
How to Track and Submit 
RIDE Hours

PLEASE follow these instructions!



How to Track Your Hours - Option 1
Option 1: Use the PMT provided form

1. Go to www.premiermountntrail.com and download the 
“PMT Ride Program Hourly Log Sheet” from the 
Membership/Form section (See image to the right)

2. Fill out the top of the form
3. Keep this form in a handy place so every time you work with 

your horse(s), you can log your time. 
a. Note: Volunteer hours are also logged on this form. 

Volunteer hours are any hours spent volunteering at a 
PMT Sanctioned event. Examples include shows, 
fundraisers, and the banquet. 

4. At the end of each quarter, count up your hours! 
5. This form is for your own tracking and records only. This will 

not be submitted at the end of the quarter. 
a. Each rider must have their own tracking sheet. 

Multiple horses can be ridden by that rider.

http://www.premiermountntrailcom


How to Track Your Hours - Option 2
Option 2: Use your own method

1. While PMT does provide a form to track your hours, you are 
not required to use it. You can track your hours however 
you feel most comfortable.

a. See the example of a spreadsheet you can use to 
track hours. This is available for download for anyone 
who would like to use it here: RIDE Hours Log

b. Contact us if you need help downloading the file
2. Keep whatever method you use in a handy place so every 

time you work with your horse(s), you can log your time. 
a. Note: Volunteer hours are also logged on this form. 

Volunteer hours are any hours spent volunteering at 
a PMT Sanctioned event. Examples include shows, 
fundraisers, and the banquet. 

3. At the end of each quarter, count up your hours (or let the 
spreadsheet do it for you)! 

4. This form is for your own tracking and records only. This will 
not be submitted at the end of the quarter. 

a. Each rider must have their own tracking sheet. 
Multiple horses can be ridden by that rider.

https://docs.google.com/spreadsheets/d/1zNK6aafBms-0h950p_ifvUmNJvk0XwT-/edit?usp=sharing&ouid=101656216545310670698&rtpof=true&sd=true


How to Submit Your Hours - Option 1
Option 1 - Fill out the paper form and submit using email

1. After counting up your hours as shown in Slide 2 or 3, fill 
out the submittal form. Found in the same place as the PMT 
Log Sheet on the website. 

2. Fill out your information on the top portion. 
3. Fill out your total number of hours of riding/groundwork 

and volunteer hours. 
4. Put the total amount of hours in the “Total Hours” box for 

that quarter only.
5. Repeat for each quarter. 

a. At the end of each quarter, DO NOT, add up your 
cumulative hours for the year in the “Total Hours” 
box. We will do that for you! We only need your total 
hours for that specific quarter.

6. Email a scanned copy or clear image of this form to 
premiermountntrail@gmail.com 

a. Note: Each rider must have their own submittal 
sheet! Any sheets submitted with multiple riders 
listed will not be accepted until corrected. 

November 1st- 
- January 31st

mailto:premiermountntrail@gmail.com


How to Submit Your Hours - Option 2
Option 2 - Fill out the Google Form for RIDE Hours

1. After counting up your hours as shown in Slide 2 or 3, fill 
out the PMT Ride Hours Submission Form for the quarter. 
This form will be shared on Facebook and through email 
and the newsletter at the conclusion of each quarter. 

2. Follow the instructions on the form, and click “Submit” at 
the end. 

3. That’s it! You’re done!
4. Repeat for each quarter. 

a. At the end of each quarter, DO NOT, add up your 
cumulative hours for the year for the “Total Hours” 
box. We will do that for you! We only need your total 
hours for that specific quarter.

5. Note: If you have multiple riders you are tracking, you must 
submit a response for each rider! Any submittals with 
multiple riders on them will not be accepted until 
corrected.



Still Have Questions?

Contact us through: 

1. Facebook messenger

2. Email at premiermountntrail.com

3. Call/text 616-915-4448 (Taylor Visser, Director)

http://premiermountntrail.com

