EMPLOYEE FUNDING DISTRIBUTION TIME REPORT
Contractors are required to maintain daily time and attendance records specifying time devoted to the VOCA project for all positions.  This includes fully funded, partially funded and/or Match positions.  See attached for step by step instructions for completing the Employee Funding Distribution Time Report.
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	THE ENTRIES ON THIS REPORT ARE, TO THE BEST OF MY KNOWLEDGE, COMPLETE AND TRUE
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Instructions for completing Employee Funding Distribution Report
1) Enter Employee Name (
name should be consistent with payroll documents and approved VOCA Budget).
2) Enter Pay Period Ending Date (should be consistent with agency pay period ending date)

3) Enter complete CVA Project # and VOCA Project Period (FY).

4) If employee devotes time to projects other than VOCA, each funding source should be entered in the “Source” column.
5) Enter Date for each day of the week.
6) Enter time devoted to the VOCA project for each day of the week employee worked.  For multiple funding sources, indicate time devoted to the VOCA project and time devoted to additional funding source.  Employee may enter hours per day or clock in and our times.
7) Calculate and enter daily hour totals in the “Daily Total” row.
8) Employee must sign, enter Title and date the timesheet once the pay period has ended.

9) Supervisor must sign, enter Title and date the timesheet once the pay period has ended.

10) Employee Funding Distribution Time Report(s) must be maintained with the coinciding FY files and supporting documents in accordance with the VOCA records retention schedule. 


