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How to Complete the Timesheet

· Please make sure the timesheets you submit are easy to read and that your name and your employee’s name is written clearly at the top.

· Clearly indicate time in and time out for each day worked and calculate the total hours worked per day. 

· Add up the hours worked in the Total Hours box for Week 1 and Week 2. Total the hours from each week at the bottom of the timesheet.
· If you are receiving nutrition funds you must also indicate the number of meals provided on the dates worked.
· All timesheets must be signed by both you and your employee.  Timesheets that do not include your signature cannot be paid.

· At the end of the pay period (see enclosed Payroll Schedule), the consumer should total the hours worked. You should then review the hours for accuracy, write names clearly at the top, sign each timecard and submit to EI. 

· Timesheets may be mailed, faxed, or dropped off at the EI office. Use the mailing labels provided to send your timesheets and expense report to the EI office. 
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