EFFORT CERTIFICATION REPORT PROCEDURES (DRAFT)
Effort Certification Report Cycle

RSP sends Effort Certification Report to department head/unit director.
2. Department head/unit director distributes the report form to all project staff and the PI/PD

3. All project staff and P1/PD certify the accuracy of their report effort twice a year by
reviewing, correcting if necessary, and signing the Effort Certification Report documents
issued by RSP.

4. The Project Staff Supervisor co-certifies all direct-report Project Staff-certified Effort
Certification Reports.

5. The fully certified Effort Certification Report is collected by the Department Head/Unit
Director and returned to RSP.

6. RSP will collect and file the completed Effort Certification Reports.

Figure 1. Effort Certification Cycle
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Timeline for Effort Certification Report
Effort is certified in the fall and in the spring.

Spring: The spring-issued Effort Certification Report, issued in February or March,
covers the fall semester for faculty, Academic Administrators and Graduate Assistants
and July to December for P&S and Merit employees.

Fall: The fall-issued Effort Certification Report, issued in October or November, is for
certifying the spring semester and summer appointments for faculty, Academic
Administrators and Graduate Assistants and January-June for P&S and Merit employees.

Instructions for Completing the Effort Certification Report

Step 1.
Check that the heading items (Employee Name, Primary Organization, University ID, etc.) are
correct.

Step 2.

Check that the staff member contributed time and effort to the activities as identified by the
account number(s) listed in the Direct Effort section. If you do not recognize a sponsored
activity, contact Michele Mullings-Shand at 3-6418.

A. Section I. A. DIRECT EFFORT, should show the staff member's time and effort that
was devoted to the grant or contract project listed by account number and paid by the
sponsoring agency.

B. Section Il, OTHER INSTITUTIONAL ACTIVITIES should show the remaining
percent of the staff member's time and effort devoted to "other” university activities (e.g.
instruction, non-sponsored research, student service activities, general administrative
activities).

Note: The accounts listed under OTHER INSTITUTIONAL ACTIVITIES are usually accounts
from which the employee is normally paid when not performing effort under sponsored
activities.

Step 3.

Check that the percentages listed under the "P/R %" (payroll %) columns are reasonable
representations of the actual time and effort the staff member contributed to each "SPONSORED
ACTIVITY" or "OTHER INSTITUTIONAL ACTIVITIES." It is acceptable to consider the
"average" effort for all months in the reporting period in lieu of the "actual™ effort for each
month listed. If corrections are necessary, call Michele Mullings-Shand, as there may be a need
for a revised PAF to be initiated.

Note: Payments made to staff members as "'special compensation' or '‘miscellaneous
payments’ which were intended to be paid in addition to the staff member’s regular salary
should not be considered when verifying P/R %.


mailto:mullings@uni.edu

Step 4.

The staff member and an appropriate Supervisory Official (one who is able to verify the actual
distribution of effort devoted by the staff member to all sponsored and other institutional
activities) should sign the certification statement in the lower right hand corner of the form. If a
staff member is no longer employed by the University, the Supervisory Official should state this
in the "Notes:" section.

Step 5.

Supervisory Officials should return the certified Effort Certification Report forms to the
Department Head who will forward them to the Associate Grants and Contracts Administrator,
campus zip 0394.

Cost Sharing

The P1/PD must document the fulfillment of the committed cost sharing and maintain
compliance with the sponsor’s requirements. All committed cost sharing must be included in the
annual effort certification report in order to document that the commitment to the sponsor has
been satisfied and that the funding of such activity has been properly reflected (i.e., not charged
to another sponsored project).

For more information on cost sharing, please see the RSP website.


https://rsp.uni.edu/cost-sharing-reporting-and-documentation

