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A. Authority under OMBCircular A-21 (also identified as 2 CFR Part 220 Appendix A)

The Office of Management and Budget's (OMB) Circule2JA"Cost Principles for
Educational Institutions" is the federal government's cost principles for colleges and
universities. Circular 221 Section J.10 requires that institutions develop a

mechanism to determine or confirm how individuals actually expend effort during a
specified time period. These effort reports must be performed on a regular schedule
and must be certified by individuals whave firsthand knowledge of 100 percent of
the employee's compensated activities. In most cases, that would be the employee ¢
the employee's direct supervisor.

B. Definitions

1. Effort reportingis the process of verifying a principal investigator's or employee’s
allocation of time to various activities for which they receive compensation from
the collegeln relation to sponsored projects, it represents those procedures used t
document and verify effort supported or paid by the sponsor. Effort reporting and
certification also extends to effort expended in support of a project (but not paid by
the sponsor). It does not include commitment to external activities such as
consulting or activities associated with non-Stockton professional committees.
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2. Committed efforis the level of effort proposed in a sponsored project application.
It should be consistent with the actual effort an individual is expected to expend on
the project during the relevant performance period(s).

3. Cost Sharingaccording tdOMB Circular A110, represents all contributions,
including cash and third party in-kind, which meets the following criteria:

(a) Are verifiable from the institution’s records;

(b) Are not included as contributions for more than one fedefatigedproject
or program;

(c) Are necessary and reasonable for proper and efficient accomplishment of
project or program objectives;

(d) Are allowable under the applicable cost principles;

(e) Are not paid by the federal government under another award, exoe w
authorized by Federal statute to be used for cost sharing or matching;

(f) Are provided for in the approved budget when required by federal awarding
agency;

(g) Conform to other provisions of OMB Circular}40.

Note: Typically, state and private funds can be used ashast- The Grants
Office can provide guidance on allowable esisare.

4. Institutional base salary is the annual compensation paid by the college for all
professional responsibilities of the position, including instruction, relsear
service, administration, and other institutional activities. Institutional base salary
excludes fringe benefits, reimbursed expenses, temporary supplemental
compensation for incidental work, and income earned as a result of duties
unrelated to the institution. For employees with less thanifo#-appointments,
institutional base salanyill be calculated on a fullime equivalent (FTE) basis. In
no event should institutional base salbeyincreased as a result of replacing
institutional salary funds with sponsored project funds.

5. Labor Redistributions a process by which charges associated with employee labor
are transferred from one labor account (fund) to another. The labor redistribution
process is also used to correct fund, organization, account, and program code errc
for labor charges.

C. Pocedure

1. Individuals Who Must Review and Certiffort Reports
Individuals with faculty or staff appointmen(iscluding part-time and temporary
status)must complete an effort report if they:
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(c) The employee, principal investigator (PI), or responsible official(s) having
direct knowledge or other suitable means of verification that the work was
performed will certify the report within thirty (30) days of recegvthe Grants
Office’s e-mail notification as indicated in 5.(b). Specific effort reporting
guidance and instructions for accessing the online system and certifying the
report are provided otine Grants Office website

(d) If an individual’s effort on any sponsored project isot@nore percentage
points less than the salary charged to the sponsored project fund, the individue
must email the Grants Officggrants@stockton.eglat least ten (10) business
days before the end of the effort reporting period to report the difference and
request a redistribution of labor charges where applicable.

(e)Once a report is cefied by the employee, the principal investigator (P1) will
review certified effort reports for his or her respective sponsored projects
within five (5) business days the Banner Effort Reporting system, which will
lock the electronic record and prevemtauthorized changes to the distribution
of funds.

(f) The financial analyst in Administration & Finance (hereafter “A&F financial
analyst”) will acknowledge receipt of certified effort repavighin 5 business
days.

Note: The certified antbcked reports are accessible to employees, Pls and effort
certification administrators (in the Grants Office and A&F) for viewing in
Banner Self-Servicafter the certification period is over

D. Training

All Pls, co-Pls, senior/key personnel, andrtlieans/directors must attend training
on effort reporting and certification. If an individual is unable to attend one of the
workshops, he/she must meet with the Grants Office to review the workshop
materials. The Grants Office is responsible for maimagirittendance records from
all training sessions.

E. Consequences for non-Compliance
Following each reporting period, the Grants Office will provide to the Provost and
Controller a list of faculty and staff who are not in compliance with training and
cettification requirements. If it is determined that an individual is not in compliance
with training and certification requirements, the following actions may be taken:

1. The Controller’'s Office may deactivate current sponsored project funds.
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2. Sponsored projeservices may be withdrawn and not provided by the institution
including, but not limited to, the submission of new proposals, the execution of
award agreements, and general administrative services.

3. Further disciplinary actions may be taken in accordanceowltbgepolicy.

F. Labor Redistributions

1. If the total effort ira given performance period is @dmore percentage points less
than the salary charged to the sponsored project faadndividuals certifying
their effort must inform the Grants Office at leastol@inesslaysbeforethe end of
the reporting period.

2. The Grants Office is responsible for notifying the principal investigator/project
director and the A&F financianalyst of the need for a redistribution of labor costs
for the period within Dusiness days of receiving notice from the employee
requesting redistribution. The principal investiggiasject director and/or the
employee’ssupervisor are responsible fdentifying the funding source(s) that will
cover the cost of the redistribution and notifying the Grants Office thereof.

3. The A&F financial analyst will redistribute the individual's labor according to
percentage odictual work performed within Businesslaysof receiving notice
from the Grants Office. The A&F financial analyst will notify the Grants Office that
redistributions have been made within 2 business days of completing the
redistributions.

4. The Grants Office will notify the individuals with labor redistributions that the
requested changes have been made and completed, and the individuals will be
responsible for completing their certifications as ing&d section Cof this
procedure

Resources:

Grants Office website: Guide to Effort Reporting
OMB Circular A-21

OMB Circular A-110
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