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PACKET A

COMPLETING AN EFFORT CERTIFICATION FORM

Employee number, NAME, CAMPUS ADDRESS

If any of this information is incomplete or incorrect you may make corrections in these four
spaces. The only item that can be updated by Sponsored Programs Services is the address where
the form is sent. This does not update WSU ORG. Any updates to the employee number or
name need to be handled by Benefit and Payroll Services. Make corrections by lining through
and hand writing the correct information. Do not use white out.

EFFORT PERIOD

Do not make changes to the Effort Period-Beginning or Ending dates. These are cumulative
effort periods, not individual pay periods, automatically set for academic semester reporting
periods. If an employee terminated employment after having worked only a few hours or days
during the effort period this is still considered 100% effort and should be recorded as such.

SECTION A - CLASSIFICATION

Enter the appropriate percentages of effort the employee contributed to any given classification.
These do not necessarily match the classification titles listed in Section C. Be sure to refer to the
back of the Effort Certification form for the definitions and/or allowable programs. Also, keep in
mind that Sections A and B must total 100%. Do not list the same effort in Section A that is in
Section B.

SECTION B - SPONSORED AGREEMENTS

If a person was paid from a sponsored agreement (programs 11-14 shown in Section C), the same
information should be printed or hand written in this section. Normally the percentage is the
same as earned unless the sponsor has approved the use of all or part as cost sharing/matching or
a payroll adjustment is in process. The total of Sections A and B must total 100%.

NOTE: If the earnings in Section C show the employee paid from a state or federal work-study
account (programs 11-14), the percentage of effort from these earnings must be reported with the
percentage of effort from the departmental earnings in Sec A. Reason: Work-study accounts are
not technically considered sponsored agreements and are not normally reported in Section B If
an employee were paid from a Sponsored Agreement then it would be reported in Section B
along with that percentage.
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SECTION C - EARNED DISTRIBUTION FOR REPORT PERIOD

This section shows all budget/project(s) and percentages from which a person was
paid during this reporting period. If there are any payroll adjustments in process make the
necessary changes in this section. Do not make changes to include a cost sharing account.

SECTION D - IMPORTANT NOTICE

This section contains messages from Sponsored Programs Services. “Section |: Signature
Required” is a constant reminder that either the employee and/or an administrator or supervisor
must sign in Section J. For other messages refer to the back of the form.

SECTION E - COST SHARING

Sponsored Agreement accounts are listed to which the person is cost sharing. There may be
accounts pre-printed in this section. This information is obtained from the Cost Sharing Effort
Inquiry Request (CSEIR) form or the account having been hand-written and processed for a
previous reporting period followed by a CSEIR. Indicate whether cost sharing is ON or OFF
campus in Section E. If the employee is contributing cost sharing effort to an account not pre-
printed, enter the account, including program-budget-project, percentage and whether it is ON or
OFF campus. (Again, be sure to follow up by sending an updated CSEIR form to Sponsored
Programs Services.) Be sure the total cost sharing reported in this section matches the cost
sharing percentage reported in Section A. Also, someone with signature authority for cost
sharing budgets reported must sign Section J.

NOTE: For audit purposes, documentation should be retained to verify the cost shared
percentage reported (i.e., time report, spreadsheet, etc.).

SECTION F - REMARKS

Use this section to send pertinent information to Sponsored Programs Services relating to the
form (explaining changes made, informing of payroll change documents in process, medical or
sabbatical leave, along with dates, etc.).

SECTION G — COST SHARING FROM ACCOUNT

Please write in the program, budget and project number of the account, noted in Section C, the
cost sharing is coming from and the percentage. The percentage total in Section G must equal
the percentage total of Cost Sharing in Sections E and A. Note: This information is used in
computing the Facilities and Administration rate (F&A). Institutional Research also makes use
of the data.

SECTION H — CONTINUING EFFORT REPORTS

Date listed these are Effort Repots that have not been received by SPS for certification entry.
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SECTION | - EFFORT CERTIFICATION STATEMENT

. Section I must be signed by the individual having firsthand knowledge of 100 percent of the
total effort expended during the reporting period. In most cases, the department chair is the
certifying administrator. If the department chair does not have adequate knowledge of the
employee’s activity he or she may delegate certification responsibilities to another departmental
administrator who supervises the employee. The employee signs Section J if no single
administrator has firsthand knowledge of 100% effort. Either an administrator or the
employee must sign section I. NOTE: Signature stamps are not permissible.

¢ When there is no effort during the period please give the pertinent details in Section F and do
not sign in Section I. Signature is required in Section J for verification of earned
distribution. (Section C)

SECTION J - EFFORT CERTIFICATION STATEMENT

If an administrator with expenditure authority does not sign in Section I, such a person must sign
in Section J. If Section C shows split budget coding someone with signature authority from each
budget department must sign in Section I or J. If there is cost sharing reported in Section E then
someone with expenditure authority for that budget must sign in either Section I or J. NOTE:
Signature stamps are not permissible.

¢ If there is no effort during the period give pertinent details in Section F and sign in this
section.

DISTRIBUTION OF THE FORM

If your department has the only budget(s) listed in Section C and all necessary information has
been entered and signed appropriately, return the form to Sponsored Programs Services at
campus zip 1025. If split budgets and/or multiple departments are involved, including cost
sharing accounts, access BALANCES to determine the other department(s). These department(s)
administrators need to review and sign the form. It is helpful to forward the form to the
appropriate persons for completion. If you are not sure to whom the forms should be forwarded
simply return them to Sponsored Programs Services. The forms will be forwarded accordingly.

For assistance in completing the Effort Certification Report contact Robert Beckmann at 335-
7433 or email: beckmanr@wsu.edu. Also refer to sections 40.34, 40.35 and 40.36 of the
Business Palicies and Procedures Manual.

RWB/01-09
Effort Training Packet A
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PACKET B

EFFORT CERTIFICATION REPORTING

HELPFUL INFORMATION

Pre-printed Information

The Effort Certification Report (ECR) has sections with preprinted
information.

A. Name and Department Address

1.

2.

The department address is taken from the WSU ORG System. This
file lists the employee’s last known department.

If the employee is paid from two or more budgets, the address will
more than likely be the home department and/or the department that
pays the highest percentage of earnings.

To correct the address, for the Effort System only, draw one line
through the incorrect address and hand write the correct department
name and address on the form. (Doing this does not correct the WSU
ORG System).

B. Effort Period
This is a specific period of time concerning the reporting cycle in the
Effort Certification system. Do not change these dates.

b N

Spring Semester (1/1/yy — 5/15/yy)
Early Summer (5/16/yy — 6/30/yy)
Late Summer (7/1/yy — 8/15/yy)

Fall Semester (8/16/yy — 12/31/yy)

C. Section C — Earnings Distribution
Account numbers (Budgets/Projects) and percentages are derived from the
payroll system (HEPPS).

¢

Examples of Exclusions from salary base: Wages, Annual Leave
Payoff, Sick Leave Payoff, and Comptime.



11. Effort Reporting Procedures

The Effort Certification Report should be completed exercising great care.
Once the report has been certified and entered into the Effort Reporting
System, the submission of retroactive Position Actions and

Expense Assignment Actions could necessitate resubmission and
recertification. This could point to a weakness in the university's controls
and result in audit disallowance.

A. Review effort reporting instructions by referencing Section 40.35 of the
BPPM.

B. Follow printed instructions on the back of the ECR.

C. Departmental records should substantiate the accuracy of effort reported
where appropriate to support audit (i.e., time records).

D. It is important that the effort reported not conflict with other institutional or
college reports that require distribution of an individual’s time especially
when an individual is paid 100% from the grant. Auditors have been very
aggressive in pursuing other institutional reports, for activity of faculty
members, in order to substantiate the percentages of effort reported on
federally sponsored agreements. Conflict can occur when distributing
effort contributed to major functions such as instruction and organized
research, cost sharing, departmental administration, and sponsored
agreements, since documentation is available in the college which reflects
teaching assignments and administrative duties, and would be available for
audit review.

I1I. Reporting “Departmental Administration” (Section A)

A. ALL CLASSIFIED STAFF paid from state funds (programs 06 through 10
and 17C) with few exceptions, normally report effort for these programs as
Departmental Administration (DA).

B. Exceptions will be made for the following reasons:
1. The employee is teaching a class.
2. The employee is conducting research rather than supporting the
research effort (program 10); or
3. The employee is cost sharing.



I1I.

IV.

VL

Reporting “Departmental Administration” (Section A) - continued

C. Employees paid from programs other than 06 through 10 and 17C,
should not report effort in the DA classification.

Reporting Effort For “Organized Research” (Section A)

A. Organized Research (O/R) is defined by federal regulation as being
separately budgeted (program 10). Research effort that is not separately
budgeted should be classified as Instruction and Departmental Research
(I/DR) in Section A.

B. To report effort in O/R, there must be an allowable program account listed
in Section C. If you wish to report effort in the classification and a
program 10 account is not preprinted, you may manually enter an account.
A manual entry will result in a need for accounting and payroll adjustment
and must be supported by an Expense Assignment Action (EAA) or
Position Action (PA).

C. The ECR will be returned for correction when effort is reported for OR in
Section A, and there are no earnings for that activity in Section C.
(program 10)

Reporting Work Study

A. Work Study funds paid to research and teaching assistants is recorded in
Section C. Appointments paid on budget 7801 are federal work study and
appointments paid on budget 7802 are state work study.

1. The effort, which these payments support must be distributed in
Section A or Section B.

2. The Work Study percentage should be included under the same
classification with the departmental percentage.

3. If'there is Work Study along with a sponsored agreement (programs
11-14), then the Work Study account and percentage should be written
in Section B along with the sponsored agreement percentage.

4. Federal Work Study is normally not allowed as cost sharing.

Section C -- Earned Distribution




A. Adjustments in Section C must be made in accordance with Section
40.35.4 of the BPPM and can result in the need for corresponding changes
in payroll records. When completing the effort report, any change in the
workload exceeding 5% (increase or decrease) is considered significant
and requires a corresponding change to the accounting records.

Unless a sponsored agreement (programs 11-14) is involved, changes in
effort of less than 5% do not need to be reported and the percentage of
effort certified would be the same as the percentage in Section C.
However any change to a sponsored agreement will require a payroll
adjustment using an Expense Assignment Action or Position Action.

B. Retroactive EAAs/PAs for accounts past term in programs 11 through 14,
for a previously certified effort period will be processed_only when
required to clear an overdraft from the account and only under exceptional
circumstances. It would be inappropriate to transfer to another sponsored
agreement account.

C. Retroactive EAAs/PAs for active accounts in programs 11 through 14 for
previously certified effort will require detailed justification explaining
how this expense will benefit the recipient account. Is it allocable,
allowable and reasonable? Payroll adjustments are to be requested within
90 days of the initial expense on BALANCES. Payroll transfers for a
given period may only be made once. (BPPM 30.25)

D. If an EAA or PA was already issued to adjust the earned distribution in
Section C, and the requested changes are not reflected, attach a copy of the
EAA or PA. In Section F on the effort report, state which form is
attached.

VII. Section E — Cost Sharing

A. Cost Sharing is to be reported in accordance with Section 40.35.3
of the BPPM. Failure to complete this section could have a serious impact
such as not meeting cost sharing obligations and inaccurate effort
reporting.



VII

VIII.

IX.

Section E — Cost Sharing — continued

B. When reporting cost sharing for a grant that is not preprinted in Section
E, enter the full account coding. Also, for indirect cost (F&A) calculating
purposes, indicate cost sharing as "on" or "off" campus. Follow up by
submitting a Cost Sharing Effort Inquiry Request (CSEIR) form to include
the employee in the Effort Participation System.

C. Fill out Section G using the program, budget and project numbers the cost
sharing is coming from with the percentage(s). The percentage total of
Section G must equal the cost sharing reported in Sections E and A using
only accounts found in Section C.

NOTE: Preprinted percentages in Sections A, B or E should be

adjusted if this is not accurate for the reporting period.

Signature(s) in Sections I and J -- Who Can/Must Sign?

A. Section I signature required of:

1.

2.

Administrator or supervisor who has firsthand knowledge of
100% of the employee’s effort; or

Employee if no single administrator/supervisor has firsthand
knowledge of all effort.

B. Section J signature:

1.

3.

If the person(s) signing Section I has expenditure authority for all
budgets in Section C and for all budgets reporting cost sharing in
Section E then Section J does not need to be signed.

If the person(s) signing Section I does not have expenditure authority
on all budgets listed, send the Effort Certification form to all
departments involved. Someone with expenditure authority, for each
budget involved, must sign the ECR.

Signature stamps are not permissible on the Effort Certification Form.

Recertification/Effort Certification




A. Recertifying previously certified effort is a major concern. Recertified

ECRs are thoroughly audited. Lack of sufficient justification may result in
disallowance, which must be absorbed by departmental funds.

The effort certification system allows changes to be made at the time a
report is initially produced and sent for review and signature. To prevent
possible audit disallowance, consider the following when reviewing ECRs:

1. Carefully check Section C, “Earned Distribution”. If this section does
not properly reflect accurate earnings, adjustments in process or
anticipated changes, do not certify the effort as indicated. Line
out the incorrect information and make appropriate corrections to the
distribution percentages. This will result in corresponding changes in
payroll records. (Attach a copy of the EAA or PA).

2. Failure to follow this procedure will cause the preprinted effort to be
incorrectly certified as shown and will subsequently require justifiable
recertification.

3. Effort should not be recertified after 90 days from the date of the
original ECR. Recertification is subject to audit and unless sufficiently
justified, could result in audit disallowance. A recertification of effort,
unless properly justified, jeopardizes the reporting system’s integrity
and credibility.

X. Update Address on Effort Certification Report

A. Sometimes, ECRs are printed with no mailing address. When this occurs,
the forms are sent to the department whose budget pays the majority of the
salary.

B. Ifyour budget is not responsible for certifying the effort, please forward the
form to the department that is responsible. Information regarding
expenditure authorization can be found in Section 40.35 of the BPPM.

C. When signed forms are returned with corrected address info, routing codes
will be updated and forms will be sent to the correct address when ECRs
are subsequently produced.

RWB/01-09
Effort Training Packet B
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GRANTS AND CONTRACTS BUSINESS POLICIES AND PROCEDURES MANUAL
40.35.8

Revised 3-05

Sponsored Programs Services

335-2058

Completing the Effort Certification Report

Changing the Earned Distribution — Since the employee spent 40 percent of his time on the sponsored agreement
12Z-2710-0204, a corresponding decrease of 15 percent must have occurred elsewhere. In this case, the employee reduced
the time spent on instruction to 35 percent. The Earned Distribution must be adjusted to reflect the changes in
effort. Initiate an Expense Assignment Action, or a Position Action If the change continues after the reporting period
ends.

WASHINGTON STATE EFFORT CERTIFICATION
SOCIAL SECURITY NO. l EMPLOYEE NAME _ LAST FIRST MIDDLE INITIAL EUNI\’UGHY REPORT

876 54 3212 BEAR, ANDREW B.
COLLEGE/DEPARTMENT
TEACHING AND LEARNING
ADDRESS
CLEVELAND 321 9999
EFFORT PERIOD - BEGINNING I EFFORT PERIOD - ENDING | \AETURN DATE
08/16/02 12/31/02 01/24/b3
_ RETURN TO: SPONSORED PROGRAMS SERVICES - 240 FRENCH AD. BLDG. - ZIP 1025
APPOINTMENT TERMS
SECTION A CLASSIFICATION CODE % EFFORT
DEPARTMENTAL ADMINISTRATION DiA
INSTRUCTION & DEPARTMENTAL RESEARCH DR 25
ORGANIZED RESEARCH oR
'COST SHARMG : ; oS — __TOTAL COSTSHAHING
EXTENSIONPUBLIC SERVICE EPS SECTION F REMARKS |
OTHER ACTIVITIES oA
SUBTOTAL 3
SECTION B SPONSQORED AGREEMENTS °s EFFORT ”“‘l
S
TIe=25T6-01310 v -+ Esponss rlssigument rhction fovm was

122-2710-0204-0 =40 sabuiticd ou 18/20]08.

SECTION G COST SHARE FROM 2, EFFORT |
G R
ACCOUNT NUMBER L CLASSIFICATIONSRIGR DEYAIL TOTAL
06R-8888-0067-0 INSTRUCTION L) T
SUBTOTAL P =5
116-2710-0181-0 SPON AGREEMENT 25
122-2710-0204-0 SPON AGREEMENT Zz 4«
SUBTOTAL S8 &
TOTAL EARNED DISTRIBUTION 100
SECTION H CONTINUING EFFORT REPORTS |
SECTION | EFFORT CERTIFICATION STATEMENT
After personal uybwoﬂ:;:tn'mm: having llglhnnd kmm&m
mﬂm, umty t fort reported is a reasonal

SECTION D 114PORTANT HOTICE Signature of g
— Smna | Avtson B, Boas )
Shynature of
X

Date

SECTION J ADMINISTRATIVE REVIEW
{AN ADMINISTRATOR MUST SIGN EITHER SECTION J OR K - SEE REVERSE)

Soratrect _ Wally Linman oud/11/02

Signature of
X Date




BUSINESS POLICIES AND PROCEDURES MANUAL GRANTS AND CONTRACTS
40.35.9

Revised 3-05

Sponsored Programs Services

335-2058

Completing the Effort Certification Report

New Account and Cost Sharing — This faculty member cost-shared to two sponsored agreements. During the semester
she earned 30 percent from a new sponsored agreement, which was not preprinted in the Earned Distribution. The
certifier made the appropriate changes in sections B and C. Since the new account will be active beyond the current
reporting period, an Expense Assignment Action or Position Action must be initiated.

WASHINGTON STATE EFFORT CERTIFICATION
SOCIAL SECURITY NO. l EMPLOYEE NAME  LAST FIRST MIDDLE INITIAL UN]VE]G“Y REPORT
111 22 3333 CABBELL, ELLEN M. 117, 7.1
COLLEGE/DEPARTMENT o] o] R
ANTHROPOLOGY . EFFORT CONTRIBUTED FROM NONFEDERAI
ADDRESS . SPONSORED AGREEMENT ACCOUNT NUMBER |
COLLEGE 150 9999 | 11v-2482.01080
EFFORT PERIOD - BEGINNING ' EFFORT PERIOD - ENDING NMRETURONO DATEW —IWQiL
08/16/02 12/31/02 01/24/05
RETUAN YO SPONSORED PROGRAMS SERVICES - 240 FRENCH'AD. BLDG. - 21P 1026
APPOINTMENT TERMS
oN A o 00 2, EFFOR
DEPARTMENTAL ADMINISTRATION D/A
INSTRUCTION & DEPARTMENTAL RESEARCH IDR [ 14
ORGANIZED RESEARCH Om
COST SHARING s ] s R 5 | — TJOTALCOSTSHARING 15
EXTENSION/PUBLIC SERVICE EPS SECTION F RENMARKS |
OTHER ACTIVITIES OIA
SusToTAL: 40
on B PONSORED A %, EFFOR Wote: A sctaoactive Espenss Assignment Aetion
TIV=2482-0104=0 W form was sabmition o 0105108 o sofloct
exX- -01o7-0 20 cossoclions shews.
SECTION G COST SHARE FROM ° EFFORT ]
06E-8358-0001-0 5
__SUBTOTAL - SPONSORED AGREEMENTS W) 60
TOTAL CERTIFIED EFFORT 100%
SECTION C EARNED DISTRIBUTION FOR REPORT PERIOD s EARNED
UNT NUMBER, L CLASSIPICATIONS:! A TOTAL
06E-1234-0678-0 INSTRUCTION 40
SUBTOTAL 40
11V-2482-0104-0 SPON AGREEMENT 5> 4 SL
SUBTOTAL 60
19X-2452-0107-0 | sPOR AGREEWMEN
TOTAL EARNED DIS#RIBUTION 00
SECTION H CONTINUING EFFORT REPORTS i
SECTION | EFFORT CERTIFICATION STATEMENT
L e v S o e e
ndl":ﬂ m. eot.llfyt 1 reported is a reasonal
SECTION D {MPORTANT NOTICE Signaure of
Employes (optional) X Date
pra Al ous 110/08
SECTION J ADMINISTRATIVE REVIEVY
(AN ADMINISTRATOR MUST SIGN EITHER SECTION J OR K - SEE REVERSE)
Signature of " Date
Sonuuect o




GRANTS AND CONTRACTS BUSINESS POLICIES AND PROCEDURES MANUAL
40.35.10

Revised 3-05

Sponsored Programs Services

335-2058

Completing the Effort Certification Report

Clerical Departmental Administration — This clerical employee spent 80 percent of her time on departmental activities.
She spent another 20 percent working exclusively on activities related to the sponsored agreement 11N-2426-0023, and
such clerical activities were specifically approved by the sponsor as an exception to normal policy.

WASHINGTON STATE EFFORT CERTIFICATION
SOCIAL SECURITY NO. EMPLOYEE NAME  LAST FIRST MIDDLE INITIAL gu,\;-lvr ERSITY REPORT
222 33 4444 DANNER, DIANA F, | 1174.CONTROG7- 1
COLLEGEDEPARTMENT o] ¢!
LonE EFFORT CONTRIBUTED FROM NONFEDERAL FUNDS
ADDRESS 9999 SPONSORED AGREEMENTACCOUNTRUMBER % EFFORT.
|LJOHNSON 115
EFFORT PERIOD - BEGINNING | EFFORT PERIOD - ENDING RETURN DATEW
02/01/03 02/29/03 03/50/ 63
APPOINTMENT TERMS
SECTION A CLASSIFICATION CODE °o EFFORT
DEPARTMENTAL ADMINISTRATION D/A f 0
INSTRUCTION & DEPARTMENTAL RESEARCH IDR
ORGANIZED RESEARCH Om
EXTENSION/PUBLIC SERVICE EPS SECTION F REMARKS |
OTHER ACTIVITIES OIA
. SUBTOTAL g0 Nots: (Closical]fdministratios costs wess
SECTION B SPONSORED AGREEMENTS % EFFORT i“ !‘ » ‘ . “‘ ! ) ‘ li;i ‘
11N-2426-0023-0 20 & Section B.
SECTION G COST SHARE FROM % EFFORT ‘
SUBTOTAL - SPONSORED AGREEMENTS 20
SECTIONC EARNED DISTRIBUTION FOR REPORT PERIOD s EARNED
ACCOUNT NUMBER | "CLASSIFICATION: DETAIL | TOTAL:
06C-2426-0001-0 |DEPARTMENTAL ADMIN 80
SUBTOTAL 80
11N-2426-0023-0 SPON AGREEMENT 20
SUBTOTAL 20
TOTAL EARNED DISTRIBUTION 100
SECTION H CONTINUVNG EFFORT REPORTS
SECTION | EFFORT CERTIFICATION STATEMENT f
Alhfp-no i Ivnoﬂhh nd ha firsthand ki ledge of the total
mnv "hm:nm:mhnmmbo&.lmluw
Sgnature o
Employes joptionat} X Date
St x Yoceat A, Wolonberly oue 110108
SECTION J ADMINISTRATIVE REVIEV/ |
(AN ADMINISTRATOR MUST SIGN EITHER SECTION J OR K - SEE REVERSE)
Sgnaturoof oaie
Sgraredl Die




BUSINESS POLICIES AND PROCEDURES MANUAL

Completing the Effort Certification Report

Departmental Administration —
tion. Thirty percent was devoted
percent of her time, supported by

This department chair spent 60 percent of her time conducting departmental administra-
to the sponsored agreement 1 1Z-2432-0008
the instruction account 06D-6789-0023, was cost-shared to the sponsored agreement

12Z-2432-0009. Since Alice Smith is the department chair, she signs the administrator blank in Section J.

A ATIO
DEPARTMENTAL ADMINISTRATION

WASHINGTON STATE, EFFORT CERTIFICATION
SOCIAL SECURITY NO EMPLOYEE NAME  LAST FIRST MIDDLE INITIAL IJN“/ERS]TY REPORT
333 44 5555 SMITH, ALICE M. 7 consines
COLLEGE/DEPARTMENT o] o A
ENGLISH .. EFFONT CONTRIBUTED FROMNONFEDERAL FUNDS ' . .
ADDRESS f AGREEMENTACCOUNTHUMBER | I%EFFORT.
AVERY 202 9999 2-2432-0009- 10
EFFORT PERICD - BEGINNING , EFFORT PERICD - ENDING wﬁETUg DATEvv
08/16/02 12/31/02 l 01/20/053
mabnur&snmuxﬁﬁommxﬂuu&ﬁamma-aoaﬁwcnmmanéazwams
APPOINTMENT TERMS

D/A 60
INSTRUCTION & DEPARTMENT AL RESEARCH DR
ORGANIZED RESEARCH Om
'COST SHARING 3 [ {e ————| ' RYOTAL COSTSRARING
EXTENSIONPUBLIC SERVICE EPS SECTION F RENMARKS
OTHER ACTIVITIES O/A
SUBTOTAL. 70 Nots: @hain Stipoad amonsts ars lacladed o
0 PONSORED o EFFOR U porcentages paid and seported.
11Z-2432-0008-0 30

SUBTOTAL - SPONSORED AGREEMENTS
TOTAL CERTIFIED EFFORT

T PERIOD
'“

06D-6789-0023-0 | DEPARTMENTAL ADMIN 70
SUBTOTAL

112-2432-0008-0 SPON AGREEMENT 30
SUBTOTAL

TOTAL EARNED DISYRIBUTION

SECTION D (MPORTANT NOTICE

=~ REFER TO SPECIAL INSTRUCTIONS SECTION #9
ON REVERSE SIDE OF REPORT

ANED
. TOT)

70

30

100

SECTION G COST SHARE FROR % EFFORT i

00D -£458-0001-0 4

SECTION H

CONTINUING EFFORT REPORTS

SECTION | EFFORT CERTIFICATION STATEMENT
Aftor personal review of this report and having firsthand knowledge of the tota!
offort ex| ,lmmnmmnmbammmmAmumm
time indicated.

Signature of
Ervioweloponsr x Aboe P, St

Signature of
X

SECTION 4 ADMINISTRATIVE REVIEW
(AN ADMINISTRATOR MUST SIGN EITHER SECTION J OR K - SEE REVERSE)

Spmural

Dato

Sgnemct

Date

GRANTS AND CONTRACTS
40.35.11

Revised 3-05

Sponsored Programs Services
335-2058

, as Principal Investigator. Another 10




GRANTS AND CONTRACTS BUSINESS POLICIES AND PROCEDURES MANUAL
40.35.12

Revised 3-05

Sponsored Programs Services

335-2058

Completing the Effort Certification Report

Cost Sharing (On- and Off-Campus) — This faculty member devoted 80 percent of his total time to the sponsored
agreement 11D-3028-1328. Fifty percent was supported by the sponsor, and 30 percent was cost-shared, supported by the
WSU account 10A-3028-0001. When the number (10) appears adjacent to the account number in Section E, indicate the
cost-sharing effort percentages which occurred in each location (on- or off-campus).

WASHINGTON STATE EFFORT CERTIFICATION
Y

SOCIAL SECURITY NO | EMPLOYEE NAME  LAST FIRST MIDOLE INITIAL EUNWUL‘" REPORT
222 33 4444 ELMANN, ELLIS H. WSU1174.CONTRO87.1204
COLLEGE/DEPARTMENT o o R
BIOLOGICAL SYSTEMS ENGINEERING T EFFORYT CONTRIBUTED FROM NONFEDERAL FUNDS
ADDRESS [ SPONSORED AGREEMENT ACCOUNT NUMBER %EFEORT
SMITH AG 213 9999 T1D-3026-1238-0 (10) ON 25
EFFORT PERIOD - BEGINNING EFFORT PERICD - ENDING AETURN DIﬂ’EW OFF Fd
08/16/02 12/31/02 ¢Y/20703
‘RETURN YO SPONSORED PROGRAMS SERVICES - 240 FRENCH AD. BLDG. - 21P 1028
APPOINTMENT TERMS
SECTION A CLASSIFICATION CODE % EFFORT
DEPARTMENTAL ADMINISTRATION DIA
INSTRUCTION & DEPARTMENTAL RESEARCH DA
ORGANIZED RESEARCH om 20
coStehamme | mmme o cis 80 —] TOTAL COST SHARING. _ 80
EXTENSION/PUBLIC SERVICE EePs
OTHER ACTIVITIES OlA
| SUBTOTAL ]
on B PONSORED AGR =
11D-3028-1238-0 50
SECTION G COSY SHARE FROM %e EFFORT
SUBTOTAL - SPONSORED AGREEMENTS 50 104-8088-0001-0
.-
SECTION C EARNI N FOR REPORT PERIOD K
10A-3028-0001-0 ORGANIZED RES 50
SUBTOTAL 50
11D-3028-1238-0 | SPON AGREEMENT 50
SUBTOTAL 50
TOTAL EARNED DISTRIBUTION 100

SECTION H CONTINUING EFFORT REPORTS

SECTION | EFFORT CERTIFICATION STATEMENT

Aftor personal review of this report and having firsthand knowledge of the total
b ox]| Iﬁ,lmmtm-ﬁoﬂmﬂdh:mmbbmlmu'«ﬂu
me icated.

Signature of
Dais
oue 110108

SECTION D IMPORTANT NOTICE

SECTION J ADMINISTRATIVE REVIEV/
(AN ADMINISTRATOR MUST SIGN EITHER SECTION J OR K - SEE REVERSE)

Sgound ol

swoaturedt are

—- REFER TO SPECIAL INSTRUCTIONS SECTION #10
ON REVERSE SIDE OF REPORT




GRANTS AND CONTRACTS
40.35.13

Revised 3-05

Sponsored Programs Services
335-2058

BUSINESS POLICIES AND PROCEDURES MANUAL

Completing the Effort Certification Report

Fund 143 — This faculty member received substantial support from federal agencies through WSU fund 143. Support
from fund 143 is channeled through programs 09 and 10. Thus the effort is reported in Section A with the state-supported
effort. Fund 143 accounts are designated as such in Earned Distribution. The classification listed directly above the
“Fund 143” designation applies to the fund 143 account. Fund 143 support is an exception; most federal support is
channeled through programs 11 and 12 and reported in Section B. Cost sharing from fund 143 accounts is not allowed.

WASHINGTON STATE. EFFORT CERTIFICATION
SOCIAL SECURITY NO EMPLOYEENAME  LAST FIRST MIDDLE INITIAL g UNIVERSITY REPORT
333 44 5555 GAVANNO, GERARD H. 1174. -1
COLLEGE/DEPARTMENT o] 0 AR
ANIMAL SCIENCES . "EFFORT CONTRIBUTED ERGM NONFEDERAL FUNDS B
ADDRESS 9999 SPONSORED AGREEMENT ACCOUNT NUMBER i) &4
CLARK 116
EFFORT PERIOD - BEGINNING EFFORT PERIOD - ENDING RETURN DATEW
08/16/02 12/31/02 81 /26708
| ___PETURNTO SPONSORED PROGRAMS SERVICES - 240 FRENCH AD. BLOG. - 71P 1025
APPOINTMENT TERMS
o A A o oo . EFFOR
DEPARTMENTAL AOMINISTRATION DIA
INSTRUCTION & DEPARTMENTAL RESEARCH 1DR
ORGANIZED RESEARCH om 60
COSTSHARING R o ] TOTAL COST SHARIRG
EXTENSIONPUBLIC SERVICE EPS ‘ [
OTHER ACTIVITIES O/A
SUBYOTAL 100
0 ONSORED . EFFOR
SECTION G COST SHARE FROM s EFFCRT

a AL - SPORSORED AGHECHENTS .
0Ta R D OR 00%
SECTION € OISTRIBUTION FOR REPORT PERIOD % EARNED
S ACCO 25 [ CEASSIOATION Ll Al -

TOTAL EARNED DISTRIBUTION

09A-4103-0001-0 | EXT/PUB SERVICE 30
09A-4103-0033-0 | EXT/PUB SERVICE

FUND 143 10
10R-4103-0003-0 | ORGANIZED RESEARCH

FUND 143 60

SECTION D IMPORTANT NOTICE

SECTION H

SECTION |

offort ex|
time

ca

St oinsy x _Fowend B, Ganwns

After personal review of this report and having firsthand knowledge of the
certify that the effort reported

CONTINUING EFFORT REPORTS.

EFFORT CERTIFICATION STATEMENT

total
Is a reasonable estimate for the

oue 1110102

Signature of
X

SECTION J

Signature of

(AN ADMINISTRATOR MUST SIGN EITHER SECTION J OR K - SEE REVERSE)

x.

ADMINISTRATIVE REVIEW

Oate

Sgnstumet Anne J. Shepferd oad/17/03




GRANTS AND CONTRACTS BUSINESS POLICIES AND PROCEDURES MANUAL
40.35.14

Revised 3-05

Sponsored Programs Services

335-2058

Completing the Effort Certification Report

Adding a Cost Sharing Account — This faculty member cost-shared a substantial amount of effort to a sponsored
agreement not preprinted in Section E. This effort was supported by the instruction account 06 W-8642-9009. Handwrite
account number in Section E. Indicate whether cost sharing (C/S) is on, off, or both.

WASHINGTON STATE EFFORT CERTIFICATION
SOCIAL SECURITY NO. EMPLOYEE NAME  LAST FIRST MIDDLE INITIAL UNIVERSTTY REPORT
444 55 6666 HARRIDMON, HUGO J. @ "
COLLEGE/DEPARTMENT SECTION E
PHARMACY i
ADDRESS 1 X r
WEGNER 9999 5 >
EFFORT PERIOD - BEGINNING ' EFFORT PERIOD - ENDING "MRETUE.'; DATEW —M” ﬁ &
08/16/02 12/31/02 01720703 oy 1o |
. RETURN TO: SPONSORED PROGRAMS SERVICES - 240 ERENGH AD. BLDG. - 2P 1025
APPQINTMENT TERMS
on A ATIO o . EFFOR
DEPARTMENTAL ADMINISTRATION O/A
INSTRUCTION & DEPARTMENTAL RESEARCH DR
ORGANIZED RESEARCH Om .
cOSTRHARNG = T T w5 ———[[ Toncosreang »
EXTENSIONAPUBLIC SERVICE EPS SECTION F REMARKS
OTHER ACTIVITIES O/A
\.:L WBfUI’M. ¥ i
ON B PONSORED AGR =, EFFOR
12H-2950-0035-0 30
SECTION G COST SHARE FROM % EFFORT
SUSTOTAL - SPONSORED AGREEMENTS 00%-£950-0001-0 L
TOTAL CERTIFIED EFFORT 10026
SECTION C EARNED DISTRIBUTION FOR REPORT PERICD % EARNED
06W-8642-9009-0 INSTRUCTION 70
SUBTOTAL 70
12H-2950-0035-0 SPON AGREEMENT 30
SUBTOTAL 30
TOTAL EARNED DISTRIBUTION 100

SECTION H CONTINUING EFFORT REPORTS

SECTION ! EFFORT CERTIFICATION STATEMENT
After personal review of this report and having firsthand knowledge of the total
x|

effort 1 cortity 1hat the effort reported is s reasonable estimate for the
time Indicated.

SECTION D (MPORTANT NOTICE Signature of
Empioyse (optional) X Date
. owe 110108

SECTION J ADMINISTRATIVE REVIEV/
(AN ADMINISTRATOR MUST SIGN EITHER SECTION J OR K - SEE REVERSE)

Signature of X

Oate
Signature of
X Date




Attachment 1A

Cost Sharing Effort |nquiry Request

The Cost Sharing Effort Inquiry Request (CSEIR) form is a very helpful and necessary tool to the
department and Sponsored Programs Services. Using this form initiates reporting the correct cost
sharing at the beginning of a grant instead of making adjustments later, recertifying to report past
effort, or finding other documentation to cover cost sharing. Many sponsoring agencies now require
reporting of cost share along with invoicing and may reduce payments by the percent of under-
reported cost sharing.

The top section of the form gives account information including the calculated cost sharing
obligation amount. If this form were being sent to you because of an amendment, or such, that
would change the obligation, you would see those changes also.

The center section of the form gives instructions on how to fill out the form and what information
you would put where. If you are using the Remarks section, to inform Sponsored Programs Services,
of other means that will be used besides salaries and benefits to meet the cost sharing obligation
please be sure to follow up with a memo and documentation of the match item(s) and amounts, as
soon as possible, to keep the cost sharing records current.

List specific WSU personnel who would be cost sharing toward the project in the designated section
of the form. Indicate whether they would be contributing ON or OFF campus or, in some cases, cost
sharing may be MIXED.

For an employee to be entered into the Cost Share Participation System and the account to pre-print
on future Effort Certification forms you must submit a CSEIR form. Before submitting the CSEIR to
Sponsored Programs Services you are encouraged to take a copy for your records. This copy can be
used as a template in the future to update records. If you want to add more names or other items you
could copy your template and make the additions/corrections. Send this, along with a note, to
Sponsored Programs Services and we will add the necessary information.

If you have hand written a cost sharing account on an Effort Certification form you must follow up
with a CSEIR form so the employee will be added to the Cost Share Participation System for pre-
printing on future forms.

As with any thing concerning cost sharing and effort certification we are happy to hear from you. If
you have questions and/or concerns please contact Robert Beckmann at 335-7433 or e-mail:
beckmanr@wsu.edu

Rwb/01-05
CSINQREQ

Sponsored Programs Services

Attachment

Page 1 of 1



OFFICE OF THE CONTROLLER
Sponsored Programs Services
PHONE 509-335-2058

Attachment 1B

FUND  |APPR]PROGJBUDGET|PROJECT|TITLE PREPARED BY DATE
145 02 |00a |9999 |9999 |Feline Language Interpretation K. Small 12/23/03
TO: EFFECTIVE DATE
COST SHARING OBLIGATION - THIS REQUEST
B. Cat 12/1/08 $5,934.00
TERMINATION DATE
PREVIOUS COST SHARING OBLIGATION
ADDRESS/ZIP: 6/30/10
9944 CUMULATIVE OBLIGATION TO DATE $5,934.00

PLEASE LIST BELOW SALARIED EMPLOYEE(S) TO BE CONTRIBUTING COST SHARING EFFORT FOR THIS ACCOUNT

NOTE: ADMINISTRATIVE/CLERICAL SALARIES ARE NORMALLY TREATED AS F&A (FACILITIES AND ADMINISTRATIVE) COSTS,
AND GENERALLY ARE NOT ALLOWABLE FOR USE AS COST SHARING.

EFFORT LOCATION
NAME WSU Employee Number ON-CAMPUS OFF-CAMPUS MIXED LOCATIONS

PLEASE USE THIS SECTION TO INFORM SPS IF YOU WILL BE USING MEANS OTHER THAN WSU SALARIED PERSONNELTO MEET YOUR MATCHING OBLIGATION.
EXAMPLES: VOLUNTEER IN-KIND EFFORT, EQUIPMENT USAGE, GOODS & SERVICES, EQUIPMENT, TRAVEL, ETC.

PLEASE RETURN THIS FORM BY 01/15/04 TO Robert Beckmann - ZIP 1025
SPONSORED PROGRAMS SERVICES, 240 FRENCH ADMINISTRATION BLDG, PULLMAN, WA 99164-1025



Attachment 2A

Cost Sharing Documentation Requirements for Manual Entries

1. All SALARY (object 00) and BENEFITS (07) match for WSU employees is entered through the Effort
Certification process. The only exception is when the employee is on sabbatical. See WSU Match (2.¢) for the
process to claim sabbatical effort.

2. WSU Match through Manual Entries — A memo initiates the documentation process needed by Sponsored
Programs Services to place all other match manually into the system. It must come from a person with signature
authority on the account providing the match. All matching cost items must have been incurred during the time
frame of the award. The memo should include the following details, either within the memo or as an attachment
(a print from BALANCES or a budget statement copy with items highlighted are good sources of documentation):

- account where the match is being recorded
- account where the costs were incurred

- match transaction (vendor name)

- dollar amount

- date of transaction

- document number

a. To document TUITION WAIVERS, a memo needs to come from the department providing the waiver with the
dollar amount, dates, name and WSU ID # of person receiving the waiver. Waivers are considered in-kind match.

b. FACILITIES AND ADMINISTRATIVE COSTS (F&A) or overhead, can be added to the match only if it is
allowed and so stated in the award document. Please indicate on the memo if is allowed as part of the match.
Also indicate if the F&A is to be applied at on-campus or off-campus rates.

¢. To document WAGES (Object 01), complete the “Manual Cost Share Data sheet™ Attachment 2B. This
form can then be sent electronically to SPS for completion. Please list all pay periods separately. SPS will
calculate the benefits (object 07) and F&A (object 13), if applicable.

d. To document effort while a WSU employee is on SABBATICAL LEAVE, use the process outlined in (c)
above.

e. To document VOLUNTEER LABOR, the following information is needed: volunteer name, job being
performed, number of hours of donated time, rate at which the amount is being calculated, and the time frame of
the donated labor. Pay rates need to be reasonable or justifiable per the award document or other recognized
source. Volunteers should attest to the hours donated by signing some sort of documentation. This is considered
in-kind match. If a retired WSU employee is providing volunteer labor as match, use their last salary rate to
compute the match amount but do not include benefits or F&A.

f. To document THIRD PARTY match, a cover memo should be prepared from someone with signature authority
on the grant or by the PI. For documentation, a letter is required from the donor which states the dollar amount (or
value for in-kind), the time period during which the match was provided and signed by an authorized individual
from the donor’s business or contracts office.

3. Remember that fund 143 is Federal Appropriations and may not be used as cost share.

4. Match provided by subcontractors along with their invoices will be entered into the system by SPS when approved
invoices are returned to SPS for processing.

01/09 rev.

Page 1 of 1



Attachment 2B

Manual Cost Share Data Sheet

Moving from acct: Moving to:
Time Period From: To:
F&A Rate
EFFECTIVE , "
END DATE* WSU ID Last Name,First Initial Wages (01) BENS (07) F&A (13)
TOTAL 0.00 0.00 0.00
Wages total 0.00
Benefits total 0.00
Associated Facilities & Administration costs 0.00
GRAND TOTAL THIS PAGE 0.00

*Effective end date:

Spring Semester, 5-15-XX
Early Summer, 6-30-XX

10F2

1/12/2009 10:11 AM




Late Summer, 8-15-XX
Fall Semester, 12-31-XX

20F 2 1/12/2009 10:11 AM



Attachment 3

& §: WSU - TN3270 Plus

48] eefey] ¢ m|e| & & F

HNe=D "o WMEREOE

& 1: WSU - TN3270 Plus

A4 ol ¢ see] B S






