TIME AND EFFORT LOG INFORMATION

The September 2009 USDE publication, Cost Allocation Guide for State and Local Governments is
available at the following website:
http://www?2.ed.gov/about/offices/list/ocfo/fipao/guideigcwebsite.pdf

On page 97 of this publication, there is a sample of a “Semi-Annual Certification” that can be used
when staff is working solely on one cost objective. See a copy of this sample below.

A sample of a “Personal Activity Report” (Time and Effort Log) is found on page 98. See copy of this
sample below.


http://www2.ed.gov/about/offices/list/ocfo/fipao/guideigcwebsite.pdf

Semi-Annual Certification
(Staff Working Solely on one Cost Objective)

This is to certify that Jean Smith has worked 100% of his/her time
for the period March 1, 2009 through August 31, 2009 on
program number DOE 555.

Signature of Employee

Printed Name of Employee

Date

Signature of Supervisor

Printed Name of Supervisor

Date
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Personnel Activity Report

Name
Department
Account No. 100 200 309 509 §00 100 Tolals
Account Title Indirect ECIA (Federal) | Stale (be Specific) | AnnualLeave | Sick Leave | Holday Leave
Mon. 0 0 0 0 0 8 8
Tues. 0 7 1 0 0 0 [
Wed. 0 [ 0 0 0 0 8
Thurs. [4 8 2 0 0 0 8
Fri o] 2 2 4 0 Y 8
Mon. 2 5 1 0 3] ] 8
Tues. 1 6 1 0 O 0 8
Wed. 0 3 5 0 0 [} 8
Thurs.. 0 [ [} 0 0 0 8
Fi, 1 [ 1 0 0 [1] 3
Totals 4 49 13 4 0 8 30

1 certify that this report represents a true recording of effort expended for
the period indicated and that I have full knowledge of those activities.

Signature of Employee / Date Responsible Official / Date
Salary Charging:
Totais 4 49 13 4 0 8 80
Percent of Total* 5.00% 61.25% 16.25% 5.00% 0.00% 10.00% 100.00%
Bi-Weekly Salary 1,700.00 1,700.00 1,700.00 1.700.00 1,700.00 1,700.00
Amount Charged 85.00 1,041,285 276.25 85.00 0.00 170.00 1,700.00

* Total Hours for Activity divided by Total Paid Hours for Account No. 100, 4 Hours worked divided by 80 hours = 5.00% charged.
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