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PREPARATION GUIDE
SUPPORT LETTERS

GENERAL COMMENTS

Grants frequently require letters of support; outside parties often request guidance as to what they should say in their letter.  That will vary according to the project and grant program, but this guide offers examples you may modify to suit the circumstances.  

Cut-and-paste the relevant example into a separate document and modify it as necessary before providing it as an example.  Keep in mind that if a third party offers anything to which a monetary value can reasonably be assigned (such as research time or products and supplies), it may also be eligible as an in-kind match.  

Letters of general support that commit nothing specific except good wishes (which we refer to as “atta’ boy letters”) carry little weight and should be avoided.  Support letters should commit something of value, be it goods, services, or relevant technical advice. 

EXAMPLES

Following are example support letters from the following:

· Economic development organizations 
· Industry associations 
· Cities 
· County supervisors 
· State legislators 
· U.S. congress members or senators
Sample Letter From an Economic Development Organization

{Addressed to Applicant}
Dear __________:

As you know, {Economic Development Organization} is devoted to attracting and retaining successful and responsible development to {your area, such as a city, county, region, state}.  We seek to build and maintain not only a solid economic and employer base, but to make our area home to organizations that are respected and valued members of the community.  As an integral and dedicated member of our community, we believe {Applicant} can play a key role in our overall prosperity.

We would be pleased to offer whatever assistance you may need in making {name of project} a long-term success.  For example, should the project eventually require expanding your facilities, we have been very successful in negotiating accommodations in waste water fees, building permits, zoning variations, and other local taxes, fees, and permits.  Should you require a new location within our service area, we would be pleased to help you locate within an enterprise zone or to seek enterprise zone designation.

Please call me at your earliest convenience with any suggestions as to how else {Economic Development Organization} might help in support of your upcoming project.

Sincerely,

{Executive Director}

Sample Letter from an Industry Association

{Addressed to Applicant}
Dear __________:

I am pleased to learn of your application for a {name of grant}.  As {Applicant} is an important part of our industry, business developed on your behalf would benefit the entire industry.

The {Industry Association} commits to supporting your {name of project} by advising you in areas where we have particular expertise; compiling, categorizing, and analyzing our extensive statistics as they relate to your project, and; assisting any relevant agency or potential customer in the assessment of your project and its potential for the industry.

Please feel free to contact me if we can be of any other assistance.  

Sincerely,

{Director}

Sample Letter From a City

{Addressed to Applicant}
Dear __________:

The City of {City Name} is proud to be the home of {Applicant}, and views your success as important to the financial health of our entire community.  The City will do whatever it can to assist {Applicant} to succeed in our community and work with you on your {name of project} venture.  This assistance would be in the form of prompt review of any zoning, regulatory, or licensing issues, and aid with other matters in which the City can assist.

My best wishes in your continuing efforts.

Sincerely,

{City Administrator}

Sample Letter From a County Supervisor

{Addressed to Applicant}
Dear __________:

As a member of the Board of Supervisors of {County}, I have a deep appreciation for the economic benefits a healthy {your industry} industry offers our region.  

I would be pleased to assist you with your {name of project}.  This assistance might include explaining the benefits of your project to regulatory agencies or helping address any county licensing or regulatory issues in a timely manner.

Please contact my office at your convenience if we can be of any help.

Sincerely,

{County Supervisor}

Sample Letter From a State Legislator
{Addressed to Applicant}
Dear __________:

I am pleased to learn of your efforts to {goal of project}.  {Your industry or organization} is a key part of the economy of my district and the state, and we all benefit from its continued health.

Accordingly, I would like to lend my support to your proposal for a {name of grant}.  Such support might include helping explain the importance of your project to my district and helping you address any regulatory issues that may arise.  

Please contact my office at your convenience if we can be of any assistance.

Sincerely, 

{Hon. State Legislator}
Sample Letter from a U.S. Congress Member or Senator

{Addressed to Applicant}
Dear __________:

I am well aware of the importance of {your industry or organization} to the state of {State} and the nation as a whole.  

I am especially pleased to learn of {Applicant’s} efforts to {describe goal of project} and would be pleased to assist you in this effort.  Such assistance might include explaining the importance and impact of your project to my {district and/or State, as appropriate}, and help in addressing any governmental obstacles that might arise.

Please call me at your earliest convenience with any suggestions as to how else my office might lend support to your upcoming project.

Sincerely,

{Hon. Senator/Congressman}
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