
Volunteer Enlistment Letter for 

Pharmaceutical Conference 

Date: [Insert Date] 

To: [Volunteer Name] 

[Volunteer Address] 

Dear [Volunteer Name], 

We are excited to inform you that you have been selected to volunteer at the upcoming 

Pharmaceutical Conference, scheduled for [Insert Dates] at [Insert Venue]. Your willingness to 

contribute your time and skills is greatly appreciated. 

As a volunteer, your role will involve: 

• Assisting with registration and check-in 

• Guiding attendees to various sessions 

• Helping set up and break down event spaces 

• Providing general support to speakers and organizers 

Please confirm your participation by [Insert Confirmation Deadline]. You will receive further 

details regarding your specific schedule and responsibilities closer to the event date. 

Thank you for your support and enthusiasm. We look forward to working with you to make this 

conference a success! 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


