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Grants and Sponsored Projects

Motre Dame de Namur University recognizes the immense value of grants and sponsored projects. Through
external support, the University is able to develop programs that improve the guality of education for students,
provide access to quality education to underserved populations, expand academic suppaort services, raise
endowment funds for echolarships, improve student retention and graduation rates, provide information and
services that benefit our community, improve data collection and analysis, and mare.

In accepting sponsared praject funding, University faculty and staff who conduct sponsored projects have an
important fiduciary responsibility to manage and administer such projects carefully while adhering to University
policy, federal, state, and local laws, grantor award terms, and applicable regulatory, program, and compliance
raguirements.

The world of grants and sponsored projects is complex. The NONU Grant Management and Administration
Handbook has been created to give practical guidance to University faculty and siaff in the management and
administration of grants and sponsored projects. This Handbook will acquaint new project personnel with the
policies and procedures of the University and serve as a reference guide for all employees conducting sponsored
projects.

View the Grant Management and Administration Handbook
Key Personnel

|zabelle Haithcox
Praject Director — Developing Hispanic-Senving Institutions (HS1) Program — STEM Grant
Building a Fipeline to STEM Success af Noitre Dame de Namur University

Jason Murray
Project Director — Developing Hispanic-Serving Institutions (HS1) Program - Title ¥, Part A Grant
Impraving Student Retention and Academic Success at Notre Dame de Namur University

John Lemmon
Chair — Federal Grants Cversight Committee
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is is NDNU’s Time & Effort Report

NOTRE DAME CIstarF  CIFAcULTY  [ISTUDENT

DE NAMUR UNIVERSITY  T|ME AND EFFORT REPORT

SECTION A. EMPLOYEE INFORMATION

Employee Name: Position/Title:

Reporting Mo/Yr: Department:

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT

(Identify the sponsored project|s) and include a brief detail of obligations performed.)

Total Distribution:

NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT

(Provide a summary of University obligations not sponsored by a grant/sponsored project.)

Total Distribution:
Total Efforts (must equal 100%)

Number of vacation hours taken during reporting period:

SECTION C. SIGNATURES

*Employee: Date:

*1 certify that the distributions of effort reflected on this report represent a reasonable estimate of the actual work performed during the
period covered by this report.

**Certifying Official: Date:

(Project Director/Supervisor/Dean)

**#| certify that | have first-hand knowledge of the activities performed by the employee identified above and that the distribution of effort
shown represents a reasonable estimate of the actual work performed during the period covered by this report.




Preparing Your Time & Effort Report

NOTRE DAME CstarF  CJFAcuLTY  [JSTUDENT
et PRI PRRSIEL TIME AND EFFORT REPORT

‘ SECTION A. EMPLOYEE INFORMATION

Position/Title:

Department:

SECTION B. TIME & EFFORT REPORTING
Record the 3

age of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project|s) and include a brief detail of obligations performed.)

1)
2)
3)

. Electronically fill

5)

) out Sections A & B

Total Distribution:

NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT ° ° °
(Provide a summary of University obligations not sponsored by a grant/sponsored project.) a S I n I C a e I n e
1)
[ ] [ ]
? following slides
[ ]

3)

Total Distribution: 0%

Total Efforts (must equal 100%)

Number of vacation hours taken during reporting period:

SECTION C. SIGNATURES

*Employee: Date:

*| certify that the distributions of effort reflected on this report represent a reasonable estimate of the actual work performed during the
period covered by this report.

**Certifying Official: Date:

(Project Director/Supervisor/Dean)

**| certify that | have first-hand knowledge of the activities performed by the employee identified above and that the distribution of effort
shown represents a reasonable estimate of the actual work performed during the period covered by this report.




Electronically fill out Section A
as shown in the example below.

SECTION A. EMPLOYEE INFORMATION

Employee Name: John Doe Position/Title: Grant Coordinator

Reporting Mo/Yr: September 2012 Department: Finance and Administration




Electronically fill out Section B
as shown in the following slides.

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.
SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
{ldentify the sponsored projectis) and include a brief detail of obligations performed. )
1)
2)
3)
4)
5)
6)
Total Distribution: 0%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.)
1)
2)
3)
Total Distribution: 0%
Total Efforts (must equal 100%) 0%
MNumber of vacation hours taken during reporting period:




Indicate the grant/sponsored project(s) you are working on and
include a brief detail of the activities you have committed effort to.

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
{ldentify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of 5alary and Benefits JOCN= 300200002000 15%
2) HSI STEM Grant - Worked on Grant Mgmt & Admin Handbook OO KK-2OOOKK - KKK 25%
3) HSI STEM Grant - Prepared Time and Effort Reporting PowerPoint KEK-KR-XHRKK - X 5%
4) HS5I STEM Grant - Updated Internal Control Narrative Document FOOG-KOK-2O00CK- KUK 15%
5) HSISTEM Grant - Attended Grant-Related Meetings FOOK- KO- 20000 OO 3%
6) HS5I STEM Grant - Researched Best Practices for Procurement FOOK-KOK-2OOOKK- KX 7%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.)
1) Non-sponsored duties as Grant Coordinator KO- 300X - XX 30%
2)
3)
Total Distribution: 30%
Total Efforts (must equal 100%) 100%

Number of vacation hours taken during reporting period: 16.00




Indicate the 15-digit account number(s) to be charged for your
work performed. Ensure that the account numbers you provide
are complete and accurate.

SECTION B. TIME & EFFORT REPORTING
Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
{ldentify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of 5alary and Benefits JOCN= 300200002000 15%
2) HSI STEM Grant - Worked on Grant Mgmt & Admin Handbook OO KK-2OOOKK - KKK 25%
3) HSI STEM Grant - Prepared Time and Effort Reporting PowerPoint KEK-KR-XHRKK - X 5%
4) HS5I STEM Grant - Updated Internal Control Narrative Document FOOG-KOK-2O00CK- KUK 15%
5) HSISTEM Grant - Attended Grant-Related Meetings FOOK- KO- 20000 OO 3%
6) HS5I STEM Grant - Researched Best Practices for Procurement FOOK-KOK-2OOOKK- KX 7%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.)
1) Non-sponsored duties as Grant Coordinator KO- 300X - XX 30%
2)
3)
Total Distribution: 30%
Total Efforts (must equal 100%) 100%

Number of vacation hours taken during reporting period: 16.00




Indicate the percentage of your total effort
committed to each sponsored activity.

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
{ldentify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of 5alary and Benefits JOCN= 300200002000 15%
2) HSI STEM Grant - Worked on Grant Mgmt & Admin Handbook OO KK-2OOOKK - KKK 25%
3) HSI STEM Grant - Prepared Time and Effort Reporting PowerPoint KEK-KR-XHRKK - X 5%
4) HS5I STEM Grant - Updated Internal Control Narrative Document FOOG-KOK-2O00CK- KUK 15%
5) HSISTEM Grant - Attended Grant-Related Meetings FOOK- KO- 20000 OO 3%
6) HS5I STEM Grant - Researched Best Practices for Procurement FOOK-KOK-2OOOKK- KX 7%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.)
1) Non-sponsored duties as Grant Coordinator KO- 300X - XX 30%
2)
3)
Total Distribution: 30%
Total Efforts (must equal 100%) 100%

Number of vacation hours taken during reporting period: 16.00




SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of Salary and Benefits KEH-KR-XHRAK K- 15%
2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook FOCOK- RO -3OOOC - XK 25%
3) HS5ISTEM Grant - Prepared Time and Effort Reporting PowerPoint KO- OO0 - XXX 5%
4) HSI STEM Grant - Updated Internal Control Narrative Document OO KKK K- KKK 15%
5) HSI STEM Grant - Attended Grant-Related Meetings OO KKK - KKK 3%
6) HSI STEM Grant - Researched Best Practices for Procurement FOOK= KOO0 - XXX 1%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT

{Provide a summary of University obligations not sponsored by a grant/sponsored project.)

1) Non-sponsored duties as Grant Coordinator FOCK- X0 OO OO 30%

Total Distribution: 30%

Total Efforts (must equal 100%) 100%

Number of vacation hours taken during reporting period: 16.00

Provide a summary of University obligations not
sponsored by a grant/sponsored project.



SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
{ldentify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of Salary and Benefits KEH-KR-XHRAK K- 15%
2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook FOCOK- RO -3OOOC - XK 25%
3) HS5ISTEM Grant - Prepared Time and Effort Reporting PowerPoint KO- OO0 - XXX 5%
4) HSI STEM Grant - Updated Internal Control Narrative Document OO KKK K- KKK 15%
5) HSI STEM Grant - Attended Grant-Related Meetings OO KKK - KKK 3%
6) HSI STEM Grant - Researched Best Practices for Procurement FOOK= KOO0 - XXX 1%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
{Provide a summary of University obligations not sponsored by a grant/sponsored project.)
1) Non-sponsored duties as Grant Coordinator FOCK- X0 OO OO 30%
2)
3)
Total Distribution: 30%
Total Efforts (must equal 100%) 100%

Number of vacation hours taken during reporting period: 16.00

Indicate the non-sponsored 15-digit account
number(s) to be charged for your work performed.



SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
{ldentify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of Salary and Benefits KEH-KR-XHRAK K- 15%
2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook FOCOK- RO -3OOOC - XK 25%
3) HS5ISTEM Grant - Prepared Time and Effort Reporting PowerPoint KO- OO0 - XXX 5%
4) HSI STEM Grant - Updated Internal Control Narrative Document OO KKK K- KKK 15%
5) HSI STEM Grant - Attended Grant-Related Meetings OO KKK - KKK 3%
6) HSI STEM Grant - Researched Best Practices for Procurement FOOK= KOO0 - XXX 1%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
{Provide a summary of University obligations not sponsored by a grant/sponsored project.)
1) Non-sponsored duties as Grant Coordinator FOCK- X0 OO OO 30%
2)
3)
Total Distribution: 30%
Total Efforts (must equal 100%) 100%
Number of vacation hours taken during reporting period: 16.00

Indicate the percentage of your total effort
committed to each non-sponsored activity.



SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
{ldentify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of Salary and Benefits KEH-KR-XHRAK K- 15%
2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook FOCOK- RO -3OOOC - XK 25%
3) HS5ISTEM Grant - Prepared Time and Effort Reporting PowerPoint KO- OO0 - XXX 5%
4) HSI STEM Grant - Updated Internal Control Narrative Document OO KKK K- KKK 15%
5) HSI STEM Grant - Attended Grant-Related Meetings OO KKK - KKK 3%
6) HSI STEM Grant - Researched Best Practices for Procurement FOOK= KOO0 - XXX 1%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
{Provide a summary of University obligations not sponsored by a grant/sponsored project.)
1) Non-sponsored duties as Grant Coordinator FOCK- X0 OO OO 30%
2)
3)
Total Distribution: 30%
Total Efforts (must equal 100%) 100%

Number of vacation hours taken during reporting period: 16.00

Indicate the number of vacation hours you have
taken during the reporting period.



SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.
SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSI STEM Grant - Prepared Allocations of Salary and Benefits KEH-KR-XHRAK K- 15%
2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook FOCOK- RO -3OOOC - XK 25%
3) HS5ISTEM Grant - Prepared Time and Effort Reporting PowerPoint KO- OO0 - XXX 5%
4) HSI STEM Grant - Updated Internal Control Narrative Document OO KKK K- KKK 15%
5) HSI STEM Grant - Attended Grant-Related Meetings OO KKK - KKK 3%
6) HSI STEM Grant - Researched Best Practices for Procurement FOOK= KOO0 - XXX 1%
Total Distribution: 70%
NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.]
1) Non-sponsored duties as Grant Coordinator FOCK- X0 OO OO 30%
2)
3)
Total Distribution: 30%
Total Efforts (must equal 100%) 100%
Number of vacation hours taken during reporting period: 16.00

These cells will populate automatically. Double
check that your total efforts equal 100%.



NOTRE DAME OsTAFF  [IfFacuLty  [CISTUDENT

DE NAMUR UNIVERSITY  T|ME AND EFFORT REPORT

SECTION A. EMPLOYEE INFORMATION

Employee Name: John Doe Position/Title: Grant Coordinator

Reporting Mo/Yr: September 2012 Department: Finance and Administration

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project(s) and include a brief detail of obligations performed.)

1) HSISTEM Grant - Prepared Allocations of Salary and Benefits HOOC-200-2O000- XXX 15%

2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook HOOC-200-XKKXX- XXX 25%

3) HSISTEM Grant - Prepared Time and Effort Reporting PowerPoint KKK - XXX 5%

4) HSI STEM Grant - Updated Internal Control Narrative Document OO0 KOO0 XK 15%

5) HSISTEM Grant - Attended Grant-Related Meetings HOOC-200-XKKXX- XXX 3%

6) HSISTEM Grant - Researched Best Practices for Procurement OO MO0 KO- XXX 7%

Total Distribution:

NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.|

1) Mon-sponsored duties as Grant Coordinator OO0 X000 - XK 30%

2)

3)

Total Distribution:
Total Efforts (must equal 100%) 100%

Mumber of vacation hours taken during reporting period: 16.00

SECTION C. SIGNATURES

*Employee: Date:

*| certify that the distributions of effort reflected on this report represent a reasonable estimate of the actual work performed during the
period covered by this report.

**Certifying Official: Date:
(Project Director/Supervisor/Dean)

**| certify that | have first-hand knowledge of the activities performed by the employee identified above and that the distribution of effort
shown represents a reasonable estimate of the actual work performed during the period covered by this report.

Once you are
satisfied that your
report is complete
and accurate, print

out your report.
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NOTRE DAME %AFF Clraculty  [ISTUDENT

DE NAMUR UNIVERSITY  T|ME AND EFFORT REPORT
SECTION A. EMPLOYEE INFORMATION

Employee Name: John Doe Position/Title: Grant Coordinator

Finance and Administration \
SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

Reporting Mo/Yr: September 2012 Department:

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project(s) and include a brief detail of obligations performed.)

1) HSISTEM Grant - Prepared Allocations of Salary and Benefits HOOC-200-2O000- XXX 15%

2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook HOOC-200-XKKXX- XXX 25%

3) HSISTEM Grant - Prepared Time and Effort Reporting PowerPoint KKK - XXX 5%

4) HSI STEM Grant - Updated Internal Control Narrative Document OO0 KOO0 XK 15%

5) HSISTEM Grant - Attended Grant-Related Meetings HOOC-200-XKKXX- XXX 3%

6) HSISTEM Grant - Researched Best Practices for Procurement OO MO0 KO- XXX 7%

Total Distribution:

NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.|

1) Mon-sponsored duties as Grant Coordinator OO0 X000 - XK 30%

2)

3)

Total Distribution:
Total Efforts (must equal 100%) 100%

Mumber of vacation hours taken during reporting period: 16.00
SECTION C. SIGNATURES
*Employee: Date:

*| certify that the distributions of effort reflected on this report represent a reasonable estimate of the actual work performed during the
period covered by this report.

**Certifying Official: Date:
(Project Director/Supervisor/Dean)

**| certify that | have first-hand knowledge of the activities performed by the employee identified above and that the distribution of effort
shown represents a reasonable estimate of the actual work performed during the period covered by this report.

Once printed,
indicate whether you
are staff, faculty, or
student by checking
the appropriate box.



NOTRE DAME %AFF Clraculty  [ISTUDENT

DE NAMUR UNIVERSITY  T|ME AND EFFORT REPORT

SECTION A. EMPLOYEE INFORMATION

Employee Name: John Doe Position/Title: Grant Coordinator

Reporting Mo/Yr: September 2012 Department: Finance and Administration

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project(s) and include a brief detail of obligations performed.)

1) HSISTEM Grant - Prepared Allocations of Salary and Benefits HOOC-200-2O000- XXX 15%

2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook HOOC-200-XKKXX- XXX 25%

3) HSISTEM Grant - Prepared Time and Effort Reporting PowerPoint KKK - XXX 5%

4) HSI STEM Grant - Updated Internal Control Narrative Document OO0 KOO0 XK 15%

5) HSISTEM Grant - Attended Grant-Related Meetings HOOC-200-XKKXX- XXX 3%

6) HSISTEM Grant - Researched Best Practices for Procurement OO MO0 KO- XXX 7%

Total Distribution:

NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.|

1) Mon-sponsored duties as Grant Coordinator OO0 X000 - XK 30%

2)

3)

Total Distribution: @

Total Efforts (must eg g0%) 100% I

Mumber of vacation hours taken during reporting period: 16.00

SECTION C. SIGNATURES
*Employee: M @0@ Date: /0/2/20/2

*| certify that the distributions of effort reflected on this report represent a reasonable estimate of the actual work performed during the
period covered by this report.

**Certifying Official: Date:

(Project Director/Supervisor/Dean)

**| certify that | have first-hand knowledge of the activities performed by the employee identified above and that the distribution of effort
shown represents a reasonable estimate of the actual work performed during the period covered by this report.

Sign and date your

report, certifying that

all information
provided is accurate
and represents a
reasonable estimate
of your work
performed. No
electronic signatures
will be accepted.



%AFF CIracuLTy  [ISTUDENT

NOTRE DAME

DE NAMUR UNIVERSITY  T|ME AND EFFORT REPORT

SECTION A. EMPLOYEE INFORMATION

Employee Name: John Doe Position/Title: Grant Coordinator

Reporting Mo/Yr: September 2012 Department: Finance and Administration

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project(s) and include a brief detail of obligations performed.)
1) HSISTEM Grant - Prepared Allocations of Salary and Benefits HOOC-200-2O000- XXX 15%
2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook HOOC-200-XKKXX- XXX 25%
3) HSISTEM Grant - Prepared Time and Effort Reporting PowerPoint KKK - XXX 5%
4) HSI STEM Grant - Updated Internal Control Narrative Document OO0 KOO0 XK 15%
5) HSISTEM Grant - Attended Grant-Related Meetings HOOC-200-XKKXX- XXX 3%
KHUX-KX-KKXKK-XKKKX 7%

6) HSISTEM Grant - Researched Best Practices for Procurement

Total Distribution:

NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.|

1) Mon-sponsored duties as Grant Coordinator OO0 X000 - XK 30%

2)

3)

Total Distribution:

Total Efforts (must equal 100%)

Mumber of vacation hours taken during reporting period: 16.00

SECTION C. SIGNATURES

*Employee: M @0@

*| certify that the distributions of effort reflected on this report represen:

y this report.
i 2o
**Certifying Official: /(l//(/ ,‘Cﬂ('(/

(Project Director/Supervisor/Dean)

Date: 70/2/20]2

onable estimate of the actual work performed during the

Date: 70/2/20/2

**| certify that | have first-hand knowledge of the activities performed by the employee identified above and that the distribution of effort
shown represents a reasonable estimate of the actual work performed during the period covered by this report.

Submit your report to
the appropriate
Certifying Official
(Project Director,
Supervisor, etc.) for
his/her approval.



NOTRE DAME %AFF Clraculty  [ISTUDENT

DE NAMUR UNIVERSITY  T|ME AND EFFORT REPORT

SECTION A. EMPLOYEE INFORMATION

Employee Name: John Doe Position/Title: Grant Coordinator

Reporting Mo/Yr: September 2012 Department: Finance and Administration

SECTION B. TIME & EFFORT REPORTING

Record the actual percentage of your total effort expended to each obligation listed.

SPONSORED PROJECT EFFORT DETAIL FUNDING SOURCE ACCT # % of EFFORT
(Identify the sponsored project(s) and include a brief detail of obligations performed.)

1) HSISTEM Grant - Prepared Allocations of Salary and Benefits HOOC-200-2O000- XXX 15%

2) HSISTEM Grant - Worked on Grant Mgmt & Admin Handbook HOOC-200-XKKXX- XXX 25%

3) HSISTEM Grant - Prepared Time and Effort Reporting PowerPoint KKK - XXX 5%

4) HSI STEM Grant - Updated Internal Control Narrative Document OO0 KOO0 XK 15%

5) HSISTEM Grant - Attended Grant-Related Meetings HOOC-200-XKKXX- XXX 3%

6) HSISTEM Grant - Researched Best Practices for Procurement OO MO0 KO- XXX 7%

Total Distribution:

NON-SPONSORED EFFORT SUMMARY FUNDING SOURCE ACCT # % of EFFORT
(Provide a summary of University obligations not sponsored by a grant/sponsored project.|

1) Mon-sponsored duties as Grant Coordinator OO0 X000 - XK 30%

2)

3)

Total Distribution:
Total Efforts (must equal 100%) 100%

Mumber of vacation hours taken during reporting period: 16.00

*Employee: M @0@ Date: 70/2/20/2

*| certify that the distributions of effort reflected on this report represent a reasonable estimate of the actual work performed during the
period covered by this report.

**Certifying Official: 7(///(/ ‘—(’M(’(/ Date: 70,/2/20/2

(Project Director/Supervisor/Dean)

**| certify that | have first-hand knowledge of the activities performed by the employee identified above and that the distribution of effort
shown represents a reasonable estimate of the actual work performed during the period covered by this report.

Make a copy of the
completed and
certified Time &
Effort Report to keep
for your records.



Very Important:

Time & Effort Reports are due to
/// your Project Director within five
business days following the last regularly
scheduled work day of the month being

reported.

Make sure that your Time & Effort Reports are
submitted on time. Late submissions cause
problematic delays in other aspects of grant

management and administration.



For More Information

Effort reporting is required by the Federal Government under
the provisions of Section J.10, Compensation for Personal
Services of the Office of Management and Budget (OMB)
Circular A-21, Cost Principles for Educational Institutions,

which can be viewed at:

www.whitehouse.gov/omb/circulars

For additional information, please contact:

Justin Babin, Financial Analyst
650-508-3571
jbabin@ndnu.edu

-Or-
Shahan Shahvekilian, Director of Planning & Budgeting
650-508-3573
sshahvekilian@ndnu.edu




