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Wﬂcz
Quarterly Performance Evaluations

(1 visit per quarter)

The Process

¢ Quarterly Reports due about 2 weeks after the end of the quarter

* Program Specialist Reviews the Report

* Program Completes the Internal Evaluation form

* Sharing session is scheduled with Activity Director to discuss further

actions needed.
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Quarterly Performance Evaluations Wiclael Rece
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Quarterly Performance Evaluations Wichael Rice
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Quarterly Performance Evaluations Wichact Rice

QUARTERLY PERFORMANCE REPORT
Activity: Academic Success Institute  Director: Teri Little-Berry
Report Period: 1 Due: 2/18/2022

SUMMARY FOR QUARTER

1- OBJECTIVES STATUS

EXIT Report
Print Report

2-COLLABORATION
3- PERSONNEL
4- BUDGET ANALYSIS

5- GOALS ACHIEVED
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Quarterly Performance Evaluations Wichael Rice

_15 - Program Coordination UG
Internal Evaluation Worksheet

Date of Review: Attendees
Start Time: End Time:
1. Progress on Objectives (40%) 2. Fiscal Management (20%)
+ Quarterly Performance Reports
« Documentation of progress. = Enctmbrsnes Uuidation —
Sy Progn « Adherance to planned Travel Budget
- # of Budget Modifications.
« Adnerence to implementation o e
Serategy

« Adherence to planned spending

ime and Effort forms. e 4. Property Management (10%)
« AN positions filied « Database
« personnel Records Kept « Property Documents.

« Random Check of Property

Comments
5.Communications (10%)
« Responsiveness to Communications

- Attendance at Mestings

Final Rating 00

R e ot pereming)

3o e s
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Quarterly Performance Evaluations

Present the Evaluation form to the AD:

¢ Anactual site visit
* Phone Meeting

* Zoom meeting

* Written request for more data or additional actions.

WMichact Rice

12/16/21
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Quarterly Performance Evaluations

1. Progress on Objectives

spending pian?

3. Personnel
~ Time and Effort Reports - Have you folowed ouideline for handiing Time and Effort Reports 7
« Al postions filed?

« Timely Submission of Contracts

4. property Management

« Database - Is your T

roperty datbase e

« Random Check - Are you prepared to pass.

Check of your Tite Ll property.

5. Directives and Reports

- Timely Submittion of Activty Reports - Were all eports submitted in @ timely manner?

Wichael Rece

17

Annual Performance Report

* Due Date: 1/31/2022

* Log into TTrac to get the report information.

Wichael Rice
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Performance .
Report
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Wichac Rice
m nual Performance Report
0-21 Annual Perfo financats Annual e
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Wichael Rice
Annual Performance Report

(((Open Live Report)))
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The Activity Director is responsible for making sure that...

1. Property is recorded in the
TTrac Database
5. Off-campus use is requested
in TTrac.
2. Property is tagged for
tracking.

6. Relocation is requested in
TTrac

3. Property is used to support the
objectives of the Grant.

4. The TTrac Inventory DB is up-

et 7. Disposition is requested in

TTrac




[ Wichaet Rice
Reminders

Signature Authorization Form
Submitting Requisitions

Quarterly Report Due Dates

aur1:2/18/202
atr2:5/20/202
awr3:7/21202

atr4:10/21/2022

APR is due on 1/31/2022

12/16/21
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FLORIDA AA&\/|UNIVERSITY

Personnel Procedures

PRESENTED BY

Shelia Wiliams, Personnel Representative
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Personnel Procedures

Weliiame

Time and Effort (T&E)

Reports

*  Contracts & Grants distributes T&E Reports to Title Ill Program Offices
« Title lll electronically distributes via TTRAC

*  Activity Director reviews salary and funding source for each employee
*  Activity Director or person with firsthand knowledge of effort should

verify and sign report
*  Note any issues and resolutions on T&E Report
Activity must submit original Time and Effort Reports to the Office
of Contracts and Grants within 7 days after receiving notice from
the Title 11l Office and a copy must be uploaded in the TTRAC
system.
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Personnel Procedures

Contracts, Graduate & Faculty Recommendations

Contracts:

All contracts must be submitted 21 days prior to start
date. This will allow the contracts to move through
ImageNow to the different approving departments.

Graduate & Faculty Recommendations must have the
AOR attached to the recommendations.

Graduate Recommendations must be signed by the Dean
of Graduate Studies prior to submission.

12/16/21
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Personnel Procedures

Cost Center Report

Pull the Cost Center Report each pay week,
check it for accuracy and if you see any
discrepancies, contact HR and the Title IlI
Personnel Representative for answers.

31

Personnel Procedures

Stetia
Weliiame

Processing STIPENDS

Enter the STIPENDS for Ph.D. students into the Title Ill TTrac system
~ Prior to the beginning of the semester (Ensure student s enrolled in the program)

Routing

~  Graduate Studies
Title Il
Sponsored Programs

Accounts Payable

Follow-up to ensure processing of student stipends are complete with the various
department
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TIPS TO REMEMBER

Weltiame

v’ Enter Contracts, Graduate & Faculty
Recommendations 21 days prior to start date

v' Check the Cost Center Report for accuracy

v' Attach the AOR to the Recommendations

v’ Students must sign the Recommendation in the
Graduate Studies office

v’ Enter the Ph.D. students Stipends prior to the
semester
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FLORIDA AA&\/|UNIVERSITY

Fiscal Procedures

PRESENTED BY

Lorraine Harris, Budget Coordinator
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FISCAL PROCEDURES

BUDGET — REQUISITIONS —STIPENDS-BUDGET MODIFICATIONS

* TTrac Budget Balances

* Check your TTrac budget before entering requisitions in iRattler

 Enter a justification / Specify a category

* Receive goods in iRattler

* Graduate Students Receiving Stipends

* Unencumbered Purchase Orders

* Budget Modifications

MONITOR ALL EXPENDITURES IN TTRAC CONTACT ME FOR ANY ISSUES RELATING TO YOUR BUDGET
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FLORIDA A& \/|UNIVERSITY

Travel Procedures

PRESENTED BY

Donna Swilley, Program Assistant
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Douna Suilley

Submitting a Travel Authorization

¢ Create a Travel Authorization in iRattler Travel and Expense
Module at least 21 days prior to the date of travel.

* Email supporting documents (i.e., Meeting agenda, payment
request forms "registration/airfare" and proof of
registration) to the Title Ill email.
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Dona Sudlley

aa) After the trip / Trip Report

* Create an Expense Report in the iRattler Module within 5
business days after returning to the University.

 Traveler must submit a "Trip Report", the Trip Report outlines
the activities or workshops attended and explain how the
program benefited from the travel.

* The Trip Report can be found on the Title Ill website
(www.FAMU.edu/Titlelll)

>Click on RESOURCES
>Under Program Monitoring click “Trip Report”
(the form will download to the computer)
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http://www.FAMU.edu/TitleIII

Douna Suilley

After the trip / Trip Report - cont'd

* The Trip Report must be submitted within 5 business days
upon returning to the University.

* The form should be signed by both the traveler and the
supervisor and emailed to the Title Il email

(Title3@famu.edu).

12/16/21
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Douna Swilley

Trip Report Form
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FLORIDA AA&\/|UNIVERSITY

Questions?

599-3527

title3@famu.edu ~ Sends mail to all Title Il staff
title3docs@famu.eduy - sends attachments to our ImageNow que

76
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