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Training Topics

1. Importance of Timekeeping & Personnel Activity
Reporting

Timekeeping System
Personnel Activity Reporting

Standard of Documentation of Personnel
Expenses

5. Implementing Practices in Compliance with the
Uniform Grant Guidance

6. Frequently Asked Questions
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Importance of Timekeeping &

Personnel Activity Reporting
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Importance of Timekeeping &
B Personnel Activity Reporting

0 1. §200.430 Compensation—personal services:

compensation for personnel costs under Federal
awards must be:

e Allowable

e Reasonable
e Allocable

2. Timekeeping & personnel activity reporting

provide support for time charged to Federal
awards

3. Required for employees whose time will be
charged to a Federal award
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Importance of Timekeeping &
B Personnel Activity Reporting

Timekeeping Definition:
e The process of recording time/hours worked by an

employee.

e Timesheets must be signed by employees and authorized
supervisor.

e Penalties for falsifying or completing another person’s
timesheet.

Personnel Activity Reporting Definition:

e The process of documenting activities performed by an
employee.

e Used to confirm that the distribution of activities
represents a reasonable estimate of work performed
during the period.
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Timekeeping System
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Timekeeping System

@, 1. Track time to be able to allocate labor hours worked to
@ various projects.

2. Show hours worked by labor category.

3. Show hours worked by Federal award charge code.

4. Ensure nature of work performed determines the proper
distribution of time (not availability of funding, type of
grant, etc.).

5. Enforce accurate and complete preparation of
timesheets as part of employee job description.
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Timekeeping System
. pPINg Sy

@

@ Timekeeping Options

Contemporaneous

1. Employees enter time daily.

2. Time can be captured through time entry software or
a manual log system.

3. This option provides a more accurate, detailed
account of time than a reconstruction of activities.

*NOTE: This is the preferred method.
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Timekeeping System

@ Timekeeping Options

Reconstructive Timekeeping

Employees rely on notes, call logs, client management
systems, emails, etc. to reconstruct the required
timekeeping records.

(I ||I}I-| F’-. I'}l
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Timekeeping System
. pPINg Sy

(=)
@ Best Practices for Reconstructive Timekeeping
1

DO use case notes, call logs, workshop logs, or other
documentation to help reconstruct time spent within each grant
activity after active counseling activities have been completed

2. DON’'T perform timekeeping functions in front of clients to avoid
presenting the image that the counselor is more focused on
capturing time vs. providing counseling services

3. DON’'T use reconstructive timekeeping to make up for unaccounted
time during contemporaneous timekeeping
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Timekeeping System
. pPINg Sy

@ Timesheet Example
@ Employee Timesheet

Name: Date:
Badge #: Dept:
Manager:
Date [[3] Churt Breaks Reg. Hours OT Hours Total Hours

Employee Signature:

Date:
Date:

Manager Signature:
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Personnel Activity Reporting
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Personnel Activity Reportin
- y R€EP 9

1. Must track the distribution of work activities by
hours, funding, and individual for the period.

2. Must be detailed enough to determine if activities
are for direct or administrative services.

3. Must reflect 100% of activities performed.

4. Must be detailed enough to determine allowability is
consistent with grant and regulatory requirements.

I

*NOTE: Personnel costs on average account for over 90%
of the costs charged to HUD/OHC awards.
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Personnel activity reportin
- y rep 9

Basic Elements

-~ |B Personnel Activity Reporting must at least:

1. Account for all activities worked on by the
employee

2. Besigned by the individual employee or by a
responsible supervisor who has first-hand
knowledge of the activities performed by the
employee if a separate reporting is maintained

3. Reflect an after-the-fact determination of the
actual activity of each employee (it must not be
based on budgeted hours or funding availability)
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Personnel Activity Reporting

§ 200.430 Requirements:
1. Must have policies and procedures

2. Must maintain documentation for personal
activity reporting

3. No longer required to have a separate
monthly report
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Personnel Activity Reporting

Policies & Procedures Example
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Personnel Activity Reportin
- y R€EP 9

e Option 1: Continue to maintain Personnel
Activity Reporting

* Option 2: Add personnel activity codes to the
timesheet

e Option 3: Use data recorded in the Agency’s
Client Management System (CMS) to support
charges made to HUD awards

e Option 4: Manual system for Agencies that do
not have an electronic system

OFFICE OF HOUSING COUNSELING 18




Option 2 — Manual Timesheet with
Activity Code

Example of Documentation

ABC, Inc.
Employee: John Doe
Employee ID: 1234567
Activity/Work Activity Total
Fund Code PO P e Day of the Month
1] 23] a5 6] 78 o [20]a11]i12]1s][1a]15]a6]ar]as]io]20]21]22]02s]2a]25]26]27]28]20]30]s1
HUD-OHC-FY 13 Pre-purchase counseling |HC0001 a0l 4 als|s]|s| e
HUD-OHC-FY 14 Administrative HC0006 28] 4 s|ls|s|s
HUD-OHC-FY 14 Training HC0003 40| s|s]|s|s 8
HUD-OHC FY 14 Marketing HC0004 16 8 8
Special Needs Administrative SNo0OL 4 4
Leave Without Pay 8 8
Holiday 8 8
Sick Leave 16 8 8
Annual (Vacation) Leave
Compensatory Leave
Budgeted Hours 160
Compensatory Leave o
Earned
Total Hours Worked and 1e0| 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8 8
Leave Taken
Legend:
HUD HC Activity Code |Description What is included?
HC0001 One-on-One Counseling | Pre-purchase homebuyer counseling: resolving or preventing morigage delinquency . helping w ith home maintenance or
Ho0002 Group Gounseing Pre—l;)u:c-|1_lw_a;ser hozﬁuyer eEucau:J_FH_:’\:vf?nr =hop resovvng7ﬁe:/fnﬁ'tul'\g mortgage afe |:gue_u_rl|lc :/:orEﬁcD POST pfl;rcﬁas'e_
HC000: Training Training directly pertaining to the federal aw ard
HC0004 Marketing & Outreach Organize, attend, and/or_participate in special events and promotions advocating housing counseling
HCO00 Travel Travel directly pertaining to the federal aw ard.
HC0006 Administrative Daily administrative duties including but not limited 1o review ing files of clients and Client reports
[HOD Special Needs Act|Description What is included?
SNOOOL Administrative Daily administrative duties including but not limited to review ing files of clients and ing client reports
I certify and attest that the allocation of time reported is an accurate and truthful disclosure of the w ork performed for the sources of funding identified herein.
Employee Signature Date
Supervisor Signature Date
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Option 2 — Electronic Timesheet wit
Activity Code

Example of Documentation

N

Logaed in ax: STophanie Farrs

ﬁ Timesheets.com”

GETAPP REVIEWER--DO NOT CALL - 12737 My Account Contact Logout

. Prind This. Page  ©" Fage Optsons.

| noueiytme M PROJECT TIME | EXPENSES e HR DOCS SETTINGS |

Accrued Sick: 0.00 hirs Reguiar D hrs O hrs
Accrued Vacation: 0.00 hrs Unpayable/ Salaried 0.08 hrs Ohrs
Accrued PTO: 0.00 hrs 1.6x O hrs Ohrs
Ewents & History: Event Log | History 2.40x 0 hrs O hrs
DReductions -8 hrs
Timezone coT

Tunecand

E3 || Date Hours
= WED  May 21,14 0511 P - Currently Clocked In
WED May 21,14 0247 P - 0352 e .02 0B Uncategorized P I{b 0

Totals | Accl. Code Holes Edit | Spiit| Del

Resteds 1-1201 Shew| 40 ¥ | Far Fage
Hilp & Resources e B
i
Approwe Time .Uiﬂbuﬂﬂ"ﬁ Ml Penting 4 Edit Request
&7 User Signea & seie
Archive Time [Jrro e w Approwed i
et et © oviee

Projects
Kiigarves THi [[] urearsvie:saiaries wnersacy ) Arshhved

Archive Time Some houtly Day Totals may be Shawn in red 85 help prevent cusrtime.

| Wi Dwtails A Edit

Vendors

Evenis
Reconcile
Setup Wizard
Announcaments
Daily Comic

Copyrigtt £ 20042014 TimaClomOnline. com, Ing . All Rights Reseres. Privecy Stasement Teems of Uie
By waing thiy webeith. you SEncwisdge 8nd Bores 1 SUr teems Bnd conditicns. SECURE = B8.211. 43 101
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Option 4 — Manual System

Example of Documentation

Manday Tuesday Wednesday Thursday Friday
Mﬂ: Sial2015 Sia2015 S0 201G SHNz016 aH2i206
e Client or Client or Clignt or Client or Client or
1,_@5’@1: ‘Warkzhop # e fous Warkshop # e s Warkshop # el Warkshop # et ‘warkshop # el s
Group Education Warkzhops SdETE3 3.5 S4BT 3
Fre-Purchaze Clients
Pozst-Purchaze Clients
Tzt Time Home Buver Education SdETI2 4
Predatory Lending Education 24570 4
JTHER [HECM, NFMC, etc. Identify):
Ore—on-Onelndividual:
134336 2
134330 15 134357 1
134351 2 1343595 2
Detault-Oelinquency 134332 1 134333 1
Fre-Purchase Cliznts
Post-Purchaze Clients
1343593 1
Fental 134354 1
Homeless 134335 2
JTHER [HECM, NFMC, etc. Identify):
Follow-up [all activity] 135000 2
Daily TOTAL q i q i 5 i 1] 0 2 T
Employes Hane Dec Date: 8/12/ 2016
Supervisar Anna Snow Date: BI512016

*All client interaction should be maintained in the system.
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Standard of Documentation
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Standard of Documentation of
Personnel Expenses

Charges to Federal awards for salaries and/or wages must be
based on records that accurately reflect the work performed.
These records must:

e Be supported by a system of internal controls which provides
reasonable assurance that the charges are accurate,
allowable, and properly allocated.

e Beincluded in the official records of the non-Federal entity.

e Reasonably reflect the total activity for which the employee is
compensated by the non-Federal entity, not exceeding 100%
of compensated activities.

e Include all activities paid by the non-Federal entity.

e Comply with the established accounting policies and practices
of the non-Federal entity.
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Standard of Documentation of
Personnel Expenses

Charges to Federal awards for salaries and/or wages must
be based on records that accurately reflect the work
performed. These records must:

e Support the distribution of employee salary or wages
among specific activities by awards and/or funding
sources, if the employee provides direct service on an
award, or by indirect pool, if the employee provides
indirect service.

 For nonexempt employees, in addition to the
supporting documentation, the time charged must
also be supported by records indicating the total
number of hours worked each day.
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Frequently Asked Questions
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Frequently Asked Questions

Q1 - If an employee is documenting personnel activity and is not sure
what grant/fund code to charge, what should they do?

A1l — Personnel activity reporting can be prepared using descriptions of
the jobs performed. These descriptions should then match the tasks
associated with the grant/fund code to be charged.

For example: an organization receives housing counseling funding from
two different sources but the counselors are not aware of which source
will be charged for the time spent for a particular counseling session.
Once they are advised of the grant/fund to be charged, he/she should
update their documentation of personnel activity, initialing and dating
the change, to include the correct grant/fund code and re-send to the
person who approves their timesheet. The person making the decision
on what grant/fund to charge, preferably from the accounting/finance
department, must ensure that activity and hours are charged to only
one of the funding sources to avoid double dipping.
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Frequently Asked Questions

P

Q2 - Is personnel activity reporting only required for HUD HC
grants? Is a timesheet required to be your documentation of
personnel activity?

A2 - Personnel Activity Reports are required from all
organizations receiving grants from any Federal agency where
salaries and wages are charged to the award. Personnel
activity is not required to be reported on a timesheet.
However, as a best practice many agencies use activity codes
on their timesheet to comply with the reporting requirement.
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Frequently Asked Questions

Q3 - Does personnel activity reporting only need to
show hours worked under the HUD Housing Counseling
grant program?

A3 — Personnel activity reporting must reflect 100% of
the individual’s time. It should not be based on a 40-
hour week but include all the hours worked by the
individual for the specific period of time.
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Frequently Asked Questions

Q4 — Can administrative and/or management’s personnel cost be
charged as a direct cost of the grant?

A4 - §200.413, Direct costs, of the Uniform OMB Circular states ... “(c)
The salaries of administrative and clerical staff should normally be
treated as indirect (F&A) costs. Direct charging of these costs may be
appropriate only if all of the following conditions are met:

1. Administrative or clerical services are integral to a project or
activity.

2. Individuals involved can be specifically identified with the
project or activity.

3. Such costs are explicitly included in the budget or have the
prior written approval of the Federal awarding agency.

4. The costs are not also recovered as indirect costs.
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Please forward any questions to:

housing.counseling@hud.gov
with

“Timekeeping & Personnel Activity
Reporting ”

In the Subject line
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