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Time and Effort Reporting Policy

U.S. Office of Management and Budget (OMB) Circular A-21, Section J.8.a requires the university to
document effort spent by faculty and staff 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 Salem State University 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 SSU faculty and administrative staff involved in federally-funded and state-
funded grants, contracts and cooperative agreements.

For each federally-funded or state-funded project, a Time and Effort Reporting Form must 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
of funding mechanism or source.

Time and Effort Reporting Forms must be signed by the faculty or staff member reporting and
must be confirmed by a person having firsthand knowledge of the employee’s activities.
Confirmation is indicated by a countersignature on the form. Original signatures are required;
rubber stamped or electronically produced signatures are not acceptable.

1. If a form documents a faculty or administrative staff member’s effort and he/she is
the project director, the form must be countersigned by the department chair.

2. If a form documents a faculty or administrative staff member’s effort and he/she is
not the project director, the form must be countersigned by the project director.

Time and Effort Reporting Forms must be completed according to the schedule below to
document the percentage distribution of effort expended during the time period being reported.

1. Faculty forms are due December 15 for fall semester, May 15 for spring semester and
August 15 for either summer session.

2. Administrative staff forms are due monthly with the time sheet for the week
containing the last day of the month.

Completed Time and Effort Reporting Forms should be sent to Grant Accounting, ADM-2,
e-mailed to Grant Accounting@salemstate.edu or faxed to Grant Accounting at 978.542.6164.
Completed forms will be filed in the Grant Accounting office.

For further information, contact Grant Accounting at 978.542.7906 or the Office of Sponsored
Programs and Research Administration at 978.542.7177.



P STATE
\{Salem UNIVERSITY
Time and Effort Reporting Form
To comply with the university and governmental requirements for “time and effort reporting,” each faculty

member or administrative staff employee working on a federally-sponsored or state-sponsored project must
complete this form.

Name: John Doe Deﬁrtment: Education
For faculty, this form is due Dec. 15 for fall semester, M for spring semester and Aug. 15 for either

summer session.

spng

file|thg last weekly time sheet of each month.

=

Academic term reported: 0 summer 20

year year

L —
Month and year repg
Provide a breakdown ilities for this semester. The total, including externally funded activities
must equal 100%.
Teaching and teaching-related activities 60%
Advising activities 20%

Other university activities

Sponsored activities:
Project/Grant # 3111 20%
Project/Grant #
Project/Grant #
Other

TOTAL (Must equal 100%) 100%
| certify that the information provided above is correct.

Employee Signature Jotine Doe Date_ 5/7/10

Confirming Signature* arny Superviser Date_ 5/7/10

*NOTE: If the employee named above is also the Project Director, the Department Chair must sign as the person
confirming the employee’s time spent on the project. The Project Director may sign for all other employees working on the
project. Original signatures are required.

Please send the completed form to Grant Accounting, ADM-2, e-mail to Grant
Accounting@salemstate.edu or fax to Grant Accounting, 978.542.6164. If you have any questions, please
call Grant Accounting at 542-7906 or the Office of Sponsored Programs and Research Administration at
978.542.7177.
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Time and Effort Reporting Form

To comply with the university and governmental requirements for “time and effort reporting,” each faculty
member or administrative staff employee working on a federally-sponsored or state-sponsored project must
complete this form.

Name: Department:

For faculty, this form is due Dec. 15 for fall semester, May 15 for spring semester and Aug. 15 for either
summer session.

Academic term reported: fall 20 spring 20 summer 20
year year year

For administrative staff, this form is due when you file the last weekly time sheet of each month.

Month and year reported:

Provide a breakdown of your responsibilities for this semester. The total, including externally funded activities
must equal 100%.

Teaching and teaching-related activities

Advising activities

Other university activities

Sponsored activities:
Project/Grant #
Project/Grant #
Project/Grant #
Other

TOTAL (Must equal 100%)
| 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, the Department Chair must sign as the person
confirming the employee’s time spent on the project. The Project Director may sign for all other employees working on the
project. Original signatures are required.

Please send the completed form to Grant Accounting, ADM-2, e-mail to Grant
Accounting@salemstate.edu or fax to Grant Accounting, 978.542.6164. If you have any questions, please
call Grant Accounting at 542-7906 or the Office of Sponsored Programs and Research Administration at
978.542.7177.



