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Instructions For Completing Agreement for Sponsored Voluntary Services, FS-1800-8

Complete the form and provide the original to Elizabeth Hernández, Volunteer Program Coordinator.  She will review the form to make sure it is complete and forward it to the Director  for approval.  

· Name of Sponsor/Organization:  Print sponsor’s name clearly
· Address:  Specify complete address
· Name of volunteer:  Print the volunteer’s name clearly.  If more space is needed, use reverse of form or attach a separate sheet.  Identify next to each name the starting and ending date of volunteer work.
· Description of work to be performed:  The description should be clear enough that the volunteer understands exactly the type of work they are volunteering for and when they are in “volunteer status.”  It is imperative that the nature of the work is clear enough for volunteers to assess any physical limitations that might apply.
· In block 8 identify name of designated liaison
· Signature and date signed:  Signature of designated liaison for sponsored organization and date.  
· Signature of acceptance of Forest Service official:  Must be signed and dated by the Director before volunteer starts work.  
· Reimbursement for necessary incidental expenses:  If subsistence, transportation allowance, or lodging are to be provided by IITF, it must be specified in the agreement. 
· Termination of Agreement:  Termination of agreement date must be completed.  If date is changed, an amendment to the form must be made.
IMPORTANT NOTE:  A volunteer can be authorized to drive a government vehicle following the same procedures that we would use to authorize an employee.  This is, before a volunteer drives an official vehicle, he/she contacts Luis Vias, Engineering Technician, at (787) 766-5335, ext. 103.  Mr. Vias will provide the necessary information and documentation for processing a driving authorization.  Under no circumstances should a volunteer drive without proper authorization.
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