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Homecare Worker Notice
Incorrectly Completed Voucher
[bookmark: Text1][bookmark: Text2]Date:      								Voucher #:      

Dear Homecare Worker,

As part of the Collective Bargaining Agreement between the Home Care Commission and Service Employees International Union, Local 503 OPEU, we are not able to accept vouchers that do not meet the definition of a ‘properly completed voucher.’ Your voucher is being returned to you for the following reason(s):

|_|	Voucher was completed in pencil. Vouchers must be completed in ink.

|_|	Changes to hours or dates worked were not initialed by the consumer-employer. Consumer-employers must approve and initial any changes to the voucher.

[bookmark: Check3]|_|	Voucher was not signed by you as the HCW and/or by the consumer-employer, or voucher is missing the signature page.

[bookmark: Check4][bookmark: _GoBack]|_|	Voucher was submitted for payment before last day worked. Payment cannot be claimed for hours not yet worked.

|_| 	Voucher was submitted for payment before signature dates of the HCW and consumer-employer. Properly completed vouchers cannot be signed with future dates.

|_|	Voucher was submitted with illegible or missing information.

|_|	The voucher date range was changed. Vouchers with changed date ranges cannot be accepted.

|_| 	You submitted a voucher with time entries that overlapped with another voucher you submitted.  Time entries cannot overlap between multiple vouchers.

[bookmark: Text42]|_| 	Other:                       

PLEASE CORRECT THE ERROR(S) AND RESUBMIT THE VOUCHER FOR PROCESSING. THE CONSUMER MUST INITIAL ALL CHANGES TO THE VOUCHER. IF THE VOUCHER IS NOT CORRECTED AND TURNED IN BY THE SUBMISSION DEADLINE, YOUR PAYMENT MAY BE DELAYED.
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