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Introduction  

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 Circular in determining the 

allowability of costs incurred for such work. Consequently, accounting practices of individual 

colleges and university must 1) support the accumulation of costs as required by the Circular and 

2) provide adequate documentation of charges to sponsored agreements.  

To comply with payroll distribution requirements of OMB Circular A-21, LSU 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 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 

Human Resource Management (HRM) System. The Budget Salary Management (BSM) system 

provides an HRM database from which PARs are generated. The workload % distribution is 

based on the current personnel action form in effect for that PAR period.  

The purpose of the PAR system is to confirm after-the-fact the employeeôs workload distribution 

and earnings ñthat should have been paidò (i.e. based on personnel form in effect at the time the 

PAR is generated) represents a reasonable apportionment of the employeeôs actual workload 

distribution. The PAR system also documents personnel cost sharing. The PAR accounts for 

100% of each employeeôs effort.  

 

Who Receives a PAR? 

Graduate assistants, fiscal employees, and academic salary employees working in academic units 

and centers receive PARs.  Also, employees working on sponsored agreements will receive a 

PAR. Classified employees do not receive a PAR unless working on a sponsored agreement. A 

manual PAR must be created whenever a classified employee will be used to cost share to a 

project.  

PARs are not produced for student and contingent/transient employees because their timesheets 

are an auditable method of documenting time and effort.  
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Information on the PAR 
PAR documents include the following information:  

 
Dept Acct No:   the ñDò code              

Dept Name                                                                        
PAR Period:   Wage: A through L       

    Fiscal: 5, 6, 7 & 8        

    Academic: 1, 2 & 3  

 

Certification Period:   the days within PAR period             

Employee Name                    

LSU ID 

Pay type:    ñ1ò- fiscal                           

    ñ4ò- academic on a 9-month basis      

    ñ5ò- fiscal academic on a 12-month basis    

    ñ6ò-wage            

Line No.   (varies according to number of accounts)             

Account type:   R- regular         

    D- departmental administration      

    C- cost sharing   

 

Obj Code:   1050= department head pay        

    1060= additional compensation (PAR 3 only)    

    1110= salary        

    1100= salary (F or J visa holders)     

    1120= wage         

    1230= graduate students  

 

Salary Distribution:  The earnings that should have been paid based on the current 

personnel action form in effect for that PAR period.  

 

Workload % Distribution:  These percentages are based on the personnel action form on the 

Human Resource Management (HRM) system at the time the 

PAR is generated (i.e., distribution of salary to various accounts 

from which the employee should have been paid).         

Corrected Workload %                                                                                             

Distribution:                        Any changes made by the department are shown in this column. 

The changes could indicate one or more of the following: 

1. A retroactive personnel action form was processed after the 

PAR was created which results in changes to the account 

percentages.  

2. Employeeôs effort is being cost shared to a specific project.  

3. Percentages shown under Workload % Distribution are not 

correct, according to department records.  

 

Cost Sharing Acct No.: Cost sharing is being documented to one or more sponsored 

program accounts.            
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Sample PAR 
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Types of PARs 

 

Fiscal PARs: There are four fiscal PAR periods. Each covers three months. They are identified 

as PAR periods 5, 6, 7, and 8. These PARs are distributed quarterly.  

 Fiscal salary employees are identified as pay type 1 and are paid using object code 1110.  

Graduate students paid on a fiscal basis are identified as a pay type 1, pay basis 91. 

Graduate students are paid using object code 1230. Graduate students can be paid from 

more than one department. If more than one department is identified, the appropriate 

supervisor within each department must certify the accuracy of their respective account.  

Academic PARs: There are three academic PAR periods. Each covers an academic semester. 

They are identified as PAR periods 1, 2, and 3. These PARs are distributed for the Fall, Spring, 

and Summer semesters.  

Academic salary employees are identified as a pay type 4. Fiscal Academic employees 

are identified as a pay type 5. Both Academic and Fiscal Academic salary employees are 

paid using object code 1110 (or 1060 on PAR 3).  

Graduate students paid on an academic basis are identified as a pay type 1, pay basis 81. 

Graduate students can be paid from more than one department. If more than one 

department is identified, the appropriate supervisor within each department must certify 

the accuracy of their respective account.  

Wage PARs: There are 12 wage PAR periods. Each covers four weeks beginning July 1, with 

one exception: two PAR periods cover six weeks. The Wage PARs are identified as A, B, C, D, 

E, F, G, H, I, J, K and L.  These PARs are distributed six times a year, two at one time.  

Wage employees are identified as a pay type 6 and are paid using object code 1120. 

PARs are not generated for contingent/transient employees (object code 1220) because 

their timesheets are their PARs.  

 

Distribution of PARs  

After the last period in each PAR period, the PAR Coordinator generates and distributes 

PARs to departments according to the department account (ñDò code) which appears in 

the left-hand corner of the PAR form. An accompanying cover letter indicates a due date 

by which the PARs must be appropriately certified and returned to Accounting Services 

(204 Thomas Boyd Hall). Since PARs are created and processed to meet reporting 

deadlines to sponsors, it is critical that they are returned promptly.  
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Certification of PARs  

Before certifying a PAR, the following should be noted:  

 It is the departmentôs responsibility to ensure that a PAR has been received for 
each person who was employed during the PAR Certification period.  

 If a PAR is missing for an employee, contact the PAR Coordinator at 8-1430 to 

create a manual PAR for the employee.  

 The PAR must be certified by the employee or someone having firsthand 

knowledge of all his/her activities, except for graduate students. This person may 

be his/her supervisor, department head, or dean. The PARs of graduate students 

must be certified by the supervisor(s) of each account shown.  

 A full signature is required in blue or black ink (red ink or pencil is not 

acceptable). Facsimile or delegated signatures are not permitted.  

 Employees who have devoted effort to a sponsored agreement at no charge to the 

sponsor must indicate the cost sharing account and percentage on their PAR.  

 Department heads, academic deans, and their employees must indicate the actual 

percentage of time spent on departmental administration. This percentage must be 

documented on the Dept Admin line of the PAR.  

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

the reporting period, the PAR should be completed by the supervisor for the 

period of employment within the reporting period.  

 If the workload distribution does not represent a reasonable apportionment (within 

5% deviation) of the employeeôs activities, a corrected personnel action form 

must be completed. A copy of the personnel action form must be submitted with 

the certified PAR.  

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

submitted, the PAR must be re-certified. Contact the PAR Coordinator at 8-1430 

if a copy of the affected PAR is not available in the department.   
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Sample PARs without Cost Sharing   

An example of John Doeôs PAR that requires no changes because the account splits and 

the workload % distributions of effort are correct.  The form should be signed and dated 

by John Doe or his supervisor and returned promptly. 
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An example of John Doeôs PAR that requires a change because both the account splits and the 

workload % distributions are incorrect.  The workload % distribution of effort on line 01 should 

be changed to 75% and line 03 should be used to add the appropriate account number and the 

workload % distribution.  A copy of the Personnel Action Form should be attached as back up 

for the PAR.  All lines on the PAR should always equal 100%.  The form should be signed and 

dated by John Doe or his supervisor and returned promptly. 
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An example of John Doeôs PAR of which 100% of his effort is documented as departmental 

administration.  Line 02 is used only to document departmental administration.  The workload % 

distribution on line 01 should be reduced to zero and 100% should be added on line 02 to reflect 

100% departmental administration.  All lines on the PAR should always equal 100%.  The 

departmental administration check list should be completed.  The form should be signed and dated 

by John Doe or his supervisor and returned promptly.   

 

 


