Time and Effort Reporting and Monthly Reconciliation Procedure/Process 
Latest Revision Date:  May 21, 2026
Purpose:	The purpose of this document is to provide procedures regarding the time and effort certification process.
I. Types of Pay (Funding Sources) to be Considered for Time and Effort Reporting and Reconciliation

a. Grant – Effort identified by the award/agreement budget (percentage of participation or work on a grant). This can be captured in the following methods:
i. Direct hire – An individual specifically hired to perform specific work on a grant.

Information is captured from the Hire Authorization form via PeopleAdmin.
ii. Cost Share – This is a required match identified by the award/agreement for a specific individual.
iii. One-Time Pay – This is a type of payment to an individual normally captured on the Authorization for Additional Employment for Exempt Employee Form. This type of pay requires justification of service provided and service completion.
b. Overload – Any work that exceeds 100% of regular assignment. Time and Effort captured on Authorization for Additional Employment for Exempt Employee Form.
c. Position Control – An employee hired for employment as a stateside (campus) employee. Information regarding this type of hire is captured on a Hire Authorization Form, submitted to Human Resources via PeopleAdmin.
d. Faculty Release Time is a demand from the grant for release of Faculty on Position Control to fulfill grant responsibilities. Effort is determined based upon the required time and effort outlined by the grant budget and current workload. Time and Effort is reflected as Work Time Unit’s (WTU’s) on the Position Control Action Request . Faculty Release Time and time for Replacement Lecturers is recorded and expensed by preparation and processing of Journal Entries. Justification includes back-up in various

forms, such as LCD/Salary Paid/Budget Allocation, etc., and should be completed monthly.
e. Replacement Lecturers assigned by the College  Analyst in collaboration with Principal Investigator. The College  Analyst works with the Principal Investigator to align allocation with the grant budget. College  Analyst completes and provides the  Position Control Action Request Form for the Faculty Release Time and any required Replacement Lecturers and passes it on to the Post Award Grant Analyst for review, approval and entry.
f. Summer Pay – Time and Effort captured on Authorization for Additional Employment for Exempt Employee Form, or Request for Special Consultant Pay Form.
g. Other – Applies to various types of Time and Effort, not outlined above, to be recorded and is captured on Authorization for Additional Employment for Exempt Employee Form or Request for Special Consultant Pay Form.
II.  Evaluation of Time and Effort Certification

a. Upon receipt of Funding Source forms (type of payment), from designated grants throughout the current month, each Post Award Grant Analyst is responsible for inputting Time and Effort data into the Combined Grants Effort Billing Log.
b. Upon completion of each entry, the Post Award Grant Analyst is responsible for uploading an electronic copy of each Time and Effort Funding Source form to be saved in the respective Time and Effort folder.
c. On the first working Friday of each month, all Time and effort entries are due to the assigned Post Award Grant Analyst responsible for completion of monthly reconciliation. Following reconciliation, the assigned Post Award Grant Analyst will send out an email notification to all Post Award Grant Analysts confirming that all Time and Effort entries have been completed and electronically saved in the Time and Effort folder.

d. Once email confirmation of completion is received, the Post Award Grant Analyst will proceed with reviewing and finalizing the monthly reconciliation of the Time and Effort Funding Source forms to the data entered into the Combined Grants Effort Billing Log. A monthly reconciliation is to be completed and submitted to the Senior Grants Analyst  of Sponsored Programs Post Award Services no later than the second working Monday of the month.
e. To ensure accuracy, completeness of each entry and threshold does not exceed 125%, the assigned Post Award Grant Analyst will perform the reconciliation by:
i. Reviewing the Combined Grants Effort Billing Log against the monthly Time and Effort Funding Source Forms, saved in the respective Time and Effort folder, ensuring all time is entered and ties to each type of pay recorded - Time and Effort Funding Source.
ii. Individually filter the Combined Grants Effort Billing Log by column: Faculty Staff Last Name.
iii. Total the salary percentage for each Faculty Staff column.

iv. After totaling each individual’s Time and Effort percentage, review and reconcile level of effort spent against the allowable threshold of 125%.
v. Save each reconciled entry electronically, to include:
a. First Name, Last Name and Semester.

vi. Submit to  Senior Grants Analyst of Sponsored Programs Post Award Services for review and approval.
f. The rate of pay for employees on federal grants cannot be higher than the institutional base rate/CSU base rate of pay for the primary assignment, in accordance with HR 2002-05 (https://calstate.policystat.com/policy/16708773/latest) . If applicable,
after the Senior Grants Analyst  of Sponsored Program Post Award Services

review and approval, the assigned Post Award Grant Analyst will send an email notification to any identified Faculty/Staff exceeding the 125% threshold as outlined in accordance with 2 CFR 200.430 and 2 CFR 200.431. *See Sponsored Programs Post Award Policy for additional information.
*Funding Source forms may include, but not limited to, sponsored project activity direct time, release time, additional (overload) employment time, and compensated cost-share time.
III. Completion of Time and Effort Certification

a. Time and Effort Funding Certification forms are completed by the Post Award Grant Analyst on a semester basis (Ex. Fall, Spring and Summer - if applicable). At the end of each semester, the Post Award Grant Analyst enters all recorded Time and Effort captured throughout the corresponding time period (i.e. Fall, Spring, Summer). The Time and Effort Certification is completed and sent to the respective Employee, PI, and College Dean  for review and approval/certification of time. Upon review, and prior to approval/certification, the Employee and/or PI  must make any necessary revisions and add any Compensated Time that is not reflected. Once all time is recorded and all signatures of approval have been obtained, the original is routed back to the Sponsored Programs Post Award office for review and retention. If applicable, any revisions or additional time is noted and updated. If any revisions cause the allowed threshold of 125% to be exceeded, a notification email will be. Completed and approved Time and Effort Funding Certification forms are due to Sponsored Programs Post Award 45 days after the semester ends.
IV. Steps in Collecting Time and Effort Certifications
1. Assigned Post Award Analyst will send an email notification to respective Employees with a copy to the Principal Investigator (PI) and College Dean, notifying them Time and Effort Certifications (i.e. Fall, Spring, Summer) will be routed through Adobe Sign for review and approval of time.  
2. Assigned Post Award Analyst will route Time and Effort Certifications to the respective Employee, PI, and College Dean for review and approval/certification of time.  Certifications are routed via Adobe Sign.
3. If Employee has not approved Time and Effort Certification within two weeks of submission, Analyst will send an Adobe Sign reminder requesting approval.  If Employee has not approved Certification during first reminder, a second reminder will be sent via email with a copy to the PI and College Dean.  If Employee has not approved within the second reminder, a third reminder will be sent via email with a copy to the PI, College Dean, and Associate Vice President of Grants Research and Sponsored Programs.  
4. When an employee leaves, takes extended leave, or is otherwise inaccessible, Analyst will follow these steps to stay compliant
a. Locate a supervisor, Principal Investigator (PI), or responsible official who has "suitable means of verification" that the work was actually performed.
b. Ensure the certifier reviews the time distribution to confirm it reasonably reflects the employee's compensated activities.
c. Keep documentation detailing why the employee could not sign (e.g., termination, protracted illness) and who authorized the alternate signature.
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