 Community Service Letter Template

[Organization’s Letterhead or Logo]
[Organization Name]
[Address]
[City, State, ZIP Code]
[Phone Number]
[Email Address]
[Date]
To Whom It May Concern,
This letter serves as official documentation that [Full Name of Volunteer] has successfully completed community service with [Organization Name].
· Service dates: [Start Date] – [End Date]
· Total hours completed: [Number of Hours]
· Duties and responsibilities: [Brief description of tasks performed, e.g., assisting with events, administrative support, tutoring, fundraising, community outreach, etc.]
During their time with us, [Volunteer’s Name] demonstrated [positive traits, e.g., strong work ethic, reliability, teamwork, leadership, compassion], making a valuable contribution to our organization and the community. Their commitment to service has been greatly appreciated and reflects a high level of dedication and integrity.
We highly recommend [Volunteer’s Name] for any future opportunities where their skills, character, and community spirit can continue to make a positive impact.
If you have any questions or require further information, please feel free to contact us at [Phone Number] or [Email Address].
Sincerely,
[Signature]
[Full Name of Supervisor/Coordinator]
[Title/Position]
[Organization Name]





Community Service Letter (Example)

Helping Hands Community Center
123 Oakwood Avenue
Springfield, IL 62704
(217) 555-8742
info@helpinghandscc.org
March 12, 2025
To Whom It May Concern,
This letter serves as official documentation that Emily R. Johnson has successfully completed community service with Helping Hands Community Center.
· Service dates: January 10, 2025 – February 28, 2025
· Total hours completed: 48 hours
· Duties and responsibilities: Assisted with organizing food drives, distributing meals to families in need, maintaining inventory in the pantry, and providing administrative support during community events.
During her time with us, Emily Johnson demonstrated strong organizational skills, reliability, and a positive attitude when working with both staff and community members. Her commitment to service was evident in every task she undertook, and her contributions made a meaningful impact on our programs.
We highly recommend Emily Johnson for any future opportunities where her compassion, dedication, and teamwork will continue to be of great value.
If you have any questions or require further information, please feel free to contact us at (217) 555-8742 or info@helpinghandscc.org.
Sincerely,
(Signature)
Sarah L. Martinez
Volunteer Coordinator
Helping Hands Community Center
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Date: March 12, 2045

To Whom It May Concern,
This letter is to formally verify that Jordan E. Ramirez has successfully completed community service with Sunrise Community Outreach Center, located at 4821 Harborview Drive, Seattle, WA 98114.

Jordan volunteered with our organization from January 10, 2045, to March 5, 2045, contributing a total of 72 hours of community service. Throughout this period, Jordan consistently demonstrated a high level of responsibility, professionalism, and a sincere commitment to supporting the local community.

Summary of Duties
During the service period, Jordan participated in a variety of tasks, including:
· Assisting with weekly food distribution for low-income families
· Organizing donations, preparing care packages, and maintaining inventory
· Supporting the after-school tutoring program by helping students with reading and basic math
· Providing setup and cleanup assistance for community workshops and senior wellness events
· Greeting visitors, answering questions, and offering general support at the reception desk

Performance and Conduct
Jordan carried out all duties with exceptional dedication and a positive attitude. He consistently arrived on time, followed instructions well, and worked cooperatively with staff, volunteers, and community members.
His strong communication skills, compassion, and willingness to help others greatly contributed to the effectiveness of our programs. Jordan also showed leadership by stepping in to mentor new volunteers during busy distribution days.

Recommendation
Based on his performance, we wholeheartedly recommend Jordan E. Ramirez for any academic, employment, or community-related opportunity requiring proof of service or character reference. Jordan’s contributions have made a meaningful impact on our organization and the individuals we serve.
If you require any additional information or verification, please feel free to contact me at (206) 555-8920 or director@sunriseoutreach.org.
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Megan L. Thompson
Program Director
Sunrise Community Outreach Center
4821 Harborview Drive
Seattle, WA 98114
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Community Service Letter Template

 

 

[Organization’s Letterhead or Logo]

 

[Organization Name]

 

[Address]

 

[City, State, ZIP Code]

 

[Phone Number]

 

[Email Address]

 

[Date]

 

To Whom It May Concern,

 

This letter serves as official documentation that 

[Full Name of 

Volunteer]

 

has successfully 

completed community service with 

[Organization Name]

.

 

·

 

Service dates:

 

[Start Date] 

–

 

[End Date]

 

·

 

Total hours completed:

 

[Number of Hours]

 

·

 

Duties and responsibilities:

 

[Brief description of tasks performed, e.g., assisting with eve

nts, 

administrative support, tutoring, fundraising, community outreach, etc.]

 

During their time with us, 

[Volunteer’s Name]

 

demonstrated [positive traits, e.g., strong work 

ethic, reliability, teamwork, leadership, compassion], making a valuable contributi

on to our 

organization and the community. Their commitment to service has been greatly appreciated and 

reflects a high level of dedication and integrity.

 

We highly recommend 

[Volunteer’s Name]

 

for any future opportunities where their skills, 

character, and

 

community spirit can continue to make a positive impact.

 

If you have any questions or require further information, please feel free to contact us at 

[Phone 

Number]

 

or 

[Email Address]

.

 

Sincerely,

 

[Signature]

 

[Full Name of Supervisor/Coordinator]

 

[Title/Pos

ition]

 

[Organization Name]

 

 

 

 

 

