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Appendix 3 

on of charges to payroll. 

D uired Under  

 
Documentation Required for Charges to Payroll 

The following chart provides a comparison of

ocumentation Req

 OMB Circulars A-87, A-122, and A-21 as they relate to requirements for documentati
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Operated by a Nonprofit rganization 

OMB Cir   
nt Charter Schools Operated 
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for Open Enrollme
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All charges to payroll for grant-funded perso
must be based on one of the following: 

1) certification (except for programs cover

n

e
se a signed and dat
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file); 
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nel 

d under 
ed job 

 
(

Ed-Flex, in which ca
ust be description m rsonnel 

g 
riptions. 

(2) time and effort records; or 
(3) substitute system. 
 
This section also covers items related to u

et estimates, cost sharing, and job d

(1) CERTIFICATION:  For employees: 
(a)  who work 100 percent in admin

programs that are part of conso
administrative funds;  

(b)  who work under a 
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lid

single

rating 
ated 

 grant program; 
or 

(c)  who work under a single cost o
including Title I, Part A school
programs funded from eligible
funding sources. 

bje
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These employees are not required to maintain 
time and effort records.  However, each 
employee must certify

ctive, 
e  
ltiple 

 in writing, at least semi-
annually, that he/she worked solely on the 
program(s) for the period covered by the 
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 and effort records.  T
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th the TEA

epo
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ting the 
of hours worked each day.  These records must 
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Department of Labor regulations implementing 
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estimates made before 
  Significant changes in the 
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in work distribution.  
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ing an annual statement signed by 
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performed, must be met. 

 
(2) After-the-Fact Activity Records:  Distribution of 

salaries and wages is supported by activity 
reports which reflect an after-the-fact 

All charges to payroll for grant
be based on distribution of ac
includes professionals an
whose compensation is charged
part, directly to awards.  Therefo

nded staff must 
ty reports.  This 
professionals 
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in accordance w
of colleges and universit
provide for after-the-fact conformation or 

re, all 
ed or partially 
d effort records. 

d effort reports, 
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funded, must maintain time
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A
ppendix 3—

continued 

Documentation Required Under  
OMB Circular A-87  

for LEAs, ESCs, and Open Enrollment Charter 
 

Documentation Required Under  
OMB Circular A-122

Schools Operated by a Governmental Entity 

  
Schools 

anization 

Docum

for Open Enrollment Charter 
Operated by a Nonprofit Org

entation Required Under  
rcular A-21OMB Ci   

Charter Schools Operated 
of Higher Education 

for Open Enrollment 
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certification.  The certification must b
the employee or by the supervisor h
hand knowledge of the work perform
should reference the employee’s sig
dated job description maintained in th
personnel file.  Charges to the grant m
supported by these semi-annual certific

e si ed by 
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, organizational 
tivity for 
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g first-
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Circular A-87 Cost Principles effectiv
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which cost data is needed and for wh
are incurred.  A Title I, Part A school

ich costs 
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program funded from multiple funding sources is 
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s, for further 
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Appendix 9, Schoolwide Program
guidance. 

(2) JOB DESCRIPTION:  For employees: 

( in 
s that are part of 

LEA’s consolidated administrative funds;  
gram; or 

ive, 

funded from eligible multiple funding 
sources. 

These employees are required to maintain on file a 
signed and dated job description which clearly 
shows that the employee is assigned 100 percent to 

employee" under FLSA. 

 for
r

e section entitled "Co
personnel services." 
 

tivity expended by 
 may be made initially on 
s, provided that such 

charges are promptly adjusted if significant 
ted by activity records. 

 Records:  The distribution 
es is supported by records 

which certify separately for direct and F&A (i.e., 
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ties.  

 be prepared for each 
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 must be signed by the 
on having direct knowledge 
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is of estimates, provided that 
promptly adjusted if 
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Refer to OMB Circular A-21 for more detailed 
information pertaining to charges to payroll 
under the section entitled "Compensation for 
personnel services". 
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A
ppendix 3—

continued 

Documentation Required Under  
OMB Circular A-87  

for LEAs, ESCs, and Open Enrollment Charter 
ental Entity 

Documentation Required Under  
OMB Circular A-122

Schools Operated by a Governm

  
for Open Enrollment Charter Schools 
Operated by a Nonprofit Organization 

Documentation Required Under  
OMB Circular A-21  

for Open Enrollment Charter Schools Operated 
by an Institution of Higher Education 

the program or single cost objective.  T
description must be updated annually or
function or activity is added to or deleted 
existing job description, must clearly iden
function and activities performed by the 
for the appl

he job 
 when a 
from an 
tify the 

employee 
icable fund source(s) or cost objective, 

 and must be maintained in the employee’s
rsonnel file. 

(3) TIME AND EFFORT

pe
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(a) who do not work 100 percent in 

administrating programs that are
LEA’s consolidated administrative funds;

 part of 
 

(b) who work under multiple grant 
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These employees are required to mai
and effort records or to account for 
under a substitute system.  (See numbe
Employees must prepare time and effo
at least monthly, to coincide with pay pe
Such reports must reflect an after-the-fac
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ntain time 
their time 

r 3.) 
rt reports, 
riods.  
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bution of 100 percent of the actualdistri  time 
st be signed by the 

 be adjusted 
at least quarterly to coincide with preparation and 
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Examples: 
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administering programs that are part of the 

spent on each activity and mu
employee.  Charges to payroll must
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A
ppendix 3—

continued 

Documentation Required Under  
OMB Circular A-87  

for LEAs, ESCs, and Open Enrollment Charter 
tal Entity 

Documentation Required Under  
OMB Circular A-122

Schools Operated by a Governmen

  
for Open Enrollment Charter Schools 
Operated by a Nonprofit Organization 

Documentation Required Under  
OMB Circular A-21  

for Open Enrollment Charter Schools Operated 
by an Institution of Higher Education 

LEA’s consolidated administrative funds and 
partially from other funds mu
and effort or account for their ti
substitute system. 
b. Employees who are paid partially
administering programs that are part of
LEA’s 

st maintain time 
me under a 

 on 
 the 

consolidated administrative funds and 
partially from program funds must main
and effort or account for their time und
substitute system. 
c. Employees who work a portion of the
a itl

tain time 
er a 

ir time in 
T e I schoolwide project and a portion of their 

time in another activity must maintain
effort or account for their ti
system. 

 time and 
me under a substitute 

(
 

4) SUBSTITUTE SYSTEMS In Lieu of T
Effort Reports: 
 
Substitute systems for allocating salari
wages may be used in place of ti
reports.  Substitute systems may incl
not limited to, random moment sampling, case 

ime and 

es and 
me and effort 

ude, but are 

 of 
which use 

et acceptable 

Circular A-87 for detailed requirements. 
 
Documentation of rationale and calculations for 
allocating salaries and wages must be 
maintained for audit purposes.  It is 
recommended that a copy of a Certified Public 

counts, or other quantifiable measures
employee effort.  Substitute systems 
sampling methods must me
statistical sampling standards.  Refer to OMB 



 

Revised 05/01/06 5

5 
 

 
 

 
 

 

A
ppendix 3—

continued 

Documentation Required Under  
OMB Circular A-87  

for LEAs, ESCs, and Open Enrollment Charter 
ntal Entity 

Documentation Required Under  
OMB Circular A-122

Schools Operated by a Governme

  
for Open Enrollment Charter Schools 
Operated by a Nonprofit Organization 

Documentation Required Under  
OMB Circular A-21  

for Open Enrollment Charter Schools Operated 
by an Institution of Higher Education 

Accountant's (CPA) approval of a substitute 
system be kept on file for documentati

 
on. 

Using Budget Estimates As Support for Charges 

rmined 

to Federal Grants: 
 
Budget estimates or other distributions dete
before services are performed do not qualify as 

estimates may be used for 
support for charges to federal grants.  Budget 

interim accounti
purposes only provide

n
 d

g 

ation of 

ime and 
effort reports to budgeted costs are made at least 

uarterly to 

eted and 

rant may be 
o the grant 

ion of time 

 
NOTE: Monthly time and effort reports are still 
required when using budget estimates. 
 
Refer to OMB Circular A-87 for more detailed 
information pertaining to charges to payroll 

 that: 
 
a) the estimates are a reasonable approxim(

the activity performed; 
(b) comparisons of actual costs based on t

quarterly; and 
(c) budget estimates are revised at least q

reflect any changes in circumstances. 
 
If the quarterly comparison between budg
actual costs shows a difference of less than 10 
percent, adjustments to charges to the g
made annually.  The final costs charged t
and reported on the final expenditure report filed with 
the TEA must reflect the actual distribut
reported by employees paid from grants. 
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A
ppendix 3—

continued 

Documentation Required Under  
OMB Circular A-87  

for LEAs, ESCs, and Open Enrollment Charter 
ntal Entity 

Documentation Required Under  
OMB Circular A-122

Schools Operated by a Governme

  
for Open Enrollment Charter Schools 
Operated by a Nonprofit Organization 

Documentation Required Under  
OMB Circular A-21  

for Open Enrollment Charter Schools Operated 
by an Institution of Higher Education 

under the section entitled "Compensation for 
personnel services". 
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A
ppendix 3—

continued 

:Meeting Cost Sharing or Matching Requirements  
 
  records in the same 

 
 Job Descriptions

Salaries and wages of employees used in meeting cost sharing or matching requirements must be supported with time and effort 
manner. 

 : 
 

loyee works should be available for 
de adequate 

t or equivalent 
r their normal work day.  Job descriptions must be updated 

r tion and activities performed by 
loyee’s personnel file.. 

A h
  2004) as reprinted in the Financial Accountability Resource Manual, Section 1.8.1.1. 


A current job description for each employee which delineates the program(s) or cost objectives under which the emp
documentation to support charges to federal programs.  For teachers and instructional aides, daily class schedules should provi
documentation.  However, teachers and instructional aides must maintain on file a signed and dated job description, agreemen
documentation identifying the function(s) and activities performed for fund sources before or afte
annually o  when a function or activity is added to or deleted from an existing job description, must clearly identify the func
the employee for the applicable fund source(s) or cost objective, and must be maintained in the emp

 
ut ority References: 

 OMB Circular A-87 (revised May 10,
 OMB Circular A-122 (revised May 10, 2004) 
 OMB Circular A-21 (revised May 10, 2004)  
 P. L. 103-382, Section 14203 
 U. S. Department of Education audit exception 
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