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Time and Activity Records

Grant assurances re%uire subﬁrantees to keep daily time and
activity records for all staff funded by the grant project

Time and activity records shall account for 100% of the
employee’s time, even if the employee is not 100% funded by the
grant.

Activity records shall document the services and grant projects
that the staff person worked on and the time spent providing the
services or programs.

Time and activity records shall be signed by the staff member
and supervisor

Time and activity records shall be kept and compiled in the
grant files and the employees’ files and shall be retained by the
subgrantee for a minimum of five years after completion of the
grant.

These requirements extend to outside employees and persons
who will perform grant-funded contractual work.



Sample Budget

e G0OVErnor's Grants Program
Kansas Grant Portal

Application
My Account
Home
Change E-mail Introduction General Info. Budget Attachments Submit
Change Password Personnel : Benefits © Travel : Supplies : Faclity @ Equipment | Confractual | Other © Summary
Log Out

Budget: Personnel Verification

. ) ) lUse the tabs above to navigate through the application process.
Site Navigation

Grant Portal Home P Indicates required information
Contact Us

Title: Advocate

<< Governor's Grants Program home
page
<< Kansas Web site Dollar Amount: 20,150

Position Status: Existing

$40,000 annual salary with anticipated 3% pay raise effective January 1st: (40,000 x .75 of year) +

Description: . .
. {41,200 x .25 of year) = 40,300 x 50% of time on project = 20,150

| Continue | | Modify |

Portal Policies | Help Center | Site Survey

Copyright © 2009




Sample Time Sheet

Employee's Signature / Date

Department Emplid Red#| 0| Pe.
Pay End Dt 06/23/2012 Name (L.F M) 1
Position Nbr FLSA |N |FTE 1.00 | Work Schedule | SMF1
Erncd | Description Sun Mon | Tue WWed | Thu Fri Sat Sun Mon | Tue Wed | Thu Fri Sat Totals
6/10 6/11 6/12 6/13 6/14 6/15 6/16 6/17 6/18 6/19 6/20 6/21 622 6/23
REG | Regular 8.00 860 |800 |800 ]800 200 |LsOU |8607 S0 2560
.00 2200
Sick 00 go0
oo action Eov| 800\ 8o | g |20 #0.00
CTLA Hours 8.00 8.00 8.00 £.00 8.00 8.00 8.00 2.00 8.00 8.00 80.00
FLSA Hours £.00 2.00 .00 £.00 2.00 8.00 2.00 8.00 8.00 8.00 80.00

All times listed on this report reflect actual time charged, including leave time, and is true and correct to the best of my knowledge.

Agency Autherization / Date




Sample Activity Record

DATES OF PAY PERIOD EMPLOYEE SIGNATURE | DATE SUPERVISOR SIGNATURE / DATE
WEEK ONE ﬂ.;_ﬁ.m
Sunday/Monday Tuesday Wednesday Thursday Friday/Saturday Total % of
5 5 5 5 5 5 5 5 3 5 5 s 5 5 5
o Q o [+] Q Q Q o o o [+] Qo Q Q@ Q
u u u u u u u u u u u u u u u
r r r r r r r r r r r r r r r H
4 C [+ c L& c = 4 [ 4 c C c L= C 1] T
e e e e = e e e e e e e e e e u i
r m
1 2 3 1 2 3 1 2 3 1 2 3 1 2 3 5 3
HL 2.00 2.00 2.000 6.00] 18.75%,
CA 2.00 2.00] ©B25%
5C 0.00] 0.00%
IT 0.00] 0.00%
AT 8.00 400 12.00] 37.50%
PT 0.00] 0.00%
T 4.00 400 8.00] 25.00%
oM 0.00] 0.00%
LM 0.00] 0.00%
GA 4.00 4.00] 12.50%
TOTAL 2.00] 4.00] 2.00] 0.00] 0.00] 0.000 4.00] 4.00] 0.00] 8.00] 0.00] 0.00 8.00] 0.00] 0.00J] 32.00] 100.00%
Sunday/Monday Total 8.00JTuesday Total 0.00dWednesday Total 8.00j Thursday Total 8.00fFriday/Saturday Total 5.00
HL=hetline coverage PT=provide training/workshop/presentation 2-Week Summary: Week 1 Week 2 By Fund
Ch=court advocacy TT=iravel time Mon | Tue | Wed | Thu | Fri Mon | Tue | Wed | Thu ] Fri Hrs. Time
SC=support counseling OM=any meefings, includes conference calls Leave Hours Source 1| 200 000 4.00] &00] 8.00 0.00] 000] 0.00) 0.00f 0.00 2200 65.75%
[T=intzke LM=prepare lettersiffaxesiemails Source 2| 4000 000 4.00] 000 0.00 0.00] 0.00] 0.00] 0.00f 0.00 8.00] 25.00%
AT=aftend frainingworkshop/presentation GA=gensral administrative duties \Vacation 40.00] Source 3| 200] 000] 0.00] 000 0.00 000 000] 0.00] 0O0p 0.00 2001 625%
Sick 8.00 00| oool soo| soof eool | ooof ool ooof ooo oool| 3200 oo
Discr. Day
Comp Eam
Comp Take
Haoliday
Other
Total: 48.00)




Sample Compilation

B9 - fx | =AVERAGE(B5:B8)

A B C D E F

source 1 Source 2 Source 3

Advocate

“PE 6-23-12  68.75% 2500% 6.25% 100.00%
“PE 7-7-12 A750% 5750%  5.00% 100.00%
PPE 7-21-12 21.00% 75.00%  4.00% 100.00%
~PE 8-4-12 0.00%
¥r. Average 4242% 5250% 5.08% 100.00%
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