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3.6 Institutional Base Salary (IBS) - Annual compensation paid by the University for an employee’s 
appointment for time spent on research, teaching, service or other activities. The Institutional Base 
Salary does not include bonuses, one-time payments or incentive pay.  

 
3.7 Firsthand Knowledge – Direct evidence of work performed which is generally confirmed by a 

supervisor or the employee. 
 

4.0 Additional Information 

4.1 Effort report forms should account for all employee effort compensated by the University. This 
includes effort expended on institution compensated sponsored research, administration, 
instruction, unsponsored scholarly activity, clinical activity, and other activity.  

4.2 Effort reporting and payroll distribution are not the same.  

4.3 All faculty and staff who are involved in allocating salaries and wages to sponsored projects, 
managing sponsored projects, or completing effort reports are responsible for understanding the 
principles of accurate and timely effort reporting. Faculty and staff members are required to certify 
their own effort reports. The Principal Investigator certifies the effort reports of research staff 
working on his or her sponsored projects. Sponsored course release or in-kind committed effort 
must also be certified. 

 
4.4 To protect the interests of the University and ensure compliance with Federal policies, any faculty 

or staff member who fails to fulfill their appropriate responsibilities may be subject to disciplinary 
action. 

  
4.5 Failure to comply with the University’s effort reporting requirements may result in financial 

penalties, expenditure disallowances and harm to the University’s reputation.  All individuals 
involved in the effort certification process are expected to strictly abide by all laws, guidelines and 
regulations. 

4.6 The University utilizes an electronic after-the-fact effort reporting system to certify that salaries 
charged are reasonable and consistent with the work performed.  Actual effort expended on each 
project is certified by a responsible person with firsthand knowledge or a suitable means of 
verification that the work was performed on the project.  

4.7 Percent effort represents the proportion of time an individual spends on each University activity and 
is expressed as a percent of the individual’s total University related activity. There is no set number 
of hours that constitutes an employee effort. 

 
5.0 Employee Adherence 

Employees are required to adhere to these guidelines.  Willful disregard of this policy shall be considered 
non-compliance and may result in a formal reprimand up to and including termination.  The information 
stated in this policy pertains and applies to applicable employees, departments and funding sources of the 
University.  


