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PROJECT NAME: ____________________________________________________________
PROJECT ID NUMBER: PROJ_______________
REPORTING PERIOD: From _______________ To _________________
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	Position Title and Employee Name
	Cost Per Item
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	Unit Cost
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Instructions:

1. Project Name & ID#: This information can be obtained from GEMS Project page.
2. Reporting Period: Identify the first and last day of the reporting period (month/day/year).
3. Document Number: Assign a number or letter to each bill/receipt/invoice and attach to this cover sheet.
4. Subcategory: Enter type of expenditure, (i.e. Position Title and Name of personnel, FICA, Retirement, Overtime, Volunteer, etc., for each entry listed in the project budget.)
5. Cost Per Item: Display the entire cost (i.e. entire Gross or Adjusted Gross Salary) to the agency. (Do not display the Unit Cost listed in GEMS).
6. Effort Percent: Enter percentage of time spent to the project from Time & Activity Sheet correlated Funding Source.
7. Unit Cost: Enter the actual expense allocated to project (Effort % of Gross).
8. Reimbursement Amount: Enter amount to be reimbursed by federal project money.
9. Match Amount: Enter total match associated with each item (where applicable).


I. Submit TIME & Activity Sheet for each employee and volunteer (calendars will not be accepted in lieu of time sheets for volunteers). 
II. Time & Activity Sheet MUST be signed by the employee/volunteer and their supervisor.
III. [bookmark: _GoBack]Provide backup documentation from agency for all expenses paid for each item.  
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