Sample Volunteer Recruitment 
E-mail/Letter
This letter should be distributed to any volunteer prospects and/or groups. Update the bold pieces with your school’s event information and feel free to add more event details to generate interest.

School Logo

School Address

Dear Name of Organization,

Name of Your High School is pleased to announce its participation in the statewide College App Week, September 26-30. The goal of College App Week, which is sponsored by the Tennessee Higher Education Commission and CollegeforTN.org, is to provide a forum for all Tennessee seniors to complete and file college applications.  
We will be hosting our event on Date(s) and would welcome representatives from Name of Organization to visit our school during this exciting and important time.  With your help, students can connect to resources available outside of the classroom that will help them prepare for college. Volunteers can greet and sign in students, assist students with the completion of online college applications, or distribute information about financial aid opportunities. Our students will look to your help and support as they take a big step in the direction of going to college.

If you or any of your colleagues at Name of Organization are interested in volunteering in any capacity, please contact Name, Contact Info at Name of Your High School.

Thank you,
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