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Title I Time and Effort Records 

Districts must maintain auditable "time and effort" records that show how each Title I employee spent 
his or her compensated time. These records are written, after-the fact (not estimated or budgeted) 
documentation of how the time was spent. Time and effort records must be prepared by any Title I staff 
with salary charged (1) directly to a federal award, (2) directly to multiple federal awards, or (3) directly 
to any combination of a federal award and other federal, state or local fund sources. For “full-time” 
staff, each district must submit copies of signed semi-annual certifications documenting that staff work 
solely in activities supported by the Title I grant. For “split-time” staff, each district must submit 
documents that describe time spent on Title I and other activities.  

Stipends (and other supplemental contracts) must also be reported. Record stipends on semi-annual 
certifications or monthly reports, whichever is utilized for the particular employee. Alternatively, 
permitted documentation includes (1) a signed supplemental contract that stipulates Title I work 
activity, (2) sign-in attendance logs approved by the supervisor (e.g., pay for professional development 
activities), and (3) employee time/pay slips that specify "Title I" and are approved by the supervisor. 

NOTE: If a school operating a schoolwide program consolidates Federal, State, and local funds in a 
consolidated schoolwide pool, an employee who is paid with funds from that pool is not required to file 
a semi-annual certification. Because Federal funds are consolidated with State and local funds in a single 
consolidated schoolwide pool, there is no distinction between staff paid with Federal funds and staff 
paid with State or local funds. A school that consolidates Federal funds in its schoolwide program is not 
required to meet most of the statutory and regulatory requirements of the specific Federal programs 
included in the consolidation. However, the school must ensure that it meets the intent and purposes of 
the Federal programs included in the consolidation so that the needs of the intended beneficiaries are 
met. If funds are not consolidated in a schoolwide pool, them time and effort reporting must be 
maintained for federally funded personnel. 

These sample templates are not official Massachusetts Department of Elementary and Secondary 
Education documents. They are provided only as examples.
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Title I Semi-Annual Certification 

District:  
Semi-Annual Period: Sept. 20__   – Jan. 20__    Feb. 20__ – Jun 20__  

I certify that I have been working solely in activities supported by the Title I grant for the semi-annual period indicated above. 

Name School Signature 
   

   

   

   

   

   

   

   

   

   

   

   

   

   

This report is an after-the-fact determination of actual effort expended for the Title I program for the semi-annual period indicated above. 

   

 Title I Director’s Signature Date 
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Title I Monthly Time and Effort Record for Split-Funded Staff 

District:  

School:  

Payroll Month:  

Indicate the percentage of time you worked for the month charged to Title I and other program areas.  The total must equal 100%.  Then sign the form. The 
payroll month coincides with one or more pay periods. The record is an after-the-fact determination of actual effort expended for the payroll month and the 
signer has full knowledge of and can support 100% of these activities, if requested. 

Name Position Activities Signature 

% Title I % Other 
     

     

     

     

     

     

     

     

     

     

     

     

     

This report is an after-the-fact determination of actual effort expended for the programs charged for the payroll period. The employees signing this record 
have full knowledge of and can support 100% of these activities. 

   

Supervisor’s Signature Supervisor’s Title Date 
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Title I Record of Stipends Paid 

District:  
Semi-Annual Period: Sept. 20__   – Jan. 20__    Feb. 20__ – Jun 20__  

I certify that I have been working solely in activities supported by the Title I grant for the stipends listed below. 

Name School # of 
Hours 

Pay Rate  Total 
stipend 
amount 

Signature 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

This report is an after-the-fact determination of actual effort expended for the Title I program for the stipends indicated above. 

   

 Title I Director’s Signature Date 

 
 


