DTBONLINE
MONTHLY TIME REPORT





MONTH, YEAR:  
NAME:  
	HOURS BY CATEGORY
	Total Hours (in .25 increments)
	Notes:

	Meetings
	
	

	Travel*
	
	

	Administration
	
	

	Financial
	
	

	Publicity
	
	

	Reading/Research
	
	

	Selection
	
	

	Metadata
	
	

	Tech Support
	
	

	Web Development/User Interface
	
	

	Digitization
	
	

	Outreach/Promotion
	
	

	Glossary/Thesaurus/Bibliography
	
	

	Pedagogy/Educational Materials
	
	

	Training
	
	

	Communication [ADVISORY]
	
	

	Communication [WISC]
	
	

	Communication [IMLS]
	
	

	TOTAL HOURS
	
	


Please return an electronic copy of this document as an MSWord attachment to Jessica Lacher-Feldman via email at jlfeldma@bama.ua.edu by the 5th of each month for the preceding month.  Please save copies for your records.

File naming format:  please save each month’s document as:  

tbtime_mmyy_yourinitals.doc  (i.e.:  tbtime_1103_jlf.doc)
Please also submit a hard copy, along with your daily log of activities to Jessica via intercampus mail.

*Travel is to be documented with attaching a copy of travel reimbursement document prepared by business office (signed by traveler).

Created 12.01.03 (JLF)
DTBONLINE: TIME FORM WORKSHEET

Name: 

	Date
	Hours Spent 
	Activities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


