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Purpose Provide guidance on payroll documentation requirements and categorization 

of staff time by WIC cost objective.  
  
  
Breastfeeding and 
Nutrition Education 
Expenditure 
Requirements 

A. Breastfeeding and nutrition education are statutory requirements for 
which compliance is measured by costs incurred.  Federal regulations 
stipulate that one-sixth (or 16.7%) of the WIC nutrition services and 
administration (NSA) budget be spent for nutrition education.  A 
specified amount of additional administrative funds are required to be 
used for breastfeeding promotion and education.  Cost data is needed to 
determine whether these requirements have been met as well as 
document that WIC NSA costs do not consist disproportionately of 
administrative overhead. 

  
WIC Cost Objectives B. NSA WIC cost objectives or categories:  breastfeeding education, 

nutrition education, client services and general administration.  A list of 
cost categories with definitions and examples follows this procedure.   

  
Continuous Time 
Reporting 

1. The required documentation system for wages and salaries is known 
as “continuous time reporting”.  Employees engaged in multiple 
program and/or cost objectives must continuously generate 
documentation supporting the distribution of their time and effort. 

2.  Salary costs charged to WIC using continuous time reporting must be 
supported by payrolls documented in accordance to the local agency 
policy.  In addition, the distribution of employees compensated time 
to the WIC cost objectives must be supported by “personal activity 
reports” (PAR’s).   

3. This documentation covers 100% of the employee’s time and shows 
the distribution time based on activities performed by the employee.  
In other words, the record must show not only how many hours 
employees are present for duty, but also what they did while they 
were there.     

  
Personal Activity 
Reports (PAR’s) 

1.  Employees who work in two or more cost objectives shall record 
their time on a Personal Activity Report (PAR). 

2. The PAR must cover 100% of work time and shows the number of 
hours for which the employee was compensated, including 
compensated absences (annual leave, sick leave, holidays, etc.), 
covers a period not longer than one month whose ending date 
coincides with the end of a pay period.   

3.  In Local agencies with bi-weekly pay periods, this document will 
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generally cover two pay periods. 
4.  Both electronic and hardcopy versions are available for use by the 

Local Agency.  See copies attached to this procedure. 
5.  Employees must record time promptly.  An employee shall record 

his/her times as soon as possible after performing duties related to a 
cost objective, but never later than the close of business each working 
day.  Delays in recording time may adversely affect the data’s 
accuracy. 

6.  Reports are totaled at the end of the pay period or pay periods if the 
agency has biweekly payroll, then signed and dated by the employee. 

7.  Employee totals are then transferred and reported on page 3 of the 
Financial Status Report. (Volume V, Section F, page 1 

8.  PAR’s are kept on site at the Local agency and retained as per agency 
payroll record retention policies. 

9.  Local agencies who wish to combine the PAR documentation 
elements with their agency time sheet as an alternate to the PAR 
requirement, must submit a written request to the State agency for 
approval.    
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