[INSERT YOUR ORGANIZATION’S LETTERHEAD]
[DATE]
Dear [UNIVERSITY/COLLEGE ADMINISTRATOR]:
The second week in November, this year on the 10th - 16th, is National Collegiate EMS Week, a week dedicated towards educating the public about Collegiate EMS that is modeled after National EMS Week held the third week in May and sponsored by Congress and the American College of Emergency Physicians. To mark this year’s celebration, [YOUR ORGANIZATION] will be hosting having several activities to help better inform our students, faculty, and staff about EMS. 
[LIST PLANNED ACTIVITIES]
As the [POSITION] of [YOUR ORGANIZATION], I want to make you aware of National Collegiate EMS Week as well as the activities that we have planned to help celebrate it. Your support has been most appreciated in the past, and I invite you to join us in celebrating National Collegiate EMS Week.
Sincerely,

[YOUR NAME]
[POSITION, YOUR ORGANIZATION]

