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| NTRODUCTI ON

The nature and extent of attendance, tine reporting, and
| eave accrual records are determ ned by the status of the
enpl oyee and the conditions of enploynent.

This chapter sets forth the m ni num attendance, tine
reporting, and | eave accrual records required by the
University and establishes the responsibility for the

mai nt enance of such records. |In addition to the University
requi renents, there are also Federal requirenments for the
substantiation of salaries and wages charged to Federal
contracts and grants, and Federal requirenents for overtine
and overtine-rel ated recordkeepi ng under the Fair Labor

St andards Act (FLSA).

The procedures for transferring vacation accruals (i.e.,
hours) when an enpl oyee transfers positions within the
University are also contained in this chapter.

The general principles presented herein are pertinent to al
departnents and activities of the University, except that
the specific procedural requirenents outlined bel ow are not
applicable to the Ernest Ol ando Law ence Berkel ey Nati onal
Laboratory, the Lawence Livernore National Laboratory, or
the Los Al anbs National Laboratory.

DEPARTMENTAL RECORDS TO SUBSTANTI ATE PAYROLL PAYMENTS

The purpose of this section is to prescribe the departnental
records that nmust be maintained in order to support paynents
made through the University's Payroll/Personnel System
(PPS). For personnel who are paid from Federal contract or
grant funds, a certification of effort nust be conpleted
(see section I11).

A ACADEM C PERSONNEL

For academ c personnel who are eligible to accrue sick
| eave and vacation credit, records separately
identifying sick | eave and vacation accrual s,
utilizations, and bal ances nust be nai ntai ned.
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STAFF PERSONNEL

For staff personnel, attendance records that include
the following informati on nust be maintained in
accordance wth applicable FLSA exenpt and non- exenpt
personnel policy provisions:

1) time worked or absences;

2) sick leave accrual, utilization, and bal ances
i n hours;

3) vacation credit accrual, utilization, and
bal ances in hours;

4) all overtine; and

5) conpensatory tinme off accrual, utilization,
and bal ances in hours, and hours paid in lieu
of conpensatory tinme off.

Campuses have flexibility regarding the exact content
and procedures for nmai ntenance of the above records
within the limts prescribed by applicabl e personnel
policies. The Exhibit at the end of this chapter
contains an exanple of a suggested tine record fornmat.

These departnental records nmust be kept current and
readily available for audit.

EFFORT REPORTS

For University personnel who are paid on or have
commtnments to work on Federal contract and grant
funds, a certification of effort nust be conpleted by
t he enpl oyee or responsible official certifying the
percentage of his or her total work effort applicable
to sponsored research. Failure to certify effort
accurately and on a tinely basis may result in the
charge being disallowed by the Federal agency funding
the research. Al though each canpus may use its own
procedures for obtaining the required certification,

t he procedures nust be consistent with the foll ow ng
st andar ds:

**Change 9/ 30/ 09



PAYROLL: ATTENDANCE, TI ME REPORTI NG, AND LEAVE ACCRUAL RECORDS
P-196- 13
Page 4 ACCOUNTI NG MANUAL

* * A. Certification of Effort

Principal Investigators and other faculty in
Prof essorial, Professional Research, and Managenent
titles who are paid on or have commtnents to work on
Federal or Federal flowthrough funds are required to
certify their own effort since they are in the best
position to understand how they spend their tinme in
support of the various activities in which they are
engaged. This is consistent with the OVB Crcular A-21
requi renent that the distribution of salaries and wages
be supported by activity reports that are confirnmed by
... a responsible person wth suitable means of
verification that the work was perforned."

The effort of staff enployees who are paid on or have
commtnments to work on Federal or Federal flowthrough
funds nust be certified by "... the enployee, principal
i nvestigator, or responsible official with suitable
means of verification that the work was perforned.”

*x B. Treatnment of Effort Reporting Revisions

Changes to previously certified effort reports should
be extrenely rare. However, if an effort report is
determned to be in error, a new one can be prepared
coincident wth payroll cost transfers and ot her
extenuating circunmstance. Such revisions are subject to
a "facts and circunstances" review and nust be
processed on a tinely basis consistent with Federal
regul ations and University policy (i.e., as specified
in Business and Finance Bulletin A-47, Section V) to
ensure their allowability under audit. |If revisions
are required, the extenuating circunmstances surroundi ng
the need for a corrected effort report nust be fully
expl ai ned and docunent ed.

* % C. Timeliness of Certifications

Tinmely certification of effort reports is a condition
of acceptance of federal funding when direct salary
charges are contenpl ated and incurred or cost shared
salary is proposed on an award. Principal

i nvestigators and their canpus departnents and
Extramural Fund Accounting O fices shall take
progressive action to pronpt corrective action and
resol ution according to | ocal canpus

policy when required, including:
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*x C. Tineliness of Certifications (Cont.)

e Notification of the Departnent Chair or director
for resol ution

e Notification of the Dean to expedite resol ution

e Notification of the Vice Chancell or-Research
and/ or Provost/ Executive Vice Chancellor and
request intervention and resolution

The University shall require all effort to be certified
within 120 days of the end of the reporting period.
Effort not certified within 120 days may result in
acting being taken by the canpus to reverse the charges
on the award, may jeopardi ze subm ssion of future
proposal s, cause a proposal to be w thdrawn, and/or

| eopardi ze the acceptance of future awards.

Certification of effort after 120 days may be all owed
under certain circunstances, but nust be fully

expl ained and justified by the principal investigator
and approved by the Vice Chancell or-Research (or

hi s/ her desi gnee) and/or the canpus Extranural Fund
Accounting O fice as required by |ocal canpus policy.

D. Preci seness of Certifications

OMB Circular A-21 provides for a "degree of tol erance”
in the preciseness of effort reporting. University
effort reports may be conpleted with a preci seness

tol erance of +/- 5% that is, an individual nmay thus
certify a level of effort for an award or activity that
is within five percentage points of their best estimate
of the actual effort expended during the reporting

peri od.
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V. TIME REPORTS

A SALARY ROLL EXCEPTI ON TI ME REPORTI NG

Enpl oyee sal ary paynents made from payrol |l subbudgets
are nmade automatically based upon an enpl oyee's

appoi ntment and distribution information recorded on

t he Enpl oyee Data Base (EDB). Adjustnents to an

enpl oyee's gross salary, e.g., to report an absence

w t hout pay, are nmade by exception on the Payroll Tinme
Reporting Adjustnment Wrksheet or through the On-1line
Payroll Time Reporting System (OPTRS). Departnental
attendance records nust support the percentage of tine
wor ked and the dollar amounts paid from payr ol
subbudget s.

B. GENERAL ASSI STANCE Tl ME REPORTS

Enpl oyee wage paynents nmade from General Assistance
subbudgets are generally nade on the basis of positive
tinme entered on the Payroll Tinme Reporting Wrksheet,
the Payroll Time Reporting Adjustnment Wrksheet, or
through OPTRS. This information nust be substanti ated
further by recording the approved personnel action on

t he enpl oyee's EDB record. Daily attendance records
must support the hours or percentage of tinme worked and
the dollar amounts reported on the payroll worksheets
or through OPTRS.

Both the Payroll Time Reporting Wrksheet and the
Payrol |l Time Reporting Adjustnment Wrksheet nust be
signed by an authorized person certifying that all of
the data entered on the worksheets will result in
proper paymnent.

In certain instances where tine worked is reported to
the data processing centers on magnetic tape or other
di rect computer input, a conputer |isting nust be
properly certified in lieu of the payroll tinme
reporting worksheets and sent directly to the canpus
accounting office. The certified |listing must contain
the sanme information (hours worked, etc.) as required
for the payroll worksheets.

In instances where tine worked is reported through the
OPTRS, a magnetic file of the entered pay transactions,
user identification information, date, and tine nust be
mai nt ai ned in accordance with the canpus accountability
poli ci es.
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V. EMPLOYEE TRANSFERS/ FUND CHANGES

A VACATI ON TRANSFERS

It is the policy of the University, and a requirenent
of the Federal governnent, that vacation | eave charges
nmust be equitably allocated to all fund sources, and

t hat such charges nust be given the sanme cost
accounting treatnent regardl ess of fund source.
Accordingly, the follow ng assessnent procedure is
applied to all funds:

1. Assessment of Costs

1) A nonthly assessnent i s nade agai nst each
account/fund fromwhich salaries are paid, in
order to finance vacation | eave costs.

2) The assessnent is recorded as a charge
agai nst the enpl oyee benefits subbudget
(obj ect codes 8930, 8931, and 8932) of each
account (see Accounting Manual chapter A-115-
2, Accounting Code: Ceneral Ledger, for
Uni versity-w de object code) and a credit
agai nst the Vacation Leave Liability account
(X-115310) .

3) The assessnent can be a percentage of gross
payroll, with different assessnent rates for
those title codes that earn no vacation
| eave, or it can be based upon the vacation
accrual s of the individuals invol ved.

4) The assessnent rates should be designed to
accunul ate in the Vacation Leave Liability
account only enough funds to cover the
current fiscal year expenditures for vacation
| eave usage and rel ated enpl oyee benefit
paynments. Thus, the liability account is not
considered a fully-funded reserve.

5) The assessnent rates should be reviewed and

adj usted each year with the goal of achieving
a zero balance in the Vacation Leave
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V. EMPLOYEE TRANSFERS/ FUND CHANGES (Cont.)
A. VACATT ON TRANSFERS (Cont .)
1. Assessnent of Costs (Cont.)

Liability account at the end of the fiscal
year .

2. Paynent

1) Al l vacation | eave usage and rel ated enpl oyee
benefits should be paid fromthe Vacation
Leave Liability account.

2) Payrol | paynents for vacation | eave may be
charged directly against the reserve, or they
may be paid initially fromthe departnenta
account/fund and then transferred to the
Vacation Leave Liability Account.

Personnel policy requires that accumul ated vacati on

| eave credit (i.e., hours) follow an enpl oyee
transferring fromone University position or funding
source to another. Accrued vacation is paid to a
transferring enployee only if the transfer is to a

cl assification/appointnment that is not eligible for
vacation | eave accrual. The follow ng procedures apply
when an enpl oyee transfers fromone position to another
within a canpus or to a position on another canpus®:

1. | nt racanpus Transfers

No transfer of accrued vacation liability is
necessary.

The departnent prepares the appropriate
docunent ation indicating the enpl oyee's

appoi ntnment transfer and accrued vacation | eave
bal ance.

2. | nt er canpus Transfers

Procedures for intercanpus transfers of vacation
accrual s parallel those for intracanpus transfers.

! Vacation | eave bal ances cannot be transferred to or froma
Depart ment of Energy Laboratory or to or from Hastings Col | ege of
the Law. The accrued vacation nust be paid to the transferring
enpl oyee.
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V.

VI .

EMPLOYEE TRANSFERS/ FUND CHANGES (Cont.)
A VACATI ON TRANSFERS ( Cont.)
2. | nt ercanpus Transfers (Cont.)

For nore information, see Accounting Manua
chapter P-196-38, Payroll: Interlocation
Transfers and Appoi nt nents.

B. SI CK LEAVE

When an enpl oyee transfers to anot her departnent or to
anot her location (including the Departnent of Energy
Laboratories and Hastings Coll ege of the Law), the

enpl oyee's sick |eave (i.e., hours) balance follows the
enpl oyee. The sick | eave bal ance shoul d be indicated
on the appropriate records. Since sick leave liability
does not accrue, a transfer of dollars is not

necessary.

C. OVERTI ME

Accunul at ed overtine and hours of accumul ated
conpensatory tinme off are paid to enployees at the tine
of transfer between fund sources. Overtine and
conpensatory tinme are charged to the fund source under
whi ch the tine was earned.

RESPONSI BI LI TI ES

Chancel | ors, deans, and other adm nistrative officers of the
University shall delegate to authorized enpl oyees the
overall responsibilities for maintaining adequate
attendance, tine reporting, and | eave accrual records and
for the proper substantiation of payroll paynents.

Internal audit shall periodically review departnmental tine
and attendance records to evaluate the adequacy of those
records.
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VI'|. REFERENCES

Busi ness and Fi nance Bull eti ns:

| A- 101 I nternal Control Standards, Departnental
Payrol | s.

Accounting Manual chapter
A-115-2 Accounting Codes: General Ledger

P- 196- 38 Payroll: Interlocation Transfers and
Appoi nt nent s.

Academ ¢ Personnel Manual, Sections 700 through 759.

Personnel Policy for Staff Menbers, Sections 30, 31, 32, 40,
41, 42, 43, 44, 46, and 80.

Fair Labor Standards Act, 29 U.S.C., Anntd., Secs. 201-206.

Hi storical note: Accounting Manual chapter first published

7/ 1/ 77 to expand, conbi ne, and absorb Accounting Manual chapters
P-196- 32, Payroll: GCeneral Assistance Tinme Reporting, and P-196-
41, Payroll: Leave Records and Accrual Transfers. Revisions
9/1/ 77, 6/15/85, 12/1/86, 6/30/94, 9/30/95, 6/30/96, 12/30/ 96,

6/ 30/ 97, 6/30/01, 6/30/06, 3/31/07; and 9/30/09; anal yst- John
Barrett.
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EXH BIT: TIME RECORD
| NSTRUCTI ONS

This time record is used to report attendance information for
payrol | purposes. University policy requires that this record
be nmaintained accurately. The enployee's nane should be
printed on the "nane" line at the top of the form and the
enpl oyee should sign the form at the bottom Any erasures or
changes should be initialed. Al colums should be totaled.

Your established work schedule is indicated in the upper right
portion of your time record. The standard (STD) work schedul e
is 8 hours per day on 5 consecutive days from8 a.m to 5 p.m
excluding 1 hour for [lunch. If you have questions regarding
this portion of the tinme record your supervisor will explain
how it should be filled out.

REPORTI NG

Exception (Negative) Tinme Reporting: The normal nethod of
keeping tine records is on the exception (negative) basis and
requires that only exceptions to the enpl oyee's work schedul e

* be entered on the Tinme Record. Enpl oyees record exception
hours in the proper colums. For enployees who are exenpt from
the Fair Labor Standards Act (FLSA) provisions regarding

* premum overtinme and conpensatory tine off, holiday, vacation,
sick | eave and other |eaves are recorded in one-day increnents
only (or in increnents not |less than that portion of a day
during which an enployee on less than full-time pay status is
normally scheduled to work) in colums 5, 6, 7, 8 and 11. For
enpl oyees subject to FLSA, all leave tinme nust be reported to
the nearest quarter hour. O her exceptions such as
conpensatory tinme off and overtinme are recorded to the nearest
quarter hour in colums 9 and 10. The Tinme Record should be
approved by the enployee' s i nmedi ate supervi sor.

Positive Tinme Reporting: The Time Record provides colum 4

mar ked (3) in which an enpl oyee records regul ar hours worked

* in addition to the exceptions noted above. For FLSA non-exenpt
enpl oyees, tinme worked is reported to the nearest quarter hour.
The Tinme Record should be approved by the enployee's i medi ate
supervi sor.
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EXH BIT: Tl ME RECORD (Cont .)

TI ME RECORDI NG

You will note that the first day of the nonth is printed on the
8th line of the form Since, in many cases, your Tine Record
must be submtted prior to the end of the pay period in order
to prepare pay checks, the first seven lines are provided to
record any exceptions to your established work schedule not
reported on your tine record for the previous nonth.

If you are required to use the positive tinme reporting nethod,
please record the total hours worked each day in the

correspondi ng days of the nonth under the "3" marked col um,
e.g., If you worked 8 hours on the 14th of the nonth, then
wite "8" in the corresponding box for the 14th of the nonth.

* |If your salary is supported by nore than one fund source (and
you are required to report your tine worked by fund source for
i nternal managenent reasons or because you are paid froma non-
Federal award which requires such reporting) identity those
funds in the headings of colums 1 and 2 (and 3 if applicable)
and enter in each colum the nunber of hours worked each day
that were applied to those funds.

** |f your salary is paid from a Federal grant or contract you
nmust conplete an Effort Report certifying the percent of your

total effort applicable to each Federal agreenent. In such
cases it is not also necessary to report on the Tinme Record the
hours of work applicable to each Federal fund source. The

total hours worked nmay be reported under the "3" marked col um
if you are required to report your time using the positive
met hod.
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EXH BIT: TIME RECORD (Cont.)

End.
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