
Self-Determination Kickoff Meeting

Enter Data on
Employee

Tracking Log

The Employee
Tracking Log tracks
receipt of individual

employee time
sheets and required
employee training

(First Aid, Recipient
Rights, etc.)

Begin Payroll
Period

Documents can be
transmitted to GuardianTrac

via mail, fax or personal
delivery to a GuardianTrac

field office.

Receive Time
Sheets and

Invoices

Review Time
Sheets and
Invoices for
Compliance

Make Payments End of Month?

File Required
State and Federal

Documents
(Payroll Taxes,

etc.)

Compile and
Distribute
Reports to
Consumer

Participants in
User-Friendly

Format.

Compile and
Distribute

Reports to PIHP/
CMHSP

Check Employee
Tracking Log for

Training Re-
Certification.

End of Year?

No

Complete and
Distribute W2's
and Other Year
End Tax Forms.

Compile Annual
Fund

Reconciliation
Report

Compile Annual
Consumer’s

Report.

Receive Person-
Centered Plan

and Budget
Updates.

No

Yes

Time Sheets must be signed
by the Employer. Time

sheets may also have other
requirements depending on

the nature of services
provided and PIHP/CMHSP

procedures.
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