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Personnel Activity Report Form 

(updated 2020)
	Employee Name:
	Banner ID:

	Department:
	Report Period:


INSTRUCTIONS

This form was developed to meet the requirements of 2 CFR part 220/OMB Circular A-21 (A-21) 

and is designed to produce after-the-fact certification of wages and salaries charged to federally funded projects. All UMW employees directly paid from federal contracts and grants or directly paid from federal pass-through contracts and grants must complete this form.
In the areas provided below, provide reasonable estimates of effort and salary expended.  Sign the form where indicated to verify that it is an accurate statement of the work performed on a federal grant or contract.

The form is to be completed annually, and is due two weeks after the end of the fiscal year (the fiscal year ends on June 30).  Submit the form to Julie Smith, Finance, Eagle Village 480.
Because proper completion of personnel activity reports is a federal requirement, an incomplete or improperly completed personnel activity report could cost UMW money in the form of audit disallowances and might also jeopardize future federal research funding.

ACTIVITY REPORTED

	Federal GrantS and/or contractS

(list each separately)
	% of effort
	% of salary

	
	
	

	
	
	

	
	
	

	
	
	

	UMW CONTRACT (Annual or Academic Year)
	
	

	UMW Summer Teaching Contract (if applicable)
	
	

	
	
	

	TOTAL (must total 100% in each column if no summer teaching is involved; no more than 133% if there summer grant work in addition to the academic year contract)
	
	


CONFIRMATION BY EMPLOYEE

I state that this report represents a reasonable estimate of the actual effort expended on each of the sponsored projects and in each category of effort for the reporting period.

Signed








Date

Print name







Title

1301 College Avenue   
Telephone: (540) 654-1269                        

Fredericksburg, Virginia 22401-5300
Fax: (540) 654-1164


TTY: (540) 654-1104



