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• Grant assurances require subgrantees 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.
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