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FOR YOUR INFORMATION 

 
Fiscal Agent Program  
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Lori Knapp Richland, Inc. 

www.lkichoice.com  

   

 

 

 
 

Payroll Processing Contacts  
 

Your Payroll Specialist is marked below 
 

 

Deb M. 

Phone Extension: 230 

 

Jayne M. 

Phone Extension: 205 

Julie M. 

Phone Extension: 265 

 

Justina K. 

Phone Extension: 264 

Michelle C. 

Phone Extension: 203 

 

Tammy H. 

Phone Extension: 206 

Electronic Visit Verification (EVV) 

Beth AP 

Phone Extension: 284 
 

Items to remember when completing timesheet: 
 

• Work weeks run from Sunday to Saturday and so does your authorized hours, miles, or services 

• Must have in and out times for each shift listed.  Hours are paid in quarter hours. 

• Stay within your authorized hours, miles, or services. If unsure of what your authorized hours are or 
what your service code is, please call your Payroll Specialist. 

• Write clearly and in dark blue or black ink only and enter only one shift per line 

• When working past midnight, start a new line for the new workday 

• Don’t write over numbers already written on timesheet.  If you make an error place a line through it, 
initial, and write clearly next to it or on a new line. 

• Have the Member/Legal Rep and Employee sign off on the timesheet after all days of service have 
been worked for that pay period. Date the signatures for the same date as the signatures were 
written. 

• Put total number of hours worked on each individual timesheet 

• Check your correct Funding Source at the bottom of all timesheets. If unsure of Funding Source 
contact your Payroll Specialist. 

 

 

Main # 1-608-326-0434             106 S Beaumont Road 

Toll Free Phone # 1-844-534-7225                     Prairie du Chien, WI  53821 

Toll Free Fax # 1-844-634-7225            Website Portal: www.lkichoice.com  

Email payroll@lkichoice.com 
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106 S. Beaumont Rd. 

Prairie du Chien WI 53821 

Fax: 844-634-7225 

Phone: 608-326-0434 
Division of Lori Knapp Richland, Inc. 

www.lkichoice.com  
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