Name: 	                                                                      Date:
Project Timecard

On three separate due dates during the project phase of Graduation Project, students will complete 2 reflective entries, a timecard and verification materials (evidence) pertaining to their work accomplished on the project. These materials track the progress of each student’s project and should reflect work completed at the beginning, middle, and end of each project. Students are expected to have their mentors read their reflective entries, review their timecards, then sign and comment ONLY the timecards for each progress check due date. 
  
Students are required to keep a timecard throughout the project phase. The timecard will list dates on which work is completed, tasks accomplished on each date, time spent on each task, and a running total of hours spent on the project. The template for the timecard is posted in MySites portfolios. 


Timecard Requirements:
· Turn in a new timecard at each Progress Check due date.
· Type timecard entries (see above paragraph for content details)
· Obtain mentor’s signature and comments on each completed timecard.

	Date
	Task Completed
	Time Spent
	Total Hours Completed

	
	

	


	 


	
	
	

	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



(To add another row to the time card, press the Tab button while the cursor is in the last row)
Mentor’s signature:



Mentor's comments:
