
Time and Effort Reporting Form
In order to comply with the Cornell’s and Federal requirements for “time and effort reporting,” this form must be completed by each faculty member and exempt employee with salary charged to a federally-sponsored project.  
	Name:
	
	
	Department:
	

	Period reported: 
	Fall 20
	
	
	Spring 20
	
	
	Summer 20
	
	


Provide a breakdown of your responsibilities for this period. The total, including externally funded activities, must equal 100%.  
	Teaching and teaching-related activities
	
	%
	

	Scholarly & creative activities -- not externally funded
	
	%
	

	Administrative activities


	
	%
	

	Service activities

	
	%
	

	Externally funded activities*    
	
	
	
	%
	
	
	
	

	
	
	
	
	%
	
	
	%
	

	
	
	
	
	%
	
	
	
	

	
	
	
	TOTAL
	
	%
	(should = 100%)


 *For the reporting period, indicate the breakdown (% time) spent on each funded project
    
You must report the total percentage of time spent on each funded project.  Remember that work performed under a grant or contract may be subject to audit, and it is therefore essential that the College maintains accurate records and documentation of the work you have done (e.g., laboratory or field note books, data file, manuscripts, etc.) for at least 3 years after the end of the project (or longer if required by the agency).

Please send the completed form to Grants Compliance Office. If you have any questions, please call (319) 895-4321.
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/Principle Investigator, no other signature is required.  The Project Director/Principle Investigator may sign as the confirming signature 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 salaried faculty member or professional staff employee working on a federally-sponsored or state-sponsored project.  
	Name:
	John Doe
	
	Department:
	Biology

	Semester reported: 
	Fall 20
	15
	
	Spring 20
	
	
	Summer 20
	
	


Provide a breakdown of your responsibilities for this semester. The total, including externally funded activities must equal 100%.  
	Teaching and teaching-related activities
	25
	%
	

	Scholarly & creative activities -- not externally funded
	20
	%
	

	Administrative activities


	10
	%
	

	Service activities

	5
	%
	

	Externally funded activities*    
	612001
	
	15
	%
	
	
	
	

	
	610000
	
	25
	%
	
	40
	%
	

	
	
	
	
	%
	
	
	
	

	
	
	
	TOTAL
	100
	%
	(should = 100%)


You must report the total percentage of time spent on each funded project. 

Remember that work performed under a grant or contract may be subject to audit, and it is therefore essential that the College retains accurate records and documentation of the work you have done (e.g., laboratory or field note books, data file, manuscripts, etc.) for at least 3 years after the end of the project (or longer if required by the agency).

Please send the completed form to the Grants Compliance Office. If you have any questions, please call Grants Compliance Office at (319) 895-4321.
	
	
	


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/Principle Investigator, no other signature is required.  The Project Director/Principle Investigator may sign as the confirming signature for all other salaried employees working on the project.
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