Audit Testing Checklist for Time and Effort Reporting
	Audit Test
	Description
	Evidence Reviewed
	Notes

	Policy Review
	Verify institutional policies align with Uniform Guidance and define IBS, cost sharing, and certification requirements.
	Policy documents, training materials
	

	Roles & Responsibilities
	Confirm roles for certifying effort are clearly defined and communicated.
	Org charts, policy manuals
	

	Training Compliance
	Ensure any institutionally required training for PIs and administrators is completed.
	Training logs, HR Reports
	

	Effort Certification Timeliness
	Check certifications occur after performance period and within required timeframe.
	Effort report audit trail, signed/dated effort reports
	

	Effort Certification Completeness
	Verify that all individuals subject to effort reporting completed required effort certifications for the period under audit.
	Effort reporting system population reports, certification status reports, payroll records, sponsored project listings
	

	Effort Certification Reasonableness
	Assess whether certified effort reasonably reflects actual work performed, considering payroll distributions, known duties, award activity, and changes in roles or funding.
	Effort reports, payroll records, award budgets, job descriptions, project documentation, travel records
	

	Certifier Knowledge
	Verify certifications are completed by individuals with first-hand knowledge.
	PI attestations, delegation forms
	

	Payroll Alignment
	Verify that payroll charges to sponsored projects are consistent with certified effort and reflect reasonable estimates of work performed during the pay period.
	Payroll allocation reports, effort certifications, labor distribution records
	

	Payroll Charge Support
	Determine whether payroll charges are adequately supported by effort certifications and related documentation sufficient to substantiate charges to sponsored projects.
	Effort reports, system audit trails, supporting documentation, cost transfer justifications (if applicable)
	

	Payroll Allowability
	Assess whether payroll charges to sponsored projects are allowable in accordance with sponsor requirements and institutional policy
	Payroll records, appointment letters

	

	Salary Caps
	Confirm salaries do not exceed IBS or sponsor-imposed caps.
	Payroll data, IBS policy, IB calculation, sponsor requirements
	

	Cost Transfers
	Review transfers for timeliness, justification, and approval
	Transfer forms, approval logs
	

	Cost Sharing
	Verify cost share commitments are tracked and documented.
	Cost share logs, sponsor reports
	

	Data Analytics
	Analyze trends for late certifications and frequent transfers.
	System reports, dashboards
	



