PERSONNEL ACTIVITY REPORTING SYSTEM

MANAGERIAL MEMORANDUM

TO:
ACCOUNTING CONTROLS AND REPORTING SECTION, DIRECTORS, AND SUPERVISORS

FROM:
PHILIP W. PRICE, ASSOCIATE STATE SUPERINTENDENT, FINANCIAL AND BUSINESS SERVICES

The North Carolina Department of Public Instruction’s Personnel Activity Reporting Employee Handbook sets forth the basic requirements for employees and supervisors charged with operating under DPI’s Personnel Activity Reporting System.  This memorandum, in conjunction with the Handbook, provides more specific direction to individuals in the Accounting Controls and Reporting Section, Directors and supervisors, charged with administering the system, to ensure that the Personnel Activity Reporting System is fully implemented in accordance with federal guidelines.

The specific issues addressed herein include:  1) required personnel documentation, including participating employees, position descriptions, and Personnel Activity Report forms; 2) monitoring deviations; 3) summary of position funding; 4) reconciliation process; 5) record keeping requirements; 6) special allocations for certain employees; and 7) allocation for employee leave, travel, and holiday.

1.
REQUIRED PERSONNEL DOCUMENTATION
A. PARTICIPATING EMPLOYEES – The Personnel Activity Reporting System will be utilized by all employees within the North Carolina Department of Public Instruction whose salaries are either funded from federal funds or included within a federal cost-sharing (or “matching) obligation.

B. POSITION DESCRIPTIONS – The Personnel Activity Reporting System requires that the position descriptions of participating employees reflect responsibilities under the new time-recording system.  
C. In addition to the cost objectives associated with a specific grant, the position descriptions will utilize a number of aggregated cost objectives.  Specifically, the label “supervisory activities” will be used to describe the appropriate duties of supervisors; “clerical activities” will describe appropriate secretarial tasks; “team activities” will describe technical assistance provided by these teams; “consolidated administrative activities” will encompass activities to administer the following programs: No Child Left Behind (NCLB), Title I Part A - Basic, Title I Part B - Reading First, Title I Part C - Migrant Education, Title I Part D - Delinquent, Title I Part D - Corrections; Title I Part G - Advanced Placement, Title II Part A - Improving Teacher Quality, Title II Part D - Educational Technology, Title III Part A – English Language Acquisition, Title IV Part A – Safe and Drug Free, Title IV Part B – 21st Century Community Learning Centers, Title V Part A – Innovative Education Program, Title V Part D – Foreign Language Assistance, Title VI Part A – State Assessment, Title VI Part B – Rural and Low Income, and Title VI Part C – NAEP State Coordinator.
D. PERSONNEL ACTIVITY REPORT FORMS – Personnel Activity Report (PAR) forms must be created for each participating employee.  A sample form for October is attached in the Employee Handbook.  At the end of a reporting month, employees will retain one copy of the executed PAR form, the supervisor will retain one copy, and the Accounting Controls and Reporting Section will retain the original.

The PAR forms work in conjunction with an employee’s position description.  The hours recorded on the PAR forms must include only approved “comp time”.  The terms of the NCDPI “comp time” system have not been affected by the Personnel Activity Reporting System.

2. MONITORING DEVIATIONS

During the first year of program implementation (July 1, 1996 – June 30, 1997), participating employees will complete PAR forms for three month-long periods:  October, January, and May.  For the 1996-97 year only, the standard monthly reporting system that was in place for the years prior to 1996-97 will be used by employees during the months of July, August, and September.

Following the first year of implementation, PAR forms shall only be submitted for the months of October and April, provided that the average of the end of the year deviations is 10% or less.  If average deviations exceed 10%, PAR forms must be completed for three months (October, January, and April) of the following year.

At the end of each designated reporting month, the supervisor is required to review each employee’s time record.  If the supervisor notices that the average PERCENT ALLOCATION deviates from the ESTIMATED TIME AND EFFORT by greater than 10%, the supervisor must alert the appropriate director.  The director must decide to either redirect the efforts of the employee or submit a written notice to the Accounting Controls and Reporting Section to adjust the funding source of that employee’s salary.  Any deviations must be considered in making estimated budget allocation for successive months (through the next reporting period).

3. SUMMARY OF POSITION FUNDING

The Summary of Position Funding will be an after-the-fact analysis of the fund source for each employee position salary and related costs.  The report will show the precise amount of dollars paid to each employee as salary and benefits, and will indicate whether that funding was generated from state general revenue or a specific category of federal funding.  This report must be generated following each reporting month – three times during the implementation year, and two times each successive year, assuming average deviations are 10% or less.

4. RECONCILIATION PROCESS

A. IN GENERAL – DPI’s Personnel Activity Reporting system provides for the reconciliation between the Personnel Activity Report form as completed by the employee and the Summary of Position Funding.  Thus, Personnel Activity Reporting allows for a comparison between actual employee effort and employee funding.  Employee funding as reflected on the position funding report must be consistent with the percentage breakdown of the employee’s actual time and effort.  If the funding and actual effort is not consistent, then either the employee’s activities must be redirected or the position funding schedule must be adjusted.

B. REPORT-BASED ADJUSTMENTS – The comparison between actual employee effort and employee funding will result in adjustments to previously estimated budget allocations, as well as projections for future budget allocations.  The DPI will continue to use its current monthly reporting system for the months of July, August, and September; the substitute system will be implemented on October 1, 1996.  The October reports will be used for adjusting previously estimated employee salary and fringe benefits for October, and will serve as the basis for making estimated budget allocations for November, December, and January.

In January, the DPI will record employees’ actual time and effort.  These reports will be used for adjusting previous employee salary and fringe benefits for November, December, and January, and making estimated budget allocations for February, March, and April.

In April, DPI employees will record their actual time and effort.  The April reports will be used for adjusting previous employee salary and benefits for February, March and April; for making final allocations for May and June; and for making estimated budget allocations for July, August, and September of the following fiscal year (or for estimates for July through January of the following year if the DPI is reporting only two months of the following year).
C. ANNUAL RECONCILIATION – By the close of each fiscal year, the Accounting Controls and Reporting Section must make a comparison between the total funding under each grant objective, as reported on the Summary of Position Funding, and the total effort reported by participating employees under each grant objective on the PAR forms.  If the effort reported for any given grant objective is not sufficient to support the level of funding for that grant objective, then accounting adjustments must be made to ensure that grant objectives are properly charged.  Thus, the annual reconciliation compares total funding reported with total effort reported for that year.

D. DETERMINATION OF FOLLOWING YEAR’S CYCLE – After the reconciliation is complete, a calculation must be made to determine the overall level of deviations and necessary adjustments.  The overall level of deviations must be documented in order to determine whether or not the system required adjustments in excess of 10% overall.  If average deviations are 10% or less for any given year, the following year will require the completion of Personnel Activity Reports in the months of October and April only.  If deviations exceed 10%, then Personnel Activity Reports will be completed October, January, and April of the following year.

5. RECORD KEEPING REQUIREMENTS
Personnel Activity Report forms are to be maintained for a period of five years by the Accounting Controls and Reporting Section.  Employees and supervisors are also requested to maintain copies of the signed Personnel Activity Report forms.

6. SPECIAL ALLOCATIONS FOR CERTAIN EMPLOYEES
Certain employees of the DPI have “blended” responsibilities that are not easily categorized as benefiting a specific federal grant award.  For example, it would be burdensome to categorize the work conducted by the supervisory employees who oversee many different grant objectives, clerical staff serving many individuals, and employees working on teams.  Therefore, the time and effort of these employees will be recorded based on an aggregated cost objective, such as “supervisory activities”, “clerical activities”, “team activities”, or “consolidated administrative activities”.  
Allocation of time and effort for these employees will be made on the following basis:

Supervisory Employees – The time spent by the supervisory employees on purely supervisory activities will be allocated based on the time allocations in the Personnel Activity Reports of the supervised employees.  For example, if a supervisor conducts only supervisory activities and oversees three employees, each of whom attribute 100% of their time and effort on their Personnel Activity Reports to separate, single grant objectives, the supervisor’s time and effort distribution will be attributed equally to each of the three grant objectives.  The supervisors’ Personnel Activity Reports will indicate the time that the supervisors spent exclusively on supervisory functions, and only the supervisory time may be allocated based on the time allocations of the supervised employees.

Clerical Employees – Time and effort allocation for clerical employees who provide support for personnel working on many grant objectives will be allocated based on the percentage of reported time and effort for the employees for whom they work.  The clerical employees’ Personnel Activity Reports will indicate the time spent exclusively on clerical functions, and only this time may be allocated based on the time allocations of the employees for whom they worked.

Team Employees – The time and effort of team employees will be determined based on the pro-rata contribution of each cost objective or grant award toward the team activities.

Consolidated Administrative Employees – As part of the No Child Left Behind, state education agencies were permitted to consolidate funds made available for administration under specific “covered” programs:  No Child Left Behind (NCLB), Title I Part A - Basic, Title I Part B - Reading First, Title I Part C - Migrant Education, Title I Part D - Delinquent, Title I Part D - Corrections; Title I Part G - Advanced Placement, Title II Part A - Improving Teacher Quality, Title II Part D - Educational Technology, Title III Part A – English Language Acquisition, Title IV Part A – Safe and Drug Free, Title IV Part B – 21st Century Community Learning Centers, Title V Part A – Innovative Education Program, Title V Part D – Foreign Language Assistance, Title VI Part A – State Assessment, Title VI Part B – Rural and Low Income, and Title VI Part C – NAEP State Coordinator.

If an employee works entirely on administrative functions under the “covered” programs, the percentage breakdown on the employee’s position description should state “Administrative Consolidation – 100%”, without specifying individual programs.  For the purposes of determining an employee’s division of time and effort, administrative activities under the covered programs are considered to be a single cost objective.

7. EMPLOYEE LEAVE, TRAVEL, AND HOLIDAYS

If an employee is on leave during a portion of a month when Personnel Activity Reports are kept, the employee shall enter “0” for the days absent.  Futhermore, if any day during a reported month is a holiday for all DPI employees, “0” shall be entered on the Report.  If an employee worked on this holiday, then the hours and effort should be indicated as if a regular work day.

To properly allocate this time, if an employee marks a “0” on his or her Report for less than two weeks during a reporting month, then the reported portion of his or her time will be used as the basis for that employee’s time distribution for the full month.

With regard to employees on extended leave (longer than two weeks of a reporting month), that employee must execute a version of the PAR form for the month following the employee’s return.  For allocation purposes, if the employee’s duties have remained the same as before the employee went on extended leave, then the most recently available reported month will be used as the basis for the employee’s time and effort distribution.  If the employee’s duties have changed significantly from the last reporting month, then that new time sheet will be relied upon for adjusting backward and projecting forward.
For example, if the employee is out during the month of January due to illness, then the employee would execute a form in February to determine if his/her duties remained the same.  If duties remained the same as they did during the last reporting month (October), then the Accounting Controls and Reporting Section would use the October PAR form to determine the employee’s distribution of time and effort.  If the employee’s responsibilities changed significantly since the last reported month, then the February record would be used to adjust salary for the months of February, January, December, and November, as well as project budget allocations for March and April.
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