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Instructions

INSTRUCTIONS FOR COMPLETING

THE MONTHLY ACTIVITIES AND TRAVEL LOG

1.
This form is to be completed for each month worked during the year.  Totals for hours worked, miles traveled, subsistence expenses, lodging expenses, and miscellaneous expenses should be entered at the bottom of the page in the appropriate box.  The activity section must be completed for each day worked.  The travel section should be completed only when you are claiming reimbursement for travel, lodging, or subsistence expenses.  Only those activities and expenses associated with your authorized activities as a certified host municipality inspector should be listed.  Reimbursement of travel expenses will be in accordance with the Department's travel regulations as set forth in Management Directive 230.1 0 amended dated November 1, 2000 or the current Department travel regulations or municipal rates, whichever are lower.

ACTIVITIES SECTION

DATE:
Enter the day worked/paid.  Each day worked/paid must be indicated on this form.


ACTIVITY SUMMARY:
Briefly list the major activities undertaken during the day.


HOURS WORKED:
List the total hours worked/paid on host municipality activities during the day.  Total these hours for the month and enter this figure at the bottom of the page.

TRAVEL SECTION


LEAVE (LV):
Enter the time of day you left your home or workplace as it relates to travel expenses being claimed.


RETURN (RET):
Enter the time of day you returned to your home or workplace.


LOCATIONS:
List the location(s) you traveled to and from.


MILES:
List the miles traveled on around trip basis.  Total these miles for the month and enter this figure at the bottom of the page.


SUBSISTENCE:
List each subsistence amount being claimed with its corresponding travel.  Total these subsistence expenses for the month and enter this figure at the bottom of the page.  Show only those expenses incurred by you which are eligible for reimbursement.


LODGING:
List any lodging expense incurred with its corresponding travel.  Total these lodging expenses for the month and enter this figure at the bottom of the page.


MISCELLANEOUS EXPENSES:
List any miscellaneous travel expenses incurred (such as tolls, parking, fares, etc.). Vehicle maintenance is not reimbursable.  Total these expenses and enter this amount at the bottom of the page.

2.
Attach supporting documentation for expenses claimed to the corresponding Activities and Travel Log.  Receipts for all subsistence, lodging, and miscellaneous expenses must be provided.

ACTIVITIES AND TRAVEL LOG EXAMPLE:
	Date
	Activity Summary
	No.

Hours

Worked
	LV
	RET
	Locations
	Miles
	Subsistence
	Lodging
	Miscellaneous

Expenses

	4/29
	Public Meeting on Facility
	3
	7:00
	10:00
	Lewisburg
	20
	
	
	


APPLICATION FOR REIMBURSEMENT FOR CERTIFIED HOST MUNICIPALITY INSPECTORS 
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DAILY ACTIVITIES SECTION
DAILY TRAVEL SECTION

	Date
	Activity Summary
	Number of Hours Worked
	LV
	RET
	Locations
	Miles
	Subsistence
	Lodging
	Miscellaneous Expenses
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	Activity Summary
	Number of Hours Worked
	LV
	RET
	Locations
	Miles
	Subsistence
	Lodging
	Miscellaneous Expenses
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