RECORDS MANAGEMENT TIME TRACKING

Week of _________________________

LIVELINK

VERIFY AND ATTRIBUTE (Number Completed)

: Mon ____ Tues ____ Wed ____ Thurs ____ Fri ____ Sat _____ Sun _____

VERIFY AND ATTRIBUTE  (Time – Hours & Minutes)

: Mon ______ Tues ______ Wed ______ Thurs ______ Fri _____ Sat ____ Sun _____

Q & A (Number Completed)

: Mon ____ Tues ____ Wed ____ Thurs ____ Fri ____Sat _____ Sun _____

Q & A (Time – Hours & Minutes)

: Mon ______ Tues ______ Wed ______ Thurs ______ Fri _____ Sat ____ Sun _____

TRACKING

DOCUMENTS TRACKED (Gas – Financial)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

DOCUMENTS TRACKED (Liquids)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

DOCUMENTS TRACKED (M-Deals)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

DOCUMENTS TRACKED (Power)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

DOCUMENTS TRACKED (Sitara)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

DOCUMENTS TRACKED (SO2)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

DOCUMENTS TRACKED (Weather)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

BATCHES

BATCHES RELEASED (Gas – Financial & Physical, Weather)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

BATCHES RELEASED (Power)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

BATCHES (Gas Documents)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

BATCHES (Power)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

BATCHES (Time – Hours & Minutes)

: Mon ____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

SCANNING & INDEXING

SCANNING & INDEXING (Documents)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

SCANNING & INDEXING (Total Pages)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

SCANNING & INDEXING (Time Hours & Minutes)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

PREPARATION FOR SCANNING

PREPPING (Inches of Documents – Gas)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

PREPPING (Inches of Documents – Power)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

PREPPING (Inches of Documents – Other)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

PREPPING (Time – Hours & Minutes)

: Mon _____ Tues _____ Wed _____ Thurs _____ Fri _____ Sat _____ Sun _____

FOLDER CREATION 

FOLDERS (Boxes of Folders Created – Gas)

: Mon _____ Tues _____ Wed ______ Thurs _____ Fri _____ Sat _____ Sun _____

FOLDERS (Boxes of Folders Created – Power)

: Mon _____ Tues _____ Wed ______ Thurs _____ Fri _____ Sat _____ Sun _____

FOLDERS (Boxes of Folders Created – Other)

: Mon _____ Tues _____ Wed ______ Thurs _____ Fri _____ Sat _____ Sun _____

FOLDERS (Time – Hours & Minutes)

: Mon _____ Tues _____ Wed ______ Thurs _____ Fri _____ Sat _____ Sun _____

CONTRACTS

CONTRACTS (New Contracts)

: Mon _____ Tues _____ Wed ______Thurs _____ Fri ______ Sat _____ Sun _____

CONTRACTS (Amendments, Assignments & Terminations)

: Mon _____ Tues _____ Wed ______ Thurs ______ Fri _____ Sat ____ Sun _____

CONTRACTS (Time – Hours & Minutes)

: Mon _____ Tues _____ Wed ______ Thurs ______ Fri _____ Sat _____ Sun _____

REQUESTS

REQUESTS (Contracts)

: Mon _____ Tues _____ Wed ______ Thurs ______ Fri ______ Sat _____ Sun _____

REQUESTS (Confirmations)

: Mon _____ Tues _____ Wed ______ Thurs ______ Fri ______ Sat _____ Sun _____

REQUESTS (RC Numbers)

: Mon _______________________________________________________________

: Tues  ______________________________________________________________

: Wed _______________________________________________________________

: Thurs ______________________________________________________________

: Fri _________________________________________________________________

: Sat _________________________________________________________________

: Sun _________________________________________________________________

REQUESTS (Time – Hours & Minutes)

: Mon ______ Tues ______ Wed _____ Thurs _____ Fri ______ Sat _____ Sun _____

OTHER (Specify, Include Time Spent on Project) ________________________________________________________________________

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

