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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.

• ERs are required for individuals with salary charged or 
committed cost share on Federal or State of MI 
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

https://www.cga.msu.edu/PL/Portal/147/EffortReportingOverviewFAQs


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, PI 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


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.



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 PI, can defend or contradict the percentages reported 
in % Effort Worked column of the ER



Let’s look at an effort report…







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.



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.



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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