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VOLUNTEER’S HOURLY TIME RECORD

Volunteer’s Name: _____________________________________________________________
          Last                                                     First                                Middle Initial

Instructions

Volunteer: Provide hours below and submit to your department contact on the last working day of each pay period.
*Report time to the nearest tenth of an hour. Example: 20 hours and 12 minutes = 20.2 hrs






                 (12 minutes/60 = .2)

	DATE

MO/DA/YR
	TYPE OF WORK DONE


	START TIME*

	END TIME*
	TOTAL HRS*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total:
	


VOLUNTEER CERTIFICATION: 
I have performed services of my own free choice, am receiving no wages, and have been accepted as a volunteer and assigned or authorized duties by the department.

____________________________________________  
_____________________
Volunteer’s Signature





Date
____________________________________________
_____________________

Authorized Departmental Signature



Date
Department: _________________________________

Department: Submit to Human Resources after reviewing and approving hours.
HR: MS-5221; Fax 360-650-2810
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