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WA3 Informative (Routine) Message

Let’s Read is a Calgary non-profit organization that promotes reading through its three programs:
· Storytelling to groups of preschool aged children 
· Leading book club sessions for various age groups (ages 7-10; 11-13; 14-17)
· Helping young/new readers improve reading skills

Because the organization is a non-profit, it relies on committed volunteers to deliver many of its services.  Volunteers read to children at various municipal library locations.  Volunteers also lead book club sessions at community association and library locations.  Only staff members work in the reading skills program.  Volunteers also help at the Let’s Read office, completing general office work (reception, filing, data input) and putting together the books and materials the various programs need. 

Volunteers are expected to provide their own transportation, and they must provide an annual criminal background check, at their own expense, if they work within any of the programs.  Those volunteering for office work or storytelling to children are expected to work at least two shifts per month (three hours for office work; one hour plus travel time for the others).  Book club volunteers are expected to work both sessions required for each book the club reads (a one-hour introduction session and a 90-minute discussion of the book one month later).

You have received an email from L.B. Marquez (lbmarquez@shaw.ca) requesting information about volunteer opportunities at Let’s Read.  L.B. is a former elementary school principal and teacher, who taught at four Edmonton and Calgary elementary schools during a 25-year teaching career.

You are excited that L.B. is interested in volunteering at Let’s Read.  Fortunately, the organization recently updated the volunteer recruitment form and the volunteer page on the organization’s website (letsread.ca).  

Respond to L.B.’s request for information.

Your WA should demonstrate your understanding of all concepts covered to this date.




Date: October 5, 2020 
Subject: Re: Information on Volunteer Programs 
From: Lucy Lennox <Volunteer@rlets read.ca>
To: L.B. Marquez <lbmarquez@shaw.ca> 

 Hello LB,

 Thank you for your interest in a LetsRead volunteer positions.  We are so excited to hear from you about volunteering – thanks again!

We are currently looking for volunteers for all of our programs. Our program sessions start every 3 months and require a full commitment to each session. We have programs that focus on promoting reading ability of many age groups and we cater to children, young adults, adults and seniors.  Of course, because Lets Read is a non-profit, we need lots of committed volunteers to do our services. 

Volunteers have to provide their own transportation and provide annual criminal background checks, at their own expense, if working in any program. 

More information about program specifics, as well as volunteer forms, can be found on our brand new website.

We look forward to hearing from you again. 

Regards, 
Lucy 

Lucy Lennox
Volunteer Coordinator
Lets Read
403-123-1234
Volunteer@letsread.ca
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