UNC General Administration
Time & Effort Report - Request / Change  Form



Time & Effort Report for (Name):  ______________________________________________

PID #: ________________ 	  	Position Title: _________________________________

Name of Employee Supervisor / Principal Investigator: ______________________________

Division: __________________        Effective Date (Month/Year):  ____________________
 

    

	Fund
	Source
	Dept.
	Project ID
	Description
	% Effort

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





__________________________________________		___________________
	Signature of Employee						Date


__________________________________________		___________________				Signature of Principal Investigator					Date


Examples

For direct charge salaries to contract and grant accounts list the People Soft Chart Field and Project ID, the account title, and the % of effort to be expended on the project.  In order to direct charge salaries to a C&G account, a PD109 must also be sent to  HR indicating the % of time to be charged to the C&G Project.  Both the T/E set up form and the PD 109 must be sent to Contracts and Grants Accounts for review and approval prior to submission to HR.

For effort that is contributed to a contract and grant activity, list the People Soft Chart Field string the employee is paid from along with a description of the contract and grant title and the Project ID.  List the % of effort to be contributed to the project.

[bookmark: _GoBack]
Contact Sarah Smith at 962-4557 or smsmith@northcarolina.edu if you have any questions. 
