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TIME-STUDY GUIDELINES 
 
 

BACKGROUND 
 
A reasonable reimbursement methodology, which meets certain conditions specified in 
Government Code section 17518.5, subdivision (a), can be used as a "formula for reimbursing 
local agency and school district costs mandated by the state."   
 
Two methods are acceptable for documenting employee time charged to mandated cost 
programs: Actual Time Reporting and Time Study.  These methods are described below. 
Application of time study results is restricted. As explained in the Time Study Results section 
below, the results may be projected forward a maximum of two years or applied retroactively 
to initial claims, current-year claims, and late-filed claims, provided certain criteria are met. 
 
Actual Time Reporting  
Each program’s parameters and guidelines define reimbursable activities for the mandated 
cost program. (Some parameters and guidelines refer to reimbursable activities as 
reimbursable components.) When employees work on multiple activities and/or programs, a 
distribution of their salaries or wages must be supported by personnel activity reports or 
equivalent documentation that meets the following standards (which clarify documentation 
requirements discussed in the Reimbursable Activities section of recent parameters and 
guidelines):  
 
• They must reflect an after-the-fact (contemporaneous) distribution of the actual activity of 

each employee;  
• They must account for the total activity for which each employee is compensated;  
• They must be prepared at least monthly and must coincide with one or more pay periods; 

and 
• They must be signed by the employee.  
 
Budget estimates or other distribution percentages determined before services are performed 
do not qualify as support for actual time reporting.  

 
Time Study  
In certain cases, a time study may be used as a substitute for continuous records of actual time 
spent on multiple activities and/or programs. A time study can be used for an activity when 
the task is repetitive in nature. Activities that require varying levels of effort are not 
appropriate for time studies.  

 
TIME STUDY PLAN  
 
Claimant must develop a time study plan before a time study is conducted.  The claimant must 
retain the time study plan for audit purposes. The plan must identify the following:  
 
• Time period(s) to be studied - the plan must show that all time periods selected are 

representative of the fiscal year and that the results can be reasonably projected to 
approximate actual costs.  
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•  Activities and/or programs to be studied - for each mandated program included, the time 
study must separately identify each reimbursable activity defined in the mandated 
program's parameters and guidelines, which are derived from the program's statement of 
decision. If a reimbursable activity in the parameters and guidelines identifies separate and 
distinct sub-activities, these sub-activities also must be treated as individual activities.  

 
For example, sub-activities (a), (b), and (c) under reimbursable activity (B)(1) of the local 
agency's Domestic Violence Treatment Services: Authorization and Case Management 
Program, relate to information to be discussed during victim notification by the probation 
department and therefore are not separate and distinct activities. It is not necessary to 
separately study these sub-activities. 

 
•  Process used to accomplish each reimbursable activity - use flowcharts or similar 

analytical tools and/or written desk procedures to describe the process followed to 
complete each activity.  

 
•  Employee universe - the employee universe used in the time study must include all 

positions whose salaries and wages are to be allocated by means of the time study.  
 
•  Employee sample selection methodology - the plan must show that employees selected are 

representative of the employee universe and that the results can be reasonably projected to 
approximate actual costs. In addition, the employee sample size should be proportional to 
the variation in time spent to perform a task. The sample size should be larger for tasks 
with significant time variations.  

 
•  Time increments to be recorded - the time increments used should be sufficient to 

recognize the number of different activities performed and the dynamics of these 
responsibilities. Very large increments (such as one hour or more) can be used for 
employees performing only a few functions that change very slowly over time. Small 
increments (a number of minutes) can be used for employees performing more short-term 
tasks.  

 
Random-moment sampling is not an acceptable alternative to continuous time records for 
mandated cost claims. Random-moment sampling techniques are most applicable in situations 
where employees perform many different types of activities on a variety of programs with 
small time increments throughout the fiscal year.  
 
TIME STUDY DOCUMENTATION  
 
Time studies must:  

 
• Be supported by time records that are completed contemporaneously; 
• Report activity on a daily basis; 
• Be sufficiently detailed to reflect all mandated activities and/or programs performed 

during a specific time period; and  
•  Coincide with one or more pay periods.  
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Time records must be signed by the employee and be supported by documentation that 
validates that the work was actually performed. As with actual time reporting, budget 
estimates or other distribution percentages determined before services are performed do not 
qualify as valid time studies.  
 
TIME STUDY RESULTS  
 
Claimants must summarize time study results to show how the time study supports the costs 
claimed for each activity. Any variations from the procedures identified in the original time 
study plan must be documented and explained. Current-year costs must be used to prepare a 
time study. Claimants may project time study results to no more than two subsequent fiscal 
years. A claimant also may apply time study results retroactively to initial claims, current-year 
claims, and late-filed claims.  
 
When projecting time study results, the claimant must certify that no significant changes have 
occurred between years in either (1) the requirements of each mandated program activity; or 
(2) the processes and procedures used to accomplish the activity. For all years, the claimant 
must maintain documentation that shows that the mandated activity was actually performed. 
Time study results used to support claims are subject to the record-keeping requirements for 
those claims.  

 
 
 


