M.I.S.I. Timesheet Instructions

Attached are the timesheets for calendar year 2005.
1. Verify Information

· Check the following information on the timesheets:

· Name: 

First name and Last name 

· Client 

Company Name where you are working 

· Tel: 

Telephone number at the client site or valid contact number.

· E-mail: 

E-mail address at the client site or personal e-mail address.

· Recruiter: 
Name of your M.I.S.I. recruiter

If there is any incorrect information on your timesheet, please indicate the correct information 

then e-mail back to ts@misicompany.com.

· Check the number of timesheets you received.

There is one time sheet for each pay period, totaling of 24 for the entire year 2004.  If there are missing timesheets, contact M.I.S.I. at ts@misicompany.com.  The number of timesheets may vary, depending on your start date.

2. Filling out timesheets

· Enter starting and finishing times

Use 24-hour "h:mm" military format.  Example: 9 AM -> "9:00", 5 PM -> "17:00"

Hours are automatically calculated based on the time you put in.  Column "I" titled "HH:MM" shows hours and minutes.  Column "J" titled "Hours" shows hours rounded to the nearest quarter.  If you are required to use different formulas in order to calculate hours worked, change the formulas by yourself and notify M.I.S.I. of any changes.

3. After each period.

· Make sure hours are correct.

· Have your authorized client manager sign the timesheet.

M.I.S.I. will not process any timesheet unless there is a signature by your authorized client representative on it.

· Send your timesheet to M.I.S.I. via fax or e-mail.

· Fax the timesheet to M.I.S.I. to only one of the following fax #’s (646) 435-4636 - (646) 435-4639 - (908) 737-0735 - (215) 701-1091, no later than 12 PM on the due date of each pay period.  You may also E-mail the timesheet to ts@misicompany.com. provided that it has been scanned with client signature. 

If you have any questions or need clarification, please do not hesitate to contact M.I.S.I.

Fax: (646) 435-4636 – (646) 435-4639 – (908) 737-0735 – (215) 701-1091 
Tel: (212) 355-5585 x371 
E-mail: Emcnamara@misicompany.com
