Post-Award Grant Training

Grants Administration
Miami-Dade County Public Schools
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District Goal

Less than 1% of grant funds
unspent or returned to the funding
agency.




I ——
Agenda

0  Overview of OGA focusing on GDU and FRU
= Discussion of the function of the Grants Development Unit
m  Submission of Grant Applications

O  Financial Reporting Unit

Budget Entries including Grant Transmittal Form

Budget Transfers — Fringe Calculator

Transfers of Expenditures (JV’s)

Purchasing

Accounts Payable

Contracts

Monitoring Your Grant

Data Access/Website

Grants Availability Report in SAP

Monthly Projections

Time and Effort Certification

Closing Your Program — critical deadlines

Program Manager/Staff Assistance
COVID Relief Funds
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Grants Development Unit

SUBMISSION OF GRANT APPLICATIONS AND REPORTING OF GRANT AWARDS

O  All personnel are reminded to contact staff in the Office of Grants Administration
(OGA) at 305 995-1706 prior to generating any paperwork leading to the
submission of a grant application. Contact with OGA staff is critical to ensure
district-wide coordination of grant submissions and because funding agencies
frequently limit the number of submissions per school district.

O  All grants are affected by this requirement, including those submitted on-line and
those involving partnerships with an outside agency acting as fiscal agent. Teacher
mini-grants administered by the Foundation for New Education Initiatives, Inc.
and The Education Fund, and teacher scholarships/fellowships that are awarded
directly to the teacher are exempt from these procedures. All grant funds
awarded to the District, schools and/or Miami-Dade County Public School
employees must be reported to Grants Administration.



Grants Development Unit

SUBMISSION OF GRANT APPLICATIONS AND REPORTING OF GRANT AWARDS

OGA staff will support the grant development process as follows:

0  Facilitate the development of a grant proposal Coordinate the grant submission
process;

0 Confirm funder’s eligibility requirements;

O Develop a letter of commitment or letter of support from the Superintendent, if
appropriate;

O  Link the grant writer(s) with collaborative partners, if appropriate;

O  Provide the grant writer(s) with technical assistance including budget preparation;
and

O  Ensure that District procedures are followed according to an established timeline.
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Grants Development Unit

SUBMISSION OF GRANT APPLICATIONS AND REPORTING OF GRANT AWARDS

O  Grant awards and donations must be reported to the School Board. Pursuant to
School Board Policy 6110 — Grant Funds, OGA must take all grant awards of
$250,000 and above to the Board for approval. Grant awards under $250,000
must be reported to the Board on a quarterly basis. In addition, pursuant to School
Board Policy 7230 — Gifts to the School District, donations or gifts of money over
$50,000 must be approved by the Board prior to being accepted. All equipment
that i1s donated or a gift with a value of greater than $50,000 in aggregate requires
Board approval. Please see the chart with specifics on thresholds, Board Policy,
approval and reporting requirements, and need to contact OGA for assistance.

O  Please refer to School Board Policy 7230 — Gifts to the School District for special
category requirements for goods donated to school and/or district sites.

O  Should you have any questions or need additional information, please contact Ms.
Melissa Latus, Administrative Director, Intergovernmental Affairs and Grants
Administration, at 305 995-1706 or via e-mail at mlatus(@dadeschools.net.



mailto:mlatus@dadeschools.net

Grants Development Unit

Approval Contact Method for Board
Kind of Grant or Gift Board Policy Needed OGA? Reporting

Grant Award

$250,000 and above SB Policy Board Yes OGA Board Item
6110

Grant Award Pﬁﬁr;iocgl / Quarterly OGA memo for

under $250,000 SB Policy Regign Yes grants under $250,000
6110

Donations or gifts

(including in-kind)

valued over $50,000 SB Policy Board Yes OGA Board ltem
7230

Donations or gifts

(including in-kind)

valued between $15,000 Pﬁ?\rc]:iopcgl /

to $50,000 SB Policy . .
7930 Region No Not needed

Donations or gifts

(including in-kind)

valued up to $15,000 SBPolicy | o0 " Not neaded®
7230 P

Mini-grants for Teachers; SB Policy School

Scholarships/Fellowships 6110 & 7230 Principal No Not needed*
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Financial Reporting Unit

O Assistance with writing budgets during the grant-writing
process.

O Assistance with budget processes such as new budget entries,
transfers, transfers of expenditures, and submissions of
amendments.

O Assistance with monitoring your spending according to the
grant specifications.

O Assistance with closing your grant and helping to meet the
District goal of less than 1% of funds unspent or returned to
the funding agency.



——————————
Financial Reporting Unit

Meyme Falcone, Administrative Director — 305-995-1516
E-mail: mfalcone@dadeschools.net

Carmen Lopez, Executive Director — 305-995-1501
E-mail: clopez09@dadeschools.net

Awilda Ruiz-Cintron, Coordinator — 305-995-1426
E-mail: awildaruiz@dadeschools.net

Barbara Garcia, Coordinator — 305-995-1289
E-mail: barbaragarcia@dadeschools.net



Grants Administration
http://www.dadegetsgrants.net/

Miami-Dade County Public Schoels

Office of Grants Administration
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Financial Reporting

http://www.dadegetsgrants.net/#!financial-reporting-tools/cfv3

Reope

Miami-Dade County Public Schools

Office of Grants Administration

Financial Reporting Tools

The forms list will assist in preparing a grant application. predicting and tracking grant expenditures, transferring funds
within an established budget, and transferring expenditures INto or OUT of 3 grant. Contact Ms. Barbara Garcia,
Coordinator, at 303-995-1289, Ms. Awil ntron, Coordinator, at 305-995-142, or 1. Ca:

Lopez, Lxecitive birector, at 055951501 ¥ vou naed aseistance. 1o Use Lxce Spresdehects, you must first
save them on your computer

Sign up for Post-Award Fi

ancial Training conducted by our department on the Workshops page.

Grants Availability Reports display available funds of grant-related funding structures. They can be accessed through
the SAP Reports Scraen on the Employes bortal. I you do not have access to this report, please contact your site
administrator to submit a HEAT ticket for access.

How to Access The Grants Availability Report on SAP.
Ruclgel Assist ance 2090-2021 This shewl provites salary, fringe benefils, fdions, objec sodes and ot budgel
intormation to assist the grant writer in prparing a grant budget.

Fringe Calculator 2020-2021 - (EFFECTIVE JULY 1, 2020) The Excal spreadshect is used to calculate fringe
Benefits For full-tivs anel bous by smployess, ermporary s ocons, And fndrec cos To e e Excel spreadsise), yoi
must first save it on your computer. This form is to be used to make changes in cxisting proarams or to create a budact
For applications or new programs

Grants Budget Document - To be used for Budget Transfers related to grant funds only. Refer to the comments on the
document fields for more help on completing the template. Save the form as an Dxcel document on your computer
before completing It. Pleass e-mall the complated form to your Grants Supervisor

Iransfr of Expanditures - 1his form is usad to transfer grant related expanditurss INto your grant. Itis an kxcs
Spreadshest and needs to be addressed to your OIAGA contact. To Use the Excel spreadsheet, you must first save it on
Yyour computer.

Projacted Lauipmant burchasas +orm - EQUIPMEN: projactad (o ba purchased with funds from this grant must ba
bmitted on this form or in a format that contains the information appearing on this

time and Lffort Cortification System - Ihis is 3 guide that explains the purpose and process of raviewing and
Approving The Tiene and FTarl reports equirsd e times per year (luly, Novstmber, s March) (o cerlify (he
time and effort of employees who are paid through federally funded arants.

Time and Cifort Forms _Single Cost Objective & Transfers - This manual form (non-SAP) is to be completed at the
request of Grants Administration to certify the effort of an employea serving a single program. 1he form is to be signed
by the employes or the supervisor.

Time and Effort Forms - Personnel Activity Report (PARs) for Cost-Shared Allocation - This manual form (non-
SAL) 15 £ be complatad at Gctabiishad INCerVale 3t the rEQUESE of Grants AdmInIStration to Cerciy the srfors of an
=mployes that serves more than one program with the effort represented as 2 percentage for each pragram served. The
form i to ba signad by the employac or the supervizor.

Payroll Processing Schedule 2020-2021  Eftective for pay dates after July 1, 2020,
Payroll Processing Schedule 2019-2020  Effective for pay dates after July 1, 2019,

In Service Reimbursement Payment Procedure - Click here to o to the Compensation Administration website for
Quidalines to submIt In-Sarvice Relmbursamant requasts.

rly/Ovartime Walver - A Hiring Walver Is requirad for PART-TIME AND/OR OVERTIME parsonnal who ars currantly
hired of will be hired on grent-funded proarams. This memorandum is 2 sample template for vou to use in reauesting
approval of tha Hiring Walv:

Non-School site Approval Request to Advartise OR Fill A Position (KM 6212) - A document used to allow

personnel to d under a grant funded position.

oning this form, o are attesting that you fully understand and

ant-Funded Posi

Acknowledgement of

apt that tha position is 3 grant-fundad position with a dalineated start and end date. Since this position s grant-
Finlon], e i s warr iy o At Sxtesion of exployiors! Begindt 1he e xiiration Aate of 1he o1t o any e ation

e employment with Miami Dade County Public Schools. Once the form is compicted, a copy must be kept on file
T oo, Al es s 10 et et ey 116 As e iA1e. Reagitnial Ceniier, mol slos el 16

employecservices@dadeschools.net

ELDOE Projcct Amendments - Form DOE 150 i used when reguesting 2 chana trom th Florida Pepartment of
Education In some aspct of a grant which has aiready been awarded. Changas can Include: grant goals and objectives
S creating 3 new o7 chanaind a bUGGE: Tne ftem. The Budact form that Should be uacd for o budazt amendment,
DOE 151, Is based on the original budgst prasented on the Project Budget Farm (BOE 101) used when tha application
was submitted. Contact with OIAGA is rea efore. a this process.

No-cost Fxte a1 example of A no-cost sxtension letter that is sed when requesting anly the
Cxtanaion of the program anding date. The DOE 150 i reauirad for all other changcs o the program, inclading
xtencitis wilks progsai s/ bidgel changes

Florida Department o Education Red Bool - Ths link 2 to the Florida Department of Education's Red Book which
s FDOE financial anel cost aceounting yuidancs perLaining Lo grants.

e to Open Grant Funded Programs This PDI report is updated monthly. Proarams will be deleted from the
Sulds a5 of thelr lquidation date. SAouId you have any QUEStIons or need sadiianal information, please contact M.
rmen Lopez at 305-995-1501)

Uniform Grant Guidance (-DOE) - Ihe U. 5. Office of Management and Budget (OM) has streamlined the rederal

uiden Cost Principals, and Audit Requirements. This new guidance is

affactiva for all new grants or ad rants aiarded after Lacomber e, JU11. Mmarina Nsbury, Nssistant
B e Cloid Denaniment Sf Bacation. hes dons ths bresentafio

T e assistane s is needed please contac
s Avilda Ruiz Cintron at 305 005 112,
o s 1 Topes 4l 305-905°150




Usetul Forms

Grant Budget Document — Entry and Transfer
Transfer of Expenditures

Fringe Calculator

Budget Assistance Sheet

O O O O 4d

Templates for Board Items

All are on the Grants Administration website:
www.dadegetsgrants.net

Click on Managing A Grant and go to Financial Reporting
Tools.



COVID Relief Funds

C @ covidreliefdadeschools.net

COVID-19 Relief Funds

https://covidrelief.dadeschools.net/ 0060

Home Authorizing Law Initiatives Public Input Dashboard Contact Us

COVID-19 Relief Funds Spending Plan

Miami-Dade County Public Schools has created a values-
based budget to strategically invest in our community

Leam more
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Covid Reliet Funds-ESSER Grant

Programs

0 CARES Act — ESSER I: Fund 441- Program
3384 (End date 9/30/2022)

O CRRSA — ESSER II: Fund 443 — Programs
3386 XXXX-33870000 (End Date 9/30/2023)

O American Rescue Plan- ESSER III: Fund 445
Programs 5441 XXXX (End Date 9/30/2024)




ESSER 11

RR nd ESSER

I11 (ARP)ASSURANCES

1.

10.

Expenses must be eligible under Federal education laws

Coordinating preparedness and response efforts of local education agencies (LEA)
with State and local public health departments and other relevant agencies to
improve coordinated responses to coronavirus

Providing principals with resources necessary to address needs of their individual
schools

Activities to address the unique needs of at-risk students

Developing and implementing procedures and systems to improve the
preparedness and response efforts of LEAs

Training and professional development for staff of the LEA on sanitation and
minimizing the spread of infectious diseases

Purchasing supplies and sanitizing/cleaning the facilities of an LEA

Planning for long-term closures (e.g., meals, technology, IDEA services, etc.)
Purchasing educational technology

Providing mental health services and supports
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ESSER II (CRRSA) And ESSER

[T (ARP)ASSURANCES

11. Planning and implementing summer learning and afterschool programs

12. Addressing learning loss, including:
Assessments
Evidence-based activities
Information to parents and families to support kids
Tracking student attendance and improving student engagement in distance education

13. School facility improvements and repairs that reduce risk of virus transmission and
exposure to environmental health hazards

14. Improving indoor air quality in school facilities

15. Other activities that are necessary to maintain the operation of and continuity of
services in LEAs and the continued employment of existing LEA staff

16. Strategies for implementing public health protocols for reopening schools

Required to comply with C.F.R. 200, Uniform Guidance, Applicable Federal and
State regulations and laws pertaining to expenditure of state funds.
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Grant Transmittal Form

O Used as a cover page for all new budgets,
revisions, or amendments.

0O Highlights important deadlines and program
dates.

0 Disseminates grant information to key offices
and stakeholders.

O Let’s review a sample grant transmittal form:



Grant Transmittal Form

MIAMI-DADE COUNTY PUBLIC SCHOOLS i
INTERGOVERNMENTAL AFFAIRS, GRANTS ADMIMISTRATION, AND COMMUNITY ENGAGEMENT |

GRANT TRANSMITTAL FORM
FY

—_— Date :  Sep 20,2018
PROGRAME 33850000 :

PROGRAM SHANNON AUER GOTTARDI Location # 9720

MANAGER: pgyCHOLOGICAL SERVICES

Phone 3052386110 Fax Email SGOTTARDI@DADESCHOOLS NET
OIAGA MARYSEL URBANIK
CONTACT:  pIAGA &CS

Phone 3050052721 Fax Emai URBANIKM@DADESCHOOLS NET
TITLE 30850000 IDEA 2018-2019

it}

Grant Title: SPECIAL EDUCATION Beginning Date: 070172018
Funding Type: Federal Through State Ending Date: 08/30/2018
Grant Award Number: 2630B8CB01 GL Date:

i . Florida Dept of Edueation - FS S ——
Funding Source: e ept of Education Liquidation Date: 0872072018
CFDA: - Current Year Amount; $76.851,212.00
Authorizing Statute: Total Grant Award: $78.851,212.00
[J In-Kind / Donation

L BUDGET ACTION: ATTACHMENTS:
1. [] BUDGET ENTRY.NEW [] Grant Award/Terms & Conditions
2. ] BUDGET 50.00 [] Budget Create
O Letter # [ Board ltem i
3. []PROGRAM EXTENDED UNTIL [ Budget information

[] Extension Notication
4. GASB 33: []Cost Reimbursement [[]Performance Based [] Contract [|Matching Funds [] Multiple Year

Il. PROCEDURES:

1. Non-Personnel funds must be expended by the ending date of Jun 30, 2018 Funds must be encumbered
three (3) months prior to the ending date; therefore. requisitions must be input by

2. Forms to assist in all aspects of grant budget management are available at
tpirww. porting-dnosichd .

lil. REPORTING REGUIREMENTS:

An interim performance report is due to by
A final performance report is due to by
Financial reports as stated in the grant terms and conditions will be prepared and submitted by the Contracted
Praograms Accounting
Attachment|s): E
[ 0O
[<lBeard Itam: E-201

[] Record Tracking Number, T2001753
File:
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Grant Transmittal Form Terms
Explained

0  Program Number: Issued by M-DCPS Accounting. It will range from 30000000 to

59990000 (with some in 80000000 for State Direct Grants). Use this number in all
communications with Grants Administration about your program.

O  Program Manager: The person in your office or school who is responsible for the
program. All communications regarding the grant will go to this person.

0O  OGA Contact: Your contact person for program-related questions such as changes to the
program’s scope or objectives. Budget-related questions will be referred to your FRU
contact: Ms. Carmen Lopez (305-995-1501), Ms. Awilda Ruiz-Cintron (305-995-1426) or
Ms. Barbara Garcia (305-995-1289).

0  Title: The familiar name of the program; i.e. IDEA or Cultural Passport — T-II PD.
O  Project Award Number: The contract number given to the grant by the funding agency.

0  Funding Source: The federal, state, or local agency or foundation that is funding the
program.

O  Beginning Date: The date when funds become available.

0  Ending Date: The last date when funds can be encumbered and employees can work on the
program.

0  Liquidation Date: Date that all outstanding invoices and obligations need to be paid by in
order to get reimbursed by the funding agency
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Program Numbers Explained

O  Your grant program number is assigned by the Office of Accounting. It is a four-digit
number followed by four zeroes, e.g. 39850000, and is unique to your program for the life of
the grant, be it one year or multi-year. Most grant program numbers are in the range of 3000
to 5999, although grants that are directly funded by the State of Florida will be numbered
8xxx and paid through the General Fund. However, they are still grants and monitored by
OGA.

0  The program number is NOT the same as the Project Number assigned by a funding agency
such as the Florida Department of Education or various other agencies. This is because one
project, such as Title I, Title 11, Carl Perkins, and Magnet Schools, can have a number of
different program numbers under that one project number. Be aware that the funding
agency will refer to their project number in communications, so know the difference
between the two.

O  Your program number is the key identifier to the Grants Office and your FRU person as well
as other District offices such as Budget and Procurement, so know it and remember it when
communicating with them.
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Object Codes — What Are They?

O Object codes, sometimes called Commitment Items, are numbers that specify the budget items such as
salaries, fringe benefits, and all the other items you might have in your budget: supplies, contracts, travel,
and so forth.

O They begin with 5 and are six digits, usually ending in two zeroes, e.g. 514400, 523200, 531000, 551000,
and 564100.

The number after the 5 designates the purpose of the object code.

S1xxxx: Salaries.
52xxxx: Fringe benefits.
53xxxx: Purchased services, contracts and travel.

55xxxx: Supplies and like items.

O O 0O oo o

S56xxxx: Capitalized items such as furniture, fixtures and equipment, including computers and peripherals
(printers and software) and so forth.

O

57xxxx: Administrative purposes, including 579200 for Indirect Cost.

O Your FRU person can guide you in selecting the correct object codes when you’re putting together your
budget, and the Budget Assistance Sheet lists the most commonly-used object codes.



—————————————
Fringe Benefits — What Are They?

O Fringe Benefits are included in budgeting and calculating all salaries, including full-time, hourly,
temporary instruction, stipends and supplements. This also applies when doing Budget Transfers and
Transfers of Expenditures.

O Rates for fringes are determined by the Budget Office and change annually at the start of the new fiscal
year (July 1). The current rates are also listed on the Fringe Calculator and the Budget Assistance Sheet.

O The fringes for FY 2021-2022 are:

m Retirement (521000): 11.89%

m FICA/Social Security (522000): 6.2%
m Medicare (522100): 1.45%
|

Group Health Insurance (523200): $10,417.00 per full-time personnel only, prorated per percentage
of salary paid from the grant.

ul Workers Comp/Liability/Unemployment Insurance (524000): 2.63%

Note: Full-time employees are charged all fringes including Group Health. Hourly and Overtime
employees are charged all fringes except Group Health. Temporary Instructors are charged Retirement,
FICA, and Medicare. In-Service Reimbursement / Bonus Pay is charged FICA, Medicare, and Workers
Comp/Liability/Unemployment. Your FRU person can assist you in calculating the fringes.



————————————————————
Functional Areas — What Are They?

O  Functional Areas, also known as Function Codes, define the purpose of the object
code. They are six digits, ending in two zeroes, and are paired with the program
number, e.g. 39850000-640000. Some common functional areas are:

510000: Basic Instruction

610000: Student Support Services

620000: Instructional Media Services

630000: Instruction & Curriculum Development Services

640000: Instructional Staff Training (Professional Development)
720000: Indirect Cost
780000: Student Travel (Field Trips)

O  Your FRU person can assist you in determining the correct functional areas to use
in creating your budget.
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Indirect Cost — What Is It?

O  Indirect Cost is a line item in your budget that the District includes to cover costs
not listed in the budget. It is a rate agreed upon with the Florida Department of
Education and the U.S. Department of Education. For Federal through State
grants, indirect cost is calculated on the total budget except for all 5600 object
codes (Equipment, Software, AV Materials, etc.) and 5310 object codes with 5xxx
and 7800 function codes. For Federal Direct grants, the indirect cost is calculated
on the total cost excluding any single piece of equipment which costs $5,000 per
unit or more.

0  The indirect rate changes at the beginning of the state fiscal year (July 1). The
rate for FY 2021-2022 1s 3.19% and 5% for all ESSER grants.

O  Your FRU person can assist you in determining the indirect amount for your
program. It can also be calculated using the Fringe Calculator.



—!
Grant Budget Document

Entry (ENTR)

O

The Budget Entry is based on the budget approved by the funding agency.

It follows the approved object codes, functional areas, and budget amounts and
must agree with Budget Narrative and Board Item (if applicable).

0  Corrections or changes to the budget entry can only be made with written approval
from the funder or through an amendment once the program is opened.

O  Submitted by the grant project manager and transmitted to the Office of Budget
Management for final approval.

0  Forward funding — opening a program prior to Board approval — can only be done
via a memo to the Financial Officer for OGA with proof of funding, allocation, or
a substantially approved memo from the FLDOE.

0O  Grants Administration generates the transmittal packet, which includes a copy of
the grant transmittal, the award notice, the approved budget, the budget create
document, personnel listings, and any ‘additional documentation such as the board
item. It is e-mailed to the program manger, OGA program manager, and various
offices in the District. The budget will post on the financial system within 24
hours of uploading.

O
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Grant Budget Document

Entry (ENTR) - Blank
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Grant Budget Document

Transfer (TRAN)

0  Transfers move money already in your budget to another allowable budget line.

O  Transfers between salary and non-salary lines necessitate taking into account the
associated fringes. Consult your FRU person to adjust the transfer accordingly.

O  Be aware of grant-imposed restrictions. Check with your award notice or funding
agency for limitations on transfers and the possibility of requiring an amendment.

O  Assure compliance with the Green Book and EDGAR guidelines. The Green
Book is the FLDOE guide to accounting; EDGAR is the U.S. DOE guide.

O  Transfers follow the same steps as an Entry: submit your request to your FRU
person and provide all the documentation as needed.

O  Transfers usually post within 24 to 48 hours upon receipt in the OGA office and
will appear in the Grants Availability Report (GAR) the day after posting.
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Grant Budget Document

Transfer (TRAN) - Blank
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Transfer of Expenditures (JV)

O  Transfers of Expenditures, also known as Journal Vouchers (JV’s), are processed by Grants
Administration. Their function is to move expenditures from one program to another. They
do not transfer funds and can only be done after the expenditure of funds has been posted
and reconciled.

O  JV’s move expenditures between similar structures; e.g. salary to salary, supplies to
supplies. In addition, the salary types should match; e.g. hourly to hourly. Fringes must be
included.

O  Salary JV’s in federally-funded programs may require Time and Effort reports and must be
in compliance with accounting best practices.

O  Non-Salary JV’s such as supplies or equipment need full documentation of the expenditure,
including but not limited to the purchase order, proof of goods receipt, bill of lading,
invoice, and proof of payment for the goods by the District.

O  Inall cases, the program manager must be able to show that the expenditure is in
compliance with the goals, objectives, and regulations of the grant and the funding agency.

O  Your FRU person will assist you in preparing the JV.




Transfer of Expenditures (JV)
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Purchasing and Accounts Payable

O Know your grant End and Liquidation date

O A purchase order or shopping cart does not spend your funds.
The goods or services must be received on-line and invoices
submitted to Accounts Payable. Make sure that payments are
actually processed

0O Expediting Orders.
0 The Shopping Cart and the Use of Procurement Credit Card.
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Procurement Procedures

O Step 1 —- Commitment: Your items are put into the shopping cart or fund
reservation. Funds will be withdrawn from your Current Budget and placed in the
Commitment column awaiting approval. A commitment can be cancelled without
penalty; the funds will be returned to the Current Budget.

O  Step 2 — Encumbrance: The shopping cart is converted into a P.O. and it has
been approved and sent to the vendor. The funds move from the Commitment to
Encumbrance column. An encumbrance can be cancelled only in conjunction
with the vendor and may incur a restocking charge.

O  Step 3 — Expenditure: The P.O. item has been received. The funds move to the
Expenditure column. The item must be received on-line and the required
paperwork (invoice and bill of lading or receipt) sent to Accounts Payable in order
to complete the payment to the vendor.

O  Monitor your purchases at every step. All purchases must be paid for before the
grant’s liquidation date.
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Matching Funds

O Your grant may have a matching requirement. Preference may be given to
proposals that include matching funds from the institution or other
partners including in-kind contributions. Third party contributions to
matching funds such as computer or software donated from a company
may be included.

0O In-kind matches can include fair-market value of goods or services such
as facilities, utilities, and personnel.

O Review the requirements for matching funds with your grant program
manager.

O It is your responsibility to maintain your records with the required
documentation that will be used to file quarterly, annual, or final reports.
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DAVIS-Bacon Act

O The Davis-Bacon Act (DBA), as enacted in
1931 and subsequently amended, requires the
payment of minimum prevailing wages
determined by the Department of Labor to
laborers and mechanics working on federal
contracts in excess of $2,000 for the
construction, alteration, or repair, including
painting and decorating, of public buildings
and public works




Davis-Bacon Requirements

DB applies to all construction contracts (construction,
repair or alteration, including painting) in excess of
$2,000 paid in whole or in part with federal funds. Core
provisions; * Must pay Prevailing Wages; « Contractor
must pay wages weekly; and « LEA/subrecipient must
collect certified payroll records. For more information,

please click the link below:
https://www.dol.gov/agencies/whd/government-contracts/construction




U.S. Department of Labor PAYROLL *

Wage and Hour Division (For Contractor's Optional Use; See Instructions at www.dol.goviwhd/forms/wh347instr.htm) U.S. Wage and Hour Division
Persons are not required to respond to the collection of information unless it displays a currently valid OMB control number. Rev. Dec. 2008

NAME OF CONTRACTCR D OR SUBCONTRACTOR D ADDRESS

OMB No.:1235-0008
Expires: 07/31/2024

PAYROLL NO, FOR WEEK ENDING PROJECT AND LOCATION PROJECT OR CONTRACT NO.

]

B

(3) (4) DAY AND DATE (5) (6) ) (9)

(8)
DEDUCTIONS
NET
GROSS WITH- WAGES

WORK TOTAL RATE AMOUNT HOLDING TOTAL PAID
CLASSIFICATION HOURS WORKED EACH DAY HOURS OF PAY EARNED FICA TAX OTHER |DEDUCTIONS| FOR WEEK

NAME AND INDIVIDUAL IDENTIFYING NUMBER
(e.g., LAST FOUR DIGITS OF SOCIAL SECURITY
NUMBER) OF WORKER

OT.ORST.

WITHHOLDING
EXEMPTIONS

NO. OF

o

While completion of Form WH-347 is optional, it is mandatory for covered contractors and subcontractars performing work on Federally financed or assisted construction contracts to respend to the information collection contained in 29 C.F.R. §§ 3.3, 5.5(a). The Copeland Act

(40 U.S.C. § 3145) contractors and subcontractors performing work on Federally financed or assisted construction contracts to "furnish weekly a statement with respect to the wages paid each employee during the preceding week." U.S. Department of Labor (DOL) regulations at

29 C.F.R. § 5.5(a)(3)(ii) require contractors to submit weekly a copy of all payrolls to the Federal agency contracting for or financing the construction project, accompanied by a signed "Statement of Compliance” indicating that the payrolls are correct and complete and that each laborer
or mechanic has been paid not less than the proper Davis-Bacon prevailing wage rate for the work performed. DOL and federal contracting agencies receiving this information review the information to determine that employees have received legally required wages and fringe benefits,

Public Burden Statement

We estimate that is will take an average of 55 minutes to complete this collection, including time for reviewing instructions, searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have

any comments regarding these estimates or any other aspect of this collection, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division, U.S. Department of Labor, Room $3502, 200 Constitution Avenue, N.W.
Washington, D.C. 20210

(over)



EXERCISE
WH-347

The following exercise relates to the review of certified payroll records.
As you know, certified payroll records are required to be submitted by
contractors on a weekly basis on all contracts subject to the Davis-
Bacon labor standards provisions. Below is a portion of a wage
determination applicable to this example.

Take a few moments and identify areas on the attached certified payroll
record that you believe may indicate potential compliance problems.
After you have finished, be prepared to discuss what actions you would
take to further investigate the potential problems that you have
identified.

Rates Fringes
Bricklayers $12.00 $5.46
Carpenters $13.35 $4.63
Laborers (Unskilled) $10.65 $3.65
Sheet Metal Workers $15.24 $3.778

Unlisted classification needed for work not included within the scope of
the classifications listed may be added after award only as provided in
the labor standards contract clauses in 29 CFR 5.5 (a)(1)(ii).

Version: Sept2011
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EXERCISE
Answer Sheet

There are three Carpenters (Joseph Anderson, Thomas Bedwell,
and Todd Larson). None of them have the exact rate of pay (basic
hourly rate and overtime).

The Certified Payroll records should be checked for the following:

1) The rate of pay for each classification should be checked
against the Basic Hourly Rate and Fringe Benefits for the
corresponding classes on the WD,

Example: Mascola’s rate is less than that on the WD.

2) The contractor should provide evidence of an approved
apprenticeship and trainee program. Individual registration
should be verified. The ratios and levels of progtression
should be confirmed.

a. If, for example, the ratio of journeymen to apprentices
is 2:1, then the contractor must pay one apprentice the
full journeyman rate. (The first apprentice on the job is
the bona fide apprentice.)

b. Bootstrapping is not allowed. For example, if the
trainee is not allowed and must be elevated to the full
journeyman rate, it does not mean that the firm can
have two apprentices.

¢. The apprenticeship program should be reviewed for the
fringe benefit requirements. In this case, the apprentices
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have been paid 60% of the journeyman rate plus the full
amount of the fringe benefits.

3) There is a “helper” (James Nulty) listed on the certified
payroll, but there are no helpers listed on the WD. Either the
classification must be conformed or the employee must be
paid the rate for the classification of work he is performing
(journeyman sheet metal worker or laborer).

4) Arnold Peterson’s exact classification should be confirmed
by interviews. The firm’s method of paying the employee 2
his hours as a laborer and % as a plumber may be a method
used to pay Peterson less than the full plumber’s rate.

5) The bricklayers should be carefully interviewed to determine
whether the certified payroll records have been falsified to
show compliance. The daily hours recorded for bricklayers
are less than the hours worked by the other employees; it is
possible that Clements and Cunningham were paid on a piece
rate basis. Also note that the gross earnings for these
employees are rounded off (hours times the hourly rate shows
an amount different than that on the payroll).

6) Unskilled laborers (James Burke & John Burns) are listed as
working only % the hours of the other employees. This could
be an indication that the laborers are being paid only %2 the
applicable WD rate.

7) Thomas Bedwell is due an additional $100 as a result of a
payroll error in adding the individual payroll deductions.
Numerous errors of this nature could be an indication of
payroll falsification.
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8) The repayment of a bank loan for Clements should be
verified to make certain it was authorized by Clements or
ordered by a court.

9) The overtime rates should be carefully checked.

a. In the case of Anderson, the firm is showing that it pays
double time wages for the overtime hours (5 hours x
$35.96). It may mean that the contractor is merely
reducing the overtime hours by % in order to simulate
CWHSSA compliance. The employee should be
interviewed to determine compliance.

b. For Bedwell and Larson, the contractor is showing an
overtime rate of $20.03 (1 12 x $13.35). If the
contractor is not making contributions to a fringe
benefit plan for all hours worked, then the overtime is
not correctly computed because fringe benefit rates are
paid at straight time, not time and .

For example: The contractor pays Bedwell the fringe
benefit amount in cash. The correct total
payment is $24.66 (1 2x $13.35 + $4.63 in
fringe benefits).

However, for Larson, the firm makes
contributions to a fringe benefit plan for
ALL hours worked in the amount of $4.63.
The overtime rate shown on the CPR in this
case is correct.

10) The contractor should be asked to provide evidence that
fringe benefit contributions are being made on behalf of
Larson at the rate for which credit is claimed. The plan
should be checked to determine if it is a bona fide third

party FB plan.
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11)

12)

13)

14)

There is no identifying number for any of the workers.
The last four digits of the social security number is one
possible identifying number that could have been used.

On the certification page, the Title of the signatory
party is not provided at the top of the form.

On the certification page, item number 4 (b)’s box,
“Where Fringe Benefits Are Paid In Cash’ is not
checked when it should have been.

On the certification page, the signature box is not
signed by Mr. Hale Hardee.
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Project software to include Davis- Bacon wage determination

eG®RDIAN’

ade County Public Schools ~ Welcome Marvin Francisco Apps || Tools eziQCe Help

Company Solutions Products Resources

2 Home

Miami-Dade County Public Schools &

* 1% 22-02190000.01 il + New Tab

SBAB COOLING TO. 1 Clean Up
Miami-Dade County...

Follow this Job Order

Populate with Project Info =

Send this Job Order to a Contractor

You must enter st least 3 characters.

MDCPS - LEE Construction Group Inc.

Choose a Contractor
Send the Job!

‘ﬂJVlewRepnr\s (DView History [+ Follow 5L Photos (§) | Copy wMove |jiCreate Supplemental |Sa)

Job Order Details

JOC Project Number MECPS Tracking No. [ Liquidated Damages Do Not Apply
[22-02190000.01 | [02190000
Title

‘SEAB COOLING TOWER REPLACEMENT- ‘

[=]purchase order

None PO Number
02190000

Job Order Components:

i Budgets (1) tAdaNen)
Estimates 1) [Add New]
e ! + Additional Details
| Evaluation Operl
Status
[ Invoices (5) tasanen [ 6. Awards/NTC ]
AddNen) Add E
! Locations m = i Lee Construction Group, Inc Base Option
ﬁ Logs [Add New] Joc220C-2 LEE JOC220C-2
EZ Meetings (1) 1AdeNent
i Construction Task Catalog —Non- ed Catalog
s Ada New]
& People ® = ( Click here to change the Consiruction Task Catalog) [ ik here to change the non-prepriced catalog)
[ Proposal Review  (4) February 2022 - Miami-Dade County Public Schools, Facilities Operations, Nor-Prepriced Catalog (MF 2004)
@ Frice Proposals (1) Meintenance
& subcontractors  (13) AdeNew] Proposed Schedule Wage Determination

[ Tracking Dates

Oper]

Calendar Days v Davis/BaconV v

“ Custom Fields




Data Access

0O There are several ways to keep track of your
grant.
» Grants Availability Report on SAP
» Monthly Projections

» Guide To Open Programs on the Grants
Administration website.

O Your FRU monitor 1s just a phone call or e-
mail away.



————————————————————
The Grants Availability Report

0 Log onto SAP through the Employee Portal at
Dadeschools.net.

Click on the SAP tab on the top toolbar.
Click on the Reports tab.

Click on the Finance tab.

Click on the Grants tab.

Click on the Grants Availability link.

Enter your program number in the Program space, using all
eight digits: for example, 32160000.

0 Click OK.

O O O O 0O 0O



Employee

Click on the SAP button on the Employee Portal screen.

Portal

Employee Portal

 Home | Employee Portal | Apps | Services | Sites  Resources

Portal Survey Welcome ta the Employee Portal

Report Fraud

[3) Al site Content

My Info

PHILIP MIDDLETOM [Update Info]
WILLIAMS

258985 - ERP ANALYST
pwilliams2@dadeschools.net

# More...

Employee News and Events

0 @ Mews &Events

Spring Bresk Cruize on the Allure of the Seas

| | Post Award Training ...

I
ﬁlstartl [~ Inboy - Microsoft Outl‘..I ] Microsoft Excel

=]

| Microsoft PowetPaint ...

e

Logout

(7]

My Site

Search this site...

)

My Collaboration

= 49616 - INTERGOW AFFAIRS & GRANT...
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SAP Main Page

Click on the Reports tab.

P NetWeaver Portal - dows Internet Explorer
E = @ <l ]
G—-—J\- [t rpportal dadescheols. netr/cortal =l & |4 x| i ,—@
Fie Edt View Favoitss Took Help X & -
o Favorltes =z MDCPS Overview - SAP Netweaver Fartal fp v B - 0 o= - Pager Safely~ Toose @-

Welcome PHILP WILLIAMS. Hep | Log oft

Employee Self Sery Human Resources Procurement Finance:
MDCPS Overview | Universal Worklist
MDCPS Overview | History,

mQ |nermalionet

|Done L T 1 1| s Localintanet
Ejstartl | 5] Inbox - Microsoft Q... | ¥ FileMaker Pro | /€ 5 Internat Expl... - [ 58P Lagon 710 I - Post Award Trainin... | 2] Microsaft PowerPa.., | - e




R@pOI’tS Page = Click on the Finance tab to open to the
Reports page. Click on Grants Availability Report.

MDCPS DOverview - SAP NetWeaver Portal - Windows Internet Explorer

@:—: o [z bitps 7erppoa, dsdeschaoks et i ot £l & |4 /[ x| bina (2]

File Edt View Favoites Tools Help x -

¢ Favoites 2 MDCPS Overview - S4P MetiWzaver Portal M- o= v Pager Safelys Tods- @- 7

Welcome PHILIP WILLIAMS Help | Log off

ckend Landscape Employee Self Service Human Resources Procurement Finance

Human Resources | Procurement | Finance

MDCPS Overview | History,
Grants Availability Report Open Invoices past Grant Liquidation Date
HD h Digplays the avalable funds of grant related funding structures HD h Open invoices past grant liquidation date

Displays the avalable funds of grant related funding structures(Fower)

Grants Availability Report Open Purchase Order Report
HD h HD h Wiew the Open PO Analysis Summary/Detail Report(Power)

) Local intianet ‘v R 00E -
A
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Grants Availability Main Page

Enter your program number and click OK.

Windows Internet Explorer
@@ = [ hips diermponsl dadsschooks et i/perts =l & [+ x| bira =8

File Edit “iew Favortes  Tools  Help x -

3

¢ Favoites = Giants Availabilty Fieport - AP Netweaver Portal far - B) - - o= - Poger Saletyr Took~ @~
Welcome PHILIP WILLIAMS Help | Log off

Employee Self Service Human Resources Procurement Finance

Human Resources | Procurement | Finance

Grants Availability Report | Higtory,

Variable Entry

ariable Personalization

Available Variants ﬂ Save || Save As.. | | Delete

General Variables

Wariable:* Current Selection Description
Function

Program 32160000

Fund

Funds Center (Authorization)
Grant (Multigle, Dptional)

Grant Sponsor [Range, Opticnal]
Calendar Year/Month [RangeOptional]

Fizcal Year/Period (Selection Options, Optioni

- Fiscal Year (Single Value Entry, Reguired) 2011 July - June, 4 special periods 2011

QK| _Check

’7 ,@’7 ’7’7 ’7 | Local intranet
| %3 FileMaker Pro | & 5 Intermet Expl... ~ I 54P Logon 710 | \—) Post Award Trainir... | 2] Microsoft PowerPoi, I «

|Done

QEtartl 5] Inbos - Microsoft O




Grants Availability Report

The report can be printed as a PDF or converted to Excel.

AP NetWeaver Porta indows Internet Explorer & ]
@7\:}- [ bt/ erpponsl dadeschools et i/part] =l & <) x| ]o i o
File Edit View Favaoites Took Help x -
) = »
o Favoites = Grants Availabiity Rieport - SAP Netwsaver Portal S ov B - 0 s - Pager Safety- Toos- dd-

Welcome PHILIP WILLIAMS Help: | Log off

Backend Landscape | Employee Self Service | HumanResources | Procurement | Finance

Human Rescurces | Procurement | Finance

Grants Availability Report | History,

Grant Type: Show Al Valuss |=|  GrantSpenser  [Show AllValss |=|  Calendar vearifentn: [Show Al Valuss |=|
Print PDF | Export to Excel
Grant Show Al Valuss |=|  Fund Show AllValss | =] Program: 22160000 | =]
Run Parameters
Requisttion Control: |Show AllValues |»|  Commitment tem: [-=500000 | =] Funds Center: Show Al Values | w|
Selaction Parameters Function: Show Al Values | v |
Original YT Transfers Current  ¥TD YTD Avaiable  Percent YD Adiusted
Budget  &Adusimente Budgel  Encumbrances Expendiures Balance  Budgel  Commiments Balance
Remaining
Fund= Program  Reguistion Control=  Commitment item = Funds Center=  Funcion = s s s s
432000 32160000 1 513500 IN-SERVICE REMBURSE 1962800 640000  14,483.00 14,483.00 14,483.00 100.0 14,483.00
£22000 SOCIAL SECURTY 1982300 840000 1,108.00 1,108.00 1,408.00 100.0 1,108.00
524000 \WORKERS COMP&LIAB 1962800 40000 208,00 208,00 409.00 100.0 408,00
Result 18,000.00 1€,000.00 18,000.00 100.0 18,000.00
Resut 15,000.00 16,000.00 16,000.00 100.0 15,000.00
Resut 1£,000.00 1€,000.00 16,000.00 100.0 1£,000.00

|Done [0 T 1| S Localintranet
mﬁtartl |5 Tnbo - Microsaft O... | %3 FleMaker Pro | /& 5 Internet Expl... - IZ)S8P Logon 710 I ) Post Award Trainin. . | | @] Microsoft PowerPa... | - ok

¥
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Report Information

O The page can be printed in PDF or exported to
Excel.

O The report 1s updated every night.

O It can also be customized to your
specifications and to certain dates on the
Grants Availability main page.
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Monitoring Your Program

O Projections are sent to the grant program manager
monthly.

O Projections include full-time salary projections as
well as alerts about the spending status of funds.

O Review the projection and contact your FRU
monitor 1f you have any questions or concerns.

O Catching 1ssues early can prevent last-minute
problems.



Grant Name:
Grant Number:
Grant Period:
Closing Date:
Liquidation Date:

Grant Amount:

Program Manager:
Email:

MIAMI-DADE COUNTY PUBLIC SCHOOLS
AVAILABLE BALANCES and PROGRAM EXPENDITURES PROJECTION

Agriescience Education
32600000
July 1, 2011 to June 30, 2012
June 30, 2012
August 20, 2012

$215,781

Diana E. Collingwood
deollingwood@dadeschools.net

FRU Monitor: Ms. Conchita Beltran
Email: cheltran@dadeschools net
=r jecti n of prog penditures inthe g condition: : : ]
T pr} " e bad
Overall Projection: UNDERSPENT Piease rofer to the detaried projection workshoet attached for the
- Arhounits $133,874 : d Lo .sa ary , A .an ry expenditures for their
Percentage: 62.04% _Jresp and proj
Composed of: .
Salaries & Benefits: $30,534
Non-Salary: $103,340
Workdays Left: 176 From the projection ‘AS OF' date to end at the fiscal year.
|If your Grant program is projected to be "UNDERSPENT"; please take the ing i ions as ded : I
- Seek a no-cost extension or a redistribution of budget into d
- Consider filling budgeted vacant full-time and hourly positions;
- Consider transfering into the grant allowable expenditures, and / or;
- Execution and Approval of all new and pending shopping carts, funds reservati and travel authorizati in order to ish an
Ilf your Grant program is projected to be "OVERSPENT", please take the g i di as ded:; I

- if there are expemﬁures (i.e., salaries & benefits and/or non-salary) that should be transferred to another program please proceed to execute a

Journal Voucher (JV), salaries and benefits transfers MUST BE ACCOMPANIED with a properly executed and approved Circular A-87 certification form;

- Consider reducing hourly and / or full-time personnel, and / or;
- Curtail non-salary expenditures;

Ilf your Grant period has expired and is found to be “UNDERSPENT" or "OVERSPENT", please contact your FRU Monitor IMMEDIATELY for possible corrective actions. '

Methodology used in the proj: Salaries and for full-time positions are projected based on the number of the remaining workdays in the current fiscal year plus the actual amount

* earned, adjusted for 10 and 12 months type positions. Hourly positions are projected based on the actual amount paid projected to the last day of the school or fiscal year , as applicable. Non-
salary categories are projected based on the amount already spent plus encumbrances ,such as shopping carts that are awaiting delivery of goods and services. Please refer to the attached
explanation of the content and source for each of the columns presented in the worksheet below.

ions or require please contact your FRU Monitor.

If you have any

11/15/201111:56 AM 32600000 Agriescience $



MIAMI-DADE COUNTY PUBLIC SCHOOLS
AVAILABLE BALANCES and PROGRAM EXPENDITURES PROJECTION

K L) M) M)
] &) ©) D) (E) (F) G) {H) (@] (J) (H+1+K) G-L) (N/G)
(G-H-1) *rrP.R O.J ECT 1O N*T*
Calculated Calculated Total Variance Percentage
OBJECT DESCRIPTION Budgted | Filled | Average Days Current YTD Pending Available Projection Projected Under / {Over) Funds
Positil Positi Salary {Remaining Budget E di T il Bal To Year-End Expenditures Budget i
SALARY E .
[ 5148 [Temp Instructor | [ | | | 10,000 | 1,034 | of 8,966 o] 1034 - 8966 89.66%
| 5150 |Hrly Employee | | | 72 ] 20,000 | 2,235 | 0] 17,765 0] 2,235 | 17,765 | 88.83%

SUBTOTAL - SALARY [ o T o | nA | NA ] 30,000 | 3,269 | o] 26,731 o] 3268]  28731] 89.10%)]

FRINGE BENEFITS g a

[ 5210 - 5240 Reti /FICA/Medicare/WC T NA T NA T NA T NA ] 4,234 | 431 | o] 3,803 o] 431] ~ 3803] 89.82%)
| 5232 |Hospitalizati | NA | NA | NA | NA | 0] 0| o] 0 6] of 0] |
SUBTOTAL - FRINGE BENEFITS [NA T NA T NA [T NA ] 4,234 | 431 ] 0] 3,803 0] 431 | 3,803 | 89.82%)
{K) L) (M) (N)
) (B8) © (D) (E) (F} ©) (H) ) (4} Hel+K) G-1 (N/G)
(G-H-1) ** P R OJECTION" "
Calculated Calculated Total Variance Percentage
OBJECT DESCRIPTION g Filled gt Days Current YTD i Projecti Proj Under / {(Over) Funds
Positions | Positions| Satary { Remaining Budget Expenditures Balances To Year-End Expenditures Budget Availables
NON-SALARY
5310 P ional & Technical N. A N_A N A N.A. 3,000 3, 0 ol 100.00%
5331 Travet Out Of County N.A. N.A. N, A N A. 15,000 1,315 2171 11, [} 3486 | 76.76%|
5332 Field Trips N A N A N A A 35,000 2,532 5,060 27,4 0 7592 | 78.31%
5390 Other Purchased Ser N A N.A. N A A 15,000 3,824 3,353 7.8 0 7477 52.16%
5399 Printing-Duplicating N. A N.A. N A A 2,000 2,0 0 0 100.00%
5510 li N. A N A N.A. LA 12,472 124 0 o 100.00%
5622 Non-Capitalized AV Material N_A. N A N A N A 1,372 1,3 [ 0 100.00%
5640 FFSE A LA LA N_A. 89,560 22,977 33,414 33,169 0 56.391 7.04%
5692 Non Capitalized Software A A A N_A. 2582 2,582 [} 0 100.60%
5730 Dues & Fees A A A N A 2,000 2,000 ) CIE 100.00%
5792 ndirect Cost A A A N_A 3,561 1 3,480 3561 | 0.60%
SUBTOTAL - NON-SALARY [ NA T NA T NA T NA T 181,547 | 30,729 | 47,478 | 103,340 o] 78,207 | 103,340 | 56.92%)|
GRAND TOTAL 215,781 34,429 47,478 133,874 [ 81,907 133,874 62.04%
Note: Indirect cost is not calculated on 56XX object categories that p i and equil

11/15/201111:56 AM 32600000 Agriescience $
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Time and Effort Certification

O Why is Time and Effort Certification required?

O All programs that are funded from federal dollars are required by law to
have a certification performed that requires employees and / or direct
reports affirm the fact that the time and effort was spent in servicing the
particular program.

0 Two Formats: Electronic and Manual. Time and Effort Certification is
generated every four months for all federally-funded programs and sent to
program administrators for approval via SAP Universal Worklist. Manual
certification is done on a case-by-case basis to certify time and effort on
individual programs.
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Time and Eftort Certification

System

O What 1s meant by the term Single Cost Objective?

It refers to an employee that serves a single program
and 1s paid by the same program that it serves.

0 What 1s meant by the term Multi Cost Objective?

It refers to an employee that 1s filling a position of one
of the programs that 1t serves but also serves another or
more programs that are charged based on the level of
effort depicted by a percentage that is used to charge
the other programs served. The total of the percentages
of all the programs served must equal 100%.
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Time and Eftort Certification

System

O What 1s the source of the data contained 1n the
certification report?

For employees serving only one program (1.€. Single Cost
Objective), all data reported 1s obtained from the actual
attendance records and the actual wages paid to the
employee.

For employees serving more than one program (i.e. Multi
Cost Objective), the data 1s obtained from the SAP HR
module that contains the level of effort expressed as a
percentage that was budgeted and approved based on the
approved grant application or current actual effort.




Time and Effort Certification
System

X @cConvert v B Selact
i’;ﬁ‘ hd ~ = Eéa ¥ Page > GSafety v Tools~

Welcome MARELA MACHADO Help | Log off

Employee Self Service eRecruiting Human Resources
MDCPS Overview | Universal Worklist | SAPERP Training Resources

Universal Worklist

( @ Waiting for update
MREE) Aets | Notiiations | Trackng L Ig]
Show - [New and In Progress Tasks | | [Al [+ Show_Fillers Hide Preview Refreshs,
Subject I From Sent = Proty = { Due Status
N Time and Effort (Single) FY 2014 Period 3 Loc. 1007100 = Machado, Mariela Today Normal 1 Nov30,2015  New
Time and Effort (Multi) FY 2015 Period 3 Loc 1008100 Ver 001 =5, Mac hado, Mariela Today Normal 1 Mov 30,2015 In Progress
] Inbound IDoc : CCMS statistic update failed. =, Workflow System Aug 16, 2015 | Normal 1 New
] Inbound 1Doc - CCMS statistic update faied. =, Workflow System Aug 16, 2015 | Normal 1 New
. Inbound IDoc - CCMS statistic update failed. =, Workflow System Aug 16, 2015 | Normal 1 New
Loc - 1902900 | Fgm - 75000000 | Fund - 100000 | Budget Entry Approval Task 2100000885 - Approval =, Coronado, Jorge A. Sep 15, 2014 Normal New
| Loc -1902000 m - 75000000 | Fund - 100000 | Budget Entry Approval Task 2100000884 - Approval =, Coronado, Jorge A. Sep 11,2014 Normal New
| Loc - 1902000 m - 75000000 | Fund - 100000 | Budget Entry Approval Task 2100000882 - Approval =, Coronado, Jorge A. Sep 11,2014 Normal New
Loc -1902900 m - 75000000 | Fund - 100000 | Budget Entry Approval Task 2100000881 - Approval =, Coronado, Jorge A. Sep 11,2014 Normal New
. Loc - 1902000 | Fgm - 75000000 | Fund - 100000 | Budget Entry Approval Task 2100000880 - Approval =, Coronado, Jorge A. Sep 11,2014 Normal New
-] Frow| 1jors2|~]~|=]




e
Time and Eftort Certification

System

O There’s two terms that you may see in a
certification

m De-Certification

m Re-Certification
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Time and Effort Certification

System

O What is the definition of a De-Certification?

A De-Certification (DECERT) refers to a retroactive
transfer of wages involving a federal funded program
for a prior period that was previously certified.

O What is the definition of a Re-Certification?

A Re-Certification (RECERT) refers to the same
retroactive transfer that was charged to another
federally funded program that substitutes the previous
program that was previously certified.
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Time and Eftort Certification

System

0O There are two types of Approvals:

Approved

O Applies for approvals where all the data reported 1s
correct.

Approved with Adjustments / Corrections

O Applies when any data contained 1n the report is
found to be 1n error.

Must disclose the specifics in the Comment Tab under
Location Comments where comments must be added that
explains the specifics of the error found.



Time and Eftort Certification

System

PR U

| Time and Effort Certification Single Cost Objective Details

I| MenuJ |} | Save || Back ” Exit || Cancel ] [ System] | [ Approve H Approved with Adjustments / Corrections ]

| Time and Effort Certification Form- SINGLE COST OBJECTIVE REPORT

| Pending
Fiscal Year 20143
Reporting Period  03/81/2014 |to 06/30/2014 Cost Center 1007300

Curent_ecetrcen T

~
Creation Info 228662 11/04/
Approval Info
Last Change 228662 11/04/

Grant's Office

Comments

Location

Comments

HE ==

B =R

Please correct employee: Pedro Perez, employee Number testfl.

Certification: By electronically approving this certification serves to confirm that the employee(s) listed in the associated report expended their time an

effort servicing the federally funded program or programs listed for the period identified.

If you have any guestions, please contact your Program Manager or your FRU Monitor.

<
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Time and Eftort Certification

System

O Verification of data

For full-time, part-time, overtime and substitutes
the respective days and hours reported can be
traced to the attendance and payroll records
retained at your school.

For supplements and stipends the amount paid 1s
based on the type of supplement as reflected in
the SAP HR system, and also reported 1n the
payroll record.



e
Time and Eftort Certification

System
O Approval of data

» It must be approved by the administrator in
charge of the location having firsthand
knowledge of the work being performed.

» [t cannot be delegated to a non-administrator.
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Time and Eftort Certification

System

O Whatis the result of NOT performing a Time
and Effort Certification?

Failure to perform a certification may result in the
disallowance of a portion or the entire amount of
expenditure reported for wages and benefits for a
particular federally funded program (grant) if found
by the auditor to be lacking a timely and properly
executed certification during the required annual
Single Audit (1.e. federal audit).
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Time and Eftort Certification

System

O Possible penalty for Single Audit finding related
to a missing or timely certification?
Please note that a failure to comply with the
certification requirement may result 1n the
disallowance of a chargeable expenditure for wages
and benefits to the Grant by the USDOE/FLDOE or
cognizant agency, thus resulting in your school’s or
department’s Discretionary account (02) being
charged for the amount equal to any disallowance.
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Time and Effort Certification

System

O Period 1: July 1 — October 31. Issued after payroll
that includes October 31. Due date 1s fifteen days
after 1ssuance.

O Period 2: November 1 — February 28. Issued after
payroll that includes February 28. Due date 1s
fifteen days after 1ssuance.

O Period 3: March 1 — June 30. Issued after payroll
that includes June 30. Due date 1s fifteen days after
1ssuance.
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Time and Eftort Certification

System

O Approval timeline and escalation

15 workdays for electronic approval by the
appropriate personnel at the school or non-school
site.

From 16™ to the 25™ workday escalates to an email
notification to:

O School site: Region Superintendent.
O Non-school site: Direct Report Supervisor.

On the 26" workday escalates to the appropriate
Superintendent’s Cabinet member.



e
Time and Eftort Certification

System

O How can I view a Certification that has been
previously approved?

» Simple — just follow the next three screens shots
that will show you how to access all previously
approved certifications, as well as the statuses.



Time and Effort Certification

System

X @convert » B Select

- -~ [ Eéa v Page > Safety~ Tools~ @'@ @ a@

PEERDE o

MOCPS Cwverview

Welcome MARIELA MACHADO

Employee Selff Service eRec ruiing
| Qwverview | eRecruiting | eRecruiting

Finance

Human Resources

MDCPS Overview

-

Grants Offic e Detail for Single Cost

Grants Offic e Detail for Single Cost

Grants Offic e Detail for Multi Cost

Grants Offic e Detail for Multi Cost

Dashboard for Time and Effort Multi Cost

Dashboard for Time and Effort Multi Cost

Report for Time and Effort Mulii Cost Objective

Report for Time and Effort Multi Cost Chjective

ort for Time and Effort Single Cost Objective

Report for Time and Effort Single Cost Objective

Dashboard for Time and Efort Single Cost

Dashboard for Time and Bfort Single Cost

Staff Authorized to Approve Time and Effort Cert-Bx ceplion Report

Staff Authorized to Approve Time and Effort Ceri-Bx ception Report

Siaff Authorized to Approve Time and Effort Cert Report

Staff Authorized to Approve Time and Effort Cert Report



e
Time and Eftort Certification

System

R ~ [ [;%a v Page~ Safetyv Tools~ i@}v _@ E @

Welcome MARIELA MACHADO

Backend Landscape | Employee Seff Service | eRecruiing Human Resourc es

MDCPS Overview | Overview | eRecrufing | eRecruiting | Payroll | Finance

Report for Tim e and Effort Single Cost Objective
| Report for Time and Effort Certification Single Cost Objective

I [ Menuj |' | Save as Variant.. ” Back H Ext H Cancel [ [ SysbemJ | [ Execute r

Fiscal Year @I to :I
Period ﬂ to j
Personnel Number I:I to I:I

Cost Center to I:|

EECe




Time and Effort Certification
System

Employee Self Service Human Resources

Backend Landsc ape

Reports

Time and Effort Certification Reports for Single Cost Objectives

L

| Time and Effort Certification Single Cost Objective Details

I[ Menu | “ | Back || Cancel | | System | | | Change |
| Approved With Comments | Time and Effort Certification Form- SINGLE COST OBJECTIVE REPORT Creation Info 028662 11/04/2
Fiscal Year 2014 3| Approval Info 228662 11/04/2
Reporting Period  03/01/2014 | to [06/30/2014 Cosl Center 10971060 LastChange 228662  |11/04/2

M, DecertRecert | Comments

Q&I BRS¢ B )| 6|
“Person... |"Pers... |.. |"Employee/app.name Position | Cost .. |Fund |Functi0na| Area Program Name brant k:FDA ku‘fLAccount kifLAccountText k:ertType Hrs \
144192 9139423 3 ROBERTLOUISINGS 99999999 1007100 420000 33780000-510000 CSR NORLAND 06472001197 84010 515000 HOURLY EMPLOYE Current 22
231596 9139430 3 SONIAEIDINGER 99999999 420000 33780000-510000 CSR NORLAND 06472001197 84010 515000 HOURLY EMPLOYE Current 12
309914 309914 3 Janette Dina Ramos 53277590 420000 35310000-520000 |IDEAPARTB.07/03 72001171 84027 515000 HOURLY EMPLOYE Current 262
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Manual Time and Effort

Certification

Time and Effort forms that cover transfers of expenditures to grants are
submitted manually with the transfer form.

0 Approved Forms To Be Used: There are two manual forms.

O 1. Time and Effort Certification Form — Single Cost Objective &
Transfers: This form to be used to certify transfers or reclassifications of
eligible personnel for salaries and benefits retroactively.

O 2. Time and Effort Certification Form — Multi Cost Objective &
Transfers: This form is used to certify transfers or reclassifications of
eligible personnel for salaries and benefits retroactively when time and
effort impacts split-funded personnel.



Manual Time and Effort
Certification

MIAMI-DADE COUNTY PUBLIC SCHOOLS
TIME AND EFFORT CERTIFICATION FORM — SINGLE COST OBJECTIVE & TRANSFERS

{Program Hame & Number]
{Payroll Periods — Do Not Excesd & Monkna) {Flzcal Year)
Location - Employee
= Location Name == Name of Employee Title of Employee
Comments & Corrections-

| hawe first-hand knowledge of the activities of the employees’ time and objective in the performance of services for the period noted
ove. i ification serves indivik I low worked 100% of their time on a single cost

[Signaturs of Empioyss Supervisor or Schoal Principal) Dats}
[y Mameananbe

PLEASE SCAN THIS COMPLETED FORM TO: IIMEANDEFFORT@dadeschools nst

ATTN: IRAIDA R. MENDEZ-CARTAYA

WARNING: Failure to comply with this requirement in a timely manner may resuit in 3 disallowance of a charpeable expenditure to the
3 DOEFLDO 2=ulting i chool | deg; et acooun gg for the ame i the

grant b

thus resuling in vour s




Manual Time and Effort
Certification

MIAMI-DADE COUNTY PUBLIC SCHOOLS
TIME AND EFFORT CERTIFICATION FORM — PERSONNEL ACTIVITY REFORT (PARs) FOR COST SHARED ALLOCATION

{Empioyes Name) ({Empioyne Numiber) (Empioyoe Tiis)

{Loaalion Namas & Number) T {Payroll Pariodc — Do Nok Exossd 2 Monthc)
Pleaseprwdetheeustallona.honp-eme-nﬂ@ehasedonmmmmﬁﬂummmﬁﬂauhaaleﬂbftm-uasprwdedbremhofﬂprwsmadfw
each of the & total fiog 5 = il [D

Fogam Tarcert
Fund Numibser Program Mame Allocation Please Provide Explanation for a Change to a Prior Period Allocation
FOR THE MONTH OF:

_ 'OVERALL PERCENTAGE MUST ADD TO 100% 100%

_ ‘OVERALL PERCENTAGE MUST ADD TO 100% TO0%

FOR THE MONTH OF:

_ ‘OVERALL PERCENTAGE MUST ADD TO 100% 100%

The signing of this cerfification serves to confirm that the employee identified above served the programs listed based on a reasonable estimate of the average amount of the
aehdeﬁod.

{3ignatuns of EMPLOYEE or Supervisor) (Type Name & Titie] iDats)
PLEASE SCAN THIS COMPLETED FORM TO: TIMEANDEFFORT @dadeschools. net

AND MAIL THE ORIGINAL TO:
OFFICE OF INTERGOVERNMENTAL AFFAIRS, GRANTS ADMINISTRATION & COMMUNITY ENGAGEMENT
MAIL CODE: 3616, SBAB ROOM: 760
ATTN: IRAIDA R. MENDEZ-CARTAYA
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Closing Your Program

O End date: last date payroll can be charged to your
program.

0 Liquidation Date: last date encumbrances can be

converted to expenditures and reported on the
FA399.

Final expenditure reports.
Timing of Liquidations.
Purchase early and track your Purchase Orders.

O O O O

Move staff to new programs.



Important Items to Remember...

Review your Grants Availability regularly.
Know your program end date and liquidation date.
Make sure purchases get liquidated, paid.

O O 0O O

No-successor program - Charges, including payroll, will
be charged to your General Fund.



—!
Before You Go...

O You will receive a link to a survey via e-mail when
the session 1s finished. Please complete it and send
it back. Your responses will be anonymous.

O If you attended via the webinar but were not the
person signed 1n on the link, please send your name,
employee number, location number and name, and e-
mail address to Meyme Falcone
(mfalcone(@dadeschools.net) so that you will be
recorded as having attended.



e
Thank You!

0 If you have any questions, please remember: We are here to help. Call
or write us with any and all questions relating to finance issues on your
grant.

= Ms. Meyme Falcone - 305-995-1516
e-mail: mfalcone(@dadeschools.net

m  Ms. Carmen L. Lopez - 305-995-1501
e-mail: clopez09(@dadeschools.net

m  Ms. Awilda Ruiz-Cintron - 305-995-1426
e-mail: awildaruiz(@dadeschools.net

m  Ms. Barbara Garcia — 305-995-1289
e-mail: barbaragarcia@dadeschools.net



mailto:awildaruiz@dadeschools.net
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