Template 3 – Form Instructions
Personnel Activity Report (PAR)

Purpose of This Form: All employees who are paid in whole or in part with federal funds must keep documentation to demonstrate the amount of time spent on grant activities. In addition, employees who are paid from state and local funds and whose salaries are used to meet cost-sharing requirements of federal awards must maintain documentation in the same manner as those claimed for reimbursement from federal awards. 2 C.F.R. § 200.430(g).

Employees working on multiple cost objectives must document the percentage of time worked on each. Records must reflect the total activity (100%) for which the employee is compensated and must support the distribution of salary and wages among cost objectives. 

A cost objective is a program, function, activity, award, organizational subdivision, contract, or work unit of which cost data are desired and from which provision is made to accumulate and measure the cost of processes, products, jobs, and capital projects. 2 C.F.R. § 200.1.

Employee Information

Name (print): 		
Position Title: 
School / Job Location:
Month:                                                Year:

	Cost Objective / Funding Source 
	
	
	
	Total Percent
of
 Time Worked 

	Percent of Time 
by Cost Objective 
	
	
	
	100%


   Percentage of Time Worked by Cost Objective

The signatures below certify that this employee performed activities reflected in the attached log as distributed among the cost objectives and percentages above during the specified month.

 

Employee Signature                                            Signature Date


Supervisor Printed Name* 

   
Supervisor Signature*                                                     Signature Date*

*Optional 
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