
 
 

Dixie State University Time Effort Reporting Form 
(SAMPLE) 

 
Name: ____________________ Department _______________________ 
Period Reporting Effort: FY 2013 (Spring Semester) 
Type of appointment: 9 month ___ 12 month ___  Other ___ (describe) 
 
 

Activity % Salary as per 

“Crystal Reports” 

Actual Effort % 

(write in the actual effort 

in each category). 

Grant 1-ATE XXX  _____%    _____ % 

Grant 2 _____%     _____% 

Non 

Sponsored(teaching, 

service, admin). 

_____50%  _____% 

Total Effort 100% 100% 

 
CERTIFICATION BY EMPLOYEE OR RESPONSIBLE OFFICIAL* 
I certify to the best of my knowledge that the percentage of effort shown above represents a reasonable 

estimate of the actual work performed during the period of time indicated for this report. 
 
 
 
Printed Name/Title  Signature  Date 

 
*A Responsible Official is someone who has direct knowledge of the individual’s effort for the stated period. 

 
Due to the fact that this is a legal and binding document, it must be signed in ink, dated 
and returned to the Grants Office in Holland 564 within 15 days of receipt. 
 
NOTE: For TRIO projects only - related effort may include but is not limited to: Identification, 
recruitment and selection of participants, assessing participant needs and monitoring 
achievement, planning for and implementing research and scholarly activities, informing the 
campus community of TRIO related purposes, management of program financial and participant 
records, coordinating with other TRIO projects on and off campus, professional development 
activities and student follow-up and other activities related to the project objectives. Other 
activities are specifically named in the program overview as unallowable charges to the grant 
project. 

 

 
 



 

I.  Effort Certification Process Overview 
Effort certification is a federal requirement.  As a condition of receiving federal or state 
funding, institutions must maintain an accurate system for reporting the percentage of 
time (i.e. effort) that employees devote to federal and state sponsored projects. 

 
DSCU’s effort certification system assures external sponsors that funds are properly 
expended for the salaries and wages of those individuals working on projects they 
sponsor.  It provides the principal means for certifying that the salaries and wages 
charged to sponsored projects are consistent with the effort contributed and 
institutional base salary.  All employees involved in certifying effort must understand 
that DSC could face penalties and funding disallowances should effort certifications be 
inaccurate, incomplete, or untimely. 
 
Sponsors and auditors must also be able to verify that effort expended in support of a 
project but not paid by the project has been performed as promised; this effort is cost-
sharing by DSU. 

What is “effort”? 

When you apply for a grant you indicate what percentage of your total 
work effort will be devoted to that particular project. Generally, note is 
made of this in the budget justification. The sum total of the effort you 
expend on that project and all the other institutional work you do 
(teaching, research, service) cannot exceed 100%. 
 
Normally the total effort you commit to expend on any one funded project 
is less than 100% because even if you have releases from all your courses, 
you will still may be spending some portion of your effort on advising, 
faculty meetings, grant writing, community service and other activities not 
allocable to the grant project.  
 
For faculty members who have less than12 month contracts you might 
report 100% effort during the summer months. Note: NSF will allow only 2 
months summer effort and other agencies will doubt that 100% effort can 
be expended during the summer.  
 
Effort is calculated in relation to your Institutional Base Salary. Example: if 
you do not specify a particular percentage of effort but budget for 
$10,000 in salary & benefits, you are still describing a percentage of your 



base institutional salary. If you are on a 9 month contract for $90,000 base 
salary, you have proposed one month effort.  
 
Don’t confuse effort with time. If you only work one day a week and spend 
half of that day on the project your effort is 50%. If you work 40 hrs and 
spend half that working on the project your effort is still 50%. Even when 
the number of hours of effort exceeds a normal work week, the total effort 
cannot exceed 100%. If you work 120 hours per week and half of that time 
is on the project your effort is still 50%. 
 

I. Process 
A. Employees of DSC certify the accuracy of percentage of time (i.e. effort) 

that is charged to sponsored projects.  In addition, commitments of effort 
made to the sponsor in the funding proposal must also be certified.  For the 
purpose of this process effort is measured in terms of percentage and not 
in terms of hours worked. 

 
II. Definitions 

A. Committed Effort: The amount of time that an individual (generally a 
faculty member) commits to a specific project and is identified in a 
proposal for funding.  Committed effort will only equal paid effort in rare 
circumstances and should be used as a guideline in certifying actual effort.  
For those projects in which no effort is designated in a formal application, a 
minimum of 1%-2% must be committed at the time of the award. 

 
B. Effort: Work or the proportion of time spent on any activity and expressed 

as a percentage of total time.  Total effort for an employee must not 
exceed 100%.  The appointment serves as the basis for an individual’s total 
effort.  In other words, for a 50% appointment, 100% effort is the 50% 
appointment. 

 
C. Effort Report: The effort report is the means by which an individual 

documents the proportion of time allocated to each of the activities with 
which s/he is involved.  This becomes the official verification that the 
salaries charged to sponsored projects are consistent with the report effort. 

 
D. Sponsored Program:  A Sponsored Program involves a specific commitment 

of time and can be either: 1) a formal award, such as a contract, grant, or 
cooperative agreement, is made to DSU for a research, training, public 
service, or other activity. 

 
 



III. Who Must Complete Effort Certifications 
A. Effort certification is required of any individual who either receives salary 

from or has committed effort (matching effort) from a sponsored program 
which is funded either from federal or state sources.  The actual effort 
certification must be made either by the individual or by a responsible 
individual who can reasonably verify the effort of that individual for whom 
the certification is being made.  Such a responsible individual should be a 
supervisor, the principal investigator of the award under which the 
individual to be certified is being compensated, or the department 
chair/director of the department of the individual to be certified. 

 
IV. Frequency of Certification 

A. Faculty and Exempt Staff: 3 times per year for the reporting periods: 
 

i. September 1 through December 31 
ii. January 1 through May 31 

iii. June 1 through August 31 
 

V. Total DSU Effort 
A. The federal government acknowledges that practices vary among and within 

institutions as to the activity constituting a full workload. Accordingly, DSC is 
permitted to express effort in terms of a percentage distribution of total 
institutional activities.  Likewise the government recognizes that effort 
certification can only reasonably reflect the activity for which an individual is 
compensated by DSC and that a precise estimate of the time devoted to each 
project is not always feasible nor is expected. 

 
VI. Effort Changes After Certification 

A. Changes in effort allocations after certification is rarely allowed and will be 
made only if the change is to remove effort certification and/or payroll 
changes that have been improperly made to the project. 

 
VII. References 

A. Federal Office of Management and Budget 
 

i. OMB Circular A-21, Cost Principles for Educational Institutions, Section 
J.10 (http://www.whitehouse.gov/omb/circulars/a021/a21_2004.html) 

ii. OMB A-21 Clarification Memo, January 5, 2001 
(http://www.whitehouse.gov/omb/memoranda/m01-06.html) 
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