UNIFORM ADMINISTRATIVE REQUIREMENTS, COST PRINCIPLES, AND AUDIT
REQUIREMENTS FOR FEDERAL AWARDS (2 CFR 200)

Summary of Requirements that Require Written Policies and Procedures and Other Written
Documentation
The information contained below is extracted from the Federal regulations and is not complete. This
summary is meant to provide a summary and guidance to users in identifying areas related to
Federal compliance that require written documentation. As this is a summarized extract, users are
directed to review the entire relevant section when inquiring about a particular matter.
§200.302 Financial management.
(b) The financial management system of each non-Federal entity must provide for the following (see
also §§200.333 Retention requirements for records, 200.334 Requests for transfer of records,
200.335 Methods for collection, transmission and storage of information, 200.336 Access to records,
and 200.337 Restrictions on public access to records):
(6) Written procedures to implement the requirements of §200.305 Payment.
(7) Written procedures for determining the allowability of costs in accordance with Subpart E— Cost
Principles of this part and the terms and conditions of the Federal award.
§200.318 General procurement standards.
a) The non-Federal entity must use its own documented procurement procedures which reflect
applicable State, local, and tribal laws and regulations, provided that the procurements conform to
applicable Federal law and the standards identified in this part.
(c)(1) The non-Federal entity must maintain written standards of conduct covering conflicts of
interest and governing the actions of its employees engaged in the selection, award and
administration of contracts. No employee, officer, or agent may participate in the selection, award, or
administration of a contract supported by a Federal award if he or she has a real or apparent conflict
of interest. Such a conflict of interest would arise when the employee, officer, or agent, any member
of his or her immediate family, his or her partner, or an organization which employs or is about to
employ any of the parties indicated herein, has a financial or other interest in or a tangible personal
benefit from a firm considered for a contract. The officers, employees, and agents of the nonFederal entity may neither solicit nor accept gratuities, favors, or anything of monetary value from
contractors or parties to subcontracts. However, non-Federal entities may set standards for
situations in which the financial interest is not substantial or the gift is an unsolicited item of nominal
value. The standards of conduct must provide for disciplinary actions to be applied for violations of
such standards by officers, employees, or agents of the non-Federal entity.
(2) If the non-Federal entity has a parent, affiliate, or subsidiary organization that is not a state, local
government, or Indian tribe, the non-Federal entity must also maintain written standards of conduct
covering organizational conflicts of interest. Organizational conflicts of interest means that because
of relationships with a parent company, affiliate, or subsidiary organization, the non-Federal entity is
unable or appears to be unable to be impartial in conducting a procurement action involving a
related organization.
§200.319 Competition.
(c) The non-Federal entity must have written procedures for procurement transactions. These
procedures must ensure that all solicitations:
(1) Incorporate a clear and accurate description of the technical requirements for the material,
product, or service to be procured. Such description must 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, must set forth those
minimum essential characteristics and standards to which it must 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 must be
met by offers must be clearly stated; and (2) Identify all requirements which the offerors must fulfill
and all other factors to be used in evaluating bids or proposals.
§200.430 Compensation—personal services.
(a)
General. Compensation for personal 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 §200.431 Compensation—fringe
benefits. Costs of compensation are allowable to the extent that they satisfy the specific
requirements of this part, and that the total compensation for individual employees: (1) Is reasonable
for the services rendered and conforms to the established written policy of the non-Federal entity
consistently applied to both Federal and non-Federal activities; (2) Follows an appointment made in
accordance with a non-Federal entity's laws and/or rules or written policies and meets the
requirements of Federal statute, where applicable; and
(c) Professional activities outside the non-Federal entity. Unless an arrangement is specifically
authorized by a Federal awarding agency, a non-Federal entity must follow its written non-Federal
entity-wide policies and practices concerning the permissible extent of professional services that can
be provided outside the non-Federal entity for non-organizational compensation. Where such nonFederal entity-wide written policies do not exist or do not adequately define the permissible extent
of consulting or other non-organizational activities undertaken for extra outside pay, the Federal
Government may require that the effort of professional staff working on Federal awards be allocated
between: (1) Non-Federal entity activities, and (2) Non-organizational professional activities. If the
Federal awarding agency considers the extent of non-organizational professional effort excessive or
inconsistent with the conflicts-of-interest terms and conditions of the Federal award, appropriate
arrangements governing compensation will be negotiated on a case-by-case basis.
(h) Institutions of higher education (IHEs). (1) Certain conditions require special consideration and
possible limitations in determining allowable personnel compensation costs under Federal awards.
Among such conditions are the following: (i) Allowable activities. Charges to Federal awards may
include reasonable amounts for activities contributing and directly related to work under an
agreement, such as delivering special lectures about specific aspects of the ongoing activity, writing
reports and articles, developing and maintaining protocols (human, animals, etc.), managing
substances/chemicals, managing and securing project specific data, coordinating research subjects,
participating in appropriate seminars, consulting with colleagues and graduate students, and
attending meetings and conferences. (ii) Incidental activities. Incidental activities for which
supplemental compensation is allowable under written institutional policy (at a rate not to exceed
institutional base salary) need not be included in the records described in paragraph (i) of this
section to directly charge payments of incidental activities, such activities must either be specifically
provided for in the Federal award budget or receive prior written approval by the Federal awarding
agency.
(3) Intra-Institution of Higher Education (IHE) consulting. Intra-IHE consulting by faculty is assumed
to be undertaken as an IHE obligation requiring no compensation in addition to IBS. However, in
unusual cases where consultation is across departmental lines or involves a separate or remote
operation, and the work performed by the faculty member is in addition to his or her regular
responsibilities, any charges for such work representing additional compensation above IBS are
allowable provided that such consulting arrangements are specifically provided for in the Federal
award or approved in writing by the Federal awarding agency.
(4) Extra Service Pay normally represents overload compensation, subject to institutional
compensation policies for services above and beyond IBS. Where extra service pay is a result of
Intra- IHE consulting, it is subject to the same requirements of paragraph (b) above. It is allowable if
all of the following conditions are met: (i) The non-Federal entity establishes consistent written
policies which apply uniformly to all faculty members, not just those working on Federal awards. ii)
The non-Federal entity establishes a consistent written definition of work covered by IBS which is
specific enough to determine conclusively when work beyond that level has occurred. This may be
described in appointment letters or other documentations.

(5) Periods outside the academic year. (i) Except as specified for teaching activity in paragraph
(h)(5)(ii) of this section, charges for work performed by faculty members on Federal awards during
periods not included in the base salary period will be at a rate not in excess of the IBS.
(ii) Charges for teaching activities performed by faculty members on Federal awards during periods
not included in IBS period will be based on the normal written policy of the IHE governing
compensation to faculty members for teaching assignments during such periods.
(7) Sabbatical leave costs. Rules for sabbatical leave are as follow: (i) Costs of leaves of absence by
employees for performance of graduate work or sabbatical study, travel, or research are allowable
provided the IHE has a uniform written policy on sabbatical leave for persons engaged in instruction
and persons engaged in research. Such costs will be allocated on an equitable basis among all
related activities of the IHE.
(8) Salary rates for non-faculty members. Non-faculty full-time professional personnel may also earn
“extra service pay” in accordance with the non-Federal entity's written policy and consistent with
paragraph (h)(1)(i) of this section.
(i) Standards for Documentation of Personnel Expenses (1) Charges to Federal awards for salaries
and wages must be based on records that accurately reflect the work performed. These records
must:
(iv) Encompass both federally assisted and all other activities compensated by the non-Federal
entity on an integrated basis, but may include the use of subsidiary records as defined in the nonFederal entity's written policy; (viii) Budget estimates (i.e., estimates determined before the services
are performed) alone do not qualify as support for charges to Federal awards, but may be used for
interim accounting purposes, provided that: (B) Significant changes in the corresponding work
activity (as defined by the non-Federal entity's written policies) are identified and entered into the
records in a timely manner. Short term (such as one or two months) fluctuation between workload
categories need not be considered as long as the distribution of salaries and wages is reasonable
over the longer term;
§200.431 Compensation—fringe benefits.
(b) Leave. The cost of fringe benefits in the form of regular compensation paid to employees during
periods of authorized absences from the job, such as for annual leave, family-related leave, sick
leave, holidays, court leave, military leave, administrative leave, and other similar benefits, are
allowable if all of the following criteria are met: (1)They are provided under established written leave
policies;
(c) The cost of fringe benefits in the form of employer contributions or expenses for social security;
employee life, health, unemployment, and worker's compensation insurance (except as indicated in
§200.447 Insurance and indemnification); pension plan costs (see paragraph (i) of this section); and
other similar benefits are allowable, provided such benefits are granted under established written
policies. Such benefits, must be allocated to Federal awards and all other activities in a manner
consistent with the pattern of benefits attributable to the individuals or group(s) of employees whose
salaries and wages are chargeable to such Federal awards and other activities, and charged as
direct or indirect costs in accordance with the non-Federal entity's accounting practices.
(g) Pension Plan Costs. Pension plan costs which are incurred in accordance with the established
policies of the non-Federal entity are allowable, provided that: (6) Pension plan costs may be
computed using a pay-as-you-go method or an acceptable actuarial cost method in accordance with
established written policies of the non-Federal entity.
(h) Post-Retirement Health. Post-retirement health plans (PRHP) refers to costs of health insurance
or health services not included in a pension plan covered by paragraph (g) of this section for retirees
and their spouses, dependents, and survivors. PRHP costs may be computed using a pay-as yougo method or an acceptable actuarial cost method in accordance with established written policies of
the non-Federal entity.

§200.437 Employee health and welfare costs.
(a) Costs incurred in accordance with the non-Federal entity's documented policies for the
improvement of working conditions, employer-employee relations, employee health, and employee
performance are allowable.

§200.464 Relocation costs of employees.
(a) Relocation costs are costs incident to the permanent change of duty assignment (for an indefinite
period or for a stated period of not less than 12 months) of an existing employee or upon recruitment
of a new employee. Relocation costs are allowable, subject to the limitations described in
paragraphs (b), (c), and (d) of this section, provided that: (1) The move is for the benefit of the
employer. (2) Reimbursement to the employee is in accordance with an established written policy
consistently followed by the employer. (3) The reimbursement does not exceed the employee's
actual (or reasonably estimated) expenses.
§200.474 Travel costs.
(a) General. Travel costs are the expenses for transportation, lodging, subsistence, and related
items incurred by employees who are in travel status on official business of the non-Federal entity.
Such costs may be charged on an actual cost basis, on a per diem or mileage basis in lieu of actual
costs incurred, or on a combination of the two, provided the method used is applied to an entire trip
and not to selected days of the trip, and results in charges consistent with those normally allowed in
like circumstances in the non-Federal entity's non-federally-funded activities and in accordance with
non-Federal entity's written travel reimbursement policies. Notwithstanding the provisions of
§200.444 General costs of government, travel costs of officials covered by that section are allowable
with the prior written approval of the Federal awarding agency or pass-through entity when they are
specifically related to the Federal award.
(b) Lodging and subsistence. Costs incurred by employees and officers for travel, including costs of
lodging, other subsistence, and incidental expenses, must be considered reasonable and otherwise
allowable only to the extent such costs do not exceed charges normally allowed by the non-Federal
entity in its regular operations as the result of the non-Federal entity's written travel policy. In
addition, if these costs are charged directly to the Federal award documentation must justify that:
(1) Participation of the individual is necessary to the Federal award; and (2) The costs are
reasonable and consistent with non-Federal entity's established travel policy.

