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Labor Cost Sheet Instructions 

 
The "Labor Cost Sheet" form can be used to recap all Time and Attendance 
Reports.  Separate Labor Cost Sheets should be completed for both 
operating labor and administrative labor.  These recap sheets will be a 
helpful aid to consolidate monthly labor costs when it comes time to 
prepare your claim for reimbursement. 
 
Complete the form based on the instructions for each of the following 
titled columns: 
 
Position-   List workers who spend any portion of their work 

time on the SFSP. 
 
Total Hours on SFSP- For each employee listed, record the actual number 

of hours spent per month on the SFSP. 
 
Hourly Wage-   For each employee listed, list the hourly wage paid. 

 If the worker is a volunteer, put $0.00 in this 
space.  Employee benefits should be included 
in the hourly wage paid. 

 
Total-    Multiply the column "Total Hours on SFSP" by 

the "Hourly Wage" column.  This total equals 
the cost of labor for one employee this 
month. 

 
Total (line) -    The sum of lines 1 through 25 in the last 

column entitled Total is the total labor cost to 
be reported on this line. 

 
 


