To be printed on letterhead paper
Date:
Subject: Confirmation of volunteer hours
Dear [Name],
This letter is to confirm that [Volunteer’s full name] has volunteered with [Charity name] between [start date] and [end date], contributing a total of [number] hours.
During this time, [he/she/they] supported [brief description of role or activities, if appropriate], making a valuable contribution to our charitable work.
We are very grateful for [his/her/their] commitment and the time given to support [Charity name].
If you require any further information or verification, please do not hesitate to contact us.
Yours sincerely,
[Name]
[Job title]
[Charity name]
[Contact details]

