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Time and Effort Procedure Chart

No Listed on the grant project as a participant being paid or reimbursed Yes

for your time?

A 4

Stop! You do not need to

Determine and document how the participant’s

go any further. ORU time is normally spent throughout the year.
(e.g. 50% teaching, 10% curriculum development,
5% mentoring students, 20% researching, and 15%
participating on another grant = 100% time and
effort)
Submit information to the Office of Sponsored
Programs

Contact the OSP for the Did the Office of Sponsored Programs e-mail the Time

spreadsheet. No and Effort Reporting Excel Spreadsheet Template to
you?

v Yes

Document that no timeand | No | Did you perform work on the project this Yes

effort was performed on month?

the grant project in the

Time and Effort Report

Spreadsheet Each day, document the hours spent on the project
versus the hours spent doing typical ORU paid tasks

Reports — Project participants are required to submit monthly reports to the OSP. These
reports document the time and effort spent on the grant for the month.

A

No

All original reports must

have your signature as well |, N

Did you document your time and effort in the | Yes

report?

as your supervisor’s
signature.

Grant enters non-compliant

No

Did you and your supervisor sign the original copy?

Yes

Submit the original report to the Office of
Sponsored Programs. All reports are due by the 5™
day of the month following the month for which
effort is being reported. (e.g. June’s report will be
due by July 5)

status, and grant funds are [~

in jeopardy of suspension
and contract termination

Were all Time and Effort Reports submitted | Yes
within the deadlines?

Y

Grant contract achieves time and effort compliance for
the month reported




