NHDOE Federal Funds Monitoring

Corrective Action Plan
(Use a separate form for each Corrective Action Item)

Subrecipient contact: Robert Malay, Superintendent
Subrecipient: Keene School District

Action Item: Finding #01

Description: Outdated/Missing Policies

Date: October 11, 2021

Please check the box that most appropriately matches the District’s status in implementing the Corrective
Action Plan (CAP). Please also provide any documentation that supports the District’s assertion that the CAP
has been fully implemented.

(M) - (1) Partially implemented

[]- (2) Revised CAP being implemented

[] - (3) Fully implemented

] - (4) No further action required (provide detailed explanation below):

Marcy Frink on behalf of Robert Malay 10/11/2021

Name of person completing this form Date

If options (1) or (2) are selected, please explain the implementation status &/or how the CAP was revised as
well as the anticipated completion date in the space below:
Keene School District's Drug Free Workplace policy is in process. The Keene Board has reviewed the policy and requested edits. The

policy will be reviewed by the Central Office Leadership Team and will be returned to the board for final approval.
Keene School District's Prohibiting the Aiding and Abetting of Sexual Abuse policy (GADA) is currently with the Keene School Board's Policy Committee

in draft form. It will then go to the full Board for first reading and adoption.

Corrective Action Plan Update or other explanation as necessary, (status date: / / )

If option (3) is selected, please explain how this was implemented in the space below:

Please return to the Bureau of Federal Compliance within 30 days of receipt.

The New Hampshire Department of Education does not discriminate on the basis of race, color, religion, marital status, national/ethnic origin, age, sex, sexual
orientation, or disability in its programs, activities and employment practices.

TDD Access: Relay NH 1-800-735-2964 Page 11 of 11



NHDOE Federal Funds Monitoring

Corrective Action Plan
(Use a separate form for each Corrective Action Item)

Subrecipient contact: Robert Malay, Superintendent

Subrecipient: Keene School District

Action Item: Finding #02

Description: Small Purchase Procedures

Date: October 11, 2021

Please check the box that most appropriately matches the District’s status in implementing the Corrective
Action Plan (CAP). Please also provide any documentation that supports the District’s assertion that the CAP
has been fully implemented.

(W - (1) Partially implemented

[]- (2) Revised CAP being implemented

] - (3) Fully implemented

(] - (4) No further action required (provide detailed explanation below):

Marcy Frink on behalf of Robert Malay 10/11/2021
Name of person completing this form Date

If options (1) or (2) are selected, please explain the implementation status &/or how the CAP was revised as
well as the anticipated completion date in the space below:
Please see attached letter regarding contractual services with Keys to Literacy, LLC. The district has a procurement policy and is working

to ensure all Grant Managers understand the federal guidelines by developing informational sessions that will be attended by the managers.

Corrective Action Plan Update or other explanation as necessary, (status date: / /)

If option (3) is selected, please explain how this was implemented in the space below:

Please return to the Bureau of Federal Compliance within 30 days of receipt.

The New Hampshire Department of Education does not discriminate on the basis of race, color, religion, marital status, national/ethnic origin, age, sex, sexual
orientation, or disability in its programs, activities and employment practices.

TDD Access: Relay NH 1-800-735-2964 Page 11 of 11



October 11, 2021
Jessica Lescarbeau
State of New Hampshire
Department of Education
101 Pleasant Street
Concord, NH 03301-3860

K Keys to Literacy (KtL) is our school district’s foundational approach to teaching English
e e n e language arts. All teachers in our district go through a multi-step training in KtL, working with
S C h O O I certified KtL trainers as well as our KtL-trained cadre of peer trainers and coaches.

s o] Because no organization other than KtL offers certified trainings in the program, we work
D I St r I Ct exclusively with KtL to ensure that our teachers “speak the same language” to students in
teaching reading and writing, and that they share common understandings and common
approaches, so that students progress seamlessly as readers and writers from grade to grade
and subject to subject.

193 Maple Avenue

Keene, NH 03431 Because there is no other source of certified KtL training, the New Hampshire Department of
p 603.357.9002 Education has permitted us to enter into single-source contracts with KtL exceeding $10,000
f603.357.9012 to continue our teachers’ professional development.
www.SAU29 org

The Keys to Literacy professional development model includes hands-on initial training that
Robert Malay

Superintendent shows teachers how to apply research-based instruction. The model also includes follow-up
SAU 29 professional development provided by Keys to Literacy trainers and building-based peer
603.357.9002 x221 coaches, with an emphasis on peer collaboration.

rmalay@sau29.orq

Snow-Renner and Lauer {2005) conducted a meta-analysis of effective professional

Dr. Ben White development for teachers. They found that “professional development that is most likely to
Assistant Superintendent positively affect a teacher’s instruction is focused on specific content and/or instructional
SAU 29 strategies rather than general; characterized by collective participation of educators, in the
603.357.9002 x223 form of grade-level or school-level teams; and infused with active learning rather than a

bwhite@sau29.org

stand-and-deliver model.” Keys to Literacy meets these criteria.

Brian Campbell Sailors (2009) reviewed the literature about professional development of teachers and
g‘ZSL'JS;agnt SHPERIIENCERE concluded that professional development focused on specific instructional practices increases
603.357.9002 x216 the use of those practices by teachers in their classrooms; and teachers need proof that the
becampbell@sau29.orqg topics and practices of professional development activities actually work with students. Keys

to Literacy also meets these criteria.

The Key Comprehension Routine that is the basis of Keys to Literacy has been shown by
research to be effective in helping children become literate. The National Reading Panel
(2000) identified several comprehension strategies as being most effective for improving
comprehension, all of which are embedded in the Key Comprehension Routine. These include
comprehension monitoring, the use of graphic organizers, the use of questions to guide
comprehension, summarizing, and using a variety of strategies to improve comprehension.

The mission of the Keene School District is to provide students with the tools to
become productive and responsible citizens in an ever-changing world.



Keene School District

DAF-3 Procurement
Category: Priority/Required by Law

All purchases for property and services made using federal funds must be conducted in accordance with
all applicable Federal, State and local laws and regulations, the Uniform Guidance, and the District’s
written policies and procedures.

Procurement of all supplies, materials equipment, and services paid for from Federal funds or District
matching funds shall be made in accordance with all applicable Federal, State, and local statutes and/or
regulations, the terms and conditions of the Federal grant, District policies, and procedures.

The Superintendent shall maintain a procurement and contract administration system in accordance
with the USDOE requirements (2 CFR 200.317-.326) for the administration and management of Federal
grants and Federally-funded programs. The District shall maintain a contract administration system that
requires contractors to perform in accordance with the terms, conditions, and specifications of their
contracts or purchase orders. Except as otherwise noted, procurement transactions shall also conform
to the provisions of the District’s documented general purchase Policy DJ.

The District avoids situations that unnecessarily restrict competition and avoids acquisition of
unnecessary or duplicative items. Individuals or organizations that develop or draft specifications,
requirements, statements of work, and/or invitations for bids, requests for proposals, or invitations to
negotiate, are excluded from competing for such purchases. Additionally, consideration shall be given to
consolidating or breaking out procurements to obtain a more economical purchase. And, where
appropriate, an analysis shall be made to lease versus purchase alternatives, and any other appropriate
analysis to determine the most economical approach. These considerations are given as part of the
process to determine the allowability of each purchase made with Federal funds.

Contracts are awarded only to responsible contractors possessing the ability to perform successfully
under the terms and conditions of a proposed procurement. Consideration is given to such matters as
contractor integrity, compliance with public policy, record of past performance, and financial and
technical resources. No contract is awarded to a contractor who is suspended or debarred from
eligibility for participation in federal assistance programs or activities.

Purchasing records are sufficiently maintained to detail the history of all procurements and must include
at least the rationale for the method of procurement, selection of contract type, and contractor
selection or rejection; the basis for the contract price; and verification that the contractor is not
suspended or debarred.

To foster greater economy and efficiency, the District may enter into State and local intergovernmental
agreements where appropriate for procurement or use of common or shared goods and services.

A. Competition: All procurement transactions shall be conducted in a manner that encourages full and
open competition and that is in accordance with good administrative practice and sound business
judgement. In order to promote objective contractor performance and eliminate unfair competitive
advantage, the District shall exclude any contractor that has developed or drafted specifications,
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Keene School District

requirements, statements of work, or invitations for bids or requests for proposals from competition for
such procurements.

Some of the situations considered to be restrictive of competition include, but are not limited to, the
following:

1. unreasonable requirements on firms in order for them to qualify to do business;
2. unnecessary experience and excessive bonding requirements;

3. noncompetitive contracts to consultants that are on retainer contracts;

4. organizational conflicts of interest;

5. specification of only a “brand name” product instead of allowing for an “or equal” product to be
offered and describing the performance or other relevant requirements of the procurement; and/or

6. any arbitrary action in the procurement process.

Further, the District does not use statutorily or administratively imposed State, local, or tribal
geographical preferences in the evaluation of bids or proposals, unless (1) an applicable Federal statute
expressly mandates or encourages a geographic preference; (2) the District is contracting for
architectural and engineering services, in which case geographic location may be a selection criterion
provided its application leaves an appropriate number of qualified firms, given the nature and size of the
project, to compete for the contract.

To the extent that the District uses a pre-qualified list of persons, firms or products to acquire goods and
services, the pre-qualified list must include enough qualified sources as to ensure maximum open and
free competition. The District allows vendors to apply for consideration to be placed on the list as
requested.

B. Solicitation Language: The District shall require that all solicitations incorporate a clear and accurate
description of the technical requirements for the material, product, or service to be procured. Such
description shall not, in competitive procurements, contain features which unduly restrict competition.
The description may include a statement of the qualitative nature of the material, product or service to
be procured and, when necessary, shall set forth those minimum essential characteristics and standards
to which it shall conform if it is to satisfy its intended use. Detailed product specifications should be
avoided if at all possible.

When it is impractical or uneconomical to make a clear and accurate description of the technical
requirements, a “brand name or equivalent” description may be used as a means to define the
performance or other salient requirements of procurement. The specific features of the named brand
which shall be met by offers shall be clearly stated; and identify all requirements which the offerors shall
fulfill and all other factors to be used in evaluating bids or proposals.

The Board will not approve any expenditure for an unauthorized purchase or contract.
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Keene School District

C. Procurement Methods: The District shall utilize the following methods of procurement:
1. Micro-purchases

Procurement by micro-purchase is the acquisition of supplies or services, the aggregate doflar amount of
which does not exceed $10,000. To the extent practicable, the District shall distribute micro-purchase
equitably among qualified suppliers. Micro-purchases may be made without soliciting competitive
quotations if the Superintendent considers the price to be reasonable. The District maintains evidence
of this reasonableness in the records of all purchases made by this method.

2. Small Purchases (Simplified Acquisition)

Small purchase procedures provide for relatively simple and informal procurement methods for securing
services, supplies, and other property that does not exceed the competitive bid threshold of $250,000.
Small purchase procedures require that price or rate quotations shall be obtained from an adequate
number of qualified sources.

3. Sealed Bids

Sealed, competitive bids shall be obtained when the purchase of, and contract for, single items of
supplies, materials, or equipment which amounts to $250,000 and when the Board determines to build,
repair, enlarge, improve, or demolish a school building/facility the cost of which will exceed $250,000.

a. In order for sealed bidding to be feasible, the following conditions shall be present:
i. a complete, adequate, and realistic specification or purchase description is available;
ii. two (2) or more responsible bidders are willing and able to compete effectively for the business;and

iii. the procurement lends itself to a firm faxed price contract and the selection of the successtul bidder
can be made principally on the basis of price.

b. When sealed bids are used, the following requirements apply:
i. Bids shall be solicited in accordance with the provisions of State law and {**}DJE . Bids shall be
solicited from an adequate number of qualified suppliers, providing sufficient response time prior to the

date set for the opening of bids. The invitation to bid shall be publicly advertised.

ii. The invitation for bids will include product/contract specifications and pertinent attachments and
shall define the items and/or services required in order for the bidder to properly respond.

iii. All bids will be opened at the time and place prescribed in the invitation for bids; bids will be opened
publicly.
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Keene School District

iv. A firm fixed price contract award will be made in writing to the lowest responsive and responsible
bidder. Where specified in bidding documents, factors such as discounts, transportation cost, and life
cycle costs shall be considered in determining which bid is lowest. Payment discounts may only be used
to determine the low bid when prior experience indicates that such discounts are usually taken.

v. The Board reserves the right to reject any and all bids for sound documented reason.

vi. Bid protests shall be handled pursuant to the process set forth in DAF-3.1.

4. Competitive Proposals

Procurement by competitive proposal, normaily conducted with more than one sources submitting an
offer, is generally used when conditions are not appropriate for the use of sealed bids or in the case of a
recognized exception to the sealed bid method.

If this method is used, the following requirements apply:

a. Requests for proposals shall be publicized and identify all evaluation factors and their relative
importance. Any response to the publicized requests for proposals shall be considered to the maximum
extent practical.

b. Proposals shall be solicited from an adequate number of sources.

¢. The District shall use its written method for conducting technical evaluations of the proposals
received and for selecting recipients.

d. Contracts shall be awarded to the responsible firm whose proposal is most advantageous tothe
program, with price and other factors considered.

The District may use competitive proposal procedures for qualifications-based procurement of
architectural/engineering (A/E) professional services whereby competitors’ qualifications are evaluated,
and the most qualified competitor is selected, subject to negotiation of fair and reasonable
compensation. The method, where price is not used as a selection factor, can only be used in
procurement of A/E professional services. It cannot be used to purchase other types of services though
A/E firms are a potential source to perform the proposed effort.

5. Noncompetitive Proposals

Procurement by noncompetitive proposals allows for solicitation of a proposal from only one source and
may be used only when one or more of the following circumstances apply:

a. the item is available only for a single source;

b. the public exigency or emergency for the requirement will not permit a delay resulting from
competitive solicitation;
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Keene School District

c. the Federal awarding agency or pass-through entity expressly authorizes noncompetitive proposals in
response to a written request from the District; and/or

d. after solicitation of a number of sources, competition is determined to be inadequate.

D. Contracting with Small and Minority Businesses, Women'’s Business Enterprises, and Labor Surplus
Area Firms: The District must take necessary affirmative steps to assure that minority businesses,
women’s business enterprises, and labor surplus area firms are used when possible. Affirmative steps
must include:

1. Placing qualified small and minority businesses and women's business enterprises on solicitation lists;

2. Assuring that small and minority businesses, and women's business enterprises are solicited
whenever they are potential sources;

3. Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit
maximum participation by small and minority businesses, and women's business enterprises;

4. Establishing delivery schedules, where the requirement permits, which encourage participation by
small and minority businesses, and women's business enterprises;

5. Using the services and assistance, as appropriate, of such organizations as the Small Business
Administration and the Minority Business Development Agency of the Department of Commerce; and

6. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listedin
paragraphs (1) through (5) of this section.

E. Contract/Price Analysis: The District shall perform a cost or price analysis in connection with every
procurement action in excess of $250,000 (i.e., the Simplified Acquisition/Small Purchase limit),
including contract modifications. (See 2 CFR 200.323(a)). A cost analysis generally means evaluating the
separate cost elements that make up the total price, while a price analysis means evaluating the total
price, without looking at the individual cost elements.

The method and degree of analysis is dependent on the facts surrounding the particular procurement
situation; however, the District shall come to an independent estimate prior to receiving bids or

proposals.

When performing a cost analysis, the District shall negotiate profit as a separate element of the price. To
establish a fair and reasonable profit, consideration is given to the complexity of the work to be
performed, the risk borne by the contractor, the contractor’s investment, the amount of subcontracting,
the quality of its record of past performance, and industry profit rates in the surrounding geographical
area for similar work.
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Keene School District

F. Time and Materials Contracts: The District shall use a time and materials type contract only (1) after
a determination that no other contract is suitable; and (2) if the contract includes a ceiling price that the
contractor exceeds at its own risk. Time and materials type contract means a contract whose cost to the
District is the sum of the actual costs of materials, and direct labor hours charged at fixed hourly rates
that reflect wages, general and administrative expenses, and profit.

Since this formula generates an open-ended contract price, a time-and-materials contract provides no
positive profit incentive to the contractor for cost control or labor efficiently. Therefore, the District sets
a ceiling price for each contract that the contractor exceeds at its own risk. Further, the District shall
assert a high degree of oversight in order to obtain reasonable assurance that the contractor is using
efficient methods and effective cost controls, and otherwise performs in accordance with the terms,
conditions, and specifications of their contracts or purchase orders.

G. Suspension and Disbarment: The District will award contracts only to responsible contractors
possessing the ability to perform successfully under the terms and conditions of the proposed
procurement. All purchasing decisions shall be made in the best interests of the District and shall seek to
obtain the maximum value for each dollar expended. When making a purchasing decision, the District
shall consider such factors as (1) contractor integrity; (2) compliance with public policy; (3) record of
past performance/ and (4) financial and technical resources.

The Superintendent shall have the authority to suspend or debar a person/corporation, for cause, from
consideration or award of further contracts. The District is subject to and shall abide by the non-
procurement debarment and suspension regulations implementing Executive Orders 12549 and 12689,
2 CFR Part 180.

Suspension is an action taken by the District that immediately prohibits a person from participating in
covered transactions and transactions covered under the Federal Acquisition Regulation (48 CFR chapter
1) for a temporary period, pending completion of an agency investigation and any judicial or
administrative proceedings that may ensure. A person so excluded is suspended. (See 2 CFR Part 180
Subpart G).

Debarment is an action taken by the Superintendent to exclude a person from participating in covered
transactions and transactions covered under the Federal Acquisition Regulation (48 CFR chapter 1). A
person so excluded is debarred. {See 2 CFR Part 180 Subpart H).

The District shall not subcontract with or award sub-grants to any person or company who is debarred
or suspended. For contracts over $25,000 the District shall confirm that the vendor is not debarred or
suspended by either checking the Federal government’s System for Award Management (“SAM”), which
maintains a list of such debarred or suspended vendors at www.sam.gov (which replaced the former
Excluded Parties List System or EPLS); or collecting a certification from the vendor. (See 2 CFR Part 180
Sub part C).

Documentation that debarment/suspension was queried must be retained for each covered transaction
as part of the documentation required under DAF-3, paragraph J. This documentation should include the
date(s) queried and copy(ies) of the SAM result report/screen shot, or a copy of the or certification from
the vendor. It should be attached to the payment backup and retained for future audit review.
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Keene School District

H. Additional Requirements for Procurement Contracts Using Federal Funds:

1. For any contract using Federal funds under which the contract amount exceeds the upper limit for
Simplified Acquisition/Small Purchases (see DAF-3.C.2), the contract must address administrative,
contractual, or legal remedies in instances where contractors violate or breach contract terms, and must
provide for sanctions and penalties. (See 2 CFR 200, Appendix H{A)).

2. For any contract using Federal funds under which the contract amount exceeds $10,000, it must
address the District’s authority to terminate the contract for cause and for convenience, including the
manner by which termination will be effected and the basis for settlement. (See 2 CFR 200, Appendix

I1(B)).

3. For any contract using Federal funds under which the contract amount exceeds $150,000, the
contract must include clauses addressing the Clean Air Act and the Federal Water Pollution Control Act.
(See 2 CFR 200, Appendix Ii(G)).

4. For any contract using Federal funds under which the contract exceeds $100,000, the contract must
include an anti-lobbying clause, and require bidders to submit Anti-Lobbying Certification as required
under 2 CFR 200, Appendix Il (J).

5. For each contract using Federal funds and for which there is no price competition, and for each
Federal fund contract in which a cost analysis is performed, the District shall negotiate profit as a
separate element of the price. To establish a fair and reasonable profit, consideration must be given to
the complexity of the work to be performed, the risk borne by the contractor, the contractor’s
investment, the amount of subcontracting, the quality of the contractor’s past performance, and
industry profit rates in the surrounding geographical area for similar work. (See 2 CFR 200.323(b)).

I. Bid Protest: The District maintains the following protest procedures to handle and resolvedisputes
relating to procurements and, in all instances, discloses information regarding the protest to the
awarding agency.

A bidder who wishes to file a bid protest shall file such notice and follow procedures prescribed by the
Request For Proposals (RFPs) or the individual bid specifications package, for resolution. Bid protests
shall be filed in writing with the Superintendent within seventy-two (72) hours of the opening of the bids
in protest.

Within five (5) days of receipt of a protest, the Superintendent shall review the protest as submitted and
render a decision regarding the merits of the protest and any impact on the acceptance and rejection of
bids submitted. Notice of the filing of a bid protest shall be communicated to the Board and shall be so
noted in any subsequent recommendation for the acceptance of bids and awarding of contracts.

Failure to file a notice of intent to protest, or failure to file a formal written protest within the time
prescribed, shall constitute a waiver of proceedings.

J. Maintenance of Procurement Records: The District shall maintain records sufficient to detail the
history of all procurements. These records will include, but are not necessarily limited to, the following:
rationale for the method of procurement, selection of contract type, contractor selection or rejection,
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Keene School District

the basis for the contract price (including a cost or price analysis), and records regarding
disbarment/suspension queries or actions. Such records shall be retained consistent with EHB and

District Administrative Procedures EHB-R .

KBE Approved; August 10, 2021
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NHDOE Federal Funds Monitoring

Corrective Action Plan
(Use a separate form for each Corrective Action Item)

Subrecipient contact: Robert Malay, Superintendent

Subrecipient: Keene School District

Action Item: Finding #03

Description: Time and Effort Documentation

Date;: October 11, 2021

Please check the box that most appropriately matches the District’s status in implementing the Corrective
Action Plan (CAP). Please also provide any documentation that supports the District’s assertion that the CAP
has been fully implemented.

(W] - (1) Partially implemented

[ ]- (2) Revised CAP being implemented

[]- (3) Fully implemented

] - (4) No further action required (provide detailed explanation below):

Marcy Frink on behalf of Robert Malay 10/11/2021
Name of person completing this form Date

If options (1) or (2) are selected, please explain the implementation status &/or how the CAP was revised as
well as the anticipated completion date in the space below:
Keene School district has revised our Time and Effort certifications and have implemented new forms while we work towards a compliant time card.

We are working to retroactively complete our Time and Effort Certifications for the three activities noted.

Corrective Action Plan Update or other explanation as necessary, (status date: / /)

If option (3) is selected, please explain how this was implemented in the space below:

Please return to the Bureau of Federal Compliance within 30 days of receipt.

The New Hampshire Department of Education does not discriminate on the basis of race, color, religion, marital status, national/ethnic origin, age, sex, sexual
orientation, or disability in its programs, activities and employment practices.

TOD Access: Relay NH 1-800-735-2964 Page 11 of 11



SAU29 SCHOOLS

PERSONNEL ACTIVITY REPORT
{(Monthly Certification - Multi-funded or Multiple Cost Objectives)

FISCAL YEAR - 2021-2022

This form is used to document the Time Reporting requirements of the Education Department General Administrative Guidance
(EDGAR), set forth in 2 CFR Part 200 et seq. Employees who work on multiple activities funded from different sources must have
personnel activity records that support the distribution of their salaries. A Personnel Activity Report (PAR) must be completed at least
monthly and coincide with one or more pay periods.

EMPLOYEE NAME

SUPERVISOR NAME

SCHOOL/DEPARTMENT

MONTH BEING REPORTED

- < NH DOE . DISTRIBUTION
P 7
I ROGRAM/GRANT NAME PROJECT# CFDA # OF TIME
IDEA 2019001 40%
Title I 92929 30%
Non-Grant n/a n/a 30%
100%

| hereby certify that this report is an after-the-fact determination of actual effort expended for the period indicated
and that | have full knowledge of 100 percent of these activities. | understand that this information is being given in
connection with the receipt of federal funds and that deliberate misrepresentation may subject me to prosecution
under applicable state and federal criminal statutes.

Signature of Employee Signature of Supervisor
Title of Employee Title of Supervisor
Date Date

Form may not be completed prior to the end of the period of performance.



SAU29 SCHOOLS

Semi-Annual Certification for Salaries & Wages Charged to Federal Grants
Time and Effort Log

2 C.F.R. § 200.430 Any Employee funded by federal grants must maintain documentation showing that their
time and effort is allocable to federal program.

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 and supervisory official with firsthand knowledge of the work performed by
the employee.

This is to certify that has worked 100% of their time for the period of
(Employee Name)

to B ~_onthe activities in the
(Performance Period Start Date) (Performance Period End Date) (Grant Title)

School District.

(School District Name)

CFDA #: NH DOE Project #:

The information recorded on this form is true and correct to the best of my knowledge.

_ éignature of Employee néignature of Supervisor
Printed Name of Empl:t))_/ee Printed Name of Supervis:)r_
Title of Employee o Title of Supervis?)r -
Date : . Date -

Form may not be completed prior to the end of the period of performance.



Keene School District

DAF 9- Time and Effort Reporting/Oversight
Category: Priority/Required by Law

The Superintendent or designee will establish sufficient oversight of the operations of federally
supported activities to assure compliance with applicable federal requirements and to ensure that
program objectives established by the awarding agency are being achieved. The District will submit
all reports as required by federal or state authorities.

As a recipient of Federal funds, the District shall comply with the Uniform Administrative
Requirements, Cost Principles, and Audit Requirements for Federal Awards. Section 200.430 of the
Code of Federal Regulations requires certification of effort to document salary expenses charged
directly or indirectly against Federally-sponsored projects. This process is intended to verify the
compensation for employment services, including salaries and wages, is allocable and properly
expended, and that any variances from the budget are reconciled.

A. Compensation: Compensation for employment services includes all remuneration, paid
currently or accrued, for services of employees rendered during the period of performance
under the Federal award, including but not necessarily limited to wages and salaries.
Compensation for personal services may also include fringe benefits, which are addressed in 2
CFR 200.431 Compensation — fringe benefits. Costs of compensation are allowable to the extent
that they satisfy the specific requirements of these regulations, and that the total compensation
for individual employees:

1. isreasonable for the services rendered, conforms to the District’s established written policy,
and is consistently applied to both Federal and non-Federal activities; and

2. follows an appointment made in accordance with the District’s written policies and meets
the requirements of Federal statute, where applicable.

B. Time and Effort Reports: Time and effort reports shali:

1. be supported by a system of internal controls which provide reasonable assurance that the
charges are accurate, allowable, and properly allocated;

2. beincorporated into the official records of the District;

3. reasonably reflect the total activity for which the employee is compensated by the District,
not exceeding 100% of the compensated activities;

4. encompass both Federally assisted and other activities compensated by the District on an
integrated basis;

5. comply with the District’s established accounting policies and practices;
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Keene School District

support the distribution of the employee’s salary or wages among specific activities or cost
objectives if the employee works on more than one (1) Federal award, a Federal award and
non-Federal award, an indirect cost activity and a direct cost activity, two (2) or more

indirect activities which are allocated using different allocation bases, or an unallowable
activity and a direct or indirect cost activity.

The District will also follow any time and effort requirements imposed by NHDOE or other pass-
through entity as appropriate to the extent that they are more restrictive than the Federal
requirements. The superintendent or his/ her designee is responsible for the collection and

retention of employee time and effort reports. Individually reported data will be made available
only to authorized auditors or as required by law.

Keene Board of Education Approved: December 11, 2019
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