
CONVERTING DECIMALS  MINUTES 

Recording Hours on Time Sheet 
Use Hours & Minutes (HH:MM) 

Calculating Hours 
Convert HH:MM to Decimals, then Calculate. If necessary, convert back to HH:MM 

When determining the number of hours to record on the timesheet, 

You must convert the decimal in the total hours to minutes. 

Example:  Recipient has 283 monthly authorized hours – divided by 4,  

the provider may work a maximum of 70.75 hours per week. This is equal 

to 70 hours, 45 minutes. To figure out the fraction of the hour to record  

on the time sheet, you need to multiply the decimal by 60 minutes. 

.75 x 60 minutes = 45 minutes
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