
[Date] 
 
 
[Method of Delivery] 
 
[Address] 
 
 
Re: Volunteer Services Relating to [briefly describe the opportunity] 
 
 
Dear [Volunteer Name], 
 
Northeastern University is pleased that you wish to volunteer your time and services to the 
university in the [department].  As discussed, we expect your volunteer opportunity to start on 
[date] and end on [date – not more than 90 days after start], but it may be discontinued at any 
time.  You offered to volunteer for [#] hours per week, and we understand your schedule allows 
you to do so from [start time] to [end time], [days of the week] [OR for discreet volunteer 
opportunities - provide the date and start and end times only].  Your volunteer coordinator is 
[name] and you will be volunteering at [volunteer location].  
 
Your volunteerism will support the university’s charitable purpose and will primarily include 
[identify volunteer activity that does not displace regular employees or involve work that would 
otherwise be performed by regular employees].  You will not receive any financial benefits or 
compensation for your service, and it will not entitle you to a job.     

While you are volunteering, you are not an employee of the university.  Nevertheless, you are 
required to comply with all applicable university policies and procedures and any training 
programs the university deems necessary to enable you to safely and efficiently complete your 
service.  Additionally, you may have access to confidential or proprietary information that you 
must protect, and you are prohibited from disclosing or using it for any unintended purpose.   

This letter represents the entire understanding between you and the university with respect to 
your offer to provide volunteer services.  If the terms outlined above are agreeable to you, please 
provide your acknowledgement and acceptance by signing below.  Please return a signed copy of 
this letter to [contact name and email address or physical address].    

Should you have any questions about this volunteer opportunity, including the terms outlined in 
this letter, please do not hesitate to contact [contact name].  

 

Sincerely, 

 

 



[Name] 

 

Accepted: ____________________________________  Date: ______________________ 

      [Volunteer Name] 


