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Single Grant/Cost Objective
Semi-Annual Certification

	NAME

     
	DIVISION, DEPARTMENT, SECTION, OR UNIT

     

	POSITION NUMBER

     
	JOB CLASSIFICATION

     
	FEDERAL PROGRAM

     

	Period covered by Time Certification (check one)

 FORMCHECKBOX 
 October 1st through March 31st 

 FORMCHECKBOX 
 April 1st through September 30th
Account coding on the Position for this position:

	ACCOUNT CODING
	PERCENT

	     

	     

	PROGRAM TITLE

Early Support for Infants and Toddlers

	I certify the account coding was reviewed and determined to be accurate for the work being performed and that this position only works on a single activity which is correctly charged to the applicable federal program.  Certification of this form ensures DEL is in compliance with SAAM 50.20.40 and OMB Circular A-87.



	EMPLOYEE’S SIGNATURE
	DATE
     
	SUPERVISOR OR MANAGER’S SIGNATURE
	DATE
     



All forms must be submitted to the Financial Services office by May 15th and November 15th of each year.  Department of Early Learning ESIT Program Managers will maintain certification files in the Integrated Contract Information System (ICIS).

Instructions for completing the semi-annual certification
1. Name – name of the employee performing the work, or the name of the division or work unit, if applicable.

2. Division, Department, Section or Unit – identify the program and section or unit where the employee is performing the work.

3. Position Number – position number, if applicable of the employee performing the work.

4. Job classification – official job classification of the employee performing the work.

5. Federal Program(s) – name of the Federal program(s) on which the employee is performing the work.

6. Account coding – the account coding that employee, division or work unit, should be charged to including allocation.  For positions that allocate to more than three sets of account codes, attach a separate sheet.

7. Check the box that covers the time period being reported.

8. Document is signed by the employee/supervisor and dated.

9. Document is filed for a period of six years in the Program Manager’s files (ICIS) and is to be available upon the request of an auditor.
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