How to Report Service Hours

If you are reporting hours for yourself make sure you include:

· your name
· name of the project
· date of the project (if known or applicable)

· amount of time spent on the project rounded to the nearest quarter of an hour. 
The length of the project includes travel time. If the project also contains some sort of socializing event, such as a picnic or a game of soccer, then you include the time spent on the project and half of the travel time.  
Please list the projects by date if you are reporting more than one project.
Here’s an example:
Jessica Chandler 
Animal Shelter - 11/12/2006 – 2 hours

HW Club- 11/16/2006 – 1.5 hours

Coloring Book Project- 11/29/2006 - .5 hours
If you are a project chair or are reporting hours for numerous people at a project, please do all of the above and list the names in alphabetical order by last name. 
For example:
Animal Shelter - 11/12/2006

Ciccarone, Melina - 2 hours

Lyons, Laura – 2 hours

Zaremski, Zack – 2 hours

Coloring Book Project – 11/16/2006

Chandler, Jessica – 2 hours

Gray, Raven – 2 hours

Lyons, Laura– 1.25 hours

Zaremski, Zack - .5 hours
Send all hours to the Projects VP via email (projectsvicepresident@vtcki.org) with “CKI HOURS” in the subject line.    
If you have any questions about what a service hour is, please contact the Projects VP. Thanks! 
