University of York
Timesheets & Publicly Funded Research Projects

Guidance for Staff
In October 2009 there was a change to the TRAC requirements for the sector associated with staff time ( http://www.jcpsg.ac.uk/guidance/revisions  update 3).  The new and clarified requirements for the completion of staff timesheets on publicly funded research projects are summarised below. (This has no impact on timesheets required for EU Commission projects as the Commission’s own requirements already exceed these.)  
1. Staff who are charged 100% of their University of York contracted time to one project do not need to complete project timesheets.

2. Staff who are charged to one project for less than 100% of their University of York contracted time (or 100% of their contracted time is charged to multiple projects)
· Will not need to complete project timesheets if their time is charged as directly allocated
· Will need to complete timesheets if their time is charged as directly incurred on projects from Research Councils OR other UK public bodies (funding on an fEC basis).  
 The timesheet must now record time on the individual project and all other working time.  Unlike EC timesheets, there is no need to record holidays, sickness etc 

Timesheets must record actual working time.  The annual total is unlikely to be the same as standard 1650 hours.  However 1650 hours must be used to calculate the charge-out rate or fte.

Retrospective compliance with these regulations is not required, but this does apply to all live projects going forward.

At York the majority of fractional staff are included on projects on a Directly Allocated basis, so it is not anticipated that this will have a significant impact on most departments.  However, to ensure that the University is able to comply with these requirements for fractional Directly Incurred staff
· An excel based timesheet is available and this will be sent to relevant staff by RSO as part of the award set-up process.  There is one version of the timesheet for Researchers and another for other types of staff.  Individuals can enter details on the timesheet for each month or for each week, according to their preference.
· Timesheets must be completed monthly in a timely fashion and fully signed copies forwarded to the relevant grant co-ordinator in the RSO at least quarterly.  

· Departments are encouraged not to charge individual staff to projects on a mixed basis of Directly Incurred and Directly Allocated, as this will be difficult to manage in practice.

· Normally journals to charge fractional Directly Incurred staff to projects should be completed in departments in a timely fashion using 

	(Actual hours recorded on Timesheet)  x (Gross Annual Cost)

	1650


Please contact the relevant grant co-ordinator in RSO if you need help to ensure that the appropriate charges are made. 
A further requirement is that universities must ensure that no more than 1650 hours is being charged to Research Council projects, by each academic or researcher, in each financial year.  RSO will be introducing a mechanism to check total staff hours/costs at the point of award. It is recognised that occasionally, there may be mitigating circumstances (e.g. lumpy working practices that mean the individual is not working in accordance with the even workload distribution assumed in the project cost profile.)  In these circumstances you should inform RSO of the reasons so that this can be recorded and you must be prepared to justify this to the Research Councils.

The table below outlines the key differences between timesheets required for UK public bodies and EU Commission FP7.
	Summary of requirements for timesheets
	TRAC fEC

Applied to: Research Councils and other UK public bodies funding on an fEC basis
	TRAC EC-FP7

Applied to: European Commission FP7



	1.   Who should complete timesheets?


	All staff categorised as DI except those who are working 100% on a single project.  Not PGR students. Not DA staff.  
	All staff, including academics and researchers, and including PGR students

	2.   What type of timesheet system is required?


	Monthly

In timely fashion

Prepared by individual (with evidence of this)

Authorised by manager

Actual productive hours, not standard

Minimum number of categories
	As for TRAC fEC

	
	For each month where work on a project is carried out
	For a year (if an individual’s hours are used to calculate their rate); 

	3.  What categories need to be shown?


	Each Research Council project, separately

A total covering Teaching, other Research and Other (although it will be useful for annual TRAC to separate these)

Support (where relevant)

Leading to a total Actual Productive Hours worked
	As for TRAC fEC, with breakdown of work packages etc plus two other categories (see below).

Holidays/sickness

Total hours (Actual productive hours + holidays and sickness)

	4.  How should staff charge-out rates be calculated?


	Actual annual salary divided by the TRAC standard of 1650 hours p.a.  An FTE calculation would also use 1650.
	Actual salary divided by actual productive hours worked for the year.  

	5.  Implementation
	Immediately, with full compliance no later than 31 December 2010
	From the beginning of FP7








