Charging a Percentage of PTO to Federal Grants

Yes, a policy can bill a percentage of PTO to a federal grant, but it must be done according to strict federal guidelines, requiring employees to accurately track and record their time spent on all funding sources, both federal and non-federal

The PTO is billed proportionally to the time spent on each project or award. 
Key policy components 
· Equitable charging: PTO must be charged to all funding sources an employee works on during that period, in proportion to their time spent on each source.
· Accurate time tracking: Employees must have a system for accurately tracking the number of hours worked on each program or grant, as verbal estimates are not allowed.
· Proportional calculation: The percentage of PTO to be billed is calculated based on the ratio of hours worked on the grant compared to the total hours worked in that period.
· Example calculation: If an employee works 15 hours on Federal Award A, 20 hours on Federal Award B, and 5 hours of PTO, and their total hours worked for the week are 40 (15 + 20 + 5), the PTO would be distributed as follows:
· 
· Federal Award A: 
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5 hours×(15÷35 hours) = 2.1hours
· Federal Award B: 
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5 hours×(20÷35 hours) = 1.7 hours
· Federal Award C: 
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5 hours × (8÷35 hours) = 1.2 hours
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