
Michigan State University Extension Volunteer Selection Process

APPENDIX B

Sample Letters

LETTER 1:
This letter should be adapted to meet local needs.

Sample Welcome Letter to

MSU Extension Volunteer Applicants
LETTERHEAD
Welcome!

We're pleased that you're interested in learning more about the Michigan State University Extension program and that you want to consider becoming an Extension volunteer. Individuals who participate in Extension-sponsored programs develop self-confidence, learn decision-making skills, meet and learn to relate to new friends, gain an understanding about thinking globally and acting locally, and much more!

Competent, caring adults who are concerned about young people [vulnerable adults] are an important and integral part of positive youth development [a positive program]. Volunteers become positive role models for youth [vulnerable adults] who participate in Extension-sponsored programs.

Your willingness to step forward and provide leadership to Michigan's youth [vulnerable adults] during these rapidly changing times will bring great dividends and rewards to you. Working with kids [vulnerable adults] can bring you immense satisfaction as you watch them develop. You, too, can gain new skills and meet new people as you participate in county, state and regional volunteer training workshops.

The purpose of our volunteer system is to help you get to know Extension better and for Extension to get to know you better. Knowledge about your interests, skills and background will help make a better match between your volunteer interests and the needs of youth [vulnerable adults].

Components of this volunteer system include filling out a volunteer application form, completing a volunteer selection process, visiting with an Extension representative and signing a volunteer agreement, if you decide to say AYES@ to becoming an Extension volunteer.

After you successfully complete this process, you'll be oriented to your role as an Extension volunteer and have opportunities to participate in various workshops. We in Michigan State University Extension stand ready to support and assist you in your Extension volunteer role.

We look forward to working with you.

Sincerely,

(Names of Extension educator or county Extension director)
Enclosures:

MSU Extension Volunteer Application Form

MSU Extension Criminal History Check Permission Form

Confidential Return Envelope
LETTER 2:
This letter should be adapted to meet local needs.

Sample Letter to Use When Accepting a Potential

MSU Extension Volunteer Applicant
LETTERHEAD

(Date)

(Applicant's name and address)

Dear (applicant's name):
We have received and reviewed your application to be a Michigan State University Extension volunteer in ________________________ County. We're pleased to welcome you as an Extension volunteer. 

(Customize letter with information about next steps such as enrollment procedures, volunteer orientation, volunteer training, restrictions on the volunteer’s duties, etc.)
We look forward to working with you.

Sincerely,

(Names of Extension educator or county Extension director)
LETTER 3:
The content of this letter should not be changed unless you are advised to do so by the State 4-H Office or the manager of the ANR Human Resources Office.

Sample Letter to Use When Not Accepting a Potential

MSU Extension Volunteer Applicant
LETTERHEAD

(Date)

Personal and Confidential
(Applicant's name and address)

Dear (applicant's name):

We have received and reviewed your application to be a Michigan State University Extension volunteer in _______________________________________ County. We must advise you that we decline acceptance of your application and will not be registering you as an Extension volunteer. 

Thank you for your interest in MSU Extension.

Sincerely,

(Names of Extension educator and/or county Extension director)
(Blind copy: State 4-H Office or Manager of the ANR Human Resources Office)

LETTER 4: The content of this letter should not be changed unless you are advised to do so by the State 4-H Office or the manager of the ANR Human Resources Office.

Sample Letter to Use to Suspend a Current MSU Extension Volunteer

	LETTERHEAD

(Date)

Personal and Confidential

(Volunteer’s name and address)

Dear (volunteer’s name):

This letter is to officially inform you that you have been suspended as a volunteer with the ________ County (name of program)                          program. This suspension will remain in place until the legal issue you are involved with is resolved. Upon resolution, we will meet with you to review your status as a ________ County (name of program)                          program volunteer.

It is inappropriate for you to use the (name of program)                          program name and emblem in any of your activities during this time. It is also inappropriate for you to meet with any (name of program)                          program participants in the context of the (name of program)                          program.

Thank you for your cooperation and immediate attention to this request.

Sincerely,

County Extension Director

Extension (name of program)                          Educator

(Blind copy: State 4-H Office or Manager of the ANR Human Resources Office)


LETTER 5: The content of this letter should not be changed unless you are advised to do so by the State 4-H Office or the manager of the ANR Human Resources Office.

Sample Letter to Use to Dismiss a Current MSU Extension Volunteer

	LETTERHEAD

(Date)

Personal and Confidential

(Volunteer’s name and address)

Dear (volunteer’s name):

This letter is to confirm our conversation on (date) notifying you that you are no longer a volunteer with the ________ County (name of program)                          program. Therefore, it is inappropriate for you to use the (name of program)                          program name and emblem in any of your work. It is also inappropriate for you to meet with any (name of program)                           program participants in the context of the (name of program) 

                          program.

Sincerely,

County Extension Director

Extension (name of program)                          Educator

(Blind copy: State 4-H Office or Manager of the ANR Human Resources Office)









