PERSONNEL ACTIVITY REPORT (PAR)
GREAT BASIN COLLEGE

Employee’s Name:




  Period of Report:





Project/Activity and Funder ID #
 


GBC Grant Account Number

Distribution 






       
 (if applicable)



   of Time

1. 












%
1. Administrative










%
2.












%
2. Administrative










%
3.












%
3. Administrative










%
4.












%
4. Administrative










%
(Please use additional forms if more space for projects is needed.)

All leave is paid based on the percentage of salary allocated to each project/activity.
Leave

Sick











%
Vacation/annual










%
Other (please specify)









%
Total distribution of activity from Project/Activity and Leave percentages:
 

100%
I confirm that the distribution of activity represents a reasonable estimate of all work performed by me during the 

stated period. 

Employee’s Signature:







Date:




I confirm that I, as supervisor, Principle Investigator or other person, have first- hand knowledge of 

all work performed by the above employee and the distribution of activity represents a reasonable 

estimate of all work performed during the stated period. 

Supervisor’s Signature:







Date:




Signed form to be maintained in primary grant file(s).
Instructions for Completing the PAR

The PAR is used to account for 100% of an employee’s time. All employees who are paid from grant funding or whose salary is used toward match for grant projects must fill out the PAR.
1. Include full name and if paid monthly, include at least the month and year of the report on the Period of Report line. If paid more frequently than monthly, include the full dates of the period (example: month/day/year – month/day/year).

2. Determine percentages of time for project/activity by counting the number of work days/hours in a month and dividing the amount of time worked on each area by that total. Note that you must distribute all the time you are paid to total 100%, including leave. The form should not show more than 100% of your time.

3. Account for any “Administrative” time spent on a project/activity by including it on the line immediately below that project/activity.  Lines are numbered to correlate with each project/activity. Administrative activities include time spent on the following while being paid for (or using your time to match) the specific project/activity:
· General GBC activities (non-related Faculty Senate/committee meetings college meetings, and college trainings, etc.)
· Hiring, accounting/budgeting, legal or other overhead tasks that do not directly relate to the project)

· If you do not do any of the administrative activities, do not fill out the administrative line.

4. Fill out an additional form if more space is needed for projects/activities and indicate the additional form(s) is a continuation.

5. Sign your PAR and then have your supervisor sign it.

6. Forward the PAR to the Grants Office as soon as your supervisor signs it.
7. Contact the Grants Office if you have any questions in filling out the form.
Revised: 01/01/2016

