Personnel Compensation (Time and Effort)| ProcedureNumber | 11.6.2.5P
ReportingProcedure EffectiveDate April 25 2022

1.0 PURPOSE

In accordance with Laramie County Community College’s Management and Oversight Authority Policy 11.1
LCCC's Sponsored Awards Policy Bhé the Office of Management arglidget Uniform Guidance

Subpart E §200.430Compensation Personal Servicethe purpose of this document is to provide

procedures on timend effort reportingfor personnel compensation througkderally funded LCCC

sponsored awards.

All personnelcostschargedto sponsorecawards:

A. Must be base@n recordsthat accuratelyreflect the work performed.

B. Must be supported by a system of internal controls that provides reasonable assuhatobarges
areaccurate, allowabland properlyallocated therebyaccuratelyreflectingwork done.

C. Must be incorporatedinto officialrecords.

D. Mustsupport distribution of employee’s time if the employee works on more than one activity
(federal and norfederal)not

3.0 PERSONSFFECTED

Persons whose salari@ggesare charged (in whole an part) to a federally funded award and persons
who manageor oversee sponsoreawardson behalfof Laramie County Community College.

4.0 DEFINITIONS

A. Budget—Abudgetidentifies the types of costs and the estimated amounts needed to complete the
project. The budget must be approved by the funding agency and College. The budget will be the basis
for authorizing any expenditure on the project and the basis for seeking payment from the funding
agency. Any variances from the approved budget (beyond those permitted by regulation) must be
authorizedby the funderandreviewedby LCCC.

B. Cost @jective— Refers to 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 costof processesproducts, jobs, capital projectsic.

C. Cost Sharing
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3) Effort reports for fultime employees are created by the Sponsored Awards and Compliance office
based on actual payroll (reporting cannot be based on budgeted projections). The Institutional
Researcloffice provides the initial payroll datand reports are then created with effort percentages
based on labor ledger totals that have been charged to each cost objective.

4) Effort reports are created on a semnnual basis. The effort reporting periods for each fiscal year are
JulyDecember and Januadune.

5) Effort reports must account for the employee’s total college effort, not to exceed 100%.

a. Addto-pay/stipends are not included in effocalculations, therefore if the only federal/sub-
federal pay an employee receives is an-#oighay, an effort report will not be generated.

6) TheSponsored Awards and Compliance offigk send the reports to the employee or the
employee’s supervisor faeview and certification/signature. The signature will verify that the
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