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Effort Certification Policy 
 

Purpose: 

The university receives funding for sponsored projects from federal and state agencies, private 
foundations, organizations and industry.  Proper effort certification verifies these funds are 
properly expended for salaries and wages of faculty, staff, and students who work on these projects.  
The effort certification reports are distributed to the following groups: 

1. Faculty – Full-Time, Part-Time, and Adjunct 
2. Staff – Salaried and Hourly 
3. Students 

The report documents the allocation of departmental payroll funds between university activities 
(such as Instruction, Organized Research, Public Service, etc.) and research activities (activities 
that are direct costs to the project).   

 

Policy: 

The university requires effort certification for faculty, staff, and students funded by projects 
sponsored through federal and state agencies, private foundations, organizations, and industry.  In 
addition, university funding of faculty, staff, or student effort committed to a project as costs 
sharing is included in the effort certification process as well as all other university funds.  
Certification is documented on the Time Certification Report.   

The report is issued to faculty, staff, and students once a calendar year.  Each college, department, 
or center is responsible for ensuring the report is completed and submitted in a timely manner as 
described in the procedures section below.   

 

Procedure: 

During the month of December, the Grants Administration Office will produce the Time 
Certification Form for distribution to the Principal Investigator.  The report will include all 
sponsored projects that investigator has open during the calendar year.   

The report will be sent electronically to the Principal Investigator.  The investigator will review 
and process the form for the needed signatures.  Upon completion, the investigator will return the 
signed form to the Grants Administration Office.  The Grants Administration Office will review 
for signatures and file the report in the related grant file.  

The required signatures are based on the position being certified.  For example, the Principal 
Investigator will attest to their time and sign in the “Employee” Section.  Then the investigator 
will have the Department Chair sign as the “Certifying Official”.  A student working on this project 
would sign in the “Employee” Section.  The Investigator would then be the “Certifying Official”. 


