CERTIFIED VOLUNTEER UNITS (CVUs)
GUIDELINES

Certified Volunteer Units are used to recognize individuals preparing for and completing

volunteer work within FCE and the community. You can count telephone and travel time if it
relates to your volunteer project. All volunteer acts count, including time spent as an FCE officer on
club, county, region and state levels (Example: meals for shut-ins, church work, hospital and nursing
homes, charitable or non-profit organizations, etc.) You carnot count acts for immediate family
members.

Keep a record of all your Volunteer hours worked for future documentation of your volunteer
experiences.

When you have completed 500 hours of volunteer service, you will receive a Certificate of
Recognition from TAFCE. Five Hundred (500) hours of volunteer time equals 50 CVUs. Each
additional 500 hours will earn a seal to be affixed to the certificate, a maximum of 4 seals per
certificate. The maximum time span for turning in unreported hours is three (3) years.

Keeping a record of CVU hours can help you in many ways. A record of your volunteer time can
help you:

* Prepare for more responsible leadership and/or volunteer positions with FCE and/or other
organizations.

* Seek paid employment. Properly documented volunteer work can be listed on a job application.

* Seek elective office. Community involvement and public service are important qualifications
for elective offices.

* Qualify for awards and recognition. Honor and award applications usually ask for a listing of
volunteer service.

* Qualify for scholarships. Volunteer service verifies the scope of your interests and background.

* To grow personally. Volunteering can be fun and personally rewarding. Serving others can be

a life-changing experience.

PLEASE FOLLOW THESE GUIDELINES WHEN SUBMITTING YOUR CVU HOURS:

Individuals:

Form A: This form is for FCE members to record each Volunteer activity they are involved
with. Record the date, number of hours volunteered, and the number of people reached
for each activity (estimate the number of people reached if you are not sure...do not
leave blank). This form is kept for your personal record....do not send it with Form B.

Form B: When 500 hours have been accumulated for all Volunteer activities, transfer each
activity, along with number of hours volunteered and people reached, to Form B and
submit to the County CVU chair by the due date.

Counties:
Form C: Transfer each Individual’s information from Form B to this form (in alphabetical order
by last name) and submit Form C only to the Region VP of Public Policy (do not send
Form Bs to the Region; keep them in the County). Due date: June 1st.

Revised: November 2009



CERTIFIED VOLUNTEER UNITS
Personal Log: Form A

(revised 2009)

Name:

Please check the guidelines when reporting volunteer hours
to make sure you report them correctly.

DO NOT TURN THIS FORM IN...KEEP FOR YOUR FILES.

Hours # of People
Date Volunteer Activity Volunteered Reached

Total all Volunteer Hours and complete the CVU “Individual Summary Form B.” Transfer in 500-hour
increments only to Form B. If you go over, save these hours for your next report. Turn in Form B to
the County Council CVU Chair by the established due date.

Suggestion: Make a copy of this "Personal Log” for each activity you are involved in. This is your
personal record that you will keep for your files...do not turn in with Form B.




CERTIFIED VOLUNTEER UNITS

Individual Summary: Form B

(revised 2009)

Date:
Club: County:
Name:
(please print clearly and as you would like it to appear on your Certificate)
Address:
City: State: Zip:
Phone: Email:

(Recognition will be presented at the Fall TAFCE Annual Conference the same year this form is submitted.)

Volunteer Activity Volunteer # of People
(list each “activity” on a separate line) Hours Reached
Total Hours: Total Reached:

Note: Only submit in 500-hour increments (500, 1000,1500, etc.) If you have an
“odd” amount, hold these for next year or your next “Individual Summary.” Also,
please do not leave “# of People Reached” blank; insert an estimate if you do not
know the exact number.

County Chair: The Total Hours must be submitted in 500-hour increments only (i.e. 500, 1000,
1500, etc.). Example: If a member submits 1,150 hours, notify the member that only 1,000 hours
will be forwarded to the Region Chair. Have the member re-submit this form showing only 1,000
hours and ask her to keep the 150 extra hours for next year or her next “Individual Summary.”




CERTIFIED VOLUNTEER UNITS
County Summary: Form C

(revised 2009)

County CVU Chair: Compile all “"Individual Summary Form B” Sheets received;
itemize them below; and submit this Form C only

Due Date: June 1st to Region VP for Public Policy
County: Region: Year:
Total Total
FCE Member Phone Volunteer People
(list alphabetically by last name) (list area code) Hours Reached

Total Member Participation Total Hours | Total Reached




