
Volunteer Assignment Approval Request 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Request for Approval of Volunteer Assignment 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request approval for my volunteer 

assignment at [Organization/Project Name]. I am eager to contribute my skills and time to 

support the mission of [Organization/Project]. 

The details of my assignment are as follows: 

• Position: [Your Position] 

• Duration: [Start Date] to [End Date] 

• Responsibilities: [Brief description of responsibilities] 

I believe that my experience in [relevant experience or skills] will greatly benefit 

[Organization/Project]. I am passionate about [related topic] and am eager to make a positive 

impact. 

Please let me know if you require any further information or if there are forms I need to 

complete. I look forward to your positive response. 

Thank you for considering my request. 

 

Sincerely, 

[Your Name] 

[Your Contact Information] 


