SUPPORT LETTER GUIDELINES:

FONT: Do not use funky fonts. Adults generally do not like to read them. Stick with the normal ones like Times New Roman, Tahoma, or Arial. Make sure it is at least 12-point font.

FORMAT: It is recommended that you justify your text, so both of your margins are flush which makes it easier to read. Also skip a line between each paragraph. Feel free to occasionally bold, underline, or italicize important information to draw attention to it. Use half or one-inch margins on most sides. To accommodate the CBU letterhead, make the top margin at least 2 inches. Keep your letter to ONE page – front side ONLY!

FINESSE: Double check your spelling. You might even have another person check your grammar. The more professional your letter looks, the more responsible you seem, and the more likely others will want to invest in you and partner with you in ministry.

STEP-BY-STEP INSTRUCTIONS

STEP 1: Get your Support Letter Approved by the Office of Mobilization. 

· Turn a hard copy of your letter in to the Mobilization Office (J458).  Please note:  the paragraph about financial support CANNOT be altered in any way.  Drafts turned in with that paragraph changed will not be approved.
· Your letter will be ready to pick up within THREE business days.
· When turning in your Second Draft for approval (with your First Draft showing corrections needed), your letter will be read in the order that it was received. All letters must be mailed out by February 15.

STEP 2: Obtain your CBU letterhead from J458 and make copies in the Copy Center. Either sign your master letter once before copying it or sign all of them after copying it!

STEP 3: Obtain your response cards. Write your name on the response card.

STEP 4: Obtain your envelopes. Write your name and box # in the top-left corner under ISP.

STEP 5: Stuff your envelopes with support letter and response card and return to ISP office to be mailed. Mark your name off as complete for sending out Fundraising Letters.

You must send out at least 50 support letters. You may send out more if you like. ISP will pay for the cost of copying and mailing the first 50 letters.

Dear Friends,

Hello!  My name is Kermit D. Frog.  I am a senior at California Baptist University; I’m majoring in Christian Studies with an emphasis in youth ministry and a minor in Global Studies.  In addition to my studies, I work as a part-time junior high pastor at Magnolia Avenue Baptist Church.  I absolutely love my job!  Overall, life at CBU is really great.  I love it here!  God is teaching me so much; I am truly blessed to be here.

This summer, I am serving on an International Service Projects (ISP) team at CBU.  My team of about 10 people will be journeying to Thailand from July 1st- 21st.  We will be studying Buddhism and ministering to local college students.  I am really looking forward serving on this team because I think it will be a life changing experience.  I am thrilled to have this overseas opportunity to minister to the people who do not know Jesus.

I would like to invite you to partner with me on this ministry trip.  I am hoping many of you will commit to being our prayer partners, whom we seriously value as a vital part of our ministry team.  We need people to pray for us as we prepare for this team, while we’re there, and after we return home.  Please know that your prayer support would be a valuable gift to me and my team.

I am also praying that some of you will be able to support this project financially.  The cost of this trip is $3,300 per student, and we would truly appreciate any size gift.  In whatever way you are able to join in supporting our team, we would ask that you share your decision with us by returning the enclosed response card by March 8th, when team members are expected to have raised at least $1,650 for the project.  All donations made to California Baptist University are tax-deductible to the full extent allowed under the law. The University will track the amount of donations raised by each participant. Funds raised by a participant will be designated for their respective team, with the understanding that when the responsibility of the individual is met or the participant’s commitment cannot be completed for any reason, the remaining donated funds will be used at the discretion of the University to support ministry activities. Please make checks payable to California Baptist University.  

Thank you for all the words of encouragement you have sent me over the past few years.  Your faithful support has greatly furthered my ministry.  Please do not hesitate to contact me if you have any questions about this ministry trip.  May God bless you abundantly!

In His Grip, 

Kermit D. Frog


Email: kermit@email.com  




Cell: (123) 456-7890







