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Typical Allowable Direct Costs

Costs that are necessary to the project:

Principal Investigator and

Other Faculty Subcontract Costs

Research Associates and

Assistants/Other personnel EaLieny

Laboratory Project Related
Technicians/Students Materials & Supplies

Associated Fringe Benefits Project Related Travel
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®ECU
The 3-Part Test P

When to Charge an Allowable Expense?

« Once an expense has been determined to be allowable, a 3-part
test determines if and how much of that expense can be charged
to a sponsored project.

Reasonable  Allocable Consistent

« In order for an expense - or a portion of an expense - to be
charged, it must be Reasonable, Allocable, and Consistently
Applied.

To review these principles in more detail, please review BDRA-03
Spending on Sponsored Projects.
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Project Monitoring Roles and Responsibilities A
Principal Investigator

Work with DRA to review
allowable and unallowable
expenses

Communicate and Resolve
issues regarding
subrecipients

Provide project oversight,
funds management and
deliverables

Resolve issues regarding
project progress

Remember: Each Pl may require different types of support from his/her DRA while managing an award. Communication is key!
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[ 4

Project Monitoring Roles and Responsibilities Remenboe
Departmental Research Administrator

9

Assist Pl to identify
inconsistencies and

Review portfolio regularly

monthl
( V) projected funding issues
Provide Pl with financial Execute re-budgets, financial
reports corrections, and personnel

distribution changes as needed

Remember: Communicate to determine expectations!

$$cpInfoCurrentSlides$ of $$cpInfoSlideCount$$.





image10.jpeg
BDRA | Basics of Departmental Rese: stration | Effort | BDRA:

Project Monitoring Roles and Responsibilities Remenboe
Hub Personnel

$ ' Meet reporting deadlines

Assist with management
through Management
Reports, problem solving

Communicate with
Departmental Research
Administrator & FA

Assist with no cost extensions,
progress reporting, and prior
approval requests

Remember: Communicate to determine expectations!
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Basic Concepts
<4——— Pre-Award

Processes Life Cycle of a Sponsored Project

Find Funding /

Closeout Develop
» [ Froject Propusal Throughout the life cycle of a sponsored project, different
GRANT ECU personnel and offices provide support to the faculty
member (PI/PD) and to ECU staff in developing a competitive
LIFE CYCLE proposal, submitting the proposal, setting up the award,
managing the awarded project, and closing the project in

Psr:l;x';l:l accordance with sponsor requirements.

Overview

Manage
Project

Post-Award
Processes
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Develop
Propasal

Basic Concepts:

Life Cycle of a Sponsored Project
Effort

Notice the points in the Life Cycle where effort needs to be
considered:

Develop Proposal
« Do personnel need to be hired to complete the scope of work?
« How much time/effort should these personnel be reasonably
expected to perform in order to complete the project?

Award Setup
« Confirm accuracy of budget (especially compensation/effort)
« Hire personnel and complete EPAFs
« Take note of any cost share requirements
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Basic Concepts:

Life Cycle of a Sponsored Project

Find Funding Effort
Notice the points in the Life Cycle where effort needs to be
Closeout Develop considered:
Project Proposal

Manage Project
« Stay current with effort changes
« Make effort/payroll adjustments on a regular basis

St « Assist with certification of effort forms during effort reporting
Praposal period

GRANT
LIFE CYCLE

Managa
Project

Award
Setup

Closeout Project
« Ensure that effort has been correctly recorded

« Anticipate effort certification requirements which may be weeks or
months in the future





image14.jpeg
BDRA | Basics of Departmental Research Administration | Effort | BDRA-E & E‘ l )

530 - Effort Reporting

Relevant Policies Authority

Sections

Effective Date

|
dcfiona! ieqirer

>

530.1 - Purpose
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Commonly Used Terms

Effort

« Effort can be defined as the time that an employee
spends on an activity, calculated as a percentage of the
time that employee spends on all job duties.

« Effort is NOT based on a 40-hour work week, but on all
time spent on activities for which the employee receives
compensation from ECU.

15hrs/wk Project Work  _ .25 or 25% Effort on
60hr/wk Total Work . Sponsored Projects

Sponsors expect effort to be a reasonable estimate of time spent on
all sponsored and non-sponsored work.
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Commonly Used Terms

Survey Periods

The survey periods represent the time when work is being
done on sponsored projects.

The Survey Periods are:
« August 16 — December 31 (Fall)
« January 1 — May 15 (Spring)
« May 16 — August 15 (Summer)

The effort reporting periods represent a period for
confirming, after-the-fact, that the payroll from these
periods was correct.
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Commonly Used Terms

Effort Reporting Periods

Approximately two weeks after each Survey Period is
complete, an Effort Reporting Period is initiated

During this 6-week period

« The Effort Manager imports payroll from Banner into the
Effort Reporting System (ERS) from the Survey Period

« The ERS uses payroll data to create effort forms for
employees paid from sponsored projects

« The effort forms use the payroll to calculate effort
percentages for each pay source, including all sponsored
project funds and all university funds.
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Commonly Used Terms
Effort Reporting Periods
During this 6-week period

« Pre-reviewers evaluate payroll and percentages in effort
forms to make sure they accurately reflect work done
during the survey period

= If the percentages do not represent the work done,
pre-reviewers adjust pay amounts and percentages so
that the effort form is an accurate representation of the
work that was done

« Certifiers confirm that work done is accurately reflected in
the payroll and effort percentages on the effort form.
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Commonly Used Terms

Cost Share

« Cost sharing is the financial and non-financial support
that ECU contributes to the sponsored project in order
to complete the project’s statement of work.

« If proposed cost sharing is accepted by a sponsor, the
University must document, track and report these costs
in a consistent manner.

« ECU requires that all institutional cost sharing meet the
standard of a trackable transaction in Banner. This
means that an auditor will be able to identify a
transaction in ECU’s Financial System.
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Commonly Used Terms

Payroll Reallocations

There are times when effort projections need to be
adjusted based on actual work done.

« Payroll Redistribution - processed using the Banner-HR
Redistribution Form for time periods outside of the
effort reporting period

« Cost Transfer - processed through ERS once the Effort
Reporting Period has been initiated
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Managing Effort Throughout the Life Cycle of a Project

Closont
[t
GRANT
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N
. GRawr
. LFECYCLE

|

pInfoSlideCount$$





image23.jpeg
Basi

of Departmental Rese:

Adi

stration | Effort |

Effort - Award Setup

v N

El

GRANT
LIFE CYCLE

It is very important that new awards are carefully reviewed, and that
actions by the department are taken to ensure that the project will
be effectively managed.

This is especially true with compensation, which is typically the

largest expenditure on sponsored projects - more than all other
types of expenditures combined.
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Effort - Award Setup

During the PI New Award Meeting:

« Award Brief - Will compensation be charged to this fund?

El

GRANT
” "! LIFE CYCLE

« PI Memorandum - What are the effort requirements for these personnel?
« Notice of Award (NOA) - Are there any cost share requirements?

« eTRACS Budget - understand how the NOA budget maps to the eTRACS
Budget - especially as it relates to compensation and effort

InfoSlideCounts
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E% Carolina

Effort - Award Setup

Award Brief

o - « General Salaries & Fringe

Proposal Benefits
GRANT . i .
LIFE CYCLE Effort Commitments :
=
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Effort - Award Setup No

Cumulative Award Calculations for this Budget Period (U.S. Dollars)

GRANT
LIFE CYCLE

ward
Selup.

Devlon
Praposa

ice of Award - Personnel Costs

8. Authorized Official
McKellan R Miller

Federal Agency Information

9. Awarding Agency Contact Information
Judy Sint
Grant Management Specialist
NATIONAL HEART, LUNG, AND BLOOD
INSTITUTE
sintj@mail.nih.gov
301-480-1307

10. Program Official Contact Information
Diane M. Reid
Health Scientist Administrator
NATIONAL HEART, LUNG, AND BLOOD
INSTITUTE
reidd@nhlbi.nih.gov
301-402-3824

Summary Federal Award Financial Information
13, Budget Period Start Date 04/01/2021 — End Date 03/31/2022

20, Total Amount of Federal Funds Obligated by this Action $606,294
20a. Direct Cost Amount $449,652
20b. Indirect Cost Amount $156,602

21. Authorized Carryover $0

22, Offset $0

23. Total Amount of Federal Funds Obligated this budget period $606,294

24, Total Approved Cost Sharing or Matching, where applicable 0

25. Total Federal and Non-Federal Approved this Budget Perlod $606,204

26. Project Period Start Date 04/01/2021 - End Date 03/31/2025

27. Total Amount of the Federal Award including Approved Cost $606,294

Sharing or Matching this Project Period

28, Authorized Treatment of Program Income
Additional Costs

29. Grants Management Officer - Signature
Nina Hall

30. Remarks

‘Acceptance of this award, including the “Terms
requested trom the grant payment system.

progress of the project

and Conditions,” is acknowledged by the recipient when funds are drawn down o otherwise
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Effort - Award Setup

€TRACS Budget:

ration | Effort | BDRA:

« The eTRACS budget should have a detailed personnel schedule - which shows all the
names of the project personnel, their effort commitments, and compensation levels.

ﬁ‘,i;fn‘s“;', « During project launch, you will want to confirm that this list is accurate and the salary
figures are still correct.

GRANT
LIFE CYCLE

« Be alert to any line with a “To Be Named” tag and be prepared to either identify existing
personnel to fill that role or to initiate a personnel search.

person Manths

Fersonnel PersomneiType | Role | Gal | Acsd | Sum o salary | Fringe | Towl
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Effort - Award Setup
Personnel Actions (EPAF)

Creating payroll charges, for future payrolls, is accomplish by routing an Electronic Personnel
T——-« Action Form (EPAF). EPAFs are originated using the Banner HR module.
)
ﬂﬁj
 GRANT

L”‘  uFEGYCLE

If needed, EPAF training can be found in Cornerstone
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Effort - Award Setup

Something to consider: Faculty Full-Time Equivalent (FTE)

X_? « Because effort represents all work done for ECU, faculty members cannot overcommit
£t their time to sponsored project work.
y .%W

L f’ GRANT « 9-month faculty time is generally assigned according to teaching, research, and

VN LIFE CYCLE service/administrative responsibilities. Sponsors recognize that university faculty are not

hourly employees, and that assigning percentages of effort are not precise.

« ECU has adopted a simplified method of calculating effort based on teaching load.
Although teaching assignments may vary, ECU uses four classes per semester as the
maximum teaching load and calculates effort based on this method.
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Effort - Award Setup

Something to consider: Faculty Full-Time Equivalent (FTE)

« The 4-parts per semester system can help calculate how much time and effort

ﬁ'; a faculty member has to contribute to sponsored projects, without being
é‘-% considered “overcommitted” by a sponsoring agency.
[ N
- f’ GRANT = Faculty Teaching Load of 1 Class = 25% FTE. That would leave
A LIFE CYCLE 75% effort that could be contributed toward sponsored project

work during the academic year.

= Faculty Teaching Load of 3 Classes = 75% FTE. That would leave
25% effort that could be contributed toward sponsored project work
during the academic year.
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Effort - Award Setup

Something to consider: Summer Salary

Many grants allow faculty to work on projects outside of academic year.
)
f'mj « 9-month employees can earn additional summer pay
i .‘!h’ GRANT « For any combination for summer appointment, FTE may not exceed 1.0
s
LIFE GYCLE « Summer Pay cannot exceed one month's additional pay in any given month
« Summer pay may not exceed 133% of Institutional Base Salary (IBS)

= Cannot exceed 33% of IBS during Summer Term

« Summer salary requests must be completed May 16 through August 15

T
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Effort - Award Setup

Something to consider: Summer Salary

v q Some sponsors/awards have more restrictive requirements or caps on summer pay
ﬁ[@ than what is described here. The most restrictive policy will apply to each situation.
/ Contact ORA representative for additional information or requests related to
GRANT

grant-specific salary restricitions.

=
L”‘  uFEGYCLE

Excellent how-to training for Summer Salary Calculations is provided by ORA on an
_ annual basis - 2022 recording will be provided at go.ecu.edu/BDRA
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Effort - Project Management

GRANT
LIFE CYCLE

Manage
Project
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Effort - Project Management

Sponsored Projects: Compensation

> \ « Personnel costs - salary and benefits - are generally the largest budget item on
niﬁwﬁ sponsored projects, so they are an important focus area during reconciliation.
- Propusal

« Personnel are paid from the sponsored projects listed on submitted EPAFs - with each
project being charged a portion of the salary according to how much time will be
devoted to project. This planned portion is often called an effort commitment or effort
percentage.

GRANT
LIFE CYCLE

« During reconciliation, you must review the payroll in the prior month to ensure that
personnel were in fact working on the projects to which their compensation was
charged.

Refer to BDRA Manage Project Part I for more details regarding monthly reconciliation
of sponsored projects.
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PI Portal: T e e

Personnel e ————

Information on personnel charges

The top portions project spending in future
months based on past months. ==

These projections are depicted as a chart and as a
table.

Actual data from previous months is depicted on
page 2 of this tab.

Prior Month
“Actuals” Data
Tables Found on
Page 2

—
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PI Portal: e e e e
Personnel — G 0[O0 o & e

Information on actual personnel
expenditures.

This screen is reached by moving to page 2 of the
Personnel tab - by clicking on the pagination
arrows near the top of the screen.

Personnel currently paid on the project.

Anticipated payrolls for current personnel.

Past expenditures by month - click on the month
table to expose the detail.





image38.jpeg
Basics of Departmental Rese: Administration | Effort | BDRA-E

Effort - Project Management

Key: Consistent, timely reconciliation

> N « EPAFs created in a timely manner

GRANT e « Monthly reconciliation completed for compensation on sponsored projects
LIFE CYCLE

= Banner-HR Payroll Redistributions completed if effort changes
= Update EPAFs to reflect the updated effort percentages

After-the-fact payroll redistribution done in a timely manner (within 90 days)
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Effort - Project Management

Effort Reconciliation/Remediation

- When created during Award Setup, EPAFs establish how personnel will be paid based on
N anticipated effort.
- Dewlop.
~ Froposl
GRANT - It is common for personnel to spend different amounts of time on projects than was
LIFE CYCLE intended. A new EPAF will change future payroll allocations, but prior payrolls must be
adjusted to match how personnel actually spent their time.

When the reconciliation process determines that the work actually performed differs from
the way it was paid, a payroll redistribution is needed to correct the charges.
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Effort - Project Management

Effort Reconciliation/Remediation

Payroll redistributions are done monthly as part of reconciliation. They are processed via a

spreadsheet mailed to the ERS Help Desk.
- EASTCAROUNAUNIVERSITY

BANNER HR PAYROLL REDISTRIBUTION ENTRY FORM

: Gormel i [ s | | gy g || VERSON E
GRANT b S [ et | e | vasaanon | O s
LIFE CYCLE =
e
i e __
o e i ) "o k] oot s . 1

Avart
Selup

Find this form here:
https://financialservices.ecu.edu/
systems-coordination-helpful-forms/
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Effort - Project Management

Effort Reconciliation/Remediation

When payroll and effort changes are discovered during an effort reporting period, the

» changes will need to be made in the Effort Reporting System (ERS) using a process called a
GRANT e Cost Transfer.

LIFE CYCLE

This process will be covered in more detail later in the presentation.
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Effort - Project Management

Navigating ERS - use ORA website or shortcut go.ecu.edu/ers

- Doy
Pl

GRANT
LIFE CYCLE
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Effort - Project Management

Navigating ERS
$ECU

Do
- Proposal

GRANT
LIFE CYCLE

Announcements

ERS Troubleshooting Tips @ Use PirateID, not ECU @ Use ECU Single o If off campus, you
email address Sign-On passphrase must use VPN
connection to access
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Effort - Project Management
ERS - Instructional Walk Through Presentations

PRE-REVIEW SCREEN

Closeut
Projoct Pre Review

Empoye 05
Onison: 6

GRANT
LIFE CYCLE

e e Corpite
e i S ne

Avart
Selup

¥ *NO CHANGESTO FORM?*
¥ CLICK PROCEED
¥ AN EMAILIS AUTOMATICALLY SENT

e . o ermier

Website: go.ecu.edu/ershelp
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Effort - Project Management

Reallocating Pay based on Effort: Cost Transfer

N « Cost Transfers are Payroll Reallocations that are done while the Effort Reporting

- Period is open. Cost Transfers must be completed in ERS.

e E

% ﬁm « Once effort is determined to be different than what has been paid, as seen in Banner
GRANT - or on an effort form, payroll and effort needs to be adjusted based on the actual work

LIFE CYCLE done.

« Cost transfers should only be done if that is the time that payroll/effort discrepencies
were discovered.

« Walk through instructions regarding completing Cost Transfers in ERS can be found
using the link go.ecu.edu/ershelp.
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Effort - Closeout Project

GRANT
LIFE CYCLE
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Effort - Project Closeout

90 Days Prior to Closeout

« 90 Days to Close Report
« Review effort commitments and check certified effort
= Reconcile - make corrections if needed

GRANT
LIFE CYCLE

30 Days Prior to Closeout

« Prepare & submit EPAFs
iy = Move personnel off of grant funds
= Do it ahead for future payrolls to avoid payroll redistribution
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Effort - Project Closeout

-3

LIFE CYCLE

Prepare for Effort Certification

Frequently, closeout occurs weeks or months before the effort reporting period begins.
Research administrators will want to prepare for personnel changes during this time,
considering future effort certification.

r

When students and other staff stop working on the the project or leave the university,
departmental or hub administrators will want to think about preparing PIs or supervisors to
certify the effort forms for staff who no longer work for ECU.

Avard
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Additional Resources

ks and resources described in this presentation are listed on the
session resource page at the BDRA website. You can access them at any
time without having to review this presentation.

Visit the BDRA site - go.ECU.edu/BDRA

Additional topics relevant to managing effort in sponsored projects are
covered in the Manage Project modules and in BDRA-03 Spending on
Sponsored Projects.

Feel free to review these sessions if you need more information on
topics that are covered in this presentation.

slide $$cpInfoCurrentsiide$$ of $$cpInfoslideCount$$




image50.jpeg
Basics of Departmental Research Administration | Effort | BDRA-E

Thank you for watching this session!
Find additional information at go.ecu.edu/bdra.

Be sure to take the Cornerstone quiz
to complete this training course.
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Basics for Departmental Research Administrator

This presentation will pause after key concepts are presented - simply click the play button to continue.
To assist you with this class, please refer to the following resources:

« Handout version of the slides
« Website listing the links contained within this presentation

A course evaluation will be offered at the conclusion of this class - we would appreciate your feedback!
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By successfully completing this class, you will be able to:

« Understand the basic concepts of effort reporting
« Understand federal guidance and university effort policies

« Understand the fundamentals of personnel charging

« Learn best practices of monthly effort management
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Recap

Review of Concepts from Previous Sessions

@

« Principles of Spending on Sponsored Projects ge EVV\bQY'l
« Research Administration Roles and Responsibilities

« The Life Cycle of a Sponsored Project
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Spending On Sponsored Projects

Originating, managing, and reconciling financial transactions on sponsored projects is generally handled
by departmental research administrators.

Investigators, chairs, and deans rely upon the expertise and professionalism of Departmental Research
Administrators and Hub personnel to ensure the performance and compliance of sponsored projects.

Since effort is one of the primary budgetary items on a sponsored project, reviewing the basics of
spending will be important in managing effort.





