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To:

From:

Date:

Re:

MEMORANDUM

Principal Investigators and Project Directors

Dr. Felix A. Okojie
Vice President for Research Development Support and
Federal Relations

April 13, 2005

Personnel Activity Reports (Time and Effort)

During the last several weeks, it has been brought to my attention
by outside auditors monitoring our grants, that Personnel Activity
Reports (Time and Effort) have not been received in a timely
manner. If Jackson State University continues to ignore the
Federal Regulations, the results will be loss of revenue as well as
opportunities for employment.

It is essential that all Principal Investigators and Project Directors
comply with university policies and procedures for grant
monitoring. Therefore, more stringent guidelines are being put in
place at the current time for submission of Personnel Activity
Reporis (Time & Effort).

Effective immediately, all forms are due on the LAST WORKING
DAY of the month. Each principal investigator is to submit the
forms for all employees allocated to a specific grant to Dr. Vicki
Prosser (601-979-4197), in the office of Research Development
Support and Federal Relations. The office is located on the 6™
floor of the Administrative Tower.

Each form must be signed by the employee and the principal
investigator/project director responsible for having first hand
knowledge of the employee’s work. Failure to submit the forms by
the last working day of the month will result in a series of
consequences.

Directions for completion of the Personnel Activity Report are
attached. Your cooperation in this matter is imperative.

c.c. Lillian F. Frierson
Troy Stovall
Michael Early
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DIRECTIONS

In compliance with OMB Circular A-21, this form must be completed by all
University employees with part or all of his/her salary allocated to a grant.
(http://www.whitehouse.gov/omb/circulars/a021/a21 2004.html )

Estimate the allocation of you efforts among the activities considered your
contribution, as a regular employee, to the interest of the University. Consider only
your regular budgeted salary, not extra compensation such as advisory salary, paid
consulting, etc. total effort reported must equal 100%.

1. Instruction- Report effort which is related to instructional programs for
students. It also includes all scholarly activities that are not separately
budgeted and accounted for, such as departmental research, writing, editing,
and other creative work.

2. Organized Research- Report effort related to all research activities that are
separately budgeted and accounted for.

3. Academic Support- Report effort related to the supporting service operations
that benefit the instructional programs of the University.

4. Student Services- Report effort related to the supporting service operations
that benefit students.

5. Institutional Support- Report effort not directly related to instruction or

research within the University, and include administrative and supporting

services that benefit the University in general.

Forms are due on the LAST WORKING DAY of the month. Each principal
investigator is to submit the forms for all employees allocated to a specific grant to
Dr. Vicki Prosser (601-979-4197), in the office of Research Development Support
and Federal Relations. The office is located on the 6™ floor of the Administrative
Tower.

Each form must be signed by the employee and the principal investigator
responsible for having first hand knowledge of the employee’s work. FAILURE TO
SUBMIT THE FORMS BY THE LAST WORKING DAY OF THE MONTH WILL
RESULT IN A SERIES OF CONSEQUENCES. The principal investigator will
receive a warning for the first offense. The second offense will result in a Notice of
Non-Compliance to the principal investigator. The third offense will result in the
withholding of payroll for all employees allocated to the grant until the forms are
received.





