


Please dedicate time to listen to the employee’s concerns, then ensure that the information in
the application is correct. If you think the information is incorrect, please discuss with the
grant owner.

Federal regulations require that any salaries and benefits charged to a federal grant must be
based on documentation that meets the following criteria in order to be allowable:

The employee’s time must be documented.

The documentation must reflect the actual time spent by the employee on activities of the
federal program(s) being charged.

The documentation must account for all of the employee’s time for the period covered.

The documentation must be signed by the employee.

Time and effort reports are required to document that federal funds were charged only for
time actually worked on allowable cost activities and ensure that federal programs paid only
their proportionate share of personnel costs.
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If you have additional questions, please email grants@fwisd.org or call the Grants Department
at 817.814.2294.



