This one-page letter is to be printed on SCDE letterhead, so leave a top margin of at least 1.98’

[Insert Date]

Courtesy Title and Name of Program Officer or CEO

Position/title of this person

Agency

Mailing Address 1

City, State Zip

Dear Courtesy Title and Last Name:

Sample Opening Paragraphs (to be amended by drafter)

Be sure to include how much money you are requesting and for what. Do NOT start the letter with “I.” Try to keep this paragraph short (the last sample paragraph verges on way too long).  

Thank you for considering support for the South Carolina EIC School Network.  Jean Harrigal and you have been extremely helpful to Project Coordinator Ed Falco as he has explored support for this initiative, and we appreciate the guidance.  A grant from the National Fish and Wildlife Foundation in the amount of $47,200 will provide funding for Phase 2 and part of Phase 3 for six of the 12 middle schools involved in the SC EIC School Network.  

The South Carolina Department of Education (SCDE) requests a $14,000 grant from the Asia Society in order to develop and implement “Exploring China in South Carolina.”  This program offers educators an opportunity to learn more about China, South Carolina’s Asian population, and how to teach Chinese history, culture, and language.

The Gaylord and Dorothy Donnelley Foundation’s initial support enabled the South Carolina Department of Education (SCDE) to launch an exciting pilot environmental education program for eleven middle schools, including five low country schools. Students, teachers, administrators, parents, local governments, and business partners who are participating in the SC EIC School Network have expressed their enthusiasm for this integrated learning program that advances academic skills, environmental stewardship, and citizenship.  I am, therefore, pleased to request $528,243 from The Donnelley Foundation over the next three years to support continued implementation at these five sites and expansion to a new low country middle school.   

Sample Body Paragraphs—what are you going to do with the money?  Provide specific information about the program and why it is important to public education and the funder.  Briefly describe the need, purpose, target population. See samples below.
These two phases will allow the teachers, administrators, and mentors to apply and sustain most effectively the Using the Environment as an Integrating Context (EIC) for Learning™ Model in a middle-school setting.  In June 2003, the core team will participate in a four-day professional development institute conducted by staff from the State Education and Environment Roundtable.  Beginning in August 2003, the core teams will implement the model.   As they do so, we will ensure that these schools have proper support and technical assistance. 

The five low country middle schools involved in the pilot project—Colleton, Conway, Forest Circle, Lady’s Island, and Waccamaw—represent four low country counties:  Beaufort, Colleton, Georgetown, and Horry. These schools vary in achievement, with Waccamaw and Conway leading the schools in terms of student achievement and school quality.  Nonetheless, all of these schools need to improve to satisfy state standards and federal requirements. After the first year of implementation, we became aware that the low country schools need more technical assistance and professional development to implement the program confidently and successfully. 

School reform and sustained change take time.  Already, the preliminary findings are quite promising.  Students are seeing “connections” among subjects and between themselves and their communities in new, more positive ways.  Teachers feel a new passion for their profession, and they are honing instructional skills that integrate curricula.  School EIC teams and mentors are collaborating to solve “real” problems facing their communities, and in the process, students are learning core academic subjects.  

**************************

The SCDE’s mission is to provide leadership and services to ensure a system of public education through which all students will become educated, responsible, and contributing citizens.  The “Exploring China in South Carolina” program fits into this mission on several levels.  Our students and their families, as well as our community leaders, need to study different cultures, especially as the state’s demographics change dramatically and consistently. The state’s population grew 15% between 1990 and 2000, but the Asian population registered an increase of 66% during the same period.  The growing presence of students, teachers, and families who are either Asian born or of Asian heritage underscores a need for educators to expand academic work as well as educational activities to include China and Asia.  Only by learning, understanding, and incorporating China into our educational focus can we fully appreciate and interact with this major world power and potent culture.  

Sample Closing Paragraphs—connect the funder, the SCDE, and the program working together to solve a problem or be innovative.  

Using the geographical features of South Carolina to teach core academic skills and to further understanding of the environment will help us improve the motivation, academic achievement, environmental awareness, and community involvement of these young people.  With the National Fish and Wildlife Foundation’s support, South Carolina’s landscape, wildlife, and natural resources will become a “classroom” to challenge and inspire middle school students and their teachers.  

The Donnelley Foundation’s support will ensure that these five schools can continue this progress in adolescent education.  We ask you to join with the SCDE and these schools to sustain a school-reform initiative that will make a lasting difference in the lives of nearly 4,200 students, their teachers, and their communities.

Our foreign languages education associate, Ruta Couet, will direct this project.  Ms. Couet can be reached at (803) 734-8383 or rcouet@SCDE.state.sc.us.  By supporting this endeavor, the Asia Society can help us continue to advance the study of China in South Carolina.  Thank you.

Sincerely,
<Superintendent’s Name>
State Superintendent of Education

Enclosure

Tips for Drafting the Cover Letter:

1.  Write it last, after everything else is drafted.

2.  Be specific.  Add details to the letter.

3.  Be concise.  Think in terms of short(er) sentences and short(er) paragraphs.  The letter should have around four paragraphs (five maximum). 

4.  Do not end the letter with “Thank you for your time and consideration.”  Just say “Thank you.”

