Date

Name 

Department

Dear:

Thank you, for volunteering to assist with the Front Range Community College annual Expanding Your Horizons Conference.  The conference is scheduled for (date).  Please report to room (#) at (time) on that day.  You will receive your assignment for the conference, the day's agenda and your  EYH t-shirt to be worn during the conference.

The conference workshops will end at (time) followed by a Career Showcase held in the Campus Center.  Following the Career Showcase all volunteers are invited to a light lunch in room (#) starting at (time).

The entire Expanding Your Horizons Conference committee appreciates your contribution of time to assist young women in exploring careers in math, science, and non-traditional areas.  Thanks for sharing this special day!

Sincerely,

Executive Assistant

