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New TRAC requirements

This is the third in a series of TRAC fEC updates now formally being issued by the TRAC Development Group.  These are technical updates, aimed at TRAC managers, research administrators, and anyone interested in TRAC developments at a technical level.

It affects bids for work made to the Research Councils and other public bodies funding research on a fEC basis.  It forms part of the Research Councils’ terms and conditions of grant.  

There are four parts to this document.  The first three carry new TRAC requirements in the areas of:

·   quality assurance

·   timesheets for DI staff

· indexation of charge-out rates
The fourth gives methods that institutions could use to comply with the TRAC requirement to compare academic staff costs/time that comes into effect at the end of 2009.

These requirements, along with those in Updates 1 and 2, also issued October 2009, will be added to an update of the Statement of Requirements in autumn 2009.

Prepared for the TRAC Development Group by J M Consulting
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1. Quality assurance

New compliance requirement

1.1
The Statement of Requirements provides a comprehensive list of all TRAC requirements.  Institutions should carry out a full self-assessment of their compliance on each requirement at least every three years.
1.2
It is two years since the last formal self-assessment was required (QAV-METHOD, in 2007).  Institutions are now required to carry out a full self-assessment of their compliance in key areas - the Key Risk Signoff - by 31 January 2010 (TRAC Update No. 2 October 2009).  

1.3
The first full self-assessment of compliance on all requirements listed in the Statement of Requirements should be carried out no later than a year later, by 31 January 2011.  At that time, and thereafter, the Head of Institution’s statement that the Board Committee has confirmed compliance with the TRAC requirements should be based on evidence that includes a full self-assessment carried out at least every three years.
1.4
When confirming compliance with the TRAC requirements, institutions can apply materiality.  This is described in full on page(iii) of the Statement of Requirements (version 1.1. March 2009).  Compliance on each point then becomes a yes/no statement.
1.5
Institutions should take a risk-based approach to their self-assessment and involve auditors in assessing areas that they perceive as higher risk.  This may include a full systems audit carried out periodically by internal auditors.  (Point A.1.5
 of the Statement of Requirements is now replaced with these two sentences.)

The Statement of Requirements 

1.6
When confirming compliance with requirements, the latest version of the Statement of Requirements should be used, along with requirements in any TRAC Updates that had subsequently been issued and had not yet been included in that Statement.   It is the intention of the TRAC Development Group that the Statement of Requirements is kept up-to-date with at least quarterly revisions where necessary.

1.7
There are items in the current version of the Statement of Requirements (version 1.1 March 2009) that are described as good practice, as they are not in the main TRAC Guidance.  (These are identifiable as there is no reference to the TRAC Guidance in the third column of the Statement of Requirements.  They were all included in QAV-Method.)  These are now all confirmed as TRAC requirements.  A full list is attached.

1.8
No other good practice is part of the Statement of Requirements and compliance with other good practice is not assessed as part of the compliance described here.

Non-compliance

1.9
If an institution finds that it is not in compliance with any requirement, it should immediately draw up an action plan to address the gaps.  This should plan to achieve compliance within a reasonable timescale.

1.10
A copy of the self-assessment, or the action plans, does not have to be sent to the research councils and funding councils.  However, institutions should be able to show evidence of their compliance to external assurance review teams and auditors.  A marked-up copy of the Statement of Requirements, with action plans and progress reports, would be helpful in this regard.  This may become a formal part of the evidence required for external assurance processes in future.

Good practice listed in the Statement of Requirements (version 1.1 March 2009) that is now confirmed as a TRAC requirement
	A.1  Integrity of the systems

	A.1.4
	The system (as opposed to the methods) has been quality assured in some manner (e.g. designed or checked by an internal systems expert, an external supplier, another institution using the system).

	A.1.5
	(revised, see above)

Institutions take a risk-based approach to their self-assessment and involve auditors in areas that they perceive as higher risk.  This may include a full systems audit carried out periodically by internal auditors.  

	A.1.6
	Any reviews by internal or external auditors have not found anything that is contrary to the TRAC requirements, which could have a material impact on the rates, which has not yet been addressed.

	A.1.7
	Any internal use of TRAC data has avoided distortion of TRAC methods:  and has increased robustness and reasonableness checks.

	A.1.8
	Any issue arising from any other audit or review or reporting requirement that might materially affect the TRAC allocations and/or rate calculations, has been satisfactorily addressed.  (For example from a TRAC EC-FP7 audit, or any issues arising from the monitoring and oversight of institutions carried out by the Funding Councils, including changes in their assessment of risk.)

	A.2  Management

	A.2.1
	There are members of the Senior Management Team with policy oversight and regular involvement with the development and implementation of the TRAC methods and information.  There is some mechanism for TRAC policies to be decided by members of the Senior Management Team.  

	A.2.3
	When planning the audit programme, senior management, the internal auditors and the audit or other appropriate committee consider the risks associated with the TRAC system.  These risks include those of presenting poor quality information to the Funding Councils and the Government that is then used to inform national policy.  

	A.2.4
	The TRAC function is adequately resourced.

	A.2.5
	There is appropriate training for new Finance staff responsible for TRAC.  Any problems in staff resource caused by lack of availability, or inconsistency of approach arising, for example, from significant changes in staffing in the TRAC team over the year or the introduction of new systems, has been resolved satisfactorily.

	A.2.6
	TRAC is included in the induction programme for new academic/research members of staff.

	A.3  Tests for reasonableness

	A.3.2
	If there are unexpected or outlying results, assurance is gained that the outcomes are fair and reasonable.

	A.3.7
	After submission – where outlying results or figures arise from benchmarking, (for example through annual TRAC national benchmarking, or a comparison with a peer institution or institution), then these are investigated.

	B.4  Academic staff time

	B.4.15
	Outlying figures in TAS %s at an institutional level are understood and are reasonable (see A.3.1 in this Statement of Requirements).

	B.6  Attribution of indirect costs (S) to T, R, O

	B.6.5
	The %s of each type of Support cost attributed to R look reasonable when compared to those attributed to T and O (i.e. there are no unusual figures).

	C.3 Laboratory technicians charge-out rates for Research

	C.3.8
	The infrastructure technician rate excludes all DI staff (see point C.3.2) and excludes any costs included in the pool technician rate (point C.3.6).  It excludes all T and O activity.

	D.1  Academic staff costs (DA) charged to research projects

	D.1.3
	The processes ensure that the latest rates are applied to project costings once they are available, but not before the salary scales apply.  There is version control.

	D.2  Application of DA and indirect charge-out rates to research projects

	D.2.3
	Facility rates that are based on units of consumption, output or process (e.g. hours, plates, runs) are being applied to the right output type or process type. 

It is clear which facilities are DI (charged on actual usage) and which are DA (charged on estimated usage). 

	D.2.4
	Laboratory technician pool charge-out rates are applied to pool technician estimates based on the same unit of time.  There are instructions to ensure that these estimates do not include any time of staff that is being charged as a DI cost or that is considered to cover infrastructure activity.


2. Timesheets for DI staff

2.1 A full set of the Guidance is given in the Annex.  The Annex forms part of the TRAC Guidance.  It clarifies existing requirements, and adds new requirements.  It is part of TRAC fEC, and therefore applies to all relevant research projects sponsored by the Research Councils and other funders paying on a fEC basis.  

2.2 It does not apply to TRAC EC-FP7 – the differences in the requirements between TRAC fEC and TRAC EC-FP7 are given at the back of the Annex. 

2.3 In summary, the requirements for TRAC fEC are:

· DI staff should complete monthly timesheets (existing Guidance, now replaced, states at least quarterly) unless they are 100% charged onto one project;
· The timesheets should be completed for each month that the member of staff works on the project;
· There is a minimum number of activity categories against which time should be recorded;

· Actual productive hours should be recorded, adding to a total of actual productive hours (this is unlikely to be the same as the standard 1650 hours p.a. under TRAC.  However, 1650 hours is still used to calculate the charge-out rate or FTE);

· These requirements are effective immediately.  If institutions cannot fully comply now they should agree a plan by 31 December 2009 to introduce any changes necessary; full implementation should be in place by 31 December 2010.

3.  Indexation of the charge-out rates for indirect costs, estates, infrastructure laboratory technicians and research facilities
3.1 TRAC requires institutions to calculate Research charge-out rates for indirect costs, estates, infrastructure laboratory technicians and research facilities by 1 February each year.  There is a wide variation of indexation rates used (3.4% - 15.0% for 1 February 2009).  Many of the lower rates in that range are unlikely to reflect a reasonable estimate of the indexation changes incurred or forecast to occur during the two years 2007/08 to 2009/10.

3.2 A standard index for the sector is not to be set, for both policy and practical reasons.

3.3 The current TRAC requirement remains:  

The index should be appropriate i.e. it is used for planning purposes or from an established source.  It should reflect price changes for the two years broadly starting from the midpoint of the year being reported on the TRAC return.

(Statement of Requirements point C.6.3)

3.4 In addition, institutions should ensure that a set of indices is chosen:

·     specifically to reflect both historical and future parts of the two-year period;

·     to reflect two types of indices - one for pay and one for non-pay.  These should be applied to the relevant proportion of indirect costs, and the non-pay index applied to estates costs.

3.5 These requirements do not necessitate systems changes – just the identification of four indices (historical and future, for each of pay and non-pay) and a high level categorisation of indirect costs into pay and non-pay.

3.6 However, good practice would include:

·      the use of additional indices – e.g. for utilities, or building costs;

·      recognising the different cost profiles of indirect costs and laboratory and non-laboratory estates (the proportion that is pay will differ).
3.7 Broader-brush indices are not sufficiently robust.  Examples of inappropriate methods include: assuming historical levels of inflation will be replicated in the future; use of a single quarter’s results as indicative of the two years; and use of ‘standard’ non-pay assumptions such as 2.5% and applying them to all costs, each year.

3.8 This new requirement comes in effect immediately – compliance is required for the calculation of the rates for 1 February 2010.

4.   Comparison of academic staff costs/time within TRAC

4.1 Two requirements are covered in this section:

· the first covers the comparison of academic staff time/cost that needs to be carried out.  This compares what is recorded and reported in annual TRAC, with that which is being charged to Research Council projects.  This is covered under A – paragraphs 4.2 to 4.20 below.

· the second covers the check that institutions carry out that academics are not charging more than their salary (1650 hours) to projects in a year.  This is covered under B – paragraphs 4.21 to 4.26 below.


A
Comparison of academic staff time/costs

4.2 A TRAC requirement comes into force during 2009.  As currently stated:

Academic staff costs attributed to the Research Councils are compared to the academic staff costs recorded against Research Council projects in the year.  Where there is a material difference at the level of an institution as a whole, taking one year with another, a review has been instigated to establish reasons and to identify potential improvement in methods where appropriate.

(This review is carried out on figures from, and including, 2008-09.)

Statement of Requirements Point B.7.3
4.3 This requirement is now amended – see paragraphs 4.11 and 4.13 - 4.15 below - although the principle and purpose behind it remain.

4.4 This requirement is part of a suite of Guidance that is designed, in the absence of academics completing timesheets covering all their time and every project, to satisfy sponsors that the costs they are being charged are reasonable.  Other requirements are stated in points D.1.6 and D.1.7 in the Statement of Requirements.
4.5 Discussions were held with a number of institutions to identify how best this comparison could be carried out.  It is a complex area, and it is accepted that only broadbrush comparison would be possible – giving indicative figures, based on samples, for example – if considerable burden is to be avoided.

4.6 However, academic staff is a key area of cost in both annual TRAC and TRAC fEC, and a better understanding the factors influencing both sets of figures is needed.  In addition, many institutions are showing poor compliance in other areas of the suite of requirements (D.1.6 and D.1.7).  (One of these is considered further from paragraph 4.21 below).

4.7 This requirement should also be considered in the wider context of:

· helping to prevent any need to introduce timesheets for academic staff; 

· ensuring that Research Councils and other sponsors are not being materially over or under charged, 

· informing other policy developments (e.g. on the indexation of costs on grant applications); and 

· providing evidence on the appropriateness of the 1650 standard hours, when needed.

4.8 There are a wide range of factors leading to differences between annual TRAC  and charges to projects made under TRAC fEC:

a. Charge-out rates (salary divided by 1650 hours) may be overstated, if the 1650 hours is understated (i.e. actual productive hours are more than this).  But not many institutions have records of actual productive hours, and those records may be overstating time worked.  In any case, any such overstatement may be offset by almost all other factors, covered in the bullet points (b) to (d) below.

b. Hours charged to each project (based on academic estimates) are probably understated.  There is currently little hard evidence for this, but a number of indicators would support this conclusion, e.g. academics’ perception of what peer reviewers might say; ‘standards’ set in early TRAC fEC modelling assumptions; value for money considerations; academics’ natural wish to win the work in a competitive world; as well as more mundane factors requiring more input by academic staff, such as the early departure of a research assistant, project extensions, new challenges not originally envisaged.

c. The methods used to index costs on project applications is likely – at least in the past - to have led to understatement of indexed costs on projects. 

d. Academic salaries charged to projects may be understated (if paybands are used, staff at the upper ends of paybands are likely to be doing the work; some institutions still do not include known increments).

4.9 There are other factors leading to differences in the two sets of figures:

e. Pre-fEC projects.  Academic staff time and costs will not be in institutions’ project costing system.  Some institutions have calculated that this might still account for 40% of live projects in 2009.

f. ‘Lumpy’ working practices on research (reflected to some extent in annual TRAC, but not in TRAC fEC).
g. Costs allocated to the Research Council research sponsor type in annual TRAC are not robust in some institutions (the TRAC requirement
 is that the total costs attributed to Research Councils-plus-institution/own funded Research should be robust).  Investigation of common proxies used to allocate total external research grants and contracts costs across sponsors, such as external income, or numbers of research assistants, shows that these can be as much as 20% out compared with an allocation made on time collection by sponsor type.

h. The cyclical nature of annual TRAC (with costs obtained over a three year cycle) – although the TRAC requirements do require any significant changes from year to year to be reflected in the reported figures.

i. There may be changes to the project after the application was made (reflecting the uncertain nature of the research at planning stage.

4.10 Despite the challenges faced by this set of factors (and there may be others), it is still useful for this comparison to be made.  It would improve institutions’ (and thus funding bodies’) understanding of the reasonableness of the charges that are being made to sponsors, even if it cannot be done with any degree of precision.

4.11 Therefore, a comparison of academic staff costs or time should be made between that which is being charged to Research Councils, and that which is being recorded against the Research Council sponsor type in annual TRAC.  This is a slight change to the original Guidance (paragraph 4.2 above) which only referred to costs.

4.12 It is a decision for each institution as to whether they compare costs or time.  It is good practice to do both.  

4.13 In order to be able to make this comparison, institutions should have systems that will provide annual totals for costs or time charged to Research Council projects, from their research project cost recording system (e.g. finance or research grant management system), as well as from annual TRAC.  Some already have these, others do not.  Therefore:

· by 31 December 2009 every institution should have started to draw up plans to obtain the information.  These plans would be finalised in 2010.
· at least one year’s figures should be obtainable no later than 31 January 2011.  Institutions will need data at institution level, but preferably faculty or department level.  If systems cannot be changed in time to provide all costs or time for 2009/10, a sample of figures should be obtained (e.g. for a department, or group of projects), with full compliance achieved as soon as possible.  
4.14 By 31 December 2010 every institution should have a plan as to how they will investigate and understand the magnitude of differences that are arising from time factors and from cost factors (even if they only record totals for one of these); and should have begun to investigate and understand some of these areas.  This plan should cover at least the following areas:

i. the volume of pre-fEC projects;

ii. indexation differences;

iii. the number of hours academics work p.a.;

iv. the number of hours actually being worked on a project, by PIs and Co-Is, compared with their forecasts (project applications);

v. the robustness of time and academic staff costs recorded against the Research Council research sponsor type in annual TRAC; 

vi. any other areas that the institution considers to be significant.

4.15 Investigations should be carried out, and understanding improved, on at least some of these areas, every year, in line with the agreed plan.

4.16 Institutions do not need to introduce comprehensive institution-wide systems for (ii) (iii) and (iv) although some institutions will have these for (iii) and (iv) already, and others may wish to introduce them.  
4.17 Some approaches that institutions may take include:

· consulting a sample of academics (perhaps in a sample of departments) and/or sample of project, and obtaining detailed (confidential) information on a sample of projects (ii), (iii) and (iv).  It is not necessary to record hours worked on all or a sample of projects to meet this requirement – a discussion with a sample of academics about their actual vs estimated time on a sample of projects would suffice;

· with regards to (v), assessing the reasonableness of the methods used to allocate staff time and costs across research sponsor type (in annual TRAC), where individual academics do not provide that allocation themselves.

4.18 Institutions do not need to do comprehensive or detailed calculations or reconciliations to meet these requirements.  Institutions are not expected to provide a detailed or accurate comparison/explanation of differences.  They should be able to demonstrate their understanding of key differences, their likely magnitude, and how appropriate they are, and be ready to provide evidence to sector studies if asked to contribute.

4.19 With year-end reporting pressures, institutions will wish to consider how best to meet the final dates given in paragraphs 4.13 - 4.14  above (which focus on December because of the need to have data from the previous year available).  The reviews and analysis (paragraphs 4.14 and 4.15) can however be carried out during each year – in accordance with the institution’s agreed plan - rather than at year-end.

4.20 Carrying out the processes described above (paragraphs 4.13 - 4.15) satisfies the TRAC requirement to do the comparison.  Institutions should note that failure to comply with this requirement:

· shows the funding bodies that they (the institution) has gaps in their planning and understanding of the sustainability of their research activity;
· does not allow the sector to understand, quantify and discuss at a policy level the reasons for and issues around the under-estimation of staff time on projects;
· means they are not ready to provide Research Councils with evidence that any overcharging that is arising from academics working more than 1650 hours is offset (or not) by under-estimating on project time estimates and cost calculations;
· increases sector exposure to the possibility of the funding bodies considering the need for academics to provide timesheets (as the existing TRAC measures to provide accountability for public funds may not be considered satisfactory).

B
Preventing more than an individual’s salary being charged

4.21 Another point in the suite of requirements in TRAC, designed to show that the Research Councils are not being overcharged with academic staff time or cost, is that: 

The total time that is charged by a group of academics to projects priced on a cost-based basis in a year should not exceed 1650 hours per FTE.  (It is not a requirement for the time of each academic to be recorded or aggregated to check this.)

Statement of Requirements point D.1.6
4.22 The Research Councils are implementing a different requirement, and TRAC fEC is now being changed to reflect that.  Therefore, in place of the above requirement institutions should ensure that:

No more than 1650 hours is being charged to Research Council projects, by each academic or researcher, in each financial year.
4.23  Institutions will need to maintain a record of commitments of their most research-active staff in order to comply with this requirement.  Some institutions will maintain a comprehensive system, covering all staff and all projects, updated in-year; others will run special query prints from their pre-award systems looking at awarded projects only, others will just maintain a more informal record of their most research-active staff.  The Research Councils will have the facility to produce this information from 2010 (this may be available to institutions, but they should be able to identify themselves that the 1650 hours is being exceeded for any individual before any charges are made to the Research Councils).  During 2010 there are still pre-fEC projects being funded, which will prevent a comprehensive comparison.
4.24 In terms of the scope of this requirement:

· only projects funded on a fEC basis need be considered;

· all research grants and projects sponsored by all Research Councils which are specifically paying academic salaries as DA or DI costs, need to be taken into account (so OGD or charitable work, HEFCE or SFC grant-aided projects, or Doctoral Training Centres or Collaborative Training Awards, need not be taken into account);

· the financial year can be any 12 month period, as long as this is consistently defined (e.g. it cannot vary from year to year, or by project/member of staff).  The Research Councils will be monitoring charges made within their financial year;

· there is no change to policies on ‘no-cost’ extensions, or any other situation where the time charged to projects differs from the time actually worked.

4.25 If an institution finds that more than 1650 hours might be charged to a project for any one individual:

· the institution should investigate the particular case.  There may be mitigating circumstances, e.g. lumpy working practices may mean that the individual is not working in accordance with the even workload distribution assumed in the project cost profile.  The institution should then continue to charge all appropriate projects at the level of their agreed DA costs, but should be prepared to justify this if asked to by the Research Councils;

· if there are no mitigating circumstances, then the institution should still ensure that the work is carried out according to the agreed project specifications, but that the Research Councils are not charged for more than 1650 hours for that individual in one financial year.

4.26 This requirement is effective immediately.  Institutions might, however, wish to implement the requirement in two phases – for example, focussing on the time being charged by their most R-active staff to current projects during 2010, and introducing a more comprehensive facility that automatically notes hours charged by all staff in a subsequent year.
If there are any queries on this document or the requirements referred to in it, please contact your financial advisor or equivalent in the relevant funding council.

Prepared for the TRAC Development Group by J M Consulting
Approved 9 October 2009
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Annex 
Timesheets required for DI staff on Research Council projects
This is an Annex to TRAC Update no.3.  It gives more detail of the TRAC requirements summarised in the main body of the Update.
Overview

This is a clarification of TRAC fEC Guidance.  It also includes TRAC fEC requirements that will be new for many institutions:
· DI staff should complete monthly timesheets (existing Guidance, now replaced, states at least quarterly) unless they are 100% charged onto one project;

· The timesheets should be completed for each month that the member of staff works on the project;

· There is a minimum number of activity categories against which time should be recorded;
· Actual productive hours should be recorded, adding to a total of actual productive hours (this is unlikely to be the same as the standard 1650 hours p.a. under TRAC.  1650 hours is still used to calculate the charge-out rate or FTE);
· These requirements are effective immediately.  If institutions cannot fully comply now they should agree a plan by 31 December 2009 to introduce any changes necessary; full implementation should be in place by 31 December 2010.
This Update covers TRAC fEC requirements.  It refers to TRAC EC-FP7 Guidance, but does not alter that Guidance.  Differences between TRAC fEC (for the Research Councils) and TRAC EC-FP7 (for the EC) are summarised at the end of this paper.  Note that TRAC EC-FP7 Guidance on timesheets, is relevant for all institutions with FP7 projects, whether or not they apply a real indirect cost rate method or a flat rate method for indirect costs under FP7.  It is of course optional for all institutions, but it does offer methods with respect to timesheets that comply with EC Guidance.
This Update does not alter or affect the annual TRAC requirements for academic time allocation recording in any way.
1.   Who should complete timesheets?

Under TRAC fEC, all DI (directly incurred) staff should complete timesheets, except those who are working for 100% of their time on one project, and PGR students.

Staff that could be charged as DI onto research grants and contracts include:
· Research assistants

· Academic and non-academic staff (who also do not work 100% on one project – although these are most commonly charged as DA – directly allocated)
· Laboratory technicians.
It remains an institutional choice whether any of these staff are charged as DI or DA.  If they are charged as DI, then they should complete timesheets.
Timesheets are not required by the Research Councils for staff who are charged as DI and who are charging 100% of their time to one project, or for PGR students funded under a project.  

2.   What type of timesheet system is required?

TRAC fEC timesheets should:
· Be prepared monthly (previous TRAC Guidance stated ‘at least quarterly’ – this has been replaced with this Update);
· Be completed for each month that the member of staff works on the project;
· Be prepared in a timely fashion.  Timeliness is defined in accordance with the annual TRAC Guidance on Academic Staff Time Allocation i.e. within two months of period end;

· Be prepared by the individual (with electronic or physical proof of their involvement), and signed by their manager as authorisation;
· Show hours – hours worked, which are sometimes defined as ‘productive hours’;
· Against a minimum number of categories of activity.
Various terms have been used in the past to describe timesheets such as ‘full’ ‘comprehensive’ ‘project-based’ ‘project-level’.  Because of the potential confusion this causes, and the various differences between timesheet requirements of sponsors (e.g. Research Councils and the EC) then TRAC will in future preface the word ‘timesheet’ with TRAC fEC (or TRAC EC-FP7) where the context does not make it clear.
3.   What categories need to be shown?
The minimum categories of activity to be shown on TRAC fEC timesheets are described below.  Note that an individual who is charged as DI on a Research Council funded project, and that takes less than 100% of their time, would complete one timesheet every month that covers all of their time – and all of their projects.
	Activity category (each row recorded separately)
	Notes

	Research Council Project 1
	

	Research Council Project 2 etc
	A separate row for each project

	All other Research  activity/Teaching /Other


	Research includes PGR and institution-/own- funded research sponsor types, as well as other research projects not funded through TRAC fEC methods.

Under TRAC fEC all other Research, Teaching and Other activities can be included as one total.  However, as additional information is also needed under annual TRAC to inform the allocation of laboratory technician time across activities, institutions may find it easiest to record time against three separate categories.

Research time could also be recorded by project, as the institution chooses. Note that research assistants’ time on Teaching activities is generally defined as Research by research sponsors, and should be returned as time on a research project.

	Support
	e.g. the infrastructure work of laboratory technicians (management, health and safety, training etc).  Research assistants’ time on Support activities is generally defined as Research by research sponsors, and should be returned as time on a research project.  If research assistants do return time under Support, they need to participate in the annual Academic Time Allocation surveys under annual TRAC.

	Actual Productive Hours worked.  
	A total of the above time.

This is  not the standard 1650 in TRAC, nor any total contrived from contracted hours (i.e. 35 hours/week)

	

	Holidays/sickness

and

Total hours

These categories are not required for Research Council projects. 


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

Under TRAC fEC staff charge-out rates should continue to be calculated using the TRAC standard of 1650 hours p.a. in the denominator.  This is irrespective of what ‘actual productive hours worked’ show on the timesheets.  (It is possible that a review of actual productive hours in a year or two’s time might lead to a review of the 1650 standard.  However, the charge-out rates should not be recalculated using actual productive hours under TRAC fEC.)
Staff time can alternatively be charged to projects using FTEs (%s of total hours).  The %s should also be calculated on the basis of 1650 hours.
	Example:  

In the course of a year a Research Assistant earns £40k, works 100 hours on a project, and works 1600 hours in total.  The charge to the project is made using 1650 hours:

Method A) - hours - £40,000/1650 gives a charge-out rate of £24.24.  100 hours on the project * £24.24 gives a charge to that project of £2,424.  

Method B) – FTE or % of hours - 100/1650 gives an FTE of 0.06.  Multiplied by the salary of £40,000 gives a charge to that project of £2,424. 


5.  Implementation

These requirements form part of the TRAC fEC requirements and the Research Council terms and conditions of grant.  They are effective immediately.

However, some institutions may not be using comprehensive timesheets (they may be using partial, project-only, timesheets); some may not have monthly timesheets in place; some may be recording time against standard totals of 1650 hours p.a.  
In recognition of the potential systems and procedural changes such institutions will need to introduce, if institutions cannot implement these requirements immediately they should have a plan in place by the end of 2009 (December 2009) to implement any changes necessary.  Full compliance should be achieved by the end of 2010 (December 2010).
Retrospective compliance (i.e. for work done in previous months) is not required.  However, all relevant staff should comply fully by the end of 2010, irrespective of when their project started, or whether they are part way through a project or just starting.
References and further information are provided below.
Further information:

The TRAC fEC requirements for timesheets for DI laboratory technicians are currently given in C.3.2 and C.3.3 of the Statement of TRAC Requirements  http://www.jcpsg.ac.uk/guidance/require/  This Update reiterates the need to record all time worked in a period (not just on specific projects), and to record the total actual productive hours worked (not a standard hour total such as 1650).  It replaces the need for ‘at least quarterly’ timesheets with ‘monthly’.
The TRAC fEC requirements for timesheets (‘appropriate evidence’) for other DI staff such as Research Assistants (not working 100% on a single project) is referred to only indirectly in an existing (July 2006) TRAC Update.  The calculation of staff charge-out rates and timesheets for these DI RA staff is currently not specifically covered in the TRAC Statement of Requirements (nor in the main TRAC Guidance).  This will be amended with the publication of this Update.

The EC’s requirements for time recording on FP7 projects are given in http://cordis.europa.eu/fp7/find-doc_en.html.  Please note particularly pages 44-46 of the Guide to Financial Issues relating to FP7 Indirect Actions (version dated 2/4/09 which is significantly changed from the 24/4/07 version).  The Guide includes:

· an example timesheet

· a statement “the actual productive hours should be close to the standard productive hours”.

The TRAC EC-FP7 Guidance describes one method that meets these requirements:  this is accessible at http://www.jcpsg.ac.uk/guidance/ecfp7/.  This can be used irrespective of the indirect cost rate method used.  Update No. 2 issued in September 2009 clarified several aspects of this.
The differences between the requirements for timesheets for TRAC EC-FP7 and TRAC fEC are shown below.

	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); longer (if average hours are used)

	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 the addition of 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.

Staff can be grouped into paybands.
	Actual salary divided by actual productive hours worked for the year.  

Staff can be grouped into paybands, subject to strict restrictions on deviations from average. 

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


� Version 1.1 of the Statement of Requirements dated March 2009 stated “A full systems audit has been carried out recently by internal auditors (not mandatory).”


� See materiality in the Statement of Requirements - page iii - point (c) iv





