Dear Grantees:
 
As we begin a new federal fiscal year, please note the following changes to the claims reimbursement process.  Note that these changes are really processes that already exist, but those that require stronger compliance.  The Colorado Department of Transportation, Office of Transportation Safety is subject to these requirements, as are all its sub-grantees.
 
Documenting time worked:
 
In compliance with the Code of Federal Regulations - 2 CFR 200.430 (i) Compensation – in support of salaries and wages billed to a grant, the following standards are in addition to standards already required for payroll documentation showing hours, rate and amount:
 
· [bookmark: _GoBack]Charges to a Federal award for salaries and wages must be based on records that accurately reflect the work performed.   These records must: (1) Be supported by a system of internal controls which provides reasonable assurances that the charges are accurate, allowable, and properly allocated.  (2) Be incorporated into the official records of the non-Federal entity, (3) Reasonably reflect the total activity for which the employee is compensated not exceed 100% of the compensated activities.  (4) Encompass both Federal and non-Federal activities and (5) Comply with the established accounting policies and practices of the non-Federal entity’s written policy.  For CDOT grantees:  The distribution of salaries or wages must be supported by personal activity reports (PAR available from your Program Manager) this is in addition to the current payroll/cost documentation.  
NOTE:  PARS showing the same “general” description of hours worked – Administration, emails, phone calls will no longer be acceptable.  It is understood that administrative work is required for support of the grant activities but would seldom be 100% of the monthly activities.  A more detailed description is required.  How many calls, reason for emails, if there are school activities, what schools, how long, what was done?  If there was a booth or presentation where did it take place, how many participants, and so on.
The PAR must be signed and dated by both the employee and the Supervisor.  These are considered legal documents and the signatures verify that those signing are attesting to the accuracy of the information.
 
Documenting Travel:
 
A. Grantees claiming travel reimbursement are subject to the same State travel fiscal rules as State employees.  In compliance with Travel Fiscal Rule 5.1, note that (from the State Controller Policy) when a personal vehicle is used for state business related travel and mileage reimbursement is claimed on the grant, the traveler shall be reimbursed to the extent the number of miles between the Traveler’s Residence and the Temporary Work Location exceeds the normal commuting miles from the Traveler’s Residence to the Traveler’s Regular Work Location.  What this means is, if you claim mileage and you are leaving from your residence rather than from the office, you must deduct the normal commute miles from your residence to the office (unless your residence is your office)   NOTE:  mileage is considered an operating expense for CDOT grants.  To be expensed as “Travel” the trip must include an overnight stay with hotel, per diem, and so on.  All mileage must include a reason for the trip and should match to time shown on the PAR.

B. Any out of state travel is subject to the same state travel fiscal rules as State employees.  All Out of State travel must be pre-approved and included in the CDOT Highway Safety Office’s out of state travel budget.  Note:  It is rare that grantees will be funded for out of state travel.

