TIMEKEEPER DUTIES

· Member hours are due at the end of each month except for December when they are due December 15th
· Each month on the 26th write a Letter of Encouragement requesting Master Gardeners to turn in their volunteer time log. The letter then is sent to the Extension Office for approval before forwarding to all Members.

· Download and print volunteer logs as they are received. Pick up Logs deposited in the Red File in the Extension Office.  Read & check codes etc, and post on appropriate Excel Chart on the Computer.  Send Monthly Report to the Extension Office by the 3rd of each month.  File all volunteer logs in the hard copy file at the Office each month.

· A New Class begins each year in August and meets every Tuesday afternoon through November. Make sure each new student is photographed in order to produce a large class Roster to hang on the Wall in the meeting room of the Extension Office as soon as possible.  (Helps all members recognize each other).       
· Before volunteering is begun by the new class members, the Extension Agent and Timekeeper present a program together to inform the Interns the logistics of volunteer time and the award pins.

· Attend all Regular Monthly Meetings to stay abreast of the group events. 

· Keep a separate Chart for Interns.  (Put beneath the regular charts) Turn in the prescribed time to the Extension Office when they have completed the first 50 Volunteer hours (of which 25 are GA of which 8 are Office) so she can order the name tags, ID cards for billfold and signed certificate.  

· The Timekeeper will inform the Member relations Committee Chairperson, in January of each year, of each member’s volunteer hours so that award pins may be ordered.  Pins are awarded for each milestone of volunteer service at 100, 250, 500 hours and each 500 thereafter.  

· In August of each year check the total hours of all members and notify any member in need of recertification.  Also notify each member if they have fulfilled the required hours for recertification.  20 Vol and 10 CE are required for recertification.  

· Instructions on Volunteer Log online, how to send.

