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External Funding: Time and Effort Reporting

POLICY STATEMENT

Abilene Christian University (ACU) monitors and documents efforts expended on externally
funded projects, whether federal or non-federal in source, in compliance with “The Uniform
Guidance” (2 CFR 200) requirements. All project directors and principal investigators for such
projects (“PD/PIs”) are required to certify both their effort and that of other persons active on
such projects led or supervised by PD/PIs, unless the PD/PIs delegate this task to another
individual with sufficient knowledge of the project activities and a reliable means of verifying
work performed. Delegation of this certification is only acceptable in rare circumstances, such as
extended severe illness or lengthy travel outside the country, and must have received written
approval from the chair or head of the applicable department and the Office of Research and
Sponsored Programs (ORSP).

All ACU effort reporting shall be completed after-the-fact and as a percentage of an employee’s
total compensated activity in accordance with 2 CFR 200.430. The effort commitment from the
project proposal and award document, the reported effort and the employee’s ACU salary and
wages (e.g., annual or academic year salary, and summer stipend as applicable,) will serve as the
basis for calculation and verification. Adjustments in compensation will be made, as necessary,
in compliance with the federal regulations.

Effort reporting is required for all externally funded projects, whether federal or non-federal in
source, following each academic semester (fall, spring, and summer). Reports must be signed
and submitted to ORSP by the 15th of the month following the end of the reporting period
(February 15, June 15, and September 15). Reporting periods run from the first calendar day of a
semester to the last calendar day prior to the next semester irrespective of holidays, vacations,
and weekends.

REASON FOR THE POLICY

ACU receives funds to complete projects and research from external sources, including the
federal government. The U.S. government has developed grant accounting policies (2 CFR 200,
“The Uniform Guidance”), which are often followed by other funding sources. These policies
require that personnel costs be documented in a manner that shows they are accurate, allowable,
and properly allocable to the grant. In addition, documentation must reflect all activities for
which the employee is compensated, and total compensation cannot exceed 100% of the
institutional base salary for each employee. Failure to comply with these standards could have
significant impact on ACU. Non-compliance can result in disallowed salary and benefits
expenditures, associated decreases in the recovery of facilities and administration costs,
penalties, fines and other legal action, damage to ACU’s reputation, and impairment of ability to
act as a subcontractor on awards held by other institutions.

APPLICABILITY OF THE POLICY

This policy applies to any ACU faculty, staff, students and organizations that work on an
externally funded project, whether federal or non-federal in source, on behalf of ACU.
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PROCEDURES

ACU effort reporting will occur following each academic semester.

PD/PI Responsibilities in Effort Reporting

Faculty and staff who serve as a PD/PI on an externally funded project, whether federal or non-
federal in source, accept responsibility to the sponsor and ACU for stewardship of the project
and associated resources. This responsibility includes, but is not limited to:

• Reviewing the award documents upon receipt to confirm that the levels of effort
and compensation have been properly represented;

• Directing and monitoring activity on the project in a manner that includes
awareness of the time commitments by the project personnel;

• Completing an effort reporting form following each academic semester, whether
work was completed on the project during that semester or not;

• Certifying effort of grant project personnel by signing the applicable effort
reporting forms;

• Seeing that all effort reporting is completed and submitted to the appropriate
ACU offices by the deadlines listed in the Policy Statement; and

• Identifying when and where effort committed to projects should be adjusted and
working with ACU personnel to make the necessary modifications.

Department Level Responsibilities
Department personnel will manage the effort reporting process within the department that
oversees or works on an externally funded project in a manner consistent with ACU’s policies
and guidelines, including the following:

• Addressing challenges and irregularities in respect to effort reporting with the
appropriate offices at ACU;

• Facilitating information gathering and reporting in respect to modifications in
effort reported, adjustment of time commitment to projects, personnel
changes, grant transfers, or any other alteration to the funded project and its
implementation; and

• Approving appropriate designees of a PD/PI in effort reporting, should the need
arise, including drafting the memorandum or other form describing the
substitution and its necessity.

Office of Research and Sponsored Programs and Accounting Office Responsibilities

The Office of Research and Sponsored Programs and the Accounting Office will collaborate to
verify, report on, and store effort-reporting materials.

The Office of Research and Sponsored Programs will be responsible for:

• Distributing and collecting effort reporting forms for all persons working on
externally funded projects;

• Maintaining this policy on effort reporting in compliance with federal
regulations and informing ACU personnel of the same;

• Answering questions regarding policies, procedures and funder regulations;

• Facilitating timely and accurate effort reporting;

• Reviewing any appropriate documents and forms;



• Facilitating timely and accurate effort reporting;

• Reviewing any appropriate documents and forms;

• Facilitating conversations with representatives of funding agencies; and

• Approving appropriate designees of a PD/PI in effort reporting, should the need
arise, by signing the substitution memorandum from the appropriate
department.

• Reviewing effort reporting documentation for completion, accuracy, and
compliance with funder regulations;

• Maintaining the records that verify and reports that certify effort on externally
funded projects;

• Responding to requests for effort reporting information;

• Modifying effort reporting records and informing funders of changes as
necessary

The Accounting Office will be responsible for:

• Working with ORSP to provide any accounting records required, including but
not limited to budgetary information, invoices, receipting, and payroll reports.

• Assisting in the reallocation of effort and compensation, as needed.

 

Abilene Christian University

Effort Reporting Form

 

Pursuant to the Time and Effort Reporting Policy of Abilene Christian University, all ACU
faculty and staff that have worked on one or more externally funded projects, whether federal or
non-federal in source, are to certify their total percent effort at the end of each academic
semester. Short-term fluctuations in time commitment may occur from semester to semester and
will not be a cause for concern as long as the annual effort commitment reflects that which was
proposed for the project.

 

Instructions for completing the form:

1. Reporting periods run from the first calendar day of a semester to the last calendar
day prior to the next semester irrespective of holidays, vacations, and weekends.

2. Employee name, ACU ID number, and department are to be entered below to
ensure that related records can be sorted correctly and that any changes in status
or areas of responsibility are accurately represented in ACU’s effort reporting
documentation.

3. Fund number, project name and percent effort are to be entered for each project in
which an employee is engaged to provide the level of allocation and specificity
necessary to fulfill federal regulations.

4. Calculate and enter the % effort proposed/committed for each activity and the
actual % effort expended during the reporting period (This may be the committed
effort plus additional “cost share” effort).

5. The Total Certified % Effort should be entered at the bottom of the table as the sum



actual % effort expended during the reporting period (This may be the committed
effort plus additional “cost share” effort).

5. The Total Certified % Effort should be entered at the bottom of the table as the sum
of effort certified for all compensated projects and should always equal 100%.

6. In rare instances, Extra Service Pay is allowable. Extra Service Pay can only be for
activities outside of the job description for the specified employee, as defined in
the Faculty or Employee Handbook and applicable appointment/hiring letters. Pay
must be consistent with ACU policies on supplemental pay, and consistent with
the pay structure for the specified employee. Extra Service Pay must be approved
at the pre-award stage and reports must be supported by documentation that the
work meets these requirements.

Reporting Period Spring Period Year 2016
Beginning Date 1/11/2016 End Date 5/08/2016
Name  
ACU ID  
Department  
Sponsored Activities
Category
Research
Instruction
Service
Other

Funding
Source

Grant Fund Project Name & Grant ID# Committed
% Effort

Actual %
Effort
(Committed +
Cost share, if
applicable)

      
      
      
Non-Sponsored Activities
Category
Research
Instruction
Service
Other

Funding
Source

Grant Fund
(if
applicable)

Project Name (if
applicable)

Committed
% Effort

Actual %
Effort

 ACU     
 ACU     
 ACU     

Total Certified % Effort --- MUST TOTAL 100  
 

Extra Service Pay*
Category
Research
Instruction
Service
Other

Funding
Source

Grant Fund
(if
applicable)

Project Name & Grant ID#
(if applicable)

Committed
Additional
Effort

Actual
Additional
Effort

      
      
*Extra Service Pay reporting must be accompanied by documentation that the activity is work beyond the scope of that
typically covered by the Institutional Base Salary as defined in the Faculty or Employee Handbooks, is consistent with
ACU policies on supplemental pay, and is consistent with the pay structure for the specified employee.  

I have first-hand knowledge of the activity described above and sufficient technical or
programmatic knowledge to certify that this report represents an accurate and reasonable
summation of work performed during the reporting period.

Employee: ___________________________________________   Date:



programmatic knowledge to certify that this report represents an accurate and reasonable
summation of work performed during the reporting period.

Employee: ___________________________________________   Date:
____________________

Project PD/PI: ________________________________________ Date:
_____________________

Department Chair/Program Director: _______________________ Date:
_____________________

 

Received/Reviewed By Director ORSP: ____________________ Date:
_____________________

Thank you to Lipscomb University for generously sharing their Time and Effort Reporting Policy for use and adaptation by Abilene Christian
University.


