
Volunteer Responsibilities Summary 

Date: [Insert Date] 

To: [Volunteer Name] 

From: [Your Organization's Name] 

Subject: Summary of Volunteer Responsibilities 

Dear [Volunteer Name], 

Thank you for your dedication and service to [Organization Name]. Your commitment has 

greatly contributed to our mission, and we appreciate your hard work. Below is a summary of 

your responsibilities as a volunteer: 

Responsibilities: 

• Assisting with [specific task or event] 

• Providing support to [team or department] 

• Engaging with community members and stakeholders 

• Participating in training sessions and meetings 

• Completing assigned tasks in a timely manner 

If you have any questions or need further information, please feel free to reach out to us. We 

value your contribution and look forward to your continued involvement. 

Warm regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


