/\@ CLARIFICATION OF TIME AND
EFFORT REPORTING PROCESSES

UtahStateUniversity

The federal government requires Utah State University (University) to follow financial
regulations found in the Office of Management and Budget (OMB) Circular A-21. These
regulations require the University to maintain a payroll distribution system that is incorporated
into the official records of the institution, reasonably reflects the activity for which the
employee is compensated and encompasses both sponsored and all other activities on an
integrated basis.

The University uses the Plan-Confirmation method as defined by OMB Circular A-21 to meet
its requirement for time and effort monitoring and reporting. This method includes the annual
budgeting process, review of the monthly Personnel Services report, the salary reallocation and
EPAF process, and the review and certification of the annual Time and Effort Report.
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As an additional monitoring tool, the Controller’s Office is now distributing a quarterly report
for departments which allows the reviewer to compare each individual’s work effort to actual
salary charges and future allocations on a quarterly basis. The distribution of salaries over the
long term (fiscal year) must be reasonable in relationship to the actual effort expended by that
individual. These quarterly reports should be reviewed and salary reallocations or EPAFS
processed if it is determined that the salary charged and to be charged to a given project does

QUARTERLY:

not reasonably reflect the percentage of effort the individual is expected to provide over the
long term. (See Page 2 Effort)

To keep campus aware of updates and changes in research policies and to share best practices

Recent Audit Results federally defined time period.
However, if the institution establishes
.« | From Annual A-133 Compliance a timeframe for completion, there is

audits: the chance the institution will be tested
to determine compliance with their

policy).

ON TRACK!

« Inadequate process to compare

proposed effort to actual effort.

o Incorrect/inconsistent institutional base
salary (IBS) used in calculating
proposed/actual effort.

Proposed effort not met.

« Report of actual effort not signed/
certified by individual with suitable

o Late or missing retroactive salary
means of verification.

corrections. (See page 2 Audit)
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Mission of this newsletter

« Reports not completed in a timely
manner (Note: There is no




(Continued Page 2 Effort)

Principal Investigators ultimately have the responsibility to make sure all salaries and wages paid on an award are appropriate
and accurate for all effort expended on sponsored projects. The Controller’s Office is responsible to provide appropriate train-
ing to those reviewing, monitoring and certifying time and effort. Department Heads/Directors are responsible to contact Irene
Jorgensen (797-1061) in the Controller’s Office to schedule training within the departments for those individuals working with
time and effort related processes.

We hope you are having an enjoyable summer!

Accountant Contact Information: See http://www.usu.edu/controller/spal/index.cfm




