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Hours Reporting
Accounting for volunteer hours is critical to managing contracts and to our grant reporting.
Report your hours working on projects or volunteering for 501 Commons monthly!



			
	501 Commons Consultant:	John Smith                     Phone:   206/555-1234     Month: January 2012

	Timesheet

	Include board or committee work, training/professional development sessions or any volunteer work for 501 Commons under “501 Commons”.
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	Project Expenses to be Billed to Client  

	· Notify the client in advance of estimated costs and get approval.
· If only one expense, submit to the client directly.
· If more than one expense or expenses from several consultants, submit to 501 Commons for reimbursement.
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