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3) Effort reports for full-time employees are created by the Sponsored Awards and Compliance office 
based on actual payroll (reporting cannot be based on budgeted projections).  The Institutional 
Research office provides the initial payroll data, and reports are then created with effort percentages 
based on labor ledger totals that have been charged to each cost objective. 

4) Effort reports are created on a semi-annual basis.  The effort reporting periods for each fiscal year are 
July-December and January-June. 

5) Effort reports must account for the employee’s total college effort, not to exceed 100%. 
a. Add-to-pay/stipends are not included in effort calculations, therefore if the only federal/sub-

federal pay an employee receives is an add-to-pay, an effort report will not be generated. 
6) The Sponsored Awards and Compliance office will send the reports to the employee or the 

employee’s supervisor for review and certification/signature. The signature will verify that the 
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