
GRANT MANAGERS 
BROWN BAG

THE BOYS ARE BACK IN TOWN … THE AUDITORS THAT IS –

ARE YOUR TIME AND EFFORT REPORTS READY?

February 2026



THIS SUBJECT AGAIN??????   WHY?

• New Grant Managers and 

Project Teams

• Audit Requirements

• Audit Warning



TIME AND EFFORT REPORTING

• How many already do T&E Reporting?

• If you are not doing T&E Reporting 

consistently, why?

• What barriers do you face in meeting 

T&E requirements?

Time and Effort 

Reporting is the easiest 

thing to do as a Grant 

Manager and YET it is 

the number one audit 

finding.  



TIME AND EFFORT REPORTING – AN OVERVIEW 

• What is Time and Effort Reporting?

• Salaries and wages may be paid by a grant or sponsored project as long as they are 

based on records that accurately reflect the work performed (2 CFR 200.430(g));

• Employees funded by a sponsored project must report and certify the total activity 

for which they are compensated by the project, not exceeding 100 percent of 

compensated activities;

• Budget estimates alone do not qualify as support for personnel charges to grants or 

sponsored projects; and

• Time and effort reporting ensures salaries and wages paid to individuals funded by 

grants are consistent with time and effort actually expended on the project.



TIME AND EFFORT REPORTING 

Employees partially funded by one or more 

sponsored projects must distribute their time 

and effort across all of the various projects 

and/or cost objectives they support:

• More than one grant or sponsored project;

• A sponsored project and the general fund; 

and

• Administrative activities versus 

programmatic activities.



TIME AND EFFORT REPORTING - WHY

• Why?

• Prevent Cost Disallowances

• Maintain Grant Integrity

• Facilitate Outcome Achievement 

On-Time and Within Budget

• Ensure Audit Readiness



TIME AND EFFORT REPORTING – WHO 

• All employees paid in whole or in part 

with grant funds must maintain time and 

effort documentation

• Employees whose salaries are used to 

meet cost or match sharing 

requirements on a grant must also 

maintain time and effort reports.  (2 CFR 

200.430(i)(4))



TIME AND EFFORT REPORTING - WHO

• While Uniform Guidance applies to 

federally funded grants and contracts, 

RCCD policy indicates that all grants and 

sponsored projects will maintain Time & 

Effort reports.  

AP 4011  Grants – Grant Management 

and Implementation

TIME AND EFFORT REPORTING The District shall 

establish operating practices to ensure that all 

District employees who are paid in full or in part with 

external grant funds, including employees whose 

salary is paid with non-grant funds but is used to 

meet a required match or in-kind contribution to an 

external grant program, document the amount of 

time they spend on grant activities. 

AP 4010E

https://www.rccd.edu/bot/board-policies/chapter-4-institutional-advancement-and-economic-development/4011.pdf


TIME AND EFFORT REPORTING - HOW

• The T&E Process

• After the Fact Reporting

• Include 100% of Time (not just the 

amount of time on grant or sponsored 

project)

• Certified and Signed by Employee

• Certified and Signed by Grant Manager

• Electronic Signatures are allowable

• Grant Administrator reviews and 

certifies Grant Manager form

The reporting format depends on the 

employee classification:

•Salaried/Exempt

•Hourly/Non-Exempt

•Faculty Special Projects



EXEMPT EMPLOYEES

• Exempt employees include all permanent 

employees (full or part-time) on salary, including 

Classified, Confidential, and Certificated 

employees

• Including Faculty who are released from their 

contractual responsibilities

• Exempt employees shall complete RCCD’s Time and 

Effort Certification Form on a monthly basis;

• Account for 100% of time, noting each project 

supported and any District activities

• Signed by both Employee and Grant Manager

• Project Supervisor signs the T&E form for the 

Grant Manager



RELEASED OR REASSIGNED FACULTY

• Faculty may be released from a portion of 

their contract to work on a sponsored 

project

• Although release time is calculated at a 

percentage of time, time spent on project 

should be based on a 40 hour work week

• 20% release = 8 hours per week 

• Released faculty must report and certify time 

and effort for every month they receive a 

paycheck that is partially funded by a grant or 

sponsored project, EVEN IF they did not work 

that month

The Grant Manager should work with 

Released Faculty to work out the total 

number of hours supported by the 

sponsored project and when those hours will 

be worked.

If the Grant Manager is the Faculty member 

receiving release time, they should meet with 

their Grants representative to discuss time 

and effort.



NON-EXEMPT EMPLOYEES

• Non-Exempt Employees include any employee working 

on a project on an hourly basis, including Classified, 

Professional Experts, and Students

• Faculty working on an hourly based SPR is not a 

non-exempt employee

• Non-Exempt Employees shall complete and sign the 

RCCD timesheet and submit a copy to the Grant 

Manager

• If the Grant Manager is not the Employee’s immediate 

supervisor, both the immediate supervisor and the 

Grant Manager shall sign the timesheet

• Reminder, the Grant Manager should approve all 

expenses charged to a grant.



FACULTY SPECIAL PROJECT ASSIGNMENTS

• Faculty may receive a Special Project 

Request to work on a sponsored projects

• Two Types

• Hourly Special Project Request – 

compensation based on the total number 

of hours worked

• Lump Sum Special Project Request – 

compensation based on an agreed upon 

number of hours necessary to complete a 

specified project, but Faculty member may 

work more or less hours

• Both type utilize the Special Project Request 

and Special Project Time Report Forms



FACULTY SPECIAL PROJECTS

• Hourly Based SPR

• Faculty will track the hours they work on a 

sponsored project and report them on the 

Special Project Time Report

• At this time, there isn’t a specific line for 

Grant Managers to approve this Time and 

Effort

• If the Grant Manager is not the immediate 

supervisor, the Grant Manager must work 

with the Faculty member and/or person 

routing the form to include the Grant 

Manager. 

• Lump Sum SPR

• Prior to submitting a Lump Sum SPR, the 

Grant Manager should outline project 

activities and deliverables and identify what 

constitutes a completed project.

• The Grant Manager will share with the 

Faculty member what item(s) must be 

shared to document completion, such as:

• Curriculum/Curriculum Approval

• Conference Summary

• Report

• Payment is dependent on receipt of these 

items



EMPLOYEES WHO SERVE AS MATCH

• Some grants or sponsored projects require 

that RCCD match a % of the grant award 

through either cash or inkind contributions

• Time and Effort is the most common form of 

match

• Time and Effort Certification for Employees 

who serve as match is also based on their 

employee classification and mirrors what is 

outlined above.  

• To the extent possible, Employees who are 

identified as match may be assigned a unique 

budget code so that match can be tracked in 

Galaxy.



SPECIAL CONSIDERATION – EMPLOYEES WHO 
WORK LESS THAN FULL TIME ON A PROJECT

• Employees must report and certify 100% 

of their time, noting time spent on all 

projects, activities, and cost objectives

• A cost objective is defined as a “program, 

function, activity, award, organizational 

subdivision, contract, or work unit for 

which cost data are desired and for which 

provision is made to accumulate and 

measure the cost of processes, products, 

jobs, capital projects, etc.” (2 CFR 200.1)

• The employee may work on multiple 

projects OR

• A grant may have multiple cost objectives

Examples of Multiple Cost Objectives

• More than one grant award;

• A grant-funded activity and a non-grant-

funded activity;

• A direct cost activity and an indirect cost 

activity;

• Administrative costs may be counted 

separately depending on funding source

• An unallowable activity and a direct or 

indirect cost activity



MULTIPLE COST OBJECTIVES

• T&E is after the fact reporting system to determine if actual 

hours work align with budget projections;

• Payroll is based on budget projections;

• Employees funded by multiple cost objectives are strongly 

encouraged to monitor their time to ensure that budget 

projections are accurate.  

• It is unnecessary to work the same number of hours each 

day; short-term fluctuations are expected.

• However, consistent discrepancies over time must be 

reported to the Grant Manager so that Payroll allocations can 

be updated

• The Grant Manager may also want to address significant 

one-time discrepancies by moving expenses on or off 

the project accordingly.

• Strategies for Monitoring Time

• Track daily time and effort on 

calendar, noting how much time 

spent on each project;

• Conduct a time study once a quarter 

or semester, noting how much time 

is spent on each project.



TIME AND EFFORT REPORTING - WHERE

• Time and Effort Reports must be collected by Grant 

Managers on a monthly basis

• Grant Managers shall store Time & Effort Reports in the 

Grant File

• If the college has an internal process for centralizing the 

storage of grant-funded documents, the grant manager 

shall follow this process

• If the grant or sponsored project requires an invoice or 

financial report for reimbursement, time and effort 

reports must be attached to the quarterly 

invoices/reports 

• Reports may also be requested by RCCD’s Independent 

Auditor, the funding source, or others at any time

This Photo by Unknown Author is licensed under CC BY-NC

https://www.flickr.com/photos/mightymightymatze/2150298078
https://creativecommons.org/licenses/by-nc/3.0/
https://creativecommons.org/licenses/by-nc/3.0/
https://creativecommons.org/licenses/by-nc/3.0/


CHALLENGES

• Actual time worked does not match time 

charged to the grant.

• Faculty who receive release time must 

complete a monthly Time & Effort.

• Life is busy; time and effort reports are 

busy work.  

• Changes to employee Time and Effort at 

the end of the year to close out project 

budgets.

This Photo by Unknown Author is licensed under CC BY-NC-ND

http://www.feelslikehomeblog.com/2014/04/what-is-your-biggest-challenge/
https://creativecommons.org/licenses/by-nc-nd/3.0/
https://creativecommons.org/licenses/by-nc-nd/3.0/
https://creativecommons.org/licenses/by-nc-nd/3.0/
https://creativecommons.org/licenses/by-nc-nd/3.0/
https://creativecommons.org/licenses/by-nc-nd/3.0/


FOR MORE INFORMATION

• Grants & Sponsored Programs (District) - Documents - Time and Effort Reporting - All 

Documents

https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting
https://studentrcc.sharepoint.com/sites/GrantsSponsoredProgramsDistrict/Shared%20Documents/Forms/AllItems.aspx?FolderCTID=0x012000DEA0FB715374514BBCA6D440AA6F3AC2&id=%2Fsites%2FGrantsSponsoredProgramsDistrict%2FShared%20Documents%2FTime%20and%20Effort%20Reporting


QUESTIONS?

• Do you think you can mitigate or resolve 

the challenges identified at the start of 

this Brown Bag?

• How can we help you?

This Photo by Unknown Author is licensed under CC BY-NC-ND
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