
Service Report Training
AMVETS LADIES AUXILIARY

DEPARTMENT OF FLORIDA



SAMPLE REPORTS

• This training is based on Sample Adult Report 1 and 2 and Sample Youth 
Report on the Department website 



How to Complete a Service Report
Number report here. This is the first 

report of the year.

Aux 

number

Date range the 

report is 

covering
This report is 
the first one 
submitted for 
the reporting 
year,  so ALL the 
volunteers are 
considered 
NEW

NEW 

volunteers

Name of the program the report is for



How to Complete a Service Report

This 

example is 

for new 

material. 

Complete 

whichever 

line is 

appropriate 

for what you 

are 

reporting.



How to Complete a Service Report
Project total is based on the explanation provided. 1 

outcome=1 project regardless of how many dates were 

included for preparing. i.e. shopping, setup on 

different dates for the same charity event = 1 project.

Fill in the information for the person the reporting 

officer should contact if there are any questions



How to Complete a Subsequent Service Report
Number report here. This is the 2nd 

report of the year for hospital.

NEW 

volunteers 

only

This report is 
the 2nd 
submitted for 
the reporting 
year,  so only 1 
volunteer is 
considered 
NEW. The other 
volunteers are 
previously 
reported (PR).



How to Complete a Subsequent Service Report

This 

example is 

for new 

material. 

Complete 

whichever 

line is 

appropriate 

for what you 

are 

reporting.



How to Complete a Subsequent Service Report
Project total is based on the explanation provided. 1 

outcome=1 project regardless of how many dates were 

included for preparing. i.e. shopping, setup on 

different dates for the same charity event = 1 project.

Fill in the information for the person the reporting 

officer should contact if there are any questions
Provide an explanation of what was done and any 

applicable dates.



How to Complete a Youth Service Report
• Complete the same way, but use the correct form

NOTE: this report is clearly labeled for 

“Local Youth Volunteer Service Report”
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