
Volunteer Service Completion Letter 

Date: [Insert Date] 

[Volunteer Name] 

[Volunteer Address] 

[City, State, Zip Code] 

Dear [Volunteer Name], 

We are pleased to inform you that you have successfully completed your volunteer service with 

[Organization Name] as part of our corporate volunteering program. Your dedication and 

commitment to [specific tasks or projects] have made a significant impact on our community. 

During your time with us, you have contributed [mention specific contributions or hours of 

service]. Your enthusiasm and teamwork were greatly appreciated by both our staff and the 

community members we serve. 

As a token of our gratitude, we would like to provide you with this letter, which serves as 

verification of your volunteer service. Thank you for your invaluable support and for being a part 

of our mission. 

We hope that you will continue to engage with our organization in the future. Please do not 

hesitate to reach out if you have any questions or would like to connect with us again. 

Thank you once again for your service! 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


