Sample text for emails to ask for letters of support.
SAMPLE 1 (Partner in Humboldt Co)

Dear Phil,

As one of President Richmond’s Business Advisors, you have heard about the good work of the Small Business Development Center program hosted by HSU.  The SBDC has a lot at stake right now related to the CA budget, and I am writing to you to see if you would be willing to send a letter of support regarding our program to several elected officials.

I’ve attached a sample letter as well as a Background/FAQ sheet (internal document) that explains a little more about why we are asking for your support. I’v e also attached a document that has ideas of how you might want to customize the letter—although this is not necessary. It would be great if you could create 4 versions of the letter addressed to the following people: (Jeanne- make sure I’m getting the right people here)
· Senator Wiggins

· Assemblyman Chesbro

· Governor Arnold Schwarzenegger

· Members of the Assembly Committee on Jobs, Econonic Development and the Economy

I’d be more than willing to answer any questions you have and/or assist you by faxing the letters to the appropriate fax numbers.  I can be reached at _______.  We are hoping to have all the letters sent before Sept 1.
Regards,

Your Name
ATTACHMENTS:  sample letter, background document, sheet with customization ideas
SAMPLE 2 (Someone outside of Humboldt Co)

Dear Joe,

As a partner in the recent events co-produced by California SBDC and Business Matchmaking, you have heard about the good work of the Small Business Development Center program.  The SBDC has a lot at stake right now related to the CA budget, and I am writing to you to see if you would be willing to send a letter of support regarding our program to several elected officials.

I’ve attached a sample letter as well as a Background/FAQ sheet  (internal document)that explains a little more about why we are asking for your support.  I’v e also attached a document that has ideas of how you might want to customize the letter—although this is not necessary. It would be great if you could create 4 versions of the letter addressed to the following people: 

· The senator that represents your place of business/home location

· The assembly member(s) that represent your place of business/home location

· Governor Arnold Schwarzenegger

· Members of the Assembly Committee on Jobs, Econonic Development and the Economy

I’d be more than willing to answer any questions you have and/or assist you by faxing the letters to the appropriate fax numbers.  I can be reached at _______. We are hoping to have all the letters sent before Sept 1.

Thank you,

Your name
ATTACHMENTS:  sample letter, background document, sheet with customization ideas

SAMPLE 3 (Colleague, Friend, Family)

Dear Joe,

There is something kind of exciting going on at my work right now.  I’m writing to you because you know about the good work of the Small Business Development Center program.  The SBDC has a lot at stake related to the CA budget, and I am wondering if you would be willing to send a letter of support regarding our program to several elected officials.  It’s fine that you don’t directly work with our program.
I’ve attached a sample letter as well as a Background/FAQ sheet  (internal document)that explains a little more about why we are asking for your support.  I’v e also attached a document that has ideas of how you might want to customize the letter—although this is not necessary. It would be great if you could create 4 versions of the letter addressed to the following people: 

· The senator that represents your place of business/home location

· The assembly member(s) that represent your place of business/home location

· Governor Arnold Schwarzenegger

· Members of the Assembly Committee on Jobs, Econonic Development and the Economy

I’d be more than willing to answer any questions you have and/or assist you by faxing the letters to the appropriate fax numbers.  I can be reached at _______. We are hoping to have all the letters sent before Sept 1.

Thanks so much,

Your name
ATTACHMENTS:  sample letter, background document, sheet with customization ideas

