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Here are the categories?
•General Knowledge
•The Who
•Types of Time & Efforts
•Odd Questions
•Final Question



CATEGORY #1

•GENERAL 
KNOWLEDGE



General Knowledge for $200

• QUESTION:  What does T & E stand for?

• ANSWER:  Time and Effort 



General Knowledge for $400

• QUESTION:  Which employees must districts collect a time and 
effort from?

• ANSWER: All employees (not contractors) whose salary is paid in 
whole or part with federal funds and used to meet a 
match/cost share requirement. Includes full time, part time, 
stipends, and substitute teachers 



General Knowledge for $600

• QUESTION:  When do employees and employers sign off on 
Time & Effort Documents?

• ANSWER:  After the Fact



General Knowledge for $800

• QUESTION:  Who collects the Time & Efforts?

• ANSWER:  District/School Office, NDE Fiscal and Programmatic 
Auditors



General Knowledge for $1000

• QUESTION:  What documents must match each other regarding 
the Time & Effort documents?

• ANSWER:  
• Time & Efforts must match:

• The GMS Application, 
• NSSRS (names, salaries, and percentages), 
• Local Accounting Records



CATEGORY #2

THE WHO



The Who for $200

• QUESTION:  My class size reduction teacher thinks she needs to 
do a Time & Effort.  Does she?  If so, what kind?

• ANSWER:  If you are paying the CSR teacher with Title II-A funds 
she must do a Time & Effort.  Because she has a single cost 
objective, she can do a Semi-Annual Time & Effort.



The Who for $400

• QUESTION:  My Title I teacher thinks he needs to do a Time & 
Effort.  Does he?  If so, what kind?

• ANSWER:  If you are paying the Title I teacher with Title I-A funds 
he must do a Time & Effort. Because he works under a single 
cost objective, he can do a Semi-Annual Time & Effort.



The Who for $600
• QUESTION:  Our school’s paraprofessional is coded to Title I for 

50% of her time and 50% of her time is for special education?  I 
don’t have to have her do a time and effort since she’s paid 
with two federal funds right, and she’s a noninstructional staff 
member not an instructional staff member. 

• ANSWER:  Wrong.  A time and effort form must be completed 
for ANY staff member being paid with federal funds.  If she has 
a fixed schedule, you can use a semi-annual T & E with the 
correct percentages shown for the two funding sources, and
attach her set schedule.



The Who for $800
• QUESTION:  Our Business Manager works with many different 

grants and doesn’t have a fixed schedule but we are paying 
her with federal dollars.  Because of this she doesn’t have to do 
a time and effort, right?

• ANSWER:  Wrong!  
• The time and effort will be different than someone with a fixed 

schedule.  



The Who for $1000

• QUESTION: Okay then what does my business manager do to 
assure her time is accounted for?

• ANSWER:  She completes a PAR (Personnel Activity Report).  She 
completes a daily log, by month, that shows how many hours 
per day she works on each of the federal cost objectives that 
are being used to pay her salary.



CATEGORY #3

•TYPES OF TIME 
and EFFORT 

FORMS



Types of T & E’s for $200
• QUESTION:  Are there any samples of Time and Effort forms that 

districts can use?

• ANSWER:  YES.
• NDE Website
• 3 bars on the side
• Programs, Services & Initiatives
• Federal Programs 
• Forms  
• Time and Effort Logs



Types of T & E’s
for $400

Question:  What 
is wrong with this 
T & E?
• Percentage = 125%
• Shows a watermark SAMPLE 
• NDE’s nondiscrimination policy 

at bottom
• Signed prior to work completed



Types of T & 
E’s for $600

Question: 
What is 
wrong with 
this T & E?
Answer:  
Nothing – it is correct



Types of 
T & E’s 
for $600

Question: 
What is wrong 
with this T & E?

Answer:  
Nothing, this
Fixed 
Schedule
T&E is OK



Types of T & 
E’s for $800
QUESTION: 
What is 
wrong with 
this PAR?

Answer:  
District Name is 
missing, otherwise it is 
correct



Types of T & E’s for $1000
• QUESTION:  I have so many employees that are funded through various grants 

how do I keep track of it all?
• ANSWER:  Do not fear!  We are here to help.



In Summary: 
Certification of Actual Time Worked

Semi-Annual Alternate-Time & Effort PAR (Personal Activity Report)

What Account for Total 
Activity

Account for Total Activity Account for Total Activity

When After the Fact (Work is 
done)

After the Fact (Work is done) After the Fact (Work is done)

Signatures Employee AND 
Administrator

Employee AND 
Administrator

Employee AND/OR 
Administrator

Time 
Periods

Every 6 months (1x per 
semester)

Every 6 months (1x per 
semester) with Schedule 
attached

Every Month



CATEGORY #4

ODD QUESTIONS



Odd Questions for $200
QUESTION:  Is all of this Time & Effort stuff really necessary and is it 
worth it?

ANSWER:  It is mandated due to federal funding and it’s worth it.  

BEST ADVICE:  Get a system in place with the bookkeeper, 
administrator and teacher(s) so everyone is on the same page.  
It will go smoothly!  



Odd Questions for $400
• QUESTION:  I am paying staff using Title II-A dollars for 

professional development, do I have to do anything for T & E’s?
• ANSWER:  Great question, and YES!  

• Do what we like to call a Blanket Time & Effort for Staff Development:
Professional Development Name                                            Date of PD
Name of Staff Signature of Staff Start Time End Time
Joe Jones Joe Jones 7:45 2:00
Mary Clark Mary Clark 7:50 2:00
Lisa Lewis Lisa Lewis 8:00 12:00
Jim Smith Jim Smith 8:00 2:00
Supervisor Signature:  Mr. Todd   (Principal)   8/15/20



Odd Questions for $600
• QUESTION:  We have substitutes that cover for our Title I 

teachers and we don’t pay them with federal funds. Do they 
have to do Time & Efforts?

• ANSWER:  NO!  The key words in the question are “don’t pay 
them with federal funds.”



Odd Questions for $800
• QUESTION:  We have substitutes that cover for our Title I 

teachers and we pay them with federal funds. Do they have to 
do Time & Efforts?

• ANSWER:  YES!  
• Put together a summary sheet at the end of each month/semester that 

shows the substitute’s name, date they subbed, who they subbed for, 
and amount paid.  Then have an administrator review it, sign and date 
it for approval.  

• Because most schools get the Substitute to sign in or out at the office 
on the day they are subbing, the substitute’s signature could be 
located if needed.



Odd Questions for $1000

• QUESTION:  Do I have to do Time & Efforts for staff paid with   
ESSER I, II or III funding?  

• ANSWER:  YES!  
• ESSER dollars are funds from the federal government and would meet 

the same requirements as the other federal allocations.



FINAL QUESTION FOR TRIPLE YOUR POINTS

• QUESTION:  Why care about Time & Effort Requirements?

• ANSWER:  Because it is a federal requirement which means NDE 
has to audit the T & E forms for compliance.  The District could 
be in jeopardy of having to pay back funds if there is a 
questionable cost.  



Questions



THANK YOU
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