



Time Study Instructions





     NCNMEDD, AAA

1. Prepare an individual time study for each position.

2. The time study should be done for a minimum of two weeks on each position.

3. You should have a total of ten (10) daily time studies ( for each day of the week in a two week period).

· Employee must check off in fifteen minutes increments the service that is being provided. (transportation, HD meals, congregate meals, etc.)

· On a daily basis total each day of the time study

· Add totals for the two week period for each service

4. Prepare one (1) “time study summary” for each position.

· Carry forward the totals from the individual time study for each position to the time study summary form for each day of service.

· Total each column for each service on the individual summary form

· Divide the total of each service column by the grand total of all columns on the individual summary form.

This will be the percentages used for making allocations to the budget preparation among services and budgets.

Tip:  Do not budget for services if the result is under 3%.

