
Top 10 Timesheet Mistakes

1. Timesheet not submitted by due date

2. Refer to living allowance schedule for pay period number, pay period start date and pay period end date.

3. Activity codes- explanations missing or incorrect code used. Refer to your work plan.

4. Training Hours – Actual training hours not listed in training column

5. Total hours are not totaled and/or listed for each week

6. Signatures- missing either supervisor or member signature

7.  Pay period total hours calculated incorrectly. 
                    Note- timesheet excel document has formulas for auto calculation.

8.  illegible timesheets submitted. Should be typed (no handwritten). 

9. Name and date missing at the top of the timesheet

        10. Not using most up to date timesheet.  Download from ASSET website.




How to calculate average hours per week needed to complete term successfully in 4 easy steps.
1. Take the Cumulative Hours total from your timesheet
2. Subtract the number of hours you have earned from your required number of hours
3. Calculate the number of weeks left in your term using the Online Week Calculator on the ASSET website (starting on first day of next pay period)
4. Divide the number of hours left by the number of weeks you have left.
Example:
Crystal is a full time member with an hour requirement of 1750. Her term ends August 31, 2010. She has completed 282 hours as of November 14, 2009:
Step 1. 			282 cumulative hours (as of 11/14/09)
Step 2. 			1750-282= 1468
Step 3.			41 weeks 2 days (from 11/15/2009-8/31/2010)
Step 4. 			1468/41=35.80
Crystal will need to have work weeks of about 36 (35.8 rounded up) hours per week in order to complete her term successfully. This is not exact and not taking into account holidays or days off. But this is something to work with when working to make sure you are on track to complete your hours.
Top 10 Activity Report Mistakes
1. Reports must be submitted by the 5th of each month. If the 5th falls on a holiday or weekend then they are due the next business day.

2. Reports include Group Activity Report/Individual Activity Report (while attachments may not be necessary, each of these forms are required)

3. Reports are found on the website, if there is an updated version it will be found there. If unsure if you are using the correct report, go to the website.

4. Person Submitting Report should not be left blank

5. Item 6 (I will add numbers to report online) should only include names of people for which a participant tracking log is being submitted. 

6. Participant tracking logs should only be submitted if a person has completed two or more steps on the participant tracking log.

7. Participant tracking logs are for individuals only, not for groups of people.

8. Participant tracking logs should include date when goals were established and end date when at least two goals were completed.

9. Great story should showcase service in the community as it relates to ASSET and the consumers you are working with. While it is great to hear what you all have done or are doing individually, we do use that information for reporting purposes.

10. Attached documents are only required if there is information to report. If there is no information to report, you do not need to submit additional documents (participant tracking log, training participant information, etc).
