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MEMORANDUM FOR SEE DISTRIBUTION 





SUBJECT:   Policy Letter 7-7, Installation Volunteer Coordinator (IVC) 








1.  Reference.  Local Policy





2.  Purpose.  To establish local policy for the administration of the 222d Base Support Battalion Community Volunteer Program.





3.  Applicability.  All federal agencies and private organizations.





4.  Policy.  The IVC serves as the singular Point of Contact between the individual volunteers and community agencies, organizations and the Command.  The IVC serves as a subject matter expert and consultant to the installation on volunteer issues.





5.  Procedures.





     a.  All agencies and organizations needing volunteer assistance will contact the IVC and provide data needed for filling their desired volunteer position (Enclosure 1).





     b.  Complete a Community Volunteer Registration Form if the volunteer was not referred by the Installation Volunteer Coordinator’s office.  The IVC  will be provided a copy of the registration form (Enclosure 2).





     c.  The amount of time worked by volunteers will be recorded by agencies using volunteers.  Volunteer hours must be verified by the head of the agency using volunteers or by a designated representative in his/her absence. Submit monthly volunteer hours to the Installation Volunteer Coordinator by the 1st Wednesday of each month (Enclosure 3).  





     d.  Provide the IVC with other pertinent information on volunteers such as notices of departure dates, training or accomplishment of a special act or service.
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     e.  The IVC will assist potential volunteers in selecting the volunteer position which best meet their needs.





     f.  The IVC will assess the needs of all community service agencies and organizations and provide an ongoing recruitment program in order to fill organization/agency requirements.





     g.  The IVC will create and maintain a volunteer job bank listing all the available volunteer position.





     h.   The IVC will provide an opportunity at which all volunteer leaders may share volunteer programs developments, concerns, ideas, and recommendations.





     i.  Coordinate training opportunities for volunteers and volunteer leaders.





    j.  Procure promotional items and awards for recognition.





    k.  Community Service Awards are not a part of the Department of the Army award program and should not be used in lieu of awards to recognize meritorious service or achievement by military or civilian personnel in the performance of assigned duties.





l.  Community Volunteer awards are not to be used as “departure gifts," but will only be


awarded to eligible volunteers after volunteer service is performed that entitles them to a specific awards.





6.  Proponent is the 222d BSB Installation Volunteer Coordinator's Office at DSN 485-1550.














3 Encls							PETER F. PORCELLI


							LTC, IN


							Commanding
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