Cruse Visitor’s Time form      Name…………………………………………………………
Please complete this form as accurately as you can and return it to Felicity* as soon as possible after 31st March each year. The info is ONLY needed for the annual statistics - please DO NOT think you need to apologise for/explain anything!

I only actually need the totals – so you can send those in a list if you prefer!

	MONTH
	CLIENT CONTACT
	TRAINING/SUPERVISION/CONFERENCE
	ADMIN
	TRAVEL

	April
	
	
	
	

	May
	
	
	
	

	June
	
	
	
	

	July
	
	
	
	

	August
	
	
	
	

	Sept
	
	
	
	

	Oct
	
	
	
	

	Nov
	
	
	
	

	Dec
	
	
	
	

	Jan
	
	
	
	

	Feb
	
	
	
	

	March
	
	
	
	

	TOTALS
	
	
	
	


Please enter the number of hours spent on each activity each month




Client contact - obvious - but you should actually include phone time too.




Next column - Training etc - also obvious - include National /regional conf.

Admin - time spent at meetings, fund raising, accounts, stats etc

Travel - for all of above

*westsuffolk@cruse.org.uk








