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POLICY STATEMENT

Merrimack College (the “College”) is committed to ensuring accurate documentation of Effort (as
defined below) expended on externally funded activities in compliance with federal regulations,
particularly OMB Uniform Guidance 2 CER 200 430.

PURPOSE

This Effort and Salary Confirmation Policy (the “Policy”) establishes guidelines for tracking and
certifying Effort expended on sponsored projects to maintain compliance with federal and
institutional requirements.

DEFINITIONS

College Personnel. Employees of Merrimack College including full and part-time
employees (faculty and staff, including hourly employees) and paid student workers,
excluding independent contractors.

Effort: The proportion of an individual's total institutional activities dedicated to a specific
task, expressed as a percentage of their total work, regardless of the number of hours
worked. It includes time spent on Sponsored Projects where salary is either directly
charged to the sponsor or cost-shared (contributed Effort not reimbursed by the sponsor).
Academic Year: For Effort reporting purposes, an Academic Year is the period of a faculty
member’'s appointment.

Institutional Base Salary (IBS): Compensation paid by the College for an employee’s
administrative, research, academic responsibilities as defined by the IBS Policy.
Committed Effort: Time pledged to a Sponsored Project in a proposal or award.
Certification: The formal attestation that the salaries charged to an award are reasonable
and reflect the actual work performed.

Proxy: Authorized delegation of Certification responsibilities on a specific sponsored
project to another individual (other than the PI) for the project effort certifications used only
in certain situations and must be pre-approved by the Office of Research and Sponsored
Programs (ORSP).
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¢ Principal Investigator (Pl}: The lead researcher responsible for directing and overseeing a
research project or grant. The Pl is accountable for the intellectual, financial, and
administrative aspects of the project, and ensures it is conducted ethically and complies
with regulations.

» Sponsored Projects: Externally funded grants, contracts and cooperative agreements.

SCOPE
This Policy applies to all College Personnel who receive compensation in whole or in part from
Sponsored Projects (grants, contracts, cooperative agreements) including: Faculty, Postdoctoral
researchers, professional research staff and paid graduate and undergraduate research
assistants. It does not apply to independent contractors.

PROCEDURES

Documentation

The College employs an “after-the-fact” activity reporting system, where time and Effort reports
reflect the individual's actual Effort charged to an award. The employee’s time must be
documented in writing. Verbal confirmation alone is insufficient.

Acceptable Forms of Documentation
e [Effort and Salary Confirmation Report Form (see Exhibit #1): Must accurately reflect actual
time (% Effort) spent by the employee on both sponsored and non-sponsored activities

(e.g., instruction, mentorship, service).

e Timesheets (e.g. students research assistants), payroll reports.
® Project logs, calendars, email approval or other documentation that supports the Effort
distribution.
Authorized signers

¢ The individual whose Effort is being certified — Typically, faculty, researchers, or
staff whose salary is charged to a Sponsored Project.

e A responsible official with direct knowledge of the work performed. If the individual
cannot certify, a proxy signer, co-Principal Investigator (co-Pl}), administrator, or
assigned designee with sufficient first-hand knowledge of the individual's Effort, may
certify on their behalf.

The Pl must ensure that their own reported Effort and the Effort of all other personnel directly
charged or otherwise committed to the project are accurate and reflect the work performed on the
project at the end of each reporting period, including fall and spring semesters and summer
sessions.

if the percentage of Effort expended in a certain Effort reporting period is less than the percentage
of salary charged to the Sponsored Project during the period, the salary charges on the
Sponsored Project must be reduced to reflect actual Effort.

Reporting Effort

The College expects reasonable estimates io be made when comparing salary charges to actual
Effort. In addition to reconciling actual Effort to salary, actual Effort should equal the Effort
commitment, within a reasonable variance - typically less than five percent (5%). If the actual
Effort is reduced by more than twenty-five percent (25%) of the Committed Effort, prior written
approval from the sponsor must be obtained by the Pl and provided to the Grants Accountant.

It is the College’s policy io complete time and Effort reports for all grants (federal, private and
sub-awards). Acceptable forms of documentation as defined above, must be submitted to ORSP
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by the 10th day of the month following the end of the reporting period, ensuring compliance with
sponsor and institutional deadlines.

Committed Effort

When an award is accepted, the Pl is committed to providing the level of Effort specified in the
proposal, subsequent budget modification or resulting award notification, over the award period,
unless sponsor policies permit otherwise. It is expected that the proposed Effort committed in a
grant application will be provided to the project even when the amount approved in the notice of
grant award is less than the amount requested, unless the sponsor has agreed to a reduction in
Effort. In such cases the unfunded Committed Effort must be treated as voluntary cost sharing
and tracked in a separate account.

An Effort commitment is typically expressed as a percentage of an individual's time or in “person
months” (specifically, the number of months of Effort to be expended on the award). For example,
a faculty member with a 9-month appointment devoting half of their time to a sponsored project
would be devoting fifty percent (50%) or 4.5 person months.

Use this link to convert percent Effort into person months: Interactive Conversion Table

When the proposal is funded and the award is accepted by the College, then that Effort
commitment becomes a requirement of the award. Prior approval is required from federal
sponsors when Pls disengage from their projects for three (3) or more months, or do not expect to
meet their Effort commitment within a twenty-five percent (25%}) variance or more. For example,
someone with an Effort commitment of twenty percent (20%) would require prior approvat from the
federal sponsor to reduce their Effort to fifteen percent (15%) or lower.

Temporary changes of less than five percent (5%) of assigned Effort during a period are generally
considered immaterial (except that the one percent (1%) minimum Effort for Pls on federal grants
must be met) and it is not necessary to report them on Effort reporting documentation. However,
changes from assigned Effort of five percent (5%) or more that are expected to continue or occur
regularly must be reflected in the corresponding time and Effort report.

Maximum Effort

Faculty Effort assigned to sponsored projects should rarely total more than ninety-five percent
(95%). The sum of the Committed Effort on active projects plus the anticipated Committed Effort
on proposed projects and the Effort devoted to non-research activities may exceed one hundred
percent (100%) for a given period. However, to the extent that proposed projects are ultimately
awarded, the Effort on one or more activities must be reduced to ensure that combined Effort
does not exceed one hundred percent {100%) for the period. The sponsor of an affected project
will normally require notification if the Effort reduction is significant (twenty-five percent (25%) or
greater reduction in time).

Certifying Effort

The Pl and any other faculty member whose salary is charged fo a Sponsored Program are
required to certify their individual Effort report. The Pi must also ceriify that the Effort reported by
non-faculty personnel (any project-related staff charging time to the grant) directly charged to
projects is accurate and reflects the Effort contributed during the reporting period. Effort is certified
at the College three (3) times a year coinciding with the end of the Fall and Spring semesters and
the conclusion of all Summer sessions.

Calculating Effort



Effort Reports should reflect the percentage of time each employee spent on sSponsored
Programs compared to their total time. While Effort reporting is not based on a 40-hour work
week, the number of hours implicit in an individual's one hundred percent {100%) Effort must be
reasonable and able to be supported by documentation. Effort is expressed in percentages on
the Effort and Salary Confirmation Report Form and must total one hundred percent (100%) (it
cannot be mare than or less than one hundred percent (100%)). Voluntary un-Committed Effort
should not be tracked or certified. Effort and Salary Confirmation reports are subject to audit.

Example: Effort is expressed as a percentage based on the distribution of salary sources
supporting the employee's College work activities. If the employee worked twenty (20) hours in
one week on a Sponsored Project and forty (40) hours in the same week on a non-Sponsored
Project, then the employee’s time and Effort report should show:

Effort devoted to the Sponsored Project = 25% (10 hours / 40 total-Effort hours)
Effort devoted to the non-Sponsored Project = 75% (30 hours / 40 total-Effort hours)
Total Effort = 100%

Summer Effort for Faculty with 9-Month Appointments

Faculty with nine-month appointments may commit Effort to Sponsored Projects during the
summer months. Compensation for summer Effort is based on the Institutional Base Salary
(IBS) Policy and is calculated at a rate not exceeding 1/9th of the IBS per month.

Summer Effort on externally funded projects is limited to 2.75 months, rather than the full three
months, to ensure compliance with institutional and sponsor policies.

Extra-Service Pay

Under the OMB Uniform Guidance, charges for Effort expended by faculty beyond the level
defined by the IBS, may be allowable with the prior approval of the sponsor. Cross-school
consultation, teaching outside normal schedules, and other forms of short-term and irregular
assignments for which additional compensation is provided would fall into this category. However,
such charges must be recorded and supported according to the College’s standard for
documentation of regular College compensated activities and charged at rates commensurate
with the individual’s MCBS.

Effort and Academic Year Limits

Faculty members can allocate up to ninety-five percent (95%) of their time and Effort to externally
Sponsored Projects during the Academic Year. This ninety-five (95%) is based on the standard
course load assigned to the faculty member. Note that the National Science Foundation (NSF)
applies a Two-Month Rule to senior personnel on NSF-funded projects and limits their
compensation from NSF-sponsored projects to two months of salary per year (across all NSF
awards), unless explicitly approved by the NSF.

Paid Student Effort

Paid student workers and hourly employees who work on a sponsored project do not need to
complete an Effort and Salary Confirmation Report Form. The College requires that students
complete a timesheet to get paid for their work, so the documentation already exists for students.

Certification of Effort Report

The Pl is responsibie for reviewing and verifying all Effort reports for their sponsored project(s)
using suitable means of verification, such as timesheets, project records, or other documentation
confirming that the reported Effort aligns with actual work performed. The Pl's Certification that the
Effort reasonably corresponds to the activities conducted under the sponsored project.
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Effort Certification is based on a reasonable approximation rather than exact hours. A variance of
up to five percent (5%) is generally considered reasonable, provided that institutional and sponsor
policies allow such flexibility. For example, if a report states twenty-five percent (25%) Effort,
actual Effort may range between twenty percent (20%) and thirty percent (30%) and still be
deemed reasonable for Certification. [f payroll percentages are within this reasonable range, the
report may be certified without modifications. However, if a significant discrepancy exists,
corrections should be made through an Effort adjustment process.

Cost Sharing

Cost sharing refers to the portion of total project costs not covered by the sponsor but instead
provided by the College. This includes Committed Effort that is not directly reimbursed by the
sponsor but must still be documented and tracked for compliance.

Enforcement
The federal government can impose severe penalties and funding disallowances due to missing,
inaccurate, incomplete, or untimely Effort reporting.

Repeated failure to submit accurate and timely Effort reports may result in the following
enforcement actions:

o Restriction on future grant applications

Financial penalties for disallowed costs

e Reporting of non-compliance to federal sponsoring agency (i.e. NIH, NSF) by the Vice
President of Research or their designee, in coordination with the Office of the General
Counsel.

New grant proposal submissions will only be permitted if the Pl's time and Effort reports are
current.

At the administration's discretion, payment for Effort expended on the grant may be withheld if
time and Effort reporis are incomplete.

Data Security and Retention

¢ Effort reports will be retained in ORSP in accordance with 2 CFR 200.334.

e Certain federal agencies (e.g., the National Institutes of Health (NIH), the Department of
Defense (DOD)) may require longer retention periods, and records must be kept
accordingly.

ROLES & RESPONSIBILITIES
Principal Investigators (PIs)
e Certify accuracy of Effort reports.
e Understand their own as well as their staff members' {(non-faculty personnel) levels of
Effort committed, charged and reported on all applicable award.
e Ensure personnel complete reports timely.
¢ Obtain sponsor approval for significant Effort changes (>25%).
e Maintain supporting documentation (e.g., project logs, timesheets).

Office of Sponsored Projects (ORSP)

e Provide training and compliance guidance.



Monitor Effort commitments, salary charges, and cost sharing on ali applicable awards
Review salary charges with Pl/faculty member

Post or submit any salary distribution updates and/or corrections in a timely manner.
Review and audit Effort reports.

Maintain records per institutional and federal policies.

Assist in resolving reporting issues.

Payrol
e Processes payroll adjustments when received by ORSP.

VIl. RELATED POLICIES! FORMS

Institutional Base Salary

Cost Sharing

Cost Transfers

Effort and Salary Confirmation Report Form




VIIL.

EFFECTIVE DATE

This policy is effective June 1, 2025.

Approved;

Christppher E. Hopgy, Ph.D.

Presidant
Date Ap “June g , 2025

Date Approved: June , 2025



Exhibit #1, Effort and Salary Confirmation Report Form

MERRIMACK COLLEGE
" Effort and Salary Confirmation Report

Faculty/Staft Title:
. Oeparimeat
Year Sept - Dec Jan - May June - August
_Grant Period Term FaH Spring Summer
Compiete he right-nand column and sign af the battorn. e in Finance within 45 days of the END of each samester.
Cenenitied Actual Effort for
Grant Activities {12-ooo scoountz) (A} Accourt % Salary Term
, Project Mame/Ap=ncy
%
0%
0%
Actual EXfort for
Coflege Activities {Department accounts) B} Account Effort %* Salary Term
[nstruclion 0%
Administration 0%
Bepariment Research 15
Other: 0%
G § - O
A}+[B)
Wusi ageesl 100%
1 certiy fhad | Bave Fral-hand keowledkps of 10056 of the attual effort during Bhe paric above and Fist this repor represaniy 8 resonstve epfimale of that effort.
‘Responsibie Official Date

1 certify fhat the dishitufons of safary refleclod bn this report nepiresent a ressonabie extimate of he achial work parfmed during the period covesed by s mport.

Principal invesiigator Date

NOTES: * Based on grant contract




