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SUGGESTIONS ON HOW TO FILL OUT COMMUNITY SERVICE REPORT
For those of you are are unsure as to how to fill out the above form, we have these suggestions:
at each of the bubbles complete the following:
1.  Fill in your group name that will be reporting the hours
2.  Fill in your Area Rep's Name
3.  Fill in the date you are submitting the report.
4.  Fill in your phone number.
5.  Fill in the type of item (s) (pillowcase, quilt, etc) you have donated.
6.  Fill in how many of the items you donated.
7.  Fill in a value that you set for the item(s).  This is what you feel is a fair cost of the item if you were to purchase it .  Don’t 
     use what it costs to make.
8.  Fill in how many hours it takes to make. Time when you start cutting out the item, how long to sew or complete.  That is your total time
     for each item.
9.  Fill in how many of the members of your group worked on the project.
10.  Fill in who you delivered the items to:  (Organization's Name)
11.  Fill in the EIN # of the organization for the form.  This requires you asking for the number.  UBI in the State of Washington is okay too.
12.  If this is a Non-MEOW related item or hours:  Any hours that are done for Expo, demos, judging, etc.
13.  If this is Hospital volunteer, Domestic Violence Sheter, Relay for Life, church volunteer, or anything that is not claimed by others.  Specify 
       what you are doing, hours and if you are making something, how many.       what you are doing, hours and if you are making something, how many.

If you are making more than one different item, put them under a new project number and follow the same system.

Possible hours and donation costs for making certain items:  (Examples)
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