Bank Activity Log Sheet
Staff may find it helpful to use the Bank Activity Log Sheet as a diary to document activities related to a particular bank.  Keep brief notes about what and when things have been done in regards to a bank (things you did, people you contacted, reminders of the last thing that was done or happened, what you worked on last, what needs to be done next, etc.).  Since staff usually work on more than one bank and things can tend to happen intermittently, the Bank Activity Log Sheet can help you remember where you left off so when you come back to working on it, you won't have to spend a lot of time figuring out what happened last and what you need to do next.    Once the bank is established, you can continue to keep notes about any activity related to the bank.  This history of status and activities may be invaluable if follow-up needs to be done on some aspect of a bank, if information is requested about the bank, or if the main point of contact for the bank ever changes.
The Bank Activity Log Sheet can be printed out and completed by hand or completed electronically.
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Conservation/Mitigation Bank Activity Log Sheet

Name of Bank:  Cosumnes Floodplain Mitigation Bank-Amendment 1

Tracking #:  1802-2009-001-02-A1
	Date
	Notes

	9/7/2010
	Tracking Sheet signed off by Branch Chief, Tina Bartlett


	9/27/2010
	Waiting to receive final documents on the bank.  Once all final documents have been received then the signed tracking sheet will be sent to Region 2. 


	9/30/10 
	Per EPA email, EPA has agreed to replace the pages of the attachment into the Amendment.


	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


