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Introduction 
 

2 CFR 200 Subpart E, replacing the Office of Management and Budget (OMB) Circular A-21, 

establishes principles for determining costs applicable to Federal grants, contracts, and other 

agreements with educational institutions. All Federal agencies which sponsor research and 

development, training and other work at educational institutions must apply the provisions of the 

Uniform Grant Guidelines in determining the allowability of costs incurred for such work. 

Consequently, accounting practices must support the accumulation of costs and provide adequate 

documentation of charges to sponsored agreements. 
 

UNO implemented the Personnel Activity Report (PAR) system which documents 100 percent of 

the activity for which certain employees are compensated. The system provides the 

documentation necessary to support charges of salaries and wages to sponsored agreements (i.e., 

grants, contracts, cooperative agreements). The system is also used to document cost sharing of 

salaries and wages. Failure to complete and certify PAR forms correctly could result in 

audit findings and/or loss of funds to the University. 
 

What is a PAR? 
 

A Personnel Activity Report (PAR) is a computer-generated document that reflects the workload 

percent distribution during the reporting period derived from personnel action forms in the 

PeopleSoft System. The workload percent distribution is based on the current personnel action 

form(s) in effect for that PAR period. 
 

PARs are after-the-fact confirmation that the employee’s workload distribution represents a 

reasonable allocation of the employee’s actual workload. The PAR accounts for 100% of each 

employee’s effort, including cost share. 
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Who Receives a PAR? 
 

Employees working on sponsored agreements with federal funding will receive a PAR. 

However, PARs are not produced for classified, student or contingent/transient employees 

because their timesheets are an auditable method of documenting time and effort. 
 

Distribution of PARs 
 

At the end of each six-month period of the Fiscal Year, the PARs are generated by ORSP. The 

PARs are then researched and, if necessary, changes are made to the current PAR or to prior 

period PARs. The final PARs are distributed to departments for review and certification. An 

accompanying cover letter indicates a due date by which the PARs must be appropriately 

certified and returned to ORSP.  

 

Since PARs are created and processed to meet reporting deadlines to sponsors, it is critical that 

they are returned promptly. 
 

Certification of PARs 
 

Before certifying a PAR, the following should be noted: 
 

• It is the college or department’s responsibility to ensure that a PAR has been 

received for each person paid on federal funding (direct or pass-thru) who was 

employed during the PAR Certification period. The PARs are sent to one 

representative in the college or department for distribution, collection and 

remission. 

• If a PAR is missing for an employee, contact ORSP to create a manual PAR for 

the employee. 

• The PAR must be certified by the employee, the principal investigator, or 

someone having knowledge of all of his/her activities, except for graduate 

students who are not allowed to sign PARs.  

• A full signature is required in ink; pencil is not acceptable. 

• If a PAR is received for an employee whose employment was terminated during 

the reporting period, it still must be processed and returned to ORSP. 

• If an error is found on the PAR, corrections can be made to the PAR. The 

corrected PAR needs to be signed and returned. If the correct amounts are not 

reflected in PeopleSoft, the Payroll Department needs to be contacted and the 

necessary corrections entered in PeopleSoft. 

• If a retroactive personnel form is processed after the PAR has been certified and 

submitted, the PAR must be re-certified.  
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Sample PARs  
 

Over the next several pages are sample PARs; each PAR shows a different, likely situation.  The 

following situations are represented: 

 

1. No Cost Share 

2. Cost Share 

3. Additional Compensation 

4. Termination Pay 



 
 

 

Sample PAR – No Cost Share 
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Sample PAR – Cost Share 
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Frequently Asked Questions 
 

Q. Who has authority to sign a PAR? 

A. The employee, the employee’s supervisor, the principal investigator, or someone having knowledge of 

all of his/her activities has the authority to sign a PAR. 

 

Q. Can a graduate assistant sign his PAR? 

A. No. His supervisor must sign the PAR. If a graduate assistant is working on more than one project, a 

supervisor for each project must sign the PAR. 

 

Q. What if an employee is committed to cost share on a sponsored agreement? 

A. Contact ORSP and one will be generated. 

 

Q. May a PAR be signed in pencil? 

A. No. A PAR must be signed in either blue or black ink. 

 

Q. Why do classified employees, student and contingent/transient employees not receive a PAR? 

A. A PAR is not generated for classified, student or contingent/transient employees because their timesheets 

are an auditable method of documenting their time and effort. The timesheets reflect the hours worked 

by pay period and account number. Also, the timesheets are signed by the supervisors. 

 

Q. Why should I return a PAR? 

A. It is critical that departments return certified PARs by the scheduled due date. Noncompliance can 

result in very serious consequences (i.e. loss of current and future funding) since “adequate 

documentation” is required to support all costs incurred in the performance of sponsored projects and 

salaries and wages represent a large percentage of these costs. 

 

Q. Once a PAR is received and certified, where should it be sent? 

A. The PAR should be returned to ORSP 

 

Q. What do I do if someone in my office does not get a PAR but should have? 

A. Call ORSP and they will send one to you. 

 

Q. How do I know how much time an individual has pledged to a project? 

A. The approved budget and/or budget justification should reflect an individual’s time commitment to 

a project either as a direct cost or as cost sharing. 

 

Q. How do I know on which grant(s) an employee must document cost sharing? 

A. The PI, with departmental or college administrative support, must maintain effort commitments for all 

activities of each employee. 

 

Q. Can an employee on sabbatical leave cost share? 

A. Please contact ORSP as soon as possible if you are applying for and/or have been approved for 

Sabbatical and have open or pending awards managed by ORSP. 

 

Sabbatical leave is a release from one’s normal workload and cannot be charged directly to a 

sponsored project or be included as a cost sharing contribution. If externally funded, principal 
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investigators should notify the sponsor through ORSP of their status if absent more than three 

months or if effort devoted to the project is/will be reduced by 25% or more and, if required by the 

sponsor, request a reduction in cost sharing or request approval to substitute another employee with 

appropriate qualifications to perform the project (and satisfy the cost sharing requirement). 

 

Q. If a PAR is generated for an employee who only worked one month before resigning, must the PAR 

be certified? 

A. Yes. The PAR should be certified by the employee’s supervisor once it’s verified that the employee 

worked that one month. Please note that the workload % distribution for the PAR period should equal 

100%. 

 

Q. How far back can PARs be re-certified? 

A. Normally, PARs may not be re-certified. Only in rare instances may a current fiscal year PAR be 

re-certified. 

 

Q. How far back can a retroactive personnel action form be changed? 

A. Normally, 90 days without crossing fiscal years, provided adequate justification is given. 

 

Q. How long should the department retain copies of the PAR? 

A. The official record is maintained in ORSP. 
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