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Dear [Name],
I have some exciting news for you. [YOUR ORGANIZATION] has recently partnered with SponsorChange.org- a civic engagement organization that staffs nonprofits with skilled young professionals in exchange for student loan pay. We have decided to bring skilled young professionals to our organization to help us address our needs internally.

As a preliminary step in figuring out [YOUR ORGANIZATION] needs, can you please answer the following questions in as much detail as possible?
1. What area of [NAME OF PROGRAM] are you the weakest in?

2. If you had an assistant for 5 hours per week, how would you best use his/her time?

3. What is the biggest priority for [NAME OF PROGRAM] in the next five months?

4. What specific qualities are you looking for in a volunteer (quantitative, analytical, child friendly, etc.)

5. What other programs at [YOUR ORGANIZATION] do you see yourself collaborating with in the future?

By providing answers to these questions, we will be better able to address the needs of your program and place you with the best person for your needs. If you have any questions please feel free to contact me.

Best,

[Your Name]
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