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Federal regulations

If an employee is paid with 21st CCLC funds, then it must 
be demonstrated that the employee worked on the 
21st CCLC program. 

• OMB Circular A-87 Cost Principles for State, Local, 
and Indian Tribal Governments

• OMB Circular A-122 Cost Principles for Non-Profit 
Organizations

• OMB Circular A-21 Cost Principles for Institution of 
Higher Education
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Who must keep 

time & effort records?

• Any employee working on the 21st CCLC program (does 
not include contractors or vendors)

• All employees paid with 21st CCLC funds
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Types of 

time & effort records

1. Single Cost Objective: Semi-Annual 
Certification Statement

2. Multiple Cost Objectives: Personnel 
Activity Reports (PARs) 
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Semi-annual 

certification

What is it? 

An assurance statement signed by the 
supervisor or employee that the 
employee funded by 21st CCLC grant 
spends 100% of his/her employment 
working on the 21st CCLC program. 

How often?

At least twice a year
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21st CCLC semi-annual 

certification form
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Personnel activity 

reports (PAR’s)

Where employees work on multiple cost objectives, a 
distribution of their salaries or wages must be supported 
by a PAR.
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Multiple cost 

objectives

Multiple cost objectives include:

• A Federal award and a non-Federal award

• More than one Federal award

• An indirect cost activity and a direct cost activity

• Two or more indirect activities which are allocated using 
different allocation bases

• An unallowable activity and a direct or indirect cost 
activity
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PAR  Requirements

• Must reflect an after-the-fact distribution of the actual 
activity of each employee

• Must account for the total activity of each employee

• Must be prepared at least monthly 

• Must coincide with one or more pay periods

• Must be signed by the employee

Brad Bryant, State Superintendent of Schools
“We will lead the nation in improving student achievement.”

10



21st CCLC 

PAR Form
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Additional  par

requirements

• At least quarterly, comparisons of 
actual costs to budgeted distributions 
based on PARs need to be made.

• Costs charged to the 21st CCLC must 
be made on actual time 

• If costs are allocated to 21st CCLC 
based on estimates they need to be 
adjusted to reflect actual time spent 
on the program
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Adjusted how often?

Checked at least quarterly.

If the difference is less than 10% then adjusted 

annually, if greater than 10% then adjusted quarterly. 

Easy solution – do not allocate costs based on 

estimates allocate costs on actual time spent.
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Example  #1

Example: A teacher providing 100% of 
her time to the 21st CCLC program and is 
charged 100% to the 21st CCLC grant. 

What is required? 
Semi-annual certification 

How often? 
At least twice a year
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Example #2

Example: An employee works 20% of the day 
with the 21st CCLC program as a tutor and 80% 
of the day with the bilingual instruction to 
English Language Learners as a teacher. 

What is required? 
PAR

How often? 
At least monthly
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Example #3

Example: A bookkeeper manages the 21st CCLC 
grant as well as the organization’s other Federal 
grants.

What is required? 
PAR
How often? 
At least monthly

Keep in mind a PAR is necessary if you 

want to use 21st CCLC funds to pay for 

some of the bookkeeper’s salary.
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Example #4

Example: An office assistant provides support to the 
21st CCLC staff and to the district administrator. 

What is required? 
PAR
How often? 
At least monthly

Keep in mind a PAR is necessary if you 

want to use 21st CCLC funds to pay for 

some of the office assistant’s salary.
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Example #5

Example: An employee spends some her 
time as a 21st CCLC teacher and some of 
her time as a 21st CCLC director.

What is required? 
Semi-annual certification 
How often? 
At least twice a year
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Example #6

Example: An employee serves as the 
program manager of the 21st CCLC and is 
a middle school cheerleading coach. 

What is required? 
PAR

How often? 
At least monthly
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Example #7

Example: An employee spends 100% of their 
time working on the 21st CCLC program and is 
paid 100% with local funds. 

What is required? 
No time and effort reporting is necessary 

Why? 
Federal funds are not used to pay for the 
employee’s salary
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Example #8

Example: An employee works 100% on 
the 21st CCLC program and is paid with 
21st CCLC and local funds. 

What is required? 
Semi-annual certification

How often? 
At least twice a year
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Example #9

Example: Contractor is paid with 21st CCLC 
funds for providing drug and violence 
prevention programs. 

What is required? 
No time and effort reporting is necessary 

Why? 
Time and effort reporting does not apply to 
contractors
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Common mistakes

Failing to recognize a change in position, duties, or funding.

Reporting time according to the ratios budgeted without 
regard to how the individual actually worked.

Not having temporary or part-time employees complete 
time and effort reports. 

Having journal entries move payroll expenditures to 
Federal programs without supporting time and effort.
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Common mistakes

Not having the time and effort forms signed. 

Entire time not accounted for on PAR.

Lack of appropriate time and effort records for 
employees with supplemental contracts or 
stipends for extra hours. 

Timesheets incomplete and did not reconcile to 
the amounts paid.



Where can I find omb 

circulars?
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Cost Principles: 
•A-21 for institution of higher education 
(colleges); 
•A-87 for local governments; 
•A-122 for non-profit organizations

http://www.whitehouse.gov/omb/circulars/

http://www.whitehouse.gov/omb/circulars/
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