
Volunteer Engagement Letter 

Date: [Insert Date] 

[Volunteer Name] 

[Volunteer Address] 

[City, State, Zip Code] 

Dear [Volunteer Name], 

We are pleased to inform you that you have been selected as a volunteer for the upcoming 

Pharmaceutical Conference, which will be held on [Insert Conference Dates] at [Insert Venue]. 

Your support is crucial in making this event a success. 

Your role as a volunteer will include assisting with registration, guiding attendees, and 

supporting various sessions throughout the conference. We believe that your contributions will 

greatly enhance the experience for all participants. 

Please find the details of the engagement below: 

• Event: Pharmaceutical Conference 

• Date: [Insert Dates] 

• Location: [Insert Venue] 

• Volunteer Duties: [Brief Overview of Duties] 

• Meeting Time: [Insert Time] 

We will provide a training session for all volunteers on [Insert Training Date] at [Insert Training 

Location]. This will help you understand your responsibilities and ensure a smooth event. 

Thank you for your willingness to contribute your time and energy. We are excited to have you 

on board and look forward to working together to make this conference a memorable one. 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


