Blacksmith Institute Toxic Site Identification Program
Investigator Handbook

Financial Reports and Payment

Investigators receive a daily consultant rate for full days that they have worked, a
per diem (food and accommodation payment) for travel days, and reimbursement
for site investigation expenses. It is very important for investigators to keep
detailed records of the amount of time they work, their travel, and receipts for all
related expenses. Investigators will submit a detailed financial report at the end
of each month.

Investigator Daily Consultant Rate

Your daily consultant rate is stated in your contract. The daily rate is payment for
a full day of work (8 hours). If you work for half a day on Monday and half a day
on Tuesday, that counts as one day on your financial report. Each month you
will create a new financial report and enter your daily rate and the number of full
and half days you worked during that month.

Per Diem for Travel Days

Blacksmith will pay a per diem to cover the cost of hotel and food for travel days
that require an overnight stay in a hotel. A per diem is not paid for day trips, or
days when you are traveling back to your home, only days that end at a hotel.
Transportation costs are covered by the per diem. Transportation costs are
reported on your monthly financial report and reimbursed at the end of the
month. The per diem amount is fixed, and does not change based on the cost of
your hotel and meals. If your hotel costs more than your per diem payment,
Blacksmith will not pay the extra charge. If your hotel costs less than the per
diem payment, you can keep the remaining per diem amount. If you have food
expenses from a day that does not end at a hotel, please report that expense on
your monthly financial report and include the receipt, just like other travel
expenses.

Reimbursing Expenses

Blacksmith will reimburse most expenses related to site screenings as long as
the investigator provides receipts for each expense. Blacksmith will not
reimburse expenses without a proper receipt attached to the financial report.
Reimbursable expenses may include:

* Travel costs. Blacksmith will reimburse purchases of bus or train tickets,
taxi from a train station to the site. If you are going to use your own car,
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please contact your Regional Director in New York to discuss
reimbursement for fuel. If you require an airplane ticket to visit a site, you
must ask your New York Regional Director for approval before buying the
ticket. Blacksmith will not reimburse the cost of an airplane ticket if the
Regional Director in New York did not authorize the purchase.

Equipment. If you think you need a piece of equipment for a site
screening, please discuss this with your Regional Director in New York.
Blacksmith may be able to send you equipment, and may authorize you to
purchase equipment. Review the Sampling Guidelines section to see if
you will require sampling equipment for a site screening. All sampling
equipment purchases require authorization from your New York Regional
Director.

Food costs during a site screening that does not require a per diem
payment (for example, lunch on a day trip that will end at your home).

Laboratory analysis of samples. Before sending samples to a lab, ask the
lab for a price quote for the number of samples that you want analyzed.
Review the price quote with you Regional Director in New York. If the
Regional Director approves, send the samples for analysis.

Internet café, photocopying, shipping, etc. Blacksmith will reimburse you
for limited administrative costs associated with site screenings. This does
not include payment for internet in your home.

Blacksmith will not reimburse investigators for:

Bribes, payment to government employees (except per diems), or
payments to individuals for information

Hotels. Hotel expenses are covered by your per diem
Food on a day when a per diem is paid.
Expenses that do not have a proper receipt attached to the financial report

Purchases over $100 that did not receive prior approval from a Regional
Director in New York

Monthly Financial Report

Investigators must submit a financial report for each month that they conduct site
screenings. Investigators can download a blank Investigator Monthly Financial
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Report at www.blacksmithinstitute.org/coordinator-resources.html. It is important
to fill in all of the white sections of the report.

To receive reimbursement for expenses, Investigators must list each expense
individually and record:

the date of the expense

the cost in local currency

the receipt number (you will write the same number on the actual receipt)
and a description of the expense (for example: bus ticket from City A to
City B)
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Example of Scanned Receipts

ETIONTA
1057, XAPKIR, B3-57
BYA.FOF0AR, 13

TH 215600426855
o4 2039005522
EEMMHCRAR

REA10879245UA
MCT FEKOH. ABIA
KOMY: BRET ERICSON
KYM: NEW YORK CHA
HACA:

0,054 K
34 WACH:
27,10 TPH.
MAPKY R3:
27,10 TPH.

27,10 &
CHHA 27,10
Mie & = 0,007 0,00
rOTIBKON 50,10
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AATA 11-07-2011 YAC 15:25:22 NOSEZS
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TOB "®K "KoHTpakToBM
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7 Ha nepekas Kowrie cepjq A

B N 518407 ein 30.01.2011 p
KBMTAHUIA N15165-36119-9151

Tepminaa N: 36119

Anpecal Xapkis, Bawxepa sya

Rarai 10,07.2011 21:45:04
Ot1punano: 70 rpu,

Komicisl 3,50 rpu,

Cyma naarexy: 66,50 rpu,
Maarnuic: 8 (066) 387 46 81

OTpunmysau: TOB "13] coetr”
kenoy: 34817577 n/p 260013

011514 y AKE "HAU]OHARBLHHA
KPEAHT”, M, KH)B, Me0 32070
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Npusnauends naavexy:Onaara
34 NONDBHEHHN paxyHky HWIC

8 (066) 387 46 81

I ANKUC H{HAHCOBOY YCTAHOBM
(10 onepauiq): 92324655
flosjnka: (044) 537 33 74, (
095) 618 48 34, (097) 224 3
3 22, (093) 241 00 31 call
~centerdeasysoft.con.ua

Onepaujs nposenexa ycnjunol
SGEP[IAATE KBUTAHUIKN A0 non
OBHEHHA PAXYHKY

hata onepauuu..: 14.07.2011 11:19:58
HoMep omepauuu.: 00001-00645-00924-09726
HoMep TepMuHana: 645

ABpec TepMuHana: cT.M beketoBa 2

.. MTC

.. (D66) 387-46-81

CymMa nnatexa..: 47.50 2pH.

OnnaueHHas BaMu CyMMa 3auucneHa Ha Bauw

cueT. MMoxanylicta, coxpaHute 4ek. Ecnu y

Bac BozHuknu Bonpockl - obpaualTechb:
AlfaPay: 0 (800) 505 105
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