Community Service Event Registration Form
In order to accurately track your volunteer hours, please follow the steps below.  Not following the steps may mean the activity won’t count for your club!

1.  Once you have your idea for an event, get it approved by Kelli Meyer, Student Activities Coordinator in PSC 9C.  Bring “Volunteer Event Registration Form” for approval.

2. Bring your club members to the event.  At the event, make sure to take pictures – they’ll look good in presentations later!  Have the representative from the community organization sign the “Event Form” verifying attendees and nature of work completed.

3. Bring the completed “Volunteer Event Form” to Kelli Meyer in PSC 9C the first business day after the event.

NOTE: All forms are available in the Campus Life Office in PSC 19 as well.  Projects will not be considered approved until this form has been signed by Kelli Meyer.
NOTE 2: All community service events must be registered two weeks in advance. 
Penn State Berks
Community Service Event Registration Form
Club Name: ___________________________________________________________

Contact Person for event: ________________________________________________

Contact Phone: __________________
Contact E-mail: ____________________

Proposed volunteer project agency: ________________________________________

Proposed volunteer project description: 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Proposed project date: _________________________  Time(s): _________________________

Name of adviser attending: ______________________________________

Number of anticipated participants: _____________ Total Hours: _________

Please attach a list of members who are participating in this event.

Name of person submitting this form:

 ___________________________________

Signature:





 ___________________________________

Date:





 
 ___________________________________

Student Activities Coordinator approving this form: ____________________________________

Signature: 





____________________________________

Date:






___________________________________

Penn State Berks
Community Service Hours Verification Form

This form is to verify the participation of _____ members of the Penn State Berks __________________________________________ Club at your event/activity.  We appreciate you taking the time to complete the information below. We hope our students make an impact with your organization, and look forward to future opportunities.

Campus Life at Penn State Berks
610-396-6076

Volunteer Site Contact Person/Manager:
__________________________________________
Contact Person Phone Number: 

__________________________________________

Volunteer Date: 



__________________________________________

Please provide your description of how the organization listed above assisted:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Was this event for the purpose of fundraising for your organization?  _____________________

If yes, how much did the organization listed above raise/contribute toward? _______________

Community Organization Representative’s Signature: 
______________________________

(required for event credit)
