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[DATE]
[Chair/Director]
[Department]
[Campus]


Dear [NAME],

I am pleased to share that our office has secured [DOLLAR AMOUNT] in AmeriCorps funding via Campus Corps for [NAME OF CAMPUS] students! Based in part on the letter of support that was submitted on behalf of your department, we have been awarded these slots and need to ensure 100% enrollment. Those students who participate in a community service experience such as the [CLINCAL/ INTERNSHIP/PRACTICUM] part of [INSERT COURSE NAME/NUMBER] are eligible to enroll as Campus Corps members and earn an AmeriCorps Education Award (valued at between $1,000 and $5,000).

In order for these dollars to make their way to your students, the following action steps must be taken:

· Identify courses that include community-based service
· Assign faculty to support and participate in Campus Corps
· Include Campus Corps language in course descriptions and syllabi
· Recruit student participants from within the department
· Assist coordinating office with orientation and training of members
· Facilitate civic reflection activities for students
· Encourage student participation in campus-wide service projects on National Service Days

We have substantial latitude in setting up these project placements, so long as students have an opportunity to participate in meaningful service and systems are in place to ensure that students occasionally reflect on their service experiences.  At this point, we need formal buy-in and support from your department, as well as a departmental designee to serve as our point of contact.

We are excited to move this work forward, and to begin connecting many more of our students with this extremely worthwhile experience. Please contact me to set up a time to meet and start this process.

Sincerely,

[YOUR NAME]


C.C. [ADMINISTRATIVE REPRESENTATIVE / CHIEF ACADEMIC OFFICER]
