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NCLB-Required Employee Certifications
United States Department of Education program monitoring findings across the country indicate that many local educational agencies (LEAs) across the states are failing to comply with the required employee certifications for work completed and compensated with federal funds. 

Where employees are expected to work solely on a single Federal award or cost objective, charges for their salaries and wages will be supported by periodic certifications that the employees worked solely on that program for the period covered by the certification. These certifications will be prepared at least semi annually and will be signed by the employee or supervisory official having first hand knowledge of the work performed by the employee. 

In the instances where employees work on multiple activities and are assigned to different cost objectives, a distribution of their salary must be clearly demonstrated and supported in the personnel activity records. These records must account for the total/overall work activity for which each employee is compensated with federal funds, and must be prepared at least monthly to coincide with one or more pay periods. They must be signed by the employee, and employee signatures must be original and verifiable.

The Department's Office of Educational Management Services has developed a Reference Manual For Audits of Financial Statements of New York State School Districts (2008) that includes a section on ‘Certification of Payroll Funded Through Federal Awards’ on pages 57 and 58. 

· Sample Personnel Activity Report For Split-Funded Staff (Salary from multiple sources) 
· Sample Employee Payroll Certification (EPC) Statement for Staff Who Are Fully Funded (100%) by Title I, Part A Funds [image: image1.png]
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Sample Personnel Activity Report
For Split-Funded Staff (Salary from multiple sources)

Period Ending (1)




Fiscal Year






Name






Division or Department





Accounting Description

Account Number
Percent of Effort (FTE)


Project:  A
Title I A





.35



   B
Title IIA





.30



   C
Local Funds





.35







Total Effort















1.0

	I hereby certify that this report is an after-the-fact determination of actual effort expended for the period indicated and I have full knowledge of 100% of these activities.

(2)







(3)





Employee



Date


Responsible Official

Date


(1)
-
Report must be prepared at least monthly and coincide with one or more pay 


periods.

(2)
-
Required for all split-funded positions

(3)
-
(Optional) Supervisory official having first hand knowledge of the activity 



performed by the employee.  (Usually building principal)
Sample Employee Payroll Certification (EPC) Statement

For Staff who are Fully Funded (100%) By Title I, Part A Funds

The EPC would be on some type of formal District Letterhead Document.

School Building:______________________

Principal:____________________________

To Whom It May Concern:

I hereby certify that for the period September 1, 200_ to January 31, 200_ one-hundred percent (100%) of my time and effort was spent as a Title I (Reading/ELA/Mathematics) teacher/teaching assistant* in the (School Name).

Employee Name (Print):                         Date:*___________                                         

_____________________   

Signature:

_____________________    

(Optional) Lead Administrator Name (Print):**____________________

Signature:______________________    Date:____________ 

*EPCs must be signed twice a year, by staff that is fully funded with federal funds. Additionally, the signature date must be an “after-the-fact” date. In other words, the duties that staff are certifying to, have been already been performed.

**Lead administrators of Title I, fully- funded staff (ex. Building Principal), may co-sign with or sign for (with staff permission) Title I staff. Signature dates must also be an “after-the-fact” date. Lead Administrators may not sign for split-funded (salary comes from more than one funding source) staff, but may co-sign with split-funded staff. 

