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Foreword 

 

 
Why is Volunteer Hour Reporting (VHR) important? 

 

When you report your work on public lands, this information is shared with public land managers, state 

and federal officials. This information demonstrates the value our volunteer organization provides to 

the public.  We also provide this information to BCHA.  This information covers three categories. 

    1. Where the work is being performed. 

    2, The volunteer hours contributed to complete the work. 

    3. The monetary value of the work performed.  

As we support our mission to protect, maintain and develop Missouri's equestrian and multi-use trails, 

the identification of this volunteer information is critical. 

 

The following information will provide you with a roadmap of the process of collecting and entering 

this vital information. 

 

We hope you take the time to become familiar with the areas you ride, and the proper procedures to 

collect and report this information. 

 

This guide is designed to lead you step-by-step in this process. Once you become familiar with the 

procedures, it takes very little time to complete a Volunteer Hours Report (VHR), and rest assured the 

information you provide will instrumental in furthering the mission of BCHMO in “Keeping Trails 

Open for All”. This is YOUR organization. 
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The first thing you need to know is who is the agency that manages the area you are working on. 

In Missouri these are the agencies that manage public lands. 

 

• US Army Corps of Engineers - Kansas City 

• US Army Corps of Engineers – St. Louis 

• US Forest Service – Mark Twain National Forest 

• Missouri Department of Conservation 

• Missouri State Parks 

• National Parks Service – ONSR 

• National Parks Service - Wilson’s Creek National Battlefield  

 

Corps of Engineers - Kansas City: US Army Corps of Engineers, Kansas City Division 

 

 Pomme De Terre Lake 

  Pomme de Terre Multipurpose Trail 

 Stockton Lake 

  Rutledge Bluff Overlook Trail 

 Truman Lake 

  Berry Bend Trails 

  Smith Bend Equestrian Trail 

 

Corps of Engineers – St. Louis: US Army Corps of Engineers, St. Louis Division 

 

 Mark Twain Lake Equestrian Trails 

  Frank Russell 

  Joanna 

  Lick Creek 

 

 Wappapello Lake 

  Parts of the Ozark Trail 

  Parts of several trails that transverse various land managers 
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US Forest Service - Mark Twain National Forest (MTNF) 

 

There are six ranger districts that manage the nine sections comprising 11 land units of MTNF.  

All National Forest land in Missouri is MTNF. 

These are the districts you would enter into the system after you determine what district you are 

reporting on. 

 

1. Ava-Cassville-Willow Springs Ranger Station and District 

2. Eleven Point Ranger Station and District 

3. Houston-Rolla-Cedar Creek Ranger Station and District 

4. Poplar Bluff Ranger Station and District 

5. Potosi-Fredericktown Ranger Station and District 

6. Salem Ranger Station and District 

 

The following table and maps will help you determine which district the area you are reporting on. If 

you know the county, you can determine the district. For example, if you are in Douglas County, that is 

part of the Ava land unit. Looking at the above table, we see that Ava is in the Ava-Cassville-Willow 

Springs Ranger Station and District, so we enter that in the Agency field of the program. 

 

Land Unit Counties Contact Number 

Ava 

Christian, Douglas, Ozark, 

Taney 
417-683-4428 

Cassville Barry, Stone 417-683-4428 

Cedar Creek  Boone, Callaway 417-967-4194 

Eleven point 

Carter, Oregon, Ripley, 

Shannon 
573-996-2153 

Fredericktown 

Bollinger, Madison, St. 

Francois, Ste. Genevieve 
573-438-5427 

Houston Laclede, Texas, Wright 417-967-4194 

Potosi 

Crawford, Iron, Reynolds, 

Washington 
573-438-5427 

Poplar Bluff Butler, Wayne 573-785-1475 

Rolla Phelps, Pulaski 417-967-4194 

Salem 

Crawford, Dent, Iron, 

Reynolds, Shannon 
573-729-6656 

Willow Springs  Douglas, Howell 417-683-4428 

MTNF District Map 

https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21738
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21738
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21774
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21664
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21836
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21774
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21836
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21824
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21774
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21646
https://www.fs.usda.gov/recarea/mtnf/recreation/recarea/?recid=21738
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Missouri State Parks 

 

Horseback riders are welcome at 16 Missouri state parks where equestrian trails often wind 

through wilderness settings. 

Dr. Edmund A. Babler Memorial State Park near St. Louis has a 6-mile trail that takes riders 

by the historic stables, an outstanding example of the beautiful stonework done by the Civilian 

Conservation Corps in the 1930’s. 
 

Riders are welcome at Sam A. Baker State Park on portions of the Mudlick Trail, which goes 

through the St. Francois Mountains, one of the oldest mountain regions in North America. The 

trail goes from Big Creek Valley to the top of Mudlick Mountain. 
 

Castlewood State Park has two equestrian trails: the popular Chubb Trail, with connections to 

two St. Louis County parks, and the Grotpeter Trail, which heads uphill to the top of a long 

ridge. 
 

At Crowder State Park, the Thompson River Trail, on the open low-lying flood plain of the 

Thompson River, is open to riders. Cuivre River State Park allows equestrian use on both loops 

of the Cuivre River Trail. 
 

Riders can enjoy some of the state park system’s most spectacular scenery on the 10-

mile Goggins Mountain Equestrian Trail at Johnson’s Shut-Ins State Park. The trail passes 

through a 5,000-acre wild area with several rocky creek crossings. 
 

Horses are permitted on the section of Katy Trail State Park between the State Fairgrounds at 

Sedalia and Clinton and from Portland to Tebbetts, as well as the 47.5 miles of the Rock Island 

Spur. 
 

Knob Noster State Park has an equestrian trail system. 
 

Lake Wappapello Trail 12.75 miles of the trail is open to horses. 
 

Lake of the Ozarks State Park has three horseback-riding trails, including the 13.5-mile Trail of 

Four Winds, which crosses almost every kind of natural community in the Park. 
 

Another long ride that passes through remote, wild areas is the 10-mile-long Peewah 

Trail at Trail of Tears State Park. 
 

Horseback riding is permitted on the 8.5-mile Gans Creek Wild Area Trail in Rock Bridge 

Memorial State Park only when the trail is dry. 
 

The trails at Route 66 State Park mostly follow old roadways, so riding is permitted in all 

weather. 
 

St. Francois and St. Joe State Parks have extensive riding areas. 
 

Watkins Woolen Mill State Park and Historic Site has a 4-mile equestrian system. 

https://mostateparks.com/park/dr-edmund-babler-memorial-state-park
https://mostateparks.com/page/89546/dr-edmund-babler-memorial-state-park-trails
https://mostateparks.com/park/sam-baker-state-park
https://mostateparks.com/page/89551/sam-baker-state-park-trails
https://mostateparks.com/park/castlewood-state-park
https://mostateparks.com/page/89611/castlewood-state-park-trails
https://mostateparks.com/park/crowder-state-park
https://mostateparks.com/page/89626/crowder-state-park-trails
https://mostateparks.com/park/cuivre-river-state-park
https://mostateparks.com/page/89631/cuivre-river-state-park-trails
https://mostateparks.com/page/89691/johnsons-shut-ins-state-park-trails
https://mostateparks.com/park/johnsons-shut-ins-state-park
https://mostateparks.com/park/katy-trail-state-park
https://mostateparks.com/park/knob-noster-state-park
https://mostateparks.com/page/89706/knob-noster-state-park-trails
https://mostateparks.com/page/89701/lake-wappapello-state-park-trails
https://mostateparks.com/park/lake-ozarks-state-park
https://mostateparks.com/page/89721/lake-ozarks-state-park-trails
https://mostateparks.com/page/89841/trail-tears-state-park-trails
https://mostateparks.com/page/89841/trail-tears-state-park-trails
https://mostateparks.com/park/trail-tears-state-park
https://mostateparks.com/page/89796/rock-bridge-memorial-state-park-trails
https://mostateparks.com/park/rock-bridge-memorial-state-park
https://mostateparks.com/park/rock-bridge-memorial-state-park
https://mostateparks.com/page/89806/route-66-state-park-trails
https://mostateparks.com/park/route-66-state-park
https://mostateparks.com/park/st-francois-state-park
https://mostateparks.com/park/st-joe-state-park
https://mostateparks.com/park/watkins-mill-state-park
https://mostateparks.com/page/89871/watkins-mill-state-park-trails
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Missouri Department of Conservation 
 

 
 

 

1. Angeline Conservation Area – Shannon County 

2. Apple Creek Conservation Area - Cape Girardeau County 

3. Bicentennial Conservation Area - Newton County 

4. Big Buffalo Creek Conservation Area - Benton, Morgan Counties 

5. Bonanza Conservation Area – Caldwell County 

6. Bunch Hollow Conservation Area – Carroll County 

7. Bushwhacker Lake Conservation Area - Barton, Vernon Counties 

8. Busiek State Forest and Wildlife Area – Christian County 

9. Canaan Conservation Area – Gasconade County 

10. Caney Mountain Conservation Area – Ozark County 
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11. Castor River Conservation Area – Bollinger County 

12. Charlie Heath Memorial Conservation Area – Clark County 

13. Compton Hollow Conservation Area – Webster County 

14. Daniel Boone Conservation Area – Warren County 

15. Deer Ridge Conservation Area – Lewis County 

16. Flag Spring Conservation Area - Barry, McDonald Counties 

17. Forest 44 Conservation Area – St. Louis County 

18. Fort Crowder Conservation Area – Newton County 

19. Gist Ranch Conservation Area – Texas County  

20. Henry Sever Lake Conservation Area – Knox County 
 

 

 

 

National Park Service, Ozark National Scenic Riverways (ONSR) 

 

 Jerktail Loop Trail 

 Broadfoot Loop Trail 

 Two Rivers Loop Trail 

 Shawnee Loop Trail 

 

National Park Service, Wilson’s Creek National Battlefield 

Equestrian Trail (7 miles) 
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All of the above trails are what is known as “Designated Trails”. These are what the agency has 

officially designated as trails on the land they manage, and the only ones we can claim the hours for 

work on.  

 

There are many trails known as “Social Trails” that are not officially recognized, and therefore, cannot 

be claimed as work hours, and in fact should NOT be cleared or maintained. 

 

As an aside, you can ride pretty much anywhere on USFS land, but cannot mark or otherwise create a 

trail. Other land managers generally require you to stay on designated trails. 

 

So now you should have figured out where the trail is and what public land manager it belongs to. You 

also need to know if this is a designated “Wilderness Area” in the MTNF, not only for reporting 

purposes, but also remember that ANY powered tools or equipment are prohibited in a wilderness area.  

 

Only work done on public land in Missouri is to be reported - any work on private property does not 

qualify. 

 

For trail work, the next thing you need to know is the length of the section your crew worked. 

For example, if you know the length of the trail is 6 miles, and you estimate that you worked half of it, 

you would enter 3 in the miles worked by group. There are two categories for this information. They 

are; “Non-wilderness trail miles worked by group” and “Wilderness trail miles worked by group”. You 

can enter the miles worked in one or both of these if work spanned wilderness and non-wilderness 

areas. 

 

The number entered here is the miles, rounded to the nearest mile, of trail worked by one or more 

groups on the same project, not each volunteer’s miles.  

 

A very valuable tool for determining most of this, as well as finding your way around, is a smartphone 

app called Gaia. It has topographic as well as private land overlays so if you record your track, you can 

see exactly whose land you were on and how far you went. I use it and find it extremely useful. 

 

You will also need to know the miles and time you and each of your crew traveled to the worksite. If 

you need to figure this out after the fact, Google Maps is your friend. You can just create a route from 

the worksite to a volunteer’s starting point. It will give you hours and mileage that is more than 

adequate for our purposes. 

 

OK, you have the information from above, let’s explore entering a hypothetical project of the River 

Springs Chapter. 

 

• We are going to clip and log out the Victory horse trail. 

• This trail is located in Butler County, so is in the Poplar Bluff Ranger District, and is a non-

wilderness area. 

• We will meet at the Wrangler Trail Head at 9am. 

• During the safety meeting we will collect the following volunteer information; 

  

1. There are the following volunteers; 
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Tom Hanks, who is the project leader and needs to be the first volunteer entered. Tom is 

a certified sawyer and will be doing the chain sawing. 

2. George Strait, swamping for Tom. 

3. Dolly Parten, clipping and helping swamp. 

 

Tom drove 60 miles one way, and it took 1 hour and 25 minutes 

George drove 40 miles one way, and it took 55 minutes 

Dolly drove 50 miles, and it took 1 hour and 18 minutes 

 

For each volunteer, you multiply each of their miles by 2 to get round trip miles. 

 Tom 60 miles X 2 = 120 round trip 

 George 40 miles X 2 = 80 round trip 

 Dolly 50 miles X 2 = 100 round trip 

 

For each volunteer, you round the travel time to the nearest quarter hour as a decimal fraction. 

15 minutes is ¼ hour so it is .25, 30 minutes is ½ hour so it is.5 and 45 minutes is ¾ hour o it is 

.75. Then double this to get the round trip mileage. 

 

Enter it as a fraction, so it works like this;  

Tom; round 25 minutes to 30 min. which is ½ hour or .5. 

Tom’s round trip travel time is 1.5 hours X 2 = 3 hours  

 

George; round 55 minutes to 1 hour. 

George’s round trip travel time is 1 hour X 2 = 2 hours 

 

Dolly; round 18 minutes to 15 min. which is ¼ hour or .25. 

Dolly’s round trip travel time is 1.25 hours X 2 = 2.5 hours 

 

 

• Fortunately, we have cell coverage at the worksite, so we can enter the project when the job is 

done. If we did not have cell coverage, we would enter the data on the VHR Worksheet that you 

downloaded from the website; https://bchmo.org/forms/ . 

• We completed 6 miles of trail cleaning. 

• We worked from 9am to 1:44pm, 4 hours and 40 minutes. We had a 30-minute lunch break, 

leaving 4 hours and 10 minutes. Rounding the 10 minutes to the nearest quarter is .25 hours, so 

we worked 4.25 hours. All volunteers had one horse they rode, qualifying their work as skilled. 

• Tom had 3 hours of use of power equipment sawing. 

• George and Dolly each had 4.25 hours of skilled labor. 

 

First login to the VHR program with your user’s name and password; https://bchmo.org/crm/admin 

 

 

Click on “Manage Project” in the left pane. 

Click on “Add Project”. 

 

https://bchmo.org/forms/
https://bchmo.org/crm/admin
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You should see this screen. 

 

 
 

1. Agency: Choose the agency for the area where the work was done. Since we know where we 

are, it is the USFS. 

2. District: At this time district is only used for USFS, so if it is Forest Service, Select the ranger 

district that serves the work area, otherwise leave blank. We also know this is in the Poplar 

Bluff district. 

3. Chapter: Choose your BCHMO chapter, in this case it is River Springs. 

4. Date: It defaults to the current date, but you can change it to when the project was completed by 

clicking on the calendar, then clicking on the date. Let’s change to March 1, 2022. 

5. Non-wilderness trail miles: Enter the total miles of trail worked by the group or groups in a 

non-wilderness area, not a total of miles each volunteer worked. Leave blank if a non-trail 

project. We worked 6 miles. 

6. Wilderness trail miles: Enter the total miles of trail worked by the group or groups in a 

wilderness area, not a total of miles each volunteer worked. Leave blank if a non-trail project. 

We were not in a wilderness area, so leave blank. 
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7. Description: Enter a brief description of the project. In our case we Met at the Wrangler TH 

and logged and trimmed 6 miles of the Victory Horse Trail from horseback and Tom also used a 

chainsaw. 

8. You should now have this screen. 

 

 
9. If everything looks good, click on Add Volunteers and that will bring you to this next screen. 
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10. Project ID: This is the system generated project ID and cannot be changed. 

11. Date: This is the same as project and is normally left as is, but can be overridden in the case of a 

multi-day project and this volunteer only worked one of the days. 

12. First Name: Volunteer first name, Tom is the first one we are entering. 

13. Last Name: Volunteer last name, Hanks. 

14. Trail work hrs. - Basic: Work not requiring skilled labor, work done on foot, clearing brush, 

picking up trash, etc.  Leave blank for Tom. 

15. Trail work hrs. - Skilled: Using livestock is considered skilled. So anytime you are riding or 

using an animal to pack, it is skilled work. Tom had 4.25 Hours.  NOTE Use of power 

equipment or heavy equipment is also considered skilled work.  The operator gets skilled work 

hours, and the equipment gets hours used. 

16. Non-trail Work Hrs.: Leave blank for Tom. 

17. Round trip travel time: Tom had 3 hours. 

18. Round trip travel miles: Tom had 120. 

19. Power equipment: Tom had 3 hours. 

20. Heavy equipment: Tom did not use any, so leave blank. 

21. Stock days: Tom rode his horse for one day, so enter 1. 

22. Donation amount: Tom bought $10 of gas and oil for saw, so enter 10. 
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23. Description of work: Tom logged out 12 logs. 

24. Since we are in MTNF the following information is requested: 

25.  Gender and Age Grp: Tom is a male 36-54. 

26. Hispanic (Yes/No): Tom is not Hispanic, so leave blank. 

27. Disabled (Yes/No): Tom is not disabled, so leave blank. 

28. You should now have this screen.  

 

 
 

29. If everything looks good, click the Add More button and a new blank volunteer screen will 

appear. 

30. We will now enter George’s information, and you should have this next screen. 
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31. If everything looks good, click the Add More button, and a new blank volunteer screen will 

appear. 

32. Enter Dolly’s information, and you should have this next screen. 
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33. If everything looks good, click the Finish button, and you’re done. 
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Editing an Existing Project 

 

To edit an existing project, click on “Manage Project” on the main menu on the left panel. You should 

have the following screen: 

 

 
 

There are 4 buttons on the far-right side. Their functions are as follows: 

 

1. Clicking this button will allow you to add a volunteer to a project. It is the same screen as in the 

“Add Volunteer” above. 

2. This view button brings up this screen that shows the project details, and allows management of 

individual project volunteers. 

 

 
Clicking on the blue “Edit” button brings up the familiar volunteer screen where you can 

change information for that volunteer on this project. (It only affects this instance; it doesn’t 

change any volunteer in other projects.) 

The red “Delete” button deletes this volunteer from this project completely. Warning, this 

deletes all information for this volunteer in this project. 

 

3. This button allows you to edit the actual project information in this screen. 
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4. Warning! Clicking this delete will delete the entire project, including all volunteer information. 

Be absolutely sure this is what you want to do. 
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Editing Your Profile 

 

Clicking on “Edit Profile” in the main menu on the left pane will bring up this screen. 

 

 
You can change your password and/or your Email.  

Warning! If you change your Email or password, you will need to use those the next time you login. 

Be sure to write down your new password and/or Email. 

 

Program Support 

If you have questions on the operation of this program, feel free to contact me. 

Ray Maynard 

therealraymaynard@gmail.com 

Call/Text; 870-847-1638 
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Definitions 

 

Work Hours:    

* Basic Work: Work not requiring skilled labor, work done on foot - Trail maintenance clearing brush, 

picking up trash, etc.  

* Skilled Work: Work requiring skilled labor - any work that involves riding (packing, lopping or 

clipping from horse, riding to inaccessible location for work); carpentry work; GPS work; operating 

power equipment (such as chainsaws, lawnmowers, trimmers, etc.), operating heavy equipment (such 

as a tractor, skid steer, backhoe, etc.), also includes prepping/loading heavy equipment (tractor, skid 

loader dozer, backhoe, etc.).   

* Non-Trail Work:  

Community Service:  

* Education and Leave no Trace (LNT): Actual hours spent teaching, preparing and 

conducting educational clinics, seminars, classes, reports, LNT seminars/classes etc.  Chainsaw 

Certification and display or representation of BCH; Clinic attendance if participation in the 

efforts to help put on the clinic.  List Agency as ‘E’ for Education and ‘L’ for LNT  

* Public Meetings: Actual hours spent in actively attending or presenting at public meetings 

relating to BCH activities or issues.  Meeting with land managers; parades or time spent 

participating at a display booth if representing BCH.  Time spent publicly representing BCHA.  

  NOTE:  Do NOT include chapter meetings, state and national board meetings, parade 

preparation time (unless your chapter is preparing an elaborate display; fundraisers, etc.)   

* Administrative Service: Actual hours spent scheduling, coordinating and planning projects 

within the chapter as well as coordinating rides with agencies and/or agency representatives. 

Newsletter editor hours, web design, volunteer hours record keeping, research for and writing 

articles, planning workshops. 

  NOTE:  Do NOT include chapter meetings or state and national board meetings.   

 

 NOTE:  Record Hours in ¼ hour increments. 15 minutes = 0.25; 30 minutes = 0.50; 45 minutes = 0.75. 

                For example, you worked 1 hour and 18 minutes. 18 is closest to 15, so enter 1.25 for hours 

 

 * Work on Missouri public land or private lands open to the public counts; however, work on private 

property not open to the public does NOT count.  

  

Work Miles: Record ACTUAL miles for a work crew (not multiplied by workers). If there are several 

crews out on a work day covering different sections of the trail, record miles for each crew (Only enter 

miles on the line of the first person/crew leader of each work group). If a portion of a trail has been 

previously cleared, but needs to be worked again, count it each time it is worked. Distinguish between 

miles cleared in wilderness and non-wilderness areas, by column. 

* Trail Miles: The total miles of trail not in a designated Wilderness Area worked during trail 

maintenance. This should be reported once for a trail project as the aggregate total for the group, NOT 

per person. 

* Wilderness Miles: The total miles of trail within a designated Wilderness Area worked in a trail 

maintenance.  This should be reported once for a trail project as the aggregate total for the group, NOT 

per person  

 Travel Time/Miles:  

* Travel Time: Actual hours going to and from projects, educational or public meetings (everyone 
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included unless they live there). 

* Travel Miles: Actual personal vehicle miles round trip from home to projects, educational or public 

meetings. Includes miles using a truck and/or trailer rig to haul animals AND/OR heavy equipment etc. 

to projects and back.   

        NOTE:  Only the Driver reports miles.  

  

Equipment: Count in addition to Skilled Work hours for operating the equipment. 

* Power Equipment: Total actual hours using chapter or personally owned power equipment on 

projects. (Chainsaws, weed whackers, mixers, drills etc.)   

* Heavy Equipment: Total hours for heavy equipment used on projects. (Tractors, skid loader, dump 

trucks, dozer, backhoe, etc.) 

NOTE: Equipment hours are the time the power or heavy equipment is used – time carrying 

equipment to the location is Basic Work; however, packing on stock is Skilled Work.  Also prepping 

heavy equipment and loading is Skilled Work. 

NOTE: Equipment fuel, oil and blades should be counted as cash donations.   

  

Stock Use:  

*Total Stock days: Number of animals times the number of days used. (If 2 animals are used for one 

day that equals 2 stock days. If 2 animals are used for 2 days that equals 4 stock days.) If an animal is 

used for only part of a day, report as one Stock Day no matter how long it was in service.   

  

Donations:   

* Dollar Amount: Donations of money or material from chapter treasury, personal accounts or 

business accounts (nails, gravel, supplies, etc.).  Report the monetary value. 

    NOTE:  Do not include fuel costs for person vehicle travel or stock hauling - these costs are 

accounted for in the per mile rate for these categories.  

  

Description: Generally, describe the work accomplished (trail clearing, picking up trash, educational 

clinic, public meeting, etc. accomplished on foot or horseback and list power or heavy equipment 

used).  Use this column if the ‘Description’ of work for individuals was different, otherwise you can 

use the description at the top of the form for all.   

  

  

  

Complete the last columns on the spreadsheet ONLY for work accomplished in the Mark Twain 

National Forest. 

  

Age Group:  Choose from dropdown list that matches the gender and age of that volunteer. 

 

Ethnicity:  Choose ‘Y’ for Hispanic or Latino or ‘N’or leave blank for Not Hispanic or Latino for that 

volunteer. 

Disabled:  Choose ‘Y’ for Yes if the volunteer is disabled. 

 


