William Paterson University


Supervisor Certification of Employee Time and Effort on Sponsored Projects
	Date:
	

	From:
(Name, Title)
	

	To:
	Office of Sponsored Programs

	RE:
	Certification of Time and Effort


	Employee:
	

	Dates Covered:
	

	Project Title:
	

	Project FOP:
	

	Funding Agency:
	


I certify that the above named employee has worked as planned to support this project.  I have their Time and Effort Logs and will make them available for inspection or reporting as needed for the duration of the project and as required after the end of the project.
Signature








Date
Instructions:  

1.  Supervisor completes one Supervisor Certification memo for each employee for each project. If employee worked on more than one project at a time, a separate certification must be provided for each project.  
2. Attach the original Time and Effort Logs related to the Supervisor Certification.  If multiple projects are involved, the Logs may be photocopies on all but the first project.  
3. The Supervisor Certification memo is sent to the Office of Sponsored Programs 3 times each year: In January for the Fall Semester, in June for the Spring Semester, and in September for the Summer I and II Semester.  Other dates may be required based on award period.
4. Project Director keeps a copy of the Supervisor Certification and Time and Effort Logs in project files.
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