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	SECTION A.  TIME AND EFFORT DOCUMENTATION

	Date
	In
	Out
	In
	Out
	Reg.

Hours
	Federal Hours
	Leave Hours
	Total Hours
	Comments

	
	
	
	
	
	
	
	Annual
	Sick
	Other
	
	

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	SECTION B.  TIME AND EFFORT REPORTING (TIME DEVOTED TO PROJECT)

	Record the percentage (%) of effort given to each area listed.
ACTIVITIES                                                                                              ACTIVITY #         % OF EFFORT
(1) Title III sponsored   Activities :   
Activity Title : 

     
     
     
     
Activity Title : 

     
     
     
     
II.  Other Activities
A

     
     
     
B.  

     
     
     
TOTAL EFFORT (must equal 100%)
     


	SECTION C.  DETAILS OF TITLE III WORK PERFORMED

	Title III Work Performed

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	     

	SECTION D.  SIGNATURES

	Employee:                          ___________________________________________    Date:  _______________

I certify that the percentage of my Time and Effort devoted to the Institution and/or Title III is accurate.
Supervisor:                          __________________________________________     Date:  _______________

Activity Director:                __________________________________________     Date:  _______________
Vice President/President:    __________________________________________     Date:  _______________

I, the Supervisor/Activity Director/Vice President/President, certify that I have carefully reviewed and 
evaluated the employee’s use of Time and Effort during the reporting period. The items listed above 
represent true and correct statements of  the use of Time and Effort, and are proper charges to the Title III
Grant.
Title III Director:            _____________________________________________     Date:  _______________
This Time and Effort Documentation Form is due within one week of each pay period.
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