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SECTION 2:  Request to charge Administrative and Clerical Salaries Directly
Exemptions to the University’s CAS policy to direct charge administrative and clerical salaries may be allowed only if all of the following conditions are met. 
1.
Please attach the awarded budget and narrative. Admin/Clerical costs must have been included in the sponsor approved budget/budget narrative. If not included sponsor grant or contracting officer prior approval is required.

· 
Attach Budget and Budget Narrative or Sponsor’s Grant or Contracting Officer Approval
2.
Please explain how the Administrative or clerical services are integral to a project or activity. UF considers integral to mean: circumstances exist where administrative or clerical services being provided are necessary for the performance of the project or activity being supported by the federal award.
3.
Individuals involved must be specifically identified with the project or activity. Provide the Name of employee(s) to be charged directly to the project, Job Title, Job Code, Position Number, and Percent Effort that will be devoted to the project.  *Effort less than 20% FTE must carry special circumstances and are included in the budget and budget narrative approved by the Sponsor.
Name:

Job Title:

Job code:

Position number:

Level of Effort Devoted to Project:
4.
For each employee listed above describe their duties and responsibilities that will advance the distinctive scientific, technical, and/or programmatic requirements of the work being funded by the federally funded award.

5.
Explain why such services being provided to the project by the administrative or clerical staff are significantly greater than the routine level of such services provided by the academic unit.
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