Sample letter 5
(Use local stationery)

CONDITIONAL ACCEPTANCE
VOLUNTEER APPLICANT REJECTION

OPTION 1 - Conditional Acceptance
Dear (name),

After considering your application and supplemental reference materials, it has been decided
not to place you in a role working directly with youth in Extension programs. If you would like
to support 4-H in another way, we’d be happy to discuss options with you. Some possibilities
include: newsletter preparation, event planning, organizing programs, fund raising, record
keeping, award selection.

Sincerely,

(name)
(title)

OPTION 2 - Rejection
Dear (name),

After considering your application and the additional information you have provided,

it has been decided not to accept your request to become an Extension volunteer at this time.
If you wish additional information on this decision, please contact our office. We appreciate
your interest in our organization.

Sincerely,

(name)
(title)

NOTE TO STAFF:

Rejection letters should be brief and to the point. They do not need to include reasons

for rejection. Further information may be requested by the applicant if he or she so desires.
A decision to reject an applicant MUST be based on information obtained through the
application process related to child protection.
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