SAMPLE Letter to 4-H volunteer applicant (file incomplete)

Date





[Print on county letterhead]
Volunteer Name & Address

Dear ____________________ (Volunteer First Name),

Thank you for your interest in becoming a 4-H Youth Development Program volunteer.

Your file is incomplete at this time. We are waiting for the following items: (example: reference from _______________, 4-H Volunteer Agreement, Confidential Background Review, etc.)  As soon as we have all the required items, we will notify you to complete the process.
We appreciate your willingness to give of your time and talents to help youth develop their potential and become competent, caring and contributing members of society. We look forward to working with you as a member of our volunteer staff.

Sincerely,

(Name of educator)

Extension Educator, 4-H Youth Development

February, 2011
