Bioenergy Research Initiative Grant Program
Personnel Cover Sheet - For NCDA&CS Grantees

Grantee Name: 












Project Title: 













Contract Number: 




 Current Date:  





Reporting Period: 


  through: 



	Employee Name
	Position/Title
	Total Salary Paid
	Matching Funds Expended (Used)
	NCDA&CS Grant Funds Requested
	Cumulative NCDA&CS Funds Requested for Payment

	
	
	Wages (hr Rate x hrs worked)
	Total Paid
	
	
	

	Example: Joe Somebody
	Field Technician
	40 hr x 
30.00 p/h = $1200
	$1200
	$125
	$1,075
	$1,075

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total Expenditures Reported 

Enter on Request for Payment 

(This Reporting Period Only)
	$
	$
	$
	

	Total Amount Requested for Payment 

(Cumulative Submitted to Date)
	
	$


 Instructions:

1. Reporting Period:  Enter the current dates for which expenditures were incurred.
2. Employee Name:  List all the names and position titles for all employees and volunteers for which expenditures are being reported.
3. Position:  Enter position/volunteer title as it appears in the grant budget. , i.e. Project Director, Outreach Coordinator.
4. Total Salary Paid:  Enter total hourly rate of pay salary "X" number of hours reported on the attached Time Sheet; and enter the total amount of fringe benefits paid as supported by attached documentation.  (Total Paid = Wages.)
5. Total Matching Funds Expended (Used):  Enter total matching funds expended, if any, for the costs of the total salary.

6. Total NCDA&CS Grant Funds Requested:  Enter NCDA&C grant funds expended, if any, for the costs of the total salary. 
7. Cumulative NCDA&CS Funds Requested for Payment:  Enter the cumulative total (all employees or volunteers) for which payment has been requested since the beginning of the grant period.  Attach TIME SHEET to this cover sheet for each employee and volunteer.
· Time sheet MUST be signed by the employee/volunteer and the supervisor.  It is preferred that you use the Time Sheet provided by NCDA&CS.
· Attach copies of check stubs or payroll statements, which include wages and all fringe benefits paid.  
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