APPENDIX G

DAILY ACTIVITY REPORT FORMATS
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Project Name: ___________________________________ Report Date: _____________________

Project No.: _________________________ Total Hours: ____________________________

Contractor: ___________________________________________________________________

Description of Work Performed: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employees: 

	Name
	Title
	Task
Worked
	Time 
In
	Time Out
	Over-time
	Hours Worked

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	





  Signature of Contractor’s Representative	   		      
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Report Date: ___________   Project Name: __________________________________

Travel Expenses: (include appropriate receipts) For T&M Only

	Name
	Task to be
Charged
	Lodging Charge
	Subsistence Charge
	Mileage / Tolls Other Travel 
	Total
Cost
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Equipment:
                                                                        Include Rate Information for T&M Only
	Equipment 

	Task #
	In Use (U), Standby (S), Other (O)
	Days On- Site
	Charge Today
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Date: ______________ Project No. __________

Materials/Purchases: 		
                                                                                                              (Rate Info for T&M Only) 
	Item
	Task #
	Quantity
	Cost   Each
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total
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Subcontractors: (Include Cost for T&M Only)

	Name
	Task #
	Work Performed
	Cost

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	









Daily Activity Report Instructions

The Contractors are required to submit the report to the Regional Project Officer (RPO) no later than noon of the workday following the previous workday being reported.  Since the report serves as the Department’s approval for work activities conducted, the contractor runs a risk of not being paid for items not on an approved report.  Failure to submit reports in a timely manner must be brought to the Contract Manager's (CM) attention when a problem becomes evident (i.e.: when the contractor demonstrates a continued pattern of non-compliance with this requirement).

Site Identification:  List the site name, date that the report is documenting, the IIJA MPSC requisition number, contractor name, and shift, if applicable.

Description of Work Performed:   This section shall list work in progress, work items (tasks) completed, significant events, items that may affect project schedules or costs, problems encountered or anticipated, delays experienced and any other information that is considered by the contractor to be reportable.  The RPO and/or IIJA District Group Managers (DGM) may specify additional information that they wish to see on the report in this section.  Use another page if more space is needed.  

Employees:  This section lists the name, title, task worked, time in, time out, overtime hours, and total hours.  If an employee works different tasks, a separate line shall be used, and the time should be split appropriately.  By signing the report, the IIJA RPO and/or the IIJA DGM signifies his/her approval of overtime hours recorded by the Contractor.  The content of this block must agree with the on-site sign in/sign out log and copies of the Davis-Bacon Act certified payrolls.  The Department will refer to this report when reviewing invoices for reimbursement on a time and materials basis.  Therefore, to prevent short pays, the contractor must be accurate when reporting time.

Daily Per Diem:  The contractor shall record the applicable travel costs in this section when the Department is reimbursing the contractor on a time and materials basis.  Indicate the employee's name, task that will be charged the travel expense, hotel charge, daily subsistence claimed, and other travel cost, if applicable.  As specified in the contract, the contractor is reimbursed for travel costs in accordance with the Commonwealth Travel Management Directive.   Hotel receipts will not normally be provided at this stage and should not be required until receipt of the invoice.  

Equipment Log:  The contractor shall list equipment used or idle on-site.  The required items include the equipment name, task worked or to be charged; whether the equipment is in use, on a standby basis (i.e. charged a standby rate under the contract terms) or other (e.g. waiting for rental company to pick up); the number of days on-site; whether the equipment is designated as owned or rented; and the charge for the equipment that day.  The last column is only used when the Department is reimbursing the contractor on a time and materials basis.  On-site equipment, not listed in the final work plan, shall be brought to the Department's attention.  

Materials, Purchases:  The contractor shall report any materials or supplies used or delivered that day.  Each item used or purchased shall be listed with the appropriate task number(s), quantity used, cost of each item and total cost.  The cost information is only required when the department is reimbursing the contractor on a time and materials basis.  The materials used and all stock items are direct cost items, and no markup may be added to the cost.  The IIJA RPO and/or IIJA DGM may require copies of receipts or delivery slips to verify and approve the delivery or costs.  Questions on what materials are direct or indirect cost items or how a certain charge is billed should be clarified with the CM before authorizing such expenditures.  If there is some question or uncertainty, please resolve the issue first.

Subcontractors:  List the name of the subcontractor, the task number worked or to be charged, the service performed, and the cost for the day.  The cost information is only required when the Department is reimbursing the contractor on a time and materials basis.  Subcontracts must be approved in writing by the appropriate CM PRIOR to beginning the work on-site.  

The IIJA RPO and the IIJA DGM are only responsible for checking whether or not work was actually accomplished, who was on-site, what equipment was present, and what resources were used.  The IIJA RPO and IIJA DGM will not check whether contract rates are accurate for certain equipment and materials.  

If the IIJA RPO or IIJA DGM disagrees with an item or has questions concerning a specific task, bring the item to the attention of the contractor's on-site representative.  If approval still cannot be given to a specific item, the IIJA RPO or IIJA DGM should cross off the item(s) in question, note the issue in the margin and process the rest of the report.  The Contractor’s Program Manager can contact the Department’s CM to resolve the disputed item.

The Contractor and IIJA RPO or IIJA DGM should keep signed copies of the report.  The Contractor will be required to submit a copy to the Department’s central office with a copy of the invoice.  The IIJA RPO and/or IIJA DGM will need their copy to review and approve invoices at a later time. 


