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Maricopa County Community College District

Monthly Grant Time Record


               College



                                      Program Title
 
                 Name

 



     

              Position Title

Status: Full-Time_______
Part-Time_______

	14 Digit Account Code
	Month__________ Year_______ 


Hours Per Day
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Explanation of Job: 













     

(Approved by Principal/Supervisor/Dean, etc.)
                                       (Signature of Employee)



                     (Date)






      (Signature of Project Director)



       (Date)
Instructions: 

1.  Time records are required by federal regulations to substantiate work of administrative and clerical personnel on payroll who are paid in whole or in part from federally sponsored programs and to substantiate time and effort of those whose salaries contribute to the matching funds.  When a time record is required, this form is applicable to administrative and clerical personnel on salary only.

2.  Record all hours worked in whole hours only and where multiple accounts are involved, segregate hours by account number.  Use appropriate symbol form the following list for days not worked.  Occasional circumstances may necessitate use of both number and symbol on the same day.

X – Nonwork days (Saturdays & Sundays)
      H – Holiday           V – Vacation (paid)
S – Sick Leave (paid)


Z – Other (explain by footnote, i.e.: Leave without pay, jury duty, etc.)

3.  It will be the responsibility of the Project Director and his/her supervisor to insure that appropriate personnel on his/her project payroll submit the reports.  If for valid reason the salaried individual who should prepare the report is not available, it should be prepared and signed by a responsible person having first hand knowledge of the services performed.  Time records are to be maintained on a daily basis and submitted promptly at the end of the quarter to the Project Director.
