Example of One Week of an Elected/Appointed Official’s Record of Activities

Record of Activities

Name John Smith
Title Town Supervisor
Employer South Anytown

Activity Log

e Use a new row for each activity. You must include the start and end times for each activity.

e Enter the date, activity, start and end times, and the number of hours. In the Hours column,
only enter numbers (i.e. 2.75).

e To add a new row, click the “Add New Row” button.

e To total the number of hours, click the “Update Total” button.

Date Activity Start Time End Time Hours
January 7, 2019 Taxpayer mtg. 1:.00 PM 2:00 PM 1
January 7, 2019 Return phone calls 2:00 PM 3:00 PM 1
January 7, 2019 Emergency call re: dog warden 12:00 AM 1:00 AM 1
January 8, 2019 Prepare speech for luncheon 12:00 PM 3:00 PM 3
January 8, 2019 Return phone calls 3:00 PM 4:00 PM 1
January 9, 2019 Routine correspondence 9:00 AM 11:00 AM 2
January 9, 2019 Guest speaker — luncheon mtg. 1:00 PM 3:00 PM 2
January 9, 2019 Return phone calls 6:00 PM 7:00 PM 1
January 10, 2019 Conference call with East and North 9:00 AM 9:30 AM 0.5

Anytowns
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January 10, 2019 Prepare for mtg. on 1/15 9:30 AM 11:00 AM 1.5

January 10, 2019 Return phone calls 6:00 PM 7:00 PM 1
January 11, 2019 Prepare speech and materials for 9:00 AM 11:00 AM 2
1/15 mtg.
January 11, 2019 Routine correspondence 11:00 AM 12:00 PM 1
January 11, 2019 Return phone calls 4:00 PM 5:00 PM 1
January 12, 2019 Committee mtg. on zoning 9:00 AM 12:00 PM 3
January 12, 2019 Return phone calls 4:00 PM 5:00 PM 1
Add New Row
Update Total 24

To ensure three full months of active working days are reflected on the ROA, extend the period
of the ROA by the amount of time used for vacations, illness, holidays or other reasons not
worked during the three-month period.

Once you have completed recording activities for a three-month period, print this worksheet and
sign and date below.

With my signature, | attest to the accuracy of the record provided above.

Date
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