
























Wage Subsidy Timesheet  
 Participant Name (print legibly): ______________________________     
 Wage Subsidy Job Site: ______________________________________ 
 Week Beginning: _______________________________________ 
*Use ink only; no pencil or White-Out on the timesheet. Initial all changes.* 
 

 
 
Max. Allowable Hours per Week: 40 

 Hours Worked, with Start and End Times Absences, in Hours 
 

Day Worked 
 

 
Date 

Worked  

 
Start 
Time 

Out 
for  

Meal 
Break  

Back 
from 
Meal 
Break 

 
End 

Time 

 
Total 
Hours 

Worked 

 
Holiday 
Hours 

 
PTO 

 
Leave 

Without 
Pay  

 
Unexcused 
Absences 

 
Good Cause: 

Yes/No  

 
Bereavement/ 

Jury Duty 

Monday             

Tuesday             

Wednesday             

Thursday             

Friday             

 Total 
Hours 

           

 

 Week Beginning: _______________________________________            Max. Allowable Hours per Week: 40 

 Hours Worked, with Start and End Times Absences, in Hours 
 

Day Worked 
 

 
Date 

Worked  

 
Start 
Time 

Out 
for  

Meal 
Break  

Back 
from 
Meal 
Break 

 
End 

Time 

 
Total 
Hours 

Worked 

 
Holiday 
Hours 

 
PTO 

 
Leave 

Without 
Pay  

 
Unexcused 
Absences  

 
Good Cause: 

Yes/No 

 
Bereavement/

Jury Duty 

Monday             

Tuesday             

Wednesday             

Thursday             

Friday             

 Total 
Hours 

           

 
 
I certify that the information contained on this timesheet is true and correct. 
 
Participant Signature: __________________________________________________________  Date Signed: __________________      
 
Supervisor Signature: __________________________________________________________  Date Signed: ___________________ 

Coordinator Signature: _________________________________________________________  Date Signed: ___________________ 

Annual Leave (Accrued PTO)                                                                                  
PTO Balance: _____________ 
 
Signed timesheet due date: biweekly on Fridays by 
10:00 a.m. 
Timesheets may be emailed to: wagesubpay@slstart.com 
It is your responsibility to turn in your signed timesheet, to make sure 
you are paid. 

 

Work Schedule (show as times, e.g., 1–4): 
Mon Tue Wed Thu Fri Sat Sun  

8–5 8–5 8–5 8–5 8–5 Off Off  

 
 

 

 

mailto:wagesubpay@slstart.com


 
 

Timesheet Instructions 

Timesheets must be neat and easy to read: 

1. Timesheets must be completed in dark ink, not pencil 
2. Liquid Paper or White-Out is not allowed on timesheets 
3. Timesheets must be legible, or we will ask you to redo them  
4. You must initial any cross-outs 

Timesheets must be accurate: 

1. Add any hours in the “Absences” section of the timesheet under “PTO,” “Leave Without 
Pay,” or “Bereavement/Jury Duty” columns. Add any hours worked to the “Total Hours 
Worked with Holidays” column. The total hours entered in the “Absences” and “Hours 
Worked” sections should always account for a 40-hour work week.   

2. For any absences, the employee must call in to the worksite supervisor to explain the 
situation on or before the day you are to report to the worksite. We will consider a 
failure to do so as a No Call/No Show.  

3. Employees must work 8 a.m. to 5 p.m. We require a one-hour meal break. Meal breaks 
are unpaid. Do not include time spent on meal breaks in the “Total Hours Worked” 
column.  

4. Participants are entitled to unpaid excused absences at the discretion of the site 
supervisor or NMW service provider. A participant may not get more than 16 hours of 
unpaid leave in any month, or 80 hours total during the wage subsidy term. Leave must 
be with good cause and approved by the site supervisor.   

 

Please make sure that you email your timesheet biweekly on 
Fridays to wagesubpay@slstart.com by 10:00 a.m. 

 

Failure to turn in a signed timesheet by the due date will result in 
a delay in your payroll processing. You MUST sign a Timesheet 

Correction form before late hours can be submitted.  
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