Sample Letter 1


Sample letter to be sent after Division Chairman is recruited.

Should be sent the day after he/she is secured.

Dear Mr._______________,


On behalf of the Chattahoochee Council, Boy Scouts of America, thank you for agreeing to chair the (name of county/city) Friends of Scouting campaign.  This year’s effort will be more important than ever, as we are experiencing record participation from this area’s youth.


For your records, I thought I’d reiterate the following key points from our meeting:

1. The goal for this campaign is $______________.  This amount is only a __________% increase over last year’s drive, which means we can surpass our goal in a short time.

2. As chairman, your primary responsibilities are to recruit ____________ community leaders to serve as team captains and then preside over two planning meetings for them and an additional kick-off meeting.  I will have all of the materials you’ll need and will also prepare your agendas.

3. The structure and schedule of the campaign are designed to protect your time and to keep meetings to an absolute minimum.  I will contact you during the time before each of the 3 meetings to offer any assistance or support your need.

4. I will draft any memos you need and will fax copies for your approval before mailing.  These memos are usually given better attention when put on the chairman’s letterhead.  I’ll call in the near future to see if that practice is all right with you.

Enclosed are ______ copies of the job descriptions for the ________ team

captain’s.  I’m also sending a list of the prospective captains that we discussed.


Again, thank you for leading this important project.  I’m excited about the opportunity to work with you to better Scouting in (name of city/county).  Please don’t hesitate to call if you have any questions.  Per our discussion, I’ll call you on ________ to see how the recruiting is going!









Respectfully yours,









________________

