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Instructions: 

1. Please complete each field in detail on the Daily Volunteer Time Log.
1. Please be task specific for each volunteer in your organization 
· Include tasks being performed
1. Volunteer name 
1. Please have a manager sign off on the volunteer hours
1. If your organization’s documentation does not have a manager’s signature on the log in/out sheets, please add a cover letter on your organization’s letterhead attesting to reported volunteer hours.  In this case, you can group the volunteer sign-in/sign-out sheets by week and attach the signed cover letter.
1. [bookmark: _GoBack]Please provide all documented volunteer hours to:

	
	
	



