
  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

                                                         Figure 1 

 

              
 

 

 

 

 

 

 

Step 2 
Go to BCHC Forms. 

Step 3 
Choose Volunteer Hours Reports. 

Click  

 

See how easy this is 

once you get started? 

The Rules 

Every person must fill out their own personal workbook (file).The only exception would be a family 

How to Report Volunteer Hours 
A step-by-step guide 

By 

 Dan Horn 

The one 

in bright 

orange. 

 

Step 1 
On January 1 of each year, 

go to 

http://www.bchcalifornia.org 

and download the most 

current forms. 

I’m here to assist you in filling out the BCHC Volunteer Form. 

Now for those of you that don’t track so good, the green 

boxes are the trail. 

 The yellow boxes are just signs to help along the way.  
                    

 

Green 

 

Howdy 

Yellow 

And, of course I will be here in these clouds to  

 
guide the way, like any good trail boss. 

Figure 1  

Wilderness Riders must do individual workbooks 
That means your buddy has to do their own. 

 
That means your buddy does their own. 
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Step 4 
Click Save. 

Step 5 
Save in your BCHC folder in your computer 

Or on your desktop. 

Step 6 
Enter:  your name Volunteer hours 

2011 

 

Step 7 
Click Save 

Now the file is on your hard 

drive to use during the year. 

 

Remember 

where you 

put it. 

LOL 

I keep mine on 

desktop so it is 

easy to get to. 

“Hint” 

Be 

patient. 

This may 

take a bit 

to load. 
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    Figure 5 
 

 
 

 

 

 
 

 

Now go to your 

Programs and find 

Microsoft Excel. 

 

Step 8        
Open Excel. 

Step 9 
Go to top left and Click File, then Click Open 

and go to your BCHC folder and open file: 

 your name Volunteer hours 2011 

 

Come on, 

trail goes this way. 

Told you to 

remember. 

 Mine’s on 

desktop. 

“Hint” 



 

 
 Figure 6 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 10 
These arrows will let you navigate 

throughout workbook. 

Click on left arrow with vertical line. 

Step 11 
Click on 

Switchboard. 

 
Don’t start looking at the 

pictures, follow the 

Directions. 

 

You’re just about to 

the trail head. 
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You made it! 

This is the 

Switchboard 

Page. 

 

These tabs are shortcuts. 

Double click on any one of 

them and they will take you 

right to that location 

Switchboard 

tab 

Remember 

center arrows 

slide these 

tabs left to 

right, one at a 

time 

Arrows 

with 

the 

vertical 

lines 

move 

tabs 

from 

first tab 

to last 

tab 

Definitions, 

Instructions and 

Rates tabs 

 

               
Still  

with me 

Worksheet 

is very 

large, use 

this scroll 

bar to see it 

all 

Use this scroll bar to 

get from top to 

bottom   

 of worksheet 

Still 

with 

 me? 

Orientation 



Figure 8 

 

 
 

 
Figure 9 

 

 
 

 

 
Figure 10 

 

Step 12 
Here you need to change the name of your 

Volunteer Hours Report sheet. 

Hold curser on 
first tab, right 

click on mouse. 
This window will 

open 

 

Then retype the name you choose for this 

report sheet 

Suggestions  
for Tabs. 

Click on 

rename 

The next 3 pages are to get us all taking about the 
same thing. 

Apples and apples, not apples and oranges. 
 



 

 

 

 

 

 

 
Figure 11 

 

 
 

 

 

 

 

 

 

 

 

Report Type: 

This can be 
Individual 
Report, Group 
Report, Project 
Summary or 
Unit Summary 

Project Date: 
date or dates of 

this reported 
service 
3/12 or 

3/12-3/15 
 
 

Agency 
Code & 
District: 

See 
codes 
below 
A,B,C, 

etc. 

Contacts: 
How many people did you talk 
to about BCHC or GU/LNT 

Doesn’t mean waved at in 

a parade or the number of 

people that walked past 

your booth at an event. 

Talk being the key word. 

Definitions 

And 

 Instructions 
Page 1 

Basic Work: 
This is everything from paper 
work to loading the truck, 
cooking, camp time, shoveling 
manure, GU/LNT, general 
attendance time at BCHC events 
and  etc. DO NOT INCLUDE 
SLEEPING TIME 

Skilled Labor: 
Chain saw, power 
tools, packing 
stock, construction, 
etc. Hours for 
operator of 
equipment 

Trail Miles: 
Miles of trail cleared. 
Separate Wilderness 
miles from all other 
miles. 

Recon 
Work: 
Trail 

Report,
not 

skilled 
labor 

Education: 
Teaching 
Actual hours 
spent preparing 
and conducting 
educational 
clinics, seminars, 
classes and 
GU/LNT 
training 

 

Public Meeting: 
Relating to BCHC activities or issues 

 

 

 

Now that you 
saved all that to 

your memory, let’s 
go on to page 2. 

 Attend  
Class, 
Seminars, 
Clinics, 
GU/LNT 
Training 

Hours doing 
Office Work, 
Treasurer 
Reports, 
Typing 
Minutes, 
Volunteer 
Reports. 
Generally any 
paper work 

Year 



 

 

 

 
Figure 12 

Travel Time: 

Actual hours 
driving to and from 

event 

This is for each 
person in vehicle  

Personal  
Miles: 
This is for 
person driving Stock 

Hauling: 
This is 
for 
vehicle 
towing 
trailer 

These are one or 
the other—not 

both 

Power 
Equip: 

Saws, 
Chainsaw, 
etc. 

Heavy  Equipment: 
This is tractors, 
backhoes ect.  Log 
hours even if you own 
equipment. This is 
rental rate for your 
area. Not Labor 

Stock Used: 
Number of stock 
you took with you 

Stock Days: 

Number of days 
you were out with 
stock, one day for 
each head of stock 

Donations: 
Money  

Or Material 
Value 

 

Come on, 
 

We’ll get you 
straightened out 

 

Definitions 

And 

 Instructions 
Page 2 



 

 

 

First thing we are going to start with is how to 
handle our hours. 
Everything we do is Portal to Portal. That means 
the clock starts from the time you start loading the 
truck at home to go some where, until the time you 
finish unloading when you get back home.  
You just have to take out the hours that you are 
sleeping if you stay over night. 
 
DO NOT LOG SLEEPING TIME 

 So lets talk about a trip like this: 
I am going 5 days packing for the Forest Service. The trail 
head is 4 hour drive to get there and a 4 hour drive to get 

home. That is a total trip time of 128 hours. portal to portal.  8 
Hours Travel Time. 10 hours each day packing, (50 hours 
Skilled Work). The balance of the 5 days cooking, feeding, 

setting up camp, cutting wood and LNT clean up is 30 hours 
(Basic Work). 

(88 Hr. Logged Total)  
  

I did Not log 8 hours Sleeping Time Each Day( 40 Hr. Total) 
 
       Lets give it a try 



 

 

 

 
Figure 13 

 
 

Step 13 
Unit name, project leader, agency 

contact, Date and Agency and 

District here. 

Once you have 

finished one 

sheet completely, 

click here for a 

fresh sheet 

Step 14 
Don’t forget 

project 

location and 

description 

 

3 stock 
used for 2 

days  
= 6 days 

 

Summary Sheet 
 

Go ahead, check 

your totals. 

There are 40 pages to make entries. All 

of this will Automatically 

summarize on the Summary Sheet 
 

Work Project 

Miles of 
trail cleared 
in 
Wilderness 
Only 

11 hours 
using chain 
saw for 
whole trip 

Miles of 
other trail 

cleared  
Loading truck, trail 
head time, camp 
time, cooking time, 
and LNT clean up 
time, etc. 
DO NOT 
INCLUDE 
SLEEPING TIME 

Chain 
Saw 
time 

Travel Time 
& 

Vehicle 
towing 
trailer 

mileage 

This gives the agency a 

break down of the 

entire trip 

Additional notes 
for trip 

This is not 
double dipping, 

this is rental 
rate for saw 

Year 
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Education 

Rename separate sheets for Clinic/Seminars, Parades, 
Playdays, Trail Rides, Fairs, Newsletter, Meetings, Trail 
Trials, Presentations, Rendezvous, Educational Pack Trips 
and Wilderness Rider 

Parades must have 
signage BCHC or 
promote Gentle 
Use/ LNT 

Check LNT-Education 
Instruction for more detail 

It is very  
important that you 

separate all educational 
events.  

Agency uses this 
information for funding. 

 
BCHC uses information 
for Educational Awards. 

Although these 
are 2 different 

events, they are 
listed on 1 sheet 

because the 
location is the 

same 

On this line there was 12 

students from the J C that 

came on a field trip to help 

fix a spring box. There was a 

2 hour trail head pack clinic 

(Education Teaching) and 2 

hours learning to fix a spring 

box (Education Teaching). 

1.5 hours packing each way 

(Skilled Work) and 2 hours 

Basic work loading gear. 

Add in 2 hours Travel Time 

and the total for day is 11. 

I did not add in student time, 

because they are not 

members 

On this line was an LNT 
Presentation at a camp 

ground. It was a 2 hour talk to 
15 people, no stock. With the 1 

hour travel time, total is 3 
hours 

Additional 
notes 

 

Education. is time 
Preparing and 
Teaching 
 

Folks that 
attended 
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Rendezvous 

Here 4 of us rode together to Rendezvous. We 
were there 4 days, no stock.  
Friday meetings go under Public Meetings 
Officer training time we each reported under 
Education Attend. 
Donna did a 2 hour presentation- Education 
Teach. 
We each reported time helping out with other 
activities and eating  under Basic Labor. 

Remember, it is always Portal to Portal. 
Do Not Include Sleeping Time 

7 hours 
each 

round 
trip  

Only 
driver gets 

mileage 

Now I know this all 
sounds like a lot of 

work filling out these 
forms, but like Daddy 

always said  

“If the job is worth 
doing, it is worth 
doing rightó 

  

Note; 
Everyone needs to fill out their own forms 
This is an example of how to report hours 
when traveling together in one vehicle 

Teaching 
Hours 

Attending 
Hours 
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At the end of the year on, 

December 31. 
 

Step 15 
Start a new 

email 

message. 

 

 

Type in your 

unit’s 

Education 

Officer’s email 

address           

 
Subject of email 

here 

Say Hi; 

Tell them a little about 

what you are sending. 

 

Step 16 
Click on 

insert file. 

          Almost finished! 



             

                  

 Figure 18 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 17 
Go to the folder 

that you stored 

the file:  your 

name Volunteer 

hours 2011 ,that 

you have been 

working in all 

year. 

 

Click on your file 

that you worked on 

all year to move it 

here            

 

Click insert  

 

Step 18 

 

Send it off and you are 

DONE!!!! 
 

 

Now see, that 

wasn’t as scary as 

you thought it 

would be. 

 

If you get lost, 

come on back and I 

will help you track  

through it again. 

Now go saddle your critter and go for 
a ride, you earned it. 

 
Get out of here! 
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