July 9, 2003

ALABAMA ESG INTERGOVERNMENTAL

POLICY LETTER NUMBER 3
TO:

Interested Parties



ESG Program

FROM:
John D. Harrison



ADECA Director

SUBJECT:
Signed Time and Attendance Reports
Emergency Shelter Grants (ESG) Program grantees must submit time and attendance reports for any personnel whose salaries are paid under the Operations or Essential Services categories.  Further, any salaries which are contributed as match by either local units of government or subrecipients must submit time and attendance reports for any personnel attributed to the project.  The reports must reflect the actual time worked as well as the salary computation reflecting the amount paid or contributed.
All time and attendance reports must be signed by the employee and the appropriate supervisor.

