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YSM Faculty Effort Review - Procedure 
Responsible Office:		MEDFIN Finance and Administration 
Procedure Sponsor:		Jess Caponigro (Associate Controller, Yale School of Medicine)		
Effective Date:			02/12/2025


Scope
Standard Operating Procedure to perform a parallel review for Yale School of Medicine (YSM) departments during the semi-annual effort certification periods where effort is equal to or greater than 96% for faculty charged to sponsored funding in accordance with the YSM Faculty Effort on Sponsored Awards Review Policy.
Procedure Purpose

This YSM process is intended to run in parallel with the University’s Effort Certification Statement semi-annual cycle for faculty. This process does not replace the Effort Certification process for faculty.

	Reporting Period Name
	Availability Date
	Reporting Period Date Range
	Attestation Due Date (last business day of the month)

	Fall 
	February
	July to December
	March

	Spring 
	August
	January to June
	September


	
Definitions
[bookmark: _Toc425171621]Effort
Effort is the time spent on any activity by an individual, expressed as a percentage of the individual's total University effort..
[bookmark: _Toc427373286][bookmark: _Toc425171622][bookmark: _Toc425171625]Procedure Sections 
YSM Controller Effort Review Report Process
The YSM Controller’s office will distribute the Workday report called ‘Effort Review – Yale’ for the effort certification period related to faculty over 96%.
Excluded from this report are Visiting Research Scientists, Senior Research Scientists (SRS), Research Scientists (RS), Associate Research Scientists (ARS). Also excluded are Lecturers, Emeritus, Adjuncts, or Voluntary Faculty titles.
Each Lead Administrator should forward to the appropriate staff within the DBO.  Each DBO should review and plan any adjustments as needed to faculty effort.  If any Payroll Accounting Adjustments (PAA) were made, the DBO must re-run the “Effort Review – Yale” report.  The Lead Administrator should sign the attestation confirming necessary adjustments have been or will be made timely to faculty effort.

The Lead Administrator will reply to the original email with signed attestation and send to ysmcontroller@yale.edu.

 The YSM Controller’s office will store attestation in a central repository.

Monitoring
The YSM Controller’s Office will track and monitor compliance based on effort certification periods.

Escalation
If a department does not adhere to this procedure, YSM Controller’s Office will escalate to the YSM Deputy Dean of Finance & Administration.
Special Situations & Exceptions
Exceptions to this procedure must be documented using the YSM Policy/ Procedure/ Guideline Exception Request - Form and presented to ysmcontroller@yale.edu. 

Roles & Responsibilities
Department Business Offices

· Review report that is sent by the YSM Controller’s Office.
· Submit Payroll Accounting Adjustment(s) and/or adjust future costing allocations as needed.

Lead Administrator (LA)

· Review report that is sent by the YSM Controller’s Office.
· Attest that this process has been completed.

YSM Controller’s Office

· Distribute report to departments.
· Receive and store attestation.

Contact Information 
· [bookmark: _Hlk497987165]YSM Controller: ysmcontroller@yale.edu 
· Effort Certification: Office of Research Compliance: effort.reports@yale.edu

Related Information
1315 Effort Reporting: Certifying Effort on Sponsored Awards

1316 Effort Commitment: Managing Effort Associated with Sponsored Projects
YSM Faculty Effort Review - Policy 
YSM Faculty Effort Review Attestation - Form 
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Version History
· 2/4/2025: Minor edit related to DBO responsibility of re-running the report after adjustments have been made.
· 01/26/2024: New procedure
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