Agency Letterhead

[Date]

Dear [Name of Volunteer]:

Thank you for your interest in volunteering with the SHIP. It was a pleasure to meet and learn more about you. I am pleased to offer you a position as a [volunteer counselor, recruiter, educator, administrator, marketer, or special volunteer]. 
Before you begin volunteering, we want to make sure you understand how you fit into the SHIP program and what you can expect from us. We invite you to attend an orientation session for new SHIP volunteers (details to the right). During the session, we will--
· Review policies and procedures, 
· Staff and volunteer responsibilities, and 
· Operational issues such as reporting [or other issues related to the volunteer’s position]. 
In addition, we will also schedule a content and skills-based training to help prepare you for your work as a volunteer [counselor, educator, etc.]. This [sixteen hour, three-day, five-day] training will provide an in-depth overview on the following topics:
· Original Medicare program, 
· Medicare Advantage plans, 
· private insurance options,
· Medicare drug plans, 
· Programs for low-income people, 
· And much more… 
We are not expecting you to have all the answers by the end of this initial training. The [agency name], a SHIP sponsor site, will support your work as a volunteer by providing ongoing opportunities to learn and strengthen your skills through [monthly, quarterly] update sessions and regular interactions with veteran volunteers and SHIP staff. 
I’ve enclosed a volunteer agreement form. Please review, sign, and bring it with you to the orientation session. Thank you very much for signing up to volunteer with SHIP and [name of agency].  I look forward to working with you in service to our community.

Sincerely yours,

Local/Regional SHIP Coordinator
Welcome to the SHIP Team!





Orientation Details





Where: 


When: 


Time: 














Please review and bring a signed copy of the enclosed volunteer agreement to orientation.
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