TEMPLATE I
COMMUNICATION - UPPER MANAGEMENT

Hello ____________,

I would like to discuss the need for implementing a financial literacy program at our university

We have a need to (select one or two of the below, or add your own):
· Curtail financial clearance holds for returning students.
· Reduce attrition rates due to financial issues for returning students. 
· Lessen the cohort default rate.
· Assist students in understanding the importance of protecting their personally identifiable information.
· Help ensure financial success for our students.


In doing so, we will be providing life skills for our students. Students who are financially successful are more likely to complete their education. These students who are financially successful are more likely to donate back to their alma mater.  In addition, they are more likely to repay their student loans. These payments perpetuate funding for future generations. And in addition, repaying loans lowers the university’s cohort default rate. 

In closing, my plan is to reach out to other departments to share in this task. I would like to meet with you in two weeks to discuss my progress on this project.






















TEMPLATE II
COMMUNICATION – DEPARTMENT OUTREACH

Hello ____________,

I would like to discuss the possibilities of partnering with your department to implement a financial literacy program for our university students.

I understand that you have a need to provide programming for students, especially during the ______ (Prefrosh, Orientation, or other time period.)

By partnering together we can (select one or two of the below, or add your own idea for helping students):
1. Provide a fun and exciting workshop for our students.
1. Minimize student stress by helping the students to understand financial matters.
1. Curtail financial clearance holds for returning students. 
1. Assist students in understanding the importance of protecting their personally identifiable information.
1. Provide life skills for our students’ success.


In closing, I would like to understand what type of program students are most interested in, (such as game, workshop, or online resources.) Also I would like to meet back in two weeks to continue the conversation about implementing that program.





















TEMPLATE III
COMMUNICATION – RESPONDING TO THE “NO’s”


Hello ____________,

Thank you for the opportunity to meet regarding the implementation of a financial literacy program. I understand that you have concerns about implementing a program because: 

(Select one of the objections below, and its rebuttal)

1. Financial literacy programs are not part of my area of concern or job. 

Remember that we are all here to help our students succeed in their life. Also, students who are financially successful have less stress and are able to focus more on their academia.  

1. Providing financial literacy training is not my area of expertise. 

Please keep in mind that we do not have to be a CFP to implement financial literacy programs. We only need to work together to provide information to our students in a fun and interesting way.

1. I have “budget restrictions”

Please consider that there are many free available resources online for us to review. Also, we can split the cost of the lunch, paper and pencils if needed. In addition, we may be able to invite a third party resource pro bono.

In closing, I look forward to the opportunity to discuss the possibilities. Please let me know if you will be available on Tuesday or Thursday of next week.














TEMPLATE IV
COMMUNICATION – OUTSIDE VENDOR RESOURCES


Hello ____________,

Our university is interested in implementing a financial literacy program. Our goal is to provide students with information pertaining to____ (fill in one or two financial literacy topics.)

I am wondering if your organization would be interested in getting involved. If so, you may contact me at the below e-mail or phone number.



Note: Organizations may get involved in several ways such as providing programming, staff, or other resources including grant money. If an organization would like to get involved, be certain that their contributions will not be considered as an outside conflict in accordance with your university or upper management’s policy.

