
Letter of Support Request Protocol

The following information is applicable to any letters requested from:

The Ohio Ex-Offender Reentry Coalition
Or
The Ohio Department of Rehabilitation and Correction

Why request a letter of support?

When requested, letters of support can be very influential in determining whether or not your
project/program is selected to receive grants or other funding. These letters are a good opportunity to identify how your organization is recognized by and collaborates with other organizations or programs with similar missions or goals. Most letters have three parts: an opening statement that
identifies the project/program where funds are being sought, one or two middle paragraphs that
indicate the relationship of the writer to the effort seeking funding, and a closing statement.
Be sure all your supporters address the same person at the same address. Additionally, all
supporters must have the correct proposal details such as title of grant program, title of your
project, etc. Lastly, be sure all letters are completed in the proper style with the proper original
signature.

Why draft the letter for the supporter/partner?
We recommend that you offer to draft a letter of support for your supporters or partner to ensure that all deadlines are met. By providing a draft letter of support, you address two things:
· That the letter of support will contain all of the information you need
· That you will get the letter back from your partner in a timely fashion (assuming you give them enough lead time! We suggest 2-3 weeks)
Drafting your own letters of support also serves another important purpose. It can give both parties an early warning of unrealistic expectations. It is a vehicle for negotiating exactly what services or expertise will be provided to support your work.
The goals of a letter of support are to:
· Specify what the supporter or partner will contribute to the project or program
· Convince the reviewer that the supporter/partner will fulfill the request
· Convey enthusiasm for the work
· Lend credibility to your proposal

Paragraph 1 of the letter should include:

· The full name of the solicitation, funding organization or the grant number
· The full name of the entity making the submission
· The dollar amount requested (this may also be contained in an abstract)*

Paragrahph(s) 2-3 should include:

· Name of project if determined
· The purpose/goals of the project
· Language describing how the program/project coincides with effective reentry, recidivism reduction, public safety etc.
· Other local partners if any

Paragraph 4 should include:

· An enthusiastic closing statement reiterating support, partnership and an expectation of success for the proposed program/project.


*If the dollar amount you will request is not determined at the time of submission it should be forwarded as soon as possible for tracking purposes.  This will not result in your letter being declined or delayed.  However, it is very important that we have this information as it helps us verify the type and amount of funding requested and received in our state for reentry related programs and services.

What Style and format should I use? (See sample letter)

· Font: 		Times New Roman
· Font size:	No smaller than 11pt
· Margins: 	Left and Right aligned (block)
· Length: 	Preferably a single page

Completion

Typically, an electronic copy of the appropriately signed letter will be forwarded to the individual who originated the request or whoever is designated by the requesting entity.  If you require any other destination for the completed letter please communicate your need in writing to the ODRC staff facilitating the process for your program or organization. An electronic copy of your completed letter will be retained in the Office of Offender Reentry.

NOTICE

The letter should NOT include any language indicating a specific commitment of Ohio Department of Rehabilitation and Correction staff or funds as related to project implementation and sustainability.  







