
 
Payroll Tips and Checklist – C.A.R.E. about your work! 

Completion:  Did you include all of the following information on the timesheet? 
 

 Print Name 

 Date Worked 

 Start and End time, include AM or PM 

 Total Hours Worked 

 Billable or Non-Billable 

 Location Code (A, B, C or D) 

 Activity Code (Corresponding to the Valued Outcomes on the left) 

 Description (A brief detail of what the participant did that you assisted or supported with) 

 Face to Face (Yes or No) 

 Initials  

 Staff Signature and Date 

 Participant Signature and Date 

Accuracy:  Is what you are signing true and correct? 

 Use a calendar to make sure the dates match correctly to the weekday you worked. 

 Keep your timesheet and write the dates and times each day so you don’t forget. 

 Review your timesheet day by day with the participant or representative. 

 Any changes or additions after the timesheet is signed should be initialed by both parties. 

 For changes, use a single line to cross out the error and write the correct information. 

Risk Areas:  What steps can you take to ensure you are paid on time and stay in good standing as an employee? 

 Calculate your weekly hours and stay under 40 per week to avoid overtime.  Overtime is not allowed. 

 If another staff is working during your scheduled time inform your supervisor.  Two staff working for the 
same participant at the same time is not allowed. 

 Submitting for time you did not work is fraud and can be grounds for termination and legal action.  Always 
make sure your timesheet reflects true and accurate information. 

 Send in your timesheets on the scheduled due date.  If you miss the due date we cannot guarantee on 
time payment.  All timesheets must be mailed within 30 days of the date of service. 

 If you start working for a new participant or start working in a new position with the same participant, 
make sure that the participant/representative sends us a new hire form so that we know what to pay you. 

Extra Tips:   

 If you aren’t working over the weekend, mail your timesheet Friday.  Early is always better. 

 Have your timesheet signed at the end of your last shift.  Don’t wait until the day it is due to be mailed.  
This way you have time to get it in the mail on time. 

 Go inside the post office to mail your timesheet.  Outgoing mailboxes and blue bins are not reliable and 
are often not picked up and sent out the same day, making your timesheet late. 

 Check your paystub on payday and call us immediately with any discrepancies, questions or concerns. 

We CARE about your pay and want you to be paid on time and accurately.   

We also CARE about our participants and protecting them from fraud and abuse.   

A few moments to review your timesheet can make all the difference in the world.  Thank you for your support! 

 

Contact the Payroll Team:  845-794-5218 option 2 payroll@issny.org  


