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Parish/ Organization Name




Responsible Ministry: Screening in Faith

Appendix N
Sample Acceptance Letter

For a ministry position in the parish; please edit to fit your situation

[Parish Letterhead]

[Date]

[Name]
[Address]

Dear [First Name],
I am delighted to confirm that you have been [accepted/appointed] to the position of [name of the position] beginning [start date] for a period of [length of time].   

I [or the name of the leader(s)] of the [name the ministry] will be in touch with you to review training and meeting times.  Each year [I/name of head of the ministry] will meet with you to review and evaluate your experience with the [ministry or Committee]. 
Should you have any questions about your responsibilities, the person to contact is [name]. [I/He/She] will answer any questions you might have about the position and will ensure that you have the information and resources you need. [My/her/his] contact information is included below.

We are looking forward to our ministry together and pray God’s blessing on you as you use your gifts to serve our community of faith.
Sincerely,

Signature




Signature

Name of ministry leader


Name of Incumbent

Title





Incumbent

Add:  Ministry Leader Contact Information
Screening in Faith Policy, Diocese of New Westminster, rev. August 2015
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