
7.2.2 Documentation of Personnel Expenses for Federal Programs 

Charges to federal awards for salaries and wages must be based on records that accurately reflect 
the work performed. In accordance with 2 CFR § 200.430, these records must:  
 

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

● Be incorporated into official records  
● Reasonably reflect total activity for which the employee is compensated, not exceeding 

100% of compensated activities  
● Encompass both federally assisted and all other activities compensated by the District on 

an integrated basis  
● Comply with the established accounting policies and practices of the District, and  
● Support the distribution of the employee’s salary or wages among specific activities or 

costs objectives if the employee works on: 
o More than one federal award 
o A federal award and a non-federal award 
o An indirect cost activity and a direct cost activity 
o Two or more indirect activities which are allocated using different allocation 

bases, or 
o An unallowable activity and a direct or indirect cost activity. 

 
[Note: Pursuant to the provisions in 2 CFR § 200.430(i)(8), where the records do not meet the 
standards described in this section, the USDE may require personnel activity reports (PARs), 
including prescribed certifications, or equivalent documentation that support payroll charges to 
federal grants.] 
 
All employees who are paid in full or in part with federal funds must keep specific documents to 
demonstrate the amount of time they spend on grant activities. This includes an employee whose 
salary is paid with state or local funds but is used to meet a required match or cost share for a 
federal program.  
 
All District employees who are paid in whole or in part with federal funds will maintain 
documentation in accordance with the following requirements. 
 
All charges to payroll for personnel who work on one or more federal programs or cost 
objectives must be based on one of the following, depending on the circumstances: 

● Semi-annual certification (for employees who work 100% of the time on a single 
program and/or cost objective. 

● Time-and-effort records (for employees working on more than one program and/or 
more than one cost objective) 



● Substitute system 
 

Additional summary information pertaining to each of these is provided below. Refer to the 
section “Compensation for personal services” in 2 CFR § 200.430 for more detailed information 
pertaining to charges to payroll. 

 
Semi-Annual Certification 

Semi-annual certification applies to employees who do one of the following: 
● Work 100% of their time on a single grant program and/or single cost objective 
● Work 100% of their time in administering programs that are part of consolidated 

administrative funds (such as a Federal Programs Director who administers only these 
programs) 

● Work 100% of their time under a single cost objective funded from eligible multiple 
funding sources. A Title I, Part A, schoolwide program is a single cost objective. Refer to 
TEA’s page on Schoolwide Programs for further guidance.  

 
*A cost objective may be a major function of the District, a particular service or product, a 
federal award, or an indirect cost activity.  
 
Each employee must certify in writing, at least semi-annually, that he/she worked solely on the 
program or single cost objective for the period covered by the certification. The certification 
must be signed by the employee or by the supervisor having first-hand knowledge of the work 
performed. 
  
(See the exceptions for schoolwide programs) 
 
Job Descriptions: These employees are also required to maintain on file a signed and dated job 
description which clearly shows that the employee is assigned 100% to the program or single 
cost objective. The job description must be updated annually or when a function or activity is 
added to or deleted from an existing job description, must clearly identify the function and 
activities performed by the employee for the applicable fund source(s) or cost objective, and 
must be maintained in the employee’s personnel file.  
 
The semi-annual certification must 

 
● be executed after the work has been completed, and not before 
● state that the employee worked solely (i.e., 100% of the time) on activities related to one 

particular grant program or single cost objective 
● identify the grant program or cost objective 
● specify the 6-month reporting period 

http://tea.texas.gov/grants/schoolwideprograms/


● be signed and dated by the employee or a supervisor with first-hand knowledge of the 
work performed 

 
Charges to the grant must be supported by these semi-annual certifications. All certifications 
must be retained for audit and monitoring purposes. It is recommended that the certifications be 
retained in a central location to facilitate an audit. 
 
Other examples:  
 
Reconciliation and Closeout Procedures  

If using budget estimates, the District will periodically, at least quarterly, reconcile payroll 
charges to the actual time and effort reflected in the employees’ time-and-effort records. If the 
quarterly (or more frequent) reconciled difference between the actual and budgeted amounts is 
10% or greater, two things will occur:  
 

● The District will adjust its accounting records to reflect the costs based on the actual time 
and effort reported.  

● To minimize future differences, the District will revise the budget estimates for the 
following quarter to reflect the actual distribution, if necessary. 

 
If the reconciled difference is less than 10%, the District will adjust the accounting records 
annually. But in all cases, the accounting records will be adjusted to reflect actual time-and-effort 
records. Please note that the 10% variance only governs how often the reconciliation will occur. 
It does not govern whether or not the reconciliation will occur. 
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