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Policy on Effort Reporting 

 

Purpose 

As a recipient of federal funding UMMC is required to comply with the Office of Management and Budget 

(OMB) Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards 

(“Uniform Guidance”) as well as other federal agencies requirements for certifying effort expended on 

sponsored projects. Adherence to this policy is required for all effort related to federally sponsored awards as 

well as non-federal awards where the non-federal sponsor requires effort reporting. 

Definitions 

 

Activity Number  - The unique combination of numbers that represent a project in Lawson 

Certification – The assertion, by a PI/faculty, proxy/designee or other exempt employee with firsthand 

knowledge of the work performed, that the salaries charged to a sponsored project as a direct charge or cost 

share reasonably reflects the effort expended during the effort reporting period.    

Committed Effort - Amount or percentage of time an individual has communicated to the sponsor that he/she 

will work on a specific sponsored project over a specified period of time. Commitments are made in the award 

proposal and may be in the award documents. 

Cost Sharing – Any cost related to a project not paid for by the sponsor. There are two types of cost sharing 

that must be documented and tracked: mandatory and voluntary committed. 

Mandatory – required by the sponsor as a condition of obtaining an award.  It is required to be included 

In the proposal in order to be considered for funding. 

Voluntary Committed – represents resources offered by the university (documented and quantified in 

the proposal) when it is not a specific sponsor requirement.  This becomes a binding commitment which 

the university must provide as part of the performance of the sponsored agreement.  Voluntary 

committed effort must be approved by the Department Chair and Office of Sponsored Programs using 

the Justification for Cost Sharing Commitment form. 

Voluntary uncommitted cost share is when there is effort that is over and above that which is committed 

and budgeted for in a sponsored agreement.  This differs from mandatory or voluntary committed cost 

sharing which is cost sharing specifically identified in the proposal’s budget or award.  Effort relating to 

voluntary uncommitted cost share does not need to be charged to federal awards or be documented 

and certified on the quarterly effort reports. 

Institutional Base Salary – This is the salary that corresponds to the time spent on UMMC professional duties 

such as research, instruction, clinical activities and administrative activities.   Institutional base salary is the 

total amount of compensation guaranteed by UMMC and excludes bonuses, one-time payments and any 

income that an individual is permitted to earn outside of duties for UMMC.  

Labor Distribution – The process in Lawson by which salary distributions and planned effort commitments are 

loaded, distributed by payroll and monitored.  
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PI/Faculty/Staff Effort  – The proportion of time spent on any UMMC activity expressed as a percentage of 

time.  100% effort is the total time spent on UMMC work within the scope of their employment conditions.  The 

total effort reported will always equal 100% even if the employee is less than 1.0 FTE.  

 

Policy 

UMMC will comply with the Office of Management and Budget (OMB) Uniform Administrative Requirements, 

Cost Principles, and Audit Requirements for Federal Awards (Uniform Guidance) as well as other federal 

agencies requirements and/or non-federal agencies for certifying effort expended on sponsored projects.   

Who Must Comply 

Acceptance of federal funding by UMMC requires the institution to adhere to the effort reporting requirements 

in the Uniform Guidance.   All individuals who have effort and/or salary supported by a sponsored project are 

required to comply with federal regulations, UMMC policies and other sponsoring agency regulations regarding 

the proposing, charging and reporting of effort on those projects.  UMMC faculty and staff are expected to 

certify that effort expended on a sponsored project is at least commensurate with the committed effort and 

salary charged to a sponsored project. 

Roles and Responsibilities 

Effective effort reporting requires the coordination and active engagement of the Office of Sponsored Programs 

– Post Award Division with departmental administrators and faculty members in each department and school.  

Each individual with responsibility for effort reporting must thoroughly understand the proper method of 

completing the effort reporting form and ensure effort percentages reported reasonably reflect effort expended 

during the report period. 

Principal Investigators/Faculty Members/Exempt Staff 

 Understand their own as well as their staff members’ level of effort committed, charged and reported on 

all applicable awards 

 Communicate effort changes to the departmental administrators responsible for managing the labor 

distribution process 

 Review salary charges on awards with a grant manager/project business manager, identify any effort 

related changes and communicate with departmental administrators to make corrections as necessary 

 Review, initiate corrections if necessary, and electronically certify their effort report and effort reports for 

any other individuals they have been designated as the certifier for effort 

Departmental Administrators/Project Business Managers 

 Monitor effort commitments, salary charges and cost sharing on all applicable awards 

 Communicate to the Office of Sponsored Programs – Post Award Division any changes that require 

sponsor approval or notification 

 Review salary charges with PI/faculty member and initiate any labor distribution updates or corrections 

in a timely manner 

Office of Sponsored Programs – Post Award Division 

 Manage the business, functional and technical aspects of the electronic effort reporting system 

 Communicate significant changes in effort to sponsors  (any reduction of effort for key personnel 

require review by OSP-Post Award) 

 Update Lawson to reflect effort commitments for all key personnel listed in a budget or proposal 

 Provide effort reporting training, guidance on requirements and over-see compliance with the effort 

reporting system 
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Office of Integrity and Compliance 

 Perform periodic reviews of effort reports to ensure compliance with this policy 

 

Certification Process 

UMMC utilizes an after-the-fact web based effort reporting system to account for all employees whose salary is 

being charged directly or cost shared on all federal programs as well as non-federal awards where the non-

federal sponsor requires effort reporting.     

Effort reports are generated on a quarterly basis as of September 30, December 31, March 31 and June 30.  

An email notification is sent to all individuals who have an effort report to complete and certify. A due date for 

completion of effort reports is included in the email. This initial due date is typically within a two week period.   

Effort reports not completed within 60 days of the initial due date are considered delinquent.  Failure to submit 

effort reports in a timely manner may result in the suspension of grant funding and/or transfer of any uncertified 

salary costs to departmental unrestricted sources. 

All faculty members must certify their own effort reports. All other exempt employees should certify their own 

reports whenever possible. If there is sufficient reason why an exempt employee cannot certify their own 

reports, an alternate and/or a secondary certifier can be assigned. Requests for alternate or secondary 

certifiers can be submitted via email to the OSP-Post Award Division.    

All non-exempt employees’ effort must be certified by a responsible person with a suitable means of 

verification that the work was performed. Anyone certifying for these employees or another individual must 

either have first-hand knowledge or verifiable documentation of the work performed.   

The effort report presents, in the form of percentages, 100% of the salary and planned effort for the reporting 

period. The appropriate percentages that represent an approximation of actual effort  worked on sponsored 

projects and other UMMC activities are reported  (using whole numbers only) in the Actual Effort column of the 

effort report.    

Certifiers should review the salary allocation percentages on the effort report and determine if the information 

on the effort report reasonably corresponds to the percentages of the individual’s committed effort expended 

on each project or activity for the reporting period. If the salary allocation percentages on the effort report are 

greater than the percentages of the individual’s actual effort on the project or activity, a labor cost transfer must 

be submitted to correct the salary percentages. If the salary allocation percentages are less than the actual 

effort, an approved Justification for Cost Sharing Commitment form should be on file.  This form is available on 

the Office of Sponsored Programs site: 

https://www.umc.edu/uploadedFiles/UMCedu/Content/Research/Sponsored_Programs/Forms_and_Templates

/Cost%20Share%20Justification%20Form(1).pdf  

Once an effort report is certified and submitted by an individual it is considered a final representation of how 

effort was expended during that reporting period. Only in extenuating circumstances will effort reports be 

recalculated for recertification by an individual. 

https://www.umc.edu/uploadedFiles/UMCedu/Content/Research/Sponsored_Programs/Forms_and_Templates/Cost%20Share%20Justification%20Form(1).pdf
https://www.umc.edu/uploadedFiles/UMCedu/Content/Research/Sponsored_Programs/Forms_and_Templates/Cost%20Share%20Justification%20Form(1).pdf

