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I. Effort Reporting
• The federal government requires an effort report 

when an individual is compensated from a federally 
sponsored project or a federal flow-through project. 
In addition, cost share labor in support of a 
federally sponsored project must also be certified 
on effort reports.

• All faculty who serve as investigators on sponsored 
agreements are personally responsible for certifying 
all reports of which they have first hand knowledge 
of the amount of effort that they and their employees 
spent on sponsored activities. 



What is Effort?
 Effort is defined as the amount of time spent on a 

particular activity, on which salary is directly charged to a 
federal sponsored project or a federal flow-through project.

 Effort reporting is the mandated method of certifying to the 
granting agencies that the effort charged to each award 
has actually been completed.

 Confirmation of “after-the-fact” effort which was expended 
on federally funded projects.



Effort reporting is required and is 
designed to substantiate effort spent 
for employees paid directly from a 
federal or federal-flow-through award.

Why do we Report Effort?



Non-Compliance Risk

 Large financial penalties can be levied against the institution 
by a federal agency.

 Withholding or suspension of federal research funding.

 Erosion in sponsor confidence leading to reduced federal 
funding.

 Audit disallowances (As in returning money back to 
sponsoring agency for charges already incurred by UCSB)



Disallowances can result if…
 Certifier does not have first-hand knowledge of 

employee’s time.

 Effort does not reflect all activities performed by the 
employee.

 The effort levels do not appear to be reasonable in 
comparison to the responsibilities of the individual.

 Effort report is falsified.



UC Policy
 All effort must be certified within 120 days of the end of 

the reporting period.  UCSB has three 4 month periods as 
well as a Summer Academic period.  
 June – September (non – academic) & June – September (Academic –

PI Summer Salary)
 October – January
 February – May 

 Effort reporting system access and guidance:
 http://www.bfs.ucsb.edu/extramural-funds/effort-

reporting

http://www.bfs.ucsb.edu/extramural-funds/effort-reporting


Effort Reporting System

 UCSB Effort reporting point of contact: 
Jessica.fewell@bfs.ucsb.edu

 Available 24/7 through web-based interface.

 Roles:
 DSA
 Coordinator
 Certifier
 Viewer access

mailto:Jessica.fewell@bfs.ucsb.edu


Effort Reporting System
 Eliminates risk of document lost and misrouting.

 Maintains historical information, system becomes
official record.

 System interacts with UCPath.

 Required to report certification rates to Office of the 
President.

 Most recent reporting period compliance was 99%! 
(Before conversion to UCPath)



CERTIFY EFFORT REPORTClick here

Effort Report - Example



Effort Report Example with Cost Share



ERS Reporting Periods
 Period 1

 June-September 
Period 2 (Academic only)

June-September (Summer pay only)
Run Date – mid-November 
Effort Reports due end of January

 Period 3
 October-January
Run Date – mid-March 
Effort Reports due end of May

 Period 4
 February-May
Run Date – mid-July 
Effort Reports due end of September



Effort Reporting Resources
 http://www.bfs.ucsb.edu/extramural-

funds/effort-reporting
 Effort Reporting (ERS)

Manuals
Job aids
Training for the PI
Adding cost-share to effort reports

http://www.bfs.ucsb.edu/extramural-funds/effort-reporting


II.  Project Contribution (often called Cost Sharing)

Project Contribution is resources that are 
contributed to a sponsored project over and above 
the support provided by the Extramural sponsor 
of the project.  This means that the project 
sponsor does not fully reimburse the institution 
for all allowable costs associated with the specific 
project.



Mandatory versus Voluntary Committed 
Cost Share

 Mandatory cost sharing is required by a sponsor 
as a condition of obtaining an award.

 Voluntary Committed cost sharing represent 
resources offered by the PI – but is not a specific 
sponsor requirement. This is discouraged by 
Uniform Guidance.

 During the proposal process departments need to 
identify the funding source that will cover the 
cost share costs.



Project Contribution Reports
 Project Contribution Reports (used to 

report Proj. Cont.) are mailed by EMF to 
departments annually to track project 
contribution data.

 Departments are the office of record for 
tracking and reporting project contributions 
and maintaining proper documentation.



Types of Project Contribution
 UC Cash (formerly University Participation)

university resources committed to the project 
– example: cash contribution.

 UC In-Kind (formerly Cost Sharing) - university 
resources available to the project 
– example: P I’s academic year time commitment.

 Third Party Contribution (formerly Matching)  –
external funds committed to a project 
– example: equipment provided by an industry partner.



Procedure to Arrange Cost Share
 Arranged at the time the proposal is prepared and submitted to the 

Agency.
 See Office of Research Website for “Project Contribution Guidance”.

 https://www.research.ucsb.edu/spo/proposal-prep/project-
contributions

 When the commitment is made the funding source that will 
cover the cost share needs to be identified. 

 Completing Project Contribution Report Form Training for depts:
 https://www.bfs.ucsb.edu/sites/www.bfs.ucsb.edu/files/docs/con

troller/Mini%20Tune%20up%20Project%20Contribution%20F
orms%20Final%20Presentation.pdf

https://www.research.ucsb.edu/spo/proposal-prep/project-contributions
https://www.bfs.ucsb.edu/sites/www.bfs.ucsb.edu/files/docs/controller/Mini%20Tune%20up%20Project%20Contribution%20Forms%20Final%20Presentation.pdf


Where Do you Find Cost Share 
Recorded?



Award Letter



Project Contribution Report



Project Contribution Report



III.  Awards Close Process

 Electronic Closing Notices
 Award Close Out Process
 Closing Checklist



 Advance Notice - Two ledger cycles (2 months) prior 
to the end date.

 First Notice - Subsequent to the end date.
 Second Notice - One ledger cycle  (1 month) 

subsequent to the end date.
 Third Notice - Three ledger cycles which is about 90+ 

days after the end date of the award.  Notices continue 
until the close memo is received.

 A close memo, no cost extension, or additional 
funding will stop the electronic notifications.

Electronic Closing Notices to Principal Investigators



Award Close Process
 “Award Close Process” EMF  website

 http://www.bfs.ucsb.edu/extramural-funds/awards/closeout-
process

“Award Close Training” EMF  website
 https://www.bfs.ucsb.edu/sites/www.bfs.ucsb.edu/files/docs/c

ontroller/Mini%20Tune%20up_EMF%20Award%20Closin
g%20Process.pdf

 Close Memo:  The Close memo must be signed by the 
principal investigator and submitted two weeks prior to 
the deadline required to submit the final financial report 
(e.g. if the award end date is 3/31/21, the close memo 
should be submitted to EMF not later than 6/15/21 
(assume a 90 day close).

http://www.bfs.ucsb.edu/extramural-funds/awards/closeout-process
https://www.bfs.ucsb.edu/sites/www.bfs.ucsb.edu/files/docs/controller/Mini%20Tune%20up_EMF%20Award%20Closing%20Process.pdf


Close Memo – Certification Clause
 The principal investigator must sign a certification clause 

certifying that all costs are appropriate and allowable.  
Extramural Funds (EMF) has created a standard “Close Memo” 
template that can be found at:

https://drive.google.com/file/d/1ULLTLud1mUNb_w7KFita_iZfSJuue6gX/view

Departments can create their own close memo with the following 
certification included:

 “I have reviewed the grant/contract and certify all 
expenditures are appropriate and allowable”

Close memos will only be accepted if the certification clause 
contains the exact wording as provided above.





Link to Typically F&A, Requires PI 
Justification, and Unallowable Object Codes

https://drive.google.com/file/d/18WFBPcQX3-
GxG644x7YpDvax071PJvZ4/view

 Newest Close Memo has the following link
for these Object Codes

Link to These Object codes:
https://www.bfs.ucsb.edu/extramural-
funds/awards/object-codes-review

https://drive.google.com/file/d/18WFBPcQX3-GxG644x7YpDvax071PJvZ4/view
https://www.bfs.ucsb.edu/extramural-funds/awards/object-codes-review


New Departmental Data Warehouse Reports 
to run while preparing your Close Memo

 For DW EZ Access Users:



New Departmental Data Warehouse Reports 
to run while preparing your Close Memo

 For DW Hyperion Users:









Award Close Process 
 Overdrafts: Copies of cost transfers must be attached for all 

contracts and grant overdrafts (costs exceed the budget).

 Outstanding Charges:  Departments must indicate outstanding 
charges to be included in the close memo.  All outstanding 
charges on the close memo must have supporting documentation 
attached.  Supporting documentation may include: vouchers, 
invoices payroll, non-payroll transfers, and financial journals.

 F & A Costs: F & A costs can only be charged as a direct expense 
to a sponsored project when there is an unusual or unique 
circumstance, and the amount of the charge is significant.  Most F 
& A charges are covered by campus overhead allocation and 
should therefore not be charged to a sponsored project.  A written 
and signed justification from the principal investigator must be 
included with the close memo if F & A costs are to be charged to 
a sponsored project. General statements do not satisfy this
requirement.



NO F&A Charged directly to an Award!



NO F&A Charged directly to an Award!



NO F&A Charged directly to an Award!



Object Codes that Require PI Justification!



Unallowable Object Codes



Award Close Process
 Project Contribution:  Departments must submit a Project Contribution Report with 

the close memo, if the project contribution has not been reported.
 Completing Project Contribution Report Form Training for depts:

 https://www.bfs.ucsb.edu/sites/www.bfs.ucsb.edu/files/docs/controller/Mini%20Tune
%20up%20Project%20Contribution%20Forms%20Final%20Presentation.pdf

 No Cost Extensions/Additional Funds: EMF must be notified when No 
Cost Extensions, Supplemental Funds or Continuations funds have been 
requested or expected.  The closeout process for the award will be placed on 
hold until the synopsis from Office of Research is received indicating 
changes or additions. However, the principal investigator will continue to 
receive email closing notifications until the synopsis is received from the 
Office of Research.

 Financial Report:  will be submitted late if the No Cost Extension or 
Additional Funding is not approved within the required agency 
closeout deadline.  This may create a financial liability to the 
department.

https://www.bfs.ucsb.edu/sites/www.bfs.ucsb.edu/files/docs/controller/Mini%20Tune%20up%20Project%20Contribution%20Forms%20Final%20Presentation.pdf


Award Close Process
 Awards must be closed within 90 days of the end date of 

the award.
 Exceptions to the 90 day Deadline:

 Non-federal Awards – Close 60 days from the end date.
 Federal-flow Through Awards – Close 30 days from the 

end date.
 Intercampus Awards – Close 60 days from the end date 

unless the Multi-campus Agreement (MCA) indicates 
30 days.
 Other: Awards may specify a different close period (e.g. 

award closeout required with 45 days of end date)

 Revised Award Close:  The Department will be required 
to request written approval from the agency to submit a 
revised financial report or invoice that would include 
additional costs.



Closing Checklist:
Department Checklist (review 

the ‘summary by object 
code’ for:

 Unallowable Charges –
Run DW Report! 

 Liens
 Expense Adjustments
 Outstanding Expenses
 F&A vs Direct Charges
 F&A Reconciliation
Reports Required:
 Project Contribution Rept
 Close Memo

Extramural Fund Accounting:
 Financial Report
 Costs Reasonable
 Cash Reconciliation 
 G/L System Close
 Final Payment

AWARD IS CLOSED WHEN FINAL PAYMENT IS RECEIVED!!
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