Supervisor

CDC Name

Address

City, State, Zip

Dear Supervisor:

As you may already know, AmeriCorps members are required to have obtained a high school diploma or FED certificate in order to claim the education award at the end of their service term.  We have drafted the attached GED Agreement in order to have (member’s name) include GED completion as part of the service requirements for the year.

I am requesting that (member’s name) make GED completion a personal development objective – in addition to the other service objectives.  The member should provide in writing a plan that describes how they intend to approach this objective.  I would also like to have written documentation that the member has enrolled in a GED preparation or study course.  The member should also provide progress reports in December, April and August describing the gains main towards attainment of that goal.  In addition the six month and twelve month appraisal must include a some reference from you that speaks to the progress the member has made in this regard.  We are asking for your cooperation in this matter, because as AmeriCorps sponsors and placement sites we are required to provide support and assistance to members in pursuit of GED attainment.

Please call me at (your phone number) if you have any questions regarding the attached agreement or GED requirement.

Sincerely,

Your name and title

CC: Pearl

       CDC – ED

       Member

