
 

 

Letter to Request an Individual to Volunteer Services 

 

[Your Name] 

[Address] 

[Letter Date] 

[Recipients Name] 

[Address] 

[Subject: Subject of Letter] -Optional- 

Dear [Recipient’s Name], 

My name is [enter name] and I am the [enter title] of [enter organization]. I am writing to you on behalf 

of our organization [enter name]. We are starting a new project next month which is about [enter 

details] for which we need volunteers. As we have come to know, you've already been volunteering 

for projects, I would like to request you to volunteer for us this time. We'll be presenting letter of 

appreciation to all our volunteers by the end of the project. Hope to hear from you. Thank you!    

Sincerely,  

[Your Name] 

[Senders Title] -Optional- 

 


