
 
 

 
Finance Policy No. 310 TIME AND EFFORT REPORTING POLICY  
 
Issued:  2/15/15 
 
As a condition of receiving funding from the federal government, the College is required to maintain and 
certify the percentage of effort employees devote to federal grants that include employee time in the 
budget or as cost-share. Also, our practice is to observe this requirement for non-federally funded grants. 
To meet the requirement, Champlain College’s effort reporting system is an after-the-fact system 
requiring the completion of a Time and Effort Certification Form.  

1. PURPOSE  

To outline the College’s policies for ensuring compliance with effort reporting.  Adherence to this policy 
is necessary to prevent cost disallowances and penalties by the federal government and other grant 
agencies. The College’s policy is to comply with applicable federal regulations and guidance regarding 
time and effort reporting to ensure good stewardship of the funds provided to the College for grant funded 
projects. 
 
2. SCOPE 
 
This policy applies to all employees of Champlain College who participate in a grant funded project. 
 
3. DEFINITIONS 
 
Effort – the time devoted to a particular activity, expressed as a percentage of the total time spent on 
College activities. 
 
Certification - A signed statement by the employee on a grant funded project that attests that the salaries 
charged to a grant are reasonable in relation to the work performed.    

4. POLICY 

This policy sets forth conditions for the documentation of effort for faculty and professional staff who 
receive compensation, in whole or in part, through a grant, or who have committed personnel costs as part 
of cost sharing obligation on a grant.  
 
Effort certification reporting requires that all time directly associated with a grant be classified 
consistently, regardless of whether the salary is charged to the grant or is cost shared by Champlain 
College.  
 
The effort devoted to a grant should be consistent with the plan that was proposed to the grant sponsoring 
agency and agreed to at the time of the award.  Faculty and staff are expected to commit some level of 
effort (i.e., greater than 0%) on proposals in which they are listed as principal investigator, project 
director, or key personnel. Since these roles assume responsibility for programmatic, administrative, and 
financial management of an award, it is assumed that fulfilling these responsibilities requires time and 
effort. However, there are instances in which certain types of proposals do not require individuals to 
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commit any level of effort. These exceptions may include equipment and instrumentation grants, student 
augmentation grants, and faculty training grants.  
 
Time and Effort certifications must be completed within 60 days of the fiscal year end for any Faculty and 
professional staff who work on a grant. Hourly staff shall complete bi-weekly time sheets to certify their 
effort.  
 
The Time and Effort Certification Form  
 
 Shall reasonably reflect the percentage distribution of time and effort expended by faculty and 

professional staff involved in grant funded projects.  
 
 Shall be completed and signed by each faculty and professional staff working on a grant. Faculty 

and staff must document the time and effort spent on the project regardless of whether the grant 
sponsor pays for the time or the time is cost-shared by the College.  

 
 Shall not be completed for employees who submit time sheets.  

 
 Shall be confirmed by a person having firsthand knowledge of the employee’s activities.  

Confirmation is indicated by a countersignature on the form.  
o If a form documents a faculty or professional staff’s effort and he/she is not the Project 

Director, the form will be countersigned by the Project Director or another individual 
with delegated authority above the person whose effort is being certified.  

o If a form documents a faculty or professional staff’s effort and he/she is the Project 
Director, the form will be countersigned by the Dean of the Division (or immediate 
supervisor in nonacademic unit).  

 
 Shall be completed within 60 days of fiscal year end for Faculty and professional staff and shall 

document the percentage of effort during the period.  
 
 Shall be returned to the Grant Administrator, where it will be kept on file to support future audits. 

 
 
Effective Date:  2/15/15 
 
 
 Finance policies and procedures are updated on an as-needed basis, as such the College reserves the right to alter, amend or suspend the 

terms of this policy at its sole discretion. 
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