
Office of Finance and Administration 

Preparing and Certifying Your 
Time & Effort Report 



Where is the Time & Effort Report? 



Point your browser to www.ndnu.edu 

http://www.ndnu.edu/


Click on Faculty & Staff 



Scroll to the bottom of the page and click on 
Grants and Sponsored Projects 



Click on Grant Management and Administration Handbook 



Scroll to the bottom of the page and click on 
Time and Effort Report 



Open the Excel form 



This is NDNU’s Time & Effort Report 



Preparing Your Time & Effort Report 

Electronically fill 
out Sections A & B 
as indicated in the 
following slides. 



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



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



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



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. 



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



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



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



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



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



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



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

out your report. 

http://www.google.com/url?sa=i&source=images&cd=&cad=rja&docid=ooJgTxa0Mu_nlM&tbnid=IZLHsjbegPZRCM:&ved=0CAgQjRwwAA&url=http%3A%2F%2Fwww.iconarchive.com%2Fshow%2Fwarm-toolbar-icons-by-avosoft%2Fprint-icon.html&ei=JC8VUa3FKcuy0AGnrICIDg&psig=AFQjCNEYGESxWdLMCRbqbAjWQywmkHMz7A&ust=1360429220748016


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



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. 

John Doe 10/2/2012 



Submit your report to 
the appropriate 

Certifying Official 
(Project Director, 

Supervisor, etc.) for 
his/her approval. 

John Doe 10/2/2012 

Jane Doe 10/2/2012 



Make a copy of the 
completed and 

certified Time & 
Effort Report to keep 

for your records. 

John Doe 10/2/2012 

Jane Doe 10/2/2012 



Very Important: 

Make sure that your Time & Effort Reports are 

submitted on time. Late submissions cause 

problematic delays in other aspects of grant 

management and administration. 

  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. 



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 

 


