How To Write a Support Letter
STEP 1: PRAY that God will help you to know who the letters should be sent to.  Also pray that God would help you to write clearly and that your letters would be received well.  
STEP 2: MAKE A LIST OF PEOPLE TO SEND LETTERS TO -  Send your letter to as many people as possible! Here are some ideas: Family (uncles and aunts, grandparents, cousins, godparents, etc.), Friends (school friends, teammates, your parents’ friends, etc.), Other Contacts (teachers, coaches, people from church, neighbors, etc.)  Anyone who has a personal relationship with you or your parents may be willing to support you. 
STEP 3: WRITE AND MAIL THE LETTER SOON see the tips below as a guide for writing, but as much as you can, make it your own.  
TIPS FOR WRITING A SUPPORT LETTER:

1.  Begin with a personal greeting and introduction:
Examples: (a)  Hi, this is [your name], and I wanted you know about an exciting opportunity that I have this summer.  My friends and I from the West Point Grey Baptist Youth Group are going to be going on a missions trip called SERVE.  
2.  State the purpose: “SERVE is an annual event in which teenagers, like me, from Baptist churches from across Western Canada come together to serve in a chosen community.  Young people, from grades 5-12, converge on one urban centre with the sole purpose of serving the local community.  During the day we will undertake service projects at various locations.  In the evenings we will gather together for some amazing times of corporate worship.  It is our hope that the community will come to know the love of Christ, as we willingly serve them without asking or expecting anything in return.” 
3.  Specific information: where and when you’re going and what you’re doing, so people know what their $$$ is going toward: 
“This year SERVE 2009 will take place from July 11-19 in Swift Current, Saskatchewan.”    
The kinds of things we will be participating in at SERVE 2009 are:

    1)  Running a Vacation Bible School
    2)  Spending time with elderly people

    3)  Working with indigenous peoples 

    4)  Serving at soup kitchens and food banks

    5)  Manual labor projects such as painting, building, etc.

4.  Ask for support:  People can support you in two ways, ask them to: 1) Pray for you (this is the most important thing they can do) and 2) support you financially (make sure to include the total cost of the trip - $500.00)
5.  Say thank you:  for taking the time to read the letter and for considering supporting you.    

6.  Keep it to one page. Be brief.
Make sure to include a pre-addressed return envelope and support slip, so it’s easier for supporters to mail their checks and support slips back to you. Feel free to include prayer cards or bookmarks that supporters can keep as a reminder of you.  You may want to use colored stationary and envelopes so your letter stands out.

STEP 4: SAY THANK YOU! Keep a written record of all the support checks that come in to you, and then turn them in to your team leader. Be sure to write a hand written thank you note to each person who sends money before you leave for your trip.

SAMPLE LETTER FORMAT:

[Write the Date Here] – (i.e. May 11, 2009)
Dear [put the name(s) of your potential supporter here],
Paragraph One:   Personal Greeting and introduction
Paragraph Two:  State the purpose of the trip
Paragraph Three:  Include specific information about the trip
Paragraph Four:   Ask for support
Paragraph Five:  Say thank you

Sincerely,

          [Type Your Name Here]

          [Hand Sign Your Name Here]
