· On Mondays we will get an email for employee hours, currently from Terri McCartney (Terri.McCartney@accellent.com) 303-761-2801.  

· If we have not had a change in the employees for Accellent since the previous week, we open the Supplier Associate Weekly Time Capture Report (TCD), which is saved in the Timesheet – Accellent folder on the corporate server. Add the employee’s hours, update the Weekending date on the s/s, type in your name, title and date in the Signature box, save it as the current PPE date.  Then email to Lily Cirafisi (Lily.Cirafisi@Accellent.com).

· If we have had a change in our employees at Accellent, at a particular location, Lily will email us a new Supplier Associate Weekly Time Capture Report (TCD), listing all of the current employee’s names.  Then follow the process above.  Save the file with the current PPE and use the following week if no changes are made to the employee list.

· We need to have the TCD to Lily by noon on Tuesday.  She is on Eastern Time.

· Always save the file in Excel as 97-2003 file format

· Remember to E-sign (type your name) and date the TCD or it will be returned

· We do not send an invoice to PeopleShare, the TCD serves as the invoice and is tied out to our Invoice Detail files.  Also, we do not send invoices or TCD’s to Accellent.

· ESG’s invoice will be sent to us and saved in the Timesheet folder

