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Internal Accounts Payable
SCHOOLS TIME ACCOUNTING

POLICY STATEMENT

As a recipient of federal funds the Fresno County Superintendent of Schoo

Requirements to Federal Awards. FCSS must also comply with
documentation requirements when using various state-restricted fun

directly or indirectly against categorical projects be s
controls which provide reasonable assurance that the ¢ te reasonable
necessary, and allowable in accordance with applical
following policies and procedures are intended to mee
policies and procedures are not all-inclusive and cannot addre situations, but they
can provide general information to assist administrative grants management

procedures.

EXECUTIVE/PROGRAM DIRECT ILEFIES

Each Executive/Program Director st ensure that all partially or fully
categorically funded employee [ Is/supervisors, and the FCSS Finance
officer for the program are fag CSS time documentation guidelines and are

complying with these requwe
Director include, but ar
Director, FCSS Fina
following:

ific responsibilities of the Executive/Program
eduling meetings with the Executive/Program

ing Procedures for the Department/Program
ribute, collect, review, approve, and retain time accounting
a timely manner and according to policies and procedures

PONSIBILITIES

Documegntation is required to ensure that FCSS is properly charging salaries and wages
hat easonable, necessary, and allowable in accordance with applicable categorical
m requirements. Specific responsibilities of the employee include, but are not
limited to, the following:
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e Maintaining accurate/current time accounting forms which are to be signed and
dated after the month or period worked, as verification of work already performed
e Turning in completed forms in a timely manner, and according to policies an
procedures

All employees who are fully or partially funded by categorical dollars must co
documentation in accordance with state and federal guidelines. Exa
categorically funded employees include classroom aides, teachers/res
community liaisons, some nurses, psychologists, and counselors;
classified and certificated employees. There are different accou
depending on funding sources, work activities, and schedulgs
depends on how the employee is funded and how ma
objectives) are worked. Employees must fill out the form i i and must
fill out the appropriate form(s) after the work period.

Periodic Certification

employee may complete a periodi
the employee does not maintain a s

assing the entire school year. If
> entire school year, the periodic

ee works on more than one cost objective and their schedule
ay complete the Periodic Certification twice a year. In order to

ms will be collected in January (July-December) and June/July (January-June).
e FCSS timekeeping forms with instructions for use are available on Sharepoint.

Please note, to be eligible to document time and effort under this substitute system,
employees must meet the following guidelines:
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e Work according to a schedule that includes multiple activities or cost objectives
that must otherwise be supported by monthly PARs.

e Work on specific activities or cost objectives according to a predetermine
schedule.

e Not work on multiple activities or cost objectives at the exact same ¢ime ir
schedule.

Personnel Activity Report (PAR)

If a multi-funded employee works on more than one cost objective,
work schedule varies daily or throughout the month, the emp
activities, identify each program for which work was
dedicated to each program. The total documented time f
actual hours worked.

e All multi-funded, multiple cost objective employeé plete PARs on a
monthly basis.
e PARS must be submitted in a timely manner after the conclusion of each work

month.
e The FCSS timekeeping forms with ing 3 fQr use are available on Sharepoint.
Employees working under non-feder. ‘ ay'use a different form as approved

by the Executive/Program Director.

Certification may be Umentation for all employees who worked on the
cost objective.

ng form twice a year, which is submitted after each six-month work period, or
rsonnel Activity Report (PAR). The decision for which form is most appropriate
provided by the Executive/Program Director and FCSS Finance officer in charge
of the program.
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e If using the Periodic Certification, forms will be collected in January (July-
December) and June/July (January-June).

e |If using the Personnel Activity Report (PAR) Certification, employees mus
complete PARs monthly. PARS must be submitted in a timely manner after the
conclusion of each work month.

e The FCSS timekeeping forms with instructions for use are available on

TIME & EFFORT UNDER EXTRAORDINARY CIRCUMSTANCES

During extended periods of emergency or extraordinary circumst
Superintendent will take necessary steps to adjust time ang
immediate health and safety needs of students and staff
maintained to support the use of categorical funds duri

he emerge

REQUIRED REVIEW AND APPROVAL PROCEDURE

1. When the Executive/Program Director receives a federa tricted state grant
award, they will work with the FCSS Finance officer in charge of the program and prepare
a projected distribution of effort for the expe ation of the grant. This will be based
on the budget proposed for the d be provided to the Assistant
Superintendent or Designee in the > Executive/Program Director or
the FCSS Finance officer will provide the grant paperwork and budget
to the Internal Finance Office.

to new employees on time and effort
on their assignment and funding.

2. Principals/Supervisors wil
reporting procedures to be fo

all complete the actual time and/or percentage

3. Each employee rec
' will sign the effort report to verify and obtain

of effort for the gi

ple), ensuring that multi-funded employees complete these
»g them upon receipt.

rts to the Executive/Program Director or the FCSS Finance officer in charge of
m in a timely manner after the conclusion of each work month.

Executive/Program Director will review the time and effort report, confirm
appropriate verification, and store it for audit and compliance monitoring.
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7. At the close of each fiscal year, or sooner if significant discrepancies occur, the FCSS
Finance officer in charge of the program will make final budget reconciliations to ensure
final salary expenditures are consistent with time and effort as reported over the year.

8. Evidence of salary reallocations must accompany a modified effort reportgithich
maintained on-site.

RECONCILIATION PROCESS

Personnel Activity Report (PAR):
1. Principal/Supervisor collects the PAR form from all ¢
complete it. The Principal/Supervisor ensures that all fi

and provides copies to the Executive/Program Director :
Program.

d FCSS Finanee Officer for the

2. Each reporting period, and at the close of each fiscal yea SS Finance officer
in charge of the program will make final budget reconciliations to ensure final salary
expenditures match time and effort as report e year.

3. Reconciliation occurs periodica coi ith}@ach budget or actuals reporting
period.

4. Executive/Program Directors nce officer in charge of the program will
10%”and provide recommendations. FCSS
ove expenditures and/or update the budget to
am Director’s authorization and direction.

Finance officer in charge of tf
align with the PAR per t

2ach fiscal year, the FCSS Finance officer in charge of the program will
reconciliations to ensure final salary expenditures match time and effort

o review discrepancies between Periodic Certification and payroll expenditure
ledger and provide recommendations. FCSS Finance officer in charge of the program
move expenditures and/or update the budget to align with the PAR per the
Executive/Program Director’s authorization and direction.
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EMPLOYEE TRAINING

Principals/Supervisors will provide training to new employees about the time accounting
procedures to be followed based on their assignment and funding.

ANNUAL TIME ACCOUNTING FORM MAINTENANCE AND DISTRIBUTION
Prior to the start of the school year, the Executive/Program Director re

approved forms are used and completed in compliance with the Annu ime Ac ting
Form Maintenance and Distribution Instructions available og

Applicable Policies/Administrative Regulations include:

To the extent any provision set forth in this SIP conflicts with
and County Board Policy, a County Superintendent Polic
Administrative Regulation, the provision set forth in the policy or ad
govern.

a Superintendent
ty Superintendent
rative regulation shall

Adopted: 06/21/2023
Amended: 02/25/2025

Legal References

Code of Federal Regulations€¥
200.430 Compensation —

Management Resou
https://lwww2.ed. i Reg/edgar.html
California Sch Manual, Procedure 905, Documenting Salaries and Wages
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