
Volunteer Management for Club Gatherings 

Date: [Insert Date] 

To: [Volunteer Name] 

Dear [Volunteer Name], 

We are excited to announce our upcoming club gathering scheduled for [Insert Date] at [Insert 

Location]. Your support as a volunteer is crucial for the success of this event, and we would like 

to outline your responsibilities and the schedule for the day. 

Event Details: 

• Event Date: [Insert Date] 

• Location: [Insert Location] 

• Start Time: [Insert Start Time] 

• End Time: [Insert End Time] 

Your Role: 

You will be helping with the following tasks: 

• [Task 1] 

• [Task 2] 

• [Task 3] 

Schedule: 

• Arrival: [Insert Arrival Time] 

• Volunteer Meeting: [Insert Time] 

• Event Start: [Insert Event Start Time] 

• Wrap Up: [Insert Wrap Up Time] 

Please confirm your availability for this event by [Insert Confirmation Deadline]. If you have 

any questions or need further information, do not hesitate to reach out. 

Thank you for your commitment and support. We look forward to seeing you there! 

Sincerely, 

[Your Name] 

[Your Position] 



[Club Name] 

[Contact Information] 


