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Time and Effort Reporting Policy 

I. Purpose
As a recipient of federal funds, Concordia University must comply with the Office of 
Management and Budget (OMB) Circular A-21 (Cost Principles for Educational 
Institutions). Section J.10 requires certification of effort to document salary expenses 
charged directly or indirectly against federally-sponsored projects. This process ensures 
that salaries and wages are properly expended and that actual effort is consistent with the 
originally anticipated (budgeted) effort. Concordia University’s effort reporting policies 
and procedures are intended to meet this requirement. 

Non-profit Organizations (other than colleges and universities) are governed by OMB 
Circular A-122 rather than OMB Circular A-21. Consequently, any non-profit organization 
which receives direct funding from the federal government but which has a contractual 
relationship with Concordia University is exempt from this policy. Notably, OMB Circular A- 
122 imposes distinct obligations on non-profit organizations for maintaining records 
related to compensation for personal services, some of which are more rigorous than those 
imposed by OMB Circular A-21. Based on Concordia University’s relationship with any such 
non-profit organizations, Concordia University may seek annual certification of such non- 
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5. The Time and Effort report must represent, in percentages totaling 100%, a reasonable
estimate of an employee’
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In addition, the PI must review and verify all effort reports associated with their 
sponsored project(s) using suitable means of verification that the reported work was 
performed. If the PI is the employee completing the effort report, a department chair must 
verify the report. If the PI is a department chair, the Dean must verify the effort report. 

6. Departments and/or PIs are required to return appropriately completed and signed 
effort reports to the Office of Research and Sponsored Programs no later than June 15th, 
August 15th, and January 15th.

7. The Office of Research and Sponsored Programs will review the time and effort report, 
confirm appropriate verification, and maintain the file.

8. Any salary reallocations or adjustments resulting from time and effort reports will be 
made as determined maintain 


