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Sample Letter from a Four-Year to a Two-Year Institution

Use this letter as a template or example for contacting two-year institutions about building a transfer pipeline, and to invite potential team members to a “Team Meeting.”

Dear [INSERT NAME(S) of TWO-YEAR FACULTY, ADVISOR, DEAN, ETC. FROM CS/IT DEPARTMENT]:

My name is [INSERT] from [INSERT FOUR-YEAR INSTITUTION NAME]. I am a [INSERT TITLE] interested in increasing the number of students, particularly women and underrepresented minorities, who transfer from [INSERT TWO-YEAR INSTITUTION NAME] into [INSERT FOUR-YEAR INSTITUTION NAME]. By creating a partnership we can not only increase the number of community college students who transfer to a four-year institution and ultimately complete a baccalaureate degree, but we also can increase the number of students who enroll in computer science and information technology programs. The benefits are two-fold, creating a “win-win” situation for all.

To help facilitate this partnership, I am using a resource called Pipeline-in-a-Box: Promoting Advancement of 
CS/IT Students from Two-Year to Four-Year Institutions. Developed by the National Center for Women & Information Technology (NCWIT), this resource provides the incentive and tools to build a transfer articulation relationship between community colleges and four-year institutions that diversifies, increases, and strengthens the pool of students transferring into and majoring in computer science and information technology. I am attaching a document called Pipeline-in-a-Box: At-a-Glance, which provides more information. The resource 
is free and is available online at: www.ncwit.org/pipeline. 
On [INSERT TEAM MEETING DATE, TIME, AND PLACE], [INSERT FOUR-YEAR INSTITUTION NAME] will be holding a “Team Meeting” to initiate a collaborative plan of action between our [COLLEGE OR UNIVERSITY] and local community colleges. The purpose of this meeting is to create a strategic plan for transferring more community college students into four-year computer science and information technology related programs, to map out a “win-win” situation for all involved, and to determine the most efficient way for students to transfer by examining articulation agreements and finding a coherent “path of least resistance” to transfer. I hope that you will consider this invitation and collaborative proposal and attend our scheduled meeting.  Feel free to invite others who would be interested in becoming a part of our team. Please let me know if you can participate, and send a list of additional staff members you have invited.

Thank you for your time. I look forward to meeting and working with you and your institution.

Sincerely,

[NAME]

[TITLE/POSITION]

[SCHOOL]

[PHONE NUMBER]

[EMAIL ADDRESS]
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