
TIMESHEET EXAMPLE 

An example of a timesheet that meets time and effort tracking requirements set forth by 2 CFR § 

200.302, 2 CFR § 200.430, and Section 3.9 of the DOJ Grants Financial Guide is provided below. A 

description of timesheet elements and how each fulfills a documentation requirement is included. 

 

Documentation Requirements 

1. Prepared at least monthly and coincides with one or more pay periods 

2. Records leave hour usage 

3. Percentage of time allocated to grant is based on actual time and effort (not estimates) 

4. Documents activities performed to demonstrate allowable use of grant funds 

5. Provides employee with the ability to record hours and activities not reimbursed by grant 

6. Accounts for total hours of service during time period 

7. Allows employee to enter comments or further explanation of activities as needed 

8. Signed by employee 

9. Prepared after-the-fact to accurately reflect work performed during the time period 

10. Certified by supervisor with firsthand knowledge of the work performed 

 

Adequate time and effort documentation can take many forms. Compliant time and effort 

tracking requires subrecipients to take their available systems and unique operating 

environments into account. Subrecipients are encouraged to request technical assistance 

from their assigned GMD program and financial administrators if unsure whether current time 

and effort tracking practices and documentation fulfill award requirements. 

https://www.ecfr.gov/current/title-2/section-200.302
https://www.ecfr.gov/current/title-2/section-200.302
https://ecfr.io/cgi-bin/text-idx?SID=f0249c88724aac3d36373ad1a92d8ac6&mc=true&node=se2.1.200_1430&rgn=div8
https://www.ojp.gov/funding/financialguidedoj/overview

