ITUC (in cooperation with WageIndicator & UNI) -  Decisions for Life                   6 March 2009
Instructions for monthly hour registrations 



  by Tendayi Matimba
For whom
Everyone who works for the project, whether on payroll, as freelancer or self-employed (henceforth all to be referred to as project-worker).  

Consultants who only do one single, incidental assignment are excluded, but their assignment and invoice should be clear on nature of work, hourly rate, number of hours or days agreed and actually worked, and any other costs agreed on and claimed (there has to be a budget to compare real expenditure for each consultancy assignment). 

Why
To verify that a project-worker has indeed worked the hours.  This information is crucial to justify fund-expenses towards the auditor and funder. Not complying with this requirement will mean that you cannot work for the project! 
What
There are 4 categories: 
1) Project time 

2) All other work 

3) Leave: Holidays / study / etc. 

4) Sick leave. 

Project-workers on payroll need to fill in all categories (per half or full hour). All employed hours of the employment contract are accounted for! Any overtime may be included, but will not be paid out, although it will be good to show towards the funder as ‘co-funding.’ 

Freelancers and self-employed only need to fill in project time (per half or full hour).
Also a brief overview of work needs to be mentioned, for example (you can delete the red text, or for keeping you may cut/past it to another place in the same document or to a separate one.  An example of an overview: 

	Type of activities:

	· various start-up: updating formats (workplans, budgets, contracts, schedules, progress) for India, Indonesia & CIS 

· meeting with ITUC, 13+14Jan09

· preparing payment vouchers

· various preparatory work for the CPT-meeting, 17-19Mar09

· communication with (inter)national + regional partners

· budget revisions.


	
	
	
	

	


When
Fill in the sheet on a (2-)weekly basis. Every month the filled-in sheet (of course using Excel) has to be dated and signed off by your supervisor. This hard copy needs to be filed with reporting documents by the project-worker in charge of reporting. 

Freelancers can only be paid when their hour-sheets have been filled in, dated, and signed off by the supervisor. 

The first 6 months hour registration sheets are included in the financial-document for each project-worker in your team. If this is not the case, please contact the financial coordinator. Per end of the reporting period (end of March 2009 for the first time), you will receive per email hour registration sheets for the next 6 month period. 
Where
In the ‘financial’ document you will find monthly hour registration sheets for each staff member. If these do not match you may add or delete a sheet. If you need assistance, please contact the financial coordinator. Please note that the hours in these hour sheets are not automatically copied into the sheets ‘…costs’ and ‘Expenses & Balance”. In the next reporting period, you will receive the monthly hour registration as a separate document.  

Questions 
Please contact your regional coordinator or financial coordinator (Ms. Tendayi Matimba, financial coordinator Decisions for Life: tendayi.matimba@gmail.com). 
***********
