I am a student of graduation part II in the [INSTITUTE NAME]. I have worked for your organization for one year as a volunteer. Kindly grant me an experience letter to provide community services, as I need them in my career.
Detailed Request Letter
I would like to request the HR department of (organization name) to issue an experience letter. I have worked as a volunteer at your reputable charity center for two years.
[bookmark: _GoBack]During this period, I devoted my time to community service as a part of your team. I am grateful to you for providing me with this tremendous opportunity through which I have been able to contribute towards serving humanity. I left your organization due to a few personal commitments. However, I wish to continue with welfare work in the future.
An experience letter will help me apply to volunteer at other community centers in the future. I, therefore, ask you to consider my request. Below are the details about my work at your organization that will help you draft my experience letter.
-Optional-
I joined (organization name) on January 10, 20XX, and worked till January 21, 20XX. I have been working for 5 hours each day including weekends. My primary responsibility was to maintain a record of all monetary donations. I have also been entrusted with the task of sorting out and organizing various donated items including clothes, books, and toys before distributing them among the needy.
My supervisor has been particularly pleased with my meticulous organization and has appreciated my efficient packaging techniques. I have also worked in a team with other volunteers at the organization to hold fundraising events. We have been successful at organizing these events and collecting an appreciable amount of funds for the charity center.
During these two years, I have been focused and dedicated to the responsibilities entrusted to me. I have succeeded in carrying out my duties both as an individual as well as a part of small groups of volunteers. I am grateful to my supervisor for guiding me and providing me with tips for working more efficiently. Working at (organization name) has been a productive experience for me.
-Optional Part Ends Here-
I would appreciate it if you issue my experience letter so that I can continue to offer my services to reputable community service centers in the future.
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