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INSURANCE INDUSTRY CHARITABLE FOUNDATION

VOLUNTEER WEEK

Saturday, October 15 through Saturday, October 22, 2011
DATE:  
[Date of e-mail or memo]

T0:

[Registered Volunteer Team Members]

FROM:
[Team Leader’s Name and Title]

RE:

Project Assignment for Volunteer Week

Thank you for joining us for IICF Volunteer Week 2011. Your commitment to our company, our industry and our community is noted and appreciated.

We have received confirmation of our Volunteer Week community service project(s). On [day of the week/date of project] we will be showing that [your Company Name] cares by volunteering our time at [name of non-profit agency].  
Project:  [insert description of project].

Please note the following important details relating to our participation in Volunteer Week:

or

Please join me on [date, time of meeting, location] to discuss the details of our participation in Volunteer Week. The meeting will cover: 

· address and directions, [carpool information]

· where to park

· what time we should arrive

· who to see

· what to wear

· what to bring

· team t-shirts

· day of project contact phone number

· [how you will be compensated for your time away/arrangements for having your phones covered, etc.]

· [plans for breakfast/lunch]

We are one of several hundred insurance industry volunteer teams throughout the west who have signed on to Help Communities and Enrich Lives—Together!

[Information specific to your team.]
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