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What is Effort Reporting and Why is it Needed?

« An effort report (ER) is a receipt auditors use to
document the amount of effort performed on a restricted
grant.

 ERSs are required for individuals with salary charged or
committed cost share on Federal or State of M|
accounts.
- Students & On call/Temps do not require ERs.

- If an agency requires salary/cost share documentation an effort
report may be used.

« Effort Reporting: Overview & FAQ’s
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https://www.cga.msu.edu/PL/Portal/147/EffortReportingOverviewFAQs
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How does it all come together?

Tracks federal and state projects individually
Remainder generally lumped together.

Populated based off budget or justification.

CGA Awards enters at beginning of award, Pl and admin are notified
in the award set-up email

Can also be viewed during the life of the project in Account Explorer under the
effort tab.

Report must total 100%

If 100% on Sponsored—no writing proposals, committees, teaching, etc. for
professors.

Activities covered under your MSU Institutional Base Salary (AY, AN, or Summer
pay) are included.

Effort Period 1 = January 1 to June 30

Effort Period 2 = July 1 to December 31



https://www.cga.msu.edu/PL/Accounting/AE2/AE2.aspx#Detail
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Tips and Info for Completing Your Report

« Effort %s are based on your total professional effort to MSU -NOT a
standard 40 hr work week

« The person certifying the ER MUST be comfortable that
percentages listed in the “% Effort Worked” column are accurate for
each 6-month reporting period

» If a federal project is not listed on the ER —click on “add Effort on a
Sponsored Project not listed above” button to add the Account
number and % of effort worked. If the account number is not
assigned yet, add a note at the bottom of the ER indicating the IP
number and % effort worked.

F\\\\Ir



MICHIGAN STATE
UNIVERSITY

‘ Extension

Tips and Info for Completing Your Report

 ERs must be completed in a timely manner —-maximum of 180 days

* The % Effort Worked column should total 100% regardless of
percent employment or percent of the period worked. If a person
only worked two weeks of a 6 month period, % effort worked should
still total 100% (based on the distribution of those two weeks).
Rounding is your friend here!

« Because MSU doesn’t keep time records for faculty, only the
employee, or PIl, can defend or contradict the percentages reported
in % Effort Worked column of the ER



MICHIGAN STATE
UNIVERSITY

‘ Extension

Let’s look at an effort report...




MICHIGAN STATE
UNIVERSITY

‘ Extension

RCIO6388  The Flint Center for Health | 219%  + 000% + 1 T
Equity Solutions (319 %)

CHM FLINT(40000829)

RCNO44] SNAP Outreach 000% =+ 000% <+ 500% = 5%
(5.00 %)

EXTENSION HEALTH AND
NUTRITION(10058946)
RCIM717 SNAP Outreach 000% + |000% <+ |250% = 3%
(2.50 %)

EXTENSION HEALTH AND
NUTRITION(10058946)

RE0Q76005 | Smith-Lever Extension 0.00% + |D00% + [1400% = 14 %
Projects (14.00 %)

MSUE DIRECTORS
OFFICE(10058282)

Search By:  Account v Type and choose

Add Effort on a Sponsored Project
Mot Listed Above

Total other sponsored and non-sponsored acti\.l'itiese
GAD12861 SALARY 5000% + |0.00%

CANR PUBLIC SERVICE
ACTIVITIES(10002141)

RE0Q76201 MSUE DIRECTOR - 4780% + | 000%
SALARIES

MSUE DIRECTORS
OFFICE(10058282)

Total Unsponsored: 2780% + 000% - 2250% = 75 %




MICHIGAN STATE
UNIVERSITY

Extension

Total Unsponseored: 9780 % + 0D00% - 2250% = 75 %
(7530 %)
Total: 9999% + 000% 100 % O
{9999 %)

* indicates "P| Effort”

| certify that the above percentage of effort represents a reasonable estimate of the work performed and
s consistent with University policy. | also certify that | have sufficient programmatic knowledge or that |
am in a position that provides me with suitable means of verification that the work was performed by the

stated individual during the report period.

Add MNote |

Target effort column percent includes 1% salary cap for Added On 2/1/2021 by

account RCI0O6388 (for 2% pay). Cartwright, Meghan
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Key Takeaway #1

Effort reports are a critical component of
sponsored project administration and the primary
documentation of effort and salary/fringe charges

to grant accounts.
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Key Takeaway #2

As you review your effort report think about any
projects you may be a part of (whether there's paid
salary or you've been committed as match), and

make sure the account/project is on your effort
report.
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Key Takeaway #3

If you are ever uncertain about certifying, think
something is missing form your effort report, or just
have questions about something pertaining to your
report, please contact your Fiscal Officer prior to

certifying.
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MSU is an affirmative-
action, equal-opportunity
employer. Michigan State
University Extension
programs and materials are
open to all without regard
to race, color, national
origin, sex, gender, gender
1dentity, religion, age,
height, weight, disability,
political beliefs, sexual
orientation, marital status,
family status or veteran
status.
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Agriculture (USDA) civil rights regulations and policies, this

institution is prohibited from discriminating on the basis of race,
color, national origin, sex, age, disability, and reprisal or retaliation
for prior civil rights activity. (Not all prohibited bases apply to all
programs.)

I n accordance with Federal law and U.S. Department of

Program information may be made available in languages other
than English. Persons with disabilities who require alternative
means of communication for program information (e.g., Braille,
large print, audiotape, and American Sign Language) should
contact the responsible State or local Agency that administers
the program or USDA's TARGET Center at (202) 720-2600 (voice
and TTY) or contact USDA through the Federal Relay Service at
{(800) 877-8339.

To file a program discrimination complaint, a complainant should
complete a Form AD 3027, USDA Program Discrimination
Complaint Form, which can be obtained online, from any USDA
office, by calling (866) 632-9992, or by writing a letter addressed
to USDA. The letter must contain the complainant’s name,
address, telephone number, and a written description of the
alleged discriminatory action in sufficient detail to inform the
Assistant Secretary for Civil Rights (ASCR) about the nature and
date of an alleged civil rights violation. The completed AD-3027
form or letter must be submitted to USDA by:

mail:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; or

fax:

(833) 256-1665 or (202) 690-7442;
email:

program.intake@usda.gov.

This institution is an equal opportunity provider.

onforme a la ley federal y las politicas y regulaciones de

derechos civiles del Departamento de Agricultura de los

Estados Unidos (USDA), esta institucion tiene prohibido
discriminar por motivos de raza, color, origen nacional, sexo, edad,
discapacidad, venganza o represalia por actividades realizadas en el
pasado relacionadas con los derechos civiles (no todos los principios
de prohibicién aplican a todos los programas).

La informacién del programa puede estar disponible en otros idiomas
ademas del inglés. Las personas con discapacidades que requieran
medios de comunicacién alternativos para obtener informacion

sobre el programa (por ejemplo, Braille, letra agrandada, grabacion

de audio y lenguaje de sefias americano) deben comunicarse con

la agencia estatal o local responsable que administra el programa

o con el TARGET Center del USDA al (202) 720-2600 (voz y TTY) o
comunicarse con el USDA a través del Servicio Federal de Transmision
de Informacion al (800) 877-8339.

Para presentar una queja por discriminacién en el programa, el
reclamante debe completar un formulario AD 3027, Formulario de queja
por discriminacion del programa del USDA, que se puede obtener

en linea, en cualquier oficina del USDA, llamando al (866) 632-9992,

o escribiendo una carta dirigida al USDA. La carta debe contener el
nombre, la direccién y el niimero de teléfono del reclamante, y una
descripcion escrita de la supuesta accion discriminatoria con suficiente
detalle para informar al Subsecretario de Derechos Civiles (ASCR,

por sus siglas en inglés) sobre la naturaleza y la fecha de la presunta
violacién de los derechos civiles. La carta o el formulario AD-3027
completado debe enviarse al USDA por medio de:

correo postal:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; o

fax:

(8383) 256-1665 0" (202) 690-7442;

correo electrénico:

program.intake@usda.gov.

Esta institucién ofrece igualdad de oportunidades.
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