Sample Time and Effort Reports
Time and effort reports must be maintained locally for personnel receiving extra salaries or stipends supported with grant funds. These reports, which are not required to be submitted, should be available to the Department upon request. For personnel attending workshops, the reports should reflect the date, the names of people attending, the topic and the hours of the workshop. For additional salaries and stipends, the report should reflect the date, type of work, and the length of time and actual hours worked, and should be signed by the person performing the extra duties. Both reports must be signed and approved by an authorized representative of the district. Note: Performance of service for additional salary or stipends must occur before or after the contracted hours for the school district (e.g., after all teachers are released for the day/school year, before the time teachers are required to begin the day/school year, or during scheduled vacations).

Examples:

Time and Effort Report
Out-of-Contract Work

Name and Signature: ___________________________________________________________

Date(s) and Start & End Times: ___________________________________________________
Work Description (Describe below the type of work being performed, its purpose, and the grant or source of funding, if appropriate) 

Authorized Representative Signature: _____________________________________________


 Time and Effort Report
Workshop 
Workshop Title and Location: ___________________________________________________

Name of Presenter: ________________________________________ Date: ______________ 

Start & End Times: ___________________ Grant/Funding Source: ______________________
	NAME
	POSITION
	DISTRICT 

(if appropriate)
	EMAIL ADDRESS

(or telephone number)



	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Authorized Representative Signature: ______________________________________________ 
