OAME CONFERENCE PLANNER
SAMPLE LETTER TO SCHOOLS REQUESTING STUDENT VOLUNTEERS
To:  

<<NAME of Principal>>

School: 
<<NAME>>

From:  

<<Student Volunteers Chair>>

Date:

<<DATE>>

Re:

OAME/AOEM <<YEAR>> Annual Conference – Request for Student Volunteers

As you are probably aware, <<CHAPTER>> is hosting the OAME/AOEM Conference in May.  The Student Volunteers Committee is in need of approximately 60 students to help out at the conference.

Student volunteers will be responsible for supervising the parking, assisting guest speakers, looking after AV and technology equipment, giving directors and other odd jobs which will help the conference run smoothly.

We are hoping to get student volunteers from various schools representing the <<CITY>> area.  The students would be required on Thursday, May <<DATE>> and Friday May <<DATE>> from 8:30am to 3:30pm and Saturday May <<DATE>> from 8:30am to 12:30pm.

Some students will be required on Wednesday may <<DATE>> from 3:30 to 7:30pm.

A training session will be held on Monday May <<DATE>> from 3:30 to 4:30pm.

Refreshments, lunch and a T-shirt will be provided to show our appreciation.  Unfortunately, transportation cannot be provided.

Please contact <<NAME>>, Co-Chair of the Student Volunteers committee @ <<EMAIL>> by <<DATE>> to confirm your school’s participation.

Thank you for your time and assistance.

Sincerely,
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