
INSTRUCTIONS FOR BIWEEKLY PERSONNEL ACTIVITY REPORT (PAR)

1). On the left side, record actual hours spent working on each project (fund) for the reporting period.  The total of all hours entered on the PAR must equal the hours reported on your corresponding time sheet.

2.) If you have worked on a project (fund) not listed, please add the hours worked, a brief description which includes project title, and the fund number, if known, in the Notes section of the report. 

3.) When actual hours spent on a project exceed the amount to be paid from the project, you may need to report the difference in the Cost Share Hours column.  If the sponsor has required cost share on a project or the project budget does not support 100% of your effort, you will need to fill out the Cost Share Hours column.  Put the hours spent on the project that will not be supported by the sponsor in the Cost Share Hours column in brackets ( ).  Any GCF or UDF fund can be used to report the cost share hours.  The total for the Cost Share Hours column must equal zero.

4). Sign and date report.

5). Return the PAR to your departmental PAR Coordinator.

Refer to Procedure GAPR09 in the Controller’s Office Manual

