Community Volunteer Program
TEGNA encourages all employees to take part in projects that support the communities we live in
and serve. To facilitate this, employees may use up to 10 hours of paid time off during regularly
scheduled work hours each calendar year to volunteer for a charitable organization in their community.

Employees: All full-time regular TEGNA employees are eligible.
The 10 hours of paid time off during regularly scheduled work
hours may be spread over several days during the calendar
year. The hours of volunteer time will not be eligible to be paid
at any overtime rate and also will not count toward a weekly
determination of whether other hours are to be paid at overtime.
Organizations: Charitable organizations classified by the IRS as
501(c)(3) non-profit, public charities and municipalities (i.e. public
schools) are eligible.
Activities: Volunteer activities that benefit the local community
are eligible, including, but not limited to serving meals at a
soup kitchen; helping to build houses; mentoring area youths;
leading a scout troop; assisting students with reading or writing;
chaperoning field trips.
Not eligible: Programs or initiatives where the primary purpose
is the promotion of religious doctrine or tenets. Activities to carry
on propaganda, to attempt to influence legislation or the outcome
of any public election or to carry on any voter registration drive.
Volunteer activities performed on personal time (e.g., on
vacation days, holidays, weekends, before or after regularly
scheduled work hours, etc.) are not eligible for this program.
Volunteer activities should not reflect negatively on the
company or conflict with our responsibility to provide fair and
objective news coverage.
To Participate
The employee selects a volunteer activity and confirms dates
and times with the organization. Consult with your supervisor at
least 7 days in advance of the requested time off. Your supervisor
will approve your request or inform you if the specific duties of
your job require an alternate schedule. Mail or email a copy of
approved request form to TEGNA Foundation.

FAQ’s
How do I know if an organization or activity
is eligible?
Ask your contact at the organization if it is a tax-exempt
501(c)(3) public charity. Public schools and other government
entities are automatically tax-exempt and qualify. If you have
questions about a specific organization or activity, you may
email foundation@tegna.com for assistance.
Can I use the hours to volunteer for an activity
outside my local community?
No, the intent of the program is to make a difference in local
communities where TEGNA employees live and work. Therefore,
volunteering in other locations is not eligible for this program.
How should I enter these hours on my timesheet?
You should record this time as Volunteer/Charity hours.
These hours will not be paid at any overtime rate nor
will these hours count toward a weekly determination
of whether other hours are to be paid at overtime.
Do volunteer hours carry over from year to year?
No, each calendar year employees are eligible to use up to
10 hours of paid time off during regularly scheduled work hours
for volunteer activities in their local community. If the hours are
not used, they do not carry over to the next year.
Are these volunteer hours eligible for a
VolunteerMatch grant?
Yes, if you volunteer 10 hours for an eligible non-profit, you
may submit a request to turn your volunteer hours into dollars.
TEGNA Foundation’s VolunteerMatch program will “match”
10 hours of your volunteer time with a $100 grant to the charity.
For more information, visit www.givingprograms.com/tegna.

10 hours can make a difference!

Community Volunteer Program — Participation Request
Employee Name:				

Job Title:

Location/Department:
Email:

Charitable Organization Name:
Address:
Contact Name:				
Organization is

Telephone:

❑ 501(c)(3) tax-exempt public charity or ❑ government entity

Date(s) of volunteer activity:
Regularly scheduled work hours on date(s) of volunteer activity:
Number of hours requested: ___________ of 10 hours available
Time of event — Beginning:			

Ending:

Activity you will be performing (please provide detail):

Why did you decide to volunteer for this organization?

Employee Signature				

Date

Supervisor – complete this section
This request is approved Yes ❑

No ❑

If not approved, please indicate reason.
Supervisor Name:				

Email:

Supervisor Signature:				

Date:

Keep completed form for your files and send a copy to foundation@tegna.com or
TEGNA Foundation, 7950 Jones Branch Drive, McLean, VA 22107

