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Importance of PARs 

 Required federal regulations mandated by the 
Office of Management and Budget’s (OMB) 
Circular A-21 
 Circular A-21 establishes principles for determining 

costs applicable to Federal grants, contracts, and 
other agreements with educational institutions.  
Accounting practices of individual colleges and 
universities must 1) support the accumulation of 
costs as required by the Circular and 2) provide 
adequate documentation of charges to sponsored 
agreements. 

 
 

 



Importance of PARs 

 

 Confirm after the fact that employee’s workload 
distribution and earnings that should have been 
paid (based on personnel forms in effect at the 
time the PAR is generated) reasonably represents 
employee’s actual workload distribution 

 

 Salary is the largest expenditure at LSU  

 

 Document salary cost sharing 

 
 

 



Importance of PARs 

 

 Financial Accounting and Reporting (FAR) uses 
PAR information when preparing the F&A rate 
proposal 

 

 Budget and Planning also relies on PAR 
information when preparing the HERD (Higher 
Education Research & Development) Survey 
(formerly called the NSF Survey) 
 

 



Who Receives a PAR? 

 

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

 

 Employees working on sponsored agreements 

 

 Classified employees do NOT receive a PAR 
unless working on a sponsored agreement 
 

 



Who Receives a PAR? 

 

 Manual PARs must be created for classified 
employees who are cost sharing to a 
sponsored agreement 

 

 Students and contingent/transient employees 
do NOT receive PARs because their timesheets 
are an auditable method of documenting time 
and effort 

 

 
 

 



PAR Types/Periods 

 Fiscal PARs 
 Four fiscal PAR periods which reflect three months of 

salary 

 Identified as PAR periods 5, 6, 7, and 8 

 Distributed quarterly 

 Academic PARs 
 Three academic PAR periods that each correspond 

with an academic semester 

 Identified as PAR periods 1, 2, and 3 

 Distributed after the end of each semester 

 
 

 



PAR Types/Periods 

 

 Wage PARs 
 Twelve wage PAR periods; each represents four weeks 

of pay, with the exception of two PAR periods that 
represent six weeks of pay 

 Identified as PAR periods A – L 

 Distributed six times a year, two at a time 

 
 

 





Certifying PARs 

 Department must ensure that each person 
employed during the PAR period has received a 
PAR 

 If a PAR is missing, contact the PAR Analyst at 8-
1430 

 Sign AND date in blue or black ink; should be 
signed by either the employee or someone with 
firsthand knowledge of all the employee’s 
activities; EXCEPTION:  GA PARs must be signed 
by the supervisor of each account shown 

 

 



Certifying PARs 

 

 Document cost sharing on the PAR if employee 
has committed cost sharing to a project 

 

 Department administration percentage must be 
documented on the Dept Admin line of the PAR 

 

 Supervisors of separated employees must certify 
the PAR 

 
 



Certifying PARs 

 If workload distribution does not represent a 
reasonable apportionment (within 5% deviation) 
of employee’s activities, a corrected personnel 
form must be completed; attach copy to PAR 

 

 Once a PAR is certified, retroactive personnel 
forms should NOT be processed.  On the RARE 
occasion that there is a retro form, the PAR must 
be recertified. 

 
 



Certifying PARs 

 

 All PAR contacts should have view access to the 
PAR system on mainframe as well as access to the 
reporting tools mentioned in this presentation.  
Access can be requested via the “Security Access 
Request” link, which is under “Financial Services” 
on myLSU. 

 

 
 



Certifying PARs 

 

 Fund End Date (under the Professional Specific 
Data section of the HRS Header page) 

 

 If there is a fund end date on HRS, and that date is 
earlier than the last day of the PAR period, then a 
PAR will either not be generated or will generate 
with the incorrect total. 

 Salary encumbrance on ledger will be incorrect 

 Cost transfers for salaries will not be created 

 

 
 



Certifying PARs 

 

 A change in source of funds is required to extend 
or change the employee’s funding once the fund 
end date is reached. 

 

 There is a reporting tool available to monitor the 
fund end date and identify which employees 
require a change in source of funds.  The report 
title is “Control Date Report” and it is under the 
“Personnel Reports” section of Reporting Tools. 

 

 
 











EMPLOYEES WITH CONTROL DATES WITHIN SELECTED RANGE 

              

PERSONNEL ACTION FORMS REQUIRED BEFORE SELECTED DATE 

              
EMPL NAME LSU ID EMPL TYPE DEPT PAY BASIS DATE TYPE DATE 

  89XXXXXXX T 96358 75 FUND 29-Mar-13 

  89XXXXXXX P 36020 21 FUND 31-Mar-13 

  89XXXXXXX F 94022 22 FUND 31-Mar-13 

  89XXXXXXX L 12710 21 FUND 31-Mar-13 

  89XXXXXXX G 12710 91 FUND 2-Mar-13 

  89XXXXXXX F 11580 11 FUND 31-Mar-13 

  89XXXXXXX L 94014 21 FUND 31-Mar-13 

  89XXXXXXX F 31000 21 FUND 31-Mar-13 

  89XXXXXXX T 96366 75 FUND 31-Mar-13 

  89XXXXXXX L 94014 21 FUND 3-Mar-13 

  89XXXXXXX C 11520 31 FUND 31-Mar-13 

  89XXXXXXX P 17010 25 FUND 31-Mar-13 

  89XXXXXXX S 95011 70 FUND 31-Mar-13 

  89XXXXXXX F 25510 18 FUND 14-Mar-13 

  89XXXXXXX T 96366 75 FUND 31-Mar-13 

  89XXXXXXX P 16501 21 FUND 31-Mar-13 

  89XXXXXXX T 16705 75 FUND 1-Mar-13 

  89XXXXXXX G 12710 91 FUND 1-Mar-13 

  89XXXXXXX L 94038 21 FUND 31-Mar-13 

  89XXXXXXX F 12410 21 FUND 31-Mar-13 

  89XXXXXXX P 19274 21 FUND 4-Mar-13 

  89XXXXXXX L 90102 29 FUND 2-Mar-13 



Certifying PARs 

 

 Control Date report should be run using a 1/1/12 
– 3/31/13 date range to “catch up” on any 
employees needing a change in source of funds 

 

 After initial “catch up,” run report monthly 

 

 Check for breaks in service. There should be no 
break between the current fund end date and 
subsequent effective date. 

 

 
 



Tools Available for Certifying PARs 
with Cost Sharing  

 

 Record of Grant Establishment (RGE):  cost 
sharing commitments are recorded on the RGE 

 

 Cost sharing letter:  A cost sharing letter is 
distributed to the departmental contact with the 
RGE and Cost Sharing Detail by Account.  These 
documents should be reviewed by appropriate 
departmental personnel and the PI.  The PAR 
Analyst should be notified if any errors are noted. 

 



Tools Available for Certifying PARs 
with Cost Sharing  

 

 Cost Sharing Detail Reports on Reporting Tools: 

 Salary cost sharing commitments entered on CSC 
screen in mainframe; CSC feeds commitments to the 
Cost Sharing Detail Reports on Reporting Tools 

 

 Two types of Detail Reports: 1.) by account number 
and 2.) by LSU ID 

 

 Detail Reports show commitments as well as 
documented cost sharing (pulled from PAR system) 

 









Cost Sharing Type Key 

A F&A N Non-Salary 

B Fringe Benefits O Other Agreement 

F Foundation S Salaries 

G GA FB T Tuition Remission 

I In Kind U Unrecovered F&A 

K SUBCONTRACT Z OTHER 









Quick Tips for Certifying PARs with 
Cost Sharing 

 

 Departmental personnel should use the tools 
available to identify cost sharing commitments 
 

 Must cost share from like functions 

 Example:  If the sponsored project is research (“1” in 
the seventh digit of the account number), then the 
cost sharing must come from 0100 funds. 



New Procedures for Ensuring LSU’s 
Compliance with A-21 & University Policies 

 Step 1:  PARs are distributed and should be 
certified and returned to SPA by the due date. 

 

 Step 2:  After the PAR due date has passed, the 
PAR Analyst will initiate an email to all 
departmental PAR contacts who have outstanding 
PARs. 

 email will reference the “Outstanding PAR” report on 
Reporting Tools 

 email will specify a due date for submitting the PARs 

 SPA Manager over PARs will be copied  

 

 



New Procedures for Ensuring LSU’s 
Compliance with A-21 & University Policies 

 

 Step 3:  After the due date specified in step 2 has 
passed, the SPA Manger will initiate a second 
email to all departmental PAR contacts who still 
have outstanding PARs. 

 email will reference the “Outstanding PAR” report on 
Reporting Tools 

 email will specify a due date for submitting the PARs 

 SPA Director and Department Head will be copied 

 



New Procedures for Ensuring LSU’s 
Compliance with A-21 & University Policies 

 

 Step 4:  After the due date specified in step 3 has 
passed, the SPA Director will initiate a third email 
to all departmental PAR contacts who still have 
outstanding PARs. 

 email will reference the “Outstanding PAR” report on 
Reporting Tools 

 email will specify a due date for submitting the PARs 

 Department Head, Dean, and Associate Vice 
Chancellor for Accounting and Financial Services will 
be copied 







DEPT PAR PERIOD LSUID NAME PAGE NO. TYPE
12701 1 89XXXXXXX 1493 P

12701 1 89XXXXXXX 1494 P

12701 1 89XXXXXXX 1495 P

12701 5 89XXXXXXX 904 P

12701 6 89XXXXXXX 845 P

12701 6 89XXXXXXX 843 P

12701 6 89XXXXXXX 846 P

12705 1 89XXXXXXX 1497 P

12705 1 89XXXXXXX 1496 P

12705 5 89XXXXXXX 914 P

12705 5 89XXXXXXX 913 P

12705 6 89XXXXXXX 849 P

12705 6 89XXXXXXX 850 P

12705 6 89XXXXXXX 848 P

12710 1 89XXXXXXX 1513 P

12710 1 89XXXXXXX 1511 P

12710 1 89XXXXXXX 1504 P

12710 1 89XXXXXXX 1500 P

12710 1 89XXXXXXX 1506 P

12710 1 89XXXXXXX 1514 P

12710 1 89XXXXXXX 1503 P
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Training 

 

 Training is available.  Go to the “HRM Training 
Programs” link under “Employee Resources” on 
myLSU to sign up for Personnel Activity Reports 
(PAR). 

 

 


