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To:  Sponsored Award Administrators 
 
Date:  June 20, 2003 
 
From: Mary Ellen Sheridan, Associate Vice President for Research and  

Director, University Research Administration 
  Casey J. Murray, Associate Comptroller 
 
Subject: Cost Sharing 
 
 
The federal government has clarified the definitions and accounting requirements for 
three categories of cost sharing as they relate to principal investigator research effort.  
The government’s clarification impacts both the way the University manages and 
accounts for cost sharing on federal and nonfederal research awards. 
 
 
Definitions: 
 
The relevant cost sharing definitions are as follows: 
 

1. Cost Sharing:  Sponsored award costs born by the University. 
 

2. Mandatory Cost Sharing:  A specific cost sharing amount required as a 
condition of receiving an award.  The amount required is stated in the award 
notice. 

3. Voluntary Committed Cost Sharing:  Cost sharing committed voluntarily by 
the University in an award’s proposed budget or anywhere else in the award’s 
proposal or renewal application documents. 

4. Voluntary Uncommitted Cost Sharing:  Additional time an investigator chooses 
to devote to a project (occasional nights and weekends).  It is never promised to a 
sponsor, and is never accounted for in our accounting and effort systems. 

 

Accounting Requirements: 
 
Prior to the government’s clarification, universities had only to account for mandatory 
cost sharing.  With the clarification, universities are now required to also account for the 
voluntary committed cost sharing that results from principal investigator effort that is 
voluntarily committed in the proposal without sponsor salary support.  Universities are 
required to account for cost sharing in both their financial accounting and effort reporting 
systems. 
 
 

http://www.whitehouse.gov/omb/memoranda/m01-06.pdf
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University Response: 
 
The University will implement certain preaward practices to minimize the burden and 
additional faculty and administrative effort required to document voluntary committed 
cost sharing. 
 
The clarification indicates that some principal investigator effort, whether paid by the 
sponsor or paid by the university, is expected on every proposal to a federal agency [this 
does not apply to programs for equipment and instrumentation, doctoral dissertations, or 
student augmentation].  In proposals where no sponsor-paid effort is included, 
investigators must show some minimal effort (the University suggests ½ month -- 
approximately 5% FTE -- of voluntary committed effort).  Additional voluntary 
commitment of effort should be minimized.  
 
The University will now extend its existing mandatory cost sharing accounting 
procedures to include voluntary committed cost sharing.  These new practices and 
procedures are described in the proposal and accounting sections of this memorandum 
and will be effective for all awards with budget periods that begin on or after July 1, 
2003.   
 
URA, BSD/ORS and the Comptroller’s Office will hold information sessions to answer 
questions you might have regarding these new practices and procedures.  No pre-
registration is necessary—just come and learn.   
 

• The BSD information session is scheduled for Wednesday, June 25 from 1-3 pm 
in P-117.   

• The non-BSD information session is scheduled for Thursday, June 26 from 9-
10:30 am in the Research Institutes Building, 5640 S. Ellis, Room 480 (enter 
center door of building and proceed to elevator; conference room is at the north 
end of the building on the 4th floor) 

   
Until then, if you have any questions please contact either one of us. 
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Proposal Procedures for Voluntary Committed Cost Sharing 
 

1. Proposal Documents 
Administrators must now pay additional attention to a proposal in order to determine 
whether voluntary effort has been committed in it.  Voluntary committed cost sharing 
may appear in the budget, in the budget justification, on the Current & Pending 
Support page, or in the Progress Report Summary for a Streamlined Non-Competing 
Award Process (SNAP) application.  It may also appear on the NIH Personnel Report 
for competing continuation and SNAP applications.  In addition, the PI may promise 
effort in the text of the proposal.  Remember you are looking for commitments of 
effort with no associated salary request or reimbursement.  Look in the likely spots 
above, and confirm with the PI that there is no voluntary commitment of time in the 
text itself.  The aim to reduce administrative burden, while remaining in compliance 
with federal regulations, can be accomplished only by refraining from committing 
effort which is not sponsor paid.   
 

2.   Proposal Transmittal Form (PTF) 
University Research Administration has revised Box C and Attachment 1A of the 
Proposal Transmittal Form (PTF) to accommodate the new requirement for tracking 
Voluntary Committed Cost Sharing.  In Box C, the cost sharing questions now 
distinguish between cost sharing that is mandatory and cost sharing that is voluntary.  
Mandatory cost sharing is committed when the sponsor requires cost sharing as a 
condition of the application.  Voluntary cost sharing arises when the institution elects 
to commit effort or funds even when there is no requirement.  An application may 
have both mandatory and voluntary committed cost sharing.  For example, a research 
proposal requires 20% cost sharing on equipment, and the Principal Investigator also 
commits 15% effort during the academic year without sponsor salary recovery.  The 
equipment cost share is mandatory; the effort commitment is voluntary committed 
cost sharing. 
 
In Box C, you are now asked to check the box(es) if either or both Mandatory and 
Voluntary Committed Cost Sharing apply to your proposal.  On Attachment 1A, the 
revised form asks that you now show the percentage of cost share effort, if any.  See 
revised PTF Instructions.  The revised PTF is posted on the URA website, and you 
are required to use it as of the date of this memo. 
 

3.   TRACS 
 Tracs is being upgraded to accommodate the mandatory and voluntary committed 

cost share information contained on the PTF. 

http://www.uchicago.edu/adm/ura/ura/Instr_PTF_Attach503.pdf
http://www.uchicago.edu/adm/ura/ura/Instr_PTF_Attach503.pdf
http://www.uchicago.edu/adm/ura/ura/Instr_PTF_Attach503.pdf
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Accounting Procedures for Mandatory and Voluntary Cost Sharing 
 
Mandatory and voluntary committed cost sharing will now be accounted for in the 
University’s accounting and effort reporting systems 
 
Financial Accounting System 
 
If an award has cost sharing that has to be accounted for, then at least three accounts are 
needed.  There is a “regular” award account (usually the master account but sometimes 
an associate account) that records expenses funded by the award.  There is a “cost 
sharing” award account (always an associate account) that records the expenses that are 
cost shared.  And there is a “cost sharing counterpart” account, which is normally an 
unrestricted departmental account that provides the funding for the cost sharing expenses. 
 
Normal payroll and non-payroll accounting entries are posted to the “regular” and “cost 
sharing” accounts.  A special accounting entry called the “cost sharing entry” is posted to 
the “cost sharing” and “counterpart” accounts.  The cost sharing entry is generated 
automatically by the accounting system.  The system first totals the gross expenses in the 
cost sharing account.  Then, using that total, the system charges the counterpart account’s 
subaccount 96x0 and credits the cost sharing account’s subaccount 97x0.1  After the cost 
sharing entry, the cost sharing account’s expenses net to zero. 
 

NOTE:  Only salary and fringe benefits are charged as voluntary committed cost 
sharing.  No indirect cost charges are applied. 

 
Effort Reporting System 
 
Salaries that are cost shared are also accounted for in the University’s effort reporting 
system. 
 
For each employee’s salary, administrators enter account distribution instructions into the 
payroll system via Payroll Action Forms ( PAFs ).  In the past, a principal investigator 
who had both funded and mandatory cost sharing effort had at least three account 
distributions.  Now, if that same investigator has voluntary committed cost sharing effort, 
he or she will have at least four account distributions:  one for the non-sponsored project 
activities (teaching, clinical, administrative, etc.), one for the funded sponsored project 
activity, one for the mandatory cost sharing effort, and another for the voluntary 
committed cost sharing effort. 
 
In November, Annual Certification Statements (ACS) are generated for the previous 
fiscal year for any individual who had at least part of their salary charged either to a 
“regular” or “cost sharing” sponsored award account.  Each individual’s ACS reports a 
salary percentage distribution by account.  The individual, or someone with first-hand 
knowledge of the individual’s activities, is then asked to certify that the salary percentage 

                                                 
1 The “x” in the 96x0 charge subaccount indicates the ledger of the cost sharing account, 5 for federal 
awards and 6 for nonfederal.  The “x” in the 97x0 credit subaccount indicates the ledger of the counterpart 
account, usually ledgers 2 or 4, but in some cases ledger 6 or 7. 

http://adminet.uchicago.edu/admincompt/erm/contents.html
http://adminet.uchicago.edu/admincompt/erm/contents.html
http://adminet.uchicago.edu/admincompt/erm/certification.html
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distribution to the sponsored award accounts is reasonable in relation to the work 
performed, which means that the percentage of effort expended on each sponsored award 
activity is equal to or greater than the percentage of salary charged to that activity.  
 
 
Implementation of Accounting for Voluntary Committed Cost Sharing  
 
Voluntary committed cost sharing accounting is required for all federal and non-federal 
research award budget periods that begin on July 1, 2003 or later.  Please note that the 
Form 70 has been revised to accommodate this new accounting requirement.  
 
Below are suggested steps for setting up the voluntary committed cost sharing 
accounting. 
 
Step Description 

 
1. If a research award has a budget period begin date of July 1, 2003 or later, 

review its proposal and renewal application materials to determine if there is 
P.I. voluntarily committed cost sharing effort (see the attached samples).  
Remember, our ultimate objective is to discourage or limit these practices in 
future proposals.   

2. If there is P.I. voluntary committed cost sharing effort, create an associate 
account to record the cost sharing expense (See Form 70).  In line A of the 
Form 70 (or the appropriate ACCTS account create data entry field), identify 
the account as a cost sharing account.  In line K, identify the type of cost 
sharing account as “mandatory” or as “voluntary committed” and enter the 
“cost sharing counterpart” account number. 

3. Budgets for the voluntary cost sharing accounts, though optional, are strongly 
encouraged.  A positive budget amount should be entered against a budget pool 
or individual subaccount, and a negative budget should be entered against 
subaccount 97x0, where x designates the ledger that houses the “cost sharing 
counterpart” account. 

4. For P.I.s who have voluntarily committed cost sharing effort, the account 
distribution instructions on the PAF should include the voluntary committed 
cost share account number and the promised percentage of effort.  

http://adminet.uchicago.edu/adminforms/pdfs/compt_requnresresacctledger70.pdf
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Samples of where voluntary cost share may be committed in a proposal: 

1. In an NIH proposal, the PI shows effort during academic year on the Detailed 
Budget, but requests no salary (PHS 398-- Form page 4, Sample #1).  In our 
sample, this 20% effort is voluntary committed cost share.  Or, on an NIH 
Progress Report, the effort shown for the year past on the Personnel Report page 
(PHS 398—Personnel Report Format page, Sample #1.2), may be a combination 
of sponsor paid effort and voluntary committed effort.  Anything above the 
sponsor-paid effort may be considered voluntary committed cost share. 

2. On the Budget Justification page (PHS 398—Modular Budget Format Page, 
Sample # 2) for a Modular Research Grant Application, the percent of effort 
shown for Personnel may be a combination of sponsor supported effort and 
voluntary committed cost share.  

3. In a Progress Report under the Streamlined Non-Competing Award Process 
(SNAP), the question is asked on the Progress Report Summary (PHS 2590--
Form page 5, Sample #3) as to whether a significant change in the level of effort 
for Key Personnel is anticipated for the next budget period.  The percent of effort 
shown may include voluntary committed cost share in addition to sponsor paid 
effort.  

4. In an NSF proposal, the PI shows 1month summer effort on the proposal budget 
(NSF Form 1030, Sample # 4) and requests funds to cover that effort.  On the 
Current and Pending Support page (NSF Form 1239, Sample # 4.1), however, the 
PI shows for this proposal 1 month of summer effort and 3 months academic year 
effort.  The 3 months of academic year effort become a voluntary committed cost 
share. 

5. In the guidelines for a nonfederal proposal, a sponsor states that the foundation 
requires some effort commitment on the part of a PI, but does not pay investigator 
salaries.  Or the guidelines may state that X% effort is required from an 
investigator, but the award amount also may not exceed $50,000.  In both of these 
examples, all or some of the investigator’s effort must be cost shared to meet 
sponsor requirements.  

Note:  It is a longstanding BSD policy that all sponsored projects must recover salary 
in direct proportion to the effort committed on the project, unless expressly prohibited 
in writing by the funding agency. Voluntary committed cost sharing is therefore a 
somewhat rare occurrence. Any deviation in this procedure would be addressed via a 
memo from the Departmental Chair, and a copy of this memo would be found in the 
proposal file. 

 
In other divisions and schools, where appointments are on the academic year, the 
practice of voluntary committed cost sharing is more common and more difficult to 
identify because no such approval memo for cost sharing is currently required.   



                                       Principal Investigator/Program Director (Last, first, middle):        

 PHS 398 (Rev. 05/01) Page _______    Form Page 4  

  
DETAILED BUDGET FOR INITIAL BUDGET PERIOD 

DIRECT COSTS ONLY  

FROM 

      
THROUGH 

      

PERSONNEL (Applicant organization only)  %  DOLLAR AMOUNT REQUESTED (omit cents) 
 
 

NAME 

 
ROLE ON 
PROJECT 

TYPE 
APPT. 

(months) 

EFFORT 
ON 

PROJ. 

INST. 
BASE 

SALARY 

 
SALARY 

REQUESTED 

 
FRINGE 

BENEFITS 

 
 

TOTAL 

      
Principal 
Investigator                                  

                                             

                                             

                                             

                                             

                                             

                                             

 SUBTOTALS                  
CONSULTANT COSTS 

           
EQUIPMENT  (Itemize) 
      
 
            
SUPPLIES  (Itemize by category) 
      
      
      
      
           
TRAVEL 

           
PATIENT CARE COSTS INPATIENT      
 OUTPATIENT      
ALTERATIONS AND RENOVATIONS  (Itemize by category) 

           
OTHER EXPENSES  (Itemize by category) 
      
      
      
           

SUBTOTAL DIRECT COSTS FOR INITIAL BUDGET PERIOD $      
CONSORTIUM/CONTRACTUAL DIRECT COSTS      
COSTS  FACILITIES AND ADMINISTRATIVE COSTS      

TOTAL DIRECT COSTS FOR INITIAL BUDGET PERIOD  (Item 7a, Face Page) $      
SBIR/STTR Only: FEE REQUESTED       

 

398 helpful hint
Enter "Other Personnel from Continuation Page", if applicable.

Nichole
Sample #1



 Principal Investigator/Program Director:       
 (Last, first, middle) 

 PHS 398 (Rev. 05/01) Page _____         Personnel Report Format Page 

 

DO NOT SUBMIT UNLESS REQUESTED 
Competing Continuation Applications 

PERSONNEL REPORT 
All Key Personnel for the Current Budget Period 

Name Degree(s) SSN Role on Project 
(e.g. PI, Res. Assoc.) 

Date of Birth 
(MM/DD/YY) 

Annual 
% Effort 

                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    
                                    

 

Nichole
Sample #1.2
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