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A.  Purpose: The University is required by federal regulations and accounting standards to ensure that the apportionment of compensation for faculty and professional and other staff accurately reflects the work performed by these individuals in connection with sponsored projects.  This document sets forth University policy and procedures for the commitment and certification of effort expended by university employees on sponsored projects awarded to the University.   

B.  Definitions: 

B-1.  Effort.  Effort, also referred to as “actual effort,” is the time that an employee actually spends in pursuit of a particular activity.  Effort is most often expressed as a percentage of the total time during a given period that an employee is engaged in activities associated with his or her appointment at the University.  
B-2.  Effort Reporting.  Effort reporting is the process through which the University verifies and documents that the effort expended by an employee either paid directly from a sponsored project account or whose effort is used as cost share on a sponsored project activity, is commensurate with the effort he or she has committed to devote to those projects.  An essential part of this process is certification by the employee that the portion of the institutional base salary charged against a particular sponsored project is consistent with the effort expended.   

B-3.  Person Months.  Person months is the metric typically used in sponsored project applications to express the amount of time that Principal Investigators (PI), other faculty, or key employees devote to a specific project, based upon the type of appointment of the individual at the institution (e.g., fiscal year [FY], academic year [AY], and/or summer term [SM]) and the organization's definition of the period encompassed by the appointment.  For example, if the regular pay schedule of an institution is a 9 month academic year and the PI will devote 9 months at 30% time/effort and 3 months summer term at 30% time/effort to the project, then 2.7 academic months and .9 summer months should be listed in the academic and summer term blocks of the application (9 x 30% = 2.7 person months; 3 x 30%= .9)  

B-4.  Institutional Base Salary.  Institutional base salary is the annual compensation paid by the University for the appointment of an employee, irrespective of the nature of the activities in which the employee engaged while fulfilling the requisites of his or her appointment (e.g. research, instruction, public service, and administration).  Institutional base salary excludes any income that an individual may earn outside of the University.  The institutional base salary for each faculty member is enumerated in the faculty member’s annual salary letter.  Base salary may not be increased by replacing organization salary funds with sponsored funds.  (See OMB Circular A-21, Principles for Determining Costs applicable to Grants, Contracts, and Other Agreements with Educational Institutions, §J-10.  Compensation for Personal Services; NIH Grants Policy Statement, Part I-General Information, Definitions of Terms)
B-5.  Cost Sharing.  The portion of the total project costs for a sponsored project that is borne by the University rather than the sponsor.  
(a).  Mandatory Committed Cost Sharing.  Mandatory committed cost sharing, also known as “mandatory cost sharing,” is cost sharing that is required by a sponsor as a condition for receiving an extramurally funded award.  Such cost sharing commits the University not only to supply a specified amount of its resources in support of the project but also to monitor and report on University contributions to the project.  Mandatory cost sharing must be consistent with the terms and conditions of the sponsored research award and captured by the recipient accounting system.  
(b).  Voluntary Committed Cost Sharing.  Voluntary committed cost sharing is the pledge of discrete and quantified institutional resources included in a research project proposal in the absence of a sponsor mandate.  An award for which cost sharing is proposed renders the commitment of resources binding on the recipient and therefore the commitment must be captured by the recipient accounting system.  University policy is to provide only the minimum cost sharing necessary to meet the requirements of a sponsor (see Section B-5(a), Mandatory Committed Cost Sharing).  Any voluntary committed cost sharing must be approved by the Vice President for Research.  (APM 45.08, Cost Sharing or Matching Requirements)  

(c).  Voluntary Uncommitted Cost Sharing (VUCS).  Voluntary uncommitted cost sharing is the voluntary contribution of institutional resources, including faculty effort, that is over and above mandatory or voluntary cost share.  Such cost sharing is not required by the sponsor as a condition of the award and is not committed in the project budget or other application (proposal) forms, but expended by faculty or staff.

Voluntary uncommitted cost sharing should not be included in the organized research base for calculating the finance and administration rate or reflected in any allocation of F&A costs.  VUCS in the form of faculty effort should be excluded from the effort reporting.  (See Office of Management and Budget Memorandum M-01-06 [January 5, 2001], “Clarification of OMB A-21 Treatment of Voluntary Uncommitted Cost Sharing and Tuition Remission Costs”)

C.  FEDERAL GUIDELINES:  As a recipient of sponsored project funding, the University must comply with Federal regulations and procedures promulgated to ensure that costs charged against sponsored project awards are allowable and allocable to those projects.  Because salaries and associated fringe benefits constitute the majority of direct costs for sponsored projects, allowability of salary and benefits charged to these awards is conditioned by the requirement of a formal process that substantiates that such direct costs are reasonable relative to the effort expended on the awards.  OMB Circular A-21, Principles for Determining Costs applicable to Grants, Contracts, and Other Agreements with Educational Institutions, §J-10 Compensation for Personal Services expressly requires that educational institutions maintain a payroll distribution system that allows for the documentation of salary and wage apportionment and that is supported by activity reports that offer reasonable verification of the effort expended by employees engaged in sponsored research at the institution.  
The University follows this directive for the stewardship of sponsored project funds and offers necessary assurances to its research funding sponsors by monitoring salary allocations and by requiring periodic reporting of effort by any university employee whose salary is charged or cost shared to one or more sponsored projects.  Federal regulations acknowledge that a precise assessment of the factors that contribute to costs is not always feasible, given that teaching, research, service, and administration are inextricably intermingled in an academic setting.  They, therefore, admit a degree of tolerance in the estimation of effort expended on sponsored research.  (OMB Circular A-21, §J-10b(1)(c)).  Reported effort must be a reasonable accounting of all institutional activities for which an individual is paid by the University and must be validated by the individual whose activity is being reported or by a responsible individual who has a suitable means of verifying that the work was performed.  If an effort report must be completed by someone other than the employee, the Office of Sponsored Programs must first be contacted.    

Failure to produce reasonably accurate estimates of effort or to otherwise comply with Federal cost requirements could result in financial penalties, expenditure disallowances, withholding of future sponsored project awards by an agency, and damage to the reputation of the University.  Providing inaccurate estimates of effort, whether knowingly or through carelessness or mismanagement, may even be regarded as fraud and may subject the University and the certifying individual to civil proceedings and criminal prosecution.

D.  Determination and Commitment of Effort.  When preparing proposals for sponsored projects, the primary responsibility for establishing a reasonable estimate of the effort necessary to carry out the project rests with the PI.  In determining the amount of effort that will be devoted to the proposed project, the PI  must consider existing effort commitments to other sponsored projects, university duties associated with his or her appointment, and the ability of other key project personnel who are to be involved in the project to make contributions of effort necessary for its success.  In addition to ensuring that proposed effort commitment conforms to university expectations and policy, the PI  must also make certain that it is consistent with the parameters established by the sponsor.

D-1.  University Delineation of Effort.  Faculty and professional staff with full-time appointments at the University are expected to devote no fewer than forty (40) hours per week in the fulfillment of their institutional responsibilities.  (See Faculty Staff Handbook 3120, Faculty Obligations during Period of Appointment; 3140, Performance Expectations for Faculty; and 3260, Professional Consulting and Additional Workload.)  Although the University defines the minimum effort that may be expended on University obligations, the University imposes only two constraints that establish an upper limit on effort.  
First, an appointment-related activity must not diminish the ability of faculty or professional staff to discharge other appointment obligations, unless appropriate authorization has been obtained for the reduction of effort on some appointment responsibilities in order to allow for augmented effort on others (e.g. the buy-out of teaching time so that faculty may pursue research).  Full workload for faculty members is defined primarily by their department or college, which determines annual performance expectations for each faculty member within the context of his or her service obligations to the University.  (See FSH 3140.).

Second, faculty and staff with full-time appointments are required to limit professional consulting activity to thirty-nine (39) days in an academic year or forty-eight (48) days in a fiscal year.  Such pursuits must not compromise the capacity of faculty or staff to meet their commitments to the University.  (See FSH 3620).

D-2.  Expression and Calculation of Proposed Effort.  Proposed effort should be stated in terms that are consistent with sponsor requirements (usually either in terms of person months or of percentage of total effort).  While federal agencies may require that proposed effort be expressed in terms of person months, the University requires that faculty and professional staff certify actual effort expended in terms of percentages of effort.  (The Office of Sponsored Programs will provide mechanisms to assist with the translation of effort between these two metrics.) Calculating effort using a percentage basis fosters faculty and staff compliance with effort reporting requirements by encouraging an individual to estimate his or her effort on a given activity as a percentage of his or her total University activities rather than as a fraction of a fixed time-period (such as the forty hour week).  This process acknowledges that some fluctuation in effort levels is inherent in the conduct of academic activities.

The amount of salary support requested should normally be calculated by multiplying the proposed level of effort for each individual by his or her institutional base salary.  However, several federal agencies (including the National Institutes of Health [NIH], the Substance Abuse and Mental Health Services Administration [SAMHSA], and the Agency for Healthcare Research and Quality [AHRQ]), as well as some state and private entities, impose limitations on the amount of direct salary that may be charged to a sponsored project.  The federal salary cap is fixed at Executive Level I for the Federal Pay Scale and establishes the maximum rate of pay at which an individual can be compensated from a federally sponsored project during a twelve (12) month period.  For an individual working full-time for a 12-month period, salary charges to a contract or grant subject to the cap cannot be paid at a monthly rate that exceeds 1/12th of the maximum capped annual rate of pay in effect multiplied by the number of months of full-time effort being devoted to the project.  The effort report of an individual who is subject to the salary cap must show the percent of effort for the salary that is within the maximum rate and the percent of effort for salary that is above the cap (either as cost sharing or as a part of university salary).  
D-3.  Proposal of Voluntary Committed Cost Sharing.  A voluntary commitment of effort as a form of cost sharing may only be done in instances where the Vice President for Research has determined that circumstances surrounding the research proposal are so competitive or institutional benefits arising from the award are so compelling that the commitment of university or other resources is warranted.  
E.  Effort Management and Reporting: Once an award is made by a sponsor, the provisional commitments included in the proposal (unless they have been modified prior to the conferring of the award) become mandatory, and the oversight and reporting of effort for faculty and staff associated with the award becomes required.  Faculty and staff with salary charged to or committed as cost sharing for one or more sponsored projects must: review initial salary allocations, regularly monitor actual effort, and certify effort through the completion of a Personnel Activity Report (PAR) at the conclusion of each academic term.  Reported effort must be as accurate as possible.  A five percent variance above or below the estimated effort for any given project is permitted without requiring modification of salary allocations.   

E-1.  Establishment and Confirmation of Salaries on Sponsored Projects Accounts.  It is crucial that the Electronic Personnel Action Forms (EPAF) for new awards are accurately and expeditiously completed and entered into the payroll distribution system.  Salary allocations associated with a new award must be reviewed and approved by the PI (s) for the project prior to the entry of this information into the payroll system.  Consistent with committed effort, distributions of salary on sponsored project or cost sharing accounts should coincide with the commencement of actual effort on the sponsored project.  In consultation with the employee, the Department Grant Administrators provide the cost shared effort to be included in effort reports.  
E-2.  Personnel Action Report Form.  The electronic Personal Action Report (PAR) system is located in the University of Idaho VandalWeb System at:  https://vandalweb.uidaho.edu/PROD/owa/uiospparweb.menu.

Instructions for completion of the PAR form can be found at: www.uro.uidaho.edu/PARInstructions.  
E-3.  Completion and Certification of Effort (Personnel Activity Report).  At the close of each academic term, an effort report, or “Personnel Activity Report,” will be electronically generated for and made available online to each individual whose compensation was partially or totally charged or committed as cost share to a sponsored project.  Individuals who may be required to complete an effort report include: faculty, managerial and professional staff, post-doctoral fellows, and graduate students.  Drawing on data from the University payroll distribution system, the Personnel Activity Report allows an individual to review the payroll salary allocations, represented as percentages of total effort, and to indicate whether the allocations reasonably correspond to his or her actual effort expended on each project or activity.  If salary allocations reasonably reflect actual effort expended during the reporting period, the person confirming the accuracy of the data in the form should certify the effort report by electronically signing and submitting the completed report.  
If, however, the salary allocations included in the report are not commensurate with actual effort, the person completing the effort report should indicate the appropriate percentages of effort or provide an explanation for the discrepancy in the section for notes provided in the Personnel Activity Report.  Actual effort may vary by five (5) percent above or below the estimated effort for any given project without requiring additional action.  The report then must be approved and submitted.  In cases in which actual effort differs from estimated effort by more than five (5) percent, the certifier shall notify the appropriate Department Grant Administrator that a change may be necessary to realign salary and effort.  In the event that an effort report does not include a project or activity for which the individual expended effort during the reporting period, the employee shall contact the Department Grant Administrator.  
Voluntary uncommitted cost sharing, which refers to time and effort not required by the sponsor as a condition of the award, not committed in the project budget or application forms (proposal), but expended by faculty or staff, should not be included in the effort reported.  If, for example a PI has an annual salary of $120,000 and commits 50 percent of his or her effort to the project but expends 60 percent of his or her effort on the project, the 10 percent of effort over and above the budgeted commitment is considered voluntary uncommitted cost share and does not need to be either captured and reported or included in the F&A base.  
In all cases, certified effort cannot exceed one hundred (100) percent.  Personnel Activity Reports must be completed and certified within thirty (30) working days of the date that they are made available to the employee.  Failure to return forms in a timely manner may result in suspension of activity on any or all sponsored projects involved and the ability of the noncompliant individual to apply for other sponsored project funding.

The University requires, in keeping with federal regulations, that an effort report be certified by the individual whose effort is being reported or by a responsible person who has a suitable means of verification (direct and personal knowledge) of the effort expended.  (See OMB Circular A-21).  Faculty members should certify their own effort reports.  PI s, providing they have direct knowledge, can certify the effort reports of the research staff working on their sponsored projects, but staff should complete their respective effort reports, if possible.  Department Grant Administrators or other administrators are presumed not to have the requisite means of verification; they may certify effort reports only if they have written and signed confirmation of effort by an individual with direct knowledge of the activities of the person for whom the report was generated and only when that individual is unavailable to perform the certification.  If extraordinary conditions preclude a faculty member from certifying his or her effort, and no written and signed confirmation of effort can be obtained, the Vice President for Research, or the Vice President’s designee, will determine the best means for verification of effort expended.

E-4.  Modification of Salary Allocations.  Careful consideration of effort available for commitment to sponsored projects and ongoing monitoring of the correspondence between the committed and actual effort by participating faculty and staff should make substantial adjustments of salary allocations to sponsored projects an uncommon occurrence.  If the PI  determines that there will be lengthy absences or significant reductions of the effort of the PI  or key personnel, the PI  must obtain prior approval for a reduction of effort commitment from the sponsor and the University, through the Office of Sponsored Programs, and salary must be reduced so that it is commensurate with the revised effort commitment.(APM 45.14, Post-Award Changes and Approvals to Sponsored Programs).  
Salary allocations represent an estimation of the effort that will be expended during a given period.  Certified effort serves as after-the-fact confirmation of effort distribution.  If an effort report reveals a discrepancy between estimated and actual effort, reallocation of employee salary may be required, in order to assure that distributed compensation is aligned with actual costs.  Actual effort may vary by five percent above or below the estimated effort for any given project without requiring modification of salary allocations.  Reallocations of salary are accomplished through cost transfers and in cooperation with the Office of Sponsored Programs.

