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Time and Effort Reporting Form

In order to comply with the university and government’s requirements for “time and effort reporting,” this form must be completed near the end of each semester by each faculty member or professional staff employee working on a federally-sponsored or state-sponsored project.  

Name:                                                                                      
Department: 


             
Semester reported:
Fall 20             

Spring 20          

Summer 20___

Provide a breakdown of your responsibilities for this semester. The total, including externally funded activities must equal 100%.  If your pay assignment changes during the semester, please complete separate form with date range listed (use separate form for EACH date range).
Teaching and teaching-related activities


   

                
                                                         
Scholarly & creative activities -- not externally funded




                                        

Administrative activities







                         
Service activities




                        
Externally funded activities:

Cost Center / WBS Element #                                      




                         
Cost Center / WBS Element #                                      




                         
Cost Center / WBS Element #                                      




                     
Other 
                    
                                               




    

TOTAL






100%
          
Please send the completed form to Grant Accounting, 307 Warriner. If you have any questions, please call Grant Accounting at 774-7359 (for federal grants) or 774-7361 (for state grants).
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Please check this box, sign and return if you believe that you have not been paid from this cost     

                          Center/WBS# during the semester noted above.
I certify that the information provided above is correct.
Employee Signature







Date


(Confirming Signature)*






Date



*NOTE: If the employee named above is also the Project Director, then please ask the Department Chair to sign as the person confirming the employee’s time spent on the project.  The Project Director may sign for all other salaried employees working on the project.


Time and Effort Reporting Form

In order to comply with the university and government’s requirements for “time and effort reporting,” this form must be completed near the end of each semester by each faculty member or professional staff employee working on a federally-sponsored or state-sponsored project.  

Name:                             John Doe                                         
Department: 

IET
             
Semester reported:
Fall 20    _       
Spring 20 08        

Summer 20___

Provide a breakdown of your responsibilities for this semester. The total, including externally funded activities must equal 100%. If your pay assignment changes during the semester, please complete separate form with date range listed (use separate form for EACH date range).
Teaching and teaching-related activities


   

            20%
                                                         
Scholarly & creative activities -- not externally funded



15%
                                        

Administrative activities






30%
                         
Service activities



5%
                        
Externally funded activities:

Cost Center / WBS Element #                   62000         



15%
                         
Cost Center / WBS Element #                   62001         



15%
                         
Cost Center / WBS Element #                                      




                     
Other 
          


    

____




    

TOTAL






100%
          
Please send the completed form to Grant Accounting, 307 Warriner. If you have any questions, please call Grant Accounting at 774-7359 (for federal grants) or 774-7361 (for state grants).



Please check this box, sign and return if you believe that you have not been paid from this cost     

                          Center/WBS# during the semester noted above.

I certify that the information provided above is correct.
Employee Signature







Date


(Confirming Signature)*






Date



*NOTE: If the employee named above is also the Project Director, then please ask the Department Chair to sign as the person confirming the employee’s time spent on the project.  The Project Director may sign for all other salaried employees working on the project.

Time and Effort Reporting Policy
Per Office of Management and Budget (OMB) Circular A‑21, Section J.8.a, CMU is required to document effort spent on externally-sponsored activity.  This time and effort reporting policy is intended to meet this requirement.  The system is an "After‑the‑Fact Activity" system, under which the distribution of salaries and wages by CMU will be supported by activity reports as described below:

A.  Time and Effort Reporting Forms will reasonably reflect the percentage distribution of efforts expended by CMU faculty and professional staff involved in federally-funded and state-funded grants, contracts and cooperative agreements.

B.  For each federally-funded or state-funded project, a Time and Effort Reporting Form will be completed and signed by each person working on the project, provided that the approved grant, contract or cooperative agreement commits University personnel time to the project, regardless whether such time is paid by external funds or is an unpaid contribution, i.e., an in-kind match.

C.  Time and Effort Reporting Forms will be confirmed by a person having firsthand knowledge of the employee’s activities. Confirmation is indicated by a countersignature on the form.  

1. If a form documents a faculty member’s effort and he/she is the Project Director, the form will be countersigned by the Department Chair (or immediate supervisor in non-academic divisions). 

2. If a form documents a faculty member’s effort and he/she is not the Project Director, the form will be countersigned by the Project Director.

3. If a form documents a professional staff member’s effort and he/she is the Project Director, the form will be countersigned by the Department Chair (or immediate supervisor in non-academic divisions).

4. If a form documents a professional staff member’s effort and he/she is not the Project Director, the form will be countersigned by the Project Director.  

D.  Time and Effort Reporting Forms will be completed near the end of each semester and will document the percentage distribution of effort expended during the same semester.

E.  Time and Effort Reporting Forms must be returned to Grant Accounting by the end of final exam week each semester.  

F.    Completed Time and Effort Reporting Forms will be filed in the Grant Accounting office.

For further information, contact Grant Accounting at 774-7359 (for federal grants) or 774-7361(for state grants) or the Office of Research and Sponsored Programs at 774-ORSP.
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