
Time & Effort Reporting (TER) for 
Grant-Funded Hourly or Extra Work
Guidance and Form Completion
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Introduction

• Grants help Palomar meet the needs of our students!
• Behind every grant, is the real work of faculty and staff.
• Time and Effort Reporting helps us document that work, meet our 

commitments to funders, and sustain the grant’s funding.
• This guide provides support on how to complete Time and Effort 

Reporting for personnel being paid with grant funds on an 
hourly basis.
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What is Time and Effort Reporting (TER)

• Time & Effort Reporting (TER) is how the College documents the 
actual work performed by employees whose compensation is 
paid, in whole or in part, with grant funds.

• Federal regulations1 require this documentation for federally 
funded salaries. To create one clear and consistent standard, 
Palomar College applies TER to all competitive grant-funded 
employees, not just those paid with federal funds.

1 Uniform Guidance, 2 CFR Part 200 
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Payroll Time and Effort Form

• In the next few slides, you will learn:
• Who completes this form and when it is required
• What to include on the form
• Some examples of a completed forms
• What to do with your completed form
• Helpful reminders to ensure your form is accurate and compliant
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Payroll Time and Effort Form (continued)

Employees working on a grant whose pay is based on the actual 
hours worked complete the monthly Payroll Time and Effort Form. 
For example:
Adjuncts and Counselors hired specifically for grant-funded work (No base 
assignment - paid hourly for the grant)

• Paid via Notice of Hourly Employment (NOHE)
• Paid via stipends

Faculty performing grant work in addition to their base assignment (Extra 
service beyond their regular load)

• Non-instructional extra duty hours – Paid via Notice of Hourly Employment (NOHE)
• Stipend-based work outside the regular assignment
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Payroll Time and Effort Form (continued -2)

Examples (continued)

Classified staff working additional grant-funded hours (Beyond their regular 
paid assignment)

• Overtime
• Part-time extra hours
• 10- or 11-month off-salary hours

Other hourly personnel
• Short-term hourly employees
• Student workers
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Payroll Time and Effort Form (continued -3)

• This form is completed in accordance with payroll deadlines.
• It may replace certain timesheet documentation, as approved by 

Fiscal Services (check with your supervisor on this).
• A completed form includes the following:

• Your actual hours worked on grant-funded assignments after the work is 
performed (no estimates or projections).

• A brief description of the activities performed, sufficient to show 
alignment with approved grant activities.

• Your signature confirming the information is accurate.
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Payroll Time and Effort Form Example 1
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Payroll Time and Effort Form Example 2
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Payroll Time and Effort Form Workflow

1. After completing your form, sign and submit it to your Project 
Lead.

2. Your Project Lead reviews the form to ensure the activities and 
effort align with the grant.

3. If the Project Lead and Supervising Administrator are different 
people, the form is then routed to the Supervising Administrator 
for certification.

4. Once certified, the document is sent to Payroll for processing. 
5. A copy of the certified form is shared back with you for your 

records and a copy kept in the project’s files.
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Payroll Time and Effort: Guidance, Reminders, 
and Helpful Tips
• Make sure you report actual hours worked and not estimated 

hours. 
• Reporting hours should not exceed the approved NOHE, stipend, 

or assignment time.
• Use good descriptors of the work performed, but do not over-

describe or provide task-by-task details.
• Do not report activities that fall outside the approved scope of 

work.
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