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Time and Effort Report:

An effort report is an after-the fact certification
of the proportion of work time devoted to
sponsored projects, teaching, administration
and other activities expressed as a percentage
of total professional effort.
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OMB Circular A-21, Principles for Determining
Costs Applicable to Grants, Contracts, and
Other Agreements with Educational Institutions
outlines the regulations governing effort
reporting and the verification of salary
distributions.

®

OMB Circular A-21, Section (J)(10)(c)(2)(b)
requires effort reports to be completed to
provide after the fact verification of the salary
charged to sponsored projects:

“[effort] report[s] will reflect after the fact
reporting of the percentage distribution of
activity of employees.”



SAN FRANCISCO
swreUnverssiy - Ragulations

OMB Circular A-21 requires that this verification
be completed for all “professorial and
professional” staff

Professorial staff = faculty and non-faculty Pls

Professional staff = salaried employees, hourly
employees
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As a condition to receiving Federal funding,
SFSU is required to maintain and certify the

percentage of time that employees devote to
Federally sponsored projects.

State agencies, private foundations,
organizations, and other sponsors provide SFSU
funding to conduct research, public service, and
training projects.

SFSU'’s effort certification process provides
verification that salaries and wages charged to
these projects have been performed as
promised.
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Time and Effort Certification

Why is Time and Effort Report
Certification Important?

Federal regulation
Used to develop the F&A rate agreement
Used in a number of management reports

Documentation of labor cost-sharing on
sponsored projects
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Adherence to this procedure is necessary
to prevent cost disallowances and penalties
by the Federal government and other
sponsoring agencies.
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Faculty:

Fall Semester (Academic)

Spring Semester
¢ Winter Intersession

Spring Break

¢ Summer

Staff:
¢+ July - December (6 month period)
¢ January - June
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Pre-Award Cost—Awars

Award

P I —
BL%%OeSta - Management/ - Certifying
Charging Effort

Preparation

salary
Effort is Salary is Effort is
proposed, charged to the certified,
commitment project or cost- after the
IS made to shared activity
the sponsor has
occurred
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Defining 100% Effort
Institutional Base Salary

Salary vs. Effort
¢+ Cost-sharing
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Key Principles in Effort Reporting

Defining 100% Effort

Effort required to meet the obligations of a faculty

member (i.e. teaching, research, service,
administration)

Full time workload = 15 WTU (Weighted Teaching
Units)

3 WTU Committee Work (20%)
12 WTU Teaching, Research, Assigned Time (80%)

*Release from 1 class is usually 3 WTU (20%)
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Institutional Base Salary:

Annual compensation paid by SFSU for an
Individual's appointment, whether that individual's
time Is spent on research, teaching, or other
activities. Base salary excludes any income that
an individual may be permitted to earn outside of
the duties to SFSU.




SAN FRANCISCO

smeunversity K@y Principles in Effort Reporting

Salary vs. Effort

In proposals, determine the effort required to
complete the goals of the project

Request the corresponding salary or RRT

If effort commitment is greater than the salary
requested, then it is considered cost-share

Remember that effort commitments
without salary requests are still effort
commitments and should be included as
part of 100% effort
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Faculty
¢+ RRT

¢ QOverload

Additional Pay (Summer, Winter
Intersession, Spring Break)

Salaried Staff
Salary charged to grant

**Special Consultants and hourly staff certify
effort through time sheets
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SAN FRANCISCO STATE UNIVERSITY
Office of Research and Sponsored Programs
TIME AND EFFORT REPORT

Faculty Information Effort Information

Faculty Name: Jane Smith Effort Reporting Period: Fall 2005

College: Science and Engineering 82272005 to 1/3/2006

Department: Mathematics Campensation for Period: 53000000
Sponsored Projects Detail:
Praject Information Salary Charged Actual
Praject Title Praject 1D Daollars % Salary Effort
Mathematics for Everyone
56 4
1234 ?BI $6,000.00 40.0%
Cost Share/ Match: | | $6.000.00
0.0%
Caost Share’ Match:
Non-Sponsored Detail:
If}rker SFSU Funetions I I $18,000.00 I GU-U%I I ]
Toral Distributions:
| | [s30.000.00 | 100% | | 100% |

| certify to the best of my knowledge that this accurately represents my work effort
during the Fall 2005 period.

Emplayee Signature Date

Supervisor Signature Date

Total salary charged to the grant for RRT
Total amount of cost-share by the College

Other SFSU Functions= All other faculty responsibilities to SFSU (i.e. Administrative time, teaching, mentoring)
Compensation for Period = Total amount of salary earned by faculty member during this time period

» Jane Smith received RRT for 20% of her time
(3 units of teaching /15 units full time)

 College matched (cost/shared) another 20%
* She earned $30,000 in the Fall semester
« $6000 was charged to the grant as RRT

« $6000 was cost-shared (in-kind) by the
College

» 40% of Jane’s effort should have been
allocated to her project

* 60% of her effort should have been
allocated to “other SFSU” functions

Total Effort = 100%
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- Jane Smith received Winter Intersession

SAN FRANCISCO STATE UNIVERSITY

Hlice ol Research nmd Spansored Progrums ..
TIME AND EFFORT REPORT Addltlonal Pay
Faculty Information Effort Information
i TR e . » Salary was directly charged to the project
Department: Mafhemalics Compensedon for Period: 54394700
Spssiorst o Bt  No other SFSU functions
Pragect {nformaisn Sinlury Charged Aerun!
Prajest Tike Frojeet 10 el =5 Nl Fiforn

Mathematios for Everyone

12345678] | $4.317.00 | 00 oo Total Effort = 100%

st .ﬁmlw' Mareh:

————— no% ** Since faculty are not paid during
Non-Spomsored Deal: intersession, 100% of salary earned is
Lo ool ool charged to the grant
| | | sta1m.00 | rows | | 200 |
| cerify to the best of my knowledge that this accurately represents my work affart
during the Winter 2006 paricd.
Emplopee Sgnature s

Kupervisor Sigumore Thate

Total salary changed o the grant for Inberseesian Satany

Ciber SFEU Funiclians= &l cther faculty respaneibithes lo SPSU {le Admneslralve ime, feaching, menlong)
For inharsessian, thie is 0%, &6 taculty are nol paid by SFEL during this ima

Campengatian far Panod = Tohad amount of salany sarmed by Facuity mamibsar dunng this time parnod
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Example: an employee works full time (1.0 time base)
teaching and is approved for a 25% overload to work
on Grant A (0.25 time base), the effort distribution
would appear as follows:

*Based on a 1.25 time base

Grant A-20% (=0.25/1.25)
¢ Other SFSU Functions-80% (=1.0/1.25)

¢ Additional Pay (Summer, Winter
Intersession, Spring Break)

Total Effort-100%
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Moyt s e iy » John Taylor is a staff member paid from
TIME ASD EFFORT REPORT grant fundS
Faculty Information Effurt Infermation
Focmly Newse: Joan Tayir K Repontimg Perisd: 10E008 10 83002006 . .
S o S S - Salary was directly charged to the project
Sporsared Profeco: Drerall: .
Frogeet Tnformion Sy Charged et * No other SFSU functions
Freviret Tinle Projery 1D Tralliery i Sadany Effur
WAathEmatcs for Evergone ps ) 7T il
S Total Effort = 100%
0.0%
el Nipoere’ Weakch:
Nown-Spensered Do
lother sext Funcgons | [ sooo] oou] | |
Toral Dicrribmasus:
| | [s17.82.00 | 20w | [ 1o |

| eerlify bo the best of my knowledge that this accurately represents my work effod
during the 1/1/2008 fo 630/2008 period.

Emplopes Kigrarure

hare

Safrerrr SEHatee e

Tobal salary charged 1o tha grant
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Distribution Process

Effort Reports are distributed directly to faculty,
effort reports for staff are sent to Pl/supervisor

Faculty/Staff** review and certify effort reports
**Staff reports require supervisor signature

Signed reports are returned to ORSP
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Time and Effort Reporting is an important
process

Monitors cost-sharing contributions
Ensures that faculty are not over-committed

Assures the funder (Federal or other) that effort
commitment to the project has been met

Provides another level of review to ensure that
funds were expended appropriately
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Office of Research and Sponsored Programs

The End

Thank You

Alison Sanders
Compliance Officer



