Crafting a community service verification letter is essential
in confirming an individual’s volunteer work. This guide
provides a template for such a letter, an example using the
template, a variation, and details on the key components and
tips for writing.

Purpose of a Community Service
Verification Letter

A community service verification letter is used to:

Confirm the participation of an individual in volunteer work.
Provide an official record of the hours and type of service
completed.

Support applications for scholarships, academic credits, or
certain job roles.

Key Components of a Community Service
Verification Letter

Organization’s Details: Include the name and contact
information of the organization.

Volunteer’s Information: State the name of the volunteer and
any relevant identification.

Description of Service: Detail the nature of the community
service performed.

Duration of Service: Specify the dates and total hours of
service completed.

Verification Statement: Confirm that the information provided
is accurate.



Official Signature: Include a signature from an authorized
representative of the organization.

Professional Closing: End the letter with a formal closing
statement.

Tips for Writing a Community Service
Verification Letter

= Be Accurate: Ensure all information about the volunteer
service is correct and verifiable.

= Be Specific: Provide clear details about the nature and
duration of the service.

 Use Formal Language: Maintain a professional and formal
tone throughout the letter.

= Include Contact Information: Offer a way for recipients
to contact the organization for further verification, if
necessary.

» Proofread: Check for errors to maintain the letter’s
credibility.

Community Service Verification Letter
Template

[Organization's Name]
[Organization's Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name or 'To Whom It May Concern']
[Recipient's Address or Organization's Name]
[City, State, Zip Code]



Dear [Recipient's Name or 'To Whom It May Concern'],

This letter serves to verify that [Volunteer's Name], [any
relevant identification, such as a student or employee
number], has completed community service with [Organization's
Name] .

[Volunteer's Name] has been involved with our organization
from [Start Date] to [End Date], during which time they have
contributed a total of [Total Hours] hours. The nature of
their service involved [briefly describe the community service
activities], which significantly contributed to [mention the
impact or objective of the service].

We are grateful for [Volunteer's Name]'s dedication and
commitment to serving our community. Their efforts have been
invaluable to [specific outcomes or benefits of the volunteer
work].

Please feel free to contact us at [Organization's Contact
Information] should you require any further information.

Sincerely,

[Signature]
[Your Name]
[Your Position in the Organization]

Example Letter Using the Template

Helping Hands Charity

123 Charity Lane

Kindness City, KC 56789
contact@helpinghandscharity.com
(555) 987-6543

March 15, 2024

To Whom It May Concern



This letter serves to verify that Emily Johnson, Student ID
123456, has completed community service with Helping Hands
Charity.

Emily Johnson has been involved with our organization from
June 1, 2023, to August 31, 2023, during which time she has
contributed a total of 100 hours. The nature of her service
involved organizing food drives, assisting in the preparation
and distribution of meals, and participating in community
clean-up events, which significantly contributed to supporting
underprivileged families in our area.

We are grateful for Emily Johnson's dedication and commitment
to serving our community. Her efforts have been invaluable to
improving the lives of many individuals and families.

Please feel free to contact us at
contact@helpinghandscharity.com or (555) 987-6543 should you
require any further information.

Sincerely,

John Smith
Volunteer Coordinator
Helping Hands Charity

Community Service Verification Letter
Template Variation

[Organization's Name]
[Organization's Address]
[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name or 'To Whom It May Concern']
[Recipient's Address or Organization's Name]



[City, State, Zip Code]
Dear [Recipient's Name or 'To Whom It May Concern'],

I am pleased to confirm that [Volunteer's Name], [any relevant
identification], has successfully completed community service
with [Organization's Name].

From [Start Date] to [End Date], [Volunteer's Name] has
dedicated [Total Hours] hours of service. During their time
with us, they were actively involved in [describe the
community service activities], playing a crucial role 1in
[mention the impact or goals achieved through the service].

[Volunteer's Name]'s commitment and hard work have been
greatly appreciated by our team and those we serve. Their
contributions have made a positive difference in our community
efforts, especially in [mention specific projects or areas of
impact].

Should you need additional information, please do not hesitate
to reach out to us at [Organization's Contact Information].

Kind regards,
[Signature]

[Your Name]
[Your Position in the Organization]



