«date»
«in_charge», «ic_title»
«name»
«add1»
«add2»
«city», «state»  «zip»
Dear «mailing_name»:  

United Way of _________ County is pleased to announce that we will begin offering the United Way 2-1-1 Service to the residents of _______ County.  This exciting new program will allow individuals to be able to access information about local health and human service programs and volunteer opportunities by simply dialing 2-1-1 from their home or cell phone.  We are very excited about this project and looking forward to the opportunity to serve our community in this way.

As part of our planning for United Way 2-1-1 we are creating a database of community services.  This database will house the resource information that is used to provide referrals to individuals who call the call center or visit our website at www.nc211.org.  Some resources may also be used to develop specialized directories created for community distribution.  All listings include: 

· An agency report which contains basic information about the controlling organization and a list of all programs that agency operates.
· A program report for each program operated by the agency, which contains a more detailed description of services provided including eligibility criteria, intake procedure and more.
I have attached blank copies of our data collection forms.  These documents have been designed as online forms.  If you simply start typing in the grey boxes, the space will expand to allow you to complete your entry.   Please be sure to completely fill out both documents, making additional copies of the program form as needed.  

Please return your updated information by ___________.  . If you have any questions or need further information, please call _____________ at ___________.  You may mail responses to my attention or fax to 704-371-6361.

Thank you for your assistance in helping us provide this valuable service to our community..  We look forward to your reply.

Sincerely,

