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Tips on Managing your Payroll

· Your employee can begin working on the date that the IPP is approved. However, your employee cannot get paid unless she/he sends to Elderberry Institute a completed Employee Packet (the Employee Packet is included in this mailing).

· Timesheets are paid at the rate listed on your Individual Purchasing Plan (IPP).  If you would like to increase the hourly wage or add a new rate, you must submit a new IPP to Elderberry Institute. 
· Timesheets must be sent to EI on the date specified on the included Payroll Schedule; otherwise employees may not be paid on time. If your employee’s time sheet does not arrive before noon on Monday of payment week she/he will not be paid until the following pay period.
EI recommends that you keep the timesheets at your house since you are responsible for reviewing and submitting each timesheet.  
The employee should fill out the timesheet as they work – do not wait until the end of the week or pay period to complete timesheets.
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