William Paterson University


Time and Effort Log for Sponsored Projects
	Employee Name:
	
	855 number:
	
	Department:
	


Instructions:  Employees complete this form bi-weekly for supervisor certification.  Enter Information for each project or regular assignment and then the activities for the day and percentage of time you spent on those activities.  No day’s total time may exceed 100%.  Complete additional Time and Effort Logs as needed. Project Director attaches to Supervisor Certification when sent to the OSP.
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	Project Name:
	
	Project Name:
	
	Total Percent 

	
	Project FOP:
	
	Project FOP:
	
	Project FOP:
	
	

	
	Complete Description of activity
	Percent of Time 
	Complete Description of activity
	Percent of Time
	Complete Description of activity
	Percent of Time
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


	Employee Certification
	Supervisor Certification

	I certify that this is a true and accurate record of my time and activities.

Signature





Date
	I certify that this is a true and accurate record.

Printed Name


Signature



Date


WPU Time & Effort Log

9-2010

