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Guidelines for Completing the Elks National Veterans Service Commission Veterans Remembrance Report

New this year, we have created a Veterans Remembrance Report form which can be filled out on a PC and printed. The form can be found on our website at: http://www.elks.org/vets/reports.cfm
You can also navigate to it by clicking on elks.org/Veterans Services/Reports/Veterans Remembrance Report. 

General Instructions: 

1) Do not write in the grayed areas. The grayed areas (Report Points, Sub-Total Points this Page, etc.)  are for the exclusive use of the State Chairman

2) If there is not enough space to describe an activity or donation, please use a separate piece of paper. 

3) If you have questions about how to complete the report, contact your District Deputy or State Association National Veterans Service Chairperson. 

4) Your District Deputy should have the completed report no later than January 15, 2010. 

Collection of Items Needed For Use at Facilities Served by our Volunteers
Use the included reference table when calculating the value of donated items. 

Your Lodge may have previously used valuations higher or lower than listed on the table. For the sake of fairness in reporting, it is important that all Lodges use the same values.

If items are purchased, use the purchase price as the value. 

If your Lodge is donating items not included in the report, use the blank spaces provided, or a separate piece of paper.  If items or cash are donated to programs for homeless Veterans, use one of the blank spaces and write in ‘Homeless’. 

Clothing, food, and other materials donated to homeless shelters should be included here.

If your Lodge has a VAVS Representative, do not include money they receive as part of their monthly allocation from the Elks National Veterans Service Commission.  There are approximately 300 hundred certified Elk VAVS representatives in the country. It would be unfair to the 1700 + Lodges which do not have a VAVS Representative, to count the money received from the national headquarters.  You may, however, count the service time and mileage of VAVS Representatives and Deputy Representatives. 

Money raised or goods collected and donated by the Lodge, District or State should be included in the report.  If your Lodge has obtained grant money for Veterans Service from the Elks National Foundation, it should also be included in your report. 

over-
Hides/Leather Donated to National Leather Program

Include only hides or finished leather donated to the National Leather Program. 

This category refers to raw skins (hides) shipped to a tannery which will be donated, for nationwide distribution. Finished leather donated by local tanneries should also be included. 

If your state collects and sells hides for veterans programs within the state, do not include the proceeds in this report. If you are unsure, please contact your state National Veterans Service Chairperson. 


Homeless Veterans Programs

Items donated to homeless shelters and homeless programs should be included in the section ‘Collection of Items Needed for Use at Facilities Served by our Volunteers.” Use the blank spaces provided in that section and write ‘Homeless’.  

Programs at Facilities Serving Veterans and Activities for Patients held Outside of Facilities

Use a separate sheet of paper to list facilities and activities if there is not enough space on the report.  Use the box marked ‘Other’ to report on activities not included in the list. 

Transportation of Veterans and Patients To/From Facility

This category is new and was designed to recognize those Elks and their volunteers who give rides to patients to and from facilities for treatments. 

Funds Donated For Benefit of Veterans

Some Lodges may not have Veterans Programs of their own, or in addition, contribute funds for the projects of the district or state. 

Army of Hope

When the Army of Hope program began, the intention was to assist the families of active military personnel who were away from home.

More and more Lodges provide direct assistance to active military personnel. These services and donations may include phone cards, care packages sent overseas, or events for local service men and women.  The Elks National Veterans Service Commission recognizes that all of these activities, and anything our volunteers do for active military personnel, should be included in the Army of Hope.  By providing direct assistance to active military personnel, in whatever form, we are still helping the family. 

Although it is not required, we ask that you please give a brief description of the activity or donation on a separate page.  

Cash Donations to Facilities Serving Veterans

Hospitals and other facilities usually have funds set up to receive donations. If the fund is not listed in the report, use ‘Other’ and specify on a separate sheet.  

Adopt a Veteran Program

Total number of Contacts- Use this space to note how many veterans were reached, or contacted.   For example, if a volunteer visits 30 veterans in a facility twice a month, count that as 60 contacts. 

If you have questions regarding completing this portion contact Stewart Israel, Chairman of the National Adopt-a-Veteran Program.  

-over-

PROGRAMS AT FACILITIES SERVING VETERANS
Do not include activities for National Salute to Hospitalized Veterans or Elks Veterans Remembrance Month

List Facilities served and activities not covered here on separate sheet of paper.

	ACTIVITIES (Use Totals Only)
	Total No. of Visits
	Elks Each Visit (X) No. of Visits     

          (A)
	Non-Elks Each Visit (X) No. of Visits  

         (B)         
	Miles (X) (A+B) Visits  
	Hours (X)

( A+B) Visits 
	Total Value of Expenses to be

Computed by

State Chairman

	Birthday
	
	
	
	
	
	

	Christmas Party
	78
	4
	2
	120
	12
	

	Coffee
	
	
	
	
	
	

	Bingo
	240
	24
	12
	1,080
	72
	

	Sports
	
	
	
	
	
	

	Variety
	
	
	
	
	
	

	*Other
	
	
	
	
	
	

	Sub-Total A
	318
	28
	14
	1,200
	84
	


*Please list ‘other’ activities on last page.

ACTIVITIES FOR PATIENTS HELD OUTSIDE OF FACILITIES 
        Do not include activities for National Salute to Hospitalized Veterans or Elks Veterans Remembrance Month

(Continue column headings from above table)

	Lodge Event
	
	
	
	
	                       
	

	Picnic
	20
	10
	5
	450
	60
	

	Fishing
	
	
	
	
	
	

	Golf
	
	
	
	
	
	

	Sporting
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	Sub-Total B
	
	
	
	
	
	

	Total A From Above
	318
	28
	14
	1,200
	84
	

	TOTALS
	=338
	38
	19
	1,650
	144
	

	REPORT POINTS

(From State Chairman)
	
	
	
	
	
	


Total Number of Visits (column one) = the number of veterans involved in a particular activity throughout the year. 

(Include hospital staff or immediate family members of veterans)

Elks Each Visit (column two) = The number of Elks volunteers throughout the year for a particular activity 

Non-Elks Each Visit (column two) = The number of non-Elk volunteers throughout the year for a particular activity 

Miles (column three) = The total number of miles driven by Elk and non-Elk volunteers throughout the year supporting a particular activity. Do not include the miles of those not volunteering. 

Hours (column four) The total number of hours worked by Elk and non-Elk volunteers throughout the year supporting a particular activity. 

Total Value of Expenses to be computed by State Chairman (column five)Do not write in this column. List expenses associated with the activities on a separate sheet.  

Example: Bingo: 
The methods to record an activity such as ‘Bingo’ can be applied to  all activities. 

Once a month, 2 Elks and one non-Elk drive 30 miles round trip to host a bingo party for 20 veterans at the local hospital. Each bingo party lasts two hours. 

Enter the following to record activity for Bingo throughout the year: 

Total Number of Visits = 240.  Twenty veterans times twelve bingo parties = 240. 20 x 12 = 240
Elks Each Visit X number of visits (A) = 24. Two Elks Times twelve bingo parties= 24.  2 x 12 = 24
Non-Elks Each Visit X number of visits (B) = 12. One non-Elk Times twelve bingo parties= 12
Miles (X) (A+B) Visits = 1,080. Three Elks and non-Elks, times thirty miles, times twelve (the number of bingo parties) = 1,080.  3 x 30 x 12 = 1,080. Enter 1,080 in Miles
Hours (X) (A+B)Visits=72. Three Elks and non-Elks, times two hours, times twelve (the number of bingo parties) = 72.  3 x 2 x 12 = 72. Enter 72 Hours for the annual total of bingo hours. 
Calculating miles for the activity: 

This is simple addition. Enter the total number of miles driven by your volunteers involved in veterans activities. 

(Remember to count the miles of everyone in the car!)

1 person in one car making one round trip of 30 miles = 30 miles driven by Elks and non-Elks.


2 persons in one car making one round trip of 30 miles = 60 miles driven by Elks and non-Elks


3 persons in one car making one round trip of 30 miles = 90 miles driven by Elks and non-Elks
It is more than likely that mileage will vary by driver. Simply add the totals of the drivers. If, for example, if there were two drivers for an activity, with one driver travelling 10 miles round trip and another  50 miles round trip, the total number of miles entered should be 60 for the one activity. 

IMPORTANT

For Lodge events and other events within and outside the facility, count only the mileage and hours for the volunteers, not those who simply show up for a free meal or entertainment! 
