TIME AND EFFORT MONITORING (personnel activity reports):
· The distribution of salaries and wages to your award must be supported by personnel activity reports.
· Reports reflecting the distribution of activity of each employee must be maintained for all staff members (professionals and nonprofessionals) whose compensation is charged, in whole or in part, directly to your award.
· The reports must reflect an after-the-fact determination of the actual activity of each employee. Budget estimates (i.e., estimates determined before the services are performed) do not qualify as support for charges to awards.
· Each report must account for the total activity for which employees are compensated and which is required in fulfillment of their obligations to the organization.
· The reports must be signed by the individual employee, or by a responsible supervisory official having first hand knowledge of the activities performed by the employee, that the distribution of activity represents a reasonable estimate of the actual work performed by the employee during the periods covered by the reports.
· The reports must be prepared at least monthly and must coincide with one or more pay periods.
· Charges for the salaries and wages of nonprofessional employees, in addition to the supporting documentation, must also be supported by records indicating the total number of hours worked each day maintained in conformance with Department of Labor regulations implementing the Fair Labor Standards Act (FLSA) (29 CFR Part 516). For this purpose, the term "nonprofessional employee" shall have the same meaning as "nonexempt employee," under FLSA
· Salaries and wages of employees used in meeting cost sharing or matching requirements on awards must be supported in the same manner as salaries and wages claimed for reimbursement from awarding agencies.

INDIRECT COST RATES:
· Indirect costs are those that have been incurred for common or joint objectives and cannot be readily identified with a particular final cost objective.
· After direct costs have been determined and assigned directly to awards or other work as appropriate, indirect costs are those remaining to be allocated to benefiting cost objectives
· A cost may not be allocated to your award as an indirect cost if any other cost incurred for the same purpose, in like circumstances, has been assigned to an award as a direct cost
· Because of the diverse characteristics and accounting practices of non-profit organizations, it is not possible to specify the types of cost which may be classified as indirect cost in all situations. However, typical examples of indirect cost for many non-profit organizations may include depreciation or use allowances on buildings and equipment, the costs of operating and maintaining facilities, and general administration and general expenses, such as the salaries and expenses of executive officers, personnel administration, and accounting.
· Budgeting and utilizing an indirect cost rate in your award that has not been federally approved or formulated by your accountant/auditor is not allowable.
· Your indirect cost pool has to be set up, monitored and reconciled in your financial system.


Reference links:
OMB CIRCULAR NO. A-122, Cost Principles for Non-Profit Organizations:  http://www.whitehouse.gov/omb/circulars_a122_2004/#ac

OMB Circular A-87, Cost Principles for State, Local and Indian Tribal Governments: http://www.whitehouse.gov/omb/circulars_a087_2004/

OMB Circular A-110, Uniform Administrative Requirements for Grants and Other Agreements with Institutions of Higher Education, Hospitals and Other Non-Profit Organizations
http://www.whitehouse.gov/omb/circulars_a122_2004/#ac

Sample Indirect Cost Proposal Format For Nonprofit Organizations: http://www.epa.gov/ogd/recipient/sample1.htm

