanks with contemporaneous. 

 

 

 Under no circumstances should you be using averages or estimates.  

Whatever your timekeeping policy is, whether you keep time by ten 

minutes or fifteen minutes, rounding up and down, that’s not averaging or 

estimating, that’s reasonable.  But average or estimating is when you sit 

back, and let’s say you saw four clients today, you’re not doing 

contemporaneous time keeping, so you’re not continually tracking it, but 

you say, I saw four clients and  I’m going to give them each two hours a 

day because that sounds about that right.  That’s estimating.  The reality is 

for each client you should look at the actual time that you worked with or 

provided that counseling service to that client. 

 Let’s talk about some of your options.  One, you can continue to do what 

you’re doing with your personal activity reports.  If you’re an organization 

that you set up your system where once a month your activity reports are 

being signed and you’re maintaining your time keeping, and it’s 

compliant, you don’t have any findings, you’ve never been told that it’s 

not compliant, then you can continue to do what you’re doing.  If it’s not 
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broke, don’t fix it.  From that perspective, we would say you can continue 

exactly what you’re doing and be fine.   

 

 

 

 Another option now is you can maintain a system that allows for a 

description of the activity performed.  Option two is where we say you can 

use your existing time keeping and add some standard activity codes so 

that now your time and activity are on the same form so that once that 

person does their time, when they think about what they’re performing, 

they’re charging the time to the agency, how much time it’s taking to do it, 

and then to what activities they perform.  That’s all in one document that 

can be signed by the individual and the supervisor, and boom, you’ve met 

all the requirements. 

 Another option now which was not available to you before, is you can use 

the data recorded in the agency CMS system.  I know that when we’ve 

done some financial and administrative reviews we have accepted some 

agencies’ time keeping and personnel activity reporting, where they rely 

heavily on their CMS system.   

 Even in those circumstances, to us it almost seems more burdensome, 

where it could have been much easier to just do a timesheet as opposed to 
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have to go back to your client management system, because we know it 

has all your counseling activities.  But it doesn’t have your administrative 

activities associated with counseling, so there’s still a reconstruction that 

usually has to take place to capture all the hours, because you’re just doing 

your client work in there, but not your file management and any other 

administrative services that are allowable under this grant.  So, even using 

CMS there’s a reconstructive process that usually has to take place.   

 

 

 For agencies that don’t have a manual time keeping tracking system, just 

use a timesheet, which we’ll go over in this presentation.  Then we have 

some agencies, over time they’ve used staffing analysis to come up with 

how much time it usually takes for a person to provide counseling.  Then 

they maintain that historical data and that historical data they want to use 

to be able to support their personnel activity.   

 Well, one of the great things under your FY17 grant, which really started 

in your FY16 grant, is there is now the fixed reimbursement fee, where if 

you can show that you have historical data to support that generally this is 

how long it takes to perform this particular counseling activity and you 

can provide that, HUD will allow you to have a fixed reimbursement 
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amount per counseling activity.  That’s where that other methodology we 

talk about here comes into play. 

 

 

 

 With option one, and this is an electronic one, and for those of you that 

may be using some kind of electronic time keeping, it’s usually not hard.  

And they may not call it an activity code, it could be called a description, 

it could be called a comment section, but employees could be given 

standard codes to use for standard activity.   

 These are just examples, and these aren’t designated codes.  These are 

examples we’re using for illustrative purposes.  They gave a code of 

HC001, that’s 101 Counseling.  They explain what that means.  

Employees and their activities here, pre-purchasing, they can put what the 

activity code they had.  Here, you have your time keeping, here’s your 

hours, you have it charged by grant, and then you have it charged by 

activity.   

 By having a legend or providing the activity code it makes it very easy to 

comply with both requirements.  This is an electronic system, and a time 

keeping system wouldn’t look that much worse.  Even in this scenario, 

when we talk about contemporaneous versus reconstructive, you could do 
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this daily.  We’ve seen other timesheets where they list the activity codes, 

so here would be a list of activity codes and not the activity work or 

description, and then the grant would be listed here and then they would 

just charge the hours for the weeks of the grant.   

 

 

 Then down here would be anything else, or any other non-settled funds to 

show their total activity.  That’s why I notice on this time sheet we still 

have holidays, we still have sick leave, we still have annual.  If there were 

other funding sources they’re charging time to, they would be listed here 

under the fund codes, because remember we have to do total hours 

worked.  We have to see total activity.  This is signed by the employee and 

their supervisor.   

 Option two, and this is more contemporaneous, where in some 

organizations you can log in, there’s a start and stop time by activity, so 

this is really supporting that contemporaneous method.  Once again, 

you’re indicating which particular grant and then the activity that’s being 

performed, whether it’s administrative duties and what they are.  But here, 

notice that you have this contemporaneous because you’re able to enter 

start and stop times in your time keeping.   



HUD-US DEPT OF HOUSING & URBAN DEVELOPMENT 

Host: Kristen Villalvazo    

November 28, 2017/2:00 p.m. EST 

Page 23 

 

 

 That’s if you have something like this.  Some agencies we’ve worked 

with, they’ve had electronic and they can do this and we’ve helped them 

design their systems so that they can comply within their existing 

timekeeping system.  It’s usually a matter of how you’re using the fields 

within your electronic systems to comply.  Like I said, setting up just very 

specific activity codes for your HUD grant and making that the standard 

comment if that’s what your system allows a person to enter, or a 

description if that’s what they allow somebody to enter.  The direction 

comes from your policies and procedures, where you’re instructing 

individuals on how they should complete their timesheets and their 

personnel activity reporting.   

  

 Option three, I believe is a CMS system.  All client interactions should be 

maintained in the system.  This is coming from the CMS system, but then 

you have to do all client interaction in that system.  Otherwise, what we’ve 

seen with CMS systems is that the administrative of the back office work 

is not in the system.  Then, you have to go in, in those hours where it 

might be follow up or you’re updating their files or maintaining their files 

or reviewing information submitted.  If they’re not in here, because 

they’re not one-on-one or they’re not part of what you maintain in your 

CMS system because they’re not direct counseling, but they are allowable 
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charges, salaries, wages and time charges to the grant.  That’s the only 

thing about the CMS system, we usually see where you have to do some 

kind of reconstruction of the non-direct counseling hours. 

 

 

 We’ve seen this kind of timesheet where especially with smaller 

organizations where this may be their only funding source, they indicate 

what they did, the group workshop, four hours and one-on-one four hours, 

and Tuesday what they did, and Wednesday what they did.  In this 

scenario they would have dates here as well, but a very basic process with 

required signatures on it.  But that’s how they’re maintaining their 

documentation, in a very manual system, not with the formal timesheets, 

and as I said, it’s because, one, it may be a one-person shop or HUD is 

their only funding, so anything that they do is associated with a particular 

HUD funding.   

 Other considerations.  One of the things about the options is that you have 

to look at how your organization works best.  The goal is if you haven’t 

already adopted an option that works for you, and as I said, if it’s not 

broke, you don’t have to fix anything.  If you have not had any findings or 

any issues with your time keeping and personnel activity reporting, you 

can continue as you have been for the prior grant.   
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 If you’re new and not sure which one is the best approach for you, as I’ve 

gone through this and looked at some of these other considerations, you 

have to look at your organization size.  What makes sense for you?  Do I 

already have an electronic time keeping system?  Is it a matter of me just 

instructing employees on how to prepare timesheets for HUD in my 

existing system?   

 

 

 So, my system doesn’t change, it’s just that for employees maybe in my 

electronic system I have to give them more direction and say, for HUD 

you use these activity codes under, let’s say, description, and not a normal 

way you might just write out certain verbiage, “No, you use these activity 

codes.”  That could be the difference.  Or, if you have multiple grants and 

multiple funding sources and you are charging costs to them and you have 

individuals that work on multiples but you don’t have an electronic 

system, then that manual timesheet might make sense for you.  That may 

be the best tool that you should use for your organization.   

 As you can see now under the uniform guidance, you have more options.  

You did not have those options, you had to have that, monthly, signed, all 

of those options and it had to be done as a separate report.  You no longer 



HUD-US DEPT OF HOUSING & URBAN DEVELOPMENT 

Host: Kristen Villalvazo    

November 28, 2017/2:00 p.m. EST 

Page 26 

 

 

have that requirement, so you can now use some of these other options to 

be more flexible.   

 

 

 As far as policies and procedures, we give some common policies and 

procedures.  This is important, because one of the biggest issues with any 

kind of internal control system is the communication and dissemination of 

information to the various individuals.  It’s great if your accountant knows 

how timesheets get done, but not great if your employees that have to 

prepare them aren’t given instruction and guidance over how they 

complete their timesheets.   

 I’m not talking about manual instructions for a particular system like for 

an electronic system with user pass names, you enter this way.  No, this 

has to do with the content of the timesheets and the personnel activity 

reporting, why they have to do it, who has to sign it, how often does it 

have to be done.  What happens if you have to make a correction to it, 

especially a manual system?  The whole thing about nothing should be 

scratched out, it should be signed, nothing should be whited out, there 

should be a line through it, initials and dates, those kinds of instructions 

and guidance and policies and procedures.  These are examples of ones 

that are pretty effective that really can just be modified for your 
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organization.  Remember, if you have more than one federal award, these 

kinds of policies and procedures relate to any federal award.    

 

 

 

 

 Let’s go over some of our frequently asked questions.  I’m not going to try 

to answer the questions that are there.  We do have a couple of questions 

online.   

 I see this question here, and I’ll go ahead and treat it as a frequently asked 

question since we have time.  One question was:  “Is it required to be able 

to prove time spent performing an activity was done for a specific client?”   

 No.  That’s in your case management system.  We just need to know for 

your personnel activity reporting the issue becomes that you did 

counseling.  That’s what we want to know.  You see your MS system is 

where you’re documenting who you did this specific work from, and that 

all goes on your 9902s and your other programmatics.  From a financial 

perspective we just need to know the hours for performing direct 

counseling, versus follow up, versus file maintenance and things of that 

nature.   
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 Another question, if I report eight hours of counseling, I should be able to 

provide the names of all the clients.  Once again, that’s a CMS system.  

That’s your systems issue for your programmatic, for your work plan.  

That’s all the 9902s.  That’s not from a financial reporting from what 

we’re talking about, so yes, on your CMS system, you should.   

 

 

 

 We do compare what’s in your CMS system to what you’re reporting on 

your timesheet.  But the reality is we know that your CMS system doesn’t 

capture necessarily everything, which is why you have the flexibility to 

making sure your timesheet is complete and accurate and that that 

becomes the document that we rely on.   

 Do we do a reasonableness test?  Yes, we do.  For instance, especially if 

you haven’t met some of your counseling goals as far as the number of 

clients you’re supposed to serve, you look at that as compared to what 

you’ve billed and charged in having conducted the counseling services.  

Yes, that kind of analysis is done.  

 Another question asking only in reference to the admin burden on 

reporting agencies.  “Can you compare between federal agencies?”   
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 That’s an internal comparison that you would do about your federal 

agencies, how much time is being charged by individuals to the various 

federal agencies.  We’re not comparing the time charge.  We’re looking to 

make sure that whatever time that individual who signed that timesheet 

said that they charged to the HUD grant is the time that you billed to 

HUD.  That may be less, but it can’t be more than those hours on that day 

for what that person said that they billed to HUD.   

 

 

 

 So, we’re not comparing.  That could be an internal analysis you do, but 

that’s not something we do when we’re reviewing your time keeping and 

personnel activities.   

 “How should time be split up for something like a staff meeting?”  This 

becomes how you submitted your budget and whether you requested 

administrative hours as part of your salaries and labor.   

 Under the uniform guidance it does allow you to include administrative 

time as acceptable and allowable time charged to the grant, but that’s 

something you have to put in your request or in your budget when you 

justify how you’re using administrative time and not direct counseling 

time.  So, things like staff meetings and all those things are an acceptable 
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activity as long as you can demonstrate that that staff meeting was just to 

talk about HUD-related activities.   

 

 

 Any kind of justification for administrative time, you have to be able to 

show that that admin time is just for HUD in that situation within your 

internal controls, within your documentation, whether it be minutes from 

meetings or you have a HUD OHC comprehensive counseling grant 

meeting, and that’s what that meeting is for.  But if it’s a situation where 

you have a weekly staff meeting and you all come in and talk about a lot 

of different issues, it may very well not be an allowable cost or a charge of 

time for the HUD grant unless you can somehow support the actual hours 

and actual time that was charged to HUD. 

 Some other frequently asked questions.  The basic elements of a personnel 

activity report, you know you’re accounting for activity.  That’s why 

activity codes are fine.  I think sometimes they help employees because it 

kind of gives them direction in what they did.  Otherwise, you may have 

timesheets with a whole bunch of written verbiage and then it could be 

inconsistent from one employee to the next and when they know basically 

these are the activities we’re performing.   
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 So, what you’re doing should fit into one of these boxes.  If not, you may 

not be doing something that’s allowable under the HUD grant.  It has to be 

signed by an individual employee and a responsible supervisor.  Almost 

every example we showed you, those signatures are on the same 

document.   

 

 

 

 One of the biggest things is not having to do this separate personnel 

activity report.  Unless you’re doing it now, it works and you don’t want 

to have to retrain, then you would keep doing it the way that you’ve been 

doing it.   

 If you’re in a situation where you want to explore other options, having 

those signatures and the activity and the time on the same document, it 

really should reduce some of the administrative burden and it should 

reflect the actual work or after the fact determination of work performed.  

It’s not based on estimates.  I gave you a scenario where someone may 

say, I did HUD today, I saw four people, so you may have done, so I’m 

going to just say that was all direct one-on-one counseling, when the 

reality is maybe with one person you only talked to them for 15 minutes 

and you did some other administrative work.   
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 Well, that’s where the activity comes into play.  You can document 

exactly what work you performed and what activities you performed 

associated with that work, and it should be based on actuals, to the extent 

that you’re rounding up and down within whatever minute increments that 

you can bill.  Most of us don’t bill to the minute, you bill to five minutes, 

or you bill to ten minutes.  That’s not estimating.  An estimate is, as I said, 

when you’re just doing it on best guess and it’s not based on actuality.   

 

 

 Another frequently asked question.  “If an employee is filling out his or 

her PAR and not sure what grant fund code to charge, what should they 

do?”   

 Well, I’ve learned that that is very common with grants, especially where 

you have employees that are doing similar services under multiple funding 

buckets, whether it’s a grant from a federal government, or they may be 

doing housing counseling under another grant, or another fund received 

from another organization.  When they’re working with that client, they 

don’t necessarily know to bill.  This is when your internal controls kind of 

kick in.  This is when a person should be advised or should be given some 

directive from management as to how they bill and who they bill under 

various scenarios.  As a part of that, that’s why they should know the 
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different funding sources.  It may be that how they bill is based on the 

work being performed.   

 

 

 

 If you’re doing pre-purchasing, they should know that this is under the 

HUD grant, or if you’re doing NFMC then they may need to know this is 

under another grant, but that is a part of the whole communication and 

dissemination of information to the various individuals.  That’s what we 

call authorization.  They should know what they’re authorized to charge.  

That is a reflection of your internal control.   

 What should happen is, one, if the person’s not sure, they should ask either 

before or immediately following whenever they provide the services.  

That’s why how often you make them do their time keeping is important, 

herein, a perfect situation.   

 If you’re doing reconstructive and they don’t have to submit timesheets 

each month, then that means that they’re going to have to go back and try 

to remember who they served, or who they worked on, or what they did to 

make sure they get the right charging code.  If you’re doing 

contemporaneous or something close to that, where maybe they complete 

their timesheets daily, and whether they submit them, or they’re done 
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electronically, then there’s a higher probability that they’re going to get 

the right charging information for their time, because it’s closest to when 

the activity actually occurred.   

 

 

 

 So, this whole issue about them not knowing where to charge is really an 

internal control deficiency.  They should be given clear instruction, 

whether it’s based on the types of services they’re providing or the 

counseling that they’re providing, or understanding the various funding 

sources, and this is in your policies and procedures, or just directions that 

if you’re not sure, to ask your supervisor.  That, in and of itself, is giving 

them some consciousness that they just can’t make unilateral decisions to 

say, let me charge it to this grant when they haven’t confirmed that those 

services are under a particular funding bucket. 

 “A PAR only requires a HUD grant.”  No, any federal awards, timesheets, 

federal awards.  Now, non-federal awards it depends on the grant 

agreement, it could depend if they’re state or local what those 

requirements are, but for any federal award, so this is not just HUD OHC, 

this is any federal award per the uniform guidance.   
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 However, if you do have federal awards or it’s part of your business 

strategy to obtain federal awards, it is good to have these procedures in 

place and these practices in place because, remember, you have to do 

100% accounting on these timesheets.  So, even if HUD is your only grant 

for any time that you’re going to charge HUD your supporting timesheet 

should reflect 100% of that person’s activities.   

 

 

 In addition, from a management perspective to the extent that you collect 

and maintain this information relative to your time, it can help you when 

you’re looking at price budgeting for other similar efforts when you’re 

looking at maybe under firm fixed arrangements how many hours does it 

really take me to perform similar services, or your management, your 

organizational structure, your level of effort.  It provides you with so much 

management information, especially if you’re capturing it in such a way 

that you can generate reports and look at your time activity per person.  It 

helps you with utilization.   

 So, there’s a lot of good things about this.  I always say it starts with one 

little simple—whether it’s a piece of paper or if it’s an electronic system, 

where you can capture a lot of information that really could prove 



HUD-US DEPT OF HOUSING & URBAN DEVELOPMENT 

Host: Kristen Villalvazo    

November 28, 2017/2:00 p.m. EST 

Page 36 

 

 

beneficial to your organization as a part of a much larger plan, whether it’s 

under a federal award or not.  

 

 

 

 I’m checking to see if there are any other questions that I think are 

frequently asked questions.  I think they’ve all been answered online, on 

the webinar chat box.   

  “Does the PAR only need to show hours worked under HUD housing 

counseling grant?”  No, I think I’ve belabored that issue.  But just as an 

example, it has to reflect 100% of the activity.  And you can refer back to 

this to see examples of how that looks when you’re talking about a full- 

time person, how many hours they work in total and how they must 

account for all of their hours worked, although only as far what’s billed to 

HUD, are those hours worked on a HUD respective grant.   

 “What level of activity detail is required to be in compliance, e.g. 10 

minutes or a phone call with a customer?”  It’s important that we 

differentiate between the levels of detail and then the time increments.  

You can determine your time keeping increments.  The increment is 

normally very low.  Ten minutes is probably the highest out.  However, 
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the time captured could be monthly, even though some organizations have 

decided to do it more frequently.   

 

 

 

 So, when you’re looking at your increment for billing, you tell somebody 

if what you’re doing is up to ten minutes, then you should bill for it, kind 

of like lawyers and accountants and things like that.  This, once again, 

even determines things like your billing increments as far as time, and if 

you have historical data that really helps you to understand what makes 

sense for you.  Maybe you notice that you have a lot of one and two-

minute telephone calls.  So, how do we handle all of that?   

 That may be grouped together in your follow up activities, or people are 

trained how to—okay, when you do follow up activities, when you make 

these multiple calls, then maybe you’re doing it in such a way that you’re 

doing all of those activities at one time, or you’re following up as best you 

can, or tracking when you put a file down or when you pick up a file up.  

There’s no perfect science, but the higher the less reliable, so you want to 

have a billing increment that you can live with and it’s easily transferable 

to billing.   
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 But you don’t want it to be too high where it then becomes unruly or it 

appears as if there’s potential for waste because you’re overbilling or 

improper billing because you have somebody rounding up a ten-minute 

call or a 16-minute call to 30 minutes, because there’s no 15-minute 

increment, you’re supposed to bill in 30 minutes.  It’s one thing to round 

up a five-minute or an eight-minute call to ten minutes, but it’s another to 

round up an eight-minute call to 15 minutes.   

 

  

 It doesn’t have to be rocket science, you just need it to be reasonable, so 

ten minutes is reasonable, 15 minutes is reasonable; anything above that, 

then you start to get into potential improper billing, over-rounding.  

Employees, once again, communication through your policies and 

procedures is important so that they’re sensitive to the fact that they have 

to be sensitive to how they’re rounding up and down.   

 “Can administrative or management time be charged as a direct cost?”  

Yes, it can.  But, one, are integral to a project or activity, whatever those 

administrative or clerical individuals involved can be specifically 

identified with the project or activity, they are explicitly included in the 

budget or have the prior written approval of the federal agency, and this is 

directly from the uniform guidance, Section 204.13. 
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 And also these costs are not also recovered as indirect costs.  For instance, 

if you have an administrative assistant and you’re also using a negotiated 

indirect cost rate and your administrative staff is a part of your NICRA 

and you’re charging those indirect costs, you can’t ask for that 

administrative position to be a direct charge unless you’re adjusting it out 

of your NICRA, which would be very complicated.  So, pretty much if 

you have an indirect cost rate and your negotiated indirect cost rate 

agreement includes your administrative salaries, well then you cannot use 

it as direct charge if that person’s salary was included in your NICRA and 

you’re using your NICRA and you’re charging your negotiated indirect 

cost rate to the grant.  

  

 

 Under a different scenario, if you’re not charging a NICRA, or let’s say 

you’re—I’m steering away—you’re electing the 10% de minimis rate, you 

may be in a position where you can argue that the administrative or 

clerical services are integral to a project or activity, because the 10% de 

minimis rate, your indirect costs are not as defined and it’s a lower 

estimate of what your indirect cost should be.  You can argue that point, 

that that’s a direct cost, so then it becomes a part of reducing how much of 

that 10% you get.   
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 Comments or questions?  If you have any questions, I did try to answer 

those questions in the control panel that I thought might assist the entire 

group, but if after this call you realize you do have questions, please send 

them to housing.counseling@hud.gov.  In the subject line item, please 

include Personnel Activity Reporting and Time Keeping, and your 

questions will be responded to in a reasonable time period.   

 

 

 I thank you all for your time today, and hope to work with you in the very 

near future.  Thank you. 

Moderator Ladies and gentlemen, that does conclude your conference for today.  

Thank you for your participation and for using AT&T Executive 

TeleConference Service.  You may now disconnect.  
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