Sample Cover Letter

To The Director of New Student Orientation

Date

Address

Dear

Another school year is upon us and no doubt you are busy non-stop with preparations for New Student Orientation.  Knowing how busy you must be, I will be brief.

We are implementing a new Student Tobacco Education Program.  It will be an on-going, comprehensive tobacco prevention and cessation program.  The goals of this program are fairly obvious: to keep people who do not smoke from starting and to encourage those students who do smoke to quit.  I probably don’t need to tell you that the number of students on our campus that smoke, although still a minority, has been rising over the last decade.  In order to stem this tide, we want to work on tobacco prevention on campus from the beginning to the end of the school year, which is why I am contacting you.

As the office that first welcomes our new students and also is responsible for some of the first impressions about what campus life is like, I would like to speak with you about offering some tobacco prevention resources to our new students.  There is a pamphlet that we can supply that I think would work well.  It is a general education pamphlet on tobacco issues called “Insert title.”  This pamphlet would be a wonderful addition to any educational handouts you currently offer our new students.  We can also have a group of students available to speak with new students during orientation about tobacco issues facing them on campus.
I look forward to talking with you more about incorporating tobacco prevention into New Student Orientation.  If you could find a moment in your busy schedule, please contact me at (insert phone and email) so we may set up a short meeting or talk on the phone.

I appreciate all you do to get our year off to a great start!  I look forward to working with you throughout the year!

Sincerely,

YOUR NAME
CONTACT INFORMATION

