Missouri Department of Mental Health
Shelter Plus Care Activity Log for Administrative Costs 
To assure compliance with HUD regulations for eligible costs associated with the admin fee, processing centers are required to log the amount of time spent for administrative activities. Each person involved in eligible administrative activities should complete an activity log for the grant indicated on this form. Activity Log(s) must be submitted monthly with the processing center invoices.

Eligible administrative costs generally include the following: 
· GM: General Management, Oversight, and Coordination of the Shelter Plus Care contract requirements
· PB: Preparing program budgets and schedules for Shelter Plus Care
· HMIS: Preparing reports and other documents directly related to the program for submission to HUD
· COCT: Time spent attending HUD-sponsored Continuum of Care trainings
Name:					         ___   Title: 				         _______
Time Period (Month/Year):_____________________________
Grant:  _______________________________
	Date
	Time Spent
	Administrative Activity

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 



[bookmark: _GoBack]Please attach additional pages as needed for each time period.
Hourly Rate ____________ X Total Hours ____________ = Total Amount $__________________
Signature: 									    Date:	________
Supervisor Signature: 							    Date:	________
