
Federal Time Accounting Guidelines

PersonnelActivity Reports (PAR) 
Technical Assistance



Federally funded employee time documentation 

• Documentation is required to ensure that the district is properly 
charging salaries and wages that are reasonable, necessary and 
allowable in accordance with applicable federal program 
requirements



Federally Funded Personnel 

• In other words, PARs provide evidence that the percentage of time charged 
to the federal resource is spent doing work in the federal program.



Why is documentation needed?
● Federal programs have laws and an intent. Documentation ensures that 

employees are working within the intent of the federal program. It is OUR 
responsibility to prove that the funds are used appropriately for salaries

● Time documents will be reviewed during both our annual financial audit and 
Federal Program Monitoring (FPM)

● Non-compliance results in audit findings and FPM reviews can result in loss of 
funding



● Who must  provide PAR documentat ion?

● Any employee  whose  sa la ry is  part ia lly funded with  the  following federa l programs  
tha t  a re  monitored by FPM:

● Tit le  I (30 10 ), II (40 35), III (420 3), and Tit le  IV (4127)



ESEA Tit le I Part  A

● Must  be  used to supplement  the  bas ic  program 

● Site  employees  can not  part ic ipa te  in  adminis t ra t ive  or c le rica l dut ies  

● Intent  is  to provide  support  for low income s tudents  to become academica lly 
profic ient  in  Sta te  Standards



Tit le III LEP 

● to ensure  English  lea rners  in  California , a t ta in  English  profic iency, 
● tha t  English  lea rners  deve lop h igh  leve ls  of academic  a t ta inment  in  English , 
● and tha t  English  lea rners  meet  the  same cha llenging s ta te  academic  

s tandards  as  a ll other s tudents



Local Control Funding Formula (LCFF) Site Allocat ions 

● Time spent  on LCFF ac t ivit ies  mus t  be  recorded on PARs  if LCFF is  combined with  
Tit le  I, II, III or Tit le  IV. 

● Employees  funded with  only LCFF do not  part ic ipa te  in  t ime  account ing.



PROGRAM/ SITE MANAGER RESPONSIBILITIES

The  program/ s ite  manager mus t  ensure  tha t  a ll federa lly funded 
employees  and the ir supervisors  a re  familia r with  the  t ime  
documenta t ion guide lines  and a re  complying with  these  
requirements .



Two Important  Principles in Time Account ing 

● Funding Sources  
o Number of funding sources
○ Is  a t  leas t  one  – Federa l? 

● Cos t  objec t ives  = work goals  
○ Single  cos t  objec t ive  
○ Mult iple  cos t  objec t ives  



PARs - Mult iple  Funding Sources  

● Mult iple  fede ra l grant  programs  
● A combinat ion of fede ra l and nonfede ra l 

programs  
● Mult iple  dut ie s , t asks , program 

objec t ives



Mult i- funded Employees  who comple te  PARs

● Adminis t ra tors  – who spend only a  port ion  of the ir t ime  ove rsee ing Tit le  I programs  
● Tra ining Spec ia lis t s  - coach, t each  & provide  PD a t  mult iple  s it e s  
● Nurses  - work a t  mult iple  t asks  a t  mult iple  s it e s  
● Socia l worke rs  - work with  parent s , s tudent s  
● Site  Ins t ruc t iona l Coordina tors  – mult iple  t asks  
● Learning Support  Coordina tors  – mult iple  t asks  



Personnel Act ivity Report  

● Used when an employee’s  s a la ry is  funded by mult iple  federa l programs  or part ia lly with  federa l 
programs  & other sources  

● It  is  a  month ly ca lendar tha t  shows  the  amount  of t ime  the  employee  has  worked da ily in  each  
funding source  

● The amounts  of t ime  a re  shown as  whole  hours  or ha lf hour increments



Personnel Act ivity Report  

● Must  be  an accura te  record of the  hours  spent  working in  the  federa l & other program(s ) 
● The hours  mus t  be  t ied to the  ac t ivit ies  
● Daily recording of hours  ensure  more  accuracy. 
● The comple ted ca lendar mus t  be  s igned by the  employee  & supervisor AFTER the  work has  taken 

place



Steps in Creat ing and Complet ing PAR:

● The employee  know the  funding sources  and unders tand the  dut ies  as soc ia ted with  the  resources . 

● The employee  mus t  ident ify ac t ivit ies  or cos t  objec t ives  tha t  be long under each  funding source . To do 
th is , the  intent  of the  federa l funding source  in  the  context  of the  other funding sources  mus t  be  
cons idered.



Examples of  Act ivit ies in Funding Sources 

● Tit le  I: Academic  focus  & LEA Plan  Alignment  
● Direc t  academic  s e rvices  to s tudent s  
● Academic  Counse ling for s tudent s  
● Screening and re fe rring for support  s e rvices  
● Supervis ion  of Tit le  I funded s ta ff 
● Asses sment  & Data  ana lys is  
● Profes s iona l deve lopment  
● Parent  Involvement  Tit le  III: Academic  Support  for LEP s tudent s  
● Profes s iona l deve lopment  about  EL ins t ruc t ion  
● Direc t  s e rvices  to s tudent s  
● EL parent  involvement



Tit le III: Academic Support  for LEP students 

● Profes s ional deve lopment  about  EL ins t ruct ion  
● Direct  s e rvices  to s tudents  
● EL parent  involvement



Instructions: Please enter the number of hours to reflect a full day's work. 

Describe Activity 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31
Total Hours 
Per Month

Percent 
Charged 

0 0

0 0

0 0

0 0

0 0

0 0

Total Hours Worked Per 
Day 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0%

Date: 

Please Note: Each day must equal the employee's total work hours per day. The holiday, sick, or vacation pay hours are calculated into the other activities based 
on the percent of time spent on those activities, so no percentage is shown in the spreadsheet for this time.

I hereby certify that this report is an after-the-fact determination of actual effort expended for the period indicated and that I have full knowledge of 100 percent of these 
activities. I understand that this information is being given in connection with the receipt of federal funds and that deliberate misrepresentation may subject me to 
prosecution under applicable state and federal criminal statutes.

Employee's Signature: Date: 

Supervisor's Signature: 

Millbrae School District 

Month/Year:  Total Hours Per Day 

Personnel Activity Report

Agency Name: Millbrae School District Site Name:  

Employee Name: 



Complet ing the PAR 

● Lis t  the  ac t ivit ie s  in  each  funding source  in  the  column on the  far le ft . 
● Record the  ac tua l t ime  worked for each  ac t ivity. 
● Record any days  or part ia l t ime  not  a t  work.
● PARs  are  s igned and da ted afte r the  month  worked as  they are  ve rifica t ion  of the  work 

a lready pe rformed. 
● Employee  mus t  s ign  as  we ll as  the  employee’s  supervisor who mus t  ve rify tha t  the  work 

was  done . 
● Each monthly ca lendar mus t  be  submit ted MONTHLY to the  Millbrae  Dis t ric t  Office , by 

the  10 th  of the  following month  and no la te r than  the  las t  working day of the  following 
month  to (Tara  Ke ith  – Chie f Academic  Office r; Denice  LaCroix- Supervisor of Bus ines s  
Services )



Fiscal Audit  – Federa l Program Monitoring 
● It ’s  important  tha t  a ll PARs  re flec t  ac tua l, rea l work tha t  is  a ligned to a  ca lendar or log.
● CDE reviewers  have  the  opt ion of in te rviewing sample  employees  

○ Be  prepared to describe  how your dut ie s  bene fit  the  Tit le  I or othe r fede ra l program
○ You may be  asked to provide  a  log or ca lendar for the  s ample  month



Quest ions
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