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Sample Letters to coalition members 

This sample letter may be sent to initial Coalition Members invited to your first coalition meeting.
Date
Dear Excel by 5 Coalition Member:

Thank you for your participation in our community’s initial coalition meeting to attain Excel by 5 Certification. Your commitment to the development of a plan that will ensure the success of all of (Community)’s youngest citizens is the crucial first step of the Excel by 5 certification process.

Our next steps leading to (Community) becoming a certified Excel by 5 community are:

· List next steps here (e.g., set Coalition Meeting dates)
· List next steps here (e.g., adopt a Coalition Charter)
· List next steps here (e.g., plan upcoming community events)
As a key member of (Community)’s Excel by 5 Coalition, your input will be invaluable. Additional input will be sought from other community members to insure that our coalition and action plan are reflective of our community as a whole.

You will be contacted via e-mail or phone to set up exact dates and times for the next meetings with the focus area working groups. At these meetings, these working groups will plan the initial steps to meeting the certification requirements for each focus area.

Again, thank you for your willingness to be a key part of this community initiative that has the potential to create positive, permanent changes in the lives of our children, families, and community.

Sincerely,

Name, Certification Manager
This sample letter may be sent to new Coalition Members added after your first coalition meeting.

Date
Dear Name:
Thank you for agreeing to become a part of the (Community) Excel by 5 Coalition. We are having our next coalition meeting on (date), at (location) from (time) to (time). During this meeting, we will discuss:

· List agenda items here

· List agenda items here

· List agenda items here

It is important for all coalition members to attend. If you are not able to attend, please send a representative from your agency, if possible. For (Community) to achieve Excel by 5 Certification, we must pull together our resources that will benefit children and the families we serve.  

If you have any questions please call (phone) or e-mail (address). Please feel free to invite others from your agency or from the community who may wish to be involved in our community efforts. Again, thank you for your commitment to the future of our community.
Sincerely,

Name, Certification Manager
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