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Volunteer Acceptance and Welcome Letter (Template)

Use this letter in conjunction with the Volunteer Agreement.
[Date]
Dear [volunteer’s name]:
Thank you for your interest in the State Health Insurance Assistance (SHIP) program. It was a pleasure to talk with you during your recent interview and learn more about you. We have completed the screening process and I am pleased to offer you a position as a SHIP [volunteer role]. 

Before you start your work as a SHIP volunteer, we want to make sure that you are familiar with the program’s policies and procedures and to know what you can expect from us. 
At the orientation [date and time if orientation is already scheduled], we will:

· Tour our office

· Introduce you to the staff

· Review policies and procedures, including those dealing with safety, lines of communication, use of equipment, and complaints

· Review reporting forms and other important forms

· Answer your questions

We will also schedule training on the content and skills you’ll need in your work as a SHIP [volunteer role].  The SHIP program has comprehensive training that provides in-depth information about Medicare. [We also offer trainings designed for specific volunteer roles, such as making group presentations.]
I have enclosed a volunteer agreement form that we ask all volunteers to review and sign. [Please bring the signed agreement with you to the orientation session.] Thank you very much for volunteering with the SHIP program and [agency name]. I look forward to working with you in service to the Medicare beneficiaries of our community. Welcome to the program!

Sincerely, 

[Signature]

[Name]

[Title]

[Contact information]
Wisconsin SHIP ( [Agency] ( [Address] ( [City, State Zip Code]

