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                               Summary Time Sheet
Please report all hours of service, including preparation and travel time. Thanks!

	Date

(month & year)
	Station 

(Place at which I served)
	Service activity 

(what I did)
	Total Hours

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Volunteer Signature:                                                                 Date:                  Phone #:


Address:                                                                    City:                                      Utah                  Zip:


Station Supervisor or RSVP Director Signature:


This form may be copied

This is one of several different types of (Time Sheets( to report service hours to RSVP and the Volunteer Center. Please find the form that works best for you, and report ALL of the hours you spend in service for your community. 
The number of volunteers involved in service and the number of hours they serve are the (common yardstick( used by the Corporation for National & Community Service, and other national partners, to of what is being accomplished by volunteers in individual communities across the country. Each of us has special skills and abilities which are desperately needed to solve some problem, and each of us have a need to give something back to our community and country. RSVP and the Volunteer Center are the vehicles which allow the story of volunteer accomplishments to be told to others.  These success stories give value and recognition to current volunteers - but perhaps most importantly, they encourage others to get involved.

REPORTABLE SERVICE:
Service activities which are NOT APPROPRIATE to report are:

· Any activity for which you are paid. (Of course)

· Religious instruction and political activity which is of benefit to one political party or one particular candidate or cause. (Many church-sponsored activities ARE appropriate to report, such as humanitarian service, neighborhood clean-up, telephone reassurance, family history research and instruction, etc. Service activities which teach respect for the flag, patriotism, the importance of exercising your right to vote, etc. ARE appropriate to report.)
· Any activity that is restricted to a certain group, or which excludes others.

· Service provided to CLOSE family relative. (It is NOT appropriate to report hours you tend your grandchildren. However, if a young neighbor is ill and you are tending her children - that IS appropriate to report.)
All other volunteer activities are appropriate to report. Call us any time you have a question about RSVP or the Volunteer Center! We love to hear from you!!
We hope this form will be easier for those of you who serve at several stations each month - or who perform activities that will fall under different Basic Human Needs (BHN) codes. (See page 14 of the Six County RSVP Volunteer Handbook for information on BHN codes.) This form may also be used to catch-up previously unreported hours of service. 
DATE:
If you are using the form to report each month (which is much better for my reports!) The month and year will be the same for each line. If you are using the form to catch-up, each line may have a different month/year. Although it is much better to have your hours reported every month - I can catch-up service within a fiscal year (July 1 thru June 30). Once I close the year, I cannot record additional hours which were served in the closed year.
SIGNATURE:
It is vital that you sign your time sheet. Please have your supervisor at your place of service sign also, before sending your time sheet to me. I will co-sign time sheets for station supervisors.

