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                          El Camino Real Chapter

Sign In Report Form – Meetings, Volunteer Services, Training and AT 
Date: ____________________

Location: ___________________________________    

Sponsor Organization -   __________________________________________________________ 

Sponsor Signature - _______________________________________________________________
Meeting or Vol. Event:  Title: ___________________________________________Hours: ______
Acres Involved:___________
  Trail Miles Maintained:  ________  
VMS Service Opportunity Name (req’d): ______________________________________________

Training or Advanced Training:  Title: ___________________________________Hours: ______
Instructor(s)  _____________________________________________________________________
VMS Training / AT Opportunity Name (req’d):__________________________________________________
Description of Mtg / Event / Training (Req’d for VMS):________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Total # Public non-members present _______   Composed of # Adults 18+ ______  and  # Youth 17-_______ 
PRINT NAME (place * if you provided hospitality services)
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Continue names on the back if needed.







Version date February 11, 2016
Page 1 of 2

PRINT NAME (place * if you provided hospitality services)
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Instructions for the Meeting / Vol. Services / AT coordinator or sponsor:
In general, this sign in form is intended to simplify and standardize hours reporting for group activities by active members, vs them individually recording hours themselves in VMS.

This is a general purpose form for use at any administrative Chapter meeting, Volunteer Service event, Training or Advanced Training session for active chapter members or trainees only. 
Generally the “Meetings, Volunteer Services, Training, Advanced Training” form will be used for just one meeting, or volunteer event, or AT session, at a single given location, date and time, and the appropriate sections would be completed for that as appropriate.  This should constitute the majority of usage for this form.
Sometimes we have a need to record multiple activities occurring at a single location and date / time, so some complexity is added and special instructions are needed. The only known occurrences of this are:

1. An administrative chapter business meeting that also has an Advanced Training session, or

2. A new Initial Training class where some current members attend for purposes of Advanced Training and others may attend for purposes of Class Mentoring. Class Mentors may also have other preparation and supporting service hours that would be recorded by them as appropriate using their VMS sign-in.
In the case of #1, the coordinator would fill in the hours spent just for the business meeting, and the hours spent just on the AT session, along with pertinent data for each one.  Each person who signs the sheet will be awarded both of those two separate hour entries in VMS by the Membership / VMS coordinator.  No double counting of hours.
In the case of #2, the coordinator would fill in both the Meeting / Vol. Event data and the Training / AT data with the total hours for the entire Class session noted for each one.  Then each person signing in must decide which of the two options pertains to them, and indicate beside their name either VOL (mentor) or AT, and those hours will be entered that way in VMS by the Membership / VMS coordinator. An instructional note to this effect should be made by the Coordinator on the front of this form in this case.  No double counting of hours. Pick one or the other.
Travel time is only added on for Volunteer Service / Admin activities, and is not available for AT or Training.  This is done by the Membership / VMS Coordinator. Up to 1 hour roundtrip is awarded, but not exceeding the meeting or event time itself. 
Members should put an * by their name to indicate if they performed Hospitality Services for the event, and a standard time will be entered into VMS under Chapter Admin / Hospitality by the Membership / VMS coordinator.
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