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Recording Hours Guidelines

Introduction

While larger organizations and those who have received grants from their own governments
may have developed systems for staff to record hours, many others, including Universities,
Research Institutes and commercial bodies have not. Some organizations will only be interested
in time of arrival and time of departure and vacation and sickness records, while others will
already be allocating personnel costs to products or budget headings based on a sophisticated
time (often computerized) system.

Unless a member of staff is working all of his time on an EU project, some means of recording
time (and therefore personnel costs) to be allocated to the project and other productive tasks,
will need to be implemented. Estimates are unacceptable and daily recording of time allocation
is therefore essential. We have always advised at least minimum recording of hours per day with
allocation between projects (and in FP6 between activities). This has sometimes been resisted,
particularly within some Research Institutes and Universities where it has been considered
almost an infringement of personal liberty.

Alternative means of recording hours

1. We have seen systems in use where time is recorded by all staff using Internet facilities with
allocations between projects, types of work, activities, training, sickness, vacations etc.
Frequently there is an automatic closure of the system monthly (say three working days after the
month end), after which only the personnel department, with special authority for top
management, can amend the records and therefore the reports. Here the records are stored
electronically only and reports are generated as needed by classification (including EU projects).

2. At the other end of the scale, some organizations merely have a total of the hours for the
month (with or without classification between activity, task or project) which have been
prepared form notes made during the month (which are often destroyed when the monthly report
has been approved). Sometimes these figures will be reconcilable to time records form a
“clocking in and out” system (usually now computerized). The records may or may not be
capable of amendment after the month end and the printed reports may or may not be signed by
the staff and department head/project manager.

3. Between the two extremes most SME’s and other organizations have realized the need to

record staff’s time on EU projects, even if other time is not allocated to tasks/projects. Here the
organization will frequently devise its own form to give minimum information to the accounting
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departments to determine the time spent on the EU project in relation to other tasks, vacation,
sickness etc and therefore the correct allocation personnel costs.

Proposed example of time recording, where no system allowing project and activity
allocation exists within the organization.

As an example, we can show you an Excel based system for recording daily and monthly time
for staff working on Framework projects. Time is recorded daily by the staff in a standard
format which allows the information to be automatically transferred to a master spreadsheet for
the activity report on the various projects’ progress. The individual sheets are used by the
accounting department to allocate personnel costs between projects. Each sheet within the
workbook automatically totals through to the summary sheet for the month which can then be
printed in hard copy format to be signed by the staff and project manager/department head.

Use of these sheets, or similar system, allows SME’s and other organizations without

sophisticated  time recording equipment or programmes to fulfil their obligations and report
time and personnel costs accurately.

Example

Excel summary timesheet in pdf format and one example of underlying project sheet — see link
http://www.finance-helpdesk.org/front/ShowCategory.aspx?ItemID=481

Disclaimer

The aim and purpose of this and other leaflets is to raise awareness of the framework program
financial issues, and not to give legally binding advice. It is intended to provide relevant
information which may be of assistance to anyone with financial queries or concerns. This
leaflet has been produced jointly under the EU IST Finance-NMS-IST project Contract
Number:015481, and by EFPConsulting Ltd. Both Finance-NMS-IST and EFPConsulting Ltd.
endeavour to deliver a high level service for this purpose. Notwithstanding this, no guarantee
can be given on the correctness or completeness of the information provided and neither the
European Commission, the project partners, nor EFPConsulting are responsible or may be held
accountable for any loss suffered as a result of this leaflet. Any information given does not
necessarily reflect the official position of the European Commission. In this regard, it should be
noted that the information provided is considered to be of a first line assistance and users
should contact the competent authorities, organisations, or private firms for more detailed
information or for advice on any course of action.
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